
Proprietary and Confidential: Do Not Distribute

NC MCO Bonus and Reimbursement 
Requests
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Bonus Requests
Your savings are used to pay employee’s bonuses, mileage, and trainings. Please check to 
make sure there is an active account in DCI with funds available before submitting a 
request. Go to the Dashboard – go to section that says authorizations, enter clients name 
and all active authorizations will appear for your review.

• Partners: XBOBP (expir  es 60 days after plan year  )**

• Allian ce: XAFUND (expir  es 6 months  after plan 
year  )**

• Tr illiu m : Trillium Reserve (n o exp ir a t ion )

• Vaya :  Vaya FUND Bonus (n o exp ir a t ion )

**IMPORTANT: Funds do not roll over - you must use them by the expiration date**
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Accessing the DCI Employer 
Web Portal
1. Open an Internet Browser on a computer

or mobile device

• Google Chrome is preferred

2. Navigate to the DCI Web Portal

3. Enter Employer Username and Password

• Credentials provided by Acumen

4. Utilize Forgot Password link if necessary

5. Contact Acumen Agent with login issues

6. This is the same login you use to approve
time entered by staff.
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Employer Password

Employer Username

*Only the Employer can submit 
Employee Bonus Entry
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Bonus: Paying an Active 
Employee
1. Start on the Dashboard/Home 

page

2. Select Employer Tab at top

3. Select Employee Tab on left side

4. Select Employee Name from list

5. Select Actions on the top right

6. Select New Bonus Payment
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Add New Bonus Entry
1. Type Client/Employer name then select from list

2. Account Type is Hourly

3. En  tr  y Type & Em  ployee Nam  e ar  e Au  to 

Selected  (based on pr  eviou  s em  ployee 

selection  )

4. Select you  r Bon  u  s ser  vice code

5. Total Bon u s Am ou n t

6. En  ter you  r date of ser  vice*

7. In th  e Notes section  ,  en  ter in a n  ote r  egar  din  g 

you r bon u s. Notes are optional.

*See n ext  slide for  add it ion a l da t e con sider a t ion s
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See next slide6
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*Small sub screen must be work from top down
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Add New Bonus Entry

2

3
1

1. Click in box to bring up calendar

2. Select a date within the 

authorization you want to pay your 

bonus from by clicking on the date*

3. Hover over  “i ” icon to view you r 

cu r r en t Au th or ization ba la n ce 

- this will not show a previous plan 

year if it has ended

*Th e da te you  select  is im por t an t . It  will n eed  to be

a  da t e with in  th e au th or iza t ion  you  wan t  t o pay 

you r  bon u s f r om  for  th e fu n ds to com e ou t  of  t h e 

cor r ect  au th or iza t ion s.
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1. Click Save to finish process

2. Confirm details for this entry

3. Click Yes to submit Entry

*The Bonus Entry will then be submitted for 

review. The status is visible in the Client’s profile 

and listed with the Entries. 

Add New Bonus Entry Cont.
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Reimbursements: Paying an Active 
Employee

1. From the Dashboard/Home

2. Select Employer Tab at top

3. Select Employee Tab on left side

4. Select Employee Name from list

5. Select Actions on the top right

6. Select New Reimbursement Entry
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Add New Reimbursement Entry
1. Type Client/Employer name then select from list

2. Select Account Type: Hourly

3. Entry Type & Employee Name are Auto Selected (based 

on previous employee selection)

4. Select your Fund balance Service Code^

5. Enter Total Reimbursement Amount

6. Enter your date of service* and amount needed.

7. Attachments are required for reimbursements~
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See next slide
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^ Reimbursements can only be submitted for employee 
reimbursement, not employer reimbursement.
* See next slide for additional date considerations
~ Amount listed must match invoice or receipt attached 
below. The attachments must include an paid invoice & 
Acumen Reimbursement Request Form.

*Small sub screen must be work from top down
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Add New Reimbursement Entry
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1. Hover over “i ” icon to view curraent active Au t h 
ba la n ce - this will not show a previous plan year 
auth if it has ended

2. Click in Da t e of Ser vice box to br in g u p ca len da 
r

3. Select a  n a  pplicable ser  vice da  te

4. En  t e r  t o t a  l  a  m  ou  n  t  lis t ed  on  in  vo ice*

*The total of all amounts listed must also match 

Dollar Amount box on previous page.

4
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2
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1.
2.

Entry Notes are Optional
Attachments are required for 
reimbursement requests - Attach a paid 
Invoice & Acumen Reimbursement 
Request Form

3. Click Save to finish process

4. Confirm details for this entry

5. Click Yes to submit Entry

*The Reimbursement Entry will then be submitted for 

review. The status is visible in the Client’s profile and 

listed with the Entries.

Add New Reimbursement Entry Cont.
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What happens next?

2

1. Entries will initially appear in the 
unvalidated status on in DCI.

2. After 30 minutes, the entry will change to 
the pending status in DCI if there was 
enough funds in auth otherwise it  will 
show rejected

3. Acumen will review and approve all bonus 
and reimbursement requests.

4. Employers are NOT to approve bonuses 
or reimbursements

- If Approved, status will change and
payment will be made at scheduled time.
- If an entry needs rejected, you will need

to reach out to your agent for assistance.
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Helpful Tips

• For all reimbursements, a paid invoice and reimbursement 
form must be attached when you submit the request

• Employee bonuses and reimbursements follow the same schedule as 
payroll – they must be submitted within the pay cycle, by the time entry 
due date, to receive with paycheck; payment(s) will show on the 
employee’s pay stub

• No bonus payment form is needed!

• All reimbursements/bonuses will follow the directions outlined in this 
training
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Where to go for help?
• Utilize our DCI Training Materials for more help

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

• Contact your Acumen NC Agent for more help

• ncmcoagents@acumen2.net
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Phone: (866) 811 - 3099

acumenfiscalagent.com
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Thank you!

Visit the Acumen Help Center to lea r n  m or e a t :
acu m en f isca lagen t .zen desk.com
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