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 Create or Change a Tickler 
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Audience:
HR Assistants
Scenario: 

You would like to create a new tickler or make changes to an existing tickler. 

	Create a new Tickler


· From the FPPS Main Menu, click on “Personnel”, select “Employee Position Maintenance”, click “Initiate Ticklers (TKIN)” (See Exhibit A) 

· The Add Tickler window will display. Type in the “SSN” or “Last Name”. Click “OK”.
· Type in the “Tickler Title Code” or click [image: image1.bmp] to launch a search list. 
· In the Tickler Title Code Help window, type in a code or tickler description (you can use key words). Click [image: image2.png]9 Search




. Select the desired item and click “OK”. (See Exhibit B)
· On the Add Tickler screen, select the “Tickler Date” and type in the “Tickler Interval Days”. 
· Click [image: image3.bmp] to view a Calendar to assist in selecting a “Tickler Date”. 
· Click “OK”.
· You have completed creating a new Tickler. 

	Change a Tickler


· From the FPPS Main Menu, click on “Personnel”, select “Employee Position Maintenance”, click on “Change Ticklers (TKCG)” (See Exhibit A)

· The Change Tickler window will display.  

· Type in the “SSN” or “Last Name”.  Click “OK”.

· On the List Ticklers screen, select the tickler that you wish to change, and click [image: image4.png]£ Change.




. (See Exhibit C)

· On the Change Tickler screen, type in the changes desired.  Click “OK”.

· You have completed changing a Tickler. 

· Extra: Delete a Tickler - from the List Ticklers screen click [image: image5.png]


 and then click “YES” on the Delete Confirmation window. 

	TIP


· To view a list of all Tickler messages, type “TMVW” in the FPPS Command field and click “GO”.

Exhibit A

Skill illustrated: Initiate creating a new tickler or changing an existing tickler.   

[image: image12.png]


[image: image13.bmp][image: image14.png]


[image: image15.png]£ Change.




[image: image16.png]


[image: image6.png]| Reassin P52 (53

b command

Change vokstary Dedton (1065)
InkteVar Dehction (D)





Exhibit B 

Skill illustrated: Searching for and selecting the tickler title code.  
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Exhibit C

Skill illustrated: Processing a change(s) for an existing tickler. Extra: Deleting a tickler. 
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Type the code in the Tickler Title Code field and click � (or)








Type the “Tickler Description” (you can use key words) and click �.





Click on the line item of the desired “Title Code”.





Click �.











To create a Tickler, click on “Initiate Ticklers (TKIN)” (or)





Type in “TKIN”. 


Click  �.





Extra: Identify the item from the tickler list. 





Click � to delete from the list.





Identify the item from the tickler list. 





Click  � and note any desired changes. 





Click � on the Change Tickler screen, when you have completed your changes. 











To change a Tickler click on “Change Ticklers (TKCG)”





If you do not know the specific code, you can click on � or � to scroll through the table.
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