Massachusetts
Time Entry
Training for
Employers &
Employees

(Workers)

Welcome to Acumen!

Thank you for joining the Acumen Family!

ol d LT

Acumen Flscal Agent DIRECT CARE INNOVATIONS

Acumen powered by DCI

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




Overview + Mobile App Download & Login

Employee - Mobile App Entry & EVV/Client
Attestation

Employee - Web Portal Historical Entry &
Edit Entries

ANANANANEN

Employer - Web Portal - Manage Entries

/ Troubleshooting
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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 and
approval process.

- Employee Specific Resources:
v Employee Web Portal Entries
- Employer Specific Resources:
v Employer Manage Entries
v Employer Manage Budgets (Service Plan in Units)

- Shared Resources:

v Download the DCI Mobile EVV App & Log In

v Logging into the Web Portal or the Mobile App —
v' Phone EVV IVR Real Time & Historical Entries 0 I ! : %I
¥ A

Business Rule Alerts — Quick Reference Acumen Flscal Agent DIRECT CARE INNCOVATIONS

Inn ticn - Opportunit

Acumen powered by DCI



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

Critical Dates & Deadlines o>

Acumen Fiscal Agent
Innovation - Opportunity - Freedom

- December 22" - January 4t": Employers and workers begin submitting time. Program workers and support brokers submit
payment submission on behalf of the participant.

« December 30t: Deadline for program workers and support brokers to submit payment submission on behalf of the
participant

 January 3'9: First payday with Acumen for payment submissions (reimbursements & vendor payments)

January 6™: Deadline to submit time to Acumen

January 10t First payday with Acumen for hourly employees

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

% Time entries approved after the due date will be processed on the following pay period’s pay date

« Provider payment requests must be received by the Submissions Due date

% Requests submitted 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 |M Po RTANT

% All vendor & reimbursement payment entries must be submitted within 30 days of the date of service

Proprietary: For Acumen and Customer Use Only



What is EVV? “

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

- The 21st Century Cures Act, signed into law December 13,
2016, by President Obama, requires state agencies to use a
system of electronic visit verification (EVV) for all Medicaid
personal care services (PCS) and home health care services
(HHCS) that require an in-home visit by a provider.

- EVV uses electronic devices to verify a provider’s visit
- The following data is collected for each visit:
The date of the service

The location of the service delivery

The time the service begins and ends

v
v
v
v' The individual receiving the service
v' The individual providing the service
v

The type of service performed

Proprietary: For Acumen and Customer Use Only




Why DCI & EVV ‘ .
(Electronic Visit Verification)?

Innovation - Opportunity - Freedom

« DClincreases compliance with the 21stCentury Cures Act by
capturing real-time punch entries at Clock In/Out at the

Start/End of the shift

- Greater accuracy in service tracking, reporting, and billing
for in-home care workers.

DIRECT CARE INNOVATIONS
www.dcisoftware.com

« Reduction of manual work needed with paper processes
« Faster corrections of pay issues ensuring timely payment

21st Century

Proprietary: For Acumen and Customer Use Only




Ways to Enter Time LA

Acumen Fiscal Agent

Only use one per shift (each clock in/out)

Mobile App Phone EVV Web Portal

. *Preferred Method . Landline . Only used for service interruptions

«  Real Time Entry - EVW compliant +  Real Time Entry - EVV compliant *  Time Management

. Quick & Easy . Historical Entry - Non-EVV . Hlstor!cal Entry & Corrections - Non-EVV
compliant

. Mobile App Guide compliant :

HeAPR-SUI P . Manual Time Approval
. Option when access to a mobile : .
. Profile Settings

device or computer is limited . *Includes Mobile Web Portal - Mobile-

friendly web portal version accessed via
Proprietary: For Acumen and Customer Use Only smartphone or tablet



https://acumenfiscalagent.zendesk.com/hc/en-us/articles/360034344252-Mobile-App-Guide
https://acumenfiscalagent.zendesk.com/hc/en-us/articles/360055103072-Historical-Entries-w-Reason-Codes
https://acumenfiscalagent.zendesk.com/hc/en-us/articles/4416111797005-Change-Profile-Settings-Username-Password-

DCI Requirements A

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Devices & Operating Systems (OS)

Apple
. OS: iOS version 15.0 or later
» Devices:
v" iPhone 6s or 6s Plus or later device
v" iPhone SE
v iPod touch (7th generation)
Android
. OS: Android version 8.0 or later
» Devices:

v' 4.6" screen or larger
v Due to the wide range of Android devices, we are unable to provide a device list,

Web Browsers
v' Google Chrome (DCI Preferred)
v Firefox
v Edge
v Safari

Proprietary: For Acumen and Customer Use Only




DCI Mobile App

*Preferred Time Entry Method

Acumen Fiscal Agent
Opportunity « Freedom



Mobile App Basics

The DCI Mobile App is used for real-time entries

Preferred, EVV-compliant method

Can be downloaded on a mobile device or tablet

Use for clocking in & out

Quick & easy

View all entries including status & details

ol

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

{0 Clock In

Total Hours Gauge

0773072017 to OROW2 T
a—
4 \ -0
|
K J W 30-40
" M // 40+
N—— -

Total Hours

077372017 to CROVINT
Apgreved Hours
Bending Hasrs
Unvenhied Houre
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Download DCI Mobile EVV /

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

1. Download the DCI Mobile EVV App < search
DCI Mobile EVV
# Available on the GETITON D.‘gl me Tracking
| ¢ App Store ® Google Play @0 th
What's New Version History
2.  Select Acknowledge on the Alert Version 4.6 1mo ago
. Bug fixes and new features " "
« The alert states the app collects and stores location data ’ ol DCIEVVERE
. . . use your location?
at clock in and clock out, if you transport a client as part Preview Your clock infout location
of services and/or need to track reimbursable mileage = = Sl
requirements, and it will
. . . also pe used to (_jisplay your
3.  Select Allow While Using App only when accessing the Sl il
i e | performing drive/transports

app for the first time or after a new download to give the
y

AnmrAHOERD,

app access to the device’s location

EARAP,(

. . . Al
« Location is only captured at clock in & out e
This app collects and stores
location data at the moment of
clock infout to enable visit

*Please note!

verification per your

. There is more than one DCI app available. Please be sure employer's requirements.
. If you transport a client as part
tO SeleCt the one |abe|ed DCI M0b|le EW. of services or need to track
reimbursable mileage, your
. . . . laratinn will ha ~antorad ta
. Users may need to set app permissions. Media access is NotNow  Acknowledge

not necessary.
y Proprietary: For Acumen and Customer Use Only



https://acumenfiscalagent.zendesk.com/hc/en-us/articles/4416619785357-How-to-Install-the-DCI-Mobile-App

Initial Agency Selection

ol

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

After downloading the app, the Select Agency screen appears with a Search Agency field.

