Massachusetts
Time Entry
Training for

Providers
(Employees &
(Workers)

Welcome to Acumen!

Thank you for joining the Acumen Family!
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Acumen Flscal Agent DIRECT CARE INNOVATIONS

Acumen powered by DCI

Helping create a positive, long-lasting
impact on people’s lives.




Resources & Critical Information

Phone EVV (IVR) Resource
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Quick Resources

- View short step-by-step resource documents on the
Massachusetts - Training Materials page providing

instructions for the punch entry process.

v

Download the DCI Mobile EVV App & Log In
Logging into the Web Portal or the Mobile App
Mobile App Entries

Web Portal Entries

Phone EVV IVR Real Time & Historical Entries

Business Rule Alerts — Quick Reference

o, 4 BT

Acumen Flscal Agent

tior )“); ortunit

DIRECT CARE INNOVATIONS

Acumen powered by DCI


https://acumenfiscalagent.zendesk.com/hc/en-us/articles/31366367593229-Massachusetts-Training-Materials
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Critical Information Acumen Fiscal Agent
Innovation - Opportunity - Freedom

« Time must be entered and approved online by the due date, even if it falls on a weekend or holiday.

% Time entries approved after the due date will be processed on the following pay period’s pay date
« After 30 days the entry will be prohibited as it will violate the timely filing business rule

% All time entries must be entered and approved within 30 days of the date of service

Proprietary: For Acumen and Customer Use Only



DCI Mobile App

*Preferred Time Entry Method

Acumen Fiscal Agent
Opportunity « Freedom



Acumen Fiscal Agent

Innovation - Opportunity « Freedom

Mobile App

Clock In/Out Process

Proprietary: For Acumen and Customer Use Only
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Overview Mobile App Clock In e

Employee Open DCl Mobile Log in with
Arrives to EVV App Username
Begin Shift on Smartphone or & Password or PIN

Tablet

Select Client Name & Tap the blue
Service Code then “Confirm Clock In”

”Csc?rlﬁicrfjg’?bbdttjteon button (time begins
for the shift)

Tap the blue “Clock
In” button (top of the -
screen)

Proprietary: For Acumen and Customer Use Only
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Overview Mobile App Clock Out “mensne

Open DCI Mobile EVV Log in with

App Username

on Smartphone or & Password or PIN
Tablet

y : Select one EVV Option: L
Tap the blue “"Continue « Client PIN or Password Ensure Verification

to Clock Out” button [ EEEER + E-Signature Confirmation

(top of screen) & then + Picture « Alert will appear on
» Voice screen

Confirm * Portal Signoff

Tap the blue
Optionally Add Notes “Confirm Clock

or/and Attachments Out” button (time
ends for the shift)

Proprietary: For Acumen and Customer Use Only
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CI k I e Acumen Fiscal Agent
oc n o n o I e p p Innovation - Opportunity - Freedom

1. Click the blue Clock In Button

2. Select the Client's Name

ROCKY ROCKET

Auto-fills for a single client © 04/09/2023 To 04/15/2023 =

3. Select the Service Code Overtime Gauge

. . . No entry in current week & Clockin
 Auto-fills for a single service
4.  Cost Center is always auto-filled Client BRUTUS ...~
Service Code PCS ~
5. Click the blue Continue button
Cost Center OH-090B... ~

Continue 5

Proprietary: For Acumen and Customer Use Only




Clock In on Mobile App (cont.) o>

6.

7.

Select Confirm Clock In

* This will start the time for the shift

Clock In Details Summary

e Clock in is successful when the blue
Continue to Clock Out button displays

» Clock in details display in summary form

“Please note: Users do not need to stay logged
into the mobile app during their shift and cannot

take any other action until clocked out.

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Clock In

Clock In Time:03:16 PM (EST)

6 Confirm Clock In

Client Name: BRUTUS BUCKEYE

Service Code; PCS

Proprietary: For Acumen and Customer Use Only

Clock Out

@ Continue to Clock Out

Client Name: BRUTUS BUCKEYE

Service Code: PCS o
Clock In Time: 03:16 PM (EST)




Initial Clock Out Process

*The first three steps in the clock out process are the same
regardless of the EVV (client attestation) option selected

ol

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Login EN

1. At the end of the shift, login to

the mobile app.
2. Click the blue Continue to Clock Acumen - All Other States - 228... ~

Out button Username* o
3. Select Confirm to proceed with Password or PIN' ®

clocking out Remember me

Forgot Password?

Proprietary: For Acumen and Customer Use Only

Clock Out

@ Continue to Clock Out 2

Client Name: BRUTUS BUCKEYE
Service Code: PCS
Clock In Time: 03:16 PM (EST)

Alert

Are you sure you want to
clock out current punch?

