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ALERTS OVERVIEW 
MUFG Exchange offers a wide range of highly customizable Alerts to keep you informed of 
activity on your accounts and on MUFG Exchange.

All alerts are sent as secure emails from MUFGExchange@us.mufg.jp. See Appendix A for 
Sample Alert.

Prior to setting up an alert, you must set up each Recipient of the alert. You can also create a 
Recipient Group to easily send alerts to the same group of Recipients (e.g. Payment Approvers). 

Alerts, Recipients, and Recipient Groups are shown on separate tabs of the Alerts Center, 
which is accessible from the bell icon at the top of MUFG Exchange and also from the 
Administration menu. 

When creating Alerts, you must first choose an Alert Group. You will then have a choice of 
Alert Types within that Group. When you select the alert type, the screen will display available 
customizations for that particular alert type. 

CREATING EMAIL RECIPIENTS
Go to the Alerts Center by clicking the Bell icon in the top center of the MUFG Exchange screen.

1  Click Recipients to show Alert Recipients, then click +Insert to create a new Recipient.

2  Add Name and email address for contact, and click Save.
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CREATING EMAIL RECIPIENT GROUPS
1  If the alert will go to a group of users, you can set up an Email Recipient Group so the same 

alert can be sent to all users in the group. 
2  You must set up all members of the group as Recipients prior to adding them to the 

Recipient Group.
3  Select Recipient Groups and then click +Insert to create a new Email Recipient Group.

4  Enter the Recipient Group Name, then select the desired members of the Email 
Recipient group. 

5  You can add or remove Recipients from a Recipient Group by selecting Modify in the actions 
column next to the Recipient Group on the Recipient Group List View.

CREATING A NEW ALERT
1  Go to the Alerts Center by clicking the Bell icon in the top center of the 

MUFG Exchange screen.
2  Go to the Alerts tab, if not already there, then click Add New Alert.

3  Enter Alert Name.
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4  Select Alert Group. Then select Alert Type from the list available for the selected Alert Group.

5  Select Recipients or Recipient Groups for the alert. You must select either Recipients or 
Recipient Groups, you cannot select both for the same alert.

6  Select any additional criteria for the alert. The available criteria will vary by alert, and 
may include:

• Send Immediately or Set Alert Timing
• Time to Send
• Account(s)
• Transaction Type(s)
• Payment Status(es)
• Amount criteria (equal to, above, below, between)
• Other criteria

7  Click Save to save the alert.
8  No approval is required for Alert Setup.
9  You can modify alerts by selecting Modify in the Actions column next to the Alert in the 

Alerts list view.
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APPENDIX A – SAMPLE EMAIL ALERTS
Alerts will come from the following email address: 

Most alerts will contain relevant information in the text of the alert:

If your alert contains any confidential information, you will receive a notification like the one 
below, with a link to our Secure Email server from which you can access your alert after a 
one‑time registration.


