WA Tribes Calendar Entry

Prior to beginning the time study, the Tribe must identify scheduled days off such as holidays or non-work days, and
each participant’s work shift (start and end hours); including work days, scheduled hours per day and non-paid break
time. The MAC Coordinator enters this calendar information into the RMTS System prior to the beginning of each
quarter. All calendar changes must be made before moments are generated. Participants will only be selected for
moments during days and hours that the RMTS System’s calendar indicates they are working.

To assist in the accurate entry of the individual participant calendars it is recommended you complete the Participant
Calendar Entry Form before entering information into the System.

Prepare the Participant Calendar Entry Form

STEP 1- AFTER successfully uploading the RMTS participant list for the future quarter; for example Q1 FY 16
Select ‘File Extract’ from the Administrative Claiming Menu

o Confirm the correct Year (2016) and Quarter (First) are selected

o Click the ‘Submit’ button

o An Excel document will open containing the list of active time study participants for Q1 FY 16

Administrative

Claiming STEP 2- Copy the information from the following columns from the extracted document and

Calendar put it into the Participant Calendar Entry Form:
' e First Name
File Extract ) e Last Name
Reports e Email Address
Empdoyee . . doio Type E Active Y o Feed Fumed Wioak
[ i} Land MI Firne Marrss - Ernall Adiddeas Job Deacsigiicn & M = FTE Schaduls Jgpervieor Ermsd @
55 Aqun Leokmier mﬁﬂ.ﬂn Wertal Meakh Sypervenr  E L 7 | mouse ped0d SESyah
g Biack Chickan chizkantisich@yebsn cam Clinicsl Suparyimes E f { 'Y caaarmnagardS Eyal
rl- L T s —E b e e - o —— - K F, - .
How much time (In
minutes) during the work
First Last Email Days/wk Time Frame Base Hours Per Week day is unpaid time?
Aqua Lobster lobsteraqua@yahoo.com
Black Chicken chickenbloack@yahoo.com
Blue Ant antblue@Yahoo.com
Blue Clam clamwhite@yahoo.com

STEP 3- You will then need to add the following information to the Participant Calendar Entry Form spreadsheet, for

each time study participant:
o Work Schedule - Days/wk, i.e., Mon-Fri

Work Hours — Time Frame, i.e., start and end hours - 8:00am - 5:00pm

@]
o Base hours per week, i.e., 45
@]

Time during the work day that is unpaid time (in minutes), i.e., 60 minutes

How much time (In
minutes) during the work
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First Last Email Days/wk Time Frame Base Hours Per Week day is unpaid time?
Aqua Lobster lobsteragqua@yahoo.com M-F £:00-5:00 40 60
Black Chicken chickenblack@yahoo.com Mon-Thu 8:30-7:30 50 60
Blue Ant antblue@yahoo.com W, Th, F 8:00-4:30 32 30
Clam clamwhite@yahoo.com M-F 8:30-5:00 60
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Base Hours Per Week = Number of paid hours per week for each staff member. Full time is typically 40 hours per week.
Non-Paid Break Time Per Day (in minutes) = Number of minutes in the staff member’s daily schedule that is non-paid.

Example: Staff is scheduled Monday — Friday from 8:00am — 5:00pm for a 9 hour shift, which includes a 60 minute non-
paid lunch break.

Base Hours Per Week = 40

Non-Paid Break Time per Day (in minutes) = 60

Once you have completed the 3 STEPS, you are now ready to go into the System to enter the necessary data.

Enter Staff Work Schedule Calendars into the System:

STEP 4 - When you log into the System, on the left hand navigation bar, under Administrative

| Administrative

Claiming Claiming, click the ‘Calendar’ tab. On the upper right corner of the screen will be hyperlinks
Calendar that allow you to navigate to the Tribal Government and ‘Fiscal Year’ that you need. Please
FleUpToad be sure to select the correct fiscal year for the future RMTS quarter that you are setting up. In
File Extract our example, this is 2016.

