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Case Worker Profile Basics

DCI Case Worker Portal How to access
« DCI’s Case Worker Portal allows SC’s to review @
budget & entry details for their Caseload Ica}c?gtionto Case Worker Profile
« Only clients who are assigned will be visible in DCI Sgnin

Username

« All Case Workers will have unique login credentials

Password

« Use Forgot Password link when necessary

Or

« Contact Customer Service with any login issues
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Case Worker Dashboard

) L A Je{7 HOME REPORTS @
1. Home/Dashboard is the Aaian Phwaasd by o

DASHBOARD Dashboard

landing page to the Portal

. . CHENTS @ Authorizations
2. Clients Tab will show list of

i h Reset
clients. (Case Load) @

3. Access to Reporting features

T

News Posts @

4. Authorization Widget -

5. News Posts for Case Managers No records to display
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Case Worker - Clients

Once logged into the DCI Portal

T =t HOME REPORTS

Acumen Powered by DCI

1. Click on Clients Tab to view list

DASHBOARD Home / Clients
of Clients in case load CLIENTS @ Clients
2. Use Search features if needed @) vee ciene e S
3. Click on Client name to view Name 4 Clentid | S
MAHOMES MO15 MO
PATRICK
Client Details page o=
TRIBRIANI JOEY MO3456 MO
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Client Details Page

Client Details - MAHOMES PATRICK

Once logged into the DCI Portal G sl Other Detail

Client1d: MO15 @ Cost Center: ACUMEN FISCAL AGENT

Address: 1 Arrowhead Dr Guardian:

1. Client Details Page will show foceasiiy, A TRACEERR Medicio No:

GNIS: 29-095-74819 5
GNIS: 29-095-748198 nsurance Group

Phone: (888)888-8888 No:
3 2 Status: Active
basic demographic info - :
Lt ” Username: patrick. mahomes
Client Status: Active

2. Scroll down to view details on

the different tabs*

Primary Diagnosis:

Authentication Active
Status

*We will cover Entries, Authorizations, & Notes tabs

@ Entries Authorizations Employees Notes Attachments Diagnosis
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Entries Tab

Entries Authorizations Employees MNotes Attachments
Once on the Events Tab From (MM/DD/YYYY = @ To (MM/DDAYYY) = Type Service Code
. . Type ee/Progra e Select Account Type ~ Select Status
1. Use search filters if needed
2' Scr011 down to View ]'ISt Eﬂ‘[ries @ Showing 30 out of 111 recorc
. Id v Service Date Employee/Program/Vendor = Service = Units Status
3. Select entry to view Punch b o
D t _1 * 1980 Apr 15, 2021 KELCE TRAVIS PA Dollar Pending
etail page
1956 @ Apr 15, 2021 KELCE TRAVIS PA Dollar Rejected
*Punch Detail page shows basic punch data,
1954 Apr 13, 2021 KELCE TRAVIS PA Dollar Approved

EVV & Service notes for the shift.
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Authorizations Tab

Once on the Auth Tab

1. Use search filters if needed
2. Scroll down to view list
3. Select entry to view

Authorization Detail page*

*Auth Detail page shows basic authorization

data such as balances and budget period.

Entries Authorizations Employees Notes

nitial Balance Select Status

Authorizations @

Service Code w  StartDate End Date
unit Apr 01,2020 Mar 31, 2021
PA @ Jun 01, 2021 May 31, 2022
PA Apr01, 2020 Apr 30, 2021
cs Jun 01, 2021 May 31, 2022
cs Apr 01, 2020 May 31, 2021
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Attachments

v

Initial Balance

5000.00

5000.00

Reset Search

Showing 5 out of 5 records

Holds Remaining
Balance
0.00 972.00
0 2000.00
4357.75 0000.00
0 5000.00
547.93 5000.00
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Notes Tab

Entries Authorizations Employees Notes Attachments

o (MM/DD/YYYY) = select Sub Type v

Once on the Notes Tab S @

. 3 N Otes Showing outo records
1. Use search filters if needed @ novine 6 outere recare

Date v Sub Type Subject Body Added By

2 Scroll down to View notes Apr15.2021 ERor DRMonth  April 2021 Mont  Goal 1: Patrick will choose 2n activity in the community at REID ANDY

ly Surnmary hly summary least cne time per week and work on socialization skills.
Patrick chese a different activity each week this month (ice
o skating, the local park, a church service, and a friend’s
3. Select note entry tO VleW softball game). The staff was able to prompt Patrick to talk to
@ others attending the activities, as appropriate. Patrick

required several prompts to do this as he continues to

Note Detail Page* struggle with interacting with others.

