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Introduction

The Medicaid Administrative Claiming (MAC) Randomolkhent Time Study (RMTS) methodology
allows LEAs to complete the time study forms by gragelectronically, or a by a combination of both
paper and electronic.

The requirements for completing the MAC Random MothiEme Study are the same for paper and on-
line RMTS forms. As stated in the Arizona Medic8ichool Based Claiming Handbook:

Coordinators must complete an annual training

Participants must be trained prior to completingittRMTS form. Training is valid for 12
months.

Participants must correctly and accurately compleee RMTS form, answering all of the
questions.

Coordinators must complete the validation processélected moments in time.

Coordinators must monitor employee participatiosuemg that all forms are completed and
returned to PCG timely.

The MAC RMTS District Coordinator Guide was deveddpto assist the MAC Coordinator with
navigating through the on-line RMTS system to eagmrogram compliance with participation in the
Random Moment Time Study. The guide provides th&CMCoordinator with a walk-through of the
screens that are available for managing the progitaire district level as well as the notificati@rs the
on-line RMTS form that will be completed by the gded participants.

The RMTS system is secure and more participantedriv With this system, the participant will be
responsible for keeping track of his/her user name password to access the system. The participant
must contact PCG for lost user names and passwasrttgs information will not be available to the KZA
Coordinator. With this responsibility, it is esiahthat the participant understand how to obtasiher

user name and password and how to access and tatge@mplete the on-line RMTS form.

The on-line RMTS system can be accessedhtfis://easyrmts.pcgus.com/RMTSv2

Any questions or problems with accessing the RMyis$esn should be directed to the district’s assigned
PCG Account Manager.
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Accessing the RMTS System

The web address for accessing the systettigs://easyrmts.pcgus.com/RMTSv2

PUBLIC Random Moment Time Study

mn’m CONSULTING
m GROUP

EasyRMTS™

Please use your PCG assignétser
Name and Passwordo login.

User Name Ipavelek 109922
Password sesesene

Forgot your password?

Have trouble logging into the system? Please contact Public
Cansulting Group by using the toll-free number listed in the e-
mail natification you received

Client Roles

PUBLIC Random Moment Time Study

mmm CONSULTING
m GROUP

Home

EasyRMTS™

Logout

As a MAC Coordinator you will onl
have access to your district’'s informati
Click Selectto enter thesystem.

Client Roles
Client Role
?)fcf?ccfeemy Elementary School District Client Administrator Select
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Moments

As the LEA’'s MAC Coordinator, you will have acceaesMoments andReports within the system.
The Moments List screen will display all sampled moments (paper @mdine) for your LEA for the

quarter.

PUBLIC Random Moment Time Study

CONSULTING = et At 5 i
GROUP Arizona Medicaid Administrative Claiming

EasyRMTS™

Logout

o~ _—
dMomenIs | S)iﬂ'Pco([ Reports | ) |

L Period ______[Status ___Llob Category |
| I > [02r2272008 - 0372372009 ]| Al =] [~select— -l
\

Search | ‘

To display all of the sample
moments for the quarter, select t
Period (quarter) and cliclSearch

Im PUBLIC Random Moment Time Study
1]

CONSULTING < S coa 5 S
GROUP Arizona Medicaid Administrative Claiming

EasyRMTS™

Home Logout

| Moments | Staff Paal | Reports | |

Moments List
Participant Moment Submitted On

Period

Elementary School

strictl Academy P 00S.0AEAm00S . |
Eiementary SchaniDistict 02/24/2009-03/23/2008 Ferguson Kristy ~ _pefPO0S15400PM  \ 2242 005 £:15:00 Fit
Office

d

|

The Submitted_On column will display the date the on-line RMTS fomas submitted / completed by
the participant. Please keep in mind that themalwill remain blank for paper RMTS forms until the

form has been received by PCG and coded.
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Moments (cont)

Moments can be displayed by the following views:

View by Participant - To view the sampled moments by participant, erterparticipant'd.ast Name
andFirst Name, and clickSearch This will return the sampled moments by parteipfor the quarter.
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Moments (cont)
View by Status- The sampled moments can be viewed by the stétire form. You will use the Status
to monitor your staff's participation in the progra
Completed- This view displays all forms that have been suiieith / completed.
UnCompleted - This view displays all forms that have not beemmpleted. As a

Coordinator you will use this to monitor your stafparticipation to ensure that the
sampled moments are completed timely.

Select Completec  or
UnCompleted and click
Searchto view the status o
the forms.