Cancel Confirm



Mobile App - EVV Options
(Client/Employer Attestation)

« EVV (client attestation) options are visible if required
by the program. They allow the client to verify that
they received service.

v Choose only one option per shift (each clock out)

« Client attestation is an extra layer of protection
against potential fraud because the client/employer is

“signing off” on the punch in real time

*Please note: The employer must still review and may

need to approve punch entries in their Pending Entries

tab each pay period.

Proprietary: For Acumen and Customer Use Only

¢ Back Clock Out Verification

Clock Out Verification Required

Client PIN or
Password

>
& E-Signature
& Picture

& Voice

2 Portal Signoff

Client Name: Steph Client1
Service Code: RESPITE (Hourly)
Clock In Time: 01:42 PM (CST)

ol

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Choose one
at clock out



Clock Out Process After the EVV A
(Client Attestation) Option is Selected "t

The employee: Clock Out

1. Enters any notes for the punch (optional)
Clock Out Time: 05:23 PM (CST)

2. Adds an attachment for the punch RasaEL 0

Punch Information

(optional)
3. Clicks the blue Confirm Clock Out button

Client Name: Steph Client2
Service Code: PCS

Clock Out Time : 05:22 PM (CST)
verified by Client PIN or Password°

when ready

v This will stop the time for the shift

4. Punch Confirmation
v Punch details, including verification @ Add Attachment °

Confirm Clock Out s

option selected, display.

v Optionally, click the blue Home button

to return to the dashboard.

Proprietary: For Acumen and Customer Use Only



*There are up to five options.

Choose only one at clock out:

Client PIN or Password

E-Signature
Picture
Voice

Portal Signoff

Proprietary: For Acumen and Customer Use Only
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Acume
In

n Fiscal Agent

novation - Opportunity - Freedom

EVV or Client Attestation Options



Client PIN or Password

Select the clock out verification type:

v" Client PIN or Password

Hand the mobile device to the client or
employer, who enters the Client PIN or
Password (client PIN or password issued
on the Employer Good to Go/Welcome
letter).

The client or employer clicks the blue
Submit button when ready

The client or employer clicks Confirm to
validate the PIN or password and hands

the mobile device back to the employee

Clock Out - EVV Option #1

/

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

{ Back Clock Out Verification

Clock Out Verification Required

Client PIN or
Password i________' ________:j:

Ll

G E-Signature
@ Picture
& Voice

2 Portal Signoff

Client Name: Steph Client1
Service Code: RESPITE (Hourly)
Clock In Time: 01:42 PM (CST)

Proprietary: For Acumen and Customer Use Only

{ Back Clock Out Verification

Enter Client PIN or Password °

Client Name: Steph Client2
Service Code: PCS
Clock In Time: 05:20 PM (CST)

¢ Back Clock Out Verification

Client Name: Steph Client2
Service Code: PCS
Cloc’ -

Alert

EVV Confirmed

Confirm\ &



Mobile App
Video

Clock in and

Out Using
Client PIN
Option

Login| EN

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

Username*

Password or PIN* D
Remember me

Login

Forgot Password?

Acumen Fiscal Agent

Innovation - Opportunity - Freedom



Clock Out - EVV Option #2

E-Signature
1.

Select the clock out verification

type:

v' E-Signature

Hand the mobile device to the

client or employer, who signs

their name on the device screen.

The client or employer clicks Save

to accept the signature

v Optionally, they may click Clear
to rewrite their signature.

The client or employer clicks

Confirm to validate the signature

and hands the mobile device

back to the employee

ol

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

¢ Back Clock Out Verification < Back

Clo

ck Out Verification Required

Client PIN or
Password

& E-Signature (1)
@ Picture
& Voice

2 Portal Signoff

Cloc

Client Name: Steph Client1
Service Code: RESPITE (Hourly)

kIn Time: 01:42 PM (CST)

EVV Confirmed

Confirm °

SUNANITE

Clear
Save

Proprietary: For Acumen and Customer Use Only



Mobile App
Video
Clock in and
Out Using

E-Signature
Option

Login

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

Username*

Password or PIN* \\\\
Remember me

Login

Forgot Password?

EN

Acumen Fiscal Agent

Innovation - Opportunity - Freedom



D

ORI Acumen Fiscal Agent

Clock Out - EVV Option #3

to Access the Camera Innovation « Opportunity - Freedom
Pictu re This app provides the ability
e . to use the camera to
< Back Clock Out Verification perform Electronic Visit
o o . Verification per your
1. Select the clock out verification type: employers polces

Clock Out Verification Required

v Picture
2. A pop-up stating “DCI EVV" Would Like

to Access the Camera appears. Select SR
Password
Allow.
i : - G E-Signature
3. Click the camera icon to take a picture
of the client & Picture

*Please note: Client photos taken by the
(o

employee for electronic visit verification

(EVV) are never stored on the employee’s Client Name: Steph Client1
Service Code: RESPITE (Hourly)

Clock In Time: 01:42 PM (CST)

LT
annanl

cell phone when using the DCl Mobile App

Proprietary: For Acumen and Customer Use Only




Clock Out - EVV Option #3 0

Innovation - Opportunity - Freedom

Picture

4. Click the checkmark to accept the picture, the

X to cancel, or the circular arrow to retake the

picture.

