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What is DCI?

DCl is an online platform to help
manage your Employees Time and
your Service Budget.

. Sl
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DCI will also help keep you compliant 21st Century n
with the 215t Century Cures Act Cures Act il

which requires Electronic Visit
Verification (EVV) for Community
Living Services (CLS) and Personal
Support Services (PSS).




The Time Entry Process

* Employees will be entering their time using the DCI Mobile EVV App which
meets federal and state requirements. The Mobile App will be used by
employees only.

* The Employer will be responsible for reviewing time entries in the DCI
Portal (acumen.dcisoftware.com) which is used for administrative
purposes. Veritfied EVV Compliant entries can be auto approved, and
viewed on the portal.

* EVV requires shifts be entered “in real time”. Make sure all shifts are in an
approved status by the 15t and 16t of each month.

e ALL CLS and PSS shifts are required to be entered using the DCI Mobile EVV

>

App * beginning JuIy 1, 2021. (*Landline is allowed by DCH approval only)

Acumen Fiscal Agent


acumen.dcisoftware.com




Download the DCI Mobile EVV App

DCl Ml:lh le E"u"l.."

1. Download the DCI Mobile EVV App aal-— - e

ailable on the

‘ App Sture P Gmgle Play

2. Set App Permissions

§ System Identifier

9 - Location is Required

- Media access is not necessary _?m — ‘ 228 636 \
r) =

3. Enter System Identifier: 228636

4. Select Next to login



Log in to the DCI Mobile EVV App

* Open your app and login using the same username
and password you use on the web portal. Then click
”LOgin”. Login

* |f you forget your password, use the “Forgot
Password” link. Use the same email you have Frstname Lestneme123¢
rovided to Acumen to reset your password. The Acumen Lastname XXX o
ﬁnk will be sent to your email.

[] Remember me

* DO NOT use the “Remember Me” feature if you are
using a shared device. Forgot Password

DO NOT share your login credentials with anyone.



Mobile App Home Page

1. Menu Button
* Use to navigate in Mobile App

2. Clock In Button
* Use to begin Clock In /Out process

3. Overtime Gauge
e Shows OT hours

4. Total Hours Breakdown
* Shows the current calendar week

5. News Posts
* Will show relevant updates

1 = Home
2 & Clock In
3 SPONGEBOB
¢ 05/16/2021 To 05/22/2021 2
Overtime Gauge
NO entry In current woek
‘ SPONGEBOB
Total Hours
05/16/2021 To 0572272021
Approved Hours 612
Pending Houwrs 000
Unwverified Hours 0.00

612

s News Posts



Clock In on the Mobile App

Employee will log in to the Mobile App S
1. Tap Blue Clock In Button
SPONGEBOB

€ 05/16/2021 To 05/22/2021 -

2. Select Client Name

Overtime Gauge

& ClockIn
. No entry in curren
3. Select Service Code |
Client STARFISH . ~ @
4. Cost Center will auto-fill Service Code PR~ @
Cost Center OR-270CR.. ° "«

5. Select Continue “s;



Confirm Clock In

& ClocklIn

1. Select Confirm Clock In
*this will start the shift

Clock In Time:12:24 PM (MT)

1

Confirm ClockIn & [

A

2. Punch Confirmation Clent Name: PATRICK

Service Code: PYRL

The Clock Out page shows

Clock Out

mngmmlﬂ“ﬂn;! Client Name: PATRICK @

Service Code: PYRL
You are now on the clock.

Clock In Time: 12:24 PM (MT)

the clock in time



Clock Out on Mobile App

Clock Out

Employee will log in to the Mobile App

Client Name: PATRICK
Service Code: PYRL

1. Select Continue to Clock Out Ch i T NS

2. Confirm you would like to Clock Out

Alert

Are you sure you want to
clock out current punch?




Client Verification: Choose Your Method

Choose a Verification Method:

Clock In Verification Required

1) Client PIN or password & Client PIN or Password
* Requires set-up. PIN must match for the shift to auto-approve.

