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Vendor Information

Innovation - Opportunity - Freedom

What is a Vendor?

Company, organization, or person that provides Each state or program may have different rules
services or supplies to a client. around who can be a vendor.

What qualifies for a vendor payment?

Services or supplies provided to enhance the quality = Payments made to vendors are non-taxable and are
of life for a client. subject to state & program rules.

Quicker and easier processing of Vendor Payments
and New Vendor Requests. View status updates in
DCl on the vendor payment(s).

Eliminates the need for paper vendor payment
requests sent via email, fax, mail, etc.

Proprietary: For Acumen and Customer Use Only
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Vendor Payment Entry

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



Vendor Payment “

Innovation - Opportunity - Freedom

Steph Employer1 dﬂ

o

. . steph.employer1
1. Click the Menu in the top left corner of the screen
/ﬁ‘ Home
2. Select Vendors on the submenu
Message
= o Home @ g Entries l
Search Client Bl Pending Entries _
28 Vendors °
Client Name :
28  Employees
Search 32 Clients
Q. Search
News Posts XA Language 36
Subject: News Post & Logout
Formatting DCI App V 5.6.0

Proprietary: For Acumen and Customer Use Only
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Vendor Payment

3. Click ACTION in the top right corner
4, Select New Vendor Payment Entry

New Vendor Payment Entry 82

New Vendor Request

Cancel

Proprietary: For Acumen and Customer Use Only




Vendor Payment

10.

11.

Click the Account Type drop-down to select Hourly

Click Vendor Name to type and select the vendor

» Can't find the vendor? View the New Vendor Request section in this
training document.

Click Client Name to type and select the client

> Please note: The vendor’s name will display at this time

Click the Select Code drop-down to select the service code

> If the appropriate service code is not available in the drop-down menu,
please contact your local office or support coordinator.

Enter the Total Amount for the invoice for all dates of service
Enter the Invoice Number along with the client’s name

Optionally enter any additional information in Vendor Payment Reference
fields 1-5

Proprietary: For Acumen and Customer Use Only
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Acumen Fiscal Agent

Innovation - Opportunity - Freedom

< BackNew Vendor Payment Entry

Account Type* ‘ Hourly ~

Vendor Name : °
Client Name : o

Select Code ~

Total Amount* Total Amount

Invoice Number* Invoice Number

Vendor Payment

Reference 1: Reference 1

Vendor Payment

Reference 2:
Vendor Payment Reference 3 -o
Reference 3:

Vendor Payment
Reference 4:

Reference 2

Reference 4

Vendor Payment

Reference 5: Reference 5




Vendor Payment ol

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

12. Click the calendar icon to select ‘ Dates of Service* : eﬁ\
the Date(s) of Service
< Please note: Multiple dates Pates of Service’ &l
may be selected. Click the . ) Dates of Service* - &
date again to unselect it. Aug 2024 ¥
) S M T W T F g 1. Date: 08/18/2024
13. Click the blue Ok button to
1 2 3
confirm the selected date(s) s s 6 7 8 o 10 Amount Amount o
. 1 12 13 14 15 16 17
14. If multiple dates are selected, T o 2. Date: 08/19/2024
18
enter the amount for each date. Amount Amount °
% Please note: The sum of the
individual amounts must °
match the Total Amount of

the payment (step 9)

Proprietary: For Acumen and Customer Use Only



Vendor Payment

15.

16.

17.

18.

Optionally add Notes for the payment

If options appear in the Statements section,
select the Statement(s) (tasks) that were

completed during the service.

+* Please note: At least one statement must be
selected if listed

Click Add Attachment to access the device

camera to take a picture of the invoice

Click the blue Save button when all fields are

complete

Proprietary: For Acumen and Customer Use Only
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Notes °

Statements grocery
° shopping
cooking
cleaning
Invoice °@J Add Attachment
Attachments:




Employer
Mobile App
Video

Create a
Vendor
Payment
Entry

ILogin|

Username*

Password or PIN* D

Remember me

Forgot Password?

Proprietary: For Acumen and Customer Use Only
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Entry Review
Innova tion « Opportunity « Freedom

« Entries are reviewed by the payroll team and approved or rejected

v If approved, the entry status changes to Approved and payment is made according to the
program pay schedule.

v If rejected, the entry status changes to Rejected and communication is sent to the
Employer via the email listed on the DCI profile.

« Contact Acumen to cancel or edit the entry

Proprietary: For Acumen and Customer Use Only
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View Vendor Payment Entries
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View By Client

1.
2.