Type at least three consecutive characters of the agency name OR the system identifier in the Search Agency field

% The Acumen system identifier for All Other States & Programs (including Kansas Helpers) is 228636

% The consecutive characters can be located anywhere in the agency name or system identifier

Select the agency

from the list

Click the blue
Next button

The agency is now
selected and
appears on the

login screen

Select Agency EN
=
Search Agency o

Select Agency EN
=i
Au=l

-

Acumen - All Other States & Program
(including Kansas Helpers) - 228636

QO
Acumen - North Carolina (NC CAP only) &
Wisconsin (formerly Qutreach) - 2015

Proprietary: For Acumen and Customer Use Only

Login EN
Acumen - All Other States - 228... ~ °
Username*
Password or PIN* S

Remember me

Forgot Password?




Add More Agencies oS

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

1. To add more agencies, click the drop-down on the agency field.

2. Ifthe desired agency is not listed, click Add New on the Agency results list.

Login EN

Acumen - All Other States - 228... ~

Username*
Password or PIN* TN g
Remember me Agency
Login Acumen - All
@® Other States - ()

Forgot Password? Add New Cancel Ok

Proprietary: For Acumen and Customer Use Only



Add More Agencies o>

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

3. Onthe Add Agency window, type at
least three consecutive characters of
the agency name OR the system
identifier in the Search Agency field.

Add Agency

Add Agency

“» The consecutive characters can be | e ° <

Acumen - All Other States - 228636
Cancel

located anywhere in the agency

name or system identifier

Cancel

4. Select the agency from the list

5. Click Add

Add Agency

The agency is now added and displays on the agency drop-down menul.
At each log in, select the appropriate agency.

Acumen - All Other States - 228636

Cancel Add

Proprietary: For Acumen and Customer Use Only



Log into the DCI Mobile EVV App

1.

b

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Enter employee credentials

v" Acumen provides a username and password on
the Good to Go/Welcome letter

Optionally, select the Remember me button to

remember the Username.

“Please note: Do not use on a shared device
Click the blue Login button to access the mobile app

v The Forgot Password link is available if necessary but

requires a valid email address to be on file

"Please note: Contact Acumen customer service or your

support coordinator with any login issues

Login

Acumen - All Other States - 228... ~

Username* °
Password or PIN* 0

Remember me °

Login

3

S

Forgot Password?

EN

Proprietary: For Acumen and Customer Use Only




Mobile App
Video

Download the
DCI Mobile
EVV App

Top Apps Right Now

' TikTok
Max: Stream HBO, TV,
max & Movies
e [N
Y Disney+

Snapchat

ChatGPT

Today's Biggest Events

Proprietary: For Acumen and Customer Use Only
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Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Employee Mobile App

Employee Clock In/Out Process

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

Employee Open DCI Mobile Log in with

Arrives to EVV App -
Begin Shift on Smartphone or

Tablet

& Password or PIN

Select Client Name Tap the blue
Tap the blue “Clock & el G ey
In” button (top of pd Service Code then button (time begins

the screen) select the blue for the shift)

“Continue” button

Proprietary: For Acumen and Customer Use Only



ol

Overview Mobile App Clock Out “menmene

Open DCI Mobile EVV Log in with

App Username

on Smartphone or & Password or PIN
Tablet

" : Select one EVV Option: S
Tap the blue “Continue - Client PIN or Password Ensure Verification

to Clock Out” button R + E-Signature Confirmation

(top of screen) & then « Picture * Alert will appear on

> Velige screen
» Portal Signoff

“Confirm”

Tap the blue
“Confirm Clock

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

Optionally Add Notes

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-090 B... ~

Continue 5

Proprietary: For Acumen and Customer Use Only




Clock In on Mobile App (cont.) o>

6.

/.

Select Confirm Clock In

* This will start the time for the shift

Clock In Details Summary

e Clock inis 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. Atthe 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 A
(Client/Employer Attestation) o

¢ Back Clock Out Verification

« EVV (client attestation) options are visible if required

Clock Out Verification Required

by the program. They allow the client to verify that

they received service. -

Client PIN or

v Choose only one option per shift (each clock out) & = .
aSSWor

- Client attestation is an extra layer of protection BEISIOnature Choose one

against potential fraud because the client/employer is _ atclock out

@ Picture

“signing off” on the punch in real time

“Please note: The employer must still review and may

& Voice

2 Portal Signoff

n rov nch entries in their Pending Entri

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

Proprietary: For Acumen and Customer Use Only



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

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

Add Notes ° 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)
Wh en rea dy verified by Client PIN or Password°

v' This will stop the time for the shift

# Home
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
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EVV or Client Attestation Options



Clock Out - EVV Option #1

Client PIN or Password

1. Select the clock out verification type:
v" 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

/

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

{ Back Clock Out Verification

Clock Out Verification Required

ClientPINor

Ll

Password (1)
& E-Signature

@ Picture

& Voice

2 Portal Signoff

{ Back Clock Out Verification

Enter Client PIN or Password °

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

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

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

Signature

Clock Out Verification Required

Client PIN or
Password

& E-Signature |

@ Picture

& Voice

2 Portal Signoff

L y

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

Alert

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



Clock Out - EVV Option #3

Picture

1. Select the clock out verification type:
v Picture

2. A pop-up stating “DCI EVV” Would Like
to Access the Camera appears. Select
Allow.

3. Click the cameraicon 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

¢ Back Clock Out Verification

Clock Out Verification Required

Client PIN or
Password

®

G E-Signature

@ Picture

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

;T

ORI Acumen Fiscal Agent
to Access the Camera Innovation « Opportunity - Freedom

This app provides the ability
to use the camera to
perform Electronic Visit
Verification per your
employers policies




Clock Out - EVV Option #3 TS

Acumen Fiscal Agent

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

confirm the punch

. Alert .
l EVV Confirmed

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

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

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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"DCI EVV" Would Like
to Access the
Microphone

This app requires
microphone access to

function properly.



