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Reason Code Basics

« Reason Codes are required for some programs and services
* |f you see an option to select a reason, it's required for you.

« This is the reason you are entering your time in the DCI Web
Portal instead of an EVV Compliant method

 The DCI Web Portal should only be used to enter missed
punches or for Live -In Exempt Employees

« Discuss with your Agent for more info on Live -In
Exemptions
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The DCI Web Portal

1. Open an Internet Browser on a

computer or mobile device
Sign In

2. Navigate to the DCI Web Portal
3. Enter Employee Username/Password Password
[J Remember me Forgot your password?
4. Use Forgot Password link if needed
5. Contact Acumen Agent for help
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DCI Web Portal

On a Laptop or Desktop Computer

DIRECT CARE INNOVATIONS
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Ad d N eW E ntl'y (Computer/Laptop)

Help @ spongebob| &

1 =z

Home » Dashboard

Once logged in

SPONGEBOB <mm 11/01/2020 to 11/07/2020 wap

Overtime Gauge 11/01/2020 to 11/07/2020 Total Hours 11/01/2020 to 11/07/2020
P o ee a0 o
Bl 030 301040 [ 40+ Approved By: 7.52
1. Select Add
Pending Hours: 0.00

Mo entry in current week

N eW E ntry Unverified Hours: 0.00

Total Hours: 7.52

Expiring Certifications

Certification Name Certification Expiration Date Link to Certification Course
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Complete New Entry

Enter Client Name & Select

Select Service Code Employes Name: | Staph Employee2

Select Service Date | x“
Enter Check In and Check Out times ;
Select Portal Signoff e E

2 o

Select EVV Location if necessary O  ceckow | 1200 o

oOonbdh WIN-

EVV Method Portal Signoff v
Clock In EVV Location Home h
Clock Out EVV Location Home v
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Complete New Entry (Cont.)

7. Select Reason Code from drop -down list

Add Reason Codes: * Forgot mobile device - 4568 x 7
8. Add Reason Code Note, if required. 8
 An *will appear if a note is required e
Motes: Add otes for Punch 9

9. Notes are optional e e 10 '

i 11
10. Attachments are optional cancel

Alert
11. Select Save
Are you sure you want to add a new punch for 04:00 hour(s) for

1 2 Select YeS to Sme|t PATRICK - TX5678 for Jan 01, 20217
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Mobile Web Portal

On a Smartphone or Tablet

DIRECT CARE INNOVATIONS



e
Add New Entry (Mobile Device)

oo 1

Once logged in

News Posts

1. Select the Menu in the top right

=
No records to disp g7 4

inr spongebob

| Home

New Entry 2

Authorization Check

corner

2. Select New Entry

Complete the Add New Entry Wizard Entres

Logout
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Add New Entry Wizard

Add New Entry
First 2 boxes are preset
Enter Client Name
Select Service Code
Select Service Date
Enter Start & End Time
Select Portal Signoff

Select EVV Location if necessary

N oo o bk~ o bd =
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Add New Entry Wizard (cont)

Forgot mobile device - 4568 <

8. Select Reason Code from the drop -down

Forgot my phone

10
list Name : Forgot mobie device

9. Select the @ to move to the note field Zd gyph

10. Add Reason Code Note, if required e

11. Notes are optional »

12. Attachments are optional 120 oo -

13. Select Save S R

03:30 hour(s) for Steph Client3 - 1778 for Nov

14. Select Yes to Submit 13 14
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Where to go for help?

» Ultilize our for more help

« This will give you a full list of Training
Materials for DCI

» Contact your Acumen Agent for more help

» Contact Customer Service if you don’t know
your assigned agent

@ Phone: (866) 414 -2541 @

q_g;%l Proprietary and Confidential: Do Not Distribute 12


https://acumenfiscalagent.zendesk.com/hc/en-us/sections/115001430647-Training-Materials
https://www.acumenfiscalagent.com/

Thank you!

Visit the Acumen Help Center tolearn more at:
acumenfiscalagent.zendesk.com
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