D

Acumen Fiscal Agent

Click the Menu in the top left corner of the screen

Select Clients on the submenu ()
= o Home iﬁ .
&
Search Client a
:‘
Client Name :
:&

Search 2

Q

News Posts EA
2

Subject: News Post
Formatting

o

Steph Employer1
steph.employer1

Home

Message
Entries

Pending Entries
Vendors
Employees
Clients °
Search
Language
Logout

DCI App V 5.6.0

P

w
0o

Proprietary: For Acumen and Customer Use Only
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View By Client

3. View the list of clients and click on the
client's name (blue hyperlink) to select it

4. View the client details and entries
Select the blue hyperlink Entry ID to

view the vendor entry details

= Clients (4)|

Steph Client1
76123

@.' Steph Client2
a4

Steph Client3
1777

ACTION
{ Back [Client Details|

Steph Client?2

Client ID: 44
Cost Center: Steph Cost Center test

Phone: (817) 453-2246

Status: Active
i Entries(26)

Entry ID: 76177

Service Date: Aug 17, 2024
Amount: 5.00 Hours
Client Name: Steph Client1
Entry Type: Vendor Payment
Status: Pending

Proprietary: For Acumen and Customer Use Only
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{ Back  [Entry Details  ACTION

Punch 76177

Employee Name: Steph Vendor 2
Clock Out: 12:00AM

Amount: 5.00

Status: Pending

Account Type: Hourly

Client Name: Steph Client1
Service Code: RESPITE (Dollars)
Service Date: Aug 17, 2024
Invoice Number: 09643

Statement
263 : cleaning

Reference Entries

Notes

Attachments

Invoice Attachments



View By Vendor

To check the status of the vendor payment entry:

1.
2.

D

Acumen Fiscal Agent

Click the Menu in the top left corner of the screen

Select Vendors on the submenu

— o Home iﬁ b

Search Client a
g
Client Name :
l“

Search 2

Q

News Posts EA
2

Subject: News Post
Formatting

o

Steph Employer1
steph.employer1

Home

Message

Entries

Pending Entries
Vendors °
Employees
Clients

Search
Language
Logout

DCI App V 5.6.0

P

w
0o
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View By Vendor

3. C(lick onthe
vendor's name
(blue hyperlink)
to select it

4. View the list of
entries for that
vendor

5. Clickon an entry
to select it

6. View the Entry
Details page

/

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

= Vendor (80) ACTION

Vendor Name: Vendor 9212
Vendor ID: 8429

Vendor Name: Eric Vendor
Vendor ID: 8394

Vendor Name: Juan Vendorf1
Vendor ID: 8224

Vendor Name: CQ Vendor
Vendor ID: 8136

Vendor Name: JVK Vendor
Vendor ID: 8128

Vendor Name: Boys and Girls

Club
Vendor ID: 8118

Vendor Name: Reilly Vendor
Vendor ID: 8026

Vendor Name: Ernesto vendor
Vendor ID: 7985

Vendor Name: Steph test o
Vendor ID: 7929

{ Back  |Vendor Details|
Name: Steph test
Vendor ID: 7929

Tax |D: #H#-HH#HHHHH

Cost Center: Steph Cost Center test
Phone: (222) 222-2222

Status: Active

# Entries(6) °

Aug 18, 2024 10.00

Steph Client1, Vendor Payment °
Pending

Jul 29, 2024 16.00

Steph Client1, Vendor Payment
Pending

Jul 20, 2024 25.00
Steph Client1, Vendor Payment
Pending

Jul 21, 2024 5.00
Steph Client1, Vendor Payment
Pending

Proprietary: For Acumen and Customer Use Only

( Back

Punch 76166 °

Employee Name: Steph test
Clock Out: 12:00AM
Amount: 10.00

Status: Pending

Account Type: Vendor
Client Name: Steph Client1
Service Code: Vendor
Service Date: Aug 18, 2024
Invoice Number: 123456789

Entry Detailsy  ACTION

Reference Entries
Notes

Attachments

Invoice Attachments



View By Vendor TS

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

7. Optionally click on any of the blue {Back  [Entry Details ACéON
buttons to view or add additional Punch 76166
information: Employee Name: Steph test

Clock Out: 12:00AM
v’ Reference Entries (view) Amount: 10.00
Status: Pending
v Notes (view or add) Account Type: Vendor
) Client Name: Steph Client1
v' Attachments (view) Service Code: Vendor
. . Service Date: Aug 18, 2024
v Invoice Attachments (view) Invoice Number: 123456789

upper right corner
9. Optionally select Add Attachment to o.

access the device camera and add Attachments

Notes

° Add Attachment

an attachment to the entry Invoice Attachments

Proprietary: For Acumen and Customer Use Only
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New Vendor Request

 If unable to locate the vendor when attempting to create
a vendor payment, complete a New Vendor Request.

