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AACP LOCUS Certification Training— ACCOUNT CREATION AND ACCESS INSTRUCTIONS

For best access to AACP’s LOCUS Certification Training, follow these instructions precisely:

BEFORE ATTEMPTING TO ACCESS THE TRAINING SITE

e Close all internet browser windows and clear browser history.

e Update browser to its most recent version. Chrome and Edge are recommended.

o Use a desktop or laptop versus a tablet or mobile/cell device, to maximize interactivity and
functionality on the training site.

e Update device operating software to the most recent version available, if possible.

1. Copy and paste this link AND ONLY THIS LINK into a new open browser window:
https://training.communitypsychiatry.org/?tenant=michigandhhs

Use an incognito or private window, if possible.

Michigan DHHS users should see this when they first access the training site:
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Lost password?

Is this your first time here?

For full access to this site, you first need to create an
account.

Create new account
If users do NOT see the AACP and Michigan DHHS logos, they should STOP the account creation
process and start again, following the instructions through #1 above.
If users DO see the AACP and Michigan DHHS logos, they should proceed with Steps 2-15 below.

2. Click on the gray box labeled “Create new account.”
3. Read and agree to the AACP site usage agreement statement.
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Use your company email address as your username. Use this same email address for all
other email fields.

Create a password that meets the criteria given.

MAKE A NOTE OF YOUR USERNAME AND PASSWORD in a secure location. You will need
these each time you log into the training site.

Type Ml or Michigan into that registration field. This entry will trigger your automatic
enrollment into the correct AACP LOCUS training course bypassing any request for
payment.

Enter your NPI number. IT IS ESSENTIAL THAT YOU ENTER YOUR NPI NUMBER
CORRECTLY. Your training completion will be tracked based on your NPl number.

Click the box to attest that you are a Medicaid provider who services Medicaid
beneficiaries enrolled in a Medicaid Health Plan.

Confirm you are not a robot.

Click on “Create my new account.”

Click “Continue”. You will be navigated back to the portal to the training site.

DO NOT ATTEMPT TO LOG IN UNTIL YOU FOLLOW THE ACCOUNT CREATION
CONFIRMATION INSTRUCTIONS THAT WILL BE SENT TO THE EMAIL ADDRESS YOU
USE TO CREATE THE ACCOUNT.

Each user will be emailed an account creation confirmation email from this address:
no-reply@communitypsychiatry.org.

YOU MAY NEED TO CHECK YOUR SPAM OR JUNK EMAIL FOLDER(S) FORTHIS
CONFIRMATION EMAIL. Follow the instructions provided in that email to confirm and
complete your account creation.

You will receive a thank you message that confirms that the account has been
successfully created. Click “continue.”

You will be navigated to the AACP LOCUS training site dashboard unique to Michigan
DHHS users.

Under the course entitled, “AACP LOCUS Certification Training for Michigan DHHS,” select
“Go to Course.” To access your course at any time, click on the “My courses” tab in the
upper left corner of the training site dashboard.

Congratulations! Your enrollment in and access to AACP’s LOCUS Certification Training for
Michigan DHHS users is now complete! Happy training!

If, after explicitly following all these instructions, technical assistance is needed, you may

reach out to Training@communitypsychiatry.org

Provide as much detail as possible to describe the nature of the issue being encountered.

All reasonable efforts will be made to respond to any inquiry within 24-48 hours, depending

on volume of requests.
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