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Paystubs/W2 (Employee) b 4L
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Acumen powered by DCI

* Employees (including compensated caregivers) who use direct deposit/Money Market pay
card for their paychecks will only retrieve electronic paystubs in their secure message
center on DCI messaging

« DCI messaging is secure

« If you currently receive paper paychecks, you will continue to receive paystubs attached to
your paychecks in the mail.

« Wells Fargo: You are now able to retrieve paystubs from the DCl Messaging Portal, no
need to use a separate Wells Fargo site.

« Hawaii: You will continue to receive direct deposit and paper paystubs by mail, in addition

to the copy in the DCI Messaging Module.

Proprietary: For Acumen Use Only
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Account Statements (Employer) D‘%'

To provide enhanced privacy and security, Acumen has activated a new feature in DCI for

employers:

- DCI Messaging for Account Statements notifies users when the account statement has

been generated and is available for review

- Additionally, the messaging feature will allow users the ability to maintain, delete or

archive their messages.

- Archiving messages provides the ability to save previous messages and attachments for

record keeping

Proprietary: For Acumen Use Only
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View Messages in DCI Web Portal il DL

1. A notification will be sent to the user’s
email alerting of a new message in the

DCI Portal

2. Users can click on the link in the message

to access the login page for DCI

. A

Acumen Fiscal Agent ;o o7 cage nnovaTIONS
Innovation - Opportunity - Freedom

Acumen powered by DCI

o DCI - Message Notifications

support@dcisoftware.com
wwme -

Direct Care

INNOVATIONS

You have a new message in the DCI system

https:/rdcisoftware page link/x9JHHJVZHnRol YDed °

Support
Direct Care Innovations

Meed help?
Email: supporti@dcisofiware. com

Direct Care Innovations

Proprietary: For Acumen Use Only



View Messages in DCI Web Portal Tl
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i 5 DIRECT CARE INNOVATIONS
Acumen powered by DCI

3. Navigate to the DCI Web Portal or use the link in
previous step

« All States Except WI & NC: °
https://acumen.dcisoftware.com/ o =i
«  WI &NC Only:
https://outreach.dcisoftware.com/
5ign In
4. Enter Employee Username and Password
|. Username |
« Credentials provided by Acumen —
- . . [] Remember me I FDrthyourpassward?a
5. Utilize Forgot Password link if necessary
« Contact your Acumen Agent with any login b
Issues

6. Click Sign In

Proprietary: For Acumen Use Only
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View Messages in DCI Web Portal il DL
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Acumen powered by DCI

7. Inthe upper right-hand corner, click on the ;
. Ioa | Help@ a
envelope icon.

Latest Messages Compose Message

8. Select See All Messages No Messages

I See All Messages °

9. Click on the message to review

Messages / Inbox

Inbox & Actions

From Subject From (MWM/DD/YYYY)

To (MM/DDAYYYY)

Showing 1 out of 1 record

* Attachments From Subject Date/Time Action

[

Acumen Employee Learning Account Statement 03:00 PM

Proprietary: For Acumen Use Only




View Messages in DCI Web Portal T L =i
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10. Click the Attachments tab oo
11. Option 1: In the Download column, S ——
click the view icon (eye) to view the Message Details - 217
attachment. N
- Account Statement
« The attachment will open in a new o —
tab in the web browser " RS
12. Option 2: In the Download column,
click the download icon to download b= L
the attached statement. S =
e The attachment will be —
downloaded to the computer
(typically saved in a dedicated B Export
“Downloads” folder on the Attachments Showing 1 outof 1 record
com pUtel’) O Date File Name File Type Filesize  Added By Download  Status
Apr 14,2025  Pay Stub.pdf 195.73KB  Michael Emplayeri g Active
11 o 2

Proprietary: For Acumen Use Only
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Archive/Delete Message oL cl

v

A:il:merg ':'scal Agent DIRECT CARE INNOVATIONS

Acumen powered by DCI

To help manage the Messaging Inbox, users can Archive or Delete the current or previous

messages.

/

% If the message is archived, the user will be able to view the message(s) later.

R/

% Please note: If the message is deleted, it will be moved to the Trash submenu and will

only be available for a limited amount of time.

