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ALER - Alerts 

 

 
 

 

 The alert screen displays messages that have been created by the system  

 

 Alerts are triggered by events, due dates and errors.  Examples of alerts are: 

- Notify the worker of an upcoming review date 

- Notify the worker that certain eligibility information needs to be completed 

- Notify the worker of an upcoming court date 

- Notify the worker that payment approval over 5 days old 

       

 An alert will remain until a required action is taken, then CAPS or the worker will delete 

it by typing a “D” on the select line 

- If the alert is not a deletable alert, the worker must select it with an “S” 

- The worker will be taken to the appropriate screen to take action on that alert 

   

 To DELETE an alert, enter a “D” at the appropriate line and press ENTER, then Shift+F4  

- You may delete alerts that you have created yourself and certain system generated 

alerts which have been defined as deletable 

 

 To limit the alerts that are viewed, a worker may indicate the alert type (C, P, R, W) or 

type in the ID of the Client, Provider/Payment, Report 



 
Centralized Intake Training - Maintenance MA-2 

SEAL - See All Client Screens 

 

 
 

 This screen enables a worker to quickly view all the screens that have been filled out and 

updated on behalf of a client 

 

 To access a particular screen, place an “S” on the select line - the system will then take 

you to that screen
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USMD - User Maintenance Detail 

 

 
 

 This screen can be accessed in order to view identifying worker information if all you 

have is that worker’s USER ID 

 

 With the cursor in the USER ID field, type in the C# of the worker.  The following 

information will be displayed 

- Worker’s name and staff type 

 - Supervisor and Approval Task Indicator (“Y” or “N”) 

- Worker’s supervisor and service region/counties 

- Worker’s Title 

- Worker’s phone number and contact county 

- Worker’s email address 

 

 This screen is also used to identify start and termination dates for worker’s on the system 

 

 If there is a “Y” in the SUPERVISOR AND APPROVAL TASKS field, press SHIFT+F5 

 - SATD (Supervisor/Approval Tasks Detail) screen will be displayed 

 - You can view what approval tasks or “supertasks” this worker has in the system
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USML - User Maintenance List 

 

 
 

 This screen can be accessed in order to view identifying worker information 

 

 You can search for a worker by 

- Region 

- County 

- Staff type 

- Worker’s last name  

- Worker’s USER ID 

 

 You have the ability to INQUIRE only on this information.  Placing an “I” on the 

SELECT line next to the worker’s USER ID will take you to USMD (User Maintenance 

Detail) and will display additional worker information 

 

 