5. Click Confirm in the alert pop-up box to

»
-

B
e

3
2]
14

confirm the punch

. Alert .
l EVV Confirmed
! Confirm

Service Code: RESPITE (Hourly)
Clock In Time: 09:28 AM (CST)

=

Client photos taken by the

oy
InnnRNny

employee for electronic visit verification (EVV) are

never stored on the employee’s cell phone when

using the DCI Mobile App

Proprietary: For Acumen and Customer Use Only




Mobile App
Video

Clock in and

Out Using
Picture Option

Login| EN

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

Username*

Password or PIN* D
Remember me

Login

Forgot Password?

Acumen Fiscal Agent

Innovation - Opportunity - Freedom



Clock Out - EVV Option #4

Voice

1. Select the clock out verification type:
v Voice

2. Hand the device to the client or
employer. A pop-up stating “DCI EVV”
Would Like to Access the Microphone
appears. The client or employer

selects Allow.

{ Back Clock Out Verification

Clock Out Verification Required

Client PIN or
Password

& E-Signature

2 Portal Signoff

Client Name: Steph Client1
Service Code: RESPITE (Hourly)
Clock In Time: 01:42 PM (CST)

Proprietary: For Acumen and Customer Use Only
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Acumen Fiscal Agent

Innovation - Opportunity - Freedom

"DCI EVV" Would Like
to Access the
Microphone

This app requires
microphone access to

function properly.



Clock Out - EVV Option #4 o

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

VOice { Back Voice Verification { Back Voice Verification
3. The client or employer clicks the red play
button to start the voice verification
v An automated voice will say “Please
repeat after me. My name is (client
name) and | am verifying this visit.”
4. The client or employer states “My name
is (client or employer name) and | am 00:00:00 00:00:02
verifying this visit.” When finished, they
press the red stop button to stop the °° Oo
voice verification. Click on "Button" to start] |Click on "Button" to stop
Voice-Verifieation Voice-Verifieation

Proprietary: For Acumen and Customer Use Only




Clock Out - EVV Option #4 o

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

®
VOIce { Back Voice Verification Save { Back Voice Verification ~Save

5. The client or employer clicks the
blue Save button in the upper

right corner to accept the voice

\W)

button in the upper left corner to EVV Confirmed.

re-record it. : Confirm°

verification, or the blue <Back

Alert

6. The client or employer clicks 00:00:16 00:00:16
Confirm to validate the voice
recording and hands the mobile o °
device back to the employee Click on "Button" to start]  |Click on "Button" to start
Voice-Verifieation Voicz-Ycrifiegti

Proprietary: For Acumen and Customer Use Only




Mobile App
Video

Clock in and

Out Using
Voice Option

N LLogin| EN

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

Username*

Password or PIN* Q
Remember me

Login

Forgot Password?

Acumen Fiscal Agent

Innovation - Opportunity - Freedom



Clock Out - EVV Option #5 TS

Innovation - Opportunity - Freedom
® ¢ Back Clock Out Verification
Portal Signoff

Clock Out Verification Required

{ Back Clock Out Ve

Client PIN or

. e . Clock Out Verification Required
1. Select the clock out verification type: i Ty

8 Client PIN or
Password

I Alert I

v' Portal Signoff

& E-Signature

2. An alert will appear stating that EVV is

. . ) . @ Picture
confirmed, but manual verification will

EVV Confirmed. Manual
verification will be

be required prior to approval. Click ¥ Voice

required prior to
approval

Confirma

Confirm. 2 Portal Signoff (1)

Client Name: Steph Client1
Service Code: RESPITE (Hourly)
Clock In Time: 01:42 PM (CST)

Proprietary: For Acumen and Customer Use Only




LLogin| EN

®
M o b I I e Ap p Acumen - All Other States & Programs (inclu... =

Username*

u Id eo Password or PIN* \\\

Remember me

Clock in and

Forgot Password?

Out Using

Portal Signoff
Option

Acumen Fiscal Agent
Innovation - Opportunity - Freedom

Proprietary: For Acunfen and Customer Use Only
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ReVI ew Entrles Acumen Fiscal Agent

Innovation - Opportunity - Freedom

1. Click the Menu in the top left corner of the screen

“Please note: Punches cannot be

2. Select Entries on the submenu

edited in the mobile app. Please edit
the punch via the web portal.

