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What is EES?

The Electronic Enrollment System (EES) is a software solution designed to
streamline the enrollment process by providing Clients and Employers the tools
and resources to self-enroll, complete required paperwork, and track enrollment

status.
Benefits:
* Provides an improved user experience
e Streamlined enrollment process
e Reduces redundant data inputs
* Minimizes the risk of inaccurate information
it LT
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Support

Acumen agents and enrollment specialists may assist in completing the self-
enrollment process. Their responsibilities include:

DN N NI NN

Facilitate Enrollments

Entering any additional Client and/or Employer information
Entering budget information (spending plan/authorization)

Verifying documentation is completed accurately

Granting a Good to Go/Welcome letter to the Employer and
Client

Proprietary: For Acumen and Customer Use Only 7



EES Terms

Client: The Veteran receiving services

Employer: An individual who is allowed to represent a Client, manage the
Client’s care, and manage the Client’s enrollment. For VDC, the Client and
Employer are usually the same person.

Employee: An individual providing care to the Client

Agent: An Acumen employee who assists the enrollee through the enrollment
process

I .m“.DA;%lI Proprietary: For Acumen and Customer Use Only 9
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Prepare for Enrollment

Here is a list of items you will need for your enrollment. Please review the list and be
sure to have this information readily available when completing your enrollment

documents:
Client Information: Clients Employer Profile:
* First Name * First Name
* Last Name * Last Name
e Date of Birth e Date of Birth
e Social Security Number * Social Security Number
* Physical Address * Gender
* Email * Physical Address (No
* Phone Number P.O Box)
e Cell Phone (optional) * Mailing Address (if
different)
 Email

I .m“.DA;%lI Proprietary: For Acumen and Customer Use Only 10
Acumen powered by DCI




Prepare for Enrollment

Here is a list of items you will need for your enrollment. Please review the list and be
sure to have this information readily available when completing your enrollment
documents:

Employee Information:
* Full name
e Date of birth
* Social Security Number (and any other names/aliases used )
* Physical and Mailing address
e Contact info (email and phone)
* Citizenship status and relationship to the employer

 PDF or JPG of the Employees I-9 supporting documents
* Some programs will require the Employer or Employee to upload a file
containing the Employees I-9 documentation (Passport, Drivers License,
Social Security Card, etc.)
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Employer is the Client
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Employer is the Client

1. Click the Enroll Now link in the email sent to you by Acumen.

2. Your browser will pop up. Click the NEXT button

Welcome to Acumen's Electronic Enroliment System!

Click Mext to begin creating your account with your information as the Employer or Authorized Representative. In a future step, we will ask if you are also the Client or if you wish

to enrcll another indvidual as the Client.

scante racuingas b, Proprietary: For Acumen and Customer Use Only




Employer is the Client

Complete the Initial Registration Form:

< English ~

3. First Name (required)
Last Name (required)
5. Date of Birth (required):
* Enter the date in
MM/DD/YYYY format
OR

e C(Clickin the field to select
a date from the calendar

Initial Registration Form

B

Please complete the below form for the Authorized Representative or Employer.

Your Information

First Name *

Last Name *

Date of Birth * MM/DD/YYYY
Email *

Phone * (##%) #aa-HaHs

6. Email (required)

7. Phone (required) / \
8. Click Next Veteran/Employer must enter their name as
it is with the Program. ONLY enter your First
Name and Last Name. If you are a SR, JR, Il
etc., please put that after your last name.
it LT
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Employer is the Client

Are you the person receiving services?
If this screen appears:

9. Click Yes
10. Click Next to continue
v' Assigned both the Client & Employer roles

Initial Registration Form

Are you the person receiving services? * ®Yes (ONo

Next

”D%I Proprietary: For Acumen and Customer Use Only

Acumen powered by BCI




Complete the Client Details:
11. State: Select State (required)

Initial Registration (Employer / Client)

12. Medicaid ID: Enter Medicaid ID (Leave Blank)
13. Case Manager Name: (Leave Blank)

14. Click Next

Initial Registration Form

Client Details

State * o Select State

Medicaid ID o

Case Manager Name

= aile
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Initial Registration (Employer = Client)

Create login credentials:
15. Username (required): Create a username to log into the EES portal.

v
v
v
v

Minimum 6 characters

Only letters, digits, or period “”
No special characters

No spaces

16. Password (required): Create and Confirm a password to log into the EES portal.

v

v
v
v

Must contain 10 characters (1 uppercase letter, lowercase letter, number, and special

character)

No more than two repeated characters
Does not contain username

Does not contain first or last name

17. Click Submit

Tip: Click the information icons next to the
username and password fields to view the
specific requirements. As you type, green
checkmarks will appear to indicate that your
username and password meet the necessary
criteria.

Initial Registration Form

Create Your Login Credentials
Username @ human.bean

Password @ 40 . emenn

Confirm Password 0 seeeneem °

Initial Registration Form

Create Your Login Credentials

Usemame
Password

d Password Requirements ~ x I

© Minimum 10 characters

© At least one uppercase letter

© At least one lowercase letter

© At least ane number

© At least one special character

€ No more than two repeated characters
© Does not contain username

© Does not contain first or last name




Initial Registration (Employer / Client)

18. The confirmation message populates. An email is sent to the Enrollee for
account activation. See section to continue.

