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Goods & Services Request

Example Goods & Services Request Form:

A Goods & Services Request Form may need to be

completed prior to creating the reimbursement entry in
the DCI system.

% Please visit the Acumen website for the state and
program to determine if this step is required
v If required, complete the form and attach in
the Invoice Attachments field when creating

the reimbursement entry in the DC| system.
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Acumen Fiscal Agent
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Participant Name:

Participant ID #

Employer Name:

Request Date:

Please select one requesttype: [ | Reimbursement
“Check payabie 10 Emphoyer

Payment Instructions (Reimbursement & Vendor Payment ONLY)

["] Goods Purchase [7] vendor Payment

*Chack payabie i Vendor

Make Payment Payable To:

Mailing Address: Mailing City/
Stata/Zip:
Purchase Information (Goods Purchase ONLY)
Vendor Nama: Vendor Website:
Vendor Phona Number:

Delivery Addrass:

Delivery Method:

[[] Home Delivery {list address)

[ In-Store Pick Up

Invoice/ Service
ServicaDate | Code

Description {online purchases must include ltem #,
number of items, screanshot of item, color, and siza)

Total Amount

Include a copy of the receipt, i

rendered andior approved this payment request in a

and satisfaction of this claim may be from Federal and State funds, and that | may be presacuted under applicable Federal or
State laws for any false claims, statements or documents or concealment of a material fact. Any misuse of funds may result in
being fined or penalized, including but not limited to my repayment of claim.

_ Total Payment Amount (must include shipping)

Return this form to Acumen by email, fax, or mail.

ice, or signed bid/estimate.

By signing this form, | attest that services were delivered and received consistent with the Participant Budget and | have
iccordance with the Program regulations. | understand that payment

Employer Signature

Date

Counselor Sﬁnalu re

Date
__




Reimbursement Entry

*Please note! The Employer is responsible for creating the reimbursement entry for their client(s)

1. Navigate to acumen.dcisoftware.com and

log into the Employer Profile

Sign In

Username  Employer Username

Password  Employer Password

L] Remember me
Sign In

Or

Create a profile

Forgot your password?

b

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

2. Click Employer on the main menu

3. Click Clients on the submenu

T L=

Acumen Powered by DCI

EMPLOYEES
VENDORS

PENDING ENTRIES

CLIENTS °

EMPLOYER

Employer » Cli

Clients

Type C |ier'I

Proprietary: For Acumen and Customer Use Only


acumen.dcisoftware.com

Reimbursement Entry TS

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

4. Click anywhere in the client 5. Click Actions
row to open the details page 6. Select New Reimbursement Entry
Name + Clientld from the drop-down menu
SMITH JOHN 12340 ° :
£ Actions

New Note

New Attachment
' New Entry

New EVV Location

New Vendor Payment Entry

New Reimbursement Entryq

Proprietary: For Acumen and Customer Use Only




Reimbursement Entry ‘.

Innovation - Opportunity - Freedom

Complete the Add New Reimbursement Entry form wizard:

Entry Type:

Client:

Account Type:

Employee Name:

Service Code:

Dollar Amount:

Add New Reimbursement Entry

Employer Reimbursement

SMITH JOHN

Hourly °
EMPLOYER ELLEN °

Reimbursement

100 9

Proprietary:

For Acumen and Customer Use Only

Entry Type & Client: Auto-populate

Account Type: Hourly

Employee Name: Type & select from
the drop-down

Service Code: Select from the drop-
down

Dollar Amount; Total reimbursement
amount. Must match attached invoice
or receipt.



Reimbursement Entry

b
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Add New Reimbursement Entry form wizard continued:

Authorization Remaining Balance: 49800

Date(s) of Service: * oq Authorization Daily Max: 50000

Authorization End Date: 12/31/2022

Date Amount

=
m
5]
m

Action

- ©

Invoice Attachments: | Choose Files | o

Alert

Are you sure you want to add a3 new Reimbursement entry for
Steph Employee for $15.00 for 01 Day to service Steph Client1 -
761237

Jul
2024

01

6. Date(s) of Service: This may be one date or multiple
dates. Enter the date and the amount for that date then
click the blue plus sign (+) to add more as needed.

»  The sum of the dates of service much match the
dollar amount entered in the Dollar Amount field

(see step 5)

7. Notes (optional)

8. Invoice Attachments: Click the Choose Files button to
upload supporting documents (i.e., Completed Goods &
Services Request Form, training invoice, etc.).