3. View the complete list of entries

« Verify that all time is submitted
* The employer approves the time as needed

0 =  Home 5 ROCKY ROCKET
Rocket
@ Clock In a
Home

=  Entries (14) é

Entry ID: 4290

Service Date: Apr 12, 2023
Hours:0:00:18

Client Name: BRUTUS BUCKEYE
Entry Type: Punch

Message
ROCKY ROCKET Status: Pending
& cEntries ° Entry ID: 4195
€ 04/09/2023 To 04/15/2023 => Service Date: Mar 7, 2023
A Search Hours:0:03:50
Overtime Gauge Q Client Name: BRUTUS BUCKEYE
Entry Type: Punch
No entry in current week B> Logout Status: Approved

Proprietary: For Acumen and Customer Use Only



Entry Status o>

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Unverified: Entries that the Employer or Admin (someone other than the employee) enters or edits on behalf

of an employee. The employee must resolve the unverified entries so the employer can review.

Unvalidated: Temporary status. Entries that are waiting for the business rule validation (system process) to

complete. This process runs multiple times an hour. Moves to pending or rejected status after processes run.
Pending: Entries that are awaiting review and approval by the Employer. Display on the Pending Entries page.
Rejected: Entries that have been rejected by the Employer or a system process

- Approved: Entries that have been approved by the Employer and are ready to be processed
Batched: An approved entry that has been included in a pending payroll batch

Processed: Entries that have been processed and are ready for payroll

Proprietary: For Acumen and Customer Use Only



DCIl Web Portal

Full Site - Most compatible when

accessed via desktop or laptop

Acumen Fiscal Agent
Innovation « Opportunity » Freedom



Accessing the DCI Web Portal ”

Innovation - Opportunity - Freedom

1. Open an internet browser on a computer or mobile

device (Google Chrome is preferred) and navigate o
to the DCl Web Portal L acumen.dcisoftware.com ]

2. Use the language drop-down in the top right corner

to select the preferred language English
Sign In
. . . '\_i-_.l-.:j:.
* The page will now display in the new language
each time you log in “"’P”"*’““’o v
Password PyCCKMIA
» This feature is only available for employees O e orgot your paseword: soomaali
° Espafiol
3. Enter username and password q Tigno Viét
* Credentials provided by Acumen
Or

4. Utilize the "Forgot your password?” link if needed

Create a profile

5.  Click the blue Sign In button

“Please note: Contact Acumen with login issues

Proprietary: For Acumen and Customer Use Only


https://acumen.dcisoftware.com/

Web Portal Messaging Module /

Innovation - Opportunity - Freedom

1. Click the Mail icon (envelope) in the top right corner of the main menu to
access the inbox

2. Alternatively, if the red high priority message banner displays, click it to
access the inbox.

Tl )
v ..,.,D:%l HOME > Help@ Site Map stephemploy... & |_Erg||5h v_|

s il by 51
DASHBOARD Home / Dashboard

ENTRIES You have 1 high priority message{s) in your inbox °
ACCOUNTS

PROFILE CERTIFICATION

Steph Employee! +fm 12/08/2023 To 12/15/2023 i
SCHEDULES

Onvertime Gauge 12/09/2023 To 12/15/2023 Total Hours 12/09/2023 To 12/15/2023
AVAILABILITY e

Il 07030 B 30Toa0 I 40+

Approwed: 0.00

Pending Hours: 0.00

No entry in current week

Unverified Hours:

Total Hours: Q.00

Proprietary: For Acumen and Customer Use Only




Web Portal Messaging Module

Select a message to view by clicking anywhere on the line

v

v
v
v

Bold text indicates the message has not been read
Light text indicates the message has been read
A yellow star indicates a high priority message

A paperclip indicates an attachment

ol

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

B

Attachments

@

L)

From

DCI Support

DCI Support

Subject Date/Time

Paystub for check date JOU/XX/XXXX 11/02/2023 02:00 AM
hello there 12/08/2023 05:19 PM
Checking on the status 11/02/2023 11:50 AM
Punch Rejected 10/12/2023 08:33 AM

Action

records

Proprietary: For Acumen and Customer Use Only




View Paystubs via Messaging Module “

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

1. Locate the Paystub message in the inbox and click anywhere on the line to view it

2. Click the Attachments tab

3. Click the eye icon in the download column to view the paystub or the download icon to download it

* Attachments From Subject Date/Time Action

/ DCE Support ’ Paystub for check date XX/XX/XXXX  07:13 PM HoO

Notes Attachments D

File Name File Type File Size Added By Download Status

Paystub.pdf ':i 2554.02 KB Kristen Ziegler

Proprietary: For Acumen and Customer Use Only
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Acumen Fiscal Agent

Innovation - Opportunity « Freedom

Add Entry

Web Portal (historical) entries are only used
for a missed punch or punch correction due to service
interruption. The goal should always be to enter punches in
real time (Mobile App) to maintain EVV compliance.