19. Optionally, click the Resend Activation Email button if you did not
receive an activation email.

Initial Registration Form

Thank you for completing the Initial Registration Form.

An email has been sent to activate your account. Please check your inbox. After you activate your account, sign in using your login credentials to continue your enrollment
If you did not receive an activation email, click the resend button below.

I & Resend Activation Email I
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Activate Employer Profile
&
Log into EES via DCI Web Portal*

*Employer completes this process by using a desktop or laptop
computer.

Web Portal
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Activate Enrollee Profile

Upon completing Initial Registration, an
email is sent to the Enrollee for account
activation.

v Title: Welcome to Acumen’s

Electronic Enrollment System
v' Sender:
no-reply@acumen2.net
v" Check the spam folder if necessary

Click the blue Activate Account button
in the email

%* Only active for a specific amount of
time (typically 24 hours)

no-reply@acumen2.net

Welcome to Acumen'’s Electronic
Enroliment System

el ot

Asisrsn FRRas] AgEmt

Dear MC CLIENT,
Thank you for enrolling with Acumen Fiscal Agent's Electronic Enrollment System. You will
find that this site allows you to complete your enroliment materials fast and efficiently.

Please click the link below to activate your account..

Username: mc.client

Activate Account o

Support
Direct Care Innovations

MNeed help?
Reach out to your supervisor for password reset assistance.
Direct Care Innovations

Proprietary: For Acumen and Customer Use Only




Activate Employer Profile

Troubleshooting Note:
« If after clicking the Activate Account button, the link is inactive, an alert
stating Invalid Token - Please contact your DCl administrator populates.

* C(Click the Resend the email button and return to

Acumen Fiscal Agent o ccr cane innovaTIoNS
Acumen powered by DCI

onfirm Profile

Invalid Token. Please contact your DCI administrator.

| resenatheem *
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Activate Profile

3. The Activate Account button opens a web page that states Confirm Profile: This
Profile has already been activated
4. Click the Click here to Sign In button
5. The Enrollee is redirected to the DCI Web Portal login screen
6. Enter the username and password created in the Initial Registration form
7. Click Sign In to begin the registration process
° Confirm Profile
This profile has already been activated. Password °
Click here to Sign In
LA Jde =]
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Activate Employer Profile
&
Log into EES via DCI Mobile Full Site

Employer completes this process by using a tablet or mobile
device.

aaaaaaaaaaaaaaaaa



Activate Profile —DCI Mobile Full Site

1. Upon completing Initial Registration, an

email is sent to the Enrollee for account
activation.
v Title: Welcome to Acumen’s
Electronic Enrollment System
v' Sender: no-reply@acumen2.net
v' Check the spam folder if necessary

Click the blue Activate Account button in
the email
R/

%* Only active for a specific amount of
time (typically 24 hours)

" Acumen powered by DCI

no-reply@acumen2.net

Welcome to Acumen'’s Electronic
Enrollment System

el ot

Asisrsn FRRas] AgEmt

Dear MC CLIENT,

Thank you for enrolling with Acumen Fiscal Agent's Electronic Enrollment System. You will
find that this site allows you to complete your enroliment materials fast and efficiently.
Please click the link below to activate your account..

Username: mc.client

Activate Account o

Support
Direct Care Innovations

MNeed help?
Reach out to your supervisor for password reset assistance.
Direct Care Innovations
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Activate Profile —DCI Mobile Full Site

3. The Activate Account button opens a web page that states
Confirm Profile: This Profile has already been activated

4. Tap the Click here to Sign In button
5. The Enrollee is redirected to the DCI Mobile Web login screen.

6. Tap Go to Full Site to access the DCI Mobile Full
Site.

Acumen Fiscal Agent

Confirm Profile

This profile has already been activated.

D=k
Acumen Fiscal Agent ~I Proprietary: For Acumen and Customer Use Only

Acumen powered by DCI

= EN

Password/ Pin

Remember me

Forgot your password?

Go to Full Site

Copyright © 2025 Direct Care Innovations. All rights reserved
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Authorization Preloaded — Next Action

If there is an authorization form for the Client:

1. Upon login, the Enrollee is directed to the
Dashboard on the Enroliment menu.

* Proceed with enrollment.

Welcome!

* The following items can be completed
in any order:

Client: Myles Fir

v' Complete Client Registration
v' Register Employer

[+] g
EEE

v Register Employee

 Add Employment may then be
completed without signing the
Employer Packet

* Manage Clients button may be used to
add and manage additional Client
enrollments

”D%| Proprietary: For Acumen and Customer Use Only 27
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Missing Authorization Screen

During enrollment EES verifies that the
information you've entered matches

the Spending Plan/Authorization information

we have already received. If you see this

"Missing Authorization" screen, it means the

information you provided does not match
the information in our system.

¢ Please contact your Acumen Agent for
assistance. They will help correct any
discrepancies so you can continue your
enrollment.

Welcome!