MAC RMTS District Coordinator’s Guide Page 7



Arizona Medicaid School Based Claiming

Moments (cont)

View by Job Category —The sampled moments can be viewed by Job Categ@y.can use this view
to display the sampled moments by a specific jabgmay.

By clicking on the drop dow
arrow you can selectJob
Category you want to displa
and clickSearch.
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Staff Pool

The Staff Pool displays the participants from your personneleosiThis screen is for viewing purposes
only and is used by PCG for loading your personnekerdaformation. PleaseO NOT make changes /
edits to this screen.

This screen is for viewin
purposes only. DO NOT make

changes / edits to this screen.

DO NOT click on theEdit,
Add New or Inactivate buttons.
These are for PCG use only.

This screen is for viewing purposes anlyo display the participants on your personnstenq click on
the first letter of the participant’s last namehisTwill display all participants with the samestiletter of
their last name. By clicking ALL you will displagll of the participants for the quarter.

** The Edit, Add New, andInactivate buttons on this screen are f8€G use only **
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Reports

The RMTS system generates reports to assist the Ké@dinator in managing the MAC program. To
view these reports click dReports.

There are two reports that are available to the MZgOrdinator.

The two reports available are the
Individual Master Sample File and
the Compliance Report
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Reports (cont)

Individual Master Sample File

This report displays all of the sampled momentstliierdistrict by calendar week within the quart&io
view this report click onindividual Master Sample File to open the Excel file.

< > The Individual Master Sample File displays
the number of moments sampled by week

total for the quarter.

_ >

Note: Any changes made to the Excel report are notdsewthe RMTS system.
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Reports (cont)

Compliance Report

This report displays all sampled moments for thartgw and which ones have been completed. This
report should be used by MAC Coordinators to marthe participant’s compliance with completing the
electronic RMTS forms. To view this report click Gompliance Reportto open the Excel file.

The Compliance Report contain®atails sheet and Rercentagesheet.

The Details sheet displays all of the sampl
moments for the quarter by participant and the

the form was submitted / completed.

——
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Reports (cont)

Compliance Report — Percentages Sheet

The Percentages sheet displays the percentagened fmmpleted by week based on the district’s total
number of sampled moments in the quarter.

C

N——
Note: Any changes made to the Excel report are notdsewvthe RMTS system.

| To exit the RMTS system clidkogout. I
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Paper RMTS Forms

At this time, LEAs still have the option of havitigeir participants complete either paper or elextro
RMTS forms.

For those participants that have been identifieceasiving paper RMTS forms, PCG will send the pape
forms to the LEAs at the beginning of the quart®tAC Coordinators should continue to distribute the
paper forms to the participant just prior to thegimpled moment in time, but no more than 5 days pri

There may be times when a participant cannot campleeir RMTS form on-line or a paper form needs
to be reprinted. To obtain a paper form, the MA@inator will need to contact their assigned PCG
Account Manager.

Paper forms must be returned to PCG on a regufas.bd is very important that the forms are neldh
until the end of the quarter. PCG reviews and s@lleRMTS forms that are received.

Validating Random Moment Time Study (RMTS) Forms

In compliance with Federal Guidelines for monitggirArizona completes a validation process on
randomly selected RMTS forms. Following the progmaethodology, 10% of the sampled RMTS forms
are selected for validation each quarter. By véilidgthe RMTS form, the MAC Coordinator is verifgin
that he/she spoke with the selected participaet &éfie moment in time occurred (either in persoiyor
telephone) and verified that the selected partitipaderstood how to correctly complete the form.

Paper RMTS forms are signed and dated by the MAQdioator once the validation process has been
completed. In addition to this process the, MACo@mator will be completing a RMTS Validation
Report verifying that both paper and on-line RMB81s have been validated.

PCG will send a RMTS Validation Report prior to theginning of each quarter with the participants
selected for validation. Coordinators are requieedhitial and date upon completion of the validat
process for each of the selected sampled momdrits. coordinator is required to sign, date and retur
theQriginal Validation Report fifteen (15) days after the lagiment to:

Public Consulting Group
Attn: Coding
1208 E. Broadway Rd, Suite 205
Tempe, AZ 85282

A sample copy of the Validation Report can be foimthe Appendix on page 35.