Reports

If you are setting up the first quarter of a new fiscal year, start working on the ‘Tribal Government’ calendar first by
clicking on ‘Tribal Government’ near the top of the screen as shown:

e Choose your Tribe from the drop W

Tribal Gawsmrnment | HesthPonosssl |
down menu.
e You will only be able to choose a [ Bl
Tribe(s) to which you have been
assigned. Frcal Year
e Click the ‘Show Calendar’ button R Tl Sreome

STEP 5- In the ‘Global Calendar Setup’ you will enter the most common start time and end time for your participants.
The information entered here, in the ‘Tribal Government’ calendar, will be copied onto each individual ‘Health
Personnel’ (participant) calendar. You will have an opportunity to make changes to individual participant work
schedules under the ‘Health Personnel’ Tab.

Tribal Government Health Personnel

Search Criteria

Tribal Government
A Tribe A
Fiscal Year
2016 v | Show Calendar
A
1(— Global Calendar Setup > /
The calenaar W be created using the parameters selected below ¢
; ¥ ; ¥ :
Start Date End Date Weekends Start Time End Time
07/01/2015 06/30/2016 Mon-Moment Days ¥ 08:00 AM¥ 05:00 PM ¥
Generate Calendar
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[ )

weekend, then select ‘Working Days’
e Enter the most common ‘Start Time’ and ‘End Time’
e Click ‘Generate Calendar’ button

The calendar for 2016 has been generated.

STEP 6- On this screen you will mark any
non-work days, such as holidays which
most staff share. You will have an
opportunity to apply unique schedule
changes to each individual participant’s
schedule under the ‘Health Personnel’ tab

Click on the day(s) to be marked
as non-working, they will highlight
in blue

Then click the ‘Mark as Non-
Moment Days’ button

The selected days will change from
blue to pink, indicating a non-
moment day

The system will automatically save
your data, there is no ‘save’ button
when marking moment or non-
moment days.

Calendars
Tribal Government

N

Health Personnal

Search Criteria

i

Tribal Government

v

Weekends: If most staff do not work weekends, select ‘Non-Moment Days’. If most staff do work on the

v | [ Showasiendsr ]

—Ghobal Calendar Setup Shifts
e *Start Time #*End Tima
Start Date End Date  Weskends
07/01/2015 06/30/2016 | Non-MomentDays ¥ AM Y T
Start Time End Time Save | Delete
fE00_[AW v (500 _[PM Y| W | %
—F1E Setwp
*Base Hours Per Week 40
#Mot Paid Break Time Per Day in =
minutes ==
Mark a5 Working D=
- July 2015 August 2015 September 2015 e
SuMo TuWe Th Fr Sa Su Mo TuWe Th Fr Sa  Su Mo Tu We Th Fr Sa | -"‘aff*ﬁg:‘:"b’-'f“l [
BEIEY i 1] 2 4|5 —

Oetober 2013 November 2013
Su Mo Tu We Th Fr 52 Su Mo Tu We Th Fr
£l 58| 7|8 G 112
1| 12 14 15 JE
e 28

January 2016 February 2016
50 Mo Tu We Th Fr Sa 5u Mo Tu We Th Fr

1 52 112345

24| 25| 28|27 28

April 2016 May 2016
Su Mo Tu We Th

Mo Tu We Th Fr

December 2043

5a

Mark as Faid Hodiday
AL

igLned

Zonfig
{Mon-Editable}

STEP 7- In the top section of the calendar page is the ‘FTE Setup.” Here you may select the most common ‘Base Hours
per Week’ and most common ‘Not Paid Break Time per day in minutes’. Using your Participant Calendar Entry Form:

— FTE Setup
*Base Hours Per Week 40
*Mot Paid Break Time Per Day in &0

minutes
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Enter ‘Base Hours Per Week’
Enter ‘Not Paid Break Time Per Day’
Select the ‘Add’ button
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STEP 8- To ensure each time study participant is active and will receive moments, you must open EACH time study

participants calendar by clicking the ‘Health Personnel’ tab, then select the proper quarter and select the time study

participant.

