Client
Transportation
Entry Training :

Acumen Fiscal Agent

InNnovation - Opportunity - Freedom




Mobile App (time & mileage)

Web Portal -
Account Type Hourly (time)

=
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Mobile App

Clock In/Out with
Client Transportation
(time & mileage)

Only one entry is required to capture time
worked and mileage driven while on the hourly shift when using
the Client Transportation button in the mobile app.

Preferred time entry method

ol

Acumen Fiscal Agent
Innovation - Opportunity « Freedom



Log into the DCI Mobile EVV App o>

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

1. Enter employee credentials
Login EN

v Acumen provides a username and password on 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* o

3. Click the blue Login button to access the mobile app Password or PIN* o S

v The Forgot Password link is available if necessary but
Remember me °

requires a valid email address to be on file

3

“Please note: Contact Acumen customer service or your Login

support broker/service coordinator/program worker with any
Forgot Password?

login issues
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Clock In on Mobile App

1.

2.

Click the blue Clock In Button

Select the Client's Name

 Auto-fills for a single client

Select the Hourly service code for the service being
provided

% 5197 Transportation - Do not select. Auto payment

if utilized by employee/employer.
% 5196 Trip Rate - Do not select. Only processed

through invoice payment request submitted and
approved by support broker/service

coordinator/program worker.

Cost Center is always auto-filled

Click the blue Continue button

@ Clock In '

Steph Employee

& 02/09/2025 To
02/15/2025

Overtime Gauge

->

123 Steph

Employer =m0 - 30
=0
30-40
B 40+

D

Acumen Fiscal Agent

Innovation - Opportunity - Freedom
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< Back Clock In
Client Steph ...
Service Co...  Respite

Cost Cent...  123st..

Continue 5




Clock In on Mobile App (cont.) “

6. Click the blue Confirm Clock In button
* This starts the time for the shift

7. Clock In Details Summary displays

Innovation - Opportunity - Freedom

« Clockin is successful when the blue Continue to Clock Out button displays

< Back Clock In

° Confirm Clock In

Clock Out

Clock In Time:06:53 AM (MT) @ Continue to Clock Out

EVV Location -None- ~ - Start Client
Transportation

Proprietary: For Acumen and Customer Use Only

Client Name: Steph Client
Client Name: Steph Client Service Code: Respite

Service Code: Respite Clock In Time: 07:03 AM (MT)




Clock In on Mobile App (cont.)

8. Click the blue Start Client Transportation button when ready to transport the client

» Creates a separate entry for mileage
» Start and stop from point A to point B. Will not calculate for round trip mileage.

9. Select service code 5198 Mileage from the drop-down to track mileage
10. Click Ok

11. Click the blue Continue button

Clock Out Clock Out Clock Out

@ Continue to Clock Out
@ Continue to Clock Out

@ Continue to Clock Out

Please select Service Code

Please select Service Code
for Client Transportation

Start Client
Transportation

for Client Transportation

Service Code 5198 Mileage ~ < . -
& ° - Service Code —
Continue I I
5198 Mileage v
10

Client Name: Steph Client
Service Code: Respite
Clock In Time: 07:03 AM (MT)

Client Name: Steph Client Clic  Cancel Ok
Service Code: Respite Service e Hespios
Clock In Time: 07:03 AM (MT) Clock In Time: 07:03 AM (MT)
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Acumen Fiscal Agent
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Clock Out

@ Continue to Clock Out

Please select Service Code
for Client Transportation

Service Code 5198 Mileage ~

Client Name: Steph Client
Service Code: Respite
Clock In Time: 07:03 AM (MT)




Clock In on Mobile App (cont.)

12.

13.

14.

Click Confirm to

acknowledge the alert

Click the blue Confirm

button to validate the

location

* Mileage is recorded when
driving begins

« Starting location is marked
on the map with a green
pinpoint labeled A

Click the blue End button

when arrived at the

destination

D

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

[client Transportation)

Alert

Please select your Client
Transportation start location for
accurate map route,

Confirm °

Cancel Confirm

&gle_%_

Client Transportation
|3

Cancel Confirm |
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Client Transportation|

You are in Client Transport Mode. Your
time and distance will be tracked from
here.

Client: Steph Client

Service Account: Client Transportation
while on hourly shift

O\d
o)
o
:kworth
Boot R
Google




Clock In on Mobile App (cont.) @W

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

15. Click Confirm to acknowledge the alert ending client transportation

16. Click Confirm to acknowledge the alert to select the ending location

17. Click the blue Confirm button to validate the location

18. Ending location is marked on the map with a red pinpoint labeled B

19. To add more stops, click the blue Start Client Transportation button and repeat the steps.
20. At the end of the shift, click the blue Continue to Clock Out button.

Client Transportation [ctient Transportatior] Client Transportation Client Transportation Ended|
3=
% End @ Continue to Clock Out
. Start Client

You are in Client Transport Mode. Your )

time and distance will be tracked from Transportation
here.

Client: Steph Client

L | Your drive Session was ended here You
whil | Alert have driven 0 miles in 2 min(s)
= Alert = e linloril ? Client: Steph Clrt

Are you sure you want to7End ]/ accurate map route. Service Account: Client Transportation
Client Transportation? | while on hourly shift
Confirm

2 Cancel Confirm
g e
\ B

kworth/ c,\ov'\"\

Boot Ry
a South
\\L Valley Hills
%
% 9
(o} { Confirm
Google g} —
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Mobile App
Video

Clock In/Out

with Client
Transportation

lLogin]| EN

Acumen - All Other States & Programs (inclu...