Welcome to Acumen's Electronic Enrollment System! We're honored you've chosen us as your fiscal
agent partner. Our goal is to empower you to manage your Client's care with more freedom. This
system is designed to streamline the enrollment process by providing you with all the necessary
tools and resources to complete the required paperwork, upload documents, and keep track of the
enrollment status. Should you have any questions or encounter any challenges, please feel free to
reach out to our dedicated team at (877) 211-3738 or enrollment@acumen?2.net.

Thank you for choosing us as your partner in this journey! We're excited to embark on this journey
with you and support you every step of the way. Welcome aboard!

MC Client

Manage Clients

Thank you for choosing Acumen as your Fiscal Agent Partner.

Our records indicate that we have not received an Authorization Form for your Client. Please
contact your case worker and request that they send us the Authorization Form as soon as
possible. Once received, we will process it and you may proceed with the enrollment process.

If you have any questions, please do not hesitate to reach out to us at (877) 211-3738 or
enrollment@acumen?2.net.

Thank you,

Acumen Fiscal Agent
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Complete Client Registration

Employer completes this process

29



Complete Client Registration

On the Enrollment Dashboard, click the Start button to Complete Client Registration.

English = Acumen EES implementation \ myles, willow =

Welcomel

Client: Myles Fir

e Complete Client Registration

Q Complete Employer Registration

e Complete Employer Packet s
© Complete Employee Registration
LA Jn Ll
Ll Proprietary: For Acumen and Customer Use Only 30
Acumen powered by DCI




Complete Client Registration

Client information auto-populates at the top of
the page with the information provided during

Complete Additional Client the initial registration

Details:
1. Middle Name (optional) Client
2. Medicaid # (optional)
. Last Name: Leach First Name: James
3. Gender (required): Select
Date of Birth: 2001-07-04 Enrollment Status: Active
one
* Male
e Female Additional Client Details
* Other Middle Name
°
Prefer NOt to Say Medicaid # 6 123456
4. Phone (required):
5. M0b||e Number (Optional): Gender * °Maie Fem;ille Oth-er FreferNc;ttnSay
6. Email (required):
Phone (###) #HEF-HHHS
Mobile Number 6 (###) #H%-HuH8
Email °

T

Acuman Fiscal Age:

Proprietary: For Acumen and Customer Use Only

Acumen powered by BCI
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Complete Client Registration

Complete the Physical Address:
7. Address Line 1 (required)
8. City (required)

9. County (optional)

10. State (required)

11. Zip Code (required)

12. Country (required) Defaults to United
States of America

Complete the Case Manager Details:
13. Case Manager Name (optional)
14. Case Manager Phone (optional)
15. Case Manager Email (optional)

16. Click Save to complete the Client
Registration process

Physical Address

Address Line 1*
City *

County

State *

Zip Code *

Country *

United States of America v

Case Manager Details

Case Manager Name
Case Manager Phone

Case Manager Email
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Complete Client Registration

17. The Enrollment Dashboard displays with Complete Client Registration marked Complete

Welcomel

2 Dashboard streamiine the enroliment process by providing you with all the necessary tools and resources | mplete the required paperwork, upload documents, and keep track of the enroliment status. Should yo v

o

Client: Myles Fir

Manage Clents
e Complete Client Registration m G
e
=
|

e Complete Employer Registration

e Complete Employer Packet

© Complete Employee Registration

nentaton | myles. willow =

!‘D%I Proprietary: For Acumen and Customer Use Only
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Complete Employer Registration

Employer completes this process

34



Complete Employer Registration

On the Enrollment Dashboard, click the Start button to Complete Employer
Registration.

: Enalich ~ A an EES amentat myles.willow ~

Welcome!

Client: Myles Fir

© Complete Employer Reg

O Complete Client Registration
-
]
=

O Complete Employer Packet

O Complete Employee Registration |-P1

”D%| Proprietary: For Acumen and Customer Use Only 35




Complete Employer Registration

Complete the Additional Employer Details section:

1. Middle Name (optional)
2. Gender (required): Select one

e Male
* Female
e Other

*  Prefer Not to Say
3. SSN (required)
Phone (required)
5. Mobile Number (optional) - required to receive
SMS text message communication
6. Preferred Communication Method (optional):
Select one
e Text
*  Email
* Phone

B

Employer information auto-populates at
the top of the page with the information
provided during the initial registration

Register Employer

LastName: Employer FirstName: Michael38

DateOfBirth: 1990-07-31 EmployerStatus: Pending

Additional Employer Details

°':'Male COFemale ©O0ther OPrefer Not to Say
SSN ' °

Phone *

Mobile Number 6 (##%) #HE-HEHH
Preferred

o OText OEmail CPhone
Communication Method

Middle Name

Gender *
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Complete Employer Registration

Complete Physical Address details:

7. Address Line 1 (required)
8. City (required)

9. County (required)

10. State (required)

11. Zip Code (required)

12. Country (required): Defaults to United States of America

T

Physical Address

Address Line 1*

City *

County

State * v

Zip Code ™

Country * United States of America v

Proprietary: For Acumen and Customer Use Only



Complete Employer Registration

Complete Mailing Address details:

