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RMS Training Objectives

s 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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Process

i Random Moment Sampling (RMS)

= 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).
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RMS E-mail Notification

j Random Moment Sample Notification -- IMMEDIATE RESPONSE REQUESTED - Message (HTML-: (L] [CAl[EXIElEETS] (<] B2 18] (=Rl T o s T
| Bl Edk vew Dsert Fome: Took Actions Help
| DoRoniy | Goroshto Al WBFonserd | & = | ¥ (D3 X |4 - w - g0

From:  DPA_RMS@health.state.shus Sant: Tue 632004 150 FM Example Of
To:  chenyl_kagee@heskh state.ok.us RMS email
(3]
Subgect:  Random Moment Sampla NotFication - IMMEDIATE RESPONSE REQUESTED 14 “Subj ect
Hello Cheryl Fagee, e Line” text
Y ou have been selected for randem moment samplng at: &E82002 1:30:00 FRI
Group N'.mnb:r: Meon-Fr - DWW
Cingervanon # 18 CI|Ck on the
As seon as posable, please chek on the Web address shown below to go to the ERIS Website and access your ERE Observation form. Please Bellosw the “RMS Web
instrzctions on the form ts cotnplete your sarmple sbeervation. Yo will have only 24 heurs fom the tme you recenre this ema to access the obeerration farm on e L i
the Intermet, Link” in the
WS Wen Lid < email message
. . __— _ _ _ to access the
Ta record your observation form after 24 hours, or if you encounter difficulties completmg your response er have queshons about the random meoment samplng, w
please contact me inmeadiately by telephene or e-mad Internet
Chersl Eagee Observation”
(90734653354 form. The
DFA_BIMNZ@health state alk. “ . ”
R Observation
form will
resarncode=18 include sample
date and time,
as well as the
instructions.
B
istart|| oA =3 & B || Eliobon-mc..| Bcdendar- .| conans .| B4rE: Rando... [ Rondom .. B]changes o... (R OBE aum




Completing the Program Section

= 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.
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Completing the Program Section
welcome Cherylkageet

Obsarvation #: 13
Sample Moment: 682004 4:50:00 PR

Pleaze respond to thiz BMS obseration by entening the appropriate informnation in the
bawas shown balow. Youwr responsa should raflack shak you wera daing at tha Sampla
Maorment thoun sbove,

After all approprate infosnation has Seen entered, complete your response by clidsing

e LR Click on' Select a
IF you need Ba corract any antras bafora saving, dich tha CLEAR buttan and rapaat tha Program dl’Op-dOWﬂ
data entry, arrow for the drop-

down list to appear.

{ Program: | Selec & Frogram mﬂ) fslrzztrgr]r?(s)" that best
A bivity: =

‘Work Services ¥ fits the program(s)
Case Mumber: | TANE Diverzion Program you’re working. Use
Food Stamps the scroll bar to see all
Comments
= Faod StampsMadicad

. || “Program” selections.
Food StempsfaTARMadicad

AFAFood Stampsidedicaid
APA-related Medicaid and Long Termm Carg

Farniby Medicaid & Powverty Level Medicad Programs

Click on “Click ATAF Eligibilisy

Here for Additional ATAFFood Stemps =
Information” to Save Claar
access more Thank you for participating in this Random Moment Sample, If you s finished and you
information not raceive the adit that “Observation Saved” simply dick on the *5° in the uppers

X right=hand corner af the soreen ko dore ouk your intemet browger.
shown on this

screen. This link IF wou encounter difficulbies comnpleting wour response or have questions about

will take you to the Fandarm Maomant Sampling, plaaia contatt ma immediataly by talaphana or a-mail
Program and charyl Kagas
ivi [POT 653054
Activity code e b
definitions.

_> Chick Besg for Additional Informmation
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Completing the Service Section

Plaasa ba fura that you have filled in all
of the requesbad informaton.,

A At S

Dbservation #1 12
Sampla Momant: 63 2004 1:50:00 PM

Fleags raspond bo this RMS abaamation by entering the appraprists infarmation in the
boxes shown below, Your response should reflect what you were doing at the Sample
Marmant shawn absva,

Aftar sll sppropriste informstion har basn antered, complete vour rezpanzs by clidking

data antry,

Progran: IEEIEm a Frogram 'I

Actvitys | Initial Screeningnteriewineke =]

Case Mumber: II:IEIi 45023
Coarmer bz

El

Save | Claar I

Thank yau for participating in thiz Randarm Marment Sample. IF you ara finishad and yeu
receiye the edis that "Observabon Saved” simply dick on the 5" in the upper
right-hand cornar of tha sorean o dose ouk your intamat browsarn.

If you encaunter difficulties completing pour regponees or have questionz sbout
Fandorm Moment Sampling, please contac me immediately by telephone or e-mail.

