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Please Note:

All Employees who have been identified as missing or are reaching the deadline to complete
trainings and/or certifications (including those who transitioned from PPL) must submit proof
of Training/Certification through the DCl portal.

« To submit proof that a training/certification was completed, you must upload the required
documentation through the DCI Portal (instructions are found on Slides 8 and 9).

«  Employees should notemail proof of their Training/Certification to Acumen.

« If the Employee has already been reimbursed through PPL, they will notbe reimbursed
again, however, in order to continue to clock-in/clock-out, the employee must add proof
of Training/Certification through the DCl portal.

. If the Training/Certification is not on file, the Employee would notbe able to clock-in/clock-out.

Proprietary: For Acumen and Customer Use Only



Training/Certification Submission

Acumen Fiscal Agent

Innovation - Opportunity - Freedom
Employees can verify if their Trainings/Certifications are expiring soon in the Dashboard when logged into
the DCI portal.

Expiring Certifications

Certification Name Certification Expiration Date

Link to Certification Course

If the Trainings/Certifications already expired, this will be visible in the Profile Certification tab on the

submenu.

Certiﬂcations Showing 11 out of 11 records
Id A Certification Name Certification Date Certification Expiration Date Expiration Reminder Start Last Reminder Sent Date Status
” 336917 I NJ DDD CPR Certification 07/11/2023 07/11/2025 04/12/2025 Expired I
“ E gi 337312 NJ DDD Standard First Aid Certification 07/11/2023 07/11/2025 04/12/2025 Expired
HOME

Kcumen Poawered by B 337707 NJ DDD Life Threatening Emergencies (Danielle Law)  11/29/2022 12/31/2222 10/02/2222 Active
338104 NJ DDD Stephen Komninos' Law 11/27r2022 12/31/2222 10/02r2222 Active
DAS H B I:I"&" Ft D 338501 NJ DDD Prevent Abuse, Neglect, & Exploitation 11/29/2023 12/31/2222 10/02/2222 Active
338898 NJ DDD Medicaid Fraud, Waste and Abuse 11/29/2023 12/31/2222 10/02/2222 Active
E NT R I ES 339291 NJ DDD Medication Supports Training 111172024 12/31/2222 10/02/2222 Active

346581 NJ DDD CPR Certification 07/11/2023 01/09/2026 10/11/2025 12/08/2025 Expired

"ﬂ'l::{: D U NTS 346582 NJ DDD Standard First Aid Certification 07/11/72023 01/09/2026 10/11/2025 12/08/2025 Expired
357785 NJ DDD CPR Certification 08/05/2025 08/05/2027 05/07/2027 Active

PROFILE CERTIFICATION

357736 NJ DDD Standard First Aid Certification 08/05/2025 08/05/2027 05/07r2027 Active
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Transitioning Employees (PPL-to-Acumen): Innovation - Opportunity - Freedom

A communication was sent out letting Transitioning Employees (PPL-to-Acumen) know that since they
were a transitioning employee from PPL, the Division allowed them 60 days from their Acumen Good-to-
Go date to submit the required documentation to Acumen to provide proof of trainings and/or
certifications.

They would need to submit:
« A current CPR/First Aid certification certificate.

« Atranscript from the College of Direct Support that shows they successfully completed all mandated
trainings.

New Employees with Acumen:

Have 6 months from the date they were made Good-to-Go to complete applicable mandatory
trainings/certifications and provide proof to Acumen.

In order for Acumen to process the Trainings and/or Certifications submitted, please submit
proof at least 5 business days before they expire to avoid being prevented from entering
punches while Acumen is processing. Should this occur, the Employee will be able to enter
historical time entries, if proof of trainings/certifications were completed according to
mandatory requirements (completed within 6 months from date they were made Good-to-Go
and passing score), however, the entries would not be EVV compliant.
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To submit proof that a training/certification was completed, you must upload the required
documentations through the DCI Portal.

