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Tractivity Events

Below is a quick overview of all the features inside the Tractivity Events Module.

• Create an event

• Add Invitees

• Send a branded email Invitation using our Email Builder

• Advertise your Event on your website with our free API

• Manage invitees responses, including any attendee special requests 

• Control & monitor the reservation list, should your event exceed the maximum capacity 

• Create Name Badges, Sign-in sheets, Delegate lists (with a click of a button no admin or copying & pasting required) 

• Log who attended, along with any feedback received



Search for Past Events

Inside the events module, a search screen is 

shown, allowing you to search for any previous 

events added to your Tractivity system.  

Use the search screen features listed below, to 

find existing events:

1. Press SUBMIT, to return all existing events.

2. The total number of events recorded inside 

Tractivity will be indicated here. 

3. Remember use the COG icon to amend the 

information being displayed here. 
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Event Invitations

It's important to understand that the Event invitation has 

three parts when inviting stakeholders.

1. Email Event Invitation, you can enter the content of 

your event invitation, which includes a button 

titled ‘Please let us know if you can attend.’ for each 

stakeholder to read.

2. Preview Accept/Decline Page will appear once the 

‘Please let us know you can attend’ is clicked. This 

allows invitees to confirm their attendance and add any 

special requests.

3. Event Registration Page will appear if registration is 

switched on for your event. This looks the same as the 

Preview Accept/Decline Page, but includes a button 

titled Register for Event. This available when you 

share your event URL or forward an event invite on to 

other possible invitees.
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Add a New Event

1. From the events module, on the left-hand 

menu select Add Event. 
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Main Details 

The information highlighted in red, automatically 

populates the Preview Accept/Decline Page & 

Registration Page.

Remember, if you wish to switch on any fields shown 

on this slide please speak to your system 

administrator.

1. Title, what's your event called?

2. Sub Project

3. Phase

4. Event Category, Event Themes,  drill down into 

more detail about your events. Perfect, for 

reporting on what type of events you hosted and 

what key areas/projects you covered. 

5. Start & End Date/Time, the dates and time that 

the event is taking place
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Event Types 

Depending on how you're are hosting your event, Tractivity 

provides three options via the Event Type field.

Option 1. Face-to-Face, an event held in person at a venue.

Option 2. Online Event – MS Teams, using Microsoft Teams 

Integration.

Option 3. Online Event - Other, using any other online 

platform such as Teams, Webex GoMeeting or Teams without 

the integration.

1 2
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Event Type - Face to Face

1. If an event is held in person at a venue, Event Type -

Face to Face Event should be selected.

2. Allowing you to add a Venue address. Don’t worry the 

venue address is displayed when a stakeholder 

confirms their attendance to your event

3. By adding a Town, this will be shown when you 

promote your event as some stakeholders may only 

wish to attend events nearby.

. 

1 2

3 4 5

1

2

3



Event Type : Online 
Event  MS Teams

1. Online Event – MS Teams is great for clients who 

wish to integrate with their MS Teams platform. 

Selecting this option will mean no copying and pasting 

meeting links, joining instructions and passcodes. A 

seamless event is created both inside Tractivity and in 

your outlook calendar, once you complete this screen 

and hit save.

2. To setup Teams Integration, please click Login to 

MS Teams icon and follow the instructions. When 

selecting to integrate with Microsoft teams you will see 

a Permissions Requested pop-up. Please ensure you 

speak with your internal IT or Security teams to check 

you have approval to accept these permissions.
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Event Type : Online Event 
- Other

1. Event Type – Online Event - Other can be used for 

those who are unable to integrate with Teams or wish 

to use an alternate online meeting platform, such as 

Zoom, Cisco WebEx or GoToMeeting.

2. Simply add your URL

3. Add any accompanying joining instructions

1 2 3
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Main Details of your Event

The information highlighted in red, automatically 

populates the Event Accept/Decline Page Response 

Page:

1. Event Capacity - is there a limit to the number of 

attendees?  If so, please add the maximum capacity 

here.

2. Request Special Requirements, allows each 

attendee to add their own comments in a free text 

box, from access or dietary requirements to a quick 

note.
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How do you wish to 
promote your event?

The next three sections of the Add Event screen, will be 

down to your personal preference on how you wish to 

advertise your event.