« AWOisrequired. If the vendor does not wish to share the W9 with the
employer, they may email it to vendorprocessing@acumen2.net.

« The online vendor request will only be processed if all required fields are
completed and the W9 is attached



mailto:vendorprocessing@acumen2.net

New Vendor Request

1.
2.

D

Acumen Fiscal Agent

Click the Menu in the top left corner of the screen

Select Vendors on the submenu ()
= o Home &B .
&
Search Client a
g
Client Name :
:&

Search 2

Q

News Posts EA
2

Subject: News Post
Formatting

o

Steph Employer1
steph.employer1

Home

Message

Entries

Pending Entries
Vendors °
Employees
Clients

Search
Language
Logout

DCI App V 5.6.0

P

w
0o

Proprietary: For Acumen and Customer Use Only
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New Vendor
Request

3. Click ACTION in the top right corner
4, Select New Vendor Request

Action

New Vendor Payment Entry

New Vendor Request

Cancel

Proprietary: For Acumen and Customer Use Only




New Vendor Request o>

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

5. Enter the name and DBA (Doing Business As) of the new vendor

¢{ Back |New Vendor Request
6. Enter the vendor’s street address °
Type Vendor Name*
7. Click the Select State drop-down menu and select the vendor’s state Address Line 1* °
8. Enter the vendor’s city Address Line 2
.. State* Select State v°
9. Enter the vendor's zip code

o @
ZipCode* °

11. Optionally enter an alternate phone number for the vendor Phone*o

10. Enter the vendor's main company phone number

12. Click Add Attachment to access the device camera to take a picture of the | Alternate Phone o

W-9 completed by the vendor. For the most up-to-date Form W-9, please | attachments*: 0 Add e

Attachment

visit https://www.irs.gov/forms-instructions-and-publications.

13. Click the blue Save button when all fields are complete

Proprietary: For Acumen and Customer Use Only
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@
Request Review
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« New Vendor Requests are reviewed by the payroll team
v' The Employer is notified of the review results via the email listed on the DCI profile
v If the new vendor request is approved, the Employer may create the Vendor Payment entry.

« To pay the vendor via EFT (electronic funds transfer):

v' Complete the EFT form located on the state page. If your state does not have the EFT form

posted, please email vendorprocessing@acumen?2.net to request the form.

v Send the completed form to the state-specific vendor team’s email address, or as directed on

the form.

Proprietary: For Acumen and Customer Use Only
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« Not seeing your vendor?
» Submit a New Vendor Request
» Not seeing your client?
» Please contact Acumen customer service
» Need to verify, add, or update your email address?

» Log into the web portal, click on your username, select Settings, then select Change Email.

Proprietary: For Acumen and Customer Use Only




Web Portal

acumen.dcisoftware.com

T

Proprietary: For Acumen and Customer Use Only Acumen Fiscal Agent
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Vendor Payment Entry

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



Vendor Payment o>

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

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

1. Navigate to acumen.dcisoftware.com and 2. Click Employer on the main menu
log into the Employer Profile

3. Click Vendors on the submenu

e @O =i  LoME EMPLOYER REPORTS
Acumen Powered by DCI °
Username Employer Username
CLIENTS Home / Vendor
Password  Employer Password
(J Remember me Forgot your password?

EMPLOYEES |
Vendors
N VENDORS °

Create a profile

PENDING ENTRIES (15) Vendor Name

Proprietary: For Acumen and Customer Use Only



acumen.dcisoftware.com

Vendor Payment

4. Type and select the Vendor Name in the filter

5. Click the blue Search button

6. Click anywhere in the vendor row to open the details page

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

L A J=L HOME EMPLOYER REPORTS
Acumen Powered by DCI
CLIENTS Home / Vendor

EMPLOYEES

I VENDORS

Vendors

< Help@ steph.employ.. &

PENDING ENTRIES (15) Steph Vendar x DB Phone Number
City select State v
Active hd
(Y T
Lx] EXpOrT
Showing 1 out of 1 record
Name 4 DBA Phone Number City State Zip Code Status
Steph Vendor Steph Vendor (222)222-2222 Mesa A7 85206 Active

Proprietary: For Acumen and Customer Use Only




Vendor Payment o>

7. On the Vendor Details page,

click Actions.