« The next slide contains the list of documents required per training/certification.

« Slides 8 and 9 include instructions on how to submit the training/certification proof
through the DCI Portal.

Acumen will review the trainings/certifications to determine whether they meet mandatory
requirements (completed within 6 months from date they were made Good-to-Go and passing
score) and employee is eligible for reimbursement.

Please Note:
« Mandatory CDS trainings can only be submitted for reimbursement ONE time.

« CPR/First Aid Certification can be submitted initially and every two years thereafter for re-
certification.

« This process is for Employees who completed their trainings/certifications while enrolled
with Acumen.

 If training/certification was completed with PPL before the Employee was made Good-to-Go with
Acumen, the Employee will notbe reimbursed by Acumen, except for future CPR/First Aid Re-
certifications. Proprietary: For Acumen and Customer Use Only
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Employees are required to upload the documents listed below in the DCI Portal for each applicable training
or certification.

NJ DDD CPR Certification

« Employee must submit proof of certification and proof that practicum was completed in person.
NJ DDD Standard First Aid Certification

« Employee must submit proof of certification and proof that practicum was completed in person.
NJ DDD Life Threatening Emergencies (Danielle Law)

« Employee must submit completed CDS transcripts with a passing score of 80% and the SDE
Attestation Individual Family Orientation form.

NJ DDD Medicaid Fraud, Waste and Abuse
«  Employee must submit completed CDS transcripts with a passing score of 80%.
NJ DDD Prevent Abuse, Neglect, & Exploitation

« Employee must submit completed CDS transcripts with a passing score of 80% and the PANE
Competency Assessment 2025 form.

NJ DDD Stephen Komninos' Law
« Employee must submit completed CDS transcripts with a passing score of 80%.
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https://acumenafa.sharepoint.com/sites/EastRegional/Shared%20Documents/General/New%20Jersey/Team%20Resources/Training%20Resources/Mandated%20Training%20and%20Certifications/Required%20SDE%20Forms/SDE%20Attestation%20-%20Individual%20Family%20Orientation.pdf?CT=1778523909134&OR=ItemsView
https://acumenafa.sharepoint.com/sites/EastRegional/Shared%20Documents/General/New%20Jersey/Team%20Resources/Training%20Resources/Mandated%20Training%20and%20Certifications/Required%20SDE%20Forms/SDE%20Attestation%20-%20Individual%20Family%20Orientation.pdf?CT=1778523909134&OR=ItemsView
https://acumenafa.sharepoint.com/sites/EastRegional/Shared%20Documents/General/New%20Jersey/Team%20Resources/Training%20Resources/Mandated%20Training%20and%20Certifications/Required%20SDE%20Forms/PANE%20Competency%20Assessment%202025.pdf?CT=1778523867388&OR=ItemsView
https://acumenafa.sharepoint.com/sites/EastRegional/Shared%20Documents/General/New%20Jersey/Team%20Resources/Training%20Resources/Mandated%20Training%20and%20Certifications/Required%20SDE%20Forms/PANE%20Competency%20Assessment%202025.pdf?CT=1778523867388&OR=ItemsView

Training/Certification Required Documents
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nnnnnnnnnnnnnnnnnnnnn - Freedom

The CPR and First Aid Certifications must be completed with a
Nationally Accredited company that includes an in-person practicum.

Below are two of the major Nationally Accredited companies:

American Heart Association American Heart Association
American Red Cross American Red Cross

Please Note: When signing up for the
F'RS'r course, ensure tq enrollin a bl.ended
“'DJ course (online + in-person) or in-person
only. Online only courses are not accepted.
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https://cpr.heart.org/en/course-catalog-search#whichcourse
https://www.redcross.org/take-a-class?scode=PSG00000E017&gclid=966ea4d53e78180d21a0cd4217a2685d&gclsrc=3p.ds&&cid=generator&med=cpc&source=google&msclkid=966ea4d53e78180d21a0cd4217a2685d&utm_source=bing&utm_medium=cpc&utm_campaign=%5BM%5D%20%7C%20FACPR%20%7C%20NonBrand%7CSearch&utm_term=aha%20cpr&utm_content=Competitor

Training/Certification Submission Instructions “
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To Submit Trainings/Certification Proof:
1. Log into DCI Portal
2. Onthe Dashboard, find the blue Add Entry button.