L A Juo HOME
Acumen Powered by DCI

INBOX Messages / Inbox

T Inbox
ARCHIVE

DRAFT From

To (MM/DDYYYY)

TRASH

Proprietary: For Acumen Use Only



Archive/Delete Message ol 4 ™
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Acumen Fiscal Agent
Innovation - Opportunity - Freedom
Acumen powered by DCI

1. Mark the checkbox to select the message to be archived or

deleted

2. Click the Archive button to archive the message

- Optionally, click the Delete button to delete the message.

Showing 1 out of 1 record

Unread messages are displayed in bold text. % - High Priority

* Attachments From Subject Date/Time Action
* % Michael Pay Stub 4.1.2025 - 02:30 PM B
Employer1 4.15.2025

3. The system will alert the user to confirm the choice selected

(delete or archive)

4. Select Yes to confirm

Proprietary: For Acumen Use Only




Archive/Delete Message ol d DL

Acumen Fiscal Agent ;o o7 cage nnovaTIONS
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Acumen powered by DCI

5. A green confirmation message appears on the Inbox page
indicating the message has been Archived or Deleted

T HOME EMPLOYER
Avamens Famevd by 31

| NEOX Messages > Inbox

ARCHIVE
DRAFT

TRASH

{ message has been moved to archive 9 R £xport

Showing S out of 5 recerds

] % Attachments From Subject Date/Time
kS DGl Support Account Statement
Q¥ DCI Support ACCOUNK Statement
¥ D ort ou Ateme
L) DCI Support ACCount Statement

Proprietary: For Acumen Use Only
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View Archived Messages

\g |
/ DA - I
Acumen Fiscal Agent
Innovation - Opportunity - Freedom

DIRECT CARE INNOVATIONS
portunity

Acumen powered by DCI

1. Select the Archive submenu on the left side of the DCl Messaging Center

2. All Archived messages will appear on the screen. Click on the message line to
view the message.

T L
Acumen Pomere d by DE
INBOX
SENT

TRASH

ARCHIVE | ’
DRAFT

Messages / Archive

Archive

Correspondents

To (MM/DD/YYYY)

Subject

Unread messages are displayed in bold text. - High Priority

O * Attachments Correspondents Subject

= Help @ michael.empl... &

From (MM/DD/YYYY)

Reset Search

[# Export

Showing 1 out of 1 record

Date/Time v Action

O * @ ° Michael Employer1

Proprietary: For Acumen Use Only

Pay Stub 4.1.2025- 4,15.2025  02:30 PM i
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View Archived Messages T ¢l
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3. Click the Attachments tab oo
4. Option 1: In the Download column, S ——
click the view icon (eye) to view the Message Details - 217
attachment. N
- Account Statement
« The attachment will open in a new o —
tab in the web browser " RS
5. Option 2: In the Download column, :
click the download icon to download b=
the attached statement. S =
e The attachment will be —
downloaded to the computer
(typically saved in a dedicated B Export
“Downloads” folder on the Attachments Showing 1 outof 1 record
com pUtel’) O Date File Name File Type Filesize  Added By Download  Status
Apr 14,2025  Pay Stub.pdf 195.73KB  Michael Emplayeri Active

Proprietary: For Acumen Use Only
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View Deleted Message

1.

2. All deleted messages appear on the screen. Click on the message line to view.

Click on the Trash submenu on the left side of the DCl Messaging Center

T

Acumen Fiscal Agent
nnovation - Opportunity - Freedom

L=t

DIRECT CARE INNOVATIONS

Acumen powered by DCI

(4 Help® acumen.super..| &

LA J=L
Acumen Powered by DCI
NBOX

LENT

JARCHIVE

DRAFT

HOME | REPORTS

Messages / Trash

Trash

Carrespondents

To (MM/DD/YYYY)

* Attachments

Correspondents

Subject

Subject

Account Statement

From (MM/DD/YYYY)

Date/Time

03/22/2024 03:55 PM

Reset

Showing 1 out of 1 record

Search

Export

Acumen Employee Learning

Proprietary: For Acumen Use Only



View Deleted Message T =i
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Acumen powered by DCI

3. Click the Attachments tab oo
4. Option 1: In the Download column, S ——
click the view icon (eye) to view the Message Details - 217
attachment. N
- Account Statement
« The attachment will open in a new o —
tab in the web browser " RS
5. Option 2: In the Download column, :
click the download icon to download b=
the attached statement. S =
e The attachment will be —
downloaded to the computer
(typically saved in a dedicated B Export
“Downloads” folder on the Attachments Showing 1 outof 1 record
com pUtel’) O Date File Name File Type Filesize  Added By Download  Status
Apr 14,2025  Pay Stub.pdf 195.73KB  Michael Emplayeri Active

Proprietary: For Acumen Use Only
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Log into the DCI Mobile EVV App Tl

DIRECT CARE INNOVATIONS

...........................

