Reports in DCI
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Reporting Basics

Reports allow Employers to view important details in DCI

Can only be found on the full desktop site (Computer/Laptop)

Click “Go to Full Site” on mobile device

Only the Employer or Designated Rep profile can access reports

Multiple categories to select from to help stay organized

- Time Entry, Budgets, Notes, Summaries, and more

Download and Save reports for future reference
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How to Find Reports
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Access the DCI Portal

1. Open an Internet Browser

2. Navigate to the DCI Web Portal

 Click “Go to Full Site” on mobile

Sign In

Employer Username

3. Enter Employer Username/Password Employer Password

] Remember me Forgot your password?
4. Use Forgot Password link if needed
5. Contact Acumen Agent for help

oL =0
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https://acumen.dcisoftware.com/
https://acumen.dcisoftware.com/

N
Employer Portal

Once logged into ER Portal v @2

TV =8 HOME EMPLOYER REPORTS

Acumen Powered by DCI

1. Must be on Employer Tab

CLIENTS Employer / Pending Entries

2. Click on Reports Tab | |
EMPLOYEES Pending Entries
VENDORS

Pro Tips:

: PENDING ENTRIES (1
If on Home Tab/Dashboard, Click Employer Tab "

to view Reports
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Reports Dashboard

Once on Reports Dashboard

1. Use mouse to hover over each tab

2. Each section will offer reports for

different topics & DCI data

3. Pull Reports often to learn more

@

L 4 Jw{H HOME EMPLOYER REPORTS

Acumen Power by DCI

DASHBOARD Reports / Dashboard
— COAREPORTS Dashboard

AUTHORIZATION REPORTS

MANAGEMENT REPORTS

PROFILE REPORTS

NOTES REPORT

— SUMMARY REPORT
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COA Reports
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COA Reports Basics

Hover mouse over COA Reports @V D= ovE EMPLOVER REPORTS
1. Use toview Auto-Approval Results
DASHBOARD Reports / Dashboard
2. List of punches in DCI COA REPORTS AUTO APPROVAL REPORT @
3. View full list of Service Accounts AUTHORIZATION REPORTS ~ PUNCH ENTRIES REPORT:I
4. Will show if punches can be voided MANAGEMENT REPORTS PUNCH ENTRY DETAILS
REPORT <k
. . PROFILE REPORTS
5. Will show list of Reason Codes used SERVICE ACCOUNTS 0
NOTES REPORT REPORT
Pro Tips:
¥¢ Report #2 is the Most Popular COA Report SUMMARY REPORT YOI PREACTION REFORT @
COA ReportS update in Real-Time REASON CODES REPORT @
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Punch Entry Details Report

Most Common COA Report

1. Filter by Date Range Y& CoA Reports - Punch Entry Details Report

1
From (MM/DD/YYYY) 8 To (MM/DDAYYYY)

Select Account Type v

Type Client Name Type Employee Name ® Type Service Code

Select Status @ v Type Payroll Batch Name Enter Payroll Batch Id
3. Filter by Punch Status T .

O Include Canceled and Rejected Punches O Include Only Unbatched Punches 0
.
4. Click Search for report

Pro Tip:

2. Filter by Employee

Searching without filters will pull ALL
punches in DCI

oL =0
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Download Report Results

CoA Reports - Punch Entry Details Report

Once Results are Listed

1. Select Download button ' \
2. Complete Download Wizard celect ey Type .

O Include Canceled and Rejected Punches

. Select Columns & Format

3. See Next Slide for details

@ Download

Showing 191 out of 191 records

Punch ID Pay Week Referer| Vehicle Type Employee/V... Employ

1944 OR2

859 . OR2
wnload Report Wizar @

867 DO. n'lﬁ ot fd b Ql_ .d-\_-rt L |_a d OR2

870 ORS

oL =0
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Download Report Wizard

Once Report Wizard is open

Download Report Wizard

1. Select all desired columns Colmns  Opions
2. Click single arrow to add @
Available Columns Selected Columns
3. Rearrange columns as needed g ] ;
4. Select Next for more @
Recommended Columns e ¢ e

. PunCh ID o HOUI’S Employee/Vendor Name & —
o Date Of SerVice o Amount Client/ Residential/ Day Program Name e
+ Employee Name « PayRate Amount @ »
+ Client Name «  Employer Burden v v
e Service Code +  Status

