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Goods & Services Request
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A Goods & Services Request Form may need to be 
completed prior to creating the reimbursement entry in 
the DCI system.

❖ Please visit the Acumen website for the state and 

program to determine if this step is required

✓ If required, complete the form and attach in 

the Invoice Attachments field when creating 

the reimbursement entry in the DCI system.  

Example Goods & Services Request Form:



Reimbursement Entry
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1. Navigate to acumen.dcisoftware.com and 
log into the Employer Profile

Employer Username

Employer Password

2. Click Employer on the main menu

3. Click Clients on the submenu

*Please note! The Employer is responsible for creating the reimbursement entry for their client(s)

acumen.dcisoftware.com


Reimbursement Entry
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5. Click Actions

6. Select New Reimbursement Entry 

from the drop-down menu

4. Click anywhere in the client 
row to open the details page



Reimbursement Entry
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1. Entry Type & Client: Auto-populate

2. Account Type: Hourly

3. Employee Name: Type & select from 
the drop-down

4. Service Code: Select from the drop-
down

5. Dollar Amount: Total reimbursement 
amount. Must match attached invoice 
or receipt.

Complete the Add New Reimbursement Entry form wizard:



Reimbursement Entry
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Add New Reimbursement Entry form wizard continued:
6. Date(s) of Service: This may be one date or multiple 

dates. Enter the date and the amount for that date then 

click the blue plus sign (+) to add more as needed. 

➢ The sum of the dates of service much match the 

dollar amount entered in the Dollar Amount field 

(see step 5)

7. Notes (optional)

8. Invoice Attachments: Click the Choose Files button to 

upload supporting documents (i.e., Completed Goods & 

Services Request Form, training invoice, etc.). 

Attachment must be in PDF, JPG, or PNG format.

9. Click Save

10. Click Yes to confirm



View Submitted Entry
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1. Click Employer on the main menu

2. Select the Clients tab from the submenu

3. Click anywhere on the client row 

To check the status of the reimbursement entry:



View Submitted Entry
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4. From the Client Details page, scroll down to select the Entries tab.



View Submitted Entry
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5. Select Employer Reimbursement from the Select Type filter

6. Click the blue Search button to return results



View Submitted Entry
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If more than one Date of Service was entered for the reimbursement, an entry is created for each 
and the entry for the total amount is canceled.

If only one Date of Service was entered for the reimbursement, only one entry is created.

View the entry status



Entry Review
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• Employee reimbursements follow the payroll schedule

✓ Submit and approve within the pay cycle for the employee to receive with their paycheck

✓ If approved, the entry status changes to Approved.

• Entries are then reviewed by the payroll team and if the entry is in good order, payment is made 

at the scheduled time.

❖ The reimbursement is visible on the employee’s pay stub

• If rejected by the payroll team, the entry status changes to Rejected and communication is sent 

to the Employer via the email listed on the DCI profile.
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