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Direct Access Notifications 

Overview 

 
Introduction This guide provides instructions for viewing Alerts and updating 

Notification preferences in Direct Access. 
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Notifications 

 
Introduction This section provides the procedures for viewing Notification Alerts in 

Direct Access (DA). 

 
Procedures See below. 

 

Step Action 

1 After logging into DA, the Notifications Actions pane will be displayed. Click 

on Alerts. 

 
 

2 Your current Alerts will display. 

 
 

 

Continued on next page 
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Notifications, Continued 

 

Procedures, 

continued 
 

 

Step Action 

3 There are different types of Alerts and only the Self Service user can clear (X) 

out the results seen in this tab. 

• Your request is submitted for XX – This alert is not a link. You can clear it 

at any time. 

• Absence Requests that require your immediate attention link – This link 

will take you to your unresolved absence requests. 

• 90, 60, 30 Warning – Account Recertification Required – These links will 

take you to the page to recertify your user roles. 

NOTE: Failure to recertify in a timely manner will result in a loss of all 

roles except Self Service user roles in DA. 

  

See RoleRecertification.pdf (uscg.mil) for recertifying your roles. 

 

If you need to Add or Remove a role during Recertification: 

You must recertify first, submit a role recertification RoleRecertification.pdf 

(uscg.mil) to your supervisor, after your supervisor approves the request, you 

can log in and submit a new request to add or remove roles.  To see what 

roles you currently have, see Step 6. 

 
 

4 If you click on the Absence Request Alert, it will take you directly to the 

approval page. 

 
 

 

 

Continued on next page 

https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/USERACCESS/RoleRecertification.pdf?ver=tobpBwbvsY1wtu5NlJITWA%3d%3d
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/USERACCESS/RoleRecertification.pdf?ver=tobpBwbvsY1wtu5NlJITWA%3d%3d
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/USERACCESS/RoleRecertification.pdf?ver=tobpBwbvsY1wtu5NlJITWA%3d%3d
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Notifications, Continued 

 
Procedures, 

continued 
 

 

Step Action 

5 If you click on the Recertification Required alert, it will take you directly to 

that page (image shown in two steps). 

 
 

 

 

Continued on next page 
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Notifications, Continued 

 
Procedures, 

continued 
 

 

Step Action 

6 This is the best place to see what roles you currently have. If the recertification 

is NOT done timely, you will only see the Self-Service role and 

CGROWSEC_CGAD role displayed.   

Submit a PPC Customer Care ticket to request a list of your previous roles. 
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Email Notification Settings 

 
Introduction This section provides the procedures for setting up email notifications of 

Alerts from DA. 

 
Procedures See below. 

 

Step Action 

1 Click on the Notifications ellipses and then click Settings. 

 
 

2 Click on the Advanced Notification Settings link. 

 
 

 

 

Continued on next page 
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Email Notification Settings, Continued 

 
Procedures, 

continued 
 

 

Step Action 

3 In the Contact Preferences section click Choose. 

 
 

4 Choose the Business email radio button. Click Done. 

 

NOTE: You can click on the Update Email Address link to update any address 

that needs updating. 

 
 

 

 

Continued on next page 
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Email Notification Settings, Continued 

 
Procedures, 

continued 
 

 

Step Action 

5 In the Notifications Delivery section, change the Email notification to YES 

and click Save. 

 
 

6 Here is an example of an email received for an Absence Request. The link will 

take you directly to the request to be approved in DA. 

 
 

 

 

 