Tribal Government

ealth Personnel

Search Criteria

Tribal Government Health Personnel

A Tribe v Select One v
Select One
Fiscal Year Quarter Agua Lobster 56
2016 w1 v Show Calendar Black Chl[:f.&rl ]
Blue Ant 47
Blue Clam 58

Brown Turkey &0
Buttercup Betty UMMS25782

4

Gilobal Calendar Setup
The Tribal Government calendar will be used 1o create the calendar.
| Generate Calendar |

STEP 9- The Health Personnel tab contains each participant’s individual calendar. In this tab you will make adjustments
to each participant’s calendar to reflect the correct work schedule, base hours and non-paid break time.

e Select the applicable Tribe from the Tribal Government drop down
e Select the participant from the ‘Health Personnel’ drown down

e Click the ‘Show Calendar’ button

e Click the ‘Generate Calendar’ button

The information entered on the Tribal Government tab will be displayed as the default. If the participant’s work
schedule (days or hours) differs, you may make adjustments following the steps below.

STEP 10- To modify the hours simply change the existing ‘Start Time’ and ‘End Time’ and click ‘Save.’

— Shifts
*Start Time *End Time
i Star Time End Time Save [ratete |
0800 |AM v| 0500 [PM v W @ % |

e To mark a day as non-working — click on the calendar day then click the ‘Mark as Non-Moment Days’ button.
Any day you select will turn blue.

( 1 1l i
< July 2015 August 2015 September 2015 iiMarcaseriongbaysy
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa < Mark as Mon-Moment 1
1 | 2 (EEE 1 23|45 L

BBl 6 (7T |8 |9 |10 gl 3 (4|5 |6 |7 BB Gl 8 | 9 |10 17 BE2 Iark as Paid Holiday

121 13| 14| 15| 16 17 1G] (2 10 12 13|14 |85 (93] 14| 15|16 17| 18|19 Time

15| 20 | 21| 22| 23|24 |25 [46]| 17 |18| 1920|2122 (28] 21|22|23 | 24|2528 Wodify Shifts

26| 27| 28| 29|30 3 23| 24 |25|26|27|28|29| |27/ 28|29 |30 —

30| 31
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Modify Shift — If, for example, a staff person works from 8:00am-5:00pm most days, but on Fridays they work a different
shift, such as 6:20am — 3:00pm, you can ‘Modify’ the shift. Begin by selecting the days that need to be modified. In our
example, this would mean clicking on every Friday.

¢ July 2015 August 2015 September 2015 | Matkas Workdng Days |
Su Mo Tu We Th Fr Sa  Su Mo Tu We Th Fr Sa  Su Mo Tu We Th Fr Sa Mark as Non-Moment
2 SR . 1]2 ]2 [EllE DR
Bl 6 | 7|8 | o |eelEal BN 2| 4|56 (NENE ST 8 | O | 10 ||iEw |42 Mark as Paid Holiday
12| 13|14 |15 |16 [ 18] [ 8 10) 11| 12| 13 [ 15 (13| 14| 15| 16| 17 [FE] 19 Time
19| 20 | 21|22 | 22 [BH)=s| 18] 17| 18| 19| 20 [l 22| |20 21| 22 | 23| 24 (25| 26 < “Wiodify Shifi
26| 27 |28 |20 |30 &9 2324 25|26 272829 (27| 28|29 30 e —
30 3
e C(Click the ‘Modify Shifts’ button
e The ‘Modify Shifts’ dialog box will appear
e Select the red X to delete the current shift times #
< July 2045 August 2013 September 2013
Su Mo Tu We Th Fr % 5Su Mo Tu We Th Fr 5a S5u Mo Tu We Th Fr &a
1|2 ||k 1 1|2 3 |
64 8| 7 B RIBEE B 2 4| 5|6 RS 5 10 |5 12
2 4| 15 16000 18 o 10 2| 13 [P S 17088 1B
18 M| 21| 22] T3 | EeETE 18 17| 18| 18 | 20 |21 22 3| 4 0
26 27| 28 28 3034 X324 1 25| 28| 27 (ERE 2R
< x
2 The page at https://ga-www.chcf.net says:
S [ @ | 52 |leos
| Modify Shifts - Google Chrome o= - ” Are you sure you want to delete the record?
Th Fr 5a
@& https://ga-www.chcf.net/chcfweb/sbe/adn Q [ [aT 413
ol 1108 Cancel
7 18 18 Wh
g ol en i .
Shiffs 54| 2528 you click the ‘X’ this pop up
%Start Time *End Time 11 messa e wil| .
A Y Sy g appear. Click ‘Ok’.
Sian Time End Time Dzizte
—p— 16
0E:00 PM ® 415---
ITh Fr 5a