13. Mailing Address Matches Physical Address: Mailing Address

* Defaults to ON, indicating the mailing
address matches the physical Mailing Address o)

address. Add the mailing address: Matches Physical
Address

14. Toggle to OFF position if the mailing
address is different than the physical
address. Add the mailing address:

Mailing Address

a . Ad d ress LI n e 1 ( req u I red ) Mailing Address Matches Physical
Address

b. City (reqUirEd) Address Line 1* 9576 W Emerald St

- City * Boise

c. County (required)
County

d. State (required) State * 0 v
Zip Code * 83704

e. ZI p COd e (requ | red) Country * United States of America v

f. Country (required): Defaults to
United States of America

”D%| Proprietary: For Acumen and Customer Use Only 38
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Complete Employer Registration

15. Complete Business Details section
* Answer all four questions accurately

Business Details

Please do not provide answers to the questions below based on a Partnership, Corporation,
Limited Liability Company (LLC), Trust, Estate, Nonprofit or any other entity not considered a
Sole Proprietor. Acumen Fiscal Agent, LLC can only accept an EIN and business information
for a Sole Proprietor business. If you have ever owned a Sole Proprietor (currently or in the
past), you must let us know. Failure to do so will also drastically increase the time it takes to
enroll and receive services under this program.

”D%| Proprietary: For Acumen and Customer Use Only 40




Complete Employer Registration

¢ Options:
1. Yes— Complete all required additional fields
2. No - No other information required
3. N/A — Not Applicable (No other information required)

Have you ever received an Employer Identification Number (EIN) for any Sole Proprietor
. . QYes No N/A
business you currently or have previously owned? *

Federal EIN * BH-BHAREH

What was the nature of the
business? *

Is the business still active

(including any requirements for

filling income tax, payroll tax, or Yes No
information returns) still in

Business? *

aam vt b, Proprietary: For Acumen and Customer Use Only 41




Complete Employer Registration

¢ Options:
1. Yes— Complete all required additional fields
2. No — No other information required
3. N/A — Not Applicable (No other information required)

Have you ever previously been enrolled with another Fiscal/Employer Agent (F/EA),
) ) , , QYes No N/A
sometimes known as a Financial Management Service Agency? *

Please provide the name of the
F/EA*

Start Date End Date

Please provide the dates of o o
) MM/DD/YYYY MM/DD/YYYY
when you were with the F/EA *
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Complete Employer Registration

+* Options:
1. Yes— Complete all required additional fields
2. No - No other information required
3. N/A - Not Applicable (No other information required)

Was a business account ever established on your behalf for state unemployment v N N/A
es o
insurance (SUTA) by your state's Department of Labor/Employment? * o

Please provide the account
number if known *
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Complete Employer Registration

+* Options:
1. Yes— Complete all required additional fields
2. No - No other information required
3. N/A - Not Applicable (No other information required)

Was a business account for state income tax (SIT) withheld on behalf of your employees v N N/A
es 0
ever established on your behalf with the state's Department of Revenue? * o

Please provide the account
number if known *

16. Click Save after completing all four questions
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Complete Employer Registration

The Enrollment Dashboard displays with Complete Employer Registration marked

Complete

ration \ myles. willow ~

Welcome!

& Dashboard
© My Ini
-

Client: Myles Fir

© Complete Client Registration

S = |

e Complete Employer Packet 3
o Complete Employee Registration m
LA Il
s gt s &l Proprietary: For Acumen and Customer Use Only 45
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Complete Employer Packet

Employer completes this process

46



N
Complete Employer Packet

On the Enrollment Dashboard, click the Start button to Complete Employer Packet.

7 nalish = A E ermenial myles. willow -

Welcomel!

& Dashboard
o

Client: Myles Fir
Important! Prior to

completing the Employer
Packet, the following must
be completed:

0 Complete Client Registration

g0

e Complete Employer Registration

© Complete Employer Packet

1. Client Registration
2. Register Employer

[¢]
o [0]

e Complete Employee Registration

”D%| Proprietary: For Acumen and Customer Use Only 47
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Complete Employer Packet

* The pop-up message, The Employer Packet has been sent to [employer’s email address]
for signature collection displays.

e (Click Close

Packet Sent

The Employer Packet has been sent to
Employer’'s Email Address signature

collection.

‘ Close ’
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Complete Employer Packet

* Please Note: When clicking the
Resend button, the packet is not
being resent, only the email for

signing is resent.

* If date is altered after initial send,
that will not be captured in the

document.

* Use the Refresh
update the status t

itton to

Q

bmplete.

Client: Myles Fir

© Complete Client Registration

o Complete Employer Registration

O Complete Employer Packet E Resend

e Complete Employee Registration

Start

The Complete Employer Packet button displays Pending

Proprietary: For Acumen and Customer Use Only




DocuSign Demo System

Complete Employer Packet - DocuSign

The packet arrives via an email from sender DocuSign. Check junk or spam folders if needed.

1. Click the yellow Review Document button in the email to complete the forms

If there are problems with how this message is displayed, click here to view it in a web browser,

This document is for demonstration purpose only.

¥ docusign

AFA Enroliment sent you a document to review and sign.