Goal 2: Patrick will respect others’ personal space while in

the community at least one time per week with no more

*NOte Detall page ShOWS the Complete note. than 3 verbal prompts. Staff worked with Patrick on
maintaining personal space at the community activities. Staff
This Step is required to View the Client provided guiet verbal reminders when Patrick was getting

too close to others. On average, staff reported only needing

to remind Patrick once during each activity.

Monthly Summary Report.
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Reporting Features

Once on the Reports Tab TV = HOME REPORTS

1. Summary Report e

* Spending Summary SUMMARY REPORT @
2. Notes Report

NOTES REPORT @

« Service Notes

3. Authorization Run Rate Report AUTHORIZATION RUN e
. RATE REPORT

« Shows acutal vs projected budget usage
4. Punch Entry Details Report PUNCH ENTRY DETAILS @

« List of entries in DCI e
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Summary Report

=i

12



Summary Report Basics

Only One Summary Report

1. Select Summary Report

2. Type Client Name

* Type 3 letters > Select Name

3. Click Search

Pro Tips:

Search without filters to view all active
Authorizations in DCL

HOME | REPORTS

T =i

Acumen Powered by DCI

SUMMARY REPORT @

NOTES REPORT

Reports / Summary Report

Reports - Summary Report

AUTHORIZATION RUN
RATE REPORT

ervice Start Date (MM/DD/YYYY) = MAHOMES PATRICK

PUNCH ENTRY DETAILS
REPORT Type Service Code

O Ended Authorizations

Reset

2 =i Proprietary and Confidential: Do Not Distribute
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View Report Results

=

A WN

Once Results are Listed

Client/Program info
Budget Period
Budget Balances ($9)

Budget Time Remaining (%)

Pro Tip:
Scroll down for a list of punches.

Y% Download to save for your records.

Spending Summary as of: 05/25/2021

Client Name: MAHOMES PATRICK

Participant Number  Case Manager
MO15 KC Case
Phone:
(999) 999-9999 @

Start End % Time Elapsed
Auth 04/01/2020 05/31/2021 29

Dollars (Dollar Based Programs)

Authorization Name Initial Balance Used YTD Pre Authorizations
Helds
cs $5000.00 30.00 $547.92
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I 5 Elaps=d * Remaining

$5000.00 100 %
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Punch Entry Notes Report

Daily Service Notes Report

1. Filter by Date Range % Punch Entry NoteS@;nd Canned Statement Report

2. Fi].ter by CLT or EE From (MM/DD/YYYY) =] ® To (MM/DD/YYYY) = Select Account Type v
3' Filter by PunCh Status Select Status @ v Select Entry Type v

4. Click Search for report O Include Canceled and Rejected Punches

Pro Tip: Reset

Searching without filters will pull ALL
punches in DCI

2 =i Proprietary and Confidential: Do Not Distribute 16
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Download Report Results

Punch Entry Notes and Canned Statement Report

Once Results are Listed - .

1. Select Download button .

O Include Canceled and Rejected Punches

2. Complete Download Wizard
Select Columns & Format

[ J
. . @ [# Download
3. See Next Slide for details

Punch ID Date of Serv... Account Type | Client/ Resident... Cost Center Service !
1983 05/04/2021 Hourly PATRICK OR-270 MR. K.. PYRL

VAT ‘a=18 fal atat "_."'._"I__-' P
Download Report Wizard @

1981 PYRL

1978 04/26/2021 Hourly PATRICK OR-270 MR. K_. PYRL
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Download Report Wizard

Once Report Wizard is open

Download Report Wizard

1. Select all desired columns s
2. Click single arrow to add searen o
@ Available Columns Selected Columns
Undo
3. Rearrange columns as needed . BN ‘ -
FITER () » Client/ Residential/ Day Program Name
4. Select Next for more ceterencepunen @ o
Recommended Columns e - slart ate
. Employee/Vendor Name & End Date
e PunchID +  Service Code
. Date Of Service . Start Date Client/ Residential/ Day Program Name Statements @ @
+ Employee Name « End Date v
* Client Name +  Statements —
yoLr=i Proprietary and Confidential: Do Not Distribute 18



Download Notes Report

Once Columns are Selected -
1. SeleCt File Format Orientation: * Select Orientation .
¢ PDF is Recommended for Notes Reports @ Save as Report Download Preference ®

