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Agenda

• Quarterly Updates

• Calendars

• Shifts

• TSP Updates

• Sample Generation

• System Reminders



RMTS –Quarterly Updates



RMTS Quarterly Updates

Each quarter the following will be updated unless otherwise directed by 
your LEC coordinator:

• Calendars

• Shifts

• TSP list

Work with your Business Office and Human Resource department to identify 
TSPs who:

• Are NOT 100% federally funded (eliminate from TSP list if they are)

• Currently employed with the LEA

• Meet SMAA participant time survey requirements as outlined in the DHCS SMAA guide
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Calendar Updates
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Calendars

Calendar Certification

• Each LEA MAA coordinator must enter the LEA school year 

calendar indicating all non-student attendance days 

• LEC coordinators certify all Federal holidays before the LEA calendar is 

available

• LEA MAA coordinators must indicate all additional non-student 

attendance days for the entire school year displayed within the JS 

quarter’s calendar 

• Be sure to indicate all non-student attendance days by marking 

the days as holiday/non-work day in the system (red)

• Each quarter calendar must be certified prior to sample generation

• Verify existing non-student attendance days selected for the upcoming 

quarter that were previously entered and make revisions as necessary

• Calendars must be approved by LEC coordinators

Reminder: Enter the full 

school year calendar within 

the JS quarter
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Calendars
• Access calendars by 

clicking on the ‘Calendar’ 
link from the home 
screen

• Add holidays/non-
working days for the 
entire school year by 
clicking on the 
appropriate label 
(‘Holiday/ Non-Work 
day’) and then clicking 
on each date to label 
appropriately

• Certify calendar by 
clicking the ‘Save 
Changes’ then ‘Certify’

• Each quarter, review 
the certified calendar 
and make changes if 
necessary to future 
dates

• ‘Save Changes’ if 
applicable and ‘Certify’



Shift Updates
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Shift Updates

• Shifts previously established will transfer from the previous quarter

• Review Shifts

• Shifts can be added, edited, or inactivated for the prospective quarter

• Verify that no TSPs are assigned to a shift before inactivating

• LEA MAA coordinator will select the most appropriate shift for each 
employee

• Shifts must be completed prior to updating TSP data or adding new TSPs 
to the staff pool list
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Adding or Editing Shifts

• Access shifts by clicking on the 
‘Configurations’ link from the 
home screen

• To add new shifts for TSPs enter:

• Desired name of shifts

• Day(s) of the week

• Begin time associated with each 
day 

• Duration for each day in hours 
and minutes (6h 30m)

• Position indicates the order in 
which shifts will display in the 
TSP shift type drop down menu

• To edit Shifts for TSPs edit any 
desired field or delete rows

• To inactivate entire shift select 
‘Inactive’ box

• Please make sure to NOT 
inactivate shifts that are 
currently assigned to TSPs



Updating TSP Lists
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TSP List Updates

• All changes such as adding a new job position, updating existing TSP 

information, and inactivating/activating TSP must be made directly in the system 

from the ‘Staff Pool Positions’ link located under the ‘People’ menu from the 

home screen

• Changes can be made up until TSP list has been certified

• If changes need to be made in the system AFTER it has been certified the LEA 
will need to contact their LEC coordinator to unlock the previously certified list

• The TSP list cannot be unlocked or updated after the sample has been generated 
and moments have been assigned

• Positions added to TSP lists are effective with the upcoming quarter and does not 
change data for the current quarter

• Name changes, replacements, terminations, and emails addresses update 
immediately

• TSP list must be certified after all updates are completed in the system

Reminder: Change to the 

appropriate quarter
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Adding a new TSP
• Access the TSP list from the ‘People’ 

tab on the home screen then select 

‘Staff Pool Positions’

• Add a new participant:

• Manually by clicking on ‘Add New 

Job Position’ and completing the 

required information

• Mandatory fields are 

highlighted in ‘red’

• Employee ID is not a required 

field but is required for the 

SMAA program

• All newly added TSP positions 

for October-December must 

have a start date of 10/01/17
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Editing TSP Information 
• Access the TSP list from the 

‘People’ tab from the home 
screen then select ‘Staff Pool 
Positions’ and click on the 
TSP’s name

• To make edits to an existing 
TSP click on the TSP’s name, 
make applicable changes, and 
click ‘Save Changes’

• Last names and/or email 
addresses can be updated by 
selecting the check box and 
then making the appropriate 
changes

• To remove a position from 
future RMTS participation, place 
an end date of the last day of 
the previous quarter (ex: 
09/30/17 for OD17) and then 
delete the vacancy that is 
created in the following quarter



Editing TSP Information

15

• To delete a vacancy, choose ‘Delete’ from 

the action drop down, confirm the 

deletion, and ‘Save Changes’