«  Start § End Date « EVV
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Download COA Report

Once Columns are Selected

1. Select File Format

. Excel is Recommended for COA Reports

2. Save Report Preferences

3. Click Blue Download button

4. View, Save & Print Report

FOL =i

Acurems prmared by B0

Download Report

izard

Columns Options
Excel v
* Select Orientation v
vnload Preference
Back Cance Download
07182406 Emploger Punch ected View] - Excel W O,%
AT PAGELAVOUT  FORMULAS DATA  REVIEW  VIEW RACHE  ACROBA
Q) PROTECTED VIEW. Be creful—flesfrom the ntermet can contan iruses. nless you need 0 e, ' afer tostay in Protected Vi Enable Editing x
a 8 c ) € F H K L M N ) » -
Date of SePunch ID Reference Employee Client/ Re Service Cc Start Date End Date Hours  PayRate Amount Employer Employer EVV Status  Created B Ct
04/08/202 1944 SPONGEB! PATRICK PYRL 04/08/202 04/08/202 0:00:04  11.25 0.07 0.1065 0.87 Yes Pending SPONGEB« 04
04/01/202 859 SPONGEB! PATRICK  PYRL 04/01/202 04/01/202 0:08:00  11.25 8.00 0.1065 99.59 No Approved SPONGEB: 02
2 |04/03/202 867 SPONGEB(PATRICK PYRL 04/03/20204/03/2020:06:00 11.25 6.0 0.1065  74.69 No Approved SPONGEBI05
5 |04/05/202 870 SQUIDWA PATRICK  PYRL 04/05/20204/05/2020:08:00 11.25 8.0 0.1065  99.59 No Approved MR. KRAB 05
04/06/202 877 876 SPONGEBIPATRICK PYRL & 1125 1600 01065 19917 No Approved SPONGEB! 0%
04/07/202 879 876 SPONGEBIPATRICK PYRL 125 400 01065 4979 No Approved SPONGEB! 0
8 04/06/202 881 877 SPONGEBI PATRICK PYRL 1125 -1600 01065 19917 N/A Approved MR. KRAB 0%
9 104/07/202 883 879 SPONGEB: PATRICK PYRL 1.2 -4.00 0.1065 4373 N/A Approved MR. KRAB 0¢
/06/202 885 SPONGEB! PATRICK  PYRL 04/06/202 04/06/202 0:08:00  11.25 8.00 0.1065 99.59 No Approved SPONGEB 0%
05/21/202 905 SQUIDWA PATRICK PYRL 05/21/20205/21/2020:00:02  11.25 0.03 0.1065 037 Yes Approved SQUIDWA 02
2 05/21/202 6 SQUIDWA PATRICK PYRL 05/21/20205/21/2020:00:05  11.25 0.08 0.1065 099 Yes Approved SQUIDWA 05
08/12/202 1202 SPONGEB!PATRICK PYRL 08/12/20208/12/2020:00:01 1125  0.02 01065 024 Yes Approved SPONGEBI 0F
2 |09/10/202 1278 SPONGEB!PATRICK PYRL 09/10/20209/10/2020:02:00 11.25  2.00 01065  24.90 No Approved MR. KRAB 0%
09/02/202 1279 SPONGEBIPATRICK  PYRL 09/02/20209/02/2020:03:01 1125  3.02 01065 37.59 No Approved MR. KRAB 0F
09/13/202 1286 SPONGEBIPATRICK PYRL  09/13/20209/13/2020:02:00 1125  2.00 01065 2490 No Approved SPONGEB! 0¢
09/09/202 1293 SPONGEB(PATRICK PYRL  09/05/20209/09/2020:02:00 1125  2.00 01065 2490 No Approved SPONGEB!0¢
8 09/22/202 1298 SPONGEBI PATRICK PYRL 09/22/20209/22/2020:03:00 11.25 3.00 0.1065 37.34 No Approved SPONGEB: 0¢
9 09/25/202 1300 SPONGEB(PATRICK PYRL 09/25/20209/25/2020:01:25  11.25 142 0.1065 17.68 No Approved SPONGEB/0¢
Table1 7 5

[
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Authorization Reports
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Authorization Report Basics

