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Monthly Summary Report
• Individuals or Designated Representatives are required to submit Monthly Summary 

Reports within the DCI Portal by the 15th of  each  m on th

• Mu st  in clu de descr ip t ive wor ds th a t  give a  clea r  p ictu r e of  th e ser vices p r ovided  

with in  th e ISP an d  th e over a ll st a tu s of  th e in d ividu a l 

• Be su r e to in clu de an y u n u su a l even t s, a ccom plish m en t s, posit ive p r ogr ess towar ds 

goa ls a n d  th in gs th e in d ividu a l m ay n eed  a dd it ion a l h elp  with

• Su m m ar y m u st  a lso docu m en t  th a t  you  a r e m on itor in g you r  bu dget  an d  st ayin g 

with in  th e a lloca t ion  for  th e yea r . 
• Use Au th or iza t ion  Widget for  Bu dget  Ba lan ce
• Use Spen d in g Su m m ar y for  Bu dget  Su m m ar y
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How to Submit Monthly 
Summary
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Access the DCI Portal
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1. Open an Internet Browser

2. Navigate to the DCI Web Portal
• Click “Go to Fu ll Sit e” on  m obile

3. En ter  ER/ DR User n am e/ Passwor d

4 . Use For got  Passwor d  lin k if  n eeded

5. Con tact  Acu m en  Agen t  for  h elp

acumen.dcisoftware.com

Employer/Designated Rep Username

Employer/Designated Rep Password

https://acumen.dcisoftware.com/
https://acumen.dcisoftware.com/
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Find Client Details Page

Once ER/DR is logged into DCI

1. Click “Clien ts” Tab on  lef t

2. Select  Clien t  n am e below

5

1

2



Proprietary and Confidential: Do Not Distribute

Add New Note
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1
Once on Client Details Page

1. Click “Act ion s” on  top  r igh t

2. Select  “New Note” on  top

2
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Enter Monthly Summary
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1Once New Note box is open

1. Note Type = “Cu stom ”

2. Note Su b Type = “ER or  DR 
Mon th ly Su m m ar y”

3. En ter  Mon th  & Yea r  in  Su bject

4 . Type Mon th ly Su m m ar y

5. Select  Mon th  & Yea r

6. Click Save > Yes

2
3

4

5

April 2021 Monthly Summary
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How to View Monthly Summary
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Find Client Details Page

Once ER/DR is logged into DCI

1. Click “Clien ts” Tab on  lef t

2. Select  Clien t  n am e below
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View Client Notes
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Once on Client Details Page

1. Scr oll down  to view tabs

2. Select  “Note” tab 

3. Scr oll down  to view n otes

1

2

3
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How to View Budgets with 
Authorization Widget
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View Authorization Widget

12

Once ER is logged into DCI

1. Click “Hom e” Tab on  lef t

2. Scr oll to Au th or iza t ion s

3. Type Clien t  Nam e > Select

4 . Click Sea r ch

5. View Bu dget  Deta ils

1

2

3 4
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Understanding Budget Details
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1. Client name on Authorization

2. Type of service being provided

3. Budget period start/end dates

4. Budget balances (Initial/Current)_

5. Entries ready for Payroll

6. Amount of budget available to use

1
2 3 4 5 6
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How to View Budgets with 
Spending Summary
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View Spending Summary
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Once ER/DR is logged into DCI

1. Click “Repor ts” Tab on  top

2. Select  Su m m ar y Repor t

3. Type Clien t  Nam e > Select

4 . Click Sea r ch

5. View Spen din g Su m m ar y

1

2

3

4
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Spending Summary Report
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1

2 3

4

5

Once report is open

1. Clien t  Deta ils

2. Au th or iza t ion  Deta ils 

3. Bu dget  Per iod  Tim e Elapsed  

4 . Rem a in in g Bu dget  Ba lan ce

5. Addit ion a l Ser vice Codes 
will be listed  below

Scroll down for a list of Entries
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Monthly Summary Recap

17



Proprietary and Confidential: Do Not Distribute

Monthly Summary Recap
• Monthly Summary Reports are due by the 15th of  each  m on th

• Clear ly exp la in  t h e in d ividu a l’s over a ll st a tu s an d  pr ogr ess

• In clu de an y u n u su a l even t s, n eeds, an d  posit ive p r ogr ess

• Mu st  in clu de a  Bu dget  Su m m ar y to sh ow pr oper  u se

• All docu m en ta t ion  sh ou ld  be clea r , con cise an d  u p  to da t e

• View th e MO SDS Gu ide to Docu m en ta t ion for  m or e det a ils
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https://dmh.mo.gov/media/pdf/guide-documentation-individuals-self-directing-services
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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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