Cherngl Eagee
(907 )465-3554

cheul Engee
Chick Hers for Additional Information

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

the SAVE button. /
If you need to correct any enties before saving, dick the CLEAR button and repeat tha
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Completing the Activity Section

= 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.
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Completing the Activity Section

Obsarvation #: 13
Sample Moment: 60872004 1:50:00 FX

Fleazre respond to thir BME obsemation by ertenng the appropriste infarmmation in the
boccas shown balow, vowr responsa should raflac what you wera doing at tha Sampla
Morment shown aboyve,

After all approprate infornation bas been ertered, complete your response by clidsing
the SAVE Bukbasn.

IF you mesed to corract any antrias bafare saving, dick tha CLEAR buttan and rapaat tha
data =rntry,

P ro-grann: IEE|EI:'| & Frogram ﬂ
Activity: | Salact an Actiity ;I_-]
Casa Mhaibar: =

Witk Services Casze Managemsant

Lommentsi | TANF Supportive Serices

Sanctions

Initial Screening/imendsvwintake T
Application Frocessing/Cenfication

Benefit Authonzationjssusnce

Eligibility Redatermmabon

Frocass Changes to Ongoing Case

Discontinuance or Tarmmination of Case

Case Docurmentalion ;u
Than% you for participatng in this Random Morment Sample, IF you ars finished and you

receiva the edit that “Observation Saved” simply dick on the *2" in the upper
right-hand corner of the soreen ba dors auk your intemsk browser.

If you encounter difficulies completing your response or have questons about
Randarn Morment Sarnpling, plaase contad ma immediataly by talaphons or a-mail.

Charyl Bagas
(FOTH65=-3354
Lhayl Kages

Chick Besg for fdditional Informmation

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.
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Invalid Program and Activity Combination Message

Obcarvation #: 13

Sample Moment: 67872004 1:50:00 M

Flease respond to thes BiS absemation by entenng the appropriate inforrmation in the
bexas shown balaw, vour response should raflact what you wera doing at tha Sample
Moment shown above,

After all approprate infosrrnation has been entered, complete your response by clidking
tha S&WVE bubban.

IF you need Ba carract any antrias bafara saving, dick tha CLEAR buttan and rapaat tha
datas =rkry,

Progeantt IFI:I-:II:i Slarmps ﬂ

E A kit Eslacl an Aty ;Ij
Case Member: |[5445023

m:nhl!qlﬂ_hiﬁ:ui.l Tareryiey pirk ipslicane =]

Microsolt Intermet Explorer x|
Cp Yo have selecked an invsld service and scbvity combinstion, 4
o LS V0L SUNE 0 wWank b save?
ick "0l bosass or click 'Cancel o changs vour response, ;I

| (a4 I Carel | = e ] Cl=ar I

u are finished and vouw
racaiva the @ 1 an Sa simply cick on the in the upper
right=hand corner af the screen to dore out your intemet broweer
if vou encounter difficelies cormpleting sour response or have questions about
Randarm Mormant Sarmpling, plaaie contact ma immediataly by talaphona ar a-mail.
Charyl Kagas
[POFHIEE=TT5
Lhay! Kages

Chick Here for sdditional Inforrmation

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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Completing the Case Number
Section

= 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.

Prepared by MAXIMUS, Inc. in
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Completing the Case Number Section

Obcarvation #: 13
Sample Moment: 60872004 1:50:00 FR

Flease respond to this BMS obsemvvation by entenng the appropriste informmation in the
bowas shown balaw, Vour responsa should reflac what you wera daing at tha Sampla
Morment shown above,

after all approprate Informmation has been entered, complete your response by clidking
tha S&VE bBubban.

IF you need ta corract any antrias bafore saving, cdick tha CLEAR button and rapaat tha
data =ntry,

Pro-granig II:I:Il:II:J Slamps d

A kinily s IIniImJ Soreningintzrviewyiniake j
Casa Mumbar: I[IEnHEI]EJ 4

Lommentss :I

=

Save Claar I

Thank wou for participating in this Randarn Maormernt Sarmple, IF you sre finished snd you
reteive the edit that “Observation Saved” simply dick on the *2" in the uppaer
right-hand corner of the scresn bo dore ouk your intemet broweern

If you encounter difficulies cormpleting swour response or haye questions about
Fandarn Mormant Sarmpling, please contaek ma irmmediataly by talaphone or a-mail.
Charyl Kagaa

[(FOT 653054

Chayl Hages

Chick Borg for Additional Informmation

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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Completing the Comments
Section

= 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).
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Completing the Comments Section

Obcarvation #: 13
Sample Moment: 67872004 1:50:00 FX

Fleaze respond to thiz RS obsemation by entenng the appropriste snformation in the

boxas shown balow, Youw responsa should raflact what you waera doing &t tha Sampla
Maorment shown above,

After all approprate infornation bas been entered, complete your response by clidking
tha SAVE bubton.

IF you need ba carract any antias bafare saving, dick tha CLEAR buttan and rapaat tha
data =ntry,

Progranie |Fl:u:n:i Slamps

A:Hulﬂr:l All other Activities, specify

=
El

Case Musvbers I[IEHEI]EJ

Washington State welfare office called to verify status of
an applicants Food Stamp application in Alaska.