The following page provides an example of a conguleYalidation Report and details when the
Validation Report is due to PCG.
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Validating Random Moment Time Study (RMTS) Forms (@nt)

Validation Report Example:

MAC RMTS Validation Report

The Validation Report is due to PCG no latér
than 15 days after the last selected moment.
In this example the Validation Report is

due to PCG by May 27, 2009

>

Although coordinators are only required to validatesmall number of form®CG does require that
coordinators review all paper forms to ensure accuacy. Upon receiving a completed form the MAC
Coordinator should review the form to confirm that:

The participant checked only one Job Title on tTR observation form

The participant signed and dated the form andttiesignature date is no earlier than the date of
the sampled moment listed on the form.

The participant completely answered all three qoest
The participant did not use whiteout or correctiape/fluid anywhere on the form.

The participant completed the “Explanation for RefB box if the activity he/she was
performing was a referral.

This will decrease the number of forms that mustdpected and sent back to the district for coroect

Note: Retain a copy of the completed Validation Repod paper RMTS forms for your audit file.
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Participant Screens

E-mail Notifications

The selected participant will receive the followignail notifications regarding his/her RMTS form:
- AZ Random Moment Time Study Notification — Pre-Ra#pation Notice
AZ Random Moment Time Study Notification — MomentTliime is in 1 Hour
AZ Random Moment Time Study Notification — 24 Hduate Notice
AZ Random Moment Time Study Notification — 3 Dayté.&Notice

The e-mails will come fronazmac@pcgus.com The sampled participant will receive the first edima
notificationfour (4) daysprior to his/her selected moment in time.

PCG will provide the participant with his/her Us¢ame and Password to access the on-line RMTS form.
The user name and password will be included ifiteetwo (2) e-mail notifications.

The participant will receive two follow-up e-maifsthe RMTS form is not completed on the day of the
sampled moment in time. The district's MAC Coosator will be copied on the follow-up e-mails that
are sent to the participant. However, the partiiigauser name and password will not be includetthén
late notification e-mails.

If the participant has deleted or lost his/her usene and password, the participant must contad®@G
RMTS helpline at 1-877-877-8011 to obtain user nam password information

Please keep in mind, that the participant has § tagomplete their on-line RMTS form.
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Login Screen

The participant'dJser Name and
Passwordis assigned by PCG.

To log in, the participant will enter his/hgser NameandPasswordand click the_ogin button.

The participant User Name and Password are assignéCG. The user name and password will be
included in the Pre-Participation Notice e-mail dmel Moment in Time is in 1 Hour e-mail.

The participant’'s user name will remain the sameheguarter. The participant will receive a new
password from PCG each quarter.

If the participant has deleted or lost his/her usane and password, the participant must contad®@G
RMTS helpline at 1-877-877-8011 to obtain user name password information.

User names and passwords will betprovided to the MAC Coordinators.
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Program Overview Screen

The following screens provide the participant wath overview of the MAC program as well as training
material on how to complete the on-line RMTS forfter reading the on-line training material, the
participant will clickNext to advance through the screens.

What is Medicaid?
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What is MSBC?

What is MAC?
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Why were you chosen to participate?

What is RMTS?
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Why is RMTS Important?
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Completing the Electronic RMTS Form
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Answering the Questions
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Answering the Questions (cont)
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Instructions

After the participant has completed the Programr@ee including reading the training material and
instruction, the participant will clicklext to access the RMTS form.
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Moment List

TheMoment List displays all of the participant’s selected momemtsme for the quarter.

After the sampled moment in time h
occurred, the participant will clic
Respondto bring up his/her form.

The participant will receive a pop up stating t
moment is in the future if he/she tries to comptaee
form before the sampled moment.
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Moment List (cont)

Completing the RMTS form wheyou are not working during your sampled moment

If the participant selects that he/she was n
working, the RMTS form will automatically

populate. ClicNext to view the completed
form.
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Moment List (cont)

Completing your RMTS form wheyou are not working during your sampled moment

To complete the form the participanust
click the check box. This will serve as the
participant’s electronic signature.

When the patrticipant selects that he/she was ndtimgpduring their sampled moment in time, the form
will automatically populate with the reason thattjggpant selected for not working.

To make changes, the participant will click theit button and return to the previous screen.

To complete the RMTS form the participantist complete the check box at the bottom of the foBy.
checking this box the participant is stating thatshe has read the materials on the site, unddssthe
purpose of the Medicaid Administrative Claiming gram, his/her role in the program, and how to
complete the RMTS form.

After the participant has clicked on the check bm/she can now click theubmit button to exit the
form.
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Moment List (cont)

Completing your RMTS form wheyou are not working during your sampled moment

The participant will receiv
confirmation that the form wa
submitted successfully.

After the participant has successfully submitteal filrm, he/she can print a copy of the completechfo
by clicking on thePrint button.

