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General Reminders
• Both the Employer of Record & Employee will complete a packet
• Employer packets are password protected for security

• Your password will be the Participants birthdate in MMDDYYYY format
• Complete all forms electronically, sign digitally when available

• The bottom of each slide will include a label you see below

• Once completed, Employers can email signed copies to Acumen
• Fax & Mail options also available for convenience, keep originals

• Best practice is to submit all documents together when possible

Electronic Signature Accepted Wet Signature Required No Signature Needed



Prefill Section
Easily complete all forms correctly!



Employer’s Prefill Page
• Enter password to access the packet

• Participant’s birthdate - MMDDYYYY

• Enter all basic demographic info for 
the Employer of Record

• Use the Tab on your keyboard to 
complete each line

• Only enter mailing address if different 
than physical address

• This is to help complete the packet
• Acumen does not need a copy

No Signature Needed



Participant’s Prefill Page
• Scroll down to access Participant info

• Enter all basic demographic info for 
the Participant

• Use the Tab on your keyboard to 
complete each line

• Only enter mailing address if 
different than physical address

• Enter Service Coordinator details if 
available

No Signature Needed



Employee’s Prefill Pages
• Employee prefill packet also includes 

Participant & Employer details

• Employees complete theirs first, then 
Employer should finish theirs

• Employees have 4 prefill pages
• Basic info, Tax details, Direct Deposit, 

Employment Authorization

• Review forms in packet prior to 
completing the prefill section

No Signature Needed



Employer Forms
To be completed by the Employer of Record



Employer Checklist
• Checklist for Employer to keep track 

of documents relating to becoming 
the Employer of Record

• This is a tracking mechanism for ERs
• Acumen does not need a copy

• Return documents to Acumen’s 
enrollment department

• Include SD or South Dakota in the 
subject line of  the email
• This helps process documents faster

No Signature Needed



Acumen Authorization Form
• Completed and signed by the 

Employer of Record

• Provides high level outline of 
Fiscal Agent duties

• Collects basic demographic 
information

• Provide Service Coordinator 
details if available

Electronic Signature Accepted



Form 2678 – Appointment of Agent
• Appoints Acumen as Fiscal Agent with 

IRS – which means we can manage 
federal taxes on the Employer’s behalf

• Sections with blue text are required

• Add existing EIN to Part 2, item 1
• Only if applicable 

• Employer is required to sign this form 
with a wet signature

• “Wet Signature” means pen to paper
• Only applies to signature line

Wet Signature Required



Form SS-4 – Application for EIN
• Application for Federal Employer 

Identification Number
• If you already have an EIN, Acumen 

will not apply for a new one. 
• We will need your existing number and 

will use these forms to designate 
Acumen as your fiscal intermediary.

• Sections with blue text are required
• Employer is required to sign this form 

with a wet signature
• Only applies to signature line

Wet Signature Required



Acumen Employer Agreement
• Delineation of duties, rules and 

responsibilities of Employer, Fiscal 
Agent and Program

• Includes attestation to a general 
understanding and conditions of 
the program

• Two pages of details. Only second 
page needs to be signed & returned

• Signed and dated by Employer

Electronic Signature Accepted



Form 2108 – POA Authorization of Agent
• Appoints Acumen as Fiscal Agent with 

the state of South Dakota  – which 
means we can pay state taxes on the 
employer’s behalf

• Existing EIN should be added to Federal 
ID Number field

• TAX Power of Attorney box already 
selected for you

• Add Employer Name at the bottom

• Domestic Employer title should appear

Electronic Signature Accepted



Worker’s Comp Information Poster
• Information about Worker’s 

Compensation
• This document is required for Employers 

to make visible or available to their 
employees
• Should be posted in Client Home

• Includes important contact information 
if there is a workplace injury or accident

• No signatures required and Acumen 
does not need this back.

No Signature Needed



• ER’s keep this for future use if 
needed.

• Complete and submit to Acumen 
anytime there’s a change to Client 
and/or Employer information:
 Name change
 Address change
 Phone number change
 Email address change

• There’s a separate form for 
Employee changes

Change of Information Form – CLT/ER

Electronic Signature Accepted



Employee Forms
To be completed by ALL paid employees



Employee Checklist
• Checklist of essential documents 

required to hire an employee

• Created to help Employers keep 
track of items collected and 
submitted to Acumen

• All documents must be received 
complete and correct for an 
Employee to receive a “Good to Go”

• You do NOT need to send this 
checklist to Acumen

No Signature Needed



I-9 – Employment Eligibility (Page 1)
• It’s very important that this is returned 

absolutely correct
• Sections with blue text are required

• If a field in Section 1 is not applicable, it 
CANNOT be left blank. It must state “N/A”

• In the middle section, one of the four 
boxes must be checked

• If status 4 is applicable, provide document 
numbers listed in that section

• Lower grey box – must check one.
• If box 2 selected, complete bottom section 

Electronic Signature Accepted



• This page verifies the Employee’s citizenship 
status with IDs 

• Citizenship/Immigration Status field should 
match Citizenship selection on Page 1
• If #1 Citizen, write US Citizen in box

• Sections with blue text are required
• Hire Date should match the ER’s signature date

• No more than 3 days prior to ER signature date

• Let’s spend some time on List A or List B and 
List C – see the following slide

• Note: Copies of documents used are required 
to be viewed by the Employer of Record
• Some states require Acumen to collect documents

I-9 – Employment Eligibility (Page 2)

Electronic Signature Accepted



• If Employee is using a document from List 
A, only one document is required.  Fill out 
one segment of List A (back on page 2) 
and you’re all set.