Acumen powered by DCI

1. Enter employee credentials

v' Acumen provides a username and password on Login EN
the Good to Go/Welcome letter

2. Optionally, select the Remember me button to

remember the username.
Acumen - All Other States - 228... ~

*Please note: Do not use on a shared device

Username*
3. Tap the blue Login button to access the mobile app 0
Password or PIN* TN
v The Forgot Password link is available if necessary but
9 y Remember me °

requires a valid email address to be on file

Login °*

*Please note: Contact Acumen customer service or your

support coordinator with any login issues Forgot Password?

Proprietary: For Acumen and Customer Use Only



View Messages in DCI Mobile App T2

. /
Acumen Fiscal Agent
Innovation - Opportunity - Freedom

. Acumen powered by DCI
4. Tap the Menu icon in the upper-left corner Henp

(three horizontal lines)

5. Select Message

6. “*Please note: The Mail icon (envelope) in HEtael oo
the upper-right corner of the Dashboard

DIRECT CARE INNOVATIONS

& 04/13/2025 To 04/19/2025 =H

takes users directly to the Inbox IMessagel Q

Overtime Gauge
New Message

7. The Smeenu for the messag|ng mOdule No entry in current week
contains the following tabs:

Inbox (1)

. Michael Employee lelp(® a Sent
* New Message — Tap to compose ieneelempioyee |
e Archive
/ﬂ\ Home
* Inbox —Where messages are stored I E - Trash
Message [ —
* Sent - Access sent messages -
* Archive — Access archived messages Q  search >
@ Help
« Trash — Deleted messages. Please

note: This folder empties B  Logout
aUtomaticaIIy‘ Proprietary: For Acumen Use Only




View Messages in DCI Mobile App |© ‘o=

Sample Pay Stub 4.15.2025 - 4.30.25

Message ID: 218

8. Tap Inbox from the messaging module submenu

From: Michael Employer1 09:58 AM
To: Michael Employee
. Priority: High
9 . Ta p O n a m e S S a g e tO VI eW Click the Attachments button to view associated

attachments.

10. Tap the Notes button to view the associated notes/or to add notes to Notes
the message

Attachments

11. Tap the Attachments button

« Option A: Tap the view icon (eye) to view the attachment

*  Option B: Tap the download icon (cloud) to download the attached

statement

— Message| Q ¢ Back Inbox] Q - “ -
- - i o
Michael Employer1 From:Michael -

Employer1

New Message

Inbox (2) Image Date/Time: 09:58 AM
Subject: Sample Pay Stub SR SisEs)
Sent 4.15.2025 - 4.30.25 Message ID: 217
Michael Employer1 From:Michael Account Statement
Archive -, Employer1
‘ Date/Time: 08:46 AM @ Avactments
Trash Subject: Account Statement

Proprietary: For Acumen Use Only




Attachment View Options

@ iPhone Users:

Option A: Tap the view icon (eye) to view the attachment:

Option B: Tap the download icon (cloud) to download the attachment:

1.

. The screen will display the attachment to view.

*  Tap the <Back button to return to the Message Details,
Inbox or Dashboard.

An alert appears indicating the download was successful. Tap
Confirm.

Open the Files app. If unable to locate, swipe down from the
center of your Home screen, then search for the Files app.

Tap the Browse tab
Tap iCloud Drive

Tap the Downloads folder to see the attachment. “Please note:
If attachment is not in iCloud Drive > Downloads, tap the Browse
tab, then choose another location such as On My iPhone to
search for the attachment.

|attachments|

Message ID: 217

Account Statement

Message ID: 217
Account Statement

@ Attachments

:wprs:‘:-. ::25 o Apr 14,2025
Pay Stub.pdf

Alert

7d4959fc-49e6-4816-bfa7-
débd14¢7480a.pdf downloaded
successfully.