Enter the new Start and End times — carefully review the data entry, especially checking the AM/PM
e Click the ‘Add’ button
e Click the ‘Close’ button

E - . |
| Modify Shifts - Google Chrome L= B
(@ https://ga-www.chcf.net/chcfweb/sbc/ac
(Modify Shifts |
Shifts
*Start Time *End Time
0520 AM W o200 || PM
Start Time End Time Dizlzte
Mo records found
<
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The selected days will change to green, indicating that the shift for those days is different than the ‘global’

default shift shown at the top of the screen.

£ July 2015 August 2015 September 2015
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa

11213 4 1 1/2(3|4/|58
5 6, 7,8 9 1W0M 2 3 4 56 7 8 6 7 8|9 /[10 11 12
12 13|14 15 16 18 | 9 10/ 11 12 13 14 15 13 14 /15 16 17 18 19
19 20|21/ 2223 24 25 (1R 1718119 20 21 22 20 21 /22|23 24|25 26
26 27(28| 29 30 3105:20 AM—EJ3ZUE]_PM. 27128 29 |27 282930

30 31

Tip: Hover your mouse over any day in the
calendar to view the shift for that day.

Note: There is no ‘save’ button on the calendar screen, the system saves your work as you go. When you’re done
with a participant’s work schedule, simply choose the next participant from the ‘Health Personnel’ drop down, or

navigate away from the screen.

To select another participant, select the participant name from the Health Personnel drop down menu. You must
generate a ‘Health Personnel’ calendar for ALL time study participants. The FTE Setup, shifts and days off must be

entered for each time study participant.

Health Personnel

Saznch Criteria

Tribal Government Health Personnel

A Trina v Afua Logsierss ¥
Fiscal Year Cuearter = e |
] Y ||AL ¥ Show Calendar |
bal Calendar Setup Shifts
* T
tart Dizte  End Dzt Weskends } i |rne. | ::I'I'lrne !
7/01/2015 06/30/2016 | Non-MomeniDays ¥ | | | || PM._¥ Add
: [ e 0o
Em s . |

E Setup

ase Hours Per Week
ot Paid Break Time Per Day in

utes

Rad Lion 44

WioielSnan 55

Winme Clam 33
Yalow Sirafles 40

The calendar entry process is complete; however it is important to verify the information. The next section will
focus on validation of the data through utilizing the report tools in the System.

WA Tribe Calendar Entry
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Reporting tools to check that Work Schedules are Complete and Correct

1

To confirm that you have entered work schedules for all of your participating staff, you can run the “RMTS
Calendar Configuration Report.” This report is on your “Reports” menu which you can access from the left

hand side navigation menu.

inistrative AAC Reports

Claiming

Calendar Administrative Activity Claim Reports
File Upload
File Extract Random Moment Time Study Reports

¥ Reports 1 | RMTS Calendar Configuration Report

= ine T-aini
Qniine. S-dwing 2 | Calendar Data Entrv Report

Calendar Data Entry Summary Report

Choose the appropriate “Year” and “Quarter” for the report, and be sure to click the check box next to “Include Health
Personnel” as shown below:

¥ Administrative AAC Reports
Claiming

Calendar RMTS Calendar Configuration Report
File Upload ¥*MAC Contracter : WA-TRIBES ~
File Extract