Website & Invitation details, information populated here will 

build a landing page & ICS Calendar file, for both your email 

invitees and new stakeholders to access when wishing to 

register for your event.

1. Event Organisers Contact details, include any contact 

details i.e. Organised By, Contact Name, Email and 

Telephone should you wish stakeholders to contact you 

directly about the event

2. Event Overview, it’s important to understand that the 

information added here will only appear in the ICS 

Calendar file; which can be downloaded and saved within 

the invitee's calendar once they have booked onto the 

event. This adds the event details (e.g., date, time, 

location, Event Overview & Meeting URLs) to your 

attendee’s calendar.
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Website & Invitation details

1. Information populated inside Event Information 

will be the content shown on your event landing 

page which will be accessed by all stakeholders 

wishing to accept or register for your event. You 

can include video’s, imagery, change the colour & 

font size. There is no limit to the information you 

can add inside this section.

2. To add an image, click the image icon. You can 

even reduce the size of the image by entering 

your desired width in the text box.  

3. To add a video, click the video icon and add your  

shareable link. Your video will need to be 

uploaded onto hosting option first such as 

YouTube or Vimeo. 

4. To add a link, add your text, highlight the text 

and click the link icon to add your website/URL. 

2 3
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1Allow Registration 

1. Allow Event Registration can be used for two main 

reasons

A. To advertise your event to people that are not currently 

inside your stakeholder database. Allowing you to share 

your event on social medial or your website.

B. To allow invitees to forward invitations onto interested 

stakeholders enabling them to self-register.

If you wish to have the functionality to do either of the 

above, please ensure Allow Registration has Yes 

selected.

Please note; The next slide will only be relevant if Allow 

Registration has Yes selected.



Allow Registration 

When Allow Registration has Yes selected, decide what 

information you wish to capture on the Registration form.

1. Request Organisation Name? Would you like to capture 

the Organisation linked to the stakeholder? Do you wish 

this to be mandatory?

2. Request Postcode? Do you need to collect participants 

postcodes, view on a map or in a report. 

3. Demographics, remember you can only record the 

demographics currently recorded when you add a new 

contact to your system.  Select Yes if you wish to collect 

the demographic and select whether this should be 

mandatory.

4. Request Communication Preferences, would you like to 

collect and record the stakeholders’ communication 

preferences?

5. Request Consent to Share? Do you wish to ask 

participants if they are happy for their delegate information 

to be shared with other participants.  

All registrations will be checked against your existing Tractivity 

database, checking for duplications and automatically adding 

new stakeholders into your system.
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Event Branding 

All Events require the Event Branding section to be 

completed, regardless of how you wish to advertise 

your event. 

1. Banner Image, Upload a banner for each event 

you host. Ensure the dimensions are 1300 

pixels wide with a maximum height of 300 pixels.

2. Primary & Text Colour, type the preferred Hex 

colour or choose from the colour swatch available 

and click select.
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Add Event to Calendar

1. If you would like to add an event to your calendar 

or view the information that your invitees can 

download to their calendars' then click the Add 

Event to Calendar red button below.
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Advertising your event on 
Social Media & Online 

1. If Allow Registration is set to YES, use the preview 

button to view how your audience will register for your 

event.
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View Registration Page

The Registration Page includes a Register for Event button 

(1)

When clicked an Event registration Form will appear. (2)
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Advertise your event to your 
Stakeholder Database 

When emailing an event invitation to known 

stakeholders, a button is added allowing attendees to 

confirm their attendance (1). 

When clicked the attendees will see this page, to 

confirm their attendance and add any special 

requirements. (2)
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Add Event to Calendar

No matter how you share your event, or whether you 

do a mixture every stakeholder who confirms their 

attendance will see the following screen.

Participants can save the event to their calendar by 

clicking Add to Calendar. 

All details of your event will be included, from 

meeting URL’s times and meeting overview 

information on the Add Event Screen. 

Top Tip -  we recommend using email remind 

confirmed invitees prior to your event, where all 

emails will automatically include ICS.file to allow all 

attendees to re-download the event to their calendar 

(should they have forgot). 
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Share Event URL

For events you wish to share to stakeholders outside 

of your Tractivity system copy the URL provided and 

embed into your website or add to social media 

channels. (1)
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If you wish to advertise your event to your existing 

stakeholder database, you may prefer to send a 

branded email with simple Accept/Decline links – with 

no need for your stakeholder to register their details. 

