DCI Messaging — Account Statements

In an effort to provide enhanced privacy and security, Acumen Inc. has activated a new feature
in DCI for employers.

DCI Messaging for Account Statements notifies users when the account statement has been
generated and is available for review. Additionally, the messaging feature will allow users the
ability to maintain, delete or archive their messages. Archiving messages provides the ability to
save previous messages and attachments for record keeping.

Instructions on how to access statements has been provided below:

Viewing Message and Statement:

A notification will be sent to the user’'s email alerting of a new message in the DCI Portal.
Users can click on the link in the message to access the login page for DCI.

DCI - Message Notifications

support@dcisoftware.com

fome -

Direct Care

INNOVATIONS

You have a new message in the DCI system

https://dcisoftware. page.link/x9JHHJV2HnRoLYDe9

Support
Direct Care Innovations

Need help?
Email: support@dcisoftware com
Direct Care Innovations

User will need to provide their User ID and password at the login page.
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DCI Messaging — Account Statements

On the upper right corner of the page, click on the envelope icon and select “See All Messages”

link in the drop down.

T L= HOME = EMPLOYER

Acumen Powered by DC

DASHBOARD Home > Dashbeard
ENTRIES Type Employee Name
ACCOUNTS

Ohio Employer

Overtime Gauge

mm 05/31/2020 - 06/06/2020 wip

05/31/2020 to 06/06/2020

o .elpa ohio.employer | &

Latest Messages Compose I

@

Total Hours

05/31/2020 to 06/06/2020

I ©-30 30-40 R 40+ Approved Hours: 0.00
Pending Hours: 0.00
Mo entry in current week
Unverified Hou 0.00
Total Hours: 0.00
L A J=L HOME EMPLOYER 54 ) Employer| &
Acumen Powered by DCI
NBOX Messages » Inbox
SENT
Inbox £ Actions
ARCHIVE
DRAFT From Subject From (MM/DD/YYYY) ﬁ
TRASH To (MM/DD/YYYY) =
:
[ Export
Showing 5 out of 5 records
O = Attachments From Subject Date/Time
| a % DCI Support Account Statement 04/29/2020 04:30 PM
a % DCl Support Account Statement
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DCI Messaging — Account Statements

Upon opening the message, Click on the Attachments tab to load the attachment.

NOTE: The attachment name contains the pay period dates for which the statement contains.

@O ome eveLover mg Telr® SHERvEY 2
INBOX

Messages » Inbox » Message Details - 243402

SENT . -
Message Details - 243402
ARCHIVE
& A
%
DRAFT
Account Statement b
TRASH
From DCl Support Date/Time:04/29/2020 0430 P
mploye
From D = To{ D, = e Name Select Type v
Type Active hd
Attachrﬂ ents Showing 1 out of 1 record
(O Date File Name File Type File Size Added by e Download Status
Apr 28, 2020 AccountStatement for_GA1234_04-01-2020 (] 417,43 KB DCl Support = .*g Active
to 04-29-2020.pdf

User can select to view or download the statement by clicking on corresponding icon.

Preview: Download:
o | ol
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DCI Messaging — Account Statements

Archive or Delete message:

To help manage the messaging Inbox, users have the ability to Archive or Delete the current or
previous messages. If the message is archived, the user will be able to view the message(s)
again. However, if the message is Deleted it will be moved to the Trash section and will only be
available for a limited amount of time.

User will check the message(s) to be archived or deleted. Click the Archive or Delete button as
shown below:

= Help employer

Tl HOME = EMPLOYER v p@ ployer| &
Acumen Fowered by DCI
NBOX Messages > Inbox
SENT

Inbox

£+ Actions

ARCHIVE
DRAFT From Subject From (MM/DD/YYYY) B
TRASH To (MM/DD/YYYY) =

Showing 5 out of 5 records

O * Attachments From Subject Date/Time

o | % DCI Support Account Statement 04/29/2020 04:30 PM
() ¥ DCl Support Account Statement 04/29/2020 04:30 PM
] % DCl Support Account Statement 04/29/2020 11:3% AM
O ¥ DCI Support Account Statement 04/29/2020 11:39 AM

The system will alert the user to confirm the choice selected (Example: Archive).

Are you sure you want to Archive 1 Message(s)?
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Confirmation that the message has been Archived or Deleted will appear in green on the Inbox

page.

INBOX

SENT

ARCHIVE

DRAFT

TRASH

T D=l

Acumen Powered by

HOME EMPLOYER

Wessages > Inbox

Inbox

From

To (MM/DD/YYYY)

1 message has been moved to archive

o | o

O * Attachments From

L) DCl Suppart
] ¥ DCl Support
O 2 DCI Support
] L DCl Support

Subject

Account Statement

Account Statement

Account Statement

Account Statement

5 Help @ employer | &
& Actio
m ( DD Y =l

Showing 5 out of 5 records

Date/Time
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Accessing Archived Message:

Select ARCHIVE on the left side of the DCI Messaging Center.

All Archived messages will appear on the screen, to select the message needed, simply click on
the message.

L 4 J=L HOME ~EMPLOVER ) MEPQ EmETEEE

Acumen Powered by DCI

INBOX Messages » Archive

s Archive

ARCHIVE

DRAFT Correspondents Subject From (MM/DDAYYY =
TRASH To (MM/DD/YYYY) =

Showing 1 out of 1 record

o o* Attachments Correspondnts Subject Date/Time
¥ DCI Support Account Statement 04/29/2020 04:30
PM

To view statement, click on the Attachments tab. Select the preview or download icon in the
attachments section of the message.

L o Jd=i] HOME EMPLOYER _, Help@ employer | &
Acumen Powered by D}
INBOX Messages > Archive > Message Details - 243402
SENT .
Message Details - 243402
A
%
Account Statement
TRASH
From Dl Support Priority:Low  Date/Time:04/29/2020 04:30 P
T =mp
Client Account StatementHello, Please see your attached Account Statement
Notes
om T DD, ¥ = File Name Select Type ~
Type Added By Active v
Atta(hfﬂef ts Showing 1 out of 1 recerd
0 Date File Name File Type File Size Added by Download Status
Apr 29, 2020 Account: nt for_GA1234_04-01-2020 B 41743KB  DClSupport ® & Active
t004-2 df
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Accessing Deleted Message:

NOTE: Deleted messages are accessible for a limited amount of time and cannot be restored.

Select TRASH on the left side of the DCI Messaging Center.

All Deleted messages will appear on the screen, to select the message needed, simply click on
the message.

L 4 Je o] HOME EMPLOYER = '@ -employer| &
Acumen Pomeres by or
INBOX Messages > Trash
SENT a
Trash
ARCHIVE
DRAFT Correspondents ubj m (MM/DD/YY B
|| TRASH To (MM/DD/YYYY) =
e
B Ex
Showing 1 out of 1 record
* Attachments Correspondents Subject Date/Time
? DCl Support @ Account Statement 04/29/2020

11:39 AM

To view statement, click on the Attachments tab. Select the preview or download icon in the
attachments section of the message.

T HOME ~EMPLOYER 2 A smelovey &
Acumen Powered by ocl
INBOX Messages > Archive > Message Details - 243402
SENT .
Message Details - 243402
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DRAFT
Account Statement
TRASH
From DCI Support ot on DaterTime D4/29/2020 0430 P
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Type Active v
Export
Attachments Shoutng 1 out o 1 record
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