Clock Out - EVV Option #4

Voice

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
verifying this visit.” When finished, they
press the red stop button to stop the

voice verification.

ol

Acumen Fiscal Agent

Innova tion » Opportunity - Freedom

{ Back Voice Verification

00:00:00

Click on "Button" to start

Proprietary: For Acumen and Customer Use Only

{ Back Voice Verification

00:00:02

00

Click on "Button" to stop

Voice-Verifieation

Voice-Verifieation




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. | °°"“"“°

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 ° °
device back to the employee Click on "Button" to start|]  |Click on "Button" to start
Voice-Vetifieation VoicsYcrifieati

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 T

Acumen Fiscal Agent
Portal Signoﬁ { Back Clock Out Verification

Innovation - Opportunity - Freedom
Clock Out Verification Required

{ Back Clock Out Verification

o & Client PIN or
1. Select the clock out verification type: Do ool

v Portal Signoff

Clock Out Verification Required

8 Client PIN or
Password

I Alert I

& E-Signature

2. An alert will appear stating that EVV is

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

EVV Confirmed. Manual

: . - & Voice
be required prior to approval. Click = eieaten b

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




Mobile App Offline Mode TS

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

« Offline mode allows the employee to use the mobile app on a registered device when the device is

not connected to the internet or loses connection while the app is in use

v A device is registered automatically the first time the user logs into the mobile app

while connected to a cellular network or internet

v A user can only have one registered device
« Useful when there is limited or no cellular or Wi-Fi connection at the service location
« Limits users to only clock in and clock out
« Offline mode status is indicated by a red “Offline” bar at the top of the dashboard

» Punches made in offline mode are saved in the mobile app as offline punches, will automatically

upload when the user connects to a cellular or wireless network, and will be listed under Entries.

Proprietary: For Acumen and Customer Use Only
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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



Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Employer Mobile App

Proprietary: For Acumen and Customer Use Only



Dashboard “

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

After logging in, the Dashboard or home page, displays.

1. Click the Menu in the top left corner of the screen to _ o ° éb
= Home
access all available submenu items
s h Client *Please note:
2. Click the envelope icon to access the messaging earchLlient  search Client
and Search
module Employee will

Client Name : not be utilized

v" View and send secure messages within DCI
3. Scroll down to view News Posts

v' Important information from the program

v" News Posts may also display as splash screens News Posts °
which show immediately after log-in. Read and Subject: News Post
click OK to acknowledge. Formatting

Proprietary: For Acumen and Customer Use Only
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Review & Approve Entries

Innovation - Opportunity - Freedom

1. Click the Menu in the

top left corner of the = 6 Home g . StephEmployer1 | B8
steph.employer1 o
screen Search Employee A Home -
Message ‘
. . Employee Name : ’ 000 ] ]
2. Select Pending Entries B e °00 = Pending Entries (24)
Search | Pending En ries° .
on the submenu _ . —1 P°
28  Vendors 0 Mile
2,P h .
: Steph Employer1 32 Employees atiol;nc ° Approve  Reject
28 Clients
to select either the blue € 12/10/2023 To 12/16/2023 => Q  search
Overtime Gauge
Approve button or the & Logout
No entry in current week DCI App V 4.6.0 tr)sg

red Reject button

Proprietary: For Acumen and Customer Use Only




Review & Approve Entries (cont.) W’

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Alternatively, click the blue = PendingEntries ()
entry ID hyperlink to open B 1,2028 6301 s {Back  EntryDetails  action | | <gack  EntryDetails  acion
1 Steph Employee1,Punch v : ‘
th?‘ entry details and take s Punch 92926250 Punch 92926250
action oo PMEE
Pending Employee Name: Steph Employee1 Employee Name: Steph Employee1
. . . Clock In: 04:56PM Clock In: 04:56PM
Click ACTION in the top right Clock Out: 04:57PM Clock Out: 04:57PM
corner { Back  EntryDetails  ACTION :;(urs: 0:00:01 ::iu[s: ?g%g‘
\ 2 jount: 0.
. Punch 92926250 stat ~perove Status: Pending
Select Reject, Approve, or | ovnnens Ace Alort
Empl Name: Steph Employee Cli AD Clie
Add AttaCh ment. CT;z:rrieozl?;;thep e Se,:\ Q0D:01 roule) ot Stgph ‘s‘;: The entry id 92926250 for
' Employee1 for Steph Client1
| ok o w7 5575 e, 20257 - PR
On the pop-up alert window, | .o — g oy you e g approved.
view the punch details and it 9 Wiy 84 Confirm
Click Confirm to initiate the Ghlent blome: Stepit Chent] Reference Entries

Service Code: Steph Hourly Cancel Confirm

Service Date: Dec 11, 2023

) . Approve
confirmation process.

Statement Notes N
On the pop_up a|ert WindOW 1343 : Administered medicine Add Attachment
C|iCk Conﬁr‘m again to Reference Entries - Attachments Attachments
complete the confirmation _— Cancel

process.

Attachments

*Please note:
If the action taken was to approve the entry, the status changes to Approved and the entry will be processed for payment.

*Entries must be approved within 30 days of the date of service.
*After 30 days the approval will be prohibited as it will violate the timely filing business rule

Proprietary: For Acumen and Customer Use Only




Mobile App
Video

Employer

Reviews &
Approves
Entries

LLogin| EN

Acumen - All Other States & Programs (inclu... ¥
Username*
Password or PIN* D

Remember me

Forgot Password?

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Proprietary: For Acumen and Customer Use Only



DCI Web Portal

/

Acumen Fiscal Agent

Innovation « Opportunity » Freedom



ol

Acumen Fiscal Agent
Innovation - Opportun ity - Freedom

Navigation

Full Site - Most compatible when

accessed via desktop or laptop



Web Portal Basics

« The employer reviews and manages time
« Employees correct punches and/or enter historical time

« Users may update profile settings

Proprietary: For Acumen and Customer Use Only
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Acumen Fiscal Agent

Innovation - Opportunity - Freedom

T

DIRECT CARE INNOVATIONS
www.dcisoftware.com



Accessing the DCI Web Portal TS

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

1. Open an internet browser on a computer or

mobile device (Google Chrome is preferred) and o
navigate to the DCI Web Portal | acu men.dcisoftware.com }
2. Use the language drop-down in the top right
corner to select the preferred language English
Sign In
e
« The page will now display in the new language -
: . Username
each time you log in o FRL
Password Pyccrknig
« This feature is only available for employees O e e orgot your paseword: Soomaali
° Espafiol
3. Enter usemname and password q e
« 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/

Proﬁ I e settin g S *Please note! Profile settings are “

only available on the full site Acumen Fiscal Agent

Innovation - Opportunity - Freedom

0

1. Click the username in the top right corner of the main menu

2. Click Settings T =l HOME s Help@ stephemsior.. g
i & steph.employee
3. Select a submenu tab to update: DASHBOARD Home / Dashboard & Settings °
. (a4
* Change Password - Used for login HHE closet
* Change PIN - A number that can be used instead of a l o
password when logging into the mobile app. Required for
| CHANGED PASSWORD Home / Change Password

employees if using Phone EVV.

CHANGE PIN
. . Change Password
* Change Security Question
CHANGE SECURITY
. . . . QUESTION Current Password: ¥
* Change Email - A valid and correct email address is
CHANGE EMAIL New Password: *

required for password recovery
VERIFY MOBILE

. ) .
Ver|fy Mobile Confirm Password: *
CHANGE USERNAME

* Change Username - Used for login

Proprietary: For Acumen and Customer Use Only



Add / Change PIN

The PIN can only be added or

changed in the web portal

1.

2.