• A vacant position can be filled by a TSP 

who has previously participated in RMTS 

by selecting the ‘Fill With Existing’ option 

from the  ‘Action’ dropdown
• Coordinator will search by email address, 

last name, or first name to locate the TSP 

filling the position

• TSP filling the position CAN NOT be an 

active TSP for the LEA

• A vacant position can be filled with a new 

participant by selecting the ‘Replace with 

New’ option from the ‘Action’ drop down
• All required fields would then need to be 

completed

• Certify the TSP list by clicking on the 

‘Certify Staff Pool’ option

• TSP lists must be approved by LEC 

coordinator prior to claim sample 

generation
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Using the Import / Export Feature
• Select the ‘Export’ option from the ‘People’ tab from the home screen

• Save the file as an Excel file named ‘splexport’

• Retain the worksheet (tab) naming convention of ‘splexport’ as well

• DO NOT rearrange, insert/delete, or rename columns

• The export file contains the following fields:

• CostPool.Name – name of the cost pool

• Agency.Name – full LEA name

• ParentAgencyName – region or agency that the Local Education Agency (LEA) participates 
under 

• JobSpanID – a system generated number that is included in the export for existing Time 
Study Participants (TSPs) that should be left blank for new and should not be edited for 
existing TSPs

• JobPositionID – a system generated number that is included in the export for existing TSPs 
and that should be left blank for new and should not be edited for existing TSPs

• JobCategory.Name – one of the approved job categories

• JobTitle – the TSP’s official district job title

• Description – not a required field but can be used for any purpose
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Using the Import / Export Feature

• ShiftType.Name - name of the shift established in the system that is appropriate for the 
TSP

• LastName – last name of TSP

• FirstName – first name of TSP

• MiddleName – middle name of TSP (if applicable)

• Email - the participant’s unique email address.  If the participant does not have an email 
address, then Employee ID is required

• EmployeeId - not a required field (unless no email address is available) but may include 
LEA created employee ID. DO NOT use Social Security numbers

• EmploymentStatus - either 'District Payroll' or 'Contracted'

• NewPerson – must be populated with a ‘Y’ or ‘Yes’ if the row is adding a new TSP

• UpdateLastNameorEmail – must be populated with a ‘Y’ or ‘Yes’ if the row contains 
changes to the TSP last name or email address

• DeleteJobSpan – may be populated with a ‘Y’ to delete the participant from the position.  
This is the same action as clicking the red ‘X’ from in the system within the same quarter 
that a TSP is added

• BeginDate - employee start date in MM/DD/YYYY format (to be the first date of the 
quarter start unless TSP is a replacement in which case the exact hire date should be 
used – this is for new TSPs during quarterly updates)

• EndDate – the end date of the TSP if you would like to remove them from the TSP list.  
End dates cannot be before the last day of the previous quarter via import.  For OD17, 
this would be 09/30/2017

• Inactivate – enter a ‘Y’ if you are removing a TSP from your TSP list
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Using the Import / Export Feature

• All new positions must be added to the bottom of the file

• DO NOT delete rows – to delete a TSP please use the ‘EndDate’ and 
‘Inactivate’ columns 

• Vacancy will be created if ‘Y’ is not indicated in the ‘Inactivate’ column

• Import the file by selecting ‘Import’ from the ‘People’ option from the home 
screen
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Sample Generation 
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Sample Generation

• Once all quarterly updates have 
been completed by the LEA, the 
LEC coordinator will need to 
approve the calendars and TSP lists

• PCG will then provide additional QA 
and will follow-up with LEC 
coordinators for clarification or 
required revisions

• After all QA is finished the quarterly 
sample will be generated and TSPs 
will be notified 5 student attendance 
prior to their first moment

• Once the new quarterly sample has 
been generated, updates to TSPs 
email addresses and last names, or 
terminations and replacements are 
the only changes that will be 
effective during the quarter



RMTS – System Reminders



Best Practices

• All changes should be made in the quarter in which they occur

• If a TSP is terminated in the current, active quarter place the actual TSP end 

in the system creating a vacancy

• Replacement information is effective immediately and actual start dates 

should be entered during current, active quarters so that assigned moments 

can be assumed

• A position can be vacated by selecting the ‘Vacate’ option from the 

‘Action’ drop down menu

• Appropriate end date will be required

• Vacant positions must be resolved prior to certification (filled or deleted)
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RMTS System Reminders

TSPs document their activity during assigned moment(s) in the web-
based RMTS system

TSPs receive the following notifications:

• 5 student attendance days before the moment

• 1 hour before the time of the moment

• 24 hours after the moment

• 3 student attendance days after the moment

• The LEA MAA coordinators are copied on the 24 hour and 3 day late notifications

Paper RMTS moments are generated for TSPs that do not have an 
available email address 

• TSP must complete, certify, and submit their paper moment within 3 student 

attendance days of the moment to the LEA MAA coordinator unless otherwise 

directed by your LEC coordinator

• LEC coordinator must enter the responses within the 5 student attendance day 

response timeframe
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