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Introduction to Acumen Fiscal Agent

Transition (Enrollment) Packet via DocuSign

Review & Submit Packet



OUR MISSION

Acumen Fiscal Agent facilitates freedom, 
choice, and opportunity through innovative 
fiscal agent solutions.
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Who We Are

We approach each project with an attitude of service:

• How can we make life simpler for the people we serve?

• How can we help them to save money?

• Are we doing the best we can?

We take great pride in our ability to listen to our customers and use what we have learned through our 
diverse experience to shape how we best meet their needs.

While research and theory are important, we’ve found that our value to our customers comes primarily 
from our ability to actually implement and follow through on real projects that have a positive, long-
lasting impact on people’s lives.
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Who We Are

Acumen Fiscal Agent was founded in 1995 by executives

in the human services industry on a simple premise: 

There has to be a better, simpler, and more personal and efficient way 

to provide self-directed services to individuals with disabilities and their 

families. 

Acumen has been part of hundreds of creative and innovative programs 

designed to empower thousands of participants across the nation. Since 

then, we have steadily grown by keeping that premise in mind and are 

now one of the largest providers of fiscal agent services in the country. 

Proprietary: For Acumen and Customer Use Only

https://www.acumenfiscalagent.com/
https://www.acumenfiscalagent.com/participant-employers/


Who We Are

• Servicing the majority of states across the 

country

• Over 28 years of experience

• Customized approach for your needs

• A+ workers’ compensation rating

• 99% error-free payroll processing

• 98% national customer satisfaction rating
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Who We Are

• We help individuals perform:

➢ Payroll 

➢ Employer-related duties

➢ Track and monitor budget expenditures

• We help service coordinators with:

➢ Supplemental Packet (enrollment packet)

➢ Support program compliance 

➢ Technical Software Tools and Support 
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Employer Transition 
(Enrollment) Packet via 

DocuSign
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Introduction

• To facilitate the transition from ARIS to Acumen, you will complete a transition 
(enrollment) packet.

✓ Employer Enrollment packet

• The packet was emailed via DocuSign February 13th, 2025 

• Complete the packet online via DocuSign by March 7th, 2025

ARIS ACUMEN
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February 13th: Acumen 
sent employer transition 
(enrollment) packets via 
email. Complete upon 
receipt through March 

7th. 

February 19th: Acumen 
offers virtual employer 
enrollment training for 

those who need 
additional support

March 7th: All forms must 
be received by Acumen 
complete and correct to 
ensure payments are not 

interrupted

February 24th – March 7th: 
Acumen sends employer 
and employee (worker) 

Good to Go letters

March 6th: Acumen offers 
virtual employer/employee 
(worker) time submission 

training using the DCI 
Mobile EVV app and web 

portal

March 15th: Employers 
and workers submit final 
time to ARIS for dates of 
service through 3/15/25

March 21st: ARIS final 
payment to employers 
and workers for time

March 16th: Acumen is the 
new Fiscal Intermediary 
for the PA VDC Program

March 16th – March 29th: 
Employers and workers 

begin submitting time to 
Acumen

March 31st: Deadline to 
submit time to Acumen

April 4th: First payday with 
Acumen

Enrollment & Transition Timeline



Transition Packet & DocuSign

• You will receive these forms 
via email from enrollment-
pa@acumen2.net. Please 
check your inbox for a 
DocuSign email and 
complete the forms online.

• Be sure to check both junk 
and spam folders if unable 
to locate the email in your 
inbox

• Click the Review Document 
button to get started 
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Transition Packet & DocuSign
• Enter the last four digits of your (the employer’s) social security number in the Access 

Code field
➢ Packets were sent to Directors of Care (employers)

• Click Validate to get started 
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Transition Packet & DocuSign
• Click the Electronic Record and Signature Disclosure link to view the disclosure

• Check the box to agree to use electronic records and signatures

• Click the yellow Continue button
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Employer Enrollment Packet
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Cover Letter
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Veteran Information Worksheet

• This form has been prefilled 
for you

• Use the tab key on your 
keyboard to move through 
each line

• Important! Please review for 
     accuracy and make corrections    
     and additions as needed

• Updates made in this form are 
reflected in the subsequent 
documents

• Click the yellow Next button or 
scroll down to proceed
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Service Coordinator 
Information Section
• Listed at the bottom of the Veteran Information Worksheet

• Verify the service coordinator’s information

• The fields indicated in red are not editable. If the information is incorrect, contact your 
service coordinator.
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Employer Information Worksheet

• This form has been prefilled for you

• Use the tab key on your keyboard to 
move through each line

➢  Important! Please review for 
     accuracy and make corrections    
     and additions as needed

• Updates made in this form are 
reflected in the subsequent documents

• The fields indicated in red are not 
editable

• Click the yellow Next button or scroll 
down to proceed
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Form 2678 – Appointment of Agent

• Appoints Acumen as Fiscal Agent with IRS 
– which means Acumen can manage 
federal taxes on your behalf

• Review for accuracy. The fields indicated 
in red are not editable. 