5.

6.

Log in to the DCl web portal

Click the username in the top right corner of
the main menu

ol

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Remember me

Click Settings from the drop-down menu
Select Change PIN or Add New PIN

v" Add New PIN after a reset

v' Change PIN anytime

Help @ avalanche &

& avalanche

&% Settings °

@Logout

L= Lowe
Acumen Po

wered by DCI

CHANGE PASSWORD

CHANGE PIN

CHANGE SECURITY

Enter password

Click the blue Verify button

Password: * Please enter passwo

QUESTION

Proprietary: For Acumen and Customer Use Only




Add / Change PIN (cont.) oS

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

7. Complete the New Pin field and retype the pin in the Confirm Pin field
8. Click the blue Change Pin button
9. SelectYes to confirm the pin change

10. A green bar stating “Pin Changed Successfully!” appears

Mew Pin: = Please enter New Pin

Confirm Bin: * Please Confirm Pin ° °
Calﬁl:e'

Alert

“Please Note! The PIN can | —
Fin Changed Successfulky! o

Only be added Or Changed in Are you sure you want to add new pin? °
the web portal

Yes

Proprietary: For Acumen and Customer Use Only



Web Portal Messaging Module oS

Acumen Fiscal Agent

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.

Ranrm el by £

Tl )
___,__,_D:%I HOME G Help@ SiteMap stephemploy.. & |[English  ~|

DASHEOARD Home f 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

0To 30 30 To 40 40+
| | o40 [l Approved: 0,00

Pending Hours: 0.00

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

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

i records

Action

Proprietary: For Acumen and Customer Use Only




View Paystubs/Statements via Messaging Module “

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Locate the Paystub/Statement message in the inbox and click anywhere on the line to view it
Click the Attachments tab

Click the eye icon in the download column to view the paystub/statement or the download icon to
download it

* Attachments From Subject Date/Time Action

/ DCE Support o 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 a 2554.02 KB Kristen Ziegler

Proprietary: For Acumen and Customer Use Only
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Acumen Fiscal Agent
Innovation - Opportunity - Freedom

Employee Web Portal

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.



ol

. L]
Acumen Fiscal Agent
| Innovation « Opportunity - Freedom

The Dashboard is the landing page

“D%i HOME 5 Help @ steph.employ... §
A 12

aaaaaaaaaaa by DCI

1. Select the Entries tab to view a
complete list of submitted time smmeso

DASHBOARD Home / Dashboard

e ntri es ACCOUNTS
Sueph Emplayec. <fmm 07/18/2021 To 07/24/2021 wp
PROFILE CERTIFICATION °
2 Ove rtl m e G a uge & Tota I H O u rS Overtime Gauge 07/18/2021 To 07/24/2021 Total Hours 07/18/2021 To 07/24/2021
for the current calendar week i B
Steph Cost Center test pproved: ’
Pending Hours: 12.00
Unverified Hours: 0.00
Total Hours: 12.00

Proprietary: For Acumen and Customer Use Only




Add New Entry “

Innovation - Opportunity - Freedom

Sign In

Username

Password o

(J Remember me Forgot your password?

2. Click the blue Add Entry

button 54 Help@ spongebob &

Step
° Add Entry

uge 11/01/2020 to 11/07/2020 Total Hours 11/01/2020 to 11/07/2020

“Please note! Web Portal (historical) o 0 M sy
entries are only used for a missed oo
punch or punch correction due to p———— ase

service interruption. The goal should roca ours
always be to enter punches in real
time (Mobile App) to maintain EVV expring erticatons

compliance.

1. Login to the DCI Web Portal

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/

ol

Ad d N Acumen Fiscal Agent
ew n w co n . Innovation - Opportunity - Freedom

Add New Entry

3. Type a minimum of three characters to
generate results and select the Client's
Nname from the I|St Employee Name: | Steph Employee2

Entry Type: * Punch

4. Select the Service Code from the drop-down Account Type:* | Hourly

5. Select the Service Date Client: | _Steph Client2 - 10 °
Service Code: * PCS
6. Enter the Check In (start) and Check Out °
(end) t|meS Service Date: * | 12/12/2023 °
7. Select Portal Signoff as the EVV Method oC“E‘“”’* oA © Efﬁfio S

EVW Method: * Portal Signoff °

Proprietary: For Acumen and Customer Use Only




Add New Entry (cont.)

8.

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

o U

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



Only entries in a Pending status 0
can be edited by the employee. Contact Acumen

@
. of A Fi 1 A
Ed It Entl‘y for assistance if in any other status. oo Goponuty Fon

TV = HOME

__Tgr' n Acumen Powered by DEI
DASHEOQARD
. Username
1. Login to the DCI Web Portal 1
Password EMTRIES °
2. Clle Entries on the (] Remember me Forgot your password?
Sign In
PROFILE CERTIFICATION

3. Click anywhere on the line of

the punch entry to be edited

4. Click the Actions button in
the top right corner

£ Actions

5. Select Edit Entry from the New Note
drop-down menu

Mew Attachment

Edit EI'ItI"_;-’°

Reject

Proprietary: For Acumen and Customer Use Only
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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 "
drop-down list e o

8. Add Reason Code Note

Diagnostic Code Dol rc

9. Click Save Add Reason Codes; * * Forgotto Clock InfOut °
) . Motes Forgot ta clock in ° g .
10. Click Yes to confirm the changes

Amachment: | Choose Fie

The edited entry moves into a °
. I
Rejected status, and a new (corrected) oy secss s srenprs s | e (D
e ntry i n Pe n d i n g Statu S iS C reated . 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
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Acumen Fiscal Agent
Innovation - Opportunity - Freedom

Employee Mobile Web Portal

Accessed via smartphone or tablet

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



Add New Entry - Mobile Web “

Innovation - Opportunity - Freedom

EN

[]

Log in to the DCI Web Portal on a mobile device

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

O =i screen

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




ol

Acumen Fiscal Agent
Innovation - Opportunity - Freedom

Employer Web Portal

Full Site - Most compatible when
accessed via computer or laptop

Employer mobile web portal actions are similar to the web portal
but are compatible with a mobile device and do not require horizontal scrolling.



