
Massachusetts
Time Entry 
Training for 
Providers 

(Employees & 
(Workers)

Helping create a positive, long-lasting 

impact on people’s lives.

Welcome to Acumen!
Thank you for joining the Acumen Family!
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Agenda

Resources & Critical Information

Mobile Web Entry – Add, Reject, Review

Payroll Schedule & Deadlines + Live Q&A

Troubleshooting

Phone EVV (IVR) Resource

Mobile App Entry & EVV/Client Attestation

Proprietary: For Acumen and Customer Use Only

Web Portal – Add, Edit, Reject, Review 
Historical Entry



Quick Resources

• View short step-by-step resource documents on the 
Massachusetts - Training Materials page providing 
instructions for the punch entry process. 

✓ 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
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https://acumenfiscalagent.zendesk.com/hc/en-us/articles/31366367593229-Massachusetts-Training-Materials
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Critical Information

• 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



DCI Mobile App
*Preferred Time Entry Method
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Mobile App

Proprietary: For Acumen and Customer Use Only

Clock In/Out Process



Overview Mobile App Clock In

Employee 
Arrives to
Begin Shift

Open DCI Mobile 
EVV App

on Smartphone or 
Tablet

Log in with 

Username

& Password or PIN

Tap the blue  “Clock 

In” button (top of the 

screen)

Select Client Name &
Service Code then 

select the blue 
“Continue” button

Tap the blue 

“Confirm Clock In” 

button (time begins 

for the shift)
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Overview Mobile App Clock Out

End of Shift

Open DCI Mobile EVV 
App

on Smartphone or 
Tablet

Log in with 
Username

& Password or PIN

Tap the blue “Continue 
to Clock Out” button 
(top of screen) & then 

“Confirm”

Select one EVV Option: 
• Client PIN or Password

• E-Signature
• Picture
• Voice

• Portal Signoff

Optionally Add Notes 
or/and Attachments

Tap the blue 
“Confirm Clock 

Out” button (time 
ends for the shift)
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Ensure Verification
Confirmation

• Alert will appear on 
screen



Clock In on Mobile App

1. Click the blue Clock In Button 

2. Select the Client’s Name

• Auto-fills for a single client

3. Select the Service Code

• Auto-fills for a single service

4. Cost Center is always auto-filled

5. Click the blue Continue button
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Clock In on Mobile App (cont.)

6. Select Confirm Clock In

⃰ This will start the time for the shift

7. Clock In Details Summary

• 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.
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Initial Clock Out Process

1. At the end of the shift, log in to 

the mobile app. 

2. Click the blue Continue to Clock 

Out button

3. Select Confirm to proceed with 

clocking out

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

✓ 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. 
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Choose one 

at clock out 



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

Proprietary: For Acumen and Customer Use Only

The employee:

1. Enters any notes for the punch (optional)

2. Adds an attachment for the punch 

(optional)

3. Clicks the blue Confirm Clock Out button 

when ready

✓ This will stop the time for the shift

4. Punch Confirmation

✓ Punch details, including verification 

option selected, display.

✓Optionally, click the blue Home button 

to return to the dashboard.



EVV or Client Attestation Options
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*There are up to five options. 

Choose only one at clock out:

• Client PIN or Password

• E-Signature

• Picture

• Voice

• Portal Signoff



Clock Out - EVV Option #1

1. Select the clock out verification type:

✓ Client PIN or Password

2. 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).

3. The client or employer clicks the blue 

Submit button when ready

4. The client or employer clicks Confirm to 

validate the PIN or password and hands 

the mobile device back to the employee

Client PIN or Password
 

Proprietary: For Acumen and Customer Use Only



Mobile App 
Video

Clock in and 
Out Using 
Client PIN 

Option
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Clock Out - EVV Option #2

1. Select the clock out verification 

type:

✓ E-Signature

2. Hand the mobile device to the 

client or employer, who signs 

their name on the device screen.

3. The client or employer clicks Save 

to accept the signature

✓ Optionally, they may click Clear 

to rewrite their signature.

4. The client or employer clicks 

Confirm to validate the signature 

and hands the mobile device 

back to the employee

E-Signature
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Mobile App 
Video

Clock in and 
Out Using 

E-Signature 
Option
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Clock Out - EVV Option #3

1. Select the clock out verification type:

✓ Picture

2. A pop-up stating “DCI EVV” Would Like 

to Access the Camera appears. Select 

Allow.

3. Click the camera icon to take a picture 

of the client

*Please note: Client photos taken by the 

employee for electronic visit verification 

(EVV) are never stored on the employee’s 

cell phone when using the DCI Mobile App

Picture
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Clock Out - EVV Option #3

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 

confirm the punch

*Please note: Client photos taken by the 

employee for electronic visit verification (EVV) are 

never stored on the employee’s cell phone when 

using the DCI Mobile App

Picture
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Mobile App 
Video

Clock in and 
Out Using 

Picture Option
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Clock Out - EVV Option #4

1. Select the clock out verification type:

✓ 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.

Voice
 

Proprietary: For Acumen and Customer Use Only



Clock Out - EVV Option #4

3. The client or employer clicks the red play 

button to start the voice verification

✓ An automated voice will say “Please 

repeat after me. My name is (client 

name) and I am verifying this visit.”