Sign In

(J Remember me Forgot your password?

Sign In

“ HOME Help@ Site Map katrina2.men... &

nnnnnnnnnnnnnnnnn

DASHBOARD Home / Dashboard
ENTRIES

ACCOUNTS
Mendoza Katrina2 «fsm 11/30/2025 To 12/06/2025 mjp
PROFILE CERTIFICATION

Overtime Gauge 11/30/2025 To 12/06/2025 Total Hours 11/30/2025 To 12/06/2025

0To30 30 To 40 40+
. L L Approved: 0.00
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Complete the Form Wizard:

1. Entry Type: Punch

2. Employee Name: Greyed out but will be your name (the SDE)

3. Account Type: Hourly

4. Inthe Client box, type NJ Certifications & Trainings and grab it
from the drop down

. If you do not see this appear in the drop down, please reach out to
Yyour Acumen Agent
5. Select the corresponding Service Code from the drop-down menu
«  For example, “NJ DDD CPR Certification”

6. Service Date is the date the training or certification was
completed

7. Check In/Check Out Times: One Hour Total
(Example: Check In: 8 am, Check Out 9 am) *Note: 7his duration is
not reflective of actual time spent completing a training/certification. You
will be reimbursed the published rates (Next Slide) for each
training/certification completed, regardless of amount of time spent.

8. Add Reason Codes: Training/Certification Submission

9. Attachment: Attach the proof training/certification was completed

10. Click Save

11. Click Yes on the Alert

The proof of trainings/certifications have been submitted! Acumen

will review and if eligible issue the appropriate reimbursement to the

Employee.

Entry Type:

Employee Mame:

Account Type:

Client:

Service Code:

Service Date:

Check In:

Check Out Date:

Add Reason Codes: *

Notes:

Attachment:

NJ Vendor Entry
Alternative Sign Off:

Add New Entry

Punch

Hourly

NJ Certifications & Trainings - NJ Certifications

NJ DDD Stephen Komninos' Law

05/01/2026

9:00 AM Check Out:

C

10:00 AM

05/01/2026

* | Training/Certification Submission °

Stephen Komninos' Law

% Add Attachment o

No | have NOT received a signature on the invoice

Cance
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Reimbursement breakdown by Training/Certification:

Training/Certification Reimbursement Amount

NJ DDD Standard First Aid Certification $97.76
NJ DDD CPR Certification $S97.76
NJ DDD Medicaid Fraud, Waste and Abuse $7.96
NJ DDD Life Threatening Emergencies (Danielle Law) $10.03
NJ DDD Stephen Komninos’ Law §13.21
NJ DDD Prevent Abuse, Neglect, & Exploitation $52.06
NJ DDD Medication Supports Training™* $51.74

*Not all Employees will be required to complete the N) DDD Medication Supports
Training and therefore will not be reimbursed for it.

Proprietary: For Acumen Use Only
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What to expect after submitting proof of training/certifications?

- If all required documentation is submitted correctly, Acumen will review
it to determine whether the trainings/certifications meet mandatory
requirements (timeline of completion from date they were made Good-
to-Go and passing score) and employee is eligible for reimbursement.

« Only employees who meet the eligibility criteria will receive
reimbursement, which will be issued within one to two payroll cycles.

* If the documentation provided is not correct or complete, an agent will
reject the entry and advise the employee that the entry must be
resubmitted correctly.

Proprietary: For Acumen Use Only
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