• If using a document from List B, an 
accompanying document from List C must 
also be submitted

• The most common documents provided 
are current state driver’s license and 
social security card.

• Note: Copies of documents used are 
required to be viewed by the Employer of 
Record

No Signature Needed

I-9 – Employment Eligibility (Page 3)



• Employee Tax Withholding Certificate
• Sections with blue text are required
• Do not use a P.O. Box for the address
• Read Step 2 carefully and check the box if it 

is determined to be applicable.
• If dependents are claimed, complete 

calculations explained in Step 3
• If “EXEMPT” this means no federal or state 

taxes will be withheld, but wages will still be 
reported, and Employee will receive a W2 
for tax filing purposes

• NOTE: Don’t forget Employer’s name and 
address at the very bottom!

W-4 - Employee Withholdings

Electronic Signature Accepted



Employee Agreement
• Outlines the roles and responsibilities 

of Employee, Acumen, & the Program

• Employee attests to understanding 
the basic rules of the program

• Two pages of details. Only signed 
page is required to be returned

• Signed and dated by Employee & 
Employer

Electronic Signature Accepted



Pay Selection Form (DD Info)
• Establishes how an Employee would 

like to be paid 
• Must select a checkbox at the top
• If selecting Direct Deposit, a voided 

check or bank letter with account 
information is required

• Must be signed by Employee
• Note: If bank account is under 

someone else’s name, must be 
indicated on form

• Example shown is for Direct Deposit 
into one checking account

Electronic Signature Accepted



Employee Rate Sheet
• Provides Acumen with the pay rate for 

each service the employee is authorized 
to provide

• All forms will require Employee Info, Pay 
Rates, & Employer & Employee Signature

• Do not write “Max Amount” – we need 
an actual hourly dollar amount

• Only complete rates for approved 
services

• Refer to the Show Me the Money table
• Signed and dated by Employer & 

Employee

Electronic Signature Accepted



Show Me the Money
• This form provides Min/Max Pay Rates 

allowed by the program. 
• Outlines how Employer Burden along 

with Pay Rates impact budget usage
• Employer Burden = Taxes & Workers Comp

• Employers cannot pay less than min. 
wage

• This form is updated when new rates are 
approved by the program

• Acumen does NOT need to receive this 
with the rest of the Employee paperwork

No Signature Needed



Employee Information Form
• Discloses relationship between Employer 

and Employee
• One of the 4 checkboxes must be selected
• The Employee/Employer relationship may 

impact the Employer tax liability
• Acumen will take care of setting this up 

based on the disclosed relationship
• Note: it’s the relationship between 

Employee and Employer of Record
• This may or may not be the Client

• Signed/dated by Employee

Electronic Signature Accepted



Background Check Forms (BGC)

Electronic Signature Accepted

• Every paid employee must 
complete a Background Check 

• South Dakota requires this check 
to be done by HR ProFile

• Complete 3 forms including
• Employment Profile
• Important Disclosure
• Arbitration Agreement

• Copies of Drivers License & Social 
Security Card may be required



Payment Schedule
• Schedule of pay period start/end 

dates, time submission due dates 
and pay dates.

• Should be followed closely and 
provided to Employees.

• Non-adherence to Payment 
Schedule could mean late payments 
to Employees.

• If transferring from a different FMS 
agency, keep in mind the deadlines 
and paydays are not necessarily the 
same as your previous provider.

• Dates and deadlines will vary by 
State & Program

No Signature Needed



Employee Termination Form
• When an Employee quits or is 

terminated, let Acumen know right away.
• We need to know the termination date, 

whether the termination was voluntary 
or involuntary, and the reason.

• Employees often file for unemployment 
and the state will need termination 
details.

• Notifying Acumen timely also helps 
eliminate potential fraud by Employees 
who are no longer eligible to receive 
payment. 

• Additional details may be required

Electronic Signature Accepted



Digital Signature
Quickest option to sign most forms

Print & Sign is always available



Create Digital Signature
• Select the Signature box to begin

• Then select Configure Digital ID

• Select Create a new Digital ID
• If Digital ID already exists, select 

Option 2 to use

• Select Continue

• Select Save to File

• Select Continue



Create Digital Signature…continued

• Enter full legal name of signer

• Enter email of signer

• Select Continue

• Enter Password to protect your 
new Digital ID

• Confirm Password

• Select Save

• Select Continue



Create Digital Signature…continued

• Next you will see your digital 
signature

• Enter password to use

• Select Sign to digitally sign form

• Save packet to your desktop

• Saving after each signature is required

• View signed form to confirm your 
digital signature & date

• If Date does not auto fill, enter date



Repeat & Confirm Signature/Date
Once Digital ID is created

• Repeat digital signature process 
on all required forms 

• View each signed form to 
confirm your signature & date

• Repeat process for each 
signature box



General Reminders
• The IRS only accepts Wet Signatures on certain forms

• Form-2678 & Form SS-4 must be signed by hand
• To ensure accuracy, electronically complete & sign forms*

• *If available. Forms listed above cannot be e-signed (2678, SS-4)
• Be sure Employee & Employer signs in the correct spot 

• Some forms require both signatures, errors may be returned
• Best practice is to submit all documents together

• Scan and attach 2678 & SS-4 in same email as e-signed packet
• Combined EE/ER packets available upon request



How & Where to Send
3 options to return forms to Acumen

Email: Enrollment@acumen2.net

Fax: (866) 496-4564

Mail: Acumen Fiscal Agent, LLC.

5416 E Baseline Rd., Suite 200

Mesa, AZ 85206

Our Customer Service team is available Monday – Friday (5:00 am – 5:00 pm AZ Time)

CS Phone: (866) 499-0624 | CS Email: customerservice@acumen2.net
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