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“How To”?

 3. Click OK when you are done scanning. You will be returned to the Attachments tab.  
 The document will be saved as a PDF. 

If you want to make an attachment visible only internally in your company, not for customers to 
see via Magaya LiveTrack or Transaction Tracking, click on the “Internal” checkbox. 

If the �le size is larger than 150 kb, the system will notify you that large attachments may cause 
a slow delivery of the attachment via email or the Magaya Network:

You can still send the �le, regardless of the size. To set your Magaya system to automatically 
reduce image size, go to the Maintenance folder > Con�guration > General. Click in the 
checkbox “Optimize images for the Web”.

You can save, delete, or view the document or image by selecting the image and using the 
buttons in the Attachments tab. The Save button will open a folder on your computer or 
network so you can save the image. 

Now the document or image is placed in the transaction. 

To take advantage of this feature, get the latest version of Magaya software on the Magaya 
website today:
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