8. Select New Vendor Payment
Entry from the drop-down New Note

menu

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

£ Actions

Mew Attachment

New Vendor Payment Eﬂtrg,fo

Proprietary: For Acumen and Customer Use Only



Vendor Payment

0.
Complete the Add New Vendor 10
Payment Entry form wizard: '
11.
Add New Vendor Payment Entr
© .
Entry Type: * Vendor Payment b
Account Type: * Hourly hd
Client:* | Type Client Name o
Service Code: Select Service Co :I-° b
Dollar Amount:* | Enter Amount 1 3
Invoice Mumber: * Enter Invoice Nu °
Vendor Payment | Enter Vendor Payment Reference 1 e 1 4
Reference 1:
15.

D

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Entry Type: Auto-populates
Account Type: Select Hourly
Client: Type & select from the drop-down

Service Code: Select from the drop-down
> If the appropriate service code is not available in the
drop-down menu, please contact your local office or

service coordinator.

Dollar Amount; Enter the total amount for the invoice for all

dates of service

Invoice Number: Enter the invoice number along with the

client’s name

Vendor Payment Reference fields 1-5: Optionally add any

additional information regarding the vendor payment

Proprietary: For Acumen and Customer Use Only
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Acumen Fiscal Agent
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Add New Vendor Payment Entry form wizard continued:

Datets) of servie=* () 16. Date(s) of Service: This may be one date or multiple
Date Amount Action dates. Enter the date and the amount for that date
elect Date (MM/DD/Y| i ool then click the blue plus sign (+) to add more as
needed.
A ° ) > The sum of the dates of service must match the
Invoice Attachment: * [Choose Files | ° Cance save dollar amount entered in the Dollar Amount

field (see step 5)

Are you sure you want to add a new Vendor payment entry for 1 7. Notes (O ptiona |)

Steph Vendor 2 for $25.00 for 01 Day to service Steph Client1 -
761237

18. Invoice Attachment: Click the Choose Files button.

Jul
2024

Attachment must be in PDF, JPG, or PNG format.

o 19. C(lick Save

20. Click Yes to confirm

Proprietary: For Acumen and Customer Use Only



Employer Web Portal Video

Create a Vendor Payment Entry

T =
Acumen Pawered by DCI
LT,
Sign Ir
Username
Password
O Remember me Forgot your password?
Sign In
Or

Create a profile

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Proprietary: For Acumen and Customer Use Only
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View Clients & Submitted Entries

Proprietary: For Acumen and Customer Use Only
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1. Navigate to 2. Click Employer on the main menu
acumen.dcisoftware.com and
log into the Employer Profile

3. Click Clients on the submenu

T = HOME EMPLOYER REPORTS

Signin
Acumen Powered by DCI

username - Employer Username a
: CLIEMTS Employer / Clients

Employer Password

[J Remem ber me orgot your password?
Clients
N VENDORS
B PENDING ENTRIES (15) Type Client Name
4. Click anywhere in the client Name 4 Clientid

row to open the details page SMITH JOHN 12340

Proprietary: For Acumen and Customer Use Only
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View Submitted Entry 0

Innovation - Opportunity - Freedom

To check the status of the vendor payment entry:

TV = HOME EMPLOYER REPORTS

1. Click Employer on the main menu
. CLIEMTS ° Employer / Clients
2. Select the Clients tab from the submenu
EMPLOYEES C|er1t5
3. Click anywhere on the client row
VENDORS

Type Client Mame
PENDING ENTRIES (15) S '

Name 4 ClientId Status

Steph Client 9 125 Active

Proprietary: For Acumen and Customer Use Only




View Submitted Entry

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

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

TP D=t HOME EMPLOYER REPORTS

Acumen Powered by DCI

[} Help @ steph.employ... &

CLIENTS Employer / Clients / Steph Client
EMPLOYEES . . .
Client Details - Steph Client B Act
VENDORS
Basic Demographics Other Details
PENDING ENTRIES (15)
Client Id: 125 Cost Center: Steph Employer Cost Center
Address: 5416 E Baseline Road Username: steph.client

Mesa, AZ 85206-4700 Client Status: Active

GNIS: 04-013-7890 Authentication Status: Active
Phone: (222)222-2222 Email confirm: Yes

