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2. Select Entries on the submenu

3. Select Actions

4. Select “Add New Vendor Payment Entry” from the 

drop-down list

New Vendor Payment Entry
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1. Navigate to acumen.dcisoftware.com and 
log into the Vendor Profile

Important! It has been 
communicated to the Authorized 
Representatives that they must 
sign off on the vendor payment 
entries by the timesheet 
submission date to avoid 
disruption in payments to you.

../../../acumen.dcisoftware.com


5. Complete the Add New Vendor Payment Entry form wizard
6. Entry Type (required): Vendor Payment
7. Account Type (required): Vendor
8. Client (required): Type the client's name and select it from the drop-down 

New Vendor Payment Entry
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Note! Client is the Individual 
Receiving Services



Note About Your Client!
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Only Clients who: 
• Have an active service account with you listed as the vendor 
• Have an Authorization on file
• Have completed the enrollment process

will appear from the Client dropdown list

If you do not see your client’s name appear in the drop down 
(they do not meet the above criteria), please reach out to 
vendor-nj@acumen2.net

mailto:vendor-nj@acumen2.net
mailto:vendor-nj@acumen2.net
mailto:vendor-nj@acumen2.net


9. Service code (required): Select from 
the drop-down
❖ “i”: if you are unsure which 

Service Code to select, there is a 
new feature to search by 
Authorization Number instead

10. Authorization Number: This number 
can be found in the ISP

11. Dollar Amount (required): Enter the 
total amount for the documentation 
for all dates of service

12. Invoice Number (required): Enter the 
documentation number

13. Vendor Payment Reference Fields 1-5 
(optional): Optionally add any 
additional information regarding the 
vendor payment

New Vendor Payment Entry
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14. Date(s) of Service (required): This may be 
one date or multiple dates. Enter the date 
and the amount for that date then click the 
blue plus sign (+) to add more as needed. 
❖ Please note: The sum of the dates of 

service must match the dollar amount 
entered in the Dollar Amount field.

❖ The services must be rendered before 
the entry is submitted. 

15. Notes (optional)
16. Invoice Attachment (required): Click the 

Choose Files button to select and upload 
the documentation. Attachment must be in 
PDF, JPG, or PNG format.

17. Click Save
18. Click Yes to confirm

The entry is now submitted!

New Vendor Payment Entry

Proprietary: For Acumen and Customer Use Only

18



Hover over the “i” icon to 
see the authorization 
details!  

Outcome Number and 
Service Number are 
related to the specific 
service code!

Refer to the SDR for the 
details on which service 
code to use!

Review Authorization Details
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