Home Tab Details

1. Select Home on the main menu

2. Enter an employee name and click the blue Search
button to view the information below by week. Use the

black arrows to toggle between weeks:
v Overtime Gauge
v Total Hours breakdown

3.  Client Total Hours Per Week Widget

v Enter the client name and click the blue Search
button to view the total hours worked for the client by

week
4.  Authorizations (Budget) Widget

v Enter the client name and click the blue Search
button to view details of all active authorizations

(budgets) detailed on next slide

5.  Profile Settings

/

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

The Dashboard is the landing page

Help © stephemploy.| &

HOME

EMPLOYER

”DZ%i

Acumen Powered by DCI

DASHBOARD

ENTRIES ” Add Entry
ACCOUNTS
S1eph Employe gmm 07/18/2021 To 07/24/2021 wlp
SCHEDULES
AVAILABILITY Overtime Gauge 07/18/2021 To 07/24/2021 Total Hours 07/18/2021 To 07/24/2021
I 07030 i 30To40 [ 40+
Approved: 0.00

Steph Cost Center test

Pending Hours: 12.00
Unverified Hours: 0.00
Total Hours: 12.00

Client Total Hours Per Week

Authorizations

Proprietary: For Acumen and Customer Use Only



Authorizations (Service Plan) Widget @'W®

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

The authorizations (service plan) widget allows the user to search by client (required) or optionally use the date filter to view
approved authorizations (service plan) in the past, present, or future.

As employees clock in/out, their time (units) will be deducted from the authorization and placed into a pre-authorization hold.

Units in a pre-authorization hold remain in that status until billing and payroll have been processed. After payroll and billing

completion, the units that were previously in a pre-authorization hold status will be deducted from the remaining balance and an
updated remaining balance will be displayed.

Authorizations
e centz e X || Pontermnae = = e « Authorizations display as units. click to display as time.
Authorization for Client: KZ Client2 @
Service Code Start Date End Date Initial Balance Remaining Balance Pre Authorization Holds Current Available Balance Monthly Max Weekly Max Daily Max
DCSED 01/01/2024 01/01/2025 10000.00 Units 9528.00 Units £2.00 Units 9860.00 Units 233.00 Units 208.00 Units 30.00 Units
Authorizations
KZ Clientz - T45158 x 06/18/2024 = Reset Display as Units] « Authorizations dISpIay as time. CIICk tO dlSplay as unltS.
Authorization for Client: KZ Client2 @ | ° °
Service Code Start Date End Date Initial Balance Remaining Balance Pre Authorization Holds Current Available Balance Monthly Max Weekly Max Daily Max
PCSED 01/01/2024 01/01/2025 2500 Hours, 0 2482 Hours, 0 Minutes 17 Hours, 0 Minutes 2465 Hours, 0 Minutes 208 Hours, 15 52 Hours, 0 Minutes 7 Hours, 30 Minutes
Minutes Minutes
1. Initial Balance - Total amount of authorization
2. Remaining Balance - Amount remaining after pre-authorization holds have been processed for billing and payment
3. Pre-Authorization Holds - Amount deducted from the authorization that has not yet been processed for billing and payment
4.,

Current Available Balance - The total of the remaining balance minus any pre-authorization holds

Proprietary: For Acumen and Customer Use Only



Navigate to Pending Entries /

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

L —

. . “E%i HOME EMPLOYER  REPORTS
1. C||Ck Employer on the main menu Acumen Powered by DCI

CLIENTS Employer / Pending En

2. Select Pending Entries on the submenu
EMPLOYEES Pendlﬂg Er‘]t

VEMDORS

From (MM/DDAY
“ PEMDIMG EMTRIES (1) ° " 1

v" The number of pending entries displays in
parenthesis on the submenu

All entries requiring review/action appear in the table

Approve Punch ID Service Date ¥ Start Time End Time Cost Center Client/ Program Name  Employee/ Program Mame Service Amount EWV Meeds
Code/Type Review
5 68312 Dec 19, 2023 01:06 PM 010 PM JVE Cost Center - WK CostCenter EVVRequired 0004 NG ®
A n 58310 Dec 19, 2023 12:47 PM 12:51 PM VK Cost Center - WK CostCenter EVviRequired Q00004 YES @
ﬂ 68306 Dec 19, 2023 11:57 AM 12:46 PM Kenneth Cost Center - KEM Haurly 0049 YES (!}
" n 58304 Dec 19, 2023 01:18 PM 01:18 PM Default Cost Center - 00-000 DPI Hourly 00000 YES

Proprietary: For Acumen and Customer Use Only




Facial Recognition Setup

1.

Take a picture of the client (participant). Photos must comply with the
requirements below:

. Participant is the only individual in the photo
. Participant is facing the camera directly with a full face in view

. Participant is not wearing sunglasses, hat, or any other accessory
that alters the Participant’'s appearance.

. Photos are taken with a solid color background
. Photo size is 2MB or less
JPG format

Email the picture to Acumen Customer Service at
customerservice@acumen?2.net

«  Type “Photo - Facial Recognition Setup” in the email subject line

. Enter the client's name, state, and program (Kansas) in the body of
the email

*  Acumen will send notification when setup is complete

v" Your employee will now be able to use Picture as an EVV option
at clock out when using the mobile app

Proprietary: For Acumen and Customer Use Only
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Acumen Fiscal Agent

Innovation - Opportunity - Freedom

How does facial recognition work?
Facial recognition is the process of
identifying or verifying a person'’s identity by
comparing their face to a collection of
pictures of them. It “learns” over time and
becomes more accurate with each
submission. Acumen will collect, but not
share photos. Photos are stored in a secure
business cloud and are only used by our
facial recognition technology to verify that
the client was present for the employee’s
visit.


mailto:customerservice@acumen2.net

" A _
verlfy PICtu re Acumen Fiscal Agent

Innovation - Opportunity - Freedom

If an entry has a red eye icon in the Needs Review column, hover over it to see why it needs review.
If it states, “Picture Unverified”, click anywhere on the entry row to open the punch details page.

Select the Verifications tab

Click the double arrows in the Compare column to compare the client’s profile picture with the EVV
picture taken by the employee during the shift

4, Click the Ato approve the picture or the red R to reject it. The punch may now be approved or

rejected.
Approve Punch ID ¥ Service Date Start Time End Time Cost Center Client/ Program Name  Employee/ Program Name  Service Amount EVV Needs
Code/Type Review
n ﬂ 68341 Dec 21, 2023 09:28 AM 09:32 AM Steph Cost Center test - Steph Cost Steph Client1 Steph Employeet RESPITE 0:00:04 - Picture Unverified @
Center test (Hourly)
Ref Entries Motes Attachments Events Verifications Map Business Rules Auto Approval Custom Fields History

From (MM/DD/YYYY) ‘ (MM/DDAYYYY) = Verification Type v Select Status v

Reset Search

Export
EW \/eriﬁcat\'OﬂS Showing 1 out of 1 record
Approve 4 Date Verification Type Status Attachments Compare Approved By Approved Date
A ﬂ . Dec 21, 2023 09:31:456 Picture Unverified 6bdde351-0119-483c-b3b2-231d99223e09d.jpeg =
AM

Proprietary: For Acumen and Customer Use Only



Employer Web Portal Video

Verify Picture

L 4 JIm
Acumen Powered by DCI
Sign In
Username
Password
O Remember me Forgot your password?

