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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 a website that manages Employee’s Time

• Better tools for Time Management

• Faster and easier time entry & payroll processing

DCI can also help keep you compliant with the 

21st Century Cures Act

• As long as you use DCI to properly enter and 

manage time using EVV. 

• Web Portal entries are not always EVV Compliant
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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



Proprietary and Confidential: Do Not Distribute 5

Multiple Ways to Enter Time
Mobile App Web Portal

• Pr efer r ed  Meth od

• Rea l Tim e En t r y

• Easy Tim e Appr ova l

• EVV Com plian t

• Tim e Man agem en t

• Histor ica l En t r ies

• Easy Tim e Appr ova l

• Non -EVV Com plian t
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Employee Web Portal
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Accessing the DCI Web Portal
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1. Open an Internet Browser on a 
computer or mobile device

2. Navigate to the DCI Web Portal

3. Enter Employee Username/Password

4. Use Forgot Password link if needed

5. Contact Acumen Agent for help

Employee Password

Employee Username

https://acumen.dcisoftware.com/
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Home Page Details
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Employee Dashboard is the 
landing page

1. En t r ies t ab to view a  com plete 
list  of  su bm it t ed  t im e en t r ies

2. Over t im e Gau ge & Tota l Hou r s 
for  th e cu r r en t  ca len da r  week

3. Add  En t r y to en ter  a  Histor ica l 
t im e pu n ch  - See next slide 

1 3

2



Proprietary and Confidential: Do Not Distribute

Add New Entry
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Add New Entry (Computer/Laptop)

Once logged in

1. Select Add 

New Entry
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Add New Entry Wizard
1. First 2 boxes are preset

2. Enter Client Name

3. Select Service Code

4. Select Service Date

5. Enter Start & End Time

6. Select Portal Signoff

7. Select EVV Location if necessary
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Add New Entry Wizard  (Cont.)

8. Select Reason Code from the drop -down 

list

9.  Select the    to move to the note field

10.  Add Reason Code Note, if required

11.  Notes are optional

12.  Attachments are optional

13.  Select Save

14.  Select Yes to Submit
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Profile Settings
Log into DCI with Username & Password

1. Select Username > Then Settings

• Located in the top right corner

2. Select profile setting to change

• Username/Password is used for login

• Employee PIN can make the login 

process easier on a mobile device

• Email is needed for password recovery
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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 know 
your assigned agent
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Phone: (877) 211-3738

acumenfiscalagent.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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