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Create a Template

This how-to article explains how to create a template for an 

email message to tell your customers about Track2Go, the 

Magaya mobile app that lets them see their transactions on their 

smart phones or other devices.

1) Go to Maintenance > Configuration > Email Templates:

A list opens, displaying default templates. You can add a new 

template or edit an existing one.

2) Click “Add” to open a new email template dialog box.

3) Select the template Type as “Customers” for this example.

Give the template a name. This example is called “Track2Go”.

4) Type in a subject line, or click the “Subject Field” button to  

select from a list of dynamic fields. A Dynamic Field retrieves 

data from your Magaya system and displays it in the email 

automatically. The software includes a list of dynamic fields to 

choose from.

Dynamic Fields are available for the Subject line or body of 

the email. If you want the system to automatically include your 

customer’s name in the email message, for example, select the 

dynamic field for the recipient’s name by clicking the “Body 

Field” button:
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How to Create Email Templates

This how-to article tells you about a new email enhancement available in the latest Magaya software release, version 8.5, and how 
to use it to create templates and format them so they look the way you want them to. Add images, links, and more to send informa-
tion to your customers, vendors, agents, employees in your company and others.

For example you can create a template so you and your employees can email customers to tell them their cargo arrived in the 
warehouse and show them photographs. Or create email templates to send marketing messages to your customers. Let’s see the 
options and create an example.
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The system will replace this field with the person’s name auto-

matically when you send an email to them.

Type your message in the body of the email. Use the buttons on 

the toolbar to make text bold or underlined, insert a numbered or 

bulleted list, change font and more.

To add an image in the template such as a photo, click the  

image icon in the toolbar.

To insert a link, highlight the text or image that you want to add 

a link to. Click the “Link” button and enter the URL in the dialog 

box.

5) Set other options in the email template as needed such as 

checking the box if you want a delivery receipt for the email 

message. Set the importance and sensitivity as needed.

For the Track2Go template, be sure to add a Dynamic Field for 

the “Company ID” so your customers can get the app. They 

will also need the transaction number. Track2Go is free for your 

customers if you have the Magaya Transaction Tracking plug-

in activated for your Magaya account. (Contact your Logistics 

Management Advisor with questions.) 

6) Click OK to save the email template. It is now available to use.

Configure your Magaya system to use the Magaya email client:

• In Maintenance > Configuration > Outgoing Messages, select 

“Send email using Magaya email client”.

• Click the “Configure” button. Enter your SMTP server and port 

details and any authentication (if needed).

If your system uses any other email program, it will not send 

email messages made from custom templates like this one. 

Sending 

1) To send the email message using this template, go to the Cus-

tomer list, highlight the customer name, click the arrow on the 

side of the Email button and select “Send Batch Email”.

2) Select the template in the dialog box. All templates of the Type 

“General” appear as well as those templates made specifically 

for this list, i.e., the Customer List.

If you need to add any additional attachments such as photo-

graphs or documents, click the “plus” sign in the bottom section 

of the dialog box.

Check or uncheck any boxes to set options according to your 

needs.

The email will contain the signature of the employee sending the 

message or of the company (depending on the Configuration 

setting for Outgoing Messages). To enter an email signature for 

an employee, go to the General tab of the Employee profile. The 

company signature is set in the “My Company Info” dialog box.

Click the “Send” button when you are ready to send the mes-

sage.
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