Hover over Authorization Reports "E'E‘al HOME EMPLOYER REPORTS
Shows all Authorizations in DCI
DASHBOARD Reports / Dashboard
2. List of all punches on Authorization
COA REPORTS
Compares Projected Budget Use vs Dashboard
Actual Budget Use AUTHORIZATION REPORTS ~ AUTHORIZATION ENTRIES @
REPORT
4. Auths Endingin 30, 60, 90, or 120 MANAGEMENT REPORTS
days AUTHORIZATION @
TRANSACTIONS REPORT

PROFILE REPORTS
Pro Tips:

_ AUTHORIZATION RUN
Yc Report #3 is Most Valuable Authorization Report NOTES REPOR RATE REPORT Yt @

EXPIRING
AUTHORIZATION REPORT @

g .m_..,,__m.n,...:_:lgl Proprietary and Confidential: Do Not Distribute 14

Auth Reports update in each Payroll Cycle SUMMARY REPORT



R
Authorization Run Rate Report

Most Common Auth Report

1. Type Client Name
. Type3 letters > Select Name % Authorization Reports - Authorization Run Rate Report

2. VieW Other Authorizations Type Client Name @ Select Account Type v Type Service Code

. Not needed to view current Auth O Include Future Authorizations O Include Ended Authorizations O Include Discharged Clients Authorizations

O Include Rejected Autharizations ®

3. Click Search %

Pro Tip:

Searching without filters will pull ALL
Authorizations in DCI

oL =0
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Download Report Results

. Authorization Reports - Authorization Run Rate Report
Once Results are Listed

PATRICK - 171 Select Account Type Type Service Code

1. Select Download button

O Include Future Authorizations O Include Ended Authorizations O Include Discharged Clients Authorizations

O include Rejected Authorizations

2. Complete Download Wizard
+  Select Columns & Format

3. See Next Slide for details @ oo

Showing 2 out of 2 records

Authorization ID Cl

Service Code Co: Region Name Start Date
1989 Pi PYRL2 OR... 04/01/2020
857 P/ PYRL OR... 04/01/2020

Download Report Wizard @

oL =0
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Download Report Wizard

Once Report Wizard is open

Download Report Wizard

1. Se].ect a].]. deSired CO].umnS Columns Options
2. Click single arrow to add o
@ Available Columns Selected Columns
Undo
3. Rearrange columns as needed  «ciwicne (=]
»
Client Name End Date
4. Select Next for more @
Service Code nitial Balance
Recommended Columns 1
Cost Center %en‘alm"ug Balance
+ Client Name + Remaining Balance - «
«  Service Code +  Holds e o
. Start 8_ End Date ° PI‘Ojected/Current Rate Projected # of Weeks Until Zero ) Projected Weekly Run Rate @ @ )

« Initial Balance +  Weekly & Monthly
T =
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Download Run Rate Report

Download Report Wizard

Once Columns are Selected

Columns Options
1. Select File Format @ .
. PDF/Landscape is Recommended Orientation:* | Landscape v

Save as Report Download Preference
2. Save Report Preferences @ '
Back Cancel Download

3. Click Blue Download button

4 . VieW, S ave S— Print Report Authorization Run Rate Report as of: 05/07/2021

Client Name Service Code Start Date End Date Initial Balance Remaining Holds Projected Weekly (Current Weekly  |Projected Current Monthly
P T-i . Balance 4 Run Rate Run Rate Monthly Run  [Run Rate
ro Tip: o
. . PATRICK PYRL2 04012020 05/31/2022 12000.00 12000.00 0.00 106.10 0.00 455.06 0.00
Keep Cu] ] ent Rates Sllghtly below Pro]eCted PATRICK PYRL 04/01/2020 05/31/2021 I0000.00 10000.00 6407 .87 184.31 0.00 70423 0.00

Rates to ensure proper budget usage
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Management Report Basics

Hover over Management Reports

1. Lists Employees with OT
2. Shows Weekly hours worked
3. Shows Daily hours worked

4. View Employee Pay Rates

Pro Tips:
Yc Report #2 is Most Valuable Management Report.
Management Reports are updated in Real-Time.