1. To email existing stakeholders you need to firstly 

add these stakeholders to your event by clicking 

Add Invitees

1

Advertise your event to 
your Stakeholder 
Database 



Add Invitees 

1. Use the search boxes to find contacts recorded 

inside your Tractivity.

2. Click Settings, to add additional search boxes if 

required. Remember if you wish to invite 

everyone from your stakeholder database, click 

Submit

3. Select All contacts by ticking the tick box in the 

grey header or select individual contacts using 

the tick box next to their name. 

4. Click the ATTACH button to add them to your 

Event Invitee list

5. All selected invites will appear in the Event 

Invitees box, once you are happy click OK. 
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Email Template
1
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Using our new builder, you can customise the Email 

Invitations you send to your stakeholders.

To start with, you can create new Templates which are 

stored in the Events module, in a new area called Email 

Templates.

You can create as many Templates as you wish. 

Select Add Email Template to get started.

You can review all your existing Templates by selecting 

All Email Templates

Please note:

You will have access to a Blank and Demo template to 

help you get started. 

Using a Blank template means you can build your 

branded template from scratch.



Add a New Email 
Template

1

The below steps will explain how to create a new 

template for your invitations.

From the My Mailshots screen, from the left-hand 

menu, select New Template to start creating your own 

template.

1. Provide a title and select the option Blank Template 

(you will also have access to a Demo Template)

2. Click either Save Template or Save & Edit Template 

if you wish to start creating the template straight away

Please note:

Clicking Save Template will now store this template 

within All Templates.

Clicking Save & Edit Template will take you to our new 

builder. Further insight on this will be provided throughout 

the guide under pages marked Content.
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Event Invitations
1
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Once you have created and saved your Templates, 

you can use these to send to stakeholders.

This guide will inform you how to create and add 

contacts to an Event. 

Once you have done this, you can Communicate with 

your stakeholders. In other words, you can send them an 

invitation to attend the upcoming event. 

1. Go to your Event in the View Event screen 

2. Select Email Invitation from the left-hand menu
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Invitation Recipients
1
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Our SmartMailer will confirm which contacts can 

receive your invitations.

Those who can receive the invitation will appear in the 

first header section, Recipients

Anyone who cannot receive the invitation will appear in 

the second header section, Non Recipients

Please note:

Contacts will appear in Non Recipients if their 

Subscription Preferences are set to either No 

Response or Unsubscribed for Events. You can 

change this in their Contact record (View Contact) to 

Subscribed and they will then appear in the Recipients 

list.

If you’re happy with the contacts that will receive the 

invitation, please select Next



Event Email Content
1
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Now that you’ve confirmed your recipients, you can 

create your content framework.

1. The Subject will be that which appears in the subject 

line of an email

2. From email address is pre-populated and static, an 

email of your choice – yours will look different here

3. From name can be free-typed, again this will appear 

in the email ‘From’ line

4. Include a Reply to email address so if people need to 

ask questions, they send these to the right place.

5. Select one of your pre-set up templates 

6. You can add any attachments but remember, in the 

invitation, you can include links!
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Edit Content
1

2

Now you can move on to the edit of your template. 

You can change text, links and several other elements 

within this template so it can be personalised to an 

upcoming event. 

The following slides will give you all the insight you 

need on how to navigate our new builder.



Rows: How to Use

You can use different scale rows in which 

to input your content. Rows are the 

framework of how you need your 

mailshot to look.

For example, would you like an image 

alongside text? Or two columns side-by-

side?

No problem, you have a wide selection of 

options to choose from. 

You can drag-and-drop your preferred row 

layout and then add your content to it to start 

shaping your mailshot as you require.

Please see the next page on how to edit 

rows.
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Rows: How to Edit

Once you have added your preferred 

rows to the invitation, you can make 

several changes. 

To do this, click on the row when the solid 

red line is showing to edit within Row 

Properties

1

2



Rows: Backgrounds

A Row Background allows you to add 

your branded guideline colours and even 

imagery from File Manager.