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Proprietary: For Acumen and Customer Use Only



Manage Pending Entries

ol

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

1. Click Employer on the main menu
2. Select Pending Entries on the submenu

v' The number of pending entries displays in
parenthesis on the submenu

3. Any punch that requires approval is listed here
v' Review each entry
» Click on the entry to view all details “

T C =i
Acumen Fowered by DCI
CLIENTS

EMPLOYEES

VEMDORS

PENDING ENTRIES 11'3'° From (MM/DD/YYY

HOME | EMPLOYER | REPORTS

Employer / Pending En

Pending Ent

v Approve or reject
» Click the A on the entry line to approve

<+ Entries must be approved within 30 days of
the date of service

< After days the approval will be prohibited as
it will violate the timely filing business rule

» Click the red R on the entry line to reject

“ If an entry is rejected, ask the employee to re-
enter the time correctly in the DCl web
portal.

Proprietary: For Acumen and Customer Use Only

Approve

i ﬂ

—_ qi!

Id v Service Date Start
Time

May 08, 2019 05:00
AM

Click Here to Approve Punch

1448 Feb 08,2019 08:35
AM

Click Here to Reject Punch

End
Time

11:00
AM

04:45
PM




Employer Web Portal Video

Manage Entries

L 4 Jwe{
Acumen Powere oci
-
Sign In
Username
Password
O Remember me Forgot your password?

Proprietary: For Acumen and Customer Use Only

Acumen Fiscal Agent

Innovation - Opportunity - Freedom
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Acumen Fiscal Agent

Using the Employees Page

1. Click Employer on the main menu @O ome EVPLOYER REPORTS

CLIENTS Employer > Employees

2. Select the Employees tab from the submenu | °
EMPLOYEES «Empbyees

VENDORS

3. Click anywhere on the selected employee’s line

PENDING ENTRIES [rype Em

Name 4 Employee # Phone # Email Time Zone Type Status
721 (222)222-2222 stephanies+320@dcisoftware.com MT (UTC-07) Hourly Non Exempt Active

Steph Employeet °

Proprietary: For Acumen and Customer Use Only




Using the Employees Page (cont.)

View the employee
details page

Unlock Employee
Profile if needed

Scroll down to the
Entries tab

b

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Home / Employees / Steph Employee1

Employee Details - Steph Employee?

Basic Demographics

Address:

GNIS

Phone:

Email:

Username:

Time Zone:

Type:

SSN:

Allow SSN Retrieval:
Mobile Device Id:
Status:

Entries Accounts

Proprietary: For Acumen and Customer Use Only

100 Happy Jack Lane
Aurora, CO 80016-0000

08-005-204737
(222) 222-2222

stephanies+68@dcisoftware.com

steph.employee

MT (UTC-07)

Hourly Non Exempt

###-##-#4#4## Show

No @
DA3FFCB8A-13A6-4088-ACDC-2FB7DFF59F8E

Active

Certifications

EVV Locations

Other Details

Average Caregiver
Rating:

Domestic Worker:

Domestic Worker 7 Day
Exemption:

Domestic Worker
Preferred Day of Rest:

Employee Number:
Weekly Hours Available:
Holiday Schedule:

Cost Center:

Custom Reports List
Employment Status:
Authentication Status:
Photo Set:

Signature Set:

Email confirm:

Notes Attachments

& Actions

Noﬂ
Noﬂ

Sundayo

216
40.00
Default Holiday Schedule - 1

Steph Cost Center
None

Active

Locked Unlock
No

No

Yes

Events Custom Fields History




Using the Employees Page (cont.) T

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

7. View the punch entries for the employee

8. Ensure all time for the pay period is entered and approved before the submission due date

Entries Accounts Certifications EVV Locations Notes Caregiver Ratings Attachments Custom Fields History
From (MM/DDMAYYY) = To (MM/DDMYYYY) = Type Punch Id Type Client Mame
Type Service Code Select Account Type v Select Status v

[# Export

EﬂtriES 7 Showing 13 out of 13 records

Id Service Date Start Time End Time Account Type Ref. Cost Center Client/ Program Name Service Code Amount Status A

1897873 Jul12, 2023 Client Transportation 1897872 Steph Cost Center - 75 Steph Client1 Client Transportation 0.00 Approved

1894616 Jun 07, 2023 05:00 AM 08:00 AM Hourly Steph Cost Center - 75 Steph Client1 Hourly Respite 0:03:00 Approved

1894612 Jun 04, 2023 04:00 PM 0Z:00 PM Hourly Steph Cost Center - 75 Steph Client1 Hourly Respite 0:01:00 Approved

1894611 Jun 03, 2023 04:00 FM 06:00 PM Hourly Steph Cost Center - 75 Steph Client1 Hourly Respite 0:02:00 Approved

1897872 Jul12, 2023 06:22 AM 06:25 AM Hourly Steph Cost Center - 75 Steph Client1 Hourly Respite 0:00:03 Pending

1894620 Jun 23, 2023 07:18 AM 07:19 AM Hourly Steph Cost Center - 75 Steph Client1 Hourly Respite 0:00:01 Pending
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Entry Status TS

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 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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Using Reports ”

Innovation - Opportunity - Freedom

1. Select Reports on the main menu

2. Select a report category from the submenu

v COA Reports o—

. . - L A Jelo ME  EMPLOVE c
> Punch Entries Report - Use the filters to locate specific e || FIIME | SEMEROYER 4 REFORTS

entries

DASHBOARD Reports / Dashboard

v Authorization (Service Plan) Reports

> Authorization Run Rate Report - View the service plan il ° Dashboard
usage breakdown by client, account type, or service AUTHORIZATION REPORTS
code.

MANAGEMENT REPORTS

v Notes Reports

> Punch Entry Notes Report - Pull service notes entered FROPLEREEORTS

on punches NOTES REPORT

v Summary Report - Breakdown of punches and
percentages of service plan units remaining

SUMMARY REPORT
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Alerts ”

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Business rules are a tool used by your organization to validate, by service code, specific requirements
mandated by that service. When a punch violates a business rule, the employee will receive an alert
explaining the violation and what action needs to be taken.

One of the most common business rules is the Authorization Remaining Balance rule. This rule checks
to see that there are enough funds in the authorization/service plan to cover the punch.

Alert

Your punch has one or more violations and cannot be saved. Pleaze

| = e ! « The employee will receive this
review the violations below and click Return to make edits or cancel
the entry. alert and cannot save the punch

Business Rule Name « They must edit the punch or
cancel the entry

Authorization Remaining Balance

« The employer should review
their unit utilization

Return
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Alerts ”

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

Many other business rules pertain to the authorization/service plan such as the Authorization Expiration Date rule.

