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Why Do We Complete a Time Study? 
 

• The RMTS is continuous (all 
working days of the year going 
forward). 

 

• An RMTS is a federally approved 
process where participants are 
emailed short surveys and asked 
to indicate what they were doing 
at an assigned time. 

 

• The time study is required to 
determine the amount of time 
spent on various activities. 

 

• Based on these results DHS 
determines the amount that can 
be charged to various funding 
sources, which is used to 
reimburse Child Placing Agencies. 
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RMTS Myths  

• An RMTS is not a “big brother” 
tool to monitor workers. 

 

• An RMTS is not a job 
performance evaluation tool. 

 

• An RMTS cannot be used to 
determine what a single worker 
is doing throughout the day. 

 

• No answer is better than 

another (the “right” answer is 

what you happened to be doing 

at the time of your moment). 
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E-mail Based System Overview 
1. The time study participant receives an e-mail that contains information 

that they have been selected to complete a random moment for Michigan 
DHS.  

• *Note: The subject of the e-mail will read: “URGENT! TIME SENSITIVE RMTS 
RESPONSE REQUIRED.” 

 

2. The participant logs on to https://easyrmts.pcgus.com/DTARMTS/ using 
the user name and password provided in the e-mail.  This link is 
contained in the e-mail. 

• *Note: The RMTS e-mail participants receive comes from 
midhscpa@pcgus.com .  

 

3. Once the participant is logged in, s/he selects the specific moment to 
respond to. (Note: if the participant has multiple outstanding moments, 
each moment will be listed). 

 

4. Next, the participant is prompted to “Please select the type of activity you 
were working on”. S/he selects the applicable activity category from the 
drop-down list and selects “Next”.  
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E-mail Based System Overview (cont.) 
 

5. Once the activity category is selected, the participant is asked to select the 
specific service they were providing.  

 

6. The participant may be asked to provide a Case ID or a description, depending 

on the answers s/he previously provided. 

 

7. The participant “submits” the response once the survey has been completed.  
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The moment must be answered within three business days.  If the 

moment is not answered in the given time frame, the moment expires 

and CANNOT be answered.  
* Participants receive a 24, 32, and 48 hour reminder if they do not respond 

beforehand. 



Example: Email Format 
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Email Step # 1: Moment Date & Time  

MI DHS CPA RMTS Training 8 



Email Step # 1: Moment Date & Time 

 

 

 

The moment date and time listed in the body of the email is the time that you 

must report on.  If you are not able to respond right away, make a note to 

yourself of what you were doing at that time. 

Use your calendar, sent and received emails, or other tools to help you make 

your best judgment of your activity for that specific moment.  

 

If you were not working at that time, you must still respond.  There are options 

for non-work activities. 
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Email Step #2: Logging In 
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Email Step #2: Logging In 

 

 

 

 

The email includes a link to the EasyRMTS website.  The link will take you to a 

sign in box: 
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Email Step #2: Logging In 

 

 

 

 

Your User Name and Password are included in the email message. 

 

 

 

AR DCFS RMTS Training 12 



Email Step #2: Logging In 
 

 

• Your user ID and password will be the same for each moment you receive. 

 

• They are included on ALL initial emails notifying you of your selection to 

report on your activity. 

 

• However, they are NOT INCLUDED on reminder emails (for security 

reasons). 
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Log-on Troubleshooting – Common Scenarios 

 

Scenario #1: Used ID & Password 

You receive an email from midhscpa@pcgus.com reminding you complete your 

random moment sample.  However you do not know your user ID or password. 

 

Solutions: 

1. Find the original email in you email inbox by referring to the date and time it 

was sent (should be within 10 minutes of the moment time) 

 

 

 

2. Call DHS Help Desk: (517) 373-3558, (517) 930-3227 

 

3. Call PCG Help Desk: (866) 803-8702 
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Log-on Troubleshooting – Common Scenarios 

Scenario #2: Error messages 

You have entered your used ID and password but you are receiving an error 

message. 

 

Solutions: 

1. Try copying and pasting them in and make sure you do not include any 

extra spaces either before of after the numbers.  If you type them in (not 

recommended), note that they are case sensitive. 

 

2. If you still receive an error, Call PCG Help Desk: (866) 803-8702 
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Example: Welcome Screen 

MI DHS CPA RMTS Training 16 

Please select 

Next to see your 

moments.  

 

 
 



Example: Moment List 
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*Note: An Activity Descriptions Link is included  

on this screen to provide access to the 

Activities Description document. 

You will be taken to your 

list of “open” moments  

(any that have not 

been answered within 

3 business days). 

Select “Respond” to 

answer a moment. 

*Note: Participants can 

only respond to one 

moment at a time. 

 

 



Program/Activity Category Screen (Initial 

Question) 
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The first survey question will ask you to identify if your 

activity was client related or not. 

 



Program/Activity Category Screen:   

Client Related 
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• “Client related” includes any activity that can be connected to a 
foster child or children. This includes paper, phone and computer 
work. 