To exit the form, the participant will click on theturn to Moment List button which will return to the
Moment List screen displaying the participant’s remaining satphoments for the quarter.

| To exit the RMTS system clidkogout. I
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Moment List (cont)

Completing your RMTS form wheyou areworking during your sampled moment

/

If the participant was working during his/h
sampled moment they will seledfes, | was
working and click theNext button.

The participant must answer all of the questiomgudenting the activity that was being performed at
his/her sampled moment in time.
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Moment List (cont)

Completing your RMTS form wheyou are working during your sampled moment

ALL six (6) questions must be answered|io
complete the form.

Question #5 Who was the referral made to? Pledse
enterN/A if the activity is not a referral.

After completing the form, the participant will ck theNext button to view the completed RMTS form.
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Moment List (cont)

Completing your RMTS form wheyou are working during your sampled moment

The participant should review the completed formetsure that they have accurately documented the
activity that they were performing during the saatbinoment in time.

To make changes, the participant will click tit button to return to the questions.

To complete the form the participamtust
click the check box. This will serve as t
participant’s electronic signature.

O

To complete the RMTS form the participantist complete the check box at the bottom of the foBy.
checking this box the participant is stating thetshe has read the materials on the site, unddsstha
purpose of the Medicaid Administrative Claiming gram, his/her role in the program, and how to
complete the RMTS form.

After the participant has clicked on the check bwe/she can now click tHeubmit button to complete
the form.
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Moment List (cont)

Completing your RMTS form wheyou are working during your sampled moment

The participant  will receiv
confirmation that the form wa
submitted successfully.

After the participant has successfully submittesl fibrm, he/she can print a copy of the completenhfo
by clicking on thePrint button.

To exit the form, the participant will click on theturn to Moment List button which will return to the
Moment List screen showing the participant’'s remaining sampledhents for the quarter.

| To exit the RMTS system clidkogout. I
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Appendix

Sample Paper RMTS Form

SAMPLE FORM
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MAC RMTS Validation Report

SAMPLE
FORM
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Frequently Asked Questions

What if a participant does not have a work e-mail ddress?

If a participant does not have an e-mail addredsritified on the Participant Roster submitted t@GPC
PCG will mail a paper RMTS form at the beginningtod quarter to the LEA’'s MAC Coordinator. The
MAC Coordinator will then be responsible for enagrthat the participant completes the RMTS form at
the appropriate time, validating the form, and segthe paper form back to PCG timely.

What if a selected participant quits prior to the @ampled moment in time?
If the position is still vacant, complete the pafmm stating that “the participant is no longerpoyed
and the position is still vacant” and return thenido PCG.

If there is a replacement in that position andpasicipant has been trained on RMTS, contact P@@ f
paper form. Have the new participant completeftims and send the completed form to PCG. Please
retain a copy of the paper form for your auditdildf a paper form is needed, please contact PCG.

How do | print out a paper RMTS form?
If a paper RMTS form is needed, the MAC Coordinatauist contact their assigned PCG Account
Manager who will then forward a paper form.

How do | validate an on-line RMTS form?

PCG will send a RMTS Validation Report prior to theginning of each quarter with the participants
selected for validation. The MAC Coordinator wibbmplete this report and return the original to PCG
within fifteen (15) days after the last moment rigigg validation. It is very important that thisport is
returned timely. RMTS forms requiring validatioanmot be coded until this report is completed.

Page 15 of the RMTS District Coordinator's Guidepdes an example of how to complete the
Validation Report and when to submit it to PCG.

How do we know if someone has completed their RMT®Irm?

By reviewing theMoments List and theCompliance Report the MAC Coordinator can see who has not
completed their on-line RMTS form. The MAC Cooralior will also be copied on th& Hour Late
Notice and the3 Day Late Notice e-mail notifications sent to the participants whbey have not
completed their on-line RMTS form.

How will the participants know when they have receied their e-mail notifications?
The e-mail notifications will come frommzmac@pcgus.com Participants should not respond to the
RMTS e-mail notifications and should direct all gtiens to their district MAC Coordinator.

What if the participant deletes their e-mail notifications with the link, their user name and
password?

The participant can obtain their user name andvwassby contacting the PCG RMTS helpline at 1-877-
877-8011. The user name and password wilbegprovided to the district's MAC Coordinator.

The participant has five (5) days from the sampieanent in time to complete the on-line RMTS form.
The RMTS form can be accessed lttps://easyrmts.pcgus.com/RMTSv2.
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