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Welcome to Acumen!
Thank you for joining the Acumen 

Family! 

Acumen Fiscal Agent facilitates freedom, 
choice and opportunity through innovative 

fiscal agent solutions.

Helping create a positive, long lasting 
impact on people ’s lives.
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What is DCI?
DCI is an online platform to help manage 

Employee Time and Service Budget

• Better tools for both Employers & Employees

• Quick & easy time entry & payroll processing

DCI will also helps keep you compliant with the 

21st Century Cures Act

• Our EVV compliant time entry options will help 

you meet all of the new requirements
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Roles & Responsibilities
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Client Employer Employee(s)

• Th is is  t h e per son  wh o 
p r ovides t h e ca r e

• Som et im es r efer r ed  t o as 
t h e a t t en dan t  or  a ide

• Logs in to DCI of t en  t o 
en t er  t im e & n otes

• Em ployee PIN can  be u sed  
for  easier  DCI login

• Th is is  t h e per son  wh o 
m an ages t h e p r ocess

• Som e Clien t s m ay be t h eir  
own  Em ployer

• Logs in to DCI to m an age 
bu dget s an d  t im e en t r ies

• Au th or ized  Reps can  a lso 
h elp  com plet e t h ese t a sks

• Th is is  t h e per son  wh o is 
r eceivin g th e ca r e

• Som et im es r efer r ed  t o as 
pa r t icipan t  or  in d ividu a l 

• DCI p r of ile  is  n ot  logged  
in to ver y of t en
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DCI Mobile App
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Mobile App Basics
• The DCI Mobile App is meant for Real -Time Entry

• Clocking In/Out of each shift

• Time Management is done in the DCI Web Portal

• ER/DR will review time in DCI Web Portal

• Not all services require Client Verification

• Employers will approve punches in the DCI Web Portal

• Check with Acumen for your state ’s requirements

• See th e Mobile App  Gu ide if  EVV is r equ ir ed

https://acumenfiscalagent.zendesk.com/hc/en-us/articles/360034344252-Mobile-App-Guide
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Download DCI Mobile EVV
1. Download the DCI Mobile EVV App

2. Set  App Per m ission s

- Loca t ion  is  Requ ir ed

- Med ia  access is  n ot  n ecessa r y

3. En ter  System  Iden t if ier : 228636

4. Select  Next  to login
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Log into the DCI Mobile App
• Enter Employee credentials

• Provided by Acumen on GTG Letter

• Select Login to access Mobile App

• Select “Rem em ber  Me” on  you r  device

• Use For got  Passwor d  lin k if  n ecessa r y
• Requ ir es a  va lid  em a il on  f ile

• Con tact  Acu m en  with  an y login  issu es
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Mobile App Home Page
1. Menu Button

• Use to navigate in Mobile App

2. Clock In Button
• Begin Clock In/Out process

• See next slide for details

3. Overtime Gauge
• Shows OT hours

• Not applicable in all states

4. Total Hours Breakdown
• Shows the current calendar week

5. News Posts
• Will show relevant updates
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Clock In on Mobile App
1. Tap Blue Clock In Button 

2. Select Client Name

• Auto -filled for a single client 

3. Select Service Code

• Auto -filled for a single service

4. Cost Center is always auto -filled

5. Select Continue
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Confirm Clock In
1. Select Confirm Clock In

⃰ This will Start the time for the shift

2. Pu n ch  Con f ir m at ion

• Clock Ou t  page is sh own  with  

Clock In  t im e d isp layed
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Congratulations! 
You  a r e n ow on  th e clock. 2

1



Proprietary and Confidential: Do Not Distribute

Clock Out on Mobile App

Employee logs into Mobile App

1. Select Continue to Clock Out

2. Alert will ask to cofirm

1

2



Proprietary and Confidential: Do Not Distribute

Confirm Clock Out
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Notes are optional 1

3

1. Notes are Optional
• Discuss w/ ER if necessary

2. Select Confirm Clock Out
⃰ This will Stop the time for the shift

3. Pu n ch  Con f ir m at ion
• Pu n ch  deta ils a r e sh own  

• Select  Hom e wh en  r eady

Congratulations! 
You r  sh if t  is com plete.
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Review Employee Entries
1. Select Menu on top left of screen

2. Select Entries to view list

3. View complete list of entries
• Employees should verify all 

time is submitted 
• Employer will approve time as 

needed
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3 52 4 61

Open DCI Mobile EVV 
& Login  with  

User n am e & Passwor d

Select  blu e Clock 
In / Ou t  bu t ton  a t  t h e 

t op  of  t h e scr een

Select  Clien t  Nam e 
Select  Ser vice Code

Rea l-Tim e Pu n ch  is  
con f ir m ed

User is Clocked In!

To Clock Ou t :
Repea t  St eps

1, 2 & 4

Mobile App Process Timeline
Process starts when the Employee is ready to begin their shift. 

Con fir m  Clock In
Or

Con f ir m  Clock Ou t
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Where to go for help?
• Utilize our DCI Training Materials 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  kn ow 
you r  a ssign ed  agen t
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Ph on e: (877) 211-3738

acu m en fisca lagen t .com

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

Visit the Acumen Help Center t o lea r n  m or e a t :
acu m en f isca lagen t .zen desk.com
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