REVIEW DOCUMENT .

AFA Enrollment
afaenroliment@acumen2 net

Cynthia Leach,
Complete with Docusign: Employer_Document.docx

Thank You, AFA Enrollment

Do Not Share This Email

This email contains a secure link to Docusign. Please do not share this email, link, or access code with
others.

Proprietary: For Acumen and Customer Use Only
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Complete Employer Packet - DocuSign

2. Click the Electronic Record and Signature Disclosure link to view the disclosure
3. Check the box to agree to using electronic records and signatures
4. Click the yellow Continue button

® docusign

Please read theIEIectr'::nﬂit: Record and Signature Discl::ns.ur'e.lo

° lz | agree to use electronic records and signatures. *

Change Language - English (US) Other Options - ‘ Continue ‘
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Complete Employer Packet - DocuSign

5. Click the yellow Start button

6. Optionally, click the yellow Finish button to:
* Finish Later OR
* Print & Sign

Review and complete

OTHER ACTIONS

DEMONSTRATION DOCUMENT ONLY

Docusign Envelope ID: B223708B-15C6-49E6-BBI5-2E3DAB216515 PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE
m5 999 3rd Ave, Suite 1700 + Saattle « VWashington 98104 « (206) 219-0200
www.docusign.com

Finish Later

Print & Sign

Employer

”ngl Proprietary: For Acumen and Customer Use Only 52
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Complete Employer Packet - DocuSign

 The Employer packet is prefilled based on the information provided in the initial
registration

* Important! Review documents for accuracy and make updates where allowed if
necessary.

* If signature and date are required at the bottom of a page, click the yellow Sign button
to sign and date the form(s).

* Click the yellow Next button or scroll down to proceed to the next form

My signature below confirms my understanding and agreement to abide by the terms and
conditions as stated above.

[ P T———
=AY J0 3 ]

Name of Parlicipant: _

Charles Le&e Burns
Name of Employer/ Representative (if applicable):

[E————

777) 227 rawmaldaa+llRacumen? =
| e i F A el A aYvna gTliEACUmMens . I

Email Address:

Sign
MHEXT '4’

Participant or Employer/ Representative Signature Date
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Complete Employer Packet - DocuSign

A signature can be added in one of three ways:

1. Select a signature style OR Adopt Your Signature
2. Draw the signature OR
3. Upload an image of the signature

SELECT STYLE DRAW UPLOAD

To select a signature style provided by
DocusSign (option 1):

Click the Select Style tab 1ot i Mo [ 100
Confirm full name
Confirm initials

Optionally, click the Change Style
link.

Choose a style

Click the yellow Adopt and Sign
button

ANANE NN

AN
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Complete Employer Packet - DocuSign

*Some fields may include an option to include free-form text

employer Fax
Gender® employer Gender Female
Date of Birth employer DateCOfBirth 3/10/1990
SSN* employer SocialSecurityNumber | |
Preferred
FILL IN Communication Method | employer PreferredCommunicationiethod

Click the Finish button at the bottom of the last document

Ready to Finish? ‘ . \
You've completed the required fields. Review your work, then select Finish.
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Complete Employer Packet - DocuSign

Congratulations!

The Employer packet is complete.

Y,

You're Done Signing

v

=

Combined PDF 4

Separate PDFs [4
You may download or print using the icons abov

To learn more about signing, click here,

CONTINUE

scante racuingas b, Proprietary: For Acumen and Customer Use Only

Optionally, click the
download icon to
download as a
combined PDF or as
separate PDFs, or click
the printer icon to
print.

Click the yellow

Continue button to
proceed

56



Complete Employer Packet - DocuSign

The Employer receives a confirmation email with a link to view the completed document

***Test Document***Completed: Please sign these documents

DocuSign Demo System ﬂ
B]D] =
[ ]

To @ Cynthia Leach

If there are problems with how this message is displayed, click here to view it in a web browser.

This document is for demonstration purpose only.
® docusign

Your document has been completed

VIEW COMPLETED DOCUMENT

All parties have completed Please sign these documents.

Do Not Share This Email

This email contains a secure link to Docusign. Please do not share this email, link, or access code with
others.

Proprietary: For Acumen and Customer Use Only
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Complete Employer Packet

Please Note:

* The Employer Packet is
marked Pending until it has
been completed

» After signing, if needed,
use the Refresh button to
update the status to
Complete.

* Please wait 15 minutes
between refresh & resend.

Client: Myles Fir

Manage Clients
e Complete Client Registration
o Complete Employer Registration
~
O Complete Employer Packet &~
Q Complete Employee Registration @

The Enrollment Dashboard displays with Complete Employer

Packet marked Complete
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Complete Employee Registration

Employer completes this process

59



Complete Employee Registration

On the Enrollment Dashboard, click the Start button to Complete Employee Registration.

& Dashboard

L

T

Acumen powered by BCI

English = Acumen EES Im

n \ myles.willow =

Welcome!

streamline

or €

Thank you for choosing us as your partner in this journey! We're excited to embark on this journey with you and support you every s

Ve're ho

r you to manage your Client's care with more fri m. This system is desig

d

with all the necessary tools a
| free to reach out to our dedicated team at (877

work, upload documents, and keep track of the enroliment status. Should you have any que

p of the way. Welcome aboard!