& E-Signature

2) E-signature @ Picture

* Does not re_(}uire set-up. Either the Employer or Participant can 2 Portal Signoff
sign. The shitt will auto-approve if there is a signature present.

Client Name: Participant

3) Pictu re Service Code: PSS

* Requires set-up. Facial Recognition technology is used to match
the photo and auto-approve.

4) Portal Signoff

* Does not require set-up. The shift will not auto-approve, even
when EVV compliant. The Employer will be required to review
and approve the shift on the DCI portal.




Client Verification: PIN or Password

Select PIN or
Password from the ST

Clock In Verification «  Clock Out Verification

menu T
| G E-Signature |
Client or Employer '
will enter their PIN
or password then

select Submit

Select Confirm to
validate PIN or
password




Client Verification: Signature

SeleCt Signatu re Clock In Verification &  Signature
Client Or Employer Wi” 8 Client PIN or Password
draw their signature \1 \3(‘1\&

Q Pi cture

c~ Portal Signoff :

on the screen

Select Confirm to

validate signature  se




Client Verification: Facial Recognition

SEIECt PlCtu re Clock In Verification

Clock In Verification Required

Your camera will open
up. Take a picture of
the Client’s face.

Select v to take the
picture, X to cancel —
picture, and v to reset
to take a new picture.

Select Confirm to
validate photo




Client Verification: Portal Signoff

1. Select Portal Signoff

2. Select Confirm to validate
portal signoff

Reminder: The Employer will have
to log in to the DCI Portal to
manually approve the shift.

Clock In Verification Required

& Client PIN or Password

& E-Signature
2 Picture

2 Portal Signoff

Client Name: Participant
Service Code: PSS

Clock In Verification Required
‘ Client PIN or Password

% E-Signature

&) Picture

Alert
EVV Confirmed. Manual verification
will be required prior to approval

Confirm




Clock Out is Complete

. N TOTE BT TE
* The clock out process is T RENT = Home =
complete. el — Gomr

Holes: Enler noles here per your organizations

X Base User
Fequirerments |(optional)
€ 02/09/2020 to 02/15/2020 =

e Select Home to return to the
Home Screen.

* The Home Screen will update to
show the shift information.

DDDDDDDDDDDDD




Process Flow for Time Entry

Employees: Use
your DCI Mobile

Employees: At the end
of your shift use your

Employees:

Work your
EVV App to clock . v DCI Mobile App to clock
. . shift as you ;
in to your shift as out using the
normally S
soon as you . verification method
would with

directed by your
Employer

arrive .
the client

Employers: Decide / Employers: Log in to \
what verification your DCI Administrative
methods you prefer - Portal to manage your
to use. Set up facial budget and approve
entries that may not
have been auto-

j k approved /

recognition and PIN
prior to use

&




How to set up PIN or Facial Recognition

The Employer MUST set up a PIN or Facial Recognition before these are used.

* PIN: Must be set up in the DCI Portal, under the CLIENT profile. (Note this is a
different login than the Employer Administrative login). Contact your Acumen
Agent to learn the Username for the CLIENT profile. Once logged in, go to the
profile icon in the upper right, and choose Settings. Go to “Change PIN” and
follow the steps to Add/Change the PIN.

 Facial Recognition: Set up by emailing Acumen from the Employer email
address we have on file for you. Attach a forward facing photo of the waiver
participant. The photo should just include the face (ie head and shoulders) and
not have anything such as sunglasses or a hat obscuring the photo. We will
enter this into our system and notify you when this is ready to use. Future
photos will be compared against this initial photo.



What happens if | forget ...

 CMS (federal) and DCH (state) require that entries be made using an
approved EVV method. There is a process in place if you forget. If you are
not able to use the Mobile App for shift entry you must enter the time on
the DCI portal (acumen.dcisoftware.com) and let us know WHY the shift
was not EVV compliant.