Confirm




Attachment View Options

Message ID: 217

Account Statement
O Android Users:
[ﬂj Attachments

Option A: Tap the view icon (eye) to view the attachment:

Apr 14, 2025

Apr 14, 2025
Pay Stub.pdf

Pay Stub.pdf

The screen will display the attachment to view

«  Tap the back arrow to return to the Message
Details, Inbox or Dashboard.

Message ID: 217
Option B: Tap the download icon (cloud) to download the e
attachment: i

1. An alert appears indicating the download was
successful. Tap Confirm.

2. Open the Files or My Files app. If unable to locate, use —
the Search bar from the center of your Home screen to
search for the Files or My Files app.

3. The Files or My Files app displays the most recent files
downloaded. Locate the attachment within the Recents
list.




View Messages in DCI Mobile App Tl

DIRECT CARE INNOVATIONS
nnnnnnnnnnnnnnnnnnnnnnn

Acumen powered by DCI

{ Back ° [Message Details|

12. The icons at the bottom of a message allow the user to take action.

. : . Sample Pay Stub 4.15.2025 - 4.30.25
Those icons include: e
« Paper clip — Access the device camera to attach a picture to the Froms Michael EmployerT 00:58 AM
message iy

Click the Attachments button to view associated
attachments.

 File cabinet — Archive the message

Notes

« Trash can — Delete the message

Attachments

« Left Arrow — Respond to the message
« Paper & Pencil - Create a new message

13.To exit a message, tap the <Back icon in the top left-hand corner of
the open message.

Proprietary: For Acumen Use Only
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Archive & Delete Messages

1.

HowoN

Tap Inbox from the messaging module submenu

Select the message to be archived/deleted

Tap the Archive button to archive the message

Optionally, tap the Delete button to delete the message.

The system will alert the user to confirm the choice selected

(delete or archive)

Tap Confirm to Archive or Delete the message

= Message| Q

New Message

Inbox (2)

Sent

Archive

Trash

Inbox Q

Michael Employer1 From:Michael
Employer1
Date/Time: 09:58 AM

Subject: Sample Pay Stub
4.15.2025 - 4.30.25

Michael Emp|oyer1 From:Michael
Employer1
Date/Time: 08:46 AM

Subject: Account Statement

Proprietary: For Acumen Use Only
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jatior por y
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Alert

Are you sure you want to Archive

message?
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View Archived Messages

1.
2.

Tap Archive from the messaging module submenu
Tap on a message to access it

Tap the Notes button to view the associated notes/or to add notes to
the message

Tap the Attachments button

« Option A: Tap the view icon (eye) to view the attachment

«  Option B: Tap the download icon to download the attached

statement
= Message] Q < Back |Archive| Q
New Message Michael Employer1 From:Michael
Employer1
Inbox (2) Image Date{Tlme: 09:58 AM
Subject: Sample Pay Stub 4.15.2025
-4.30.25
Sent - —— -
Michael Employer1 From:Michael
Archive o Emplqyeﬂ
mage.  Date/Time: 04/11/2025 02:30 PM
Subject: Pay Stub 4.1.2025 -
T 4.15.2025

Proprietary: For Acumen Use Only

< Back [Message Details|

Sample Pay Stub 4.15.2025 - 4.30.25

Message ID: 218

From: Michael Employer1 09:58 AM
To: Michael Employee

Priority: High

Click the Attachments button to view associated
attachments.

Notes

Attachments

O K K I3

¢ Back |Attachments]

Message ID: 217

Account Statement

@J Attachments

Pay Stub.pdf

Apr14, 2025 A pr "I 4 2' ):25
@ PayrStub.pdf '
A




Attachment View Options

@ iPhone Users:

Option A: Tap the view icon (eye) to view the attachment:

Option B: Tap the download icon (cloud) to download the attachment:
1.

. The screen will display the attachment to view

. Tap the <Back button to return to the Message Details,
Inbox or Dashboard.

An alert appears indicating the download was successful. Tap
Confirm.

Open the Files app. If unable to locate, swipe down from the
center of your Home screen, then search for the Files app.

Tap the Browse tab
Tap iCloud Drive

Tap the Downloads folder to see the attachment. “Please note:
If attachment is not in iCloud Drive > Downloads, tap the Browse
tab, then choose another location such as On My iPhone to
search for the attachment.

|attachments|

Message ID: 217

Account Statement

Message ID: 217
Account Statement

@ Attachments

:wprs:‘:-. ::25 o Apr 14,2025
Pay Stub.pdf

Alert

7d4959fc-49e6-4816-bfa7-
débd14¢7480a.pdf downloaded
successfully.