Back Cancel Download

Punch Entry Notes and Canned Statement Report as of: 05/25/2021

2. Save Report Preferences

Punch ID 1954

3. Click Blue Download button o wo (@)
Employee Name KELCE TRAVIS
4. View, Save & Print Report oo R

Meal Prep - Pizza, made 2 pizzas and Pat pick the toppings on both.
2500 Character limit

Welcome to Acumen!
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Authorization Run Rate Report
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Authorization Run Rate Report

Auth Run Rate Report

1. Type Client Name
. Type3 letters > Select Name % Authorization Reports - Authorization Run Rate Report

2. VieW Other Authorizations Type Client Name @ Select Account Type v Type Service Code

. Not needed to view current Auth O Include Future Authorizations O Include Ended Authorizations O Include Discharged Clients Authorizations

O Include Rejected Autharizations ®

3. Click Search %

Pro Tip:

Searching without filters will pull ALL
Authorizations in DCI

oL =0
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Download Report Results

. Authorization Reports - Authorization Run Rate Report
Once Results are Listed

PATRICK - 171 Select Account Type Type Service Code

1. Select Download button

O Include Future Authorizations O Include Ended Authorizations O Include Discharged Clients Authorizations

O include Rejected Authorizations

2. Complete Download Wizard
+  Select Columns & Format

3. See Next Slide for details @ oo

Showing 2 out of 2 records

Authorization ID Cl

Service Code Co: Region Name Start Date
1989 Pi PYRL2 OR... 04/01/2020
857 P/ PYRL OR... 04/01/2020

Download Report Wizard @

oL =0

]
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Download Report Wizard

Once Report Wizard is open

Download Report Wizard

1. Se].ect a].]. deSired CO].umnS Columns Options
2. Click single arrow to add o
@ Available Columns Selected Columns
Undo
3. Rearrange columns as needed  «ciwicne (=]
»
Client Name End Date
4. Select Next for more @
Service Code nitial Balance
Recommended Columns 1
Cost Center %en‘alm"ug Balance
+ Client Name + Remaining Balance - «
«  Service Code +  Holds e o
. Start 8_ End Date ° PI‘Ojected/Current Rate Projected # of Weeks Until Zero ) Projected Weekly Run Rate @ @ )

« Initial Balance +  Weekly & Monthly
T =
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Download Run Rate Report

Download Report Wizard

Once Columns are Selected

Columns Options
1. Select File Format @ .
. PDF/Landscape is Recommended Orientation:* | Landscape v

Save as Report Download Preference
2. Save Report Preferences @ '
Back Cancel Download

3. Click Blue Download button

4 . VieW, S ave S— Print Report Authorization Run Rate Report as of: 05/07/2021

Client Name Service Code Start Date End Date Initial Balance Remaining Holds Projected Weekly (Current Weekly  |Projected Current Monthly
P T-i . Balance 4 Run Rate Run Rate Monthly Run  [Run Rate
ro Tip: o
. . PATRICK PYRL2 04012020 05/31/2022 12000.00 12000.00 0.00 106.10 0.00 455.06 0.00
Keep Cu] ] ent Rates Sllghtly below Pro]eCted PATRICK PYRL 04/01/2020 05/31/2021 I0000.00 10000.00 6407 .87 184.31 0.00 70423 0.00

Rates to ensure proper budget usage

g .m. g_:lgl Proprietary and Confidential: Do Not Distribute 24
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Punch Entry Details Report

Punch Entry Details Report

1. Filter by Date Range Y& CoA Reports - Punch Entry Details Report

&)
From (MM/DD/YYYY) ! =] To (MM f:[?""'l'""' ] Select Account Type v
2. Filter by Employee @ i
. Select Status @ v Type Payroll Batch Name Enter Payroll Batch Id
3. Filter by Punch Status S .
O Include Canceled and Rejected Punches O Include Only Unbatched Punches 0
4. Click Search for report

Pro Tip:
Searching without filters will pull ALL
punches in DCI

g .m. g_:lgl Proprietary and Confidential: Do Not Distribute 26
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Download Report Results