* The WHY generates a “Reason Code” which describes the reason why the

shift was not EVV compliant. The Reason Code is sent to Tellus when we
bill for the shift.

* Choose from a list of state supplied reasons from the Add Entry screen on
the DCI web portal.


acumen.dcisoftware.com

Entering Historical Shifts
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How an Employee Adds an Historical Shift

Use this method to enter a CLS or PSS shift that was not entered using the DCI
EVV Mobile App (or landline if approved). ONLY use this method as a backup.

You may use this method for services that do not need to be EVV compliant.

To get started: Log in to the
DCI web portal:
acumen.dcisoftware.com

Click the blue Add Entry
button in the upper right of
your dashboard.



acumen.dcisoftware.com

To add an Historical Shift

Complete the information on the form.

In the Reason field: Click the blue © to
open the list of reason codes.

From the dropdown menu, choose the
best reason that describes why the shift
was not EVV compliant.

L)

You must select the © that will appear
after the selected code to add the
reason to the form.

Reason™ &

You will be prompted to confirm you
want to add a reason code. Click YES.

Reason: @

Add Reason Codes: *

Click Save, then Yes to Submit the shift.



Reason Codes

Choose from one of the following reasons to explain why the shift was not
entered using the DCI Mobile EVV App (or landline if DCH approved):

General: Disaster or Emergency

Mobile App: Forgot to Clock-In

Mobile App: Forgot to Clock-Out

Mobile Phone or Tablet Broken/Not Working
Mobile Phone or Tablet Not Available
Mobile Phone or Tablet Not Yet Operational
Mobile Phone or Tablet: App Not Working

Landline EVV Not Working

Landline EVV Not Available

Landline: Employee Forgot to Clock In
Landline: Employee Forgot to Clock Out

Landline: Employee Forgot to Clock In
and Out

e Landline EVV: Called from Wrong Number



Adding an Historical Shift

Employers: Since a verification method is not used, you will need to log in to the
Acumen DCI portal to review and approve the shift. You will see shifts that need your
attention as soon as you log in.

Review the shift information and click A to approve or R to reject.

Approve Service v Start End Pay Armount CostTo Client Employee Service Account Needs
J J
Date Time ime Rate You (Est) Name Name Code Type Review

A Aug 03, 2020 |,._ x“ 15.50  0:11:51 217.34 J JONES JULIO CLE Hourly @

Employees: If it appears that your shift is not saving, go back to the reason code list
and be sure to click the © to add the reason code to the punch entry before saving the

shift.

Reason:

Mobile Device:'Lost or.Stolen ¥ O



Offline Mode

Ccli oW
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What is Offline Mode?

Offline Mode will be available before July 1, 2021 and will happen
automatically when the device is not connected to the internet. This

means that if your employee needs to clock in or out they can still use
the DCI Mobile App!

Clock in or out as you normally would. The next time the employee logs
in to the app and has a Wi-Fi or cellular data connection they will be
prompted to sync any shifts that were entered while in offline mode.



Offline Mode

The Mobile App will check for an internet
connection and automatically switch to
Offline Mode if it can’t connect, or loses
connection.

A banner will display across the top of the
Mobile App screen when in Offline Mode.
You don’t need to do anything to switch to
Offline Mode.




Offline Mode

* Clock in and out as you normally would. Your =

punches will be saved in the Mobile App in
Offline Mode as Offline Punches. Once your
device is back online, you will be asked to sync o 12,202
your offline punches.

 This may take a few minutes. Do not P——
disconnect from the internet or close the app S Alert
during this process. After the offline punches pendng oo syctvonized, | Youroftine dato s v lease
have been synced they will appear in the | synchronize your punches and % a0 moutn e ot Gl
Entries table. Syncing

| 1 |
| T AR aaTaer




Employer Administrative
Portal
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Employer Administrative Portal

The Employer will go to their Administrative Portal to:

* Review and Approve shifts that were not auto-approved when entered
Manage their budget
* View services, payments, and balances

See when Acumen has received and processed your budget (PA) and any
budget (PA) changes

Log in to the portal by the 15t and 16t of each month to make sure all
shifts are approved so your employee is paid timely! We highly
recommend frequent review of your shift entries.