*Important! Entries must be both entered AND approved within 30 days of the date of service

Proprietary: For Acumen and Customer Use Only



Add New Entry “

Innovation - Opportunity - Freedom

Sign In

Username

Password o

1. Login to the DCI Web Portal O rermember 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 (historica I) M Oto30 N 30t040 W 40+ Approved By: 7.52
entries are only used for a missed — oo

No entry in current week

punch or punch correction due to T =
service interruption. The goal should o

always be to enter punches in real
time (Mobile App) to maintain EVV expiing Certicatons
compliance.

Home > Dashboard

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

Sweph Employes:
a

Certification Name Certification Expiration Date Link to Certification Course

Proprietary: For Acumen and Customer Use Only



https://acumen.dcisoftware.com/

Add New Entry (cont.)

3. Type a minimum of three characters to
generate results and select the Client’'s name
from the list

4. Select the Service Code from the drop-down
5. Select the Service Date

6. Enter the Check In (start) and Check Out
(end) times

7. Select Portal Signoff as the EVV Method

ol

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Entry Type: *

Employes Name:

Account Type:
Client:
Service Code:

Service Date:

°Checkln:

EVV Method:

*

*

Add New Entry

Punch
Steph Employee2

Hourly

Steph Client2 - 10 °
PCS °
12/12/2023 °

5:00 AM ©

Portal Signoff °

Check
Out: *

o 8:00 AM ©

Proprietary: For Acumen and Customer Use Only




Add New Entry (cont.)

10.

11.

12.
13.

Select a Reason Code from
the drop-down list

Add a Reason Code Note
Enter Notes for the punch
(optional)

Click the Choose File button to
select and upload
Attachments (optional)

Click Save

Click Yes to submit

ol

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Check Qut Date: 061172024

Add Reason Codes: * || x| Forgot device °
Add Reason Code Note! Add Reason Code Note °
=

Notes: = Add Notes for Punch o

Attachments | Choose File o

\ Alert
Are you sure you want to add a new punch for 03:00 hour(s) for

Steph Client2 - 10 for Dec 12, 20237

MO

|

i

Proprietary: For Acumen and Customer Use Only



Web Portal Video

Employee Adds (Historical) Entry

L 4 Je{
Acumen Powere o
Sign In
Username I
Password
() Remember me Forgot your password?
Sign In
Or

Create a profile

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Proprietary: For Acumen and Customer Use Only



Acumen Fiscal Agent

Innovation - Opportunity « Freedom

Edit or Reject Entry

Proprietary: For Acumen and Customer Use Only



Edit or
Reject Entry

1. Login to the DCI Web Portal

2. Click Entries on the submenu

3. Click anywhere on the line of
the punch entry to be edited

4. Click the Actions button in
the top right corner

5. Select Edit Entry from the
drop-down menu

To reject an entry, select Reject from the
drop-down menu. Click Yes to confirm rejecting the entry.

Only entries in a Pending status

can be edited by the employee. Contact Acumen

for assistance if in any other status.

Username

Password

(] Remember me

sign In

Forgot your password?

ol

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

T L=

Acumen Powered by DCI

HOME

DASHBOARD

EHTRIES°

ACCOUNTS

PROFILE CERTIFICATION

Dec 02, 2023

Ref. Client Name

Type

£ Actions

Mew Note

Mew Attachment

Edit Entry °

Reject

Proprietary: For Acumen and Customer Use Only

Unit Status


https://acumen.dcisoftware.com/

Edit Entry (cont.) oS

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

“Please note! Only entries in a Pending a
status can be edited by the employee .

Employee Name Steph Employee - 125

unk Typa, * Hourty v

6. Complete the necessary changes
in the Edit Entry form wizard

Cliznt;*  Steph Client 3 - 853

7. Select a Reason Code from the e
drO p-dOWﬂ “St Check In; * 535 AM @ i...,. ' 11:45 AM o

8. Add Reason Code Note
9. CIiCk Save Add Reason Codes: * | * | Forgotto Clock InfOut °

. ] Notes: | Forgot to clock inl ° o .
10. Click Yes to confirm the changes

Amachment: | Choose Fie

The edited entry moves into a Rejected °

. I
status, and a new (corrected) entry in Bt atstrivolll RS .
Pending status is created.