CoA Reports - Punch Entry Details Report

Once Results are Listed

1. Select Download button ' \
2. Complete Download Wizard celect ey Type .

O Include Canceled and Rejected Punches

. Select Columns & Format

3. See Next Slide for details

@ Download

Showing 191 out of 191 records

Punch ID Pay Week Referer| Vehicle Type Employee/V... Employ

1944 OR2

859 . OR2
wnload Report Wizar @

867 DO. n'lﬁ ot fd b Ql_ .d-\_-rt L |_a d OR2

870 ORS

oL =0
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Download Report Wizard

Once Report Wizard is open

Download Report Wizard

1. Select all desired columns Colmns  Opions
2. Click single arrow to add @
Available Columns Selected Columns
3. Rearrange columns as needed g ] ;
4. Select Next for more @
Recommended Columns e ¢ e
. PunCh ID o HOUI’S Employee/Vendor Name & —
Date Of SerVice o Amount Client/ Residential/ Day Program Name e
+ Employee Name « PayRate Amount @ »
+ Client Name «  Employer Burden v v
e Service Code +  Status

Start § End Date « EVV

g .m_..,,__m.n,...}"lgl Proprietary and Confidential: Do Not Distribute 28



Download Report

Once Columns are Selected

1. Select File Format

. Excel is Recommended for this report

2. Save Report Preferences

3. Click Blue Download button

4. View, Save & Print Report

FOL =i

Acurems prmared by B0

Download Report

izard

Columns Options

vnload Preference

ance Download

206_Employer_Punch ected View] - Excel

T PAGELAOUT  FORMULAS  DATA  REVEW VW RACHE  ACROBA
Q) PROTECTED VIEW. Be coefu—files rom th Itemet can contai iruses. Unless you e o e, s sfer tostay in Protected Vi Enable Eiting
fi | sec
A 8 c o € r W P L M
Date of SePunch ID Reference Employee Client/ Re Service Cc Start Date End Date Hours  PayRate Amount Employer Employer
04/08/202 1944 SPONGEB! PATRICK PYRL 04/08/202 04/08/202 0:00:04  11.25 0.07 0.1065 0.87
04/01/202 859 SPONGEBI PATRICK PYRL 04/01/20204/01/2020:08:00  11.25 8.00 0.1065 99.59
4 04/03/202 867 SPONGEB: PATRICK PYRL 04/03/202 04/03/2020:06:00  11.25 6.00 0.1065 74.69
5 04/05/202 870 SQUIDWA PATRICK PYRL 04/05/202 04/05/2020:08:00  11.25 8.00 0.1065 99.59
04/06/202 877 876 SPONGEBI PATRICK PYRL & 11.25 16.00 0.1065 199.17
04/07/202 879 876 SPONGEB! PATRICK PYRL 11.25 4.00 0.1065 49.79
8 |04/06/202 881 877 SPONGEBI PATRICK PYRL 1125 -16.00 0.1065 199.17
9 104/07/202 883 879 SPONGEBI PATRICK PYRL 11.25 -4.00 0.1065 5.7
/06/202 885 SPONGEBI PATRICK PYRL 04/06/202 04/06/202 0:08:00  11.25 8.00 0.1065 99.59
05/21/202 905 SQUIDWA PATRICK PYRL 05/21/20205/21/2020:00:02  11.25 0.03 0.1065 0.37
2 05/21/202 906 SQUIDWA PATRICK PYRL 05/21/20205/21/2020:00:05  11.25 0.08 0.1065 0.59
08/12/202 1202 SPONGEBI PATRICK PYRL 08/12/202 08/12/202 0:00:01 11.25 0.02 0.1065 0.24
4 09/10/202 1278 SPONGEBI PATRICK PYRL 09/10/20209/10/2020:02:00  11.25 2.00 0.1065 2490
09/02/202 1279 SPONGEB: PATRICK PYRL 09/02/20209/02/2020:03:01  11.25 3.02 0.1065 37.59
09/13/202 1286 SPONGEB! PATRICK PYRL 09/13/20209/13/2020:02:00 11.25 2.00 0.1065 2450
05/09/202 1293 SPONGEB PATRICK PYRL 09/09/20209/09/2020:02:00  11.25 2.00 0.1065 2450
8 09/22/202 1298 SPONGEBI PATRICK PYRL 05/22/20209/22/2020:03:00  11.25 3.00 0.1065 37.34
9 109/25/202 1300 SPONGEB(PATRICK PYRL 09/25/20209/25/2020:01:25  11.25 14 0.1065 17.68
Table1 :