Client: Myles Fir Manage Clients

©

Complete Client Registration

Complete Employer Registration Complete

Complete Employer Packet & m

Complete Employee Registration

Proprietary: For Acumen and Customer Use Only
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Complete Employee Registration

Complete the Register a new Employee fields:

First Name (required)
Last Name (required)
Date of Birth (required)
SSN (required)

A N

State (required)

Register a new Employee

First Name *

Last Name * °

Date of Birth * MM/DD/YYYY 3

SSN*

State " Select State v °

MM/DDAYYYY

b =L

Proprietary: For Acumen and Customer Use Only

English ~ Acumen EES Impiementation \ myles.willow ~ I

Please ensure the Date of Birth is
accurate—several entries have
mistakenly used the current year as the
birth year, which causes validation issues.



Complete Employee Registration

Complete the Register Employee fields:

/7

< If the Employee is found, or the name matches a similar profile, an alert stating Existing Enrollees Found displays.
v’ Verify if the name, DOB, and/or Last four of SSN.

* If Yes, click the This is my Employee button to avoid creating a duplicate Employee profile.
v" The Employee information populates in the Register a new Employee form.
v Continue to complete Employee Details information by completing the next required field.

* If No, click Cancel.
v" Continue to the Register Employee form

+* If no match is found, the alert will not display. Continue to next slide

Existing Enrollees Found X

Date of

Birth

) & This is my
Angel Employee 05/13/1995 4402 CA Sacramento michael.chavez+76@acumen2.net T
Y

If this is not the Employee you are looking for, please reach out to an Agent for assistance
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Complete Employee Registration

Complete the Register Employee fields:

First Name (required, auto populates)
Middle Name (optional)

Last Name (required, auto populates)
Other Last Names Used (optional)

Date of Birth (required, auto populates)

SSN (required, auto populates)

N o U bk w N oe

Gender (required): Select one

* Male

* Female

* Other

*  Prefer Not to Say

Acumen powered by BCI

First Name *

Middle Name

Last Name *

Other Last Names Used

Date of Birth *

SSN*

Gender *

Jack

Employee1

02/11/1980

010-98-2942

Male O Female Other

2 Prefer Not to Say

”D%| Proprietary: For Acumen and Customer Use Only
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Complete Employee Registration

8. Phone (required)
9. Alternative Phone (optional)

10. Mobile Number (optional) - required
to receive SMS text message
communication

11. Email (required)

12. Citizenship Status (required): Select
one

* (itizen

* Non-Citizen National
* Permanent Resident
e Authorized Alien

Please note: Complete any additional
custom fields that may be applicable to
the program.

Phone *

Alternative Phone

Maobile Number

Email *

Citizenship Status *

Select Citizenship Status

”D%| Proprietary: For Acumen and Customer Use Only

plect Citizenship Status
Citizen

Non-Citizen National
Permanent Resident
Authorized Alien
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Complete Employee Registration

Complete the Physical Address fields:
13. Address line 1 (required)

14. City (required)

15. County (optional)

16. State (required)

17. Zip Code (required)

18. Country (required): Defaults to United States of America

Physical Address

Address Line 1 *
City *

County

State *

Zip Code *

Country * United States of America

'O TO

Proprietary: For Acumen and Customer Use Only



Complete Employee Registration

Complete Mailing Address details:

19. Mailing Address Matches Physical Address: Mailing Address
e Defaults to OFF, indicating the Mailng Addrss Malches Physca
mailing address does not match the Adress Line 1 - 0576 W Emerald &
physical address. Add the mailing ity * Boise
address: County
a. Address Line 1 (required) st . Y
b. City (required) e .
c. County (optional) B = )
d. State (required)
e. Zip Code (required)
f. Country (required): Defaults to
United States of America Mailing Address
20. Toggle to ON position if the mailing address
is the same as the physical address Mailing Address '3°
Matches Physical
Address

”D%| Proprietary: For Acumen and Customer Use Only 66
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Complete Employee Registration

Complete Relationships details:

21. Relationship to Employer (required): Select one
* The Employee the Employer’s Child
* The Employee the Employer’s Parent

* The Employee the Employer’s Spouse

*  Other
Relationships
Relationship to Employer * Select Relationship
Select Relationship
The Employee is the Employer’'s Child

The Employee is the Employer’s Parent
The Employee is the Employer's Spouse

Other

22. Click Save to continue completing Employee Registration
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Complete Employee Registration

Complete Employee Registration:

Employee Registration Details:

22. Client Name (required): Auto-populates

23. Program (required): Select the program in which the client participates
24. Employer (required): Auto-populates

25. Employee (required): Auto-populates

26. Expected Start Date (optional): Enter the date in MM/DD/YYYY format

 Can be backdated up to three days prior from when the Enrollment is created

Complete Employee Registration

Employee Registration Details

Client Name * Myles Fir

il Enrollments

Program * MR Employee Demo v
Employer * Myles Willow
Employee * Myles Pine

Expected Start Date MM/DDYYYY
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Complete Employee Registration

