EIS TICKLER INSTRUCTIONS

Crisis Contact Tickler Instructions

Step 1.  By simply logging on and open to your My Events page, the ticklers list automatically if you are due any ticklers.
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Step 2.  Click on the Tickler ID Number and message will open revealing the client name and the crisis contact date.  By doing this, you will be able to decide if you want to read the note at this time or at a later time.


Step 3.  You have three options at this time.  

Send -You may elect to send this tickler to some other staff member who may need to be aware of the tickler but is not included in the tickler notifications.  Click on send and the standard staff/organization procedure becomes active.  Just use the standard procedure to identify the staff member within the department to whom you wish forward the tickler.

Delete – You may delete the tickler from your list of ticklers by click the delete button.  The tickler will be removed from your list but not from the tickler lists of other staff that receive the same tickler.

Close – You may close the message box and return to the tickler list by clicking on the close button.  The tickler will remain on your tickler list until you go back and use the delete option.  Do not “X” out of the message box or you will be returned to start of the tickler list.

Step 4.  You may go directly to the contact note that activated the tickler by clicking the “GO” button in the last column of the tickler.  When clicked the actual note opens for your review.  When you finish reading the note, click the close button and then you will return to you’re My Events page.

Step 5.  Re-enter the tickler message box to delete any ticklers no longer needed.

It is important to remember, that ticklers are sent every hour.  The EIS program automatically scans the entire program to find new MR Crisis Notes.  When one is found, the crisis contact tickler fires off to the appropriate list of staff.  Thus, there is an hour delay for notification.  For some emergencies, the telephone is still the best answer when the ISC must immediately leave the office, i.e. go to the hospital for an emergency admission.

Please notify us of any problems you encounter with the MR Crisis Contact Ticklers.  Corrections and improvements are being made when possible.  Ticklers are being monitored to determine if they cause any reduction in system performance.
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The following is the message provided by the Tickler System.

Date:

ot Notifying Regional Crisis Managers of contact of the MR CRISIS team with
Subject:
BDS Client.

Message Text:
Client id - 159177 FIRST NAME: ALBERT. LAST NAME: DUCK has had a Crisis Note created

On 15.FEB-05
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