Steph Employee for Steph Client2-138795 for Dec 12, 20237

Proprietary: For Acumen and Customer Use Only



Web Portal Video

Employee Edits (Historical) Entry

T L=
Acumen Powere yy DCI
Sign In
Username
Password
(J rRemember me Forgot your password?
Sign In
Or

Create a profile

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Proprietary: For Acumen and Customer Use Only



Acumen Fiscal Agent

Innovation - Opportunity « Freedom

Review Entries

Proprietary: For Acumen and Customer Use Only



Review Entries A

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

1. Click Home on the main menu T C = HOME

Acumen Powered by DCI o

2. Select Entries on the submenu DASHBOARD

3. View the complete list of entries =NTRIES °

« Verify that all time is accurate and submitted ACCOUNTS
« The employer reviews and approves or rejects the | ... : cearmcation
entries
Id ¥ Service Date Start Time End Time Type Account Type Ref. Client Name Service Code Amount Unit Status
Type

77230 Sep 30, 2024 07:00 AM 08:00 AM Punch Hourly ° Steph Client1 RESPITE (Hourly) 0:01:00 Hourly § Pending
77148 Sep 26, 2024 10:28 AM 10:2% AM Punch Hourly Staph Client2 RESPITE (Hourly) 0:00:01 Hourly 8 Approved
77139 Sep 25, 2024 01:11 PM 0112 PM Punch Hourly Steph Client2 RESPITE (Hourly) 0:00:02 Hourly B Approved

4. Click anywhere on the entry row, or on the blue entry Id hyperlink, to open the punch detail page.

Proprietary: For Acumen and Customer Use Only



Punch Detail Page

« Widgets contain detailed information on the punch

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Employer / Pending Entries / 76561

Punch Detail - 76561

Funch Details

Entry Id: 78361
Machine Details: 7318117178
Service Date: Sep 04, 2024
Check In: 10:38 AM
Check Qut: 10:39 AM
Hour(s): 0:00:03
Amount: 0.05 Hour
Rounded Amount: 0.05 Hour
Employee Time Zone: CST (UTC-6)
Client/ Program Time Zone : CST (UTC-6)
Location Code: 48-435-1340893
Authorization Entry 1d: 57934
Pay Rate Mame: Standard
Pay Rate: 12.00
Status: Pending
Created By: Steph Employest
Created: Sep 04, 2024

Input Method Type: Mobile App

Proprietary: For Acumen and Customer Use Only

Account Details/ Service Account

Account Id:

Account Type:
Client/ Program Time Zone:
Employse:

Employee Time Zone:
Service Code:

Portal Signoff:
Funding Type:
Funding Source:
Cost Center:

Unit Type:

Status:

2926
Haourly
CST(UTC-8)

Steph Employee

CST(UTC-G)

RESPITE (Hourly)
TRUE

Units

Steph Funding Source
Steph Cost Center test
Hourly

Active




Punch Detail Page

« Additional widgets

/

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

I EVV Details I

EVV Method:

EVW:

Clock In EVV Location :
Clock In EVY Address:

Clock Out EVV Location :
Clock Out EVV Address:

Employee Fail InHome Validation:

Supervisor Approved Failed InHome
Validation:

EVV Compliant:

Ref Entries Motes Attachments Events Verifications

Portal Signoff
Mo
Home

835 White House Road
Mansfield, TX 76063

Home

835 White House Road
Mansfield, TX 78063
Mo

MA

Nuo

Business Rules

|F{ea5r:ur"| Codes |

Reason Code Mame: Forgot device
Reason Code: 10

Free Text Mote: forgot

Auto Approval Custom Fields History
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Acumen Fiscal Agent
Innovation - Opportunity « Freedom

Mobile Web Portal

Accessed via smartphone or tablet

Mobile Web Portal (historical) entries are only
used for a missed punch due to service interruption. The goal
should always be to enter punches in real time (Mobile App)

to maintain EVV compliance.

Proprietary: For Acumen and Customer Use Only



Add New Entry - Mobile Web “

Innovation - Opportunity - Freedom

Log in to the DCI Web Portal on a mobile device

2. Click the Menu in the top right corner of the
screen

Dvg-
/. I
CHRECT CARE INNOWATIONS

3. Select the New Entry tab from the submenu

u rr.

Username/ Ema

r "
Password/ Pin o T = = l Home
= Agumen Powere d by BC) :
New Entry
Remember me
Authorization Check
News Posts
Schedules
Fargot your password? Entries
= Message
Sign In ;
c No records to display Search
Go to Full Site Logout

Proprietary: For Acumen and Customer Use Only



Add New Entry - Mobile Web (cont.)

4. The first two fields are prefilled

5. Type a minimum of three characters to generate
results and select the Client's name from the list

6. Select the Service Code from the drop-down
7. Select the Service Date

8. Enter the Check In (start) and Check Out (end)
times

D

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

- oo

Acumen Powered by DCI

Add New Entry
Steph Client1 - 189 °
Steph Hourly o

12/18/2023 °

936

Punch

Hourly

O

O

O

I 7:00 AM ®°4:OO PM

Proprietary: For Acumen and Customer Use Only



Add New Entry - Mobile Web (cont.) '/‘

9.