CheckIn: | 10:00 AM (@) Check Out: 12:30 PM ®
EVV Method: Portal Signoff v
Check Qut Date: | 04/17/2024

Add Reason Codes: * || % | Forgot mobile device "

« The employee will receive this alert when

Add Reason Code Note: | No phone

. attempting to punch for a date after the
gt Coer [ B authorization/service plan has expired
Notes: | Add Notes for Punch « They cannot save the punch
Attachment: % Add Attachment b The employee ShOUId Contact the
employer

« The employer should verify their
authorization data in DCI

There is no active Authorization for this account. Please contact your supervisor.

Cancel Save
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Alerts

ol

Acumen Fiscal Agent
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Punches must be entered AND approved within 30 days of the date of service. After 30 days the Timely
Filing Employees Punch Entry or the Timely Filing Employee Punch Approval rules will prohibit the

punch from being saved.

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

Business Rule Name

Timely Filing Employees Punch Entry

Return

The employee will receive this alert when
attempting to punch for a date that is more than
30 days after the date of service

» The Timely Filing Employee Punch Approval
alert would show if the punch was created
within the timeframe, but the employer was
attempting to APPROVE the punch more
than 30 days after the date of service.

The employee cannot save the punch

» Or, in the case of the Timely Filing Employee
Punch Approval alert, the employer would be
unable to approve the punch.

No action can be taken
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Alerts ”

Acumen Fiscal Agent
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Punches may only be entered for an active service account. If the employee attempts to enter a punch
before the start date or after the end date of the service account, they cannot save the punch. This
triggers either the Employee Service Account Start Date Punch Entry rule or the Employee Service

Account End Date Punch Entry rule.

Alert

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

the entry. « The employee cannot save the

punch

Business Rule Name « Ensure the correct dates have

been entered for the punch
Employee service account start date punch entry
« The employee should contact

the employer

Return
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Alerts ”
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If enrollment is on hold, or the client cannot receive service, the client profile will be suspended.
Punch entries cannot be added after the suspension date.

Remaining Balance: 31.14
CheckIn: | 5:30 AM ® Check Out: 10:00 PM ®
EVV Method: Portal Signoff v
Check Qut Date: | D4/18/2024

it s con | Frgan e g x - The employee cannot save the punch

Add Reason Code Note: | No phone
*

» While the system allows the employee to

log in on the mobile app, they cannot clock
out, so the punch is not saved.
peschment. S e Ascomers - Ensure the correct dates have been entered for
the punch

« The employee should contact the employer
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Alerts ”

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

If enrollment was on hold, or the client couldn’t receive service for a period of time, the employee
would have no valid pay rate for that date range. The date of service the employee is attempting to
enter a punch entry for has no valid pay rate.

Alert

Your punch has one or more violations and cannot be saved. Please . The employee cannot save the pu nCh
review the violations below and click Return to make edits or cancel

the entry. » While the system allows the employee to
Business Rule Name clock in on the mobile app, they cannot

clock out, so the punch is not saved.

Mo valid pay rate punch entry

 Ensure the correct dates have been entered for
the punch

« The employee should contact the employer

Return

Proprietary: For Acumen and Customer Use Only



Alerts “
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If the punch causes the authorization remaining balance to drop below 75% of the initial balance, an
alert displays at the time of approval. It does not stop the punch from being approved.

Alert

Are you sure you want to approve the punch for 0:23:00 hour(s) for
Steph Employee3 for Steph Client3-7726 for Aug 25, 20247 By
clicking Yes, you are confirming you have reviewed this punch and all
required elements.

Business Rule Name Message

Authorization Warning: Authorization remaining
Remaining Balance balance has dropped below 75% of the
Threshold Alert initial balance
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Phone IVR
(Interactive Voice Response)

*Option when access to a mobile device
or computer is limited
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Phone EVV Basics ol
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« Employer - Confirm the landline phone number on file with Acumen is for the client
v' Employees must call from a recognized number only
If calling from a number not associated with the client, the
employee will receive an error message.
- Employee - Will be asked to validate the following information:
v' Last four digits of their social security number
v PIN (add in the web portal under user settings)
v" MMDD of their birthday
v Client Name & Service Code for the shift
« Client or Employer - Need client PIN for historical (hon-EVV-compliant) phone
entries

v Client PIN is on the Employer Good To Go letter
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Clock In: Real Time Entry

Innovation - Opportunity - Freedom

1. Signin:
v' Call (855) 807-9595 from the client’s landline to start the shift
v' Enter the last four digits of the social security number
v' Enter PIN
v Enter month/day of birth (MMDD)

2. Press 1 for hourly
3. Confirm the client's name with the prompt given

4, Press 1 for real time entry

5. Select the service code with the prompts given
6. Depending on program settings, the available balance may be announced. Press 1 to continue.
7. Select“none” for the clock in EVV location

8. Press 1 to confirm and save the punch

9. The recording will read back the punch details and then disconnect
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Clock Out: Real Time Entry ol
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1. Signin:

v’ Call (855) 807-9595 from the client's landline to end the shift
v Enter the last four digits of the social security number

v Enter PIN

v' Enter month/day of birth (MMDD)

2. The system announces that there is an open punch. When prompted,

press 1 to confirm closing the punch.

4. Select "none” for the clock out EVV location

5. The punchis now closed, and the employee is clocked out. Press 2 to
disconnect or 1 to open a new punch.
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Historical Entry o>
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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 to maintain EVV

compliance.

The client or employer must be present at the end of this process.

1.

o v & W N

Sign in:

v Call (855) 807-9595 from the client’s landline to enter the shift
v' Enter the last four digits of the social security number

v Enter PIN

v' Enter month/day of birth (MMDD)

Press 1 for hourly

Confirm the client's name with the prompt given

Press 2 for historical entry

Select the service code with the prompts given

Depending on program settings, the available balance may be announced. Press 1 to continue.
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Historical Entry (cont.)

Innovation - Opportunity - Freedom

7. Enter the date of service in MMDDYYYY format (i.e.,
September 18, 2024 = 09182024)

8. Enter the clock-in time in HH:MM (i.e., 0830)
9. Select 1 for AM or 2 for PM

10. Enter the clock-out time in HH:MM (i.e., 0530)
11. Select 1 for AM or 2 for PM

12. Select “none” for the clock in EVV location

13. Select "none” for the clock out EVV location

14. The system will read back the punch details. Press
1 to confirm or 2 to edit.
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Historical Entry (cont.)

*Please Note! The client or employer must be present for the
following final steps:

15.

16.

17.
18.
19.

