
September 

SDAB Training

Account Statements 

and Paystubs

September 3, 2025

Helping create a positive, long-lasting 

impact on people’s lives.

Welcome to Acumen!
Thank you for joining the Acumen Family!
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Where to find Acct Statements (Portal, 
Mobile Web, Mobile App)

What Statements Look Like

How to Read a Statement

Employee Paystubs

Resources and Q/A
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Agenda



Where to Find Account Statements
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Where to Find Account Statements

Proprietary: For Acumen Use Only

Account Statements (as well as Employee paystubs) can be found inside the 

DCI Messaging Module.  

There are three different places to find the messaging module!

DCI Web Portal:  Accessible on desktop/laptop computers 

Mobile Web:  Mobile friendly; accessible on mobile devices; limited 

functionality; using web browser on the phone.

Mobile App:  Mobile DCI EVV app on a mobile device or tablet



DCI Web Portal:
Messaging Module
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View Account Statements in DCI Web Portal
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1. Navigate to the DCI Web Portal or use the link 

in previous step

•  https://acumen.dcisoftware.com/

2, Enter Username and Password

• Credentials provided by Acumen

3. Utilize Forgot Password link if necessary

• Contact your Acumen Agent with any login 

issues

4. Click Sign In

2
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http://acumen.dcisoftware.com/


View Messages in DCI Web Portal
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5. In the upper right-hand corner, click on the 

envelope icon.

6. Select See All Messages 

7.  Click on the message to review

5
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Account Statement
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10. Click the Attachments tab

11. Option 1: In the Download column, click 

the view icon (eye) to view the 

attachment.

• The attachment will open in a new 

tab in the web browser

12. Option 2: In the Download column, click 

the download icon to download the 

attached statement.

• The attachment will be downloaded 

to the computer (typically saved in a 

dedicated “Downloads” folder on 

the computer)

View Messages in DCI Web Portal



DCI Mobile Web:
Messaging Module
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View Messages in Mobile Web

1. Log in to the DCI Web Portal from an internet 

browser on a mobile device. Enter your 

username and password OR PIN.

2. Tap Sign In

3. Tap the Menu in the top-right corner of the 

screen

4. Please note: The Mail icon (envelope) in the 

upper-left corner of the Dashboard takes users 

directly to the Inbox

5. Tap the Message drop-down to expand the 

submenu

6. Tap Inbox from the submenu to view messages
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7. Tap the arrow (>) to view a message

8. Tap the Notes button to view the associated notes/or to add notes to the message

9. Tap on the Attachments tab to load the attachment 

10. After selecting Attachments, tap the download icon to download the attachment.

View Messages in DCI Mobile Web



DCI Mobile App:
Messaging Module
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Log into the DCI Mobile EVV App

1. Enter employee credentials

✓ Acumen provides a username and password on the 

Good to Go/Welcome letter

2. Optionally, select the Remember me button to remember 

the username. 

*Please note: Do not use on a shared device

3. Tap the blue Login button to access the mobile app

✓ 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 

Acumen Agent with any login issues
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View Messages in DCI Mobile App
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4. Tap the Menu icon in the upper-left corner 

(three horizontal lines)

5. Select Message

6.  *Please note: The Mail icon (envelope) in 

the upper-right corner of the Dashboard 

takes users directly to the Inbox

7. The submenu for the messaging module 

contains the following tabs:

• New Message – Tap to compose

• Inbox – Where messages are stored

• Sent – Access sent messages

• Archive – Access archived messages

• Trash – Deleted messages. Please note: 

This folder empties automatically.
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8. Tap Inbox from the messaging module submenu

9. Tap on a message to view

10. Tap the Notes button to view the associated notes/or to add notes to the 

message

11. Tap the Attachments button

• Option A: Tap the view icon (eye) to view the attachment

• Option B: Tap the download icon (cloud) to download the attached 

statement

View Messages in DCI Mobile App



Account Statements
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Account Statements

2
1

1. Employer Demographic Information
2. Date of the Statement, Acumen 

Participant ID Number and Program 
Name

3. Employer Burden Rates 
(Taxes/Workers Comp).  The cost to 
pay Employees.

4. Account Information
• Initial Balance: Original amount 
• Utilization:  What has already 

been used
• Remaining Balance: What is 

available (including what is in 
pending entries)

• Pending Entries: In the workflow 
to be approved and paid

• Available: What is available 
currently (minus what is in 
pending entries)
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Account Statements

5. Employee Name, Status 
and Acumen Employee ID #
6. Code and Rate 
Information

• Each Employee will be 
listed as well as the 
type of service they 
are approved to 
provide

• Start date to provide 
that service

• Payrate for the 
Employee to provide 
that specific service

5
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Account Statements
7. Details for each payroll check 
information

• Remittance#: Acumen 
Remittance Number

• Date of Check
• Payee: Employee who is 

receiving paycheck
• Total Net: Check amount after 

burden is removed
• Gross: Hours times the payrate
• Medicare, FICA, SUTA, FUTA 

and Worker Comp = Employer 
Burden

• Check Net: Same as Total Net
• Billing: Employer cost to pay 

that Employee to pay for that 
pay period, this is what is 
deducted from the authorization

7
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Account Statements

8. Details of all entries/punches on the paycheck for each Employee, including 
the service code, date of service, start and end time of the shift, payment 
type, hourly wage, hours worked per shift.  Above you can see the details to 
Employee Tara Wilson!
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Account Statements
9. The last section on the Account Statement will be your summary for each 
Employee, including total hours worked and payment received!
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Paystubs
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Paystubs (Employee & Vendor)
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• Employees (including compensated caregivers) who use direct deposit/Money Market 

pay card for their paychecks will only retrieve electronic paystubs in their secure 

message center on DCI messaging

• Vendors will only receive mailed paystubs to the business address on file

• DCI messaging is secure

• If you currently receive paper paychecks, you will continue to receive paystubs 

attached to your paychecks in the mail.

• Wells Fargo: You are now able to retrieve paystubs from the DCI Messaging Portal, no 

need to use a separate Wells Fargo site.



Paystubs (Employee)
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Paystub Call Outs:
1. Portal Reference 

Number is the Acumen 
Employee Number

2. Different Rates = 
Different Service 
Codes
• Overtime will be 

listed as time and a 
half the regular 
hourly rate

3. If Employee has 
garnishments, it will be 
listed under 
deductions

2
1



Paystubs (Vendor)
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Paystub Call Outs:
1. Payment Type is listed 

as Vendor Payment
2. Invoice Number 

includes
• Participant name
• Service date(s)
• Service description 

(if provided)

2
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Resources
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Helpful Resources
Utilize our Websites 

• Massachusetts- Training Materials for more help

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

• Massachusetts State Page 

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

• Messaging Module/Account Statement Article

• This will give you specific details with about using the messaging module

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

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

• Email us at: customerservice@acumen2.net

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


QUESTIONS?

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