10.

11.
12.

13.
14.

15.
16.
17.

Select Portal Signoff as the Method
Select a Reason Code from the drop-
down list

Add a Reason Code Note

Click the blue plus sign (+) to populate
the reason code details

Enter Notes for the punch (optional)
Click the Choose File button to select and
upload Attachments (optional)

Click Save

Click Yes to submit

The punch has been submitted

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Are you sure you want to add a new punch for
09:00 hour(s) for Steph Client1 - 189 for Dec
18, 20237

Proprietary: For Acumen and Customer Use Only

, ©
Name ; Employee Forgot to Clock InfOut
Code : 14
MNote : Forgot phone
Action : # ﬂ
X : ) oo =
Punch 92926644

Service Date: Dec 18, 2023
Employee Name: Steph Employee1

Start Time: 07:00 AM
End Time: 04:00 PM
Hours: 0:09:00
Amount: 9.00

Status: Pending

Account Type: Hourly

Client Name: Steph Client1
Service Code: Steph Hourly




[ o //
ReVI ew Entrles Acumen Fiscal Agent

Innovation - Opportunity - Freedom

4 o 0552 1. Click the Menu in the top right corner of the screen
2. Select the Entries tab from the submenu
News Posts
Subject: Employee Pay Stubs - Change (@ steph.employee X
Effective July 1, 2023
Message: We are excited to announce that Home

starting July 1st, employees (including
compensated caregivers) who ...

New Entry
Created Date: Jun 26, 2023 09:25:19 AM

Authorization Check

Subject: Testing Posts Entries °

Message: This is a test. Only a test.

Created Date: Jan 09, 2023 09:16:14 AM Message
Search
Load More
Logout

Proprietary: For Acumen and Customer Use Only




Review & Reject Entry

View the list of entries

Click on an entry to view
the punch details

+ Please note: Entries in
a Pending status will not
be paid until approved

If needed, an entry in
Pending status may be
rejected. Click the red
Reject button.

Click Yes to confirm the
punch rejection

Entries (129) °

Service Date: Sep 20, 2024
Hours:0:00:03

Client Name: Steph Client1
Account Type: Hourly
Status: Approved

Service Date: Sep 20, 2024
Hours:0:00:03

Client Name: Steph Client1
Account Type: Hourly
Status: Approved

Service Date: Sep 20, 2024
Hours:0:00:01

Client Name: Steph Client1
Account Type: Hourly
Status: Pending

Service Date: Sep 20, 2024
Hours:0:00:04

Client Name: Steph Client1
Account Type: Hourly

ﬁa; = ﬁgoroved

Punch 77091

Service Date: Sep 20, 2024
Employee Name: Steph Employee1
Start Time: 05:06 PM

End Time: 05:07 PM

Hours: 0:00:01

Amount: 0.02

Status: Pending

Account Type: Hourly

Client Name: Steph Client1
Service Code: RESPITE (Hourly)

Reject 5

Statements

1. bathing

Reference Entries

Notes

Proprietary: For Acumen and Customer Use Only
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Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Alert

Are you sure you want to reject the punch for
0:00:01 hour(s) for Steph Employee1 for Steph
Client1-7709 for Sep 20, 2024 ?




Troubleshooting

/

Acumen Fiscal Agent

Innovation « Opportunity » Freedom



Alerts

Access the Business Rule

Alerts article on the
training page to learn

more about alerts you may

receive

Many of these alerts
pertain to the

authorization (budget)

Please reach out to your
Employer for guidance

Your punch has one or
more violations and cannot
be saved. Please review the
iolations below and click
Return to make edits or

Authorization
Remaining Balance

There are not enough
funds available in the
authorization to cover
the hours submitted

/

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

The entry cannot be saved.
Ask the employer to review
their budget utilization. Adjust
entry as needed.

more violations and cannot

be saved. Please review the
olations below and click

Return to make edits or

ancel the entry.”

No valid pay rate
punch entry

There is no pay rate for
this employee for the
punch date of service
and service code.

Ensure the employee is
submitting for the correct
service and date, If the entry
Is correct, contact the
employer.

Your punch has one or
more violations and cannot
be saved. Please review the
iolations below and click
Return to make edits or

Proprietary: For Acumen and Customer Use Only

Timely Filing
Employees Punch
Entry

Punches must be
submitted within the
number of days
determined by the
program, of the date of
Service.

The issue cannot be resolved.
Ensure time is submitted
promptly. Acumen cannot pay
out hours that are submitted
beyond the number of days

past the date of service.



Check Entries

If a punch entry violates the Authorization Weekly Max business rule, it can be saved but is later
rejected when the business rule runs. You do not receive an alert but can see that the punch was
rejected and that the business rule failed.

