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• Community Vendors must enroll with Acumen
• If you're an active vendor and you have NOT received the Docusign packet with the 

Electronic Funds Transfer (EFT) and W-9 form please contact the Acumen Vendor Team 
by phone at 848-400-5738 or email vendor-nj@acumen2.net. 

• If you have not completed your enrollment, it could delay payment processing.
• PLEASE NOTE:

o Once an Authorized Representative has completed the Electronic Enrollment System process, they 
do not need to enroll again to complete the Vendor Agreement for a NEW Community Vendor 
service that has been added to the plan.

o Support Coordinators should follow their usual process for adding a new vendor service. Once the 
service is approved, Acumen will receive the service prior authorization electronically, process it, 
and add it to the vendor and participant account.

Community Vendor Reminders
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• Why can’t I see my client in the DCI portal? 
o Once Acumen receives the client's service prior authorization, which is transmitted electronically 

from DDD, we link the vendor service account to the client in the DCI Portal. 
o If you have received the Service Detail Report (SDR) from the Support Coordinator but do not see 

your client, please reach out to the Vendor Team directly at vendor-nj@acumen2.net or by phone 
at 848-400-5738

• How are rollover units used?
o Rollover units are unused units from previous weeks, within the service date range.
o They can be used for a current week's billing if needed. 
o Vendors cannot use units that are authorized for use in the future.

Community Vendor Reminders
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NEW: Send Sign-off Reminder



NEW: Payment Entry Submission Feature
• The DCI system requires a Service 

Code to be selected during Step 9 of 
the vendor payment entry process. 
Acumen has recently updated their 
system, and vendors are now able 
to search by Prior Authorization 
(PA) Number prior to selecting the 
Service Code from the dropdown 
when creating a new payment entry.

• The PA Number is found on the SDR 
that was provided upon approval of 
services .

• This will aid vendors in selecting the 
correct Service Code and bill 
appropriately for the client/individual.

• NJ DDD- DCI Systems Training for 
Vendors resource: 
o Vendor Payment

https://acumenfiscalagent.zendesk.com/hc/article_attachments/38845901175181


Alternative Entry Sign OFF

Acumen has added a new process to support vendor invoice 
approvals in the DCI Portal. This update is designed to help 
vendors when they need to submit an invoice that cannot be 
approved electronically.

What changed?

A new field called “NJ Vendor Entry Alternative Sign Off” is 
now available in the DCI Portal (see screenshot below).
• Vendors must select “Yes” in this field if their participant is 

unable to sign off electronically.
• In these cases, vendors must obtain a physical 

signature on the invoice from the Participant or Authorized 
Representative, before submitting the invoice digitally.

• We have attached a new invoice template that you 
must leverage moving forward if you are getting a 
physical signature.

Why did this change?
• Feedback showed some participants/ARs are not able to 

approve invoices electronically. Adding the new feature 
means that, even when this is the case, invoices/service 
entries can still receive the required approval. This option 
prevents delays in payment and ensures services are not 
disrupted.

• Vendors gain a clear path to submit invoices for these 
Participants.

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdcisoftware.us19.list-manage.com%2Ftrack%2Fclick%3Fu%3D6fbd946ee996acce9052496fd%26id%3D49354608a6%26e%3D393c05be4c&data=05%7C02%7Casia.tang%40acumen2.net%7C6f727aac99a84ed0a32408ddf5ef5394%7Ccb4b989f140b442793480a7f400bd5d9%7C0%7C0%7C638937130451799334%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=MK61myByIqH4vmyDGS6srmuglf9Dw3h9jW041ByrxNs%3D&reserved=0




Tips & Tricks - Applying Payments
Remittance Statements Today:

Looking towards the future:



Who To Contact:

 Vendor Service Agent Team
o 848-400-5738
o Vendor-NJ@acumen2.net

 Customer Service Team 
o 833-892-0413
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