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Entering Mileage in the DCI Portal

1. Login to your DCI account at acumen.dcisoftware.com

2. Go to“Actions” —“New Entry
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Entry Type: Punch
. Account Type: Client Transportation
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5. Client: Type Employer name (make sure to click to select)
6. Service Code: Transportation — Mileage (should autofill)
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Service Date: Date of transportation

Start Odometer Reading: Beginning Odometer Reading

End Odometer Reading: Ending Odometer Reading
10. Click SAVE
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