oL =0

T =i HOME EMPLOYER REPORTS

Acamen Powered by DCI

DASHBOARD Reports / Dashboard

COA REPORTS PUNCH ENTRY OVERTIME @

REPORT

AUTHORIZATION REPORTS
Y PAY WEEK HOURS REPORT @

MANAGEMENT REPORTS

TOTAL DAILY HOURS @
PROFILE REPORTS REPORT
EMPLOYEE PAY RATES
REPORT @

NOTES REPORT
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Pay Week Hours Report

Best Management Report

¥ Pay Week Hours Report

1' Type C]'lent Name Type Client Name @ Type Employee Name Type Service Code
«  Type3letters > Select Name
Select Status hd 09/27/2020 to 10/03/2020
o 02/14/2021 to 02/20/2021 =~
2. Select Pay Week to view Qa0 amme .
)21 to ( /2021

«  Payweeks are Sun - Sat

121 to
121 to o
)21 to 0
)21 to 2021

3. Click Search ;
04/11/2021 to 04/17/2021

Pro Tip: ®,

Searching without other filters will pull
ALL weekly hours in DCI
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N
View Report Results

Once Results are Listed

« No Download needed to

. Pay Week Hours Report
view Report Results

1. TOta]. # Of Approved Select Status v 04/18/2021 to 04/24/2021 v

« Total Hours worked
2. Total # of Remaining @ @
* BaSEd on 40 hrS s:g:yse;oa;:POUARE, ogg;;:e o 2; jzﬁn Ppmver oﬂa — 1:; T Ooa‘ : .
Pro Tip:

Some states allow for over 40 hours.
Contact agent for more details.
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Profile Reports
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Profile Report Basics

POoL=E How
Acamen Powere

d by BCI

Hover over Profile Reports

DASHBOARD

1. Employee Details

COA REPORTS

2. Client Details

AUTHORIZATION REPORTS
3. Vendor Details

MANAGEMENT REPORTS
Pro Tips:
_ _ . PROFILE REPORTS
Profile reports provide details that are available on

the user’s profile. Use this to view all profile details. NOTES REPORT
SUMMARY REPORT
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EMPLOYER | REPORTS

Reports / Dashboard

Dashboard

EMPLOYEES REPORT
CLIENTS REPORT

VENDORS REPORT
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Profile Reports

First Select Profile Employees Report

@

1. Filters will narrow results SelectEmployee Type ”

Select State v Select Status v

To (MM/DD

2. Click Search B[ oo

3. View profile details

Download
] Showing 2 out of 2 records @
Pro Tip:
Profile 1D Profile reference First Name Last Name Employee Num... Email
. . . 173 nick.pennington SPONGEBOB SPQUAREPANTS OR2323 NICKP+23@ACUMEN2
SearChlng WlthOUt Other ﬁlters Wlll pull 172 SQUIDWARD TENTACLES OR9876 nickp+21@acumen2 net

ALL profiles in DCI
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Notes Report
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Notes Report Basics

Hover over Notes Report

1. View Service Notes on Punches

2. Service Account Notes
«  Typically no results

3. View all Profile Notes

4. Canned Statements
Pro Tips:

Y Report #1 is Most Valuable Notes Report

oL =0

]

T L= HOME
Acumen Power

&d by DC)

DASHBOARD

COA REPORTS
AUTHORIZATION REPORTS
MANAGEMENT REPORTS
PROFILE REFORTS

NOTES REPORT

SUMMARY REPORT
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EMPLOYER REPORTS

Reports / Dashboard

PUNCH ENTRY NOTES
AND CANNED
STATEMENTS REPORT

EMPLCYEE SERVICE
ACCOUNT PUNCH NOTES @
REPORT

EMPLOYEE PROFILE
NOTES REPORT

CLIENT PROFILE NOTES
REPORT

CANMNED STATEMENTS @
REPORT
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Punch Entry Notes Report

Most Common Notes Report

1.

2.

& Punch Entry Notes and Canned Statement Report

Filter by Date Range @
I 1
Fi].ter bY Employee From (MM/DD/YYYY) = To (MM E@ YY) = Select Account Type v
Type Client Mame Type Em yee e Type ELLue
Fllter by PunCh Status Select status @ w Select Entry Type v
C]_ick SeaI'Ch for report U Include Canceled and Rejected Punches 9
Pro Tlp Reset Search

Searching without filters will pull ALL

]

punches in DCI
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Download Report Results

Punch Entry Notes and Canned Statement Report

Once Results are Listed R . et ccount Tyoe .

