
 
 Vx Maintain – Notification Setup 
 

Step 1: 
In Workspace (Not Available in Mobile Dashboard), select Admin from the top tool bar.  

 

 

 

Step 2: 
Select [Notifications] 

 

 

Step 3: 
Select the button [New] 
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Step 4: 
Type in a Name for the Notification (this is what you want to call it) 

 

 

Step 5: 
Select an item from the drop-down menu [Alert Trigger].  When one of these actions occurs, the 
notification will be sent.  Example, Work Order Dispatched. When a work order is dispatched, it 
will send the alert.    

**NOTE:  If select an item that has an additional selections, follow the prompts and select as desired.  
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Step 6: 
Select YES if want the alert to be added to the history of the work order.  Status = Active.  Email 
Notification = yes;  

Can also select SMS Notification to receive text messages, select Yes and follow the prompts.  

 
Select an email recipient from the list, or individual email address (Specify Recipient, follow the 
below steps shown on screen shot).   

1. Hit “+” sign next to “Add New Recipient”  
2. Select “Client” from Organizations 
3. Type in your name in open box and hit “Search” 
4. Select box on right that is on your name line. 
5. Hit Save button 
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Step 7: 
7A: In the Rule Builder box, select the [+] sign to open the line and select an item from the drop-
down list.  

Example:  Alert is set to Work Order Dispatched; select “Site” 
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7B:  Select edit, then check the desired criteria values you want to apply to the rule. Then hit the 
“Save” button at the bottom of the select items list, to add.    

Example: Any time a work order is dispatched to the selected site, an alert will be sent.   
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Check the desired options from everything you selected, and if it’s correct, hit “Save”.  



 
 Vx Maintain – Notification Setup 
 

  

 

 

** Please look at the current notifications, to see if the rule you would like is already existing.  If 
so, add your email address to the distribution list as shown in Step 6.  

 