Logging in to the Portal

e Go to acumen.dcisoftware.com

* Enter your Username and Password Sign n

* Use the “Forgot your password?” link
if you don’t know this. Make sure you
use the email address you provided to
Acumen.

* NEVER share your log in credentials S
with anyone.

Acumen Fiscal Agent


acumen.dcisoftware.com

The Employer Dashboard

o Any shifts your "E“_-%l HOME EMPLOYER REPORTS peabeo S ik &
employees have entered CLIENTS mployer > Pending Entries
that were not auto- EMPLOYEES Pemdiqg Entries
approved will appear on VENDORS
your dashboard. DN SN TRES ) From (MM/DDIYYYY T = | 1ypeservice code
¢ EaCh Shift WI” appear aS a Select Account Type h Select EVV w Select Review W
separate entry. Carefully =3
. . Reset Search
review the details of the
shift to ensure accuracy.
. B Showing 2 out of 2 records
e Click on the “A” to | i | i |
. Approve Service v Start End Pay Amount  CostTo @  Client Employee  Service Account  Needs
Approve the entry. Cllck Date Time  Time Rate You (Est) Name Name Code Type Review

Aug03,2020 08:00 07:51 1550 0:11:51 217.24 Client Name Employee Name CLE Hourly @

ﬂ AM PM

on the “R” to Reject the A
entry.

Aug01,2020 09:00 01:00 1550 O:0400  73.36 Client Name Employee Name CLE Hourly ()

AM M




Approving or Rejecting the Shift

* Review all of the shift data before you approve or reject it. Upon
selecting your option, you will get an alert pop up that asks you to
confirm your selection.

* If you see an error in the entry, you can reject the shift and have your
employee submit a Historical Entry as shown earlier.



Viewing all Entries

* Your em,oloyer dashboard will only show shifts that require your review and
approval.

* To view all shifts, go to the EMPLOYER tab at the top of the screen, then CLIENTS on the left
menu. Click on the name of the client. All entries will appear at the bottom of the page.

* You can also run a “Punch Entries Report” from the Report tab.

Pending = entered by your employee and needs your attention
Open = Your employee has clocked in but has not yet clocked out
Approved = you have approved this but it is not yet paid

Unverified = the employer has entered or changed the shift and the employee needs to
verify the accuracy of the entry

Rejected = either you or the employee has rejected the shift

Processed = Acumen has pulled the shift into the system for payment but your employee
has not yet received the payment

Paid = your employee has received payment for this shift



Logging Out

* Always log out of the portal when you are done. To log out, click on
the profile in the upper right hand corner next to your name. Then
click Logout.

Help @ First.last | &

* Go to the settings menu to change & Firstlast
T

& Settings

your password or security questions.



Things to remember:

CLS and PSS shifts are required to be entered in real time. This means you must use the DCI Mobile
EVV App to clock in when you start your shift, and clock out at the end of your shift.

Never share your password information.

If you want to use PIN/Password or Facial Recognition get this set up before you begin using the app.

Employers should continue to review the Employer portal (acumen.dcisoftware.com) to ensure they
are managing their budget and approving any shifts that did not get auto-approved in the
verification process.

CLS and PSS codes require EVV compliance. ALL other employee services can be entered using either
the Mobile App OR the DCI portal (or the landline if approved). There is no change to how you
submit vendor payment requests.

Pap?r time sheets for CLS or PSS will be rejected. (For NOW/COMP clients: PAR does not require
EVV


acumen.dcisoftware.com

Thank You for joining the Acumen family!

A

Acumen Fiscal Agent facilitates freedom, choice and opportunity
through innovative fiscal agent solutions.

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