1. Select Download button

O Include Canceled and Rejected Punches
2. Complete Download Wizard (=]
Reset Search

. Select Columns & Format

3. See Next Slide for details @ o

Showing 157 out of 157 records

Punch ID Date of Serv... Account Type | Client/ Resident... Cost Center Service !
1983 05/04/2021 Hourly PATRICK OR-270 MR. K.. PYRL

VAT ‘a=18 fal atat "_."'._"I__-' P
Download Report Wizard @

1981 PYRL

1978 04/26/2021 Hourly PATRICK OR-270 MR. K_. PYRL
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Download Report Wizard

Once Report Wizard is open

Download Report Wizard

1. Select all desired columns Columns | Options
2. Click single arrow to add @ —
Available Columns , Selected Columns
3. Rearrange columns as needed g : - ‘
Client/ Residential/ Day Program Name
4. Select Next for more Feerence Funcn 0 @
Recommended Columns SRS < Start Date
. PunCh ID . Service Code Employee/Vendor Name & il e
. Date Of Service . Start Date Client/ Residential/ Day Program Name Statements @ @

+ Employee Name « End Date
* Client Name +  Statements —
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Download Notes Report

Columns Options

Once Columns are Selected

Format: * PDF

1. Select File Format Orientation: * Select Orientation
«  PDFis Recommended for Notes Reports @ e

Download

P
r\

)

2

®
I @ | |

2. Save Report Preferences

Punch Entry Notes and Canned Statement Report as of: 05/10/2021

3. Click Blue Download button P - @

Date of Senice 05/04/2021
EmployeeVendor Name SPONGEBOB
4. View, Save & Print Report Clo kbt oy rgambane_| PATRCK
Senice Code PYRL
Start Date: 05/04/2021 08:40:00 AM
End Date 05/04/2021 08:44:00 AM
Statements 1:-32083b68-0cBd-4e82-a8b4-822069044edb. jpeq was uploaded Z--aef2T57c-bbc T-445(8266-57afef8d9%c

df.jpeg was uploaded 3:-notes
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Summary Report
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Summary Report Basics

Only One Summary Report

1. Select Summary Report

"E%i HOME EMPLOYER REPORTS ik
2 Type Client Name DASHBOARD Reports / Summary Report
COA REPORTS Reports - Summary Report

«  Type3letters > Select Name

AUTHORIZATION REPORTS

3. CliCk SearCh MANAGEMENT REPORTS

1M/DD = Type Client Name @
PROFILE REPORTS

PTO TipS: NOTES REPORT O Ended Authorizations
SUMMARY REPORT @ —

Search without filters to view all active
Authorizations in DCIL
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View Report Results

Download To PDF %

Spending Summary as of: 05/10/2021

Once Results are Listed

Client Name: PATRICK

Participant Number ~ Case Manager
TX5678 CASEY CASE

Client/Program info

(877) 594-0966 :

. Budget Period Program ID

Budget Balances ($$9) A ) R —

Dollars (Dollar Based Programs)

] Budget Time Remaining (%) Authorization Name Initial Balance Used YTD @ :zeh;ﬁsuthnrizations Remaining Balance % Remaining Balance

=

A W ON

PYRL $10000.00 50.00 $6407.87 $10000.00 100 %
o
Pro Tlp: - % Ren P snenanes
Start End % Time Elapsed _ @
. Auth 04/01/2020 05/31/2022 51
Scroll down for a list of punches. : «
Dollars (Dollar Based Programs)
* Download to Save for your records' Authorization Name Initial Balance Used YTD Pre Authorizations Remaining Balance % Remaining Balance
Holds
PYRLZ $12000.00 $0.00 $0.00 $12000.00 100 %
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Reports Recap
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Reporting Recap

Reports are available to Employers in DCI on a Computer/Laptop

e« Click “Go to Full Site” on mobile device

Most Reports are updated in Real-Time
« Budget reports are updated each payroll cycle

Download and Save reports for future reference

« Use Excel or PDF to view downloaded reports

Save download preferences for easy access later on
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Thank you!

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