Email: stephanies+51@dcisoftware.com Photo Set: No

Date of Birth:  May 01, 2001 Signature Set: No

Allow SSN Retrieval: No @ Enable Caregiver Rating Emails: Mo

No. of Funding Accounts: 1 Enable Vendor Payment: Yes

Enable Employer Reimbursement: Yes

Entries Accounts Certifications EVV Locations Diagnosis Notes Attachments Custom Fields History

Proprietary: For Acumen and Customer Use Only




View Submiitted Entry

5. Select Vendor Payment from the Select Type filter

6. Click the blue Search button to return results

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Entries Accounts Certifications EVV 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 Type Employee Name Select Account Type A Punch 5
Vendor Payment
v Employer Reimbursement

Select Status

Proprietary: For Acumen and Customer Use Only



View Submitted Entry 0

Innovation - Opportunity - Freedom

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

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

75689 Jul 28, 2024 Vendor Steph Cost Center test - Steph Client1 Steph Vendor 2 16.00 Pending
Steph Cost Center test

7. Click anywhere on the entry row to view the details
View the entry status

Proprietary: For Acumen and Customer Use Only
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« Entries are reviewed by the payroll team and approved or rejected

v If approved, the entry status changes to Approved and payment is made according to the
program pay schedule.

v’ If rejected, the entry status changes to Rejected and communication is sent to the
Employer via the email listed on the DCI profile.

« Contact Acumen to cancel or edit the entry

Proprietary: For Acumen and Customer Use Only
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New Vendor Request

 If unable to locate the vendor when attempting to create
a vendor payment, complete a New Vendor Request.

« AWOisrequired. If the vendor does not wish to share the W9 with the
employer, they may email it to vendorprocessing@acumen2.net.

« The online vendor request will only be processed if all required fields are
completed and the W9 is attached



mailto:vendorprocessing@acumen2.net

New Vendor Request TS

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

*Please note! The Employer is responsible for requesting the new vendor

Navigate to 2. Click Employer on the main menu 4. Click Actions
acumen.dcisoftware.com and
8 S 3. Click Vendors on the submenu 5. Select New Vendor Request

log into the Employer Profile
from the drop-down menu

signin -
O = HOME EMPLOYER REPORTS
Acumen Po

owered by DCI

username - Employer Username

CLIENTS vendnr £ Actions
Employer Password Home / Vendo

[J Remember me Forgot your passwor d?

Sign In ) EMPLOYEES
Vendors

New Vendor Request

Create a profile

Proprietary: For Acumen and Customer Use Only


acumen.dcisoftware.com

New Vendor Request ol

Acumen Fiscal Agent
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Complete the Add New Vendor Request form wizard:

Add New Vendor Request
Vendor Name: * | New Vendor Name °
Vendor Address: * 1234 Main St
Address Line 2
Mesa AZ b 85206

Phone: * (222)222-2222 °

Alternate Phone: HAOE=XX M=K

Wa Attachment: * | Choose File

Alert

Are you sure you want to add 2 new Vendor Request - New Vendor
Name 7

6.

10.

11.
12.

Vendor Name: Enter the name of the new vendor on the

invoice along with the DBA Name (Doing Business As)

Vendor Address: Enter the address of the new vendor on the

invoice

Phone: Enter the new vendor’'s main company phone

number

Alternate Phone (optional)

W9 Attachment: Click the Choose File button to upload the
W9 completed by the vendor. Must be in PDF, JPG, or PNG
format. For the most up-to-date Form W-9, please visit
https://www.irs.gov/forms-instructions-and-publications.
Click Save

Click Yes to confirm

Proprietary: For Acumen and Customer Use Only
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Request Review

« New Vendor Requests are reviewed by the payroll team
v' The Employer is notified of the review results via the email listed on the DCI profile
v If the new vendor request is approved, the Employer may create the Vendor Payment entry.

« To pay the vendor via EFT (electronic funds transfer):

v' Complete the EFT form located on the state page. If your state does not have the EFT form

posted, please email vendorprocessing@acumenZ2.net to request the form.

v Send the completed form to the state-specific vendor team’s email address, or as directed on

the form.

Proprietary: For Acumen and Customer Use Only
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Acumen Fiscal Agent

l'roubleshooti ng

« Not seeing your vendor?
» Submit a New Vendor Request
« Not seeing your client?
» Please contact Acumen customer service
« Need to verify, add, or update your email address?

» Log into the web portal, click on your username, select Settings, then select Change Email.

Proprietary: For Acumen and Customer Use Only
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THANK YOU!



https://www.acumenfiscalagent.com/
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