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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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Accepting the Invitation

Verify your Identity

Accessing Sharepoint

Navigating Sharepoint

Troubleshooting tips
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Accepting the Invitation
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Accepting the Invitation
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• Check your inbox for an 
email invitation from 
Microsoft.
• Click the blue ‘Open’ button.



Verify Your Identity
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• After selecting open a page to verify 
your identity will be Open

• Enter the email that the item was 
shared to.

• Click the blue “Next” button.
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Enter Verification Code
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• After verifying your identity, an 8-digit code 
will be emailed to you.

• Enter the 8-digit code and select the blue 
“Verify” button

• Optionally you can select “Keep me signed in”
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Sharepoint
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Access the Shared Site
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• After Invitation & Identity Verification
• You’ll be directed to the East Regional Site

• Access to folders will vary by role and permissions
• Brokers, Case Managers, Regional Managers, Associate Managers.

• Visibility is role-based to protect sensitive information



Use the Search Bar
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• Located at the top of the SharePoint page.
• Type in keywords related to the document or topic you're looking 

for.
• Press Enter to view results.
• Use filters (e.g., file type, date) to narrow down results.



Document types found in Sharepoint
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• After selecting the folder, you want to access, there will be different type of 
document types located in the share point.

• All documents are allowed to view and download.



Document types found in Sharepoint
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• After selecting the folder, you want to access, there will be different type of 
document types located in the share point.

• All documents are allowed to view and download.



Opening the File
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• After selecting locating the file you want to open. 
• Click anywhere on that line to select the document



Opening the File
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• Place mouse on hyper link to open the document 
• Alternatively, you can select the “More Action” button next to the 

documents name, this will create a drop-down menu with the ability to 
Open the file.
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More Actions: Preview button
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• Not sure if this is the correct file you need?
• Alternatively, you can select the “More Action” button next to the 

documents name, this will create a drop-down menu with the 
ability to Open the file.
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More Actions: Download button
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• If you need to download a file. 
• Select the “More Action” button next to the documents name, this 

will create a drop-down menu with the ability to download the file.
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Navigation
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MA AWP ACM Documents Access Overview
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• For Case Managers
• This folder is intended for Case Managers only
• Contains sensitive information — access restricted to authorized 

personnel
• Case Managers are responsible for sharing info with brokers
• If you are AWP Brokers 
• You do not have access to this folder
•  For any needed information, please follow up with your Case Manager



MA AWP ACM Documents Contents
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• Training Materials & Help Documents
• Guidance for Case Managers
• Support resources for AWP processes

• Live Spreadsheet of EORs with EINs
• Real-time tracking of Employer of Record 

registrations
• EIN status updates

• Check Reports for AWP Provider Payments
• Record of all payments issued
• Used for reconciliation and tracking



MA PDP Broker Documents Access Overview
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• For all PDP state workers (brokers, associate managers, regional 
managers ) have access to this folder



MA PDP Documents Contents
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• Training Materials & Help Documents
• Guidance for PDP processes
• Support resources for brokers 

• Live Enrollment Tracker
• Real-time updates on participant 

enrollment
• Used for monitoring and planning



MA DDS CLIENT FOLDER Access Overview
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• Only the regional managers & directors have access to this folder



Troubleshooting Tips
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• Can't find invite? Check spam/junk folder.
• Access denied? Confirm correct email and 
permissions.
• Login loop? Clear browser cache or use 
incognito mode.



Support
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• Contact your organization's support team for help.
• Provide screenshots or error messages if needed.
• Follow up with any unresolved access issues.



Resources
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Helpful Resources
Utilize our Websites 

• Massachusetts- Training Materials for more help
• This will give you a full list of Training Materials for DCI

• Massachusetts State Page 
• This will give you MA specific details with Acumen Fiscal Agent

• Messaging Module/Account Statement Article
• This will give you specific details with about using the messaging module

Contact the Acumen Support Team
For help with enrollment questions, DCI system questions, or payment issues

• Contact Us form at www.acumenfiscalagent.com/contact  

• Email us at: customerservice@acumen2.net

By Phone: (833) 892-0413
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https://acumenfiscalagent.zendesk.com/hc/en-us/articles/31366367593229-Massachusetts-Training-Materials
https://acumenfiscalagent.zendesk.com/hc/en-us/articles/31366367593229-Massachusetts-Training-Materials
https://acumenfiscalagent.zendesk.com/hc/en-us/articles/31366367593229-Massachusetts-Training-Materials
https://acumenfiscalagent.zendesk.com/hc/en-us/articles/31366367593229-Massachusetts-Training-Materials
https://acumenfiscalagent.zendesk.com/hc/en-us/articles/31366367593229-Massachusetts-Training-Materials
https://www.acumenfiscalagent.com/state/massachusetts/
https://www.acumenfiscalagent.com/state/massachusetts/
https://acumenfiscalagent.zendesk.com/hc/en-us/articles/23488768109837-DCI-Messaging-Module-View-Paystubs-Statements-W2s-in-the-Web-Portal-Mobile-App-or-Mobile-Web
https://acumenfiscalagent.zendesk.com/hc/en-us/articles/23488768109837-DCI-Messaging-Module-View-Paystubs-Statements-W2s-in-the-Web-Portal-Mobile-App-or-Mobile-Web
https://www.acumenfiscalagent.com/contact/
https://www.acumenfiscalagent.com/contact/
http://www.acumenfiscalagent.com/contact
mailto:customerservice@acumen2.net


QUESTIONS?

   Thank you!
acumenfiscalagent.com
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https://www.acumenfiscalagent.com/
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