Username®*

Password or PIN* D

Remember me

Forgot Password?

Acumen Fiscal Agent

Innovation - Opportunity - Freedom
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Acumen Fiscal Agent
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Web Portal - Historical Entry
Account Type Hourly (entering time)

Two separate entries are required:

1. Hourly entry to record the time

2. Client Transportation entry to record the
mileage while on the hourly shift



Add New Entry “

Innovation - Opportunity - Freedom

Sign In

Username

Password o

(J Remember me Forgot your password?

2. Click the blue Add Entry

b utto n 54 Help @ stephemploy.. &

° Add Entry

uge 11/01/2020 to 11/07/2020 Total Hours 11/01/2020 to 11/07/2020

“Please note! Web Portal (historical) o 0 M sy
entries are only used for a missed oo
punch or punch correction due to p———— ase

service interruption. The goal should roca ours
always be to enter punches in real
time (Mobile App) to maintain EVV expring erticatons

compliance.

1. Login to the DCI Web Portal

Home > Dashboard

SPONGEBOB «fmm 11/01/2020 to 11/07/2020 waip

Sweph Employes:
a

Certification Name Certification Expiration Date Link to Certification Course
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https://acumen.dcisoftware.com/

Add New Entry (cont.) A

3
4.
5
6

. ) . Acumen Fiscal Agent
. Complete the entire Add New Entry form wizard (not all fields shown below) Innavation - Opporturiey - Fresciom

Account Type: Hourly

. Client: Type and select the client's name

. Service Code: Select the Hourly service code for the service that was provided

5197 Transportation - Do not select. Auto payment if utilized by employee/employer.

<5196 Trip Rate - Do not select. Only processed through invoice payment request submitted and

approved by support broker/service coordinator/prograrm worker.,

Add New Entry o

Entry Type:* | Punch e

Employee Name: | Steph Employee

Account Type: * Hourly ° v

Client:* | Steph Client- 125 ° x
Service Code: * Client Transportation o ™
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Acumen Fiscal Agent
Innovation - Opportunity « Freedom

Web Portal - Historical Entry

Account Type Client Transportation
(entering mileage)

Two separate entries are required:

1. Hourly entry to record the time

2. Client Transportation entry to record the
mileage while on the hourly shift



Add New Entry “

Innovation - Opportunity - Freedom

Sign In

Username

Password o

(J Remember me Forgot your password?

2. Click the blue Add Entry

b utto n 54 Help @ stephemploy.. &

° Add Entry

uge 11/01/2020 to 11/07/2020 Total Hours 11/01/2020 to 11/07/2020

“Please note! Web Portal (historical) o 0 M sy
entries are only used for a missed oo
punch or punch correction due to p———— ase

service interruption. The goal should roca ours
always be to enter punches in real
time (Mobile App) to maintain EVV expring erticatons

compliance.

1. Login to the DCI Web Portal

Home > Dashboard

SPONGEBOB «fmm 11/01/2020 to 11/07/2020 waip

Sweph Employes:
a

Certification Name Certification Expiration Date Link to Certification Course
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https://acumen.dcisoftware.com/

Add New Entry (cont.) T

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

3. Entry Type: Punch defaults

4. Employee Name: Auto-populates the name Add New Entry
of the employee logged in
Entry Type: * Punch °
5. Account Type: Select Client Transportation
Employes Mame: | Steph Emiployes °
6. Client: Type and select the client's name B
Account Type: * | Client Transportation °
7. Service Code: Select 5198 Mileage R S
Client Steph Client - 125
8. Service Date: The date the driving took Service Code:* | 5198 Mileage °
. . . . 202 o0 20 E&
place. This must fall within the 30-day timely
flllng window. Service Dates * | 02M13/2025 °
9. EVV Method: Select Portal SIgﬂOff BV Method:* | Portal Sipnoff °

10. Add Reason Codes: Select a Reason Code(s) #2d Reason Codes: * | |« | Forgot phone °
for the historical entry from the drop-down

Sdd R

eason Code Mote: | No phone o
11. Add Reason Code Note: Add a supporting i

note for the selected reason code
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Add New Entry (cont.) “

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

12. Starting Odometer Reading: Enter the true starting —
odometer reading, or optionally, enter O. | _F":T:* e
13. Ending Odometer Reading: If the true starting - Fn::n* o
odometer reading was entered, enter the true ending I °
odometer reading. If 0 was entered, enter the B rerrremrre—
number of miles driven (i.e., 0 starting, 10 ending). °
14. Calculated No. Of Miles: Total miles driven (system- B °
calculated based on odometer readings) Cance

15. Notes (optional): Enter notes for the punch

=A=Tag

16. Attachment (optional): Click the Choose File button to
Are you sure you want 1 3dd a new punch for 10,00 Milels) for

Steph Client - 125 for Feb 13, 20257
select and upload

17. Click Save

18. Click Yes to submit
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Web Portal Video

Employee Adds (Historical) Entry for Account
Type Client Transportation

L 4 Je
Acumen Powered by DCI
Sign In
N
Username
Password
(J rRemember me Forgot your password?
Or

Create a profile

o>

Acumen Fiscal Agent

Innovation - Opportunity - Freedom
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Questions?

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

T
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https://acumenfiscalagent.zendesk.com/

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

THANK YOU!



https://www.acumenfiscalagent.com/
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