Quarter Readiness Checklist

Washington State

Health Care Authority

Work schedules & calendaring

|:| Generate Tribal Government calendar
(due June 10, before Q1)

|:| Identify all work schedules

|:| Generate Health Personnel individual calendars for
all staff (quarterly)

|:| Ensure all entered schedules are correct
(actual working hours/days)

|:| Check RMTS Calendar Configuration Report

|:| Respond to communications from the
UMass Help Desk

[

Resources to review

Participant list

I:l Identify who will participate in time study
DAdd, edit, reactivate, deactivate participants

I:l Export/Import participant list (if needed)

I:l Check Certify checkbox

I:l Click Complete Quarter button

I:l Ensure all participant email addresses are correct

I:l Submit Change of Status for participants where
applicable (if needed)

|:| Participant and Calendar Management Guide (in creation process)

DA Participant’s Quick Reference Guide

Important contacts

I:l HCA Medicaid Administrative Claiming (MAC) inbox

I:l ForHealth Consulting at UMass Chan Medical School
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