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Accessing Notifications and 
Alerts on your Portal 
 
This document explains how to access, filter, search, and download notifications from your 
portal, as well as how to use the bell icon to access alerts to stay on top of any updates and 
complete your tasks in a timely manner. 
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Step 1: Accessing Notifications 
 
1. Log in to the MAQCS Portal. 
2. From the left navigation panel, select the Notifications tab to open the Notifications 

page. 
 

 

Note: On this page, you will see a list of all your Notifications. As a user, this is where you 
can find Notifications related to application submissions confirmations, approvals/denials, 
attendance submissions, authorization expirations, renewal reminders, and more. 
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Step 2: Filter Notifications by Date 
 
1. Use the date filter options to select one of the following: Received On, Received Before, 

Received After or Received Between. 
 

 

 

2. Based on your chosen date filter, select the date that best aligns with your search. 
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3. After entering the date, click on Apply Filter. 
4. All notifications containing the date filter will be displayed in the results. 
 

 

Step 3: Search Notifications by Keyword 
 

1. Use the search box to type a word related to the Notification you are looking for (for 
example, “application”). 

2. After entering the keyword, click on Search. 
3. All notifications containing that keyword will be displayed in the results. 
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Step 4: View and Download Notification Documents 
1. Each Notification can generate an associated document that you can download.  
2. In the notifications list, click View next to the notification you want to open. 

 

 

 

3. After clicking View, you will be redirected to the notification details page.  
4. Click on View Documents to open and download the document generated. 
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Step 5: Access Notifications via the Bell Icon Alerts 
Note: You will receive an alert whenever a new notification is generated. These alerts can be 
accessed by clicking on the bell icon in the interface. The number displayed on the bell icon 
indicates how many new notifications you have received. 

1. Click the bell icon to see a list of recent notifications. 

2. Clicking an alert will redirect you to its corresponding page 
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