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

. Export
Entries
Showing 30 out of 380 records
—_—
Id ¥ Service Date Start Time End Time Account Type Ref. Cost Center Client/ Program Name Service Code Amount Status
35452 Apri14, 2024 12:00 AM 11:30 PM Hourly Steph Cost Center test - Steph Client1 RESPITE (Hourly) 2330 Rejected
Steph Cost Center test
39491 Apr 15, 2024 12:00 AM 11:30 PM Hourly Steph Cost Center test - Steph Client1 RESPITE (Hourly) :23:30 Rejected
Steph Cost Center test

Ref Entries MNotes Attachments Verifications Map Auto Approval Custom Fields History 1. Always reVieW your entries and CheCk the
status
Business Rules 2. Click on the punch row to review the
Business Rule Name Business Rule Result punCh detalls
Employee service account start date punch entry Pass 3 CliCk the Business Rules tab to VieW the
I Authorization Weekly Max Fail res u |t
Max Hours Per Week Per Client Per Funding Source Pass

Contact your employer

Authorization Expiration Date Pass

Proprietary: For Acumen and Customer Use Only




Phone IVR
(Interactive Voice Response)

*Option if you do not have access to a mobile device or tablet.
The Client must have a landline phone.

Acumen Fiscal Agent
Innovation « Opportunity » Freedom



Payroll Schedule & Deadlines




T

ooooooooooooooooooooooooooo

Important Reminders!

« Time must be entered and approved online by the due date, even if it falls on a weekend or holiday.
% Time entries approved after the due date will be processed on the following pay period’s pay date
« After 30 days the entry will be prohibited as it will violate the timely filing business rule

% All time entries must be entered and approved within 30 days of the date of service

Proprietary: For Acumen and Customer Use Only



Payment Schedule

If you have questions or concerns, contact our Customer Service Department at (866) 427-1739 or email us

* Ensure time entries are
received by the Submissions
Due Date

« Time submitted after the due
date will be processed in the
following pay period

« Pay day is every other Friday

« Time must be entered and
approved within 30 days of
the date of service

Proprietary: For Acumen and Customer Use Only

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Vi

Please keep a copy in a safe place for easy reference.

“Payment Period
End Date" is the
last day of
services in pay
period.

“Submissions Due Date - NO
Later Than" is the |ast date that
your clock-in time entry or invoice
can be submitted and approved,
for the pay period to be paid as

“MONTH" refers
to the month that
SErvices were
provided

scheduled.
1 L
LA Submissions Direct
N Payment Period .
> MONTH EndDate | \o\stor Than | - Date
“Direct Deposit/
. Check Date" shows
January Sat, 01/04/25 | Mon, 01/06/25 | Fri, 01/10/25 the date that
Sat, 01/18/25 | Mon, 01/20/25 | Fri, 01/24/25 payment will be
February Sat, 02/01/25 | Mon, 02/03/25 | Fri, 2/07/25 E::::s fr‘::ttl:‘gfs
Sat, 02/15/25 | Mon, 02/17/25 | Fri, 02/21/25 selected electronic
March Sat, 03/01/25 | Mon, 03/03/25 | Fri, 03/07/25 fund transfers, this
sat, 03/15/25 | Mon, 03/17/25 | Fri, 03/21/25 5 aso the date that
Sat, 03/29/25 | Mon, 03/31/25 | Fri, 04/04/25 available in their
April Sat, 04/12/25 | Mon, 04/14/25 | Fri, 04/18/25 accounts.
Sat, 04/26/25 | Mon, 04/28/25 | Fri, 05/02/25
May Sat, 05/10/25 | Mon, 5/12/25 | Fri, 05/16/25
Sat, 05/24/25 | Mon, 5/26/25 | Fri, 05/30/25
June Sat, 06/07/25 | Mon, 06/09/25 | Fri, 06/13/25
Sat, 06/21/25 | Mon, 06/23/25 | Fri, 06/27/25
July Sat, 07/05/25 | Mon, 07/07/25 | Fri, 07/11/25
Sat, 07/19/25 | Mon, 07/21/25 | Fri, 07/25/25
August Sat, 08/02/25 | Mon, 08/04/25 | Fri, 08/08/25

Please keep a copy in a safe place for easy reference.
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Acumen Fiscal Agent

Innovation - Opportunity - Freedom

DIRECT CARE INNOVATIONS

Acumen powered by DCI

Proprietary: For Acumen and Customer Use Only



acumenfiscalagent.zendesk.com
https://acumenfiscalagent.com/state/massachusetts/
https://www.acumenfiscalagent.com/contact/
https://www.acumenfiscalagent.com/contact/
http://www.acumenfiscalagent.com/contact
mailto:enrollment@acumen2.net

Questions?

Thank you!

Visit the Acumen Help Center
to learn more at:

Acumen Fiscal Agent
Innovation « Opportunity » Freedom
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