Complete Relationship details:

27. What is the relationship between the Employee and the Client? (required): Select one
The Employee is the Client’s Grandchild
The Employee is the Client’s Child

The Employee is the Client’s Sibling

The Employee is the Client’s Parent

The Employee is the Client’s Spouse

The Employee is the Client’s Grandparent
No relationship

Relationship

What is the relationship
between the Employee and  Select Relationship ~

o in
the Client? Select Relationship

Does the Employee provide The Employee is the Client’s Grandchild

Client in the Employee's hor§ The Employee is the Client’s Child
The Employee is the Client’s Sibling

The Employee is the Client’s Parent
The Employee is the Client's Spouse
The Employee is the Client’s Grandparent

MNo Relationship

Proprietary: For Acumen and Customer Use Only



28. Does the Employee provide services to the Client in

Complete Employee Registration

the Employee’s home? (required)

* If Yes is selected, two additional questions are
required:

v" Does the Employee have a separate home
where the Employee resides? (Yes or No)

v’ |Is the home where the Employee resides
and regularly performs the routines of
private life, including shared meals and
holidays with family, the same home
where the Employee provides services to
the Client? (Yes or No)

* If No, proceed to the Services section.

Relationship

Does the Employee provide services to the
ployee p O VYes

Client in the Employee's home? *

Does the Employee have a separate home Ves

where the Employee resides? *

Is the home where the Employee resides and

regularly performs the routines of private life,

including shared meals and holidays with Yes
family, the same home where the Employee

provides services to the Client? *

Proprietary: For Acumen and Customer Use Only
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Complete Employee Registration

Complete the Services details:
29. Service Code #1 (required): Click the drop-down to select the service code for services the
employee is providing
30. Pay Rate (required): Enter the employee’s pay rate
*  Optionally:
v Click -Remove Service to remove a service code
v Click +Add Service to add another service code

Services

Select services the Employee will be providing *

Service Code #1 * Pay Rate *
Service Code v Enter Pay Rate
‘ <+ Add Service ‘

31. Click Save to complete the process
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Send Employee Packet

Employer completes this process.

77



Send Employee Packet

The Enrollment Dashboard displays with Employee Packet marked Pending

Important! Before

completing the 1. Click Send to send the packet to the employee

Employee Packet, the

Employer Packet
Completed

Employee Packet

F’endingl m I

Manage Clients

i
= Add Employment

following must be

com p|eted . Client: James Leach

*  Employee SDFS360  Krsten Leach
Registration

* Addthe
Employment

“D%| Proprietary: For Acumen and Customer Use Only
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Send Employee Packet

* The pop-up message The Employee Packet has been sent to [employee’s email
address] for signature collection displays
* Click Close

Packet Sent

The Employee Packet has been sent to
Employee Email Address for signature

collection.

| Close ‘
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 The Employee Packet column displays In Progress

Send Employee Packet

* Please Note: When clicking the Resend button, the packet is not being resent, only the
email for signing is resent.

* If the date is altered after the initial send, that will not be captured in the document.

* The Refresh button updates the status of the packet

Client: James Leach

Manage Clients

Employer Packet Employee Packet
. Far- |
SD FS 360 Kristen Leach & Completed 4
Please wait 15 minutes between
refresh & resend.
T cl
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Complete Employee Packet

Employee completes

81



Complete Employee Packet - DocuSign

The packet arrives via an email from sender DocuSign. Check junk or spam folders if needed.

1. Click the yellow Review Document button in the email to complete the forms

. Repl %5 Reply Al
DD DocuSign Demo System @ | © Reply | € Reply
° To @ Cynthia Leach

If there are problems with how this message is displayed, click here to view it in @ web browser.

This document is for demonstration purpose only.

¥ docusign

AFA Enroliment sent you a document to review and sign.

REVIEW DOCUMENT ‘

AFA Enrollment
afaenrollment@acumen2.net

Cynthia Leach,
Complete with Docusign: Employer_Document.docx

Thank You, AFA Enrollment

Do Not Share This Email

This email contains a secure link to Docusign. Please do not share this email, link, or access code with
others.

Acumen powered by BCI

Proprietary: For Acumen and Customer Use Only

—» Forward

Fri 1/24/2025 10:44 AM
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Complete Employee Packet - DocuSign

2. Click the Electronic Record and Signature Disclosure link to view the disclosure
3. Check the box to agree to using electronic records and signatures
4. Click the yellow Continue button

® docusign

Please read theIEIectr'::nﬂit: Record and Signature DiSClGSLJr'E?

° lz | agree to use electronic records and signatures. *

Change Language - English (US) Other Options - ‘ Continue |
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Complete Employee Packet - DocuSign

5. Click the yellow Start button

6. Optionally, click the yellow Finish button to:
* Finish Later OR
* Print & Sign

Review and complete
DEMOMSTRATION DOCUMENT ONLY
5 Docusign Envelope ID: B223708B-15C6-49E6-BBI5-2E3DAB216515 PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE
m 999 3rd Ave, Suite 1700 + Saattle « VWashington 98104 « (206) 219-0200
www.docusign.com

Employer

OTHER ACTIONS

Finish Later

Print & Sign

”ngl Proprietary: For Acumen and Customer Use Only 84
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Complete Employee Packet - DocuSign

* The Employer packet is prefilled
e Use the tab key on the keyboard to move through each line

* Important! Review documents for accuracy

7. If signature and date are required at the bottom of a page, click the yellow Sign button
to sign and date the form(s).