=
h,

.

Save Clzar I

Thank you for participatng in this Randarn Maorment Sample, IF you are finished and you
receiva the edit that “Observation Saved” simply dick on the =" in the upper
right-hand corner of the soreen ta dors auk your irtemst browesr

If you encounter difficelties commpleting vour response or have questions about
Randorm Morment Sampling, plaaie contast ma irmmediataly by alaphone or a-mail

Chamyl Kages
(POT¥465-3054
Lheyl Maqes

Chdk Hesg for addidonal Informmation

Click in the “Comments”
field and type any additional
comments, if applicable.
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Saving Your RMS Responses

= 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).
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Prior to “Saving”, you can “CLEAR” to re-enter your RMS response

Obcarvation #: 13
Sample Moment: 67872004 1:50:00 PM

Please respond to thes BiS abservation by entedng the appropriate informmation in the
boxas shown balow. Youwr responsa should raflact what you wera doing at tha Sample
Morment shown above,

After all approprate informnation has been entered, complete your responsze by clidking
tha SAVE bubbon.

IF you need ta carract any anthas bafara saving, dick tha CLEAR buttan and rapaat tha
data =rtry,

Pra-eanin |F|:u:u:i Slarmps ﬂ

A ity £ |Init| al Screeningntersiewiinioke j
Casa Fembar: II:IEHEI]EJ

Commenits: :I

=]

[s=e |

Cl=ar I
Thank you for participsting in thiz Randarm Morment Sample, IF vou ars ﬁnim
receiva the adit that "Observation Saved"” simply dick on the *2" inthe upper

right-hand corner of the screen to dore out yaur intemet brower.

e—

if vou encounter difficelties cormpleting sour Fresponse or have questons about
Randarn Mormant Sampling, plaaie contast ma immadiataly by talaphone er a-mail.

Charyl Kages

(POF 653054
Lhay! Kages

Chick Herg for Additional Inforrmation

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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Saving Your RMS Responses

= 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).
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If correct response, click on “SAVE”
welcome Cheryl kageet

Obcarvation #: 13
Sample Moment: 67872004 1:50:00 FH

Pleaze respond to thiz BME absemation by entenng the sppropriste informnation in the
bexas shown balaw, Youwr responia should raflact shat you wara daing at tha Sampla
Marnent sthaun sbove,

afser all approprate informnation kas been entered, complete your response by clidking
tha S&WE bubton.

IF you need b carract any antias bafare saving, dick tha CLEAR buttan and rapaat tha

data =rtry,
PrOgeane |Fl:u:|l:i Slamps ﬂ
A bty IIniIJ ol Screeningintarsiesyinioke j
Caca Mumbar: |D5.-1 45023
Commizntss = .
= Click on the “Save”
button, if all the
information entered
is correct.
Save Claar I
Thank you for participatng in this Random Morment Sample; ad and you

raceiva the adit that “Observation Saved” simply dick on the *2" in the uppar
righthand corner of the screen to dore out your irtemet browssr.

IF you encourter difficulties cormpleting sour response or hawve questions about
Fandarm Mormant Sampling, pleaie contact ma immediataly by talaphone or a-mail.

Chamyl Kagas
(POTHGT=3H54
Lhayl Bages

Chck Bere for Additional Information




“Saved” Message

a WinBM52000 - Microsoft Internet Explorer provided by State of Indiana - F55A M=
J File  Edt Mew Fawortes Toolz Help uE
s =5
& .0 . D W | A G I | & W o
Back Earyarnd Stop  Refresh  Home Search Fawvortez  Histom b il Print Edit Digezs
J.-’-'-.gdress @ http: /A 00fm 7 Blopy3Awinmmz2000 winmms. asp j f'{)GD J Links

This message
will appear
that your
RMS

has been
SAVED.

information >

Click on the

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

Thank pouwl!

Your obssvalion has been sawed.

-l
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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.
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RMS Observation Message After 24 Hours

/3 WinRMS2000 - Microsoft Internet Explorer = @ & @ I@Iglmlwll =101 x|

File Edit ‘Wiew Favorites Tools  Help

Obzereation Number not valid.

This observation has been deleted or has expired.

= Eack + = - @ at | @Search (3] Favorites @Media @ | %v =] <

Address I@ http: ) finkernal DPAWINRMS2000/winrms, asp?period=130&sample=70 j 6>Go |Links >

mywebsearch vl [,O Search|'||§|80reensavers @Smiley Central B}-EursolMania oMyInfo Games = 30% Customize ﬁh’ly Button 1 i
-

@ Daone l_ l_ l_ (2 Local intranet

[
/

;gstart”] ] B

J RMTSPr...l @Calenda...l @Contact...l bod Fit: Ran...| bed FW: Ran...| b P OP... I MicrosoF...“@meM.._ |@E<ﬂ%o&& 134 4

26



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
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