 

 

• For activities performed on multiple cases (e.g., attending a 
staffing on several of your cases, filing a stack of case 
documents), select “Client related”, select a single case based on 
your best judgment and then choose your responses based on 
that case.    
 

 

 

 

 
 



Program/Activity Category Screen (Initial 

Question) 
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For Licensing Activities: 

• Select “Yes” if the activity is related to a specific child or children 

• Select “No” if the licensing activity is not related to specific child/ren. 

 

 

 



Example: Program/Activity Category 

Screen  
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Services to Adults should only be selected 
for activities performed outside of a foster 
care case plan.  For licensing activities, see 
previous screen.  

 

If your activity was 

related to a foster 

child, select the best 

description of their 

case type from this 

list.  

 



Example: Program/Activity Category 

Screen  
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Depending on your 

previous answers, you 

may then be asked to 

select the specific 

service you were 

providing. 

 



Example: Program/Activity Category 

Screen  
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• Note that all related 

paperwork, phone calls, e-

mails, documenting in 

MiSACWIS, filing, or travel 

required to perform these 

activities should be 

connected to one of these 

activity choices. 

 



Example: Program/Activity Category 

Screen  
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After selecting the 

service you were 

providing, you will 

be required to 

provide a Case ID.  

 



Example: Program/Activity Category 

Screen  
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After providing a 

case ID, you may 

be required to 

describe the 

activity you were 

performing in your 

own words. 



Completing Your Response –  3 Step Process 

Step 1: 

Review your 

response. If your 

response is 

incorrect, please 

select the EDIT 

button and you will 

be able to change 

your response.  

 

MI DHS CPA RMTS Training 26 

 

 
 

 



Completing Your Response –  Step 2 

Step 2: 

Once your 

response is 

accurate, check 

this box. 
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Completing Your Response –  Last Step  
• This statement 

confirms that the 

moment has been 

submitted.  

• If there are any 

other unanswered 

moments, the 

“Return to Moment 

List” will be present.  

Click on it. 

• Click on “Print” if 

you are selected for 

a subsample (see 

slide 32). 
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Some Things to Remember! 

• The Activity Descriptions, along with this training presentation, are available to staff 

each time they access the EasyRMTS™ system. They can be downloaded through 

the Activity Descriptions Link on the moment list screen as a PDF. 

• Make sure you enter the appropriate Case ID or description. The Case ID is 

required, and it is not a HIPAA violation. 

• Respond as soon as possible to insure your most accurate response. 

• Take a minute to analyze your activity. Pick the answer that best reflects what you 

are doing at that moment.  Remember that administrative tasks such as travel, 

entering contacts, filing, checking email, etc. must be tied back to the 

relevant case and service.  

• You can access the EasyRMTS™ system anywhere there is an internet 

connection, including your smart phone.   

• If you are out of the office, you may check your email and respond to moments that 

were received in your absence. Moments that do not get completed count towards 

our sampling error rate which can reduce our federal claim. 

• If you will be out of the office (on leave or away at training), please set up an out of 

office message with this information. 
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Some Things to Remember! (cont.) 
• Please check to ensure that your random moment emails are not 

being sent to you junk folder. 
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• Right click on the 

email in your ”Junk 

E-Mail” folder. 

 

• Choose “Junk E-

Mail” from the menu. 

 

• Choose “Mark as  

Not Junk” from the 

menu. 

 



Some Things to Remember! (cont.) 
• Make sure the box to always trust email from the sender’s 

address is checked. 

• Click “Ok”. 
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Subsample Process 
• Federal regulations require that 10% of the time study moments be validated. 

 

• Participants selected for the 10% subsample will be notified and asked a final 
question that requires the participant to describe their activity in their own 
words.  

 

• Please be as descriptive as possible in                                                                         
your responses. 

 

• You MUST print the confirmation screen if you are selected for the subsample. 
You may be contacted to provide further clarification. 

 

• DHS RMTS administrators will review the responses against the 
program/activity code selected for accuracy. 

 

• If the written response does not correspond to the responses in the survey, the 
moment may be invalidated.  
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What Should I Do if I Have Questions? 

If you are unsure about the activity categories or have any other time 
study questions, please contact: 

 

Michigan Department of Human Services 

Random Moment Time Study (RMTS) Unit: 

(517) 930-3227 Renee Piper 

(989) 254-2605 Rebecca Love 

(517) 373-3558 Central Office 

fia-ssas@michigan.gov 

 

 

RMTS contractor: PCG 

midhscpa@pcgus.com 

866-803-8702 
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What Activity Should I Select? 
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What Activity Should I Select? (cont.)  

 

Please see accompanying document for the full activity descriptions. 

You will also have access to this document through a link on the Moment 

List screen (see slide 17). 

 

Contact DHS or PCG if you have questions regarding the activities (see 

slide 33). 
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Name of Supervisor certifying that the PowerPoint training was reviewed: 

 

_____________________________________________ 

  

For (Employee name):___________________________________ 

 

Agency Name:  ________________________________ 

 

Please complete, scan and send a copy of this page to: 

Fia-ssas@michigan.gov 
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