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HHAeXchange Learning Management System 
(LMS) Job Aid 

Your Learning Management System (LMS) offers videos and interactive training that will guide you 
through the HHAeXchange Portal. This job aid provides instructions on how to obtain LMS credentials; 
access the LMS; navigate the LMS; and complete the training requirements; and receive HHAeXchange 
portal credentials.  
 
Obtain LMS Credentials 
Your agency must complete and submit the HHAeXchange Provider Onboarding form to obtain LMS 
credentials.   
 

Step Action 

1  Access the Provider Onboarding Form.  

2  Complete the fields and click submit at the end of the form. 

3  Texas Provider Onboarding Information displays. Review Next Steps and other important 
information on the screen. 

4 The person listed as submitter on the Provider Onboarding form will receive an LMS 
credential email from HHAeXchange with LMS username, password, and log in instructions. 
One set of credentials are issued per agency and can be shared by users within that 
agency.   

 
Access/Navigate the LMS  
 

Step Action 

1 Navigate to the HHAeXchange LMS. 
 

2 Log into the LMS using the LMS credentials provided in the LMS credential email your 
agency received from HHAeXchange. 
 

 
 

  

https://www.cognitoforms.com/HHAeXchange1/TexasProviderOnboarding
https://hhaexchange.docebosaas.com/learn/signin
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3 The LMS home page displays. Click on the Texas Learning Plan.  
 
 
 

4 A list of courses displays at the top of the page and the video for each topic displays beneath 
the list. 
 

 
 
 

5 Click on a video. The Start Learning screen opens. The Start Learning Now Button and a Table 
of Contents for the video display. 
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6 Click Start Learning Now. Course information displays. 

 
 
  

7 Click Next at the bottom of the page to start the video.  

 
 

8  When the video ends, click Next at the bottom of the page to access the interactive learning. 

 
  

9  The Welcome screen displays. Enter your email address and click Continue to Demo. 
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10 The Interactive Training opens. Tips display on each screen in the training. Review the screen 

and the tip. Complete any action required for the tip. Click Next Tip to proceed and complete 
the interactive training.   
 

 
 
 

11  Click the back button towards the top left of your screen to navigate back to a previous 
screen and tip.   
 

 
12 Click the Previous button at the bottom of the screen if you would like to navigate back to 

the video.  

 
13 Once you have completed the interactive learning you can proceed to the next module 

14 When a training module is completed, a checkmark displays next to that module.  

  
15  Proceed through all of the training modules.  
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Complete the Training Requirements  
 

1 The last module is the Texas LMS Quiz. You must pass the quiz with a minimum score of 75% to 
receive your certificate.     
 

 
  

2  Click Start Learning Now to display the HHAeXchange Final Quiz page. Click Begin the Test. 

 
 
 

3 Your score displays when you complete the quiz. You have the options to show your answers or 
retake the test.   
 

 
 

4  Click Next Activity after you passed the test. 

5  Certificate of Completion displays. Complete the required fields.  
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6  Click Submit at the bottom of the certificate. 

 
7 The individual who submitted the onboarding form and received the Learning Management 

System account will receive an automated email from HHAeXchange within two business days of 
LMS test completion with their HHAeXchange username and instructions for setting up their 
password.  

 
 
 
 