8. Click the yellow Next button or scroll down to proceed to the next form

My signature below confirms my understanding and agreement to abide by the terms and
conditions as stated above.

[ P T———
=AY J0 3 ]

Name of Parlicipant: _

Charles Le&e Burns
Name of Employer/ Representative (if applicable):

- - . - P— 1 A8 & Y J— - -
| e i F A el A ey atEarlaFacumenea . IS

=t 0 Email Address:
0. %

Participant or Employer/ Representative Signature Date
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Complete Employee Packet - DocuSign

A signature can be added in one of three ways:

1. Select a signature style OR e T ——
2. Draw the signature OR
3. Upload an image of the signature

To select a signature style provided v [l
by DocuSign (option1): B o - =
v Click the Select Style tab Tt Mai. Mt @
v Confirm full name

v Confirm initials

v’ Optionally, click the Change Style

link.

Choose a style

Click the yellow Adopt and Sign
button

ANERN

.'m“-._un:gl Proprietary: For Acumen and Customer Use Only

Acumen powered by BCI
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Complete Employee Packet - DocuSign

*Some fields may include an option to include free-form text

employer Fax
Gender® employer Gender Female
Date of Birth employer DateCOfBirth 3/10/1990
S5N* employer SocialsecurityNumber |
Preferred
FILL IN Communication Method | employer PreferredCommunicationiethod

Click the Finish button at the bottom of the last document

Ready to Finish?

Finish ‘
You've completed the required fields. Review your work, then select Finish. ‘
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Complete Employee Packet - DocuSign

Congratulations!
The Employee packet is complete.

* Optionally, click the
A - download icon to
download as a
combined PDF or as

You're Done Signing

Combined PDF 4

Separate PDFs 4

You may download or print using the icons abov separate PDFs, or click
To learn more about signing, click here. the printer icon to
print.
CONTINUE * Click the yellow
Continue button to
proceed

Please note: The employer receives a copy of the packet
after all required individuals have signed, which may
include the employee and employer.

”D%| Proprietary: For Acumen and Customer Use Only 88
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Complete Employee Packet - DocuSi

The Employee receives a confirmation email with a link to view the completed document

***Test Document***Completed: Please sign these documents

DocuSign Demo System “
DD = .
[ ]

To @ Cynthia Leach

If there are problems with how this message is displayed, dick here to view it in a web browser.

This document is for demonstration purpose only.
¥ docusign

Your document has been completed

VIEW COMPLETED DOCUMENT

All parties have completed Please sign these documents.

Do Not Share This Email

This email contains a secure link to Docusign. Please do not share this email, link, or access code with
others.

Proprietary: For Acumen and Customer Use Only
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Enrollment Completed*

*Enrollment Completed means the Employment is
complete and ready for review by an Agent

90




Logging into EES

1. Tolog back into EES at a later time, navigate to:
Enter the username and password created in the Initial Registration Form

Click Sign In

P W N

Optionally, click the Forgot your password link to reset your password (see section)

https://acumen.dcisoftware.com

T =i
Acumen Powered by DCI
Cig 1
¥ _:'F'! n
Username
Password
(] Remember me Forgot your password?
SignIn

”D%| Proprietary: For Acumen and Customer Use Only
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https://acumen.dcisoftware.com/
https://acumen.dcisoftware.com/

Enrollment Completed

The Enrollment Dashboard displays the Employee Packet marked Completed.

T
Acumen powered by DCI

Welcome!

Welcome to Acumen's Electronic Enrollment System! We're honored you've chosen us as your fiscal agent partner. Our
goal is to empower you to manage your Client's care with more freedom. This system is designed to streamline the
enrollment process by providing you with all the necessary tools and resources to complete the required paperwork,
upload documents, and keep track of the enrollment status. Should you have any questions or encounter any
challenges, please feel free to reach out to our dedicated team at (877) 211-3738 or enrollment@acumen?.net.

Thank you for choosing us as your partner in this journey! We're excited to embark on this journey with you and support
you every step of the way. Welcome aboard!

Client: Michael25 Client

Employee
Employer Packet Employee Packet
TX Training ~ Emma22 & d

e Completed Completed
+ Add New Employee

Proprietary: For Acumen and Customer Use Only

< English ~ Acumen EES Implementation \ michael38.employer ~ I

Optional: Click the
blue +Add New
Employee button to
add additional
Employees for the
Client. Return to
Complete Employee
Registration section
to view instructions.
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Next Steps

Congratulations!
v’ You have completed your portion of the enrollment process!
v’ Your enrollment information is now ready to be reviewed by an agent.

v An Agent will contact you with the next steps after they have reviewed the
information received.
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Questions?

T i

Acumen Fiscal Agent

Acumen powered by DCI
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