4. The client or employer states “My name 

is (client or employer name) and I am 

verifying this visit.” When finished, they 

press the red stop button to stop the 

voice verification.

Voice
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Clock Out - EVV Option #4

5. The client or employer clicks the 

blue Save button in the upper 

right corner to accept the voice 

verification, or the blue <Back 

button in the upper left corner to 

re-record it.

6. The client or employer clicks 

Confirm to validate the voice 

recording and hands the mobile 

device back to the employee

Voice
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Mobile App 
Video

Clock in and 
Out Using 

Voice Option
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Clock Out - EVV Option #5
Portal Signoff
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1. Select the clock out verification type:

✓ Portal Signoff

2. An alert will appear stating that EVV is 

confirmed, but manual verification will 

be required prior to approval. Click 

Confirm.



Mobile App 
Video

Clock in and 
Out Using 

Portal Signoff 
Option
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Review Entries

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

2. Select Entries on the submenu

3. View the complete list of entries

• Verify that all time is submitted 

• The employer approves the time as needed

*Please note: Punches cannot be 
edited in the mobile app. Please edit 

the punch via the web portal.
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Entry Status
• 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
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DCI Web Portal 
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Full Site – Most compatible when 
accessed via desktop or laptop



Accessing the DCI Web Portal
1. Open an internet browser on a computer or mobile 

device (Google Chrome is preferred) and navigate 

to the DCI Web Portal

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

to select the preferred language

• The page will now display in the new language 

each time you log in

• This feature is only available for employees

3. Enter username and password

• Credentials provided by Acumen

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

5. Click the blue Sign In button

*Please note: Contact Acumen with login issues
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https://acumen.dcisoftware.com/


Web Portal Messaging Module
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.
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Web Portal Messaging Module
Select a message to view by clicking anywhere on the line

✓ 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
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View Paystubs via Messaging Module

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
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Add Entry
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*Please note! 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



Add New Entry

1. Log in to the DCI Web Portal

2. Click the blue Add Entry 

button

*Please note! 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. 
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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
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Add New Entry (cont.)

8. Select a Reason Code from 

the drop-down list

9. Add a Reason Code Note

10. Enter Notes for the punch 

(optional)

11. Click the Choose File button to 

select and upload 

Attachments (optional)

12. Click Save

13. Click Yes to submit
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Web Portal Video
Employee Adds (Historical) Entry
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Edit or Reject Entry
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Edit or 
Reject Entry

1. Log in 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

*Please note! Only entries in a Pending status 

can be edited by the employee. Contact Acumen 

for assistance if in any other status.
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*Please note! To reject an entry, select Reject from the 

drop-down menu. Click Yes to confirm rejecting the entry.

https://acumen.dcisoftware.com/


Edit Entry (cont.)

6. Complete the necessary changes 

in the Edit Entry form wizard

7. Select a Reason Code from the 

drop-down list

8. Add Reason Code Note

9. Click Save

10. Click Yes to confirm the changes

The edited entry moves into a Rejected 

status, and a new (corrected) entry in 

Pending status is created.

*Please note! Only entries in a Pending 

status can be edited by the employee
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Web Portal Video
Employee Edits (Historical) Entry
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Review Entries
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Review Entries

1. Click Home on the main menu

2. Select Entries on the submenu

3. View the complete list of entries

• Verify that all time is accurate and submitted 

• The employer reviews and approves or rejects the 
entries
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4. Click anywhere on the entry row, or on the blue entry Id hyperlink, to open the punch detail page.



Punch Detail Page
• Widgets contain detailed information on the punch 
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Punch Detail Page
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• Additional widgets



Mobile Web Portal
Accessed via smartphone or tablet
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*Please note! 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.



Add New Entry - Mobile Web

1. Log in to the DCI Web Portal on a mobile device

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

screen

3. Select the New Entry tab from the submenu
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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
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Add New Entry - Mobile Web (cont.) 
9. Select Portal Signoff as the Method

10. Select a Reason Code from the drop-

down list

11. Add a Reason Code Note

12. Click the blue plus sign (+) to populate 

the reason code details

13. Enter Notes for the punch (optional)

14. Click the Choose File button to select and 

upload Attachments (optional)

15. Click Save

16. Click Yes to submit

17. The punch has been submitted
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Review Entries

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

2. Select the Entries tab from the submenu
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Review & Reject Entry

3. View the list of entries

4. Click on an entry to view 

the punch details

• Please note: Entries in 

a Pending status will not 

be paid until approved 

5. If needed, an entry in 

Pending status may be 

rejected. Click the red 

Reject button.

6. Click Yes to confirm the 

punch rejection 
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Troubleshooting
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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
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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. 

1. Always review your entries and check the 

status

2. Click on the punch row to review the 

punch details

3. Click the Business Rules tab to view the 

result

Contact your employer
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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.
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Payroll Schedule & Deadlines
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Important Reminders!
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• 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



Payment Schedule

• 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
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Where to go for help?
• Utilize the website acumenfiscalagent.zendesk.com for more help

• This will give you a full list of Training Materials for DCI

Acumen – (866) 427-1739

https://acumenfiscalagent.com/state/massachusetts/

For payment or other questions, please complete the Contact 
Us form at www.acumenfiscalagent.com/contact or email us 
at enrollment@acumen2.net. 
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Additionally, contact your state agent directly.

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:

acumenfiscalagent.zendesk.com 
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