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This tech tip explains how to set up and receive alerts in your 
Magaya system whenever your customers place requests online. 
Options include receiving alerts via email or as a Task sent to 
yourself or any employee in your Magaya system.

How are alerts useful? Let’s look at an example:

When a customer makes a payment online, the System Alert 
feature automatically notifies you. This ensures the customer’s 
transaction gets immediate attention. No more delays from 
manually checking lists.

This alert feature is included in all Magaya software. In a few 
steps, you can set it up and use it right away.

1. Set Up System Alerts

To set up an alert, follow these steps:

1) Go to Maintenance > Configuration > System Alerts

2) Click the “Add” button to open a new dialog box to set up the 
alert.

3) In the System Alert dialog box, select the options you want:

The “When” field contains many options. This example •	
shows “Online Payment is received” was selected. Other 

options in the dropdown menu include notices when a 
customer makes other online transactions such as place a 
booking request, sends you shipping instructions, requests 
a pickup or cargo release, or places a sales order online. 
Other options notify you if a recurrent transaction was 
automatically generated, or if a shipping order or warehouse 
receipt arrived via the Magaya Network.

Employee: Select the employee to notify. Alerts can be sent •	
to the employee via email or as a Magaya Task. If the em-
ployee does not have an email address in their profile, the 
email option will be grayed out. The Email option is useful to 
ensure you receive a notification even if you are away from 
your Magaya system, especially if you receive email mes-
sages on your mobile phone.

The External Notification will send email notice to the •	
sender, i.e., the person who placed the order online or who 
created the transaction.

Type in a Subject line and the body of the message to say •	
what you want to be done with the alert. This is the mes-
sage the employee will see.

Check the “Enabled” box. This will activate the alerts for this •	
employee.

Click OK to save.•	
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2. Using the Alerts

The system will automatically send an alert when the selected 

transaction type is created.

After the notice is received for the online payment example (at 

the beginning of this tech tip), complete the alert, and deposit the 

funds in your account as you normally would when processing a 

check mailed to you.

For all alerts that are sent as a Task, the employee receives a 

pop-up notification in their Magaya Explorer. When the Task is 

completed, it appears in the “History Tasks” list under the Tasks 

folder.
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