
Enter Moonlighting Agreements into RMS 

 
 
 

 
Click Personnel>Personnel Records 
 



 
Locate your trainee’s file either by the drop-down list or search bar. 
 



Select Contracts from the Residency/Fellowship section of the screen 
 

Choose New 



 

 
Select Moonlighting from Contract Type 



 
Enter the dates of the Moonlighting approval period 
 
Click Choose File to upload copy of the Moonlighting approval; locate the file and select 
 



 
Choose Save and Return 
 



 

Run a Report on Moonlighting Expiration Dates

Select More>Custom Reports 
 

 
Locate the “Moonlighting Agreements Start and End Dates” report.  To the right of the report 
name, choose Report Options>View Report 

 
 



Set Up Email Notifications for Contract Expirations 

 
Please note, this change will notify recipients about ALL expiring agreements (Residency and 
Fellowship as well) 
Choose Administration>Software Setup 
 



Location Email Notification from the Local Setup Menu 
 



Choose the Contracts tab 
 

Set your options for notifications and click Save 