Confirm




Attachment View Options

Message ID: 217

. Account Statement
Android Users:

[ﬂj Attachments

Option A: Tap the view icon (eye) to view the attachment:

Apr 14, 2025

Apr 14, 2025
Pay Stub.pdf

Pay Stub.pdf

. The screen will display the attachment to view

. Tap the back arrow to return to the Message
Details, Inbox or Dashboard.

Option B: Tap the download icon (cloud) to download the ol
attachment: -

1. An alert appears indicating the download was
successful. Tap Confirm.

7d4959fc-496-4816-bfa7-

2. Open the Files or My Files app. If unable to locate, use
the Search bar from the center of your Home screen to ey
search for the Files or My Files app.

3. The Files or My Files app displays the most recent files
downloaded. Locate the attachment within the Recents
list.
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View Deleted Messages

1.
2.

Old Message to be deleted

Message ID: 219

Tap Trash from the messaging module submenu

From: Michael Employer1 12111 PM
To: Michael Employee

Tap on a message to access it. Important! Messages in the Trash submenu

1. Click on the Trash tab

1 H 1 1 1 2. All deleted messages will appear on the screen.
will only be available for a limited amount of time. A e
3. Click on the Attachments tab to load the

attachment

Tap the Notes button to view the associated notes/or to add notes to the 5 v dowresd oo g he |
m e S S a g e 6. Lr:;;g;r;:)!:ﬁesges in the Trasrl taf) will only be

Tap the Attachments button Notes

Attachments

« Option A: Tap the view icon (eye) to view the attachment

*  Option B: Tap the download icon to download the attached statement

— Message| Q < « | hl
Bac Tras Q
New Message ﬂ n n

Michael Employer1 From:Michael

Inbox (2) 2 Employer'] ¢ Back |Attachments|

St Date/Time: 12:11 PM Message ID: 217
Subject: Old Message to be deleted fecount Siatement

Archive @J Attachments

Apr 14, 2025
Pay Stub.pdf

Apr 14,2025

Pay Stub.pdf

| Trash ! -'

Proprietary: For Acumen Use Only



Attachment View Options

@ iPhone Users:

Option A: Tap the view icon (eye) to view the attachment:

Option B: Tap the download icon (cloud) to download the attachment:
1.

. The screen will display the attachment to view

. Tap the <Back button to return to the Message Details,
Inbox or Dashboard.

An alert appears indicating the download was successful. Tap
Confirm.

Open the Files app. If unable to locate, swipe down from the
center of your Home screen, then search for the Files app.

Tap the Browse tab.
Tap iCloud Drive.

Tap the Downloads folder to see the attachment. *Please note:
If attachment is not in iCloud Drive > Downloads, tap the Browse
tab, then choose another location such as On My iPhone to
search for the attachment.

|attachments|

Message ID: 217

Account Statement

. O

Files

Siri Suggestions
files

files on iphone

files folder

@ files app

@ file manager

Q files

—
/ 9:41 il
‘ Top Hit

Message ID: 217
Account Statement

@ Attachments

:wprs:‘:-. ::25 o Apr 14,2025
Pay Stub.pdf

Alert

7d4959fc-49e6-4816-bfa7-
débd14¢7480a.pdf downloaded
successfully.

Confirm




Attachment View Options

Message ID: 217

And rOid UserS‘ Account Statement

[ﬂj Attachments

Option A: Tap the view icon (eye) to view the attachment:

Apr 14, 2025

Apr 14, 2025
Pay Stub.pdf

Pay Stub.pdf

. The screen will display the attachment to view

. Tap the back arrow to return to the Message
Details, Inbox or Dashboard.

Option B: Tap the download icon (cloud) to download the Hessage 0:217

attachment:

1. Analert appears indicating the download was
successful. Tap Confirm.

2. Open the Files or My Files app. If unable to locate, use
the Search bar from the center of your Home screen to 0
search for the Files or My Files app.