*vear: 2016 -
Reports

*¥Quarter : First Quarter * Refresh

# Online Training

*Tribal Government: A Tribe -

Include Health

Personnel :
View As Excel
Back toc Reports
The report will open as an Excel 3 S = = = E =
workbook like the one shown 1 |RMTS Calendar Configuration Report
) 2 Run Date: 05/14/2015

here. You want to verify that 3 Run Time: 08:32 AM PT
all of the lines on this report . MAC Contractor: WA TRIBES

5 Tribal Government: 'A Tribe
that include Health Personnel 6 Year:[2016

) 7 Quarter: 1
show up with the status of 8 Include Health Personnel: Yes
“Confirmed.” 190 ;
MAC Contractor Tribal Government Health Personnel Status User ID Date

11 WA-TRIBES Mot Configured

12 WA-TRIBES A Tribe Confirmed ButtercZ 05/07/2015
The User ID indicates the 13 WA-TRIBES A Tribe Aqua, Lobster  Confirmed ButtercZ 05/07/2015

14 'WA-TRIBES A Tribe Black, Chicken Confirmed SunshiS3 05/13/2015
person who opened and 15 WA-TRIBES A Tribe Blue, Ant Confirmed Sunshis3 05/14/2015
configured the Calendar/Work 16 WA-TRIBES A Tribe Blue, Clam Mot Configured

17 WA-TRIBES A Tribe Brown, Turkey Confirmed SunshiS3 05/13/2015
schedule. 18 | WA-TRIBES A Tribe Buttercup, Betty  Not Configured

19 WA-TRIBES A Tribe Copper, Bear Not Configured

20 |'WA-TRIBES A Tribe Gold, Donkey Mot Configured
|f any WOFk SChEdU|ES are ”NOt 21 WA-TRIBES A Tribe Gray, Rhino Not Configured

22 WA-TRIBES A Tribe Gren, Dog Not Configured
Configured” you can go back 23 | WA-TRIBES A Tribe Lilac, Bird Confirmed SunshiS3 05/14/2015

. 24 WA-TRIBES A Tribe Lime, Horse Not Configured

and enter their work schedules |55 wa trises ATribe Mint, Whale Not Configured
and then re-run the report to 26 WA-TRIBES A Tribe Neon, Fish Not Configured

27 |WA-TRIBES A Tribe Pink, Tiger Mot Configured
confirm that they are all set. 28 | WA-TRIBES ATribe Purple, Cat Not Configured

29 'WA-TRIBES A Tribe Red, Lion Mot Configured

30 'WA-TRIBES A Tribe Violet, Shark Not Configured

WWA—TRES ATrE:e ‘r‘e_How Giraffe Not ConﬂgLired
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2

When you have finished entering all the work schedules for your staff; you should check your work for any data
entry errors by running the Calendar Data Entry Report. This report is on your “Reports” menu which you can

access from the left hand side navigation menu

# Administrative

AAC Reports

Claiming

# Online Training 2

Calendar Administrative Activity Claim Reports
File Upload

File Extract Random Moment Time Study Reports

Reports RMTS Calendar Configuration Report

Calendar Data Entry Report

Calendar Data Entry Summary Report

Choose the appropriate “Year” and “Quarter” for the report, and be sure to select the “Calendar Type” of “Health
Personnel” as shown in the example below:

Calendar Data Entry Report

Calendar
File Uplead ®yaar : *Quarter :
File Extract 2016 - First Quarter -
Reports *
MAC Contractor :

% pnline Training

WA-TRIBES -

*Calendar Type :
Health Personnel -

Tribal Government : Health Personnel :

ATrbe ~ ALL -

Wiew fs Excel | Backt Aqua Lobster

Black Chicken
Blue Ant

Blue Clam
Brown Turkey
Buttercup Betty
Copper Bear
Gold Donkey

A sample of this report is shown below. This report can be used as a tool to identify any errors in data entry.