Proprietary and Confidential: Do Not Distribute

N/A

Status  Created BC{
Pending SPONGEB(04
Approved SPONGEBI 0%
Approved SPONGEBI0S
Approved MR. KRAB 0
Approved SPONGEB! 0
Approved SPONGEB0:
Approved MR. KRAB 04
Approved MR. KRAB 0
Approved SPONGEBI 0
Approved SQUIDWA 0%
Approved SQUIDWA 0%
Approved SPONGEB! 0
Approved MR. KRAB 0
Approved MR. KRAB 0
Approved SPONGEB/0¢
Approved SPONGEB!0¢
Approved SPONGEBI 0¢
Approved SPONGEBI0¢ _

[
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Authorization Widget

Available on Home/Dashboard

1. Type Client name and select 3. Authorization period breakdown

2. View Authorizations for services 4. Current balance available for use.

Authorizations

DUCK DONALD - OK9874 @ Reset

Authorization for Client: DUCK DONALD

Service Code Start Date  End Date Initial Balance  Remaining Balance  Pre Authorizations Holds ~ Current Available Balance
PSA 11/01/2019  12/31/2022  10000.00 9804.72 0.00 9804.72
APSA 11/01/2019  12/31/2022  10000.00 9787.00 0.00 9787.00
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Thank you!

Visit the Acumen Help Center to learn more at:
acumenfiscalagent.zendesk.com
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Viewing Monthly Summaries
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Viewing Employer/Designhated Rep Monthly Summaries

When viewing an Employer/Designated Representative Monthly Summary
please ensure you are clicking on the Note itself and reviewing the “Notes
Details” page for your view to be registered.

« Ifyou are viewing the ER/DR Monthly Summary in the preview format on
the Client Profile the view will not be registered.

'_‘_g%l Proprietary and Confidential: Do Not Distribute 2



« This is how notes look in the

preview format on the Client
Profile. Reading the note
here will not register a view.
You can click anywhere on
the row for a particular Note
to be brought to the Notes
Detail page.
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« Once you click on the Notes Details page it will register your view. The Notes
Details page will also have additional info that can be reviewed.
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Thank you!

Visit the Acumen Help Center to learn more at:
acumenfiscalagent.zendesk.com
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Calculating Loaded Wage
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Estimated Loaded Wage

« To calculate an estimated loaded wage for a particular employer and
employee you will need the employee’s hourly rate and the employer’s
estimated burden.
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Finding Employee Hourly Rate

« Goto “Clients” on the left hand menu. You can choose from the list that is
generated below or search by name. Click on the row to be brought to the
“Client Details” page.

L 4 Jo(0] 0 s
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« Onthe Client’s Details page scroll down and click on Employees tab. The rate
for that client’s employees by service will be displayed.
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Finding Employer Burden Rate

« To find the employer burden rate, go to “Reports” at the top, and then “Punch
Entry Details Report” on the left hand menu.

L a d=ta

l

|

‘_‘_g'%ﬂ:l Proprietary and Confidential: Do Not Distribute 5



« Enter filters for search such as “Client Name” and/or “Employee Name.”
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« On either the results entries at the bottom (see next page) or when
downloading the results find a punch for the particular employee and
scroll to the right to find “Employer Burden Rate” column. This will tell
you the estimated employer burden rate for that employee.

« Thisis based on that employer’s state unemployment (SUTA) rate along
with Medicare, social security (FICA), federal unemployment (FUTA), and
workers compensation rates and may also take into account that
particular employee’s tax exemption if applicable (ex. exempt due to
family relationship).

“D'g. Proprietary and Confidential: Do Not Distribute 7
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Employer Cost EVV EVV Mathod Status Created §

1 29 Yes Multple Processed EVER
3.62 42 Yes tAuitipie Processed EVER)
248 08 Yes Multple sed E

252 75 Yes Muttiple Processed EVER
308 26 Yes Muilnpile Processed EVER
2 a4 NO Chent Portai S EVER
75 726 No Client P EVER
1.3% 9 Yes Muitiple EVER
577 g Yes Muitiple Processed EVER
452 59 Yes NMuitpie Processeq EVER
38 a8 Yes MuRiple Processed EVER
183 05 Yes Muttipie Processed EVER!
207 3512 Yes Multiple Processed EVER!
0.88 93 Yes Muitipie Processed EVER
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Calculating Loaded Wage

Estimated Loaded Wage =

Employee’s Hourly Rate x (1 + Estimated Employer Burden Rate)
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Thank you!

Visit the Acumen Help Center to learn more at:
acumenfiscalagent.zendesk.com
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