3. The Files or My Files app displays the most recent files
downloaded. Locate the attachment within the Recents
list.
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View Messages in Mobile Web o=

DIRECT CARE INNOVATIONS
Innovation - Opportunity - Freedom

Acumen powered by DCI

1. Login to the DCl Web Portal from an internet | ? o A dem =
browser on a mobile device. Enter your = EN
username and password OR PIN. News Posts
2. Tap Signin ki =
No records to display
3. Tap the Menu in the top-right corner of the

screen
o michael.employee x
4. Please note: The Mail icon (envelope) in the T
upper-left corner of the Dashboard takes users . New Entry

directly to the Inbox

Authorization Check

Entries

5. Tap the Message drop-down to expand the Forget four passwrd? g
6. Tap Inbox from the submenu to view S o
messages Archive
Copyright © 2025 Direct Care Innovations. All rights reserved. e
Search
Logout

Proprietary: For Acumen and Customer Use Only



View Messages in DCI Mobile Web

7. Tap the arrow (>) to view a message

8. Tap the Notes button to view the associated notes/or to add notes to the message
9. Tap on the Attachments tab to load the attachment

10. After selecting Attachments, tap the download icon to download the attachment.

: 94 T =

Message Detail & ~E 6

Message Id: 217
= L 4 I — Subject: Account Statement
B4 Acumen Powered by DCI —

From Michael Employer1 08:46 AM

Priority:High 3
; File Name Date Attachments

Inbox Messages (1) 10 [ be

Message Pay Stub.pdf Apr 14,2025 °

See attachment to view Pay Stub

Subject: Account Statement

Date/Time: 08:4
Attachments

] * S From: Michael Emp.. ‘

Notes ° ‘ Back

Back

Copyright © 2025 Direct Care Innovations. All rights reserved.

Copyright © 2025 Direct Care Innovations. All rights reserved

Proprietary: For Acumen Use Only




Attachment View Options

@ iPhone Users:

11.An option to “"Save in” appears at the bottom of the screen

« Tap "Save..." to choose where to save the attachment on the device (Files,
Downloads, etc.)

Ll
7d4959fc-49e6-4816-bfa7-
‘ ¥ d6bd14c7480a.pdf (200 KB) X

12. Tap “Save” again to save the attachment to the chosen location

Savein... Cancel

Choose where to save 7d4959fc-49e6-4816-bfa7-
débd14c7480a.pdf (200 KB)

B Files v

& Drive

——

13. A confirmation message appears indicating the download is complete. Tap Open
to open and view the attachment.

13
- Download complete X
7d4959fc-49e6-481...7-d6bd14c7480a.pdf

Proprietary: For Acumen Use Only




Attachment View Options

O Android Users:

11.The Downloads screen appears and displays the link to
view the downloaded attachment

12.Tap on the file to view

Downloads g Q

Using 195,73 KB of 125.87 GB

Just now

. 7d4959c-4%e6-4816-bfa7-débd1....pdf

200 kB -« dcisoftware.com

13.Tap the Back arrow to return to the DCI Mobile Web
Attachments screen

Proprietary: For Acumen Use Only
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View Messages in DCI Mobile Web T =

ooooooooooooooooooooooooo

14. The icons at the top of a message allow the user to take action.
Those icons include:

Message Detail «
Message Id: 217
Subject: Account Statement

« Left Arrow — Respond to the message

* File cabinet — Archive the message

From Michael Employer1
Priority:High

« Trash can — Delete the message

To  Michael Employee

15. Tap the Back button to exit the message

See attachment to view Pay Stub

Motes

Attachments

Back e

Copyright & 2025 Direct Care Innovations. All rights resenced
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DCI Mobile Web:
Archive & Delete
Messages



tunity
Acumen powered by DCI

\¢ ||
A h. & D I t M / . =l
.
rc Ive e e e essages Acumen Fiscal Agent ;o o7 cage nnovaTIONS
Innovation - Oppor Freedorn

1. Login to the DCI Web Portal from an j p—— ?

internet browser on a mobile device. —"

Enter your username and password OR News Posts

PIN LA Jd=L

.................. ’.-

2 Tap Sign In No records to display
3. Tap the Menu in the top-right corner of ) o

the screen michael.employee x

Home
Remember me New Entry

4. Please note: The Mail icon (envelope) in
the upper-left corner of the Dashboard

Authorization Check

Entries

1 Forgot your password?
takes users directly to the Inbox —
New Message
5. Tap the Message drop-down to expand
Go to Full Site
the submenu —
Archive
6 * Ta p In box fro m th e S u b m e n u to Vi eW Copyright © 2025 Direct Care Innovations. All rights reserved Trash
messageS Search
Logout

Proprietary: For Acumen and Customer Use Only



Archive & Delete Messages

7. Tap the box select a message to archive or delete

8. Tap the Archive button to archive the message
9. Optionally, tap the Delete button to delete the message.
10. The system will alert the user to confirm the choice selected (delete or archive)

11. Tap Yes to Archive or Delete the message

L 4 J= ] — j ..................