✓EIN

✓Employer First & Last Name

✓Physical Address
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• Click the yellow Sign 
button to sign and 
date the form

• Click the yellow Next 
button to proceed or 
scroll down

Form 2678 – Appointment of Agent
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DocuSign Signature
There are three options to add a 
signature in DocuSign:

1. Select a signature style OR 
2. Draw your own signature OR 
3. Upload an image of your signature 

• To select a signature style provided 
by DocuSign (option 1):
✓ Click the Select Style tab
✓ Confirm your full name
✓ Confirm your initials
✓ Optionally, click the Change 

Style link.
✓ Choose a style
✓ Click the yellow Adopt and Sign 

button
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DocuSign Signature
• To draw your own signature (option 2), you must have a touchscreen device:

✓ Click the Draw tab
✓ Draw your signature in the provided space
✓ Optionally, click the Clear link to erase and start over.
✓ Click the blue Adopt and Sign button
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DocuSign Signature

• To upload an image of your 
signature (option 3), the 
signature image must be 400 x 
145 pixels for best results:

✓ Click the Upload tab

✓ Click the Upload Your 
Signature button

✓ Select the image of your 
signature that is saved on 
your device

✓ Click the yellow Adopt and 
Sign button
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Employer-Authorized Rep/Acumen 
Agreement Form – Page 1

• Thoroughly read all bulleted points on this 
agreement form (both pages) 
✓ Know what you are agreeing to
✓ Understand the conditions of the 

program
✓ The agreement is between Acumen 

Fiscal Agent and the Employer or 
Authorized Rep

• Click the yellow Next button or scroll down 
to proceed
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Employer-Authorized Rep/Acumen 
Agreement Form – page 2

• Complete the fields located at the bottom of the second page then click the yellow Sign 
button to sign and date the form
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Employee Enrollment Worksheet
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• Verify this form for each of your workers

❖Please note! There may be extra worksheets if there 
are not seven employees. In this case, the worksheet 
populates without an employee. Skip those 
worksheets. 

• Select whether or not the employee (worker) will be 
working after 3/16/2025

➢ If not working after 3/16/25, timesheets cannot be 
submitted.

➢ Important! Review for accuracy and make corrections and 
additions on behalf of the worker as needed

➢ ARIS, the previous FMSA, provided the worker’s 
information. If this form is not updated, Acumen will 
use the information provided by ARIS to process 
payments.

• The fields indicated in red are not editable

• Click the yellow Next button or scroll down to proceed



Transition Packet & DocuSign

• Optionally, click the 
download icon to 
download as a 
combined PDF or as 
separate PDFs, or click 
the printer icon to 
print.

• Click the yellow 
Continue button to 
proceed

Congratulations! 
You have completed the 

transition packet.
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Transition Packet & DocuSign

• Click the yellow Close button to exit the completed document 
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Transition Packet & DocuSign

• You will 
receive a 
confirmation 
email from 
enrollment-
pa@acumen2
.net  with a 
link allowing 
you to view 
your 
completed 
document
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Review & Submit Packet
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Troubleshooting
• What if you have not received the DocuSign email?

➢ Please check your junk or spam email folders and contact Acumen customer service at 833-892-0414 to verify 
your email address. 

• What if you don’t know your access code?

➢ Confirm you’ve entered the last four digits of the Employer of Record’s social security number

➢ If you’re locked out, it will unlock in 24 hours (weekdays only). Try again.

➢ If the access code is still incorrect, contact Acumen.

• A field that is not editable is incorrect. How do you get this corrected?

➢ Proceed with completing all enrollment documents. Contact ARIS to update the information for tax purposes. 
Acumen will provide the process for updating incorrect data that is not editable after enrollment.

➢ If the physical address is incorrect, update the mailing address to ensure correspondence is received.

• You submitted your document, but information has changed. Can you make the changes in DocuSign?

➢ No. Acumen will provide the process for updating incorrect data that has changed after enrollment.
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Enrollment Packet Checklist
• The employer of record completes. If completing hard copy forms, please ensure all the following are 

complete and accurate: 

❑Cover Letter 

❑Enrollment Paperwork Guide 

❑Veteran Information Worksheet 

❑Employer Information Worksheet

❑Complete all fields – Email required

❑ Form 2678 Appointment of Agent

❑Review, sign, and date at the bottom of the page.

❑Employer-Authorized Rep/Acumen Agreement Form

❑Review, complete all fields on the second page, sign, and date.

❑Worker Enrollment Worksheet 

❑Complete all fields to provide Acumen with the latest information for each worker

Proprietary: For Acumen and Customer Use Only



Next Steps

• Acumen will review the forms. If changes are required, we will contact you and the service 
coordinator.

• Email is our preferred way to communicate during the enrollment process as it is the best 
way to ask for lists of requirements or corrections that are needed

• Acumen uses a secure email system to protect you and your workers’ information

• When the enrollment process is complete, you will receive a Good to Go letter via email. 
The letter includes: 

❖How to submit time worked

❖A payment schedule

❖Other employer resources
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Important Reminders

• February 13th: Acumen sent employer transition (enrollment) packets via email. Employers should complete these 
forms immediately upon receipt through the deadline of March 7th.

• February 19th: Acumen offers virtual employer enrollment training for those who need additional support

• March 7th: All forms must be received by Acumen complete and correct to ensure payments are not interrupted

• February 24th – March 7th: Acumen sends employer and employee (worker) Good to Go letters

• March 6th: Acumen offers virtual employer/employee (worker) time submission training using the DCI Mobile EVV 
app and web portal

• March 15th: Employers and employees (workers) submit final time to ARIS for dates of service through 3/15/25

• March 21st: ARIS final payment to employers and employees (workers) for time 

• March 16th: Acumen is the new Fiscal Intermediary for the PA VDC Program 

• March 16th – March 29th: Employers and employees (workers) begin submitting time to Acumen

• March 31st: Deadline to submit time to Acumen

• April 4th: First payday with Acumen
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THANK YOU!
https://www.acumenfiscalagent.com/state/pennsylvania/

Return forms to Acumen:

Complete via DocuSign link sent through email
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