Hand the phone to the client/employer who presses 1 when
ready

The client/employer reviews the punch details and presses 1 to
accept or 2 to reject the entry

The client/employer will validate the call using the client PIN
The punch is created

The phone disconnects and the shift is recorded

Proprietary: For Acumen and Customer Use Only
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Troubleshooting L A
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Is the employee having trouble signing in?
v PIN not working? Update under profile settings
v' Employee can call Acumen to confirm their date of birth & last four digits of their social security number on their profile
Is the employee having trouble clocking in?
v Only call from the client’s landline
» Call Acumen to confirm the client’'s number
Is the employee having trouble adding historical entries?
v' Enter the date & time in the correct format (MM/DD/YYYY & HH:MM)
v Do not overlap with other employee’s shifts
Is the client having trouble validating the entry?

v' Employer calls Acumen to reset their client PIN

Does the employee need to edit or reject an entry?

v" Entries cannot be edited or rejected using Phone EVV. The employee must use the web portal instead.
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Payroll Schedule & Deadlines




Important Reminders! T

Acumen Fiscal Agent

Innovation - Opportunity - Freedom

«  December 22" - January 4t"; Employers and workers begin submitting time. Program workers and support brokers submit
payment submission on behalf of the participant.

«  December 30t": Deadline for program workers and support brokers to submit payment submission on behalf of the
participant

« January 39 First payday with Acumen for payment submissions (reimbursements & vendor payments)

 January 6'"; Deadline to submit time to Acumen

 January 10 First payday with Acumen for hourly employees

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

% Time entries approved after the due date will be processed on the following pay period’s pay date

« Provider payment requests must be received by the Submissions Due date

% Requests submitted 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

< All vendor & reimbursement payment entries must be submitted within 30 days of the date of service
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Provider 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

First paycheck from Acumen will be
January 10th, 2025.

Pay day is every other Friday

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

Questions? Contact Acumen
customer service at (866) 427-1739
or email enrollment@acumen2.net

Proprietary: For Acumen and Customer Use Only
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Please keep a copy in a safe place for easy reference.

“Payment
Period End
Date"” is the last
day of services
in

“Submissions Due Date - NO

Later Than” is the last date that
your clock-in time/time entry can
be submitted and approved, for

the pay period to be paid as

“MONTH" refers
to the month that
services were
provided

scheduled.
+
. Submissions Direct
Payment Period . -
» Due Date Deposit/Check
. End Date NO Later 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 Meon, 01,/20/25 Fri, 01/24/25 payment will be
Feb . issued. For those
ebruary Sat, 02/01/25 Mon, 02/03/25 Fri, 2/07/25 payees that have
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
' is also the date that
Sat, 03/15/25 | Mon, 03/17/25 | Fri, 03/21/25 funds will be
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 Maon, 5/12/25 Fri, 05/16/25
Sat, 05/24/25 Maon, 5/26/25 Fri, 05/30/25
June Sat, 06/07/25 Maon, 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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Purchasing Items, Submitting Vendor 0

Acumen Fiscal Agent

Payments & Reimbursements T

« This process is staying the same! Continue to work with
your support broker to purchase items, and to request
vendor payments and reimbursements.

REQUEST

v' Submit itemized receipt (with payment date and

amount) or an invoice to your support broker

« Support broker submits it to Acumen for payment
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Vendor Payment Schedule
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(vendor payments & reimbursements)

. - | ¥ -
* Ensure p rovi d er p aym entre q uests are ::':h":::d Payment Perlod 5““";::'“"’ DBP;:I’;E‘“M ::.T;:ﬂ::l:
. . MONTH End Date
Date las MO Later Than Date the last date that
received by the Submissions Due Date Decambar | 5ot 12/28/2024 | Mon, 12/30/24 | i 01/03125 | | | vourwentr
services n January Sat, 01/04/25 | Mon, 01/06/25 | Fri, 01/10/25 payment request
. pay period Sat, 01/11/25 | Mon, 01/13/25 | Fri, 01/17/25 can be submitted,
* RequeStS submitted after the due date Sat, 01/18/25 | Mon, 01/20/25 | Fri, 01/24/25 to be paid
. . . Sat, 01/25/25 | Mon, 01/27/25 | Fri, 01/31/25
will b € h an d | € d N th e fO I owl ng p ay Month that Fabruary sat, 02/01/25 | Mon, 02/03/25 | Fri, 2/07/25 Direct Deposit \
p e ri ') d sarvices sat, 02/08/25 | Mon, 02/10/25 | Fri, 02/14/25 Check Date s the
were Sat, 02/15/25 | Mon, 02/17/25 | Fri, 02/21/25 date the peyment
provided in Sat, 02/22/25 | Mon, 02/24/25 | Fri, 02/28/25 :a'::; ':::::m
: . March Sat, 03/01/25 | Mon, 03/03/25 | Fri, 03/07/25 selocted dhrec
* First p ayC h ec K frO m Acumen wi I b e sat, 03/08/25 | Mon, 03/10/25 | Fri, 03/14/25 delp::s jﬂs i:am
rd Sat, 03/15/25 | Mon, 03/17/25 | Fri, 03/21/25 the et tht funds
J danuad ry 3 ’ 2025. Sat, 03/22/25 | Mon, 03/24/25 | Fri, 03/28/25 will be available.
Sat, 03/29/25 | Mon, 03/31/25 | Fri, 04/04/25
. . April Sat, 04/05/25 | Mon, 04/07/25 | Fri, 04/11/25
* Pay d ay IS eve ry Fri d ay Sat, 04/12/25 | Mon, 04/14/25 | Fri, 04/18/25
Sat, 04/19/25 | Mon, 04/21/25 | Fri, 04/25/25
Sat, 04/26/25 | Mon, 04/28/25 | Fri, 05/02/25
« Vendor payments must be entered May Sat, 05/03/25 | Mon, 5/05/25 | Fri, 05/09/25
L Sat, 05/10/25 | Mon, 05/12/25 | Fri, 05/16/25
and a 0] 6) roved within 30 d ayS of the Sat, 05/17/25 | Mon, 05/19/25 | Fri, 05/23/25
: Sat, 05/24/25 | Mon, 05/26/25 | Fri, 05/30/25
date of service B oo/ [wonoe/oaizs | erkceers
Sat, 06/07/25 | Mon, 06/09/25 | Fri, 06/13/25
. Sat, 06/14/25 | Mon, 06/16/25 | Fri, 06/20/25
* Questions? Contact Acumen customer Sat, 06/21/25 | Mon, 06/23/25 |_Fri, 06/27/25
. . July Sat, 06/28/25 | Mon, 06/30/25 | Thu, 07/03/25
service at (866) 427-1739 or email sat, 07/05/25 | Mon, 07/07/25 | Fri, 07/11/25
_ sat, 07/12/25 | Mon, 07/14/25 | Fri, 07/18/25
vendor-ma @acumen 2.net Sat, 07/19/25 | Mon, 07/21/25 | Fri, 07/25/25
August Sat, 07/26/25 | Mon, 07/28/25 | Fri, 08/01/25
Ploaso knnE a coE: in a eafo Elacn for nas: reforonco.
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DIRECT CARE INNOVATIONS

Acumen powered by DCI
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acumenfiscalagent.zendesk.com
https://www.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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