Message Detail &
Message Id: 217

|ﬂbOX MeSSages (1 ) Subject: Account Statement

Alert °

Are you sure you want to Archive 1 Message(s)?

From Michael Employer1 08:46 AM

Ca nce | E | @ Priority:High

To  Michael Employee
* S From: Michael Emp.. Message:
Su bject: Account Statement See attachment to view Pay Stub

Date/Time: 08:46 AM
[ Qi

Notes

Attachments

Copyright © 2025 Direct Care Innovations. All rights reserved. Back

Copyright © 2025 Direct Care Innovations.
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DCI Mobile Web:
View Archived
Messages
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Log in to the DCI Web Portal from an
internet browser on a mobile device.
Enter your username and password OR

PIN.
Tap Sign In

Tap the Menu in the top-right corner of
the screen

Please note: The Mail icon (envelope) in
the upper-left corner of the Dashboard
takes users directly to the Inbox

Tap the Message drop-down to expand
the submenu

Tap Archive from the submenu to view
messages

View Archived Messages

..................

Remember me

Forgot your password?

Go to Full Site

Copyright © 2025 Direct Care Innovations. All rights reserved.
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News Posts
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No records to display
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Home
New Entry
Authorization Check
Entries

New Message

Inbox

Sent
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Trash

Search
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View Archived Messages

7. Tap the arrow (>) to view an Archived message

8. Tap the Notes button to view the associated notes/or to add notes to the message
9. Tap on the Attachments tab to load the attachment

10. After selecting Attachments, tap the download icon to download the attachment.

et = = oo L
, Message Detail & ~E 6
Archive Messages (2) Message Id: 217

Subject: Account Statement

From Michael Employer1 08:46 AM
Priority:High 5
File Name Date Attachments
| * S To: Michael Emp To  Michael Employee
Subject: Sample Pay Stub 4.15.2025.. — P PRp— °
. & ay Stub. r14, -
Date/Time: 09:58 AM See attachment to view Pay Stub d € .

| * % To: Michael Emp.. Notes ° Back
Subject: Pay Stub 4.1.2025 - 4.15... a

Date/Time: 04/11/2025 02:30 PM Altachments

Back

Copyright © 2025 Direct Care Innovations. All rights reserved
Copyright © 2025 Direct Care Innovations. All rights reserved
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Attachment View Options

@ iPhone Users:

11.An option to “"Save in” appears at the bottom of the screen

« Tap "Save..." to choose where to save the attachment on your device (Files,
Downloads, etc.)

Ll
7d4959fc-49e6-4816-bfa7-
‘ ¥ d6bd14c7480a.pdf (200 KB) X

12. Tap “Save” again to save the attachment to the chosen location

Savein... Cancel

Choose where to save 7d4959fc-49e6-4816-bfa7-
débd14c7480a.pdf (200 KB)

B Files v

& Drive

——

13. A confirmation message appears indicating the download is complete. Tap Open
to open and view the attachment

13
- Download complete X
7d4959fc-49e6-481...7-d6bd14c7480a.pdf
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Attachment View Options

O Android Users:

11.The Downloads screen appears and displays the link to = Attachmenta | DClPortd [
view the downloaded attachment 0 ‘% C % ciofwarecom % ¥ < @
12.Tap on the file to view
Attachments (1)
JR—
Downloads g Q
Using 195,73 KB of 125.87 GB EiEEER (R
Just now | . -
Pay Stub.pdf Apr 14, 2025 E2
. 7d4959fc-49eb-4816-bfa7-débd 1. pdf
200 kB - dcisoftware.com .

