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 Actions > Management> Tickler Management or
click the (£ Tickler management hyperlink on the Home tab of the desktop.
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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.

(2 Tickler Management - Internet Explorer — O X
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Print 12 Help @

Tickler Activity

(®) Tickler Reassignment Worker:
Abby, Alice, N. ~
B Abby, Amy
() Tickler Deletion Casze/Provider. | Abby, Andy
Abby, Mailing
Abby, ParentHome
Abby, Secondary
i abby, tpr
Tickler Reassignment Abby, Work
Abbyie, Amber's, A.
Agustson, Angel, A
Date Participant Type Tickler Assigr| g;nrjne‘erggl:lzlls‘.\g-rnuel gn Tickler To
Due Banana, Brendt
BUFFALQ, Supervisor
Cake, Caitlin, C.
Cedar, Cindy
Clark, Supervisor
Cormn, Conn, C.
Daisy, Dan
Daisy, Doris
Daisy, Dottie
Dane, Suparvisor
Demao, Worker
Door, Diane
Door, Supervisor
Dunn, Supervisor
FAST, Supervisor
Florence, Supervisor '
| FondDul ac. Supervisor |
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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.

{2 Tickler Management - Internet Explorer - O X
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Tickler Activity
(®) Tickler Reassignment Worker: Daisy, Dan v
) Tickler Deletion Case/Provider.  Aardvark, Amy, B. (8223581) ~

Tickler Reassignment

Date Due Participant Type Tickler Assigned To Reassign Tickler To
01/03/2020  Azul, Rita (9231499) Health Screen Due Cake, Caitlin, C. - Independent Daisy, Dan v
Investigation
01/11/2020  Azul, Rita (9231499) Confirming Safe Cake, Caitlin, C. - Independent Daisy, Dan v
Environments Due Investigation
01/31/2020 Azul Rita (9231499) ChildfYouth Cake, Caitlin, C. - Independent
Photo/Description - 30 Investigation Cake, Caitlin, C.
day Com, Conn, C.
Daisy, Dan
Faox, Frank
01731/2020  Azul Rita (9231488) 30-day CANS Cake, Caiiin, C. - Independent o ran -

Investigation

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

Confirmation

The selected ticklers will be reassigned and the associated escalated ticklers will be deleted. Are you sure
you want to do this?

e Lo oo
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4. Notice the ticklers have now been reassigned..
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Tickler Activity

(® Tickler Reassignment Worker: Daisy, Dan v

© Tickler Deletion Case/Provider: ~ Aardvark, Amy, B. (9223581) W

Tickler Reassignment

Date Due  Participant Type Tickler Assigned To Reassign Tickler To
01/03/2020  Azul, Rita (9231499) Health Screen Dus Daisy, Dan - Independent [

Investigation

011172020  Azul Rita (9231499) Confirming Safe Daisy, Dan - Independent v
Environments Due Investigation

01/31/2020  Azul, Rita (9231499) ChildfYouth Cake, Caitlin, C. - Independent [
Photo/Description - 30 Investigation
day

01/31/2020  Azul, Rita (9231499) 30-day CANS Cake, Caitlin, C. - Independent [

Investigation

June 2020



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. Inthe Tickler Deletion group box, select the tickler to be deleted by checking the box for the

tickler. 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.

(2 Tickler Management - Internet Explorer - O X
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Tickler Activity
 Tickler Reassignment Worker: Cake, Caitlin, C. hd

(®) Tickler Deletion

Tickler Deletion

Delete Case/Provider Name Participant Due Date Type

Aardvark Amy (3223581 Azul. Rita (9231499) 0173172020 Child’Y outh Photo/Description - 30 day
O Aardvark, Amy (3223581 Azul, Rita (9231499) 0173172020  30-day CANS
| Aardvark Amy (3223581 Azul. Rita (9231499) 03/01/2020  Permanency Plan Due
Aardvark, Amy (9223581 Azul, Rita (9231499) 06/29/2020  ChildfYouth Photo/Description - & month
Aardvark, Amy (9223581 Azul, Rita (9231499) 07/01/2020  Permanency Plan Review {6 months)
| Aardvark Amy (9223581 Sample, Sally (9231421} 01/03/2020  Health Screen Due
O Aardvark Amy (3223551 Sample, Sally (9231421) 01/11/2020  Confirming Safe Environments Due
| Aardvark, Amy (9223581 Sample, Sally (9231421) 01/31/2020  ChildfYouth Photo/Description - 20 day

Cone L oo

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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Confirmation

this?

The selected ticklers and the associated escalated ficklers will be deleted. Are you sure you want to do

D0 ED

4. The selected tickler(s) have been deleted. Select Close to return to the desktop.
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Tickler Activity

(®) Tickler Deletion

Tickler Deletion

Delete Case/Provider Name Participant Due Date

D Aardvark, Amy (3233581 Azul, Rita (9231499) 01431/2020
D Aardvark, Amy (9223581) Azul, Rita (9231499) 013172020
O Aardvark, Amy (3223581 Azul, Rita (9231499) 03/01/2020
| Aardvark, Amy (9223581 Sa Sally (9231421 01/03/2020
O Aardvark, Amy (9223581 Sample, Sally (9231421 011172020
D Aardvark, Amy (9223581) Sal Sally (9231421 013172020

 Tickler Reassignment Worker: Cake, Caitlin, C. hd

Type

ChildfY outh Photo/Description - 30 day

30-day CANS

Permanency Plan Due

Health Screen Due
Confirming Safe Environments Due

Child/Y outh Photo/Description - 30 day
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