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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 Employers to manage the process

• Faster and easier time entry & payroll processing

DCI will also helps keep you compliant with the 

21st Century Cures Act

• As long as your employees use DCI to properly 

enter and manage time using EVV. 

3



Proprietary and Confidential: Do Not Distribute

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 appr ove 
t im e an d  m an age bu dget s

• 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

• Clien t  PIN/ Passwor d  is  
u sed  for  EVV
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Multiple Ways to Enter Time
Mobile App Phone EVV Web Portal

• Pr efer r ed  Meth od

• Rea l Tim e En t r y

• Au to-Appr oved  Tim e*

• EVV Com plian t

• Alter n a te Meth od

• Rea l Tim e & Histor ica l

• Au to-Appr oved  Tim e*

• EVV Com plian t

• Tim e Man agem en t

• Histor ica l En t r ies

• Man u a l Tim e Appr ova l

• Non -EVV Com plian t

* - Not  a va ila ble in  a ll s t a t es
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DCI Mobile App
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Mobile App Basics
• The DCI Mobile App is meant for Real -Time Entry

• Missed punches are entered in Web Portal

• Employees will Clock In/Out with Mobile App
• Employers can review time in Web Portal

• 2 Options for Verification with EVV
• PIN/Password entered by Employer
• Employee takes picture of Client

• Employers do not need to use the Mobile App
• All Employer tasks completed the Web Portal

• For more detail view the Mobile App Guide

https://acumenfiscalagent.zendesk.com/hc/en-us/articles/360034344252-Mobile-App-Guide
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3 52 4 61

Open DCI Mobile EVV 
app and Login with 

Username & Password

Select the blue Clock 
In/Out button at the 

top of the screen

Select Client Name & 
Service Code for shift

Confirm Clock In

Verification with EVV
Employer enters PIN/Password

Employee takes picture of Client*

Visit Verification is 
confirmed

User is Clocked In!

When ready to Clock 
Out

Repeat Steps
1, 2 & 4

Mobile App Process Timeline

*Requires Facial Recognition

Process starts when the Employee is ready to begin their shift. 
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Facial Recognition Setup
• Picture must be sent by the Client, Employer, Gaurdian 

or Authorized Rep from their email on file

• Client picture should resemble a drivers license photo

• A headshot on a plain background (See Example)

• Email Picture to Acumen Agent or Customer Service

• Enter Client Name & State in the body of the email to 

prevent confusion with any other clients.

• Acumen will notify Employer once setup is complete
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DCI Phone EVV
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Phone EVV Basics
• Phone EVV is an alternative option for both Real -

Time & Historical time entry

• Only used by those with limited internet access 

• Real -Time Entry is the best Phone EVV option

• Historical = Entering a full shift after that fact 

• Used only for missed punches and corrections

• Client Phone number must be a Landline or VOIP

• Landline & VOIP phones meets all EVV Requirements 

• For more detail view the Phone EVV Guide
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https://acumenfiscalagent.zendesk.com/hc/en-us/articles/360038482512-Phone-EVV-Guide
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Employer Web Portal
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Accessing the DCI Web Portal
1. Open up an Internet Browser on a 

computer or mobile device

• Google Chrome is preferred

2. Navigate to the DCI Web Portal

3. Enter Employer Username and Password

• Credentials provided by Acumen

4. Utilize Forgot Password link if necessary

5. Contact Acumen Agent with login issues
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Employer Password

Employer Username

https://acumen.dcisoftware.com/


Proprietary and Confidential: Do Not Distribute

Approve Pending Entries
Pending Entries is the landing page

• What shows up here? 
• Any punch that requires approval

• Scroll down to view list of Entries
• Review each entry and Approve or Reject

• Click any entry for more detail

• If Rejected, inform Employee to re -enter time 

correctly via DCI Portal
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How to Use “Employees ” Page
1. Select the “Employees ” Tab from the Home Page

• Located on the left side of the screen

• Select Employee name from the list

2. Scroll Down to View List of Entries

• Here you will see a complete list of punches 
for this Employee

3. Great Resource for Payroll Deadlines

• Ensure all time for pay period is entered and 
“Appr oved” befor e su bm ission  du e da te
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How to Use Reports (Computer/Laptop)

1. Select “Repor t s” Ta b f r om  Employer Tab

2. COA Reports - Th is will sh ow you  a  fu ll list  of  
pu n ch es f r om  th e selected  da te r a n ge.

3. Authorization Reports - Au th or iza t ion  Ru n  Ra te 
Repor t  will sh ow bu dget  u sa ge br ea kdown .

4. Note Reports - Her e you  ca n  pu ll a n y Ser vice 
Notes en ter ed  on  en t r ies

5. Summary Report - Gives a  br ea kdown  of  
pu n ch es a n d per cen ta ges of  bu dget  r em a in in g.
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View Reports Guide for more details

https://acumenfiscalagent.zendesk.com/hc/en-us/articles/4404613866765-Reports-Guide
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Home Page Basics
1. Select Home Tab 

2. Search for Employee Name 

• View EE’s weekly t im e

3. Over t im e Gau ge & Tota l Hou r s 

br eakdown  for  selected  Em ployee

4. Clien t  Tota l Hou r s Per  Week

• Tota l h ou r s wor ked  for  clien t

5. Au th or iza t ion  Widget

• View det a ils  of  a ll act ive bu dget s

6. Pr of ile Set t in gs
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DCI Tips & Tricks
1. All Employers and Employees must have a unique valid 

email address in DCI

2. Login and take action as often as possible to become 
familiar with DCI and the tasks

3. Users have 3 attempts to login until they are locked out 
and need to contact Acumen Customer Service

4. Employers will exclusively use the DCI Web Portal and 
Employees will use the Mobile app

5. Employees will always enter their own time

• Employers will Approve or Reject
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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 to learn more at:
acumenfiscalagent.zendesk.com
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https://acumenfiscalagent.zendesk.com/hc/en-us
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