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RMS Training Objectives

Goal:
Upon completion of this training session, participants  
will be able to complete the DPA RMS e-mail “Sample 
Observations” and understand the procedures for 
submitting the responses. 
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RMS Purpose

The Random Moment Sampling (RMS) process is 
used to document the activities by staff performing 
directly related program functions benefiting one or 
more Federal and/or State funded programs.  The 
information collected will be used for distributing 
the cost of administrative activities among various 
programs and services. 

The RMS is not a device for evaluating individual 
performance.
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Sampling Reporting Quarters

The RMS process is completed on a quarterly basis 
as follows:

First Calendar Quarter = January, February, March
Second Calendar Quarter = April, May, June
Third Calendar Quarter = July, August, September
Fourth Calendar Quarter = October, November, December

The RMS process is on-going.
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Random Moment Sampling (RMS) 
Process

An e-mail/Internet polling process will be used 
to conduct the Random Moment Sampling.
The “Sample Observations” will be generated 
at random by the WinRMS 2000 RMS software 
system.
The “RMS Observation” form is a document 
that is used to collect the activity completed 
by the selected positions at the designated 
times.
The “RMS Observation” form will be accessed 
online. 
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Random Moment Sampling (RMS) 
Process - Continued

Sampled individual will directly record the 
activity.

Sampled individual will know what was 
recorded.

Sampled individual will also have access to 
“program and activity definitions” online.
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How is E-mail/Internet RMS Going 
to Work?

You will receive an e-mail notification at the time 
of the sample. The e-mail subject line will read: 
“Random Moment Sample Notification-Immediate 
Response Requested”.

Included in the e-mail will be a notification that 
you are being sampled at a specified date and 
time, and instructions to access the “Observation 
form” on the Internet using a highlighted “RMS 
Web Link” (see sample e-mail message on the 
following page).



RMS E-mail Notification
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Click on the 
“RMS Web 
Link” in the 
email message 
to access the 
“Internet 
Observation” 
form.  The 
“Observation” 
form will 
include sample 
date and time, 
as well as the 
instructions.

Example of 
RMS email 
“Subject 
Line” text
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The first section to complete on the “Observation 
Form” is the “Program” field. 

To see the list of programs to pick from, click on the 
drop-down arrow at the far right of the “Program” field 
and scroll through the pull-down menu (see sample 
form on the following page).

Then simply click on the “Program(s)” that best fits 
what you are working on at the sample time.

Completing the Program Section



Completing the Program Section
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Click on “Select a 
Program” drop-down 
arrow for the drop-
down list to appear. 
Select the 
“Program(s)” that best 
fits the program(s) 
you’re working. Use 
the scroll bar to see all 
“Program” selections. 

Click on “Click 
Here for Additional 
Information” to 
access more 
information not 
shown on this 
screen. This link 
will take you to the 
Program and 
Activity code 
definitions.



Completing the Service Section
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You will receive this message if 
you do not select a program or 
activity and attempt to “Save” 
your RMS Observation form.



6/10/2004
Prepared by MAXIMUS, Inc. in 
Consultation with Alaska DHSS 12

The next section to complete on the form is the 
“Activity” field.

To see the list of “Activities” to pick from, click the 
drop-down arrow at the far right of the “Activity” box 
and scroll through the pull-down menu (see sample 
form on the following page).

Then click on the “Activity” that best fits what you are 
working on at the sample time.

Completing the Activity Section



Completing the Activity Section
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Click on the “Select an 
Activity” drop-down 
arrow for the drop-
down list to appear. 
Select the “Activity” 
that best fits the activity 
you’re working. Use 
the scroll bar to see all 
“Activity” selections. 



Invalid Program and Activity Combination Message
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You will receive this 
message if do not select a 
valid  program and activity 
combination. If you select 
OK, you will be contacted 
by your RMS Coordinator 
for follow-up.
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The next section to complete on the form is the 
“Case Number”.  

If you are working on a case, click on the “Case 
Number” box and type in the 8-digit number 
(see sample form on the following page).

If you are NOT working on a specific case, 
leave the “Case Number” field blank.

Completing the Case Number 
Section



Completing the Case Number Section
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Click in the “Case 
Number” field and type 
in the case number, if 
you are working on a 
case.  If you are not 
working on a specific 
case, leave the case 
number field blank.
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Next, if you have selected the activity “All Other 
Activities, Specify”, this means no other activity 
listed adequately describes the activity being 
done.  In this situation specify the nature of the 
activity in the “Comments” field.  Click in the 
“Comments” field and type in your comments 
(see sample form on the following page).

Completing the Comments 
Section



Completing the Comments Section
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Click in the  “Comments” 
field and type any additional 
comments, if applicable.  

All other Activities, specify

Washington State welfare office called to verify status of 
an applicants Food Stamp application in Alaska.
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Prior to “Saving” your response on the 
“Observation” form you can change your response 
by left-clicking the “Clear” button (in the bottom, 
right-hand corner of the form) with your mouse 
and then re-entering all the information (see 
illustration on following page).

Saving Your RMS Responses



Prior to “Saving”, you can “CLEAR” to re-enter your RMS response
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Click on the “Clear” 
button, if you need to  
re-enter all of the 
information prior to 
“Saving” your 
response.  If you just 
need to make a 
correction to one of the 
fields just highlight the 
data in that field and 
press your “delete” 
button and then re-enter 
the data for that 
particular field.
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Once you are sure you have completed the form 
correctly, left-click the “Save” button (in the 
bottom, right-hand corner of the form).  After you 
click the “Save” button, a message will appear 
telling you “the observation has been saved” (see 
illustration on following pages).

Saving Your RMS Responses



If correct response, click on “SAVE”
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Click on the “Save” 
button, if  all the 
information entered 
is correct.  



“Saved” Message
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This message 
will appear 
that your 
RMS 
information 
has been 
SAVED.

Click on the 
“X”, when you are finished  to 
close the Internet browser and 
return to e-mail message.
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Final Steps

Either click the “delete” button on the
top of the e-mail message, or click the “x” button in
the top, right hand corner to close it and
return to work!
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Additional Information about the RMS 
Process

You will only have 24 hours after the time you 
receive the sample notification to access the Internet 
observation form.  If you try to access the Internet 
form after 24 hours, you will receive an error 
message on your screen (see illustration on the 
following page). 

You will be unable to change your response on the 
Internet Observation form after it has been saved!

If you know you have made an error in completing 
the observation and have already saved it, you must 
call the RMS Administrator at (907) 465-3354 or e-
mail DPA_RMS@health.state.ak.us.



RMS Observation Message After 24 Hours
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Contact People & RMS Website 
Information

For RMS Questions:  
Cheryl Kagee at (907) 465-3354, 
DPA_RMS@health.state.ak.us

RMS Website:  
http://dpaweb.hss.state.ak.us/node/view/279