13.Tap the Back arrow to return to the DCI Mobile Web
Attachments screen

Proprietary: For Acumen Use Only



View Archived Messages

14. The icons at the top of a message allow the user to take
Those icons include:

« Left Arrow — Respond to the message
* File cabinet — Archive the message
« Trash can — Delete the message

15.Tap the Back button to exit the message

Proprietary: For Acumen Use Only
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Message Detail «
Message Id: 217
Subject: Account Statement

From Michael Employer1
Priority:High

To  Michael Employee

Message:

See attachment to view Pay Stub

Motes

Attachments

Back °

Copyright & 2025 Direct Care Innovations. All rights resenced
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View Deleted Messages

Log in to the DCl Web Portal from an
internet browser on a mobile device.
Enter your username and password OR
PIN.

Tap Sign In

Tap the Menu in the top-right corner of
the screen

*Please note: The Mail icon (envelope)
in the upper-left corner of the Dashboard
takes users directly to the Inbox

Tap the Message drop-down to expand
the submenu

Tap Trash from the submenu to view
messages

!

..................

Remember me

Forgot your password?

Go to Full Site

Copyright © 2025 Direct Care Innovations. All rights reserved
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nnovation - Opportunity - Freedom
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DIRECT CARE INNOVATIONS

Acumen powered by DCI

j -

News Posts

=
No records to display

0

michael.employee
Home
New Entry
Authorization Check

Entries

Message

New Message
Inbox

Sent

Archive

Trash

Proprietary: For Acumen and Customer Use Only
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View Deleted Messages A Ce

Acumen powered by DCI

7. Tap the arrow (>) to view a message in the Trash submenu. Important! Messages in the
Trash will only be available for a limited amount of time.

8. Tap the Notes button to view the associated notes/or to add notes to the message
9. Tap on the Attachments tab to load the attachment

10. After selecting Attachments, tap the download icon to download the attachment.

g — TeCsi —
T L= = sessrewmed File Name Date Attachments

1 1
Message Detail s hE B Pay Stub.pdf Apr 14, 2025 I.‘:. 10
Message Id: 217

TraSh M essages (1 ) Subject: Account Statement

From Michael Employer1 08:46 AM

Priority:High Back
TO: MIChaeI Emp To  Michael Employee
Subject: Old Message to be deleted P,

Date/Time: 12:11 PM See attachment to view Pay Stub

Attachments

Copyright © 2025 Direct Care Innovations. All rights reserved. .
ac

Copyright @ 2025 Direct Care Innovations. All rights reserved
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Attachment View Options

@ iPhone Users:

11.An option to “"Save in” appears at the bottom of the screen

« Tap "Save..." to choose where to save the attachment on your device (Files,
Downloads, etc.)

Ll
7d4959fc-49e6-4816-bfa7-
‘ ¥ d6bd14c7480a.pdf (200 KB) X

12. Tap “Save” again to save the attachment to the chosen location

Savein... Cancel

Choose where to save 7d4959fc-49e6-4816-bfa7-
débd14c7480a.pdf (200 KB)

B Files v

& Drive

——

13. A confirmation message appears indicating the download is complete. Tap Open
to open and view the attachment.

13
- Download complete X
7d4959fc-49e6-481...7-d6bd14c7480a.pdf
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Attachment View Options

O Android Users:

11.The Downloads screen appears and displays the link to = Attachmenta | DClPortd [
view the downloaded attachment 0 ‘% C % ciofwarecom % ¥ < @
12.Tap on the file to view
Attachments (1)
JR—
Downloads g Q
Using 195,73 KB of 125.87 GB EiEEER (R
Just now | . -
Pay Stub.pdf Apr 14, 2025 E2
. 7d4959fc-49eb-4816-bfa7-débd 1. pdf
200 kB - dcisoftware.com .

13.Tap the Back arrow to return to the DCI Mobile Web
Attachments screen
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View Deleted Messages T c

Acumen Fiscal Agent DIRECT CARE INNOVATIONS

Innovation - Opportunity - Freedom

Acumen powered by DCI

Message Detail
14. The Left Arrow icon at the top of a Deleted i
message allows the user to respond to the
From Michael Employer1 12:11 PM
message " prioiLon

To  Michael Employee
15. Tap the Back button to exit the message Wlessape:

1. Click on the Trash tab

2. All deleted messages will appear on the screen. Click on
the message line to view.

3. Click on the Attachments tab to load the attachment
4. Select the view icon (eye) to view the attachment
5. Select the download icon to download the attachment

6. Important! Messages in the Trash tab will only be
available for a limited amount of time.

Notes

Attachments

Back
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Questions?

Thank you!

Visit the Acumen Help Center
to learn more at:
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