Attachment must be in PDF, JPG, or PNG format.
9. C(lick Save

10. Click Yes to confirm

Proprietary: For Acumen and Customer Use Only



View Submitted Entry 0

Innovation - Opportunity - Freedom

To check the status of the reimbursement entry:

T = HOME EMPLOYER REPORTS

1. Click Employer on the main menu
. CLIENTS ° Employer / Clients
2. Select the Clients tab from the submenu
EMPLOYEES C|€'ﬂtS

3. Click anywhere on the client row
VENDORS

Type Client Name
PENDING ENMTRIES (15) ! | !

MName & ClientId Status

Steph Client 9 125 Active

Proprietary: For Acumen and Customer Use Only




View Submitted Entry

4. From the Client Details page, scroll down to select the Entries tab.

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

T L=

Acumen Powered by DCI

CLIENTS
EMPLOYEES
VENDORS

PEMDING ENTRIES (15)

EMPLOYER | REPORTS
Employer / Clients / Steph Client

Client Details - Steph Client

Basic Demographics

Client 1d: 125

Address: 5416 E Baseline Road
Mesa, AZ 85206-4700

GMIS: 04-013-7890
Phone: (222)222-2233
Email: stephanies+51@dcisoftware.com
Date of Birth: May 01, 2001
Allow SSN Retrieval: No @

No. of Funding Accounts:

Status: Active

Entries Accounts Certifications EVV Locations

Diagnosis

MNotes

Attachments

Other Details

Cost Center:

Username:

Client Status:

Authentication Status:

Email confirm:

Photo Set:

Signature Set:

Enable Caregiver Rating Emails:
Enable Vendor Payment:

Enable Employer Reimbursement:

Custom Fields History

Steph Employer Cost Center
steph.client

Active

Active

Yes

No

Mo

No

Yes

Yes

[} Help @ steph.employ... &
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Innovation - Opportunity - Freedom

View Submitted Entry 0

5. Select Employer Reimbursement from the Select Type filter

6. Click the blue Search button to return results

Entries Accounts Certifications EVVW Locations Diagnosis Notes Attachments Custom Fields History
From (MM/DD/YYYY) = To (MM/DD/YYYY) = Type Punch Id Select Type v
Select Type
Type Service Code Steph Employee Select Account Type v Punch

Vendor Payment
Employer Reimbursement

Select Status

Proprietary: For Acumen and Customer Use Only




View Submitted Entry

Innovation - Opportunity - Freedom

If more than one Date of Service was entered for the reimbursement, an entry is created for each
and the entry for the total amount is canceled.

E ntries Showing 8 out of 9 records
Id v Service Date Type Service Code Cost Center Employee fProgram /Vendor Name Ref. Amount Unit Type Status Portal Sign-off
75298 Jul 12, 2024 Employer Reimbursement Reimbursements Steph Cost Center Steph Employee1 73295 20.00 Dollar Approved /A

test - Steph Cost
Center test

75297 Jul 10, 2024 Employer Reimbursement Reimbursements Steph Cost Center Steph Employeel 75295 20.00 Dollar Approved MAA
test - Steph Cost
Center test

I

75208 Jul 08, 2024 Employer Reimbursement Reimbursements Steph Cost Center Steph Employeel 75295 20.00 Dollar Approved M/
test - Steph Cost

Jul 08, 2024 Employer Reimbursement Reimbursements Steph Cost Center Steph Employeel r Canceled
test - Steph Cost
enter [es

75290 Jul 19, 2024 Employer Reimbursement Reimbursements Steph Cost Center Steph Employeel 15.00 Daollar Rej N/A
test - Steph Cost
Center test

If only one Date of Service was entered for the reimbursement, only one entry is created.

75290 Jul 19, 2024 Employer Reimbursement Reimbursements Steph Cost Center steph Employee1 15.00 Dollar Rejected MIA
test - Steph Cost
Center test

View the entry status

Proprietary: For Acumen and Customer Use Only
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Ent ry Review Acumen Fiscal Agent
Innovation - Opportunity - Freedom

- Employee reimbursements follow the payroll schedule
v' Submit and approve within the pay cycle for the employee to receive with their paycheck

v If approved, the entry status changes to Approved.

« Entries are then reviewed by the payroll team and if the entry is in good order, payment is made

at the scheduled time.

% The reimbursement is visible on the employee’s pay stub

« If rejected by the payroll team, the entry status changes to Rejected and communication is sent

to the Employer via the email listed on the DCI profile.

Proprietary: For Acumen and Customer Use Only
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