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Tickler Management for Supervisors 
  

Background 
  

The Tickler Management page allows supervisors to reassign or delete ticklers for 
cases/providers assigned to their workers. The Tickler Management page displays defaulting to 
the Tickler Reassignment view. To reassign a tickler, the Supervisor must select a worker from 
the Worker drop-down field and then select the case or provider, which has the tickler to be 
reassigned, from the Case/Provider drop-down field. All ticklers for the specific case/provider 
available for reassignment display.  
  
To delete a tickler, the Supervisor must select the Tickler Deletion radio button to access the 
Tickler Deletion view. When using the Tickler Deletion view, the Supervisor must select the 
worker from the Worker drop-down field. All ticklers for the specific case/provider available for 
deletion display.  
  
To access the Tickler Management page, select Utilities > Tickler Management. 
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Tickler Reassignment  
 
1. The Tickler Management page defaults to the Tickler Reassignment view (if you wish to 

delete a tickler change your selection to “Tickler Deletion” and skip to the Tickler Deletion 
section of this guide). To continue with Tickler reassignment, select the worker from the 
Worker drop-down field. 
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2. Select the Case/Provider in the Tickler Activity group box. Once the Case/Provider is 
selected, the ticklers will populate in the Tickler Reassignment group box for that worker. 
The Tickler Reassignment group box will display the date the tickler is due, the case name 
and case number, the type of tickler, who the tickler is currently assigned to. The ‘Reassign 
Tickler To’ will only display workers that are currently assigned to the case. Proceed through 
the list, selecting who should be reassigned to which ticklers. Click Save when finished.  

  
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  
  
  
 
3. The following message will appear. Select yes if you wish to continue with the reassignment 

of the ticklers you have modified.  
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4. Notice, the first three ticklers have now been reassigned to Frank Fox from Caitlin Cake.  
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Tickler Deletion 
  
Once the Tickler Deletion radio button has been selected from the Tickler Activity group box, 
the page will change to Tickler Deletion mode.  
  
1. Select the worker from the Worker drop-down field in the Tickler Activity group box. This 

will automatically populate the Tickler Deletion group box with all ticklers associated with 
the selected worker. 

 
Note: AFCARS Ticklers cannot be deleted from Tickler Management.  

  
2. In the Tickler Deletion group box, select the ticklers by checking the box for the tickler to be 

deleted. Next to the corresponding check box is the Case/Provider Name, Participant, Due 
Date of the tickler and tickler Type. Click Save if you are ready to finalize this process. 

  

 
  
3. The following message will appear after Save is selected. Click the Yes button if you are 

ready to delete the ticklers you had previously selected. 
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4. The selected ticklers for Art Abby and Alexandra Tyler have been deleted. Select Close to 
return to the desktop. 
 

 
 

 