A B c D E F G H I J K L M N [¢] P Q
Calendar
Data Entry
1 Report
MAC .
2 Contractor: 'WA—TR[EES User Id: SunshiS3
3 Year: 2016 Environment: QA
N Is Data

4 Quarter: 1 Scrambled: "*°

5 Date: 05/14/2015

6

Total Minutes
; for Momenta: 2,700 2,700 1,060 0 0 2,700
8 Day 07/01/2015 07/02/2015 07/03/2015 07/04/2015 Weekly 07/05/2015 07/06/2015
- HPs
Tribal . . Start/End . Start/End . Start/End . Start/End . . Start/End

4 Government a‘;nr:::tl_: for Minutes/Day o Minutes/Day o Minutes/Day ;o Minutes/Day |; HRS Minutes/Day Minutes/Day
08:00 AM - 08:00 AM - 06:20 AM - 08:00 AM -

4p ATiibe Aqua, Lobster 540 02200 B 540 500 P 520 0300 26.67 540 500 P
08:00 AM - 08:00 AM - 08:00 AM -

49 ATrioe Black, Chicken 540 h2.00 pM 540 4500 pM 18.00 340 5500 pM

" 08:00 AM - 08:00 AM - 08:00 AM -

1p ATiibe Blue, Ant 540 0200 540 0200 b 18.00 540 0% 00 b

13 ATribe Blue, Clam 0.00
08:00 AM - 08:00 AM - 08:00 AM - 08:00 AM -

14 ATrIDE Brown, Turkey 540 02100 M 540 5200 pM 540 02100 M 27.00 540 <i00 e
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You can also run the Calendar Data Entry Summary Report in the same manner to see total hours scheduled
to work by week for each participant.

# administrative AAC Reports

Claiming

% Online Training

Calendar Administrative Activity Claim Reports
File Upload

File Extract Random Moment Time Study Reports

Repaorts RMTS Calendar Configuration Report

Calendar Data Entry Report

3 Calendar Data Entry Summary Report

Select the ‘Calendar Entry Summary Report.’

AAC Reports

calend

Data Entry v Report

*vear :

2016 ~

A Tribe

*MAC Contractor :
WA-TRIBES =

*Calendar Type :
Health Personnel  ~

Tribal Government : Health Personnel :

*Quarter :
First Quarter -

- ALL -

View As Excel | Backto Rep Aqua Lobster
Black Chicken
Blue Ant
Blue Clam
Brown Turkey
Buttercup Betty
Copper Bear

o

Remember to select the fiscal year and quarter and indicate the calendar type (suggest Health Personnel).
The Summary Report looks like this:

Calendar Data Entry Summary Report | 1
MAC Contractor: WA-TRIBES

Quarter: 1

Tribal Government HPs Available for Moments HRS HRS HRS HRS HRS HRS HRS HRS HRS HRS HRS HRS HRS
A Tribe Aqua, Lobster 26.67 44.67 44.67 44.67 44.67 44.67 44.67 44.57 36.00 44.67 44.67 44.67 44.6
A Tribe Black, Chicken 18.00 44.50 44.50 44.50 44.50 44.50 44.50 44.50 36.00 44.50 35.50 44.50 44.5
A Tribe Blue, Ant 18.00 44.67 44.67 44.67 44.67 44.67 44.67 44.67 36.00 44.67 35.67 44.67 44.6
A Tribe Blue, Clam r 0.00" 0.00" 0.00" 0.00" 0.00" 0.00" 0.00" 0.00" 0.00" 0.00" 0.00" 0.00" 0.0
A Tribe Brown, Turkey 27.00 45.00 45.00 45.00 45.00 45.00 45.00 45.00 36.00 45.00 45.00 45.00 45.0

Year: 2016
Date: 05/14/2015

Week 1 Week2 Week3 Week4 Week5 Week6 Week7 Week8 Week9 Week10 Week11l Week12

For assistance please e-mail MedicaidAdmMatch@umassmed.edu or call 1-800-535-6741, option 1.
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