Please note: we recommend you have 

access to your organisation’s brand 

guidelines when building a mailshot in our 

new builder. You now have control over your 

colours throughout the entire mailshot. 
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Rows: Borders

Row Borders gives you freedom to 

design around the article how you’d like.

Content area boarder gives you the ability 

to have different edge styling, such as solid, 

dotted or dashed borders around an article. 

You can choose the thickness and the 

colours in the second and third options.

Content area rounded corners allows for a 

softer edge around your article. 

If you do wish to opt for consistency 

across your invitation, each row you set 

up will need to be amended individually.
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Rows: Layout

As you can adapt your mailshot for 

desktop and mobile, you can differentiate 

how your rows look on either device.

Stack on mobile allows you to define the 

best way to display your content for 

stakeholders who use mobile devices. 

If ON the stack order is the default, though 

you can change to reverse should you wish. 

The images overleaf shows that stacking 

provides additional flexibility as to where 

your images should be placed.

Hide on allows you to hide certain pieces 

of content on either a mobile and/or 

desktop.
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Rows: Column Structure

You can change your column structure 

here. 

In this example the first option in Rows has 

been selected, which runs across the builder 

without a break. 

Should you wish to change this:

Click + Add new to split off the structure, and 

if you’ve gone too far, simply click Delete. 

This way you can experiment with the 

structure you’d like to use.
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Rows: Column Structure 
Flexibility 

You can select pre-structured rows for 

your articles, but also have the freedom 

and flexibility to create bespoke 

structures.

You can drag the icon between the columns 

left to right, or vice versa, to create a 

structure better suited to your needs.

Once you release the icon the row 

structure will automatically change to the 

chosen set up within the content area.
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Settings: Overview

Settings allows you to configure the 

framework of your mailshot template. 

Content area width allows you to choose 

how the content will appear to the 

stakeholder. For example, you could have 

this less wide with blank space either side to 

include your branded colours in background 

colour

Content area alignment is related to 

positioning.

Default font means you can set the font 

here automatically without needing to 

change this in every paragraph/title content 

block you create later. 

Link colour allows you to add branded 

colours to any links you include in your 

content.
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Content: Overview

Our Content library gives you the 

freedom to build bespoke invitations. 

You can drag-and-drop any of the options 

into rows to design your stakeholder 

content.

The following pages will provide insight into 

all the Content options, so you have a firm 

understanding of how to seamlessly create 

newsletters for your stakeholders.
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Content: Title

Title allows you to create a text heading.

1. You can drag Title into your chosen row

2. This will then appear as I’m a new title 

block

3. The text will appear basic, but you can 

customise this to your needs through 

Content Properties. You can:

• Change the Font style, weight and size

• Use your own specific branding for 

colours

• Align to the required style

• Set a line height, letter spacing and text 

direction

• You can set padding to make titles take 

more centre stage in your mailshots
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Content: Paragraph

Paragraph allows you to write out your 

article content.

1. You can drag Paragraph into your 

chosen row.

2. This will then appear as I’m a new 

paragraph block

3. The text will appear basic, but you can 

customise this to your needs through 

Content Properties. You can:

• Change the Font style, weight and size

• Use your own specific branding for 

colours

• Align to the required style

• Set a line height, letter spacing and text 

direction

• You can set padding to make paragraphs 

take more centre stage in your invitations.

1

2

1

2 3



Content: Image

Image allows you to add banners and other 

visual aids.

1. You can drag Image into your chosen 

row 

2. Select Browse to ensure you can upload 

images of your choice

You will be taken to our File Manager where 

you can add all images you will use in your 

invitations.

Please note:

The image will wrap around the size of the 

row you have chosen.

You can re-size images via Content 

Properties in Settings
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Content: Button

Button can be a call to action within your 

invitations.

1. You can drag Button into your chosen 

row and apply your own text.

2. Within Content Properties you can 

apply the relevant URL and amend 

button branding colours, text fonts and 

sizes
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Content: List

List allows you to itemise your content.

1. You can drag List into your chosen row 

and apply your own text. You’ll notice the 

text is bullet-pointed. Clicking enter 

allows you to add additional bullets.

2. Within Content Properties you can 

apply the relevant font changes, list item 

spacing, ident alignment and list types 

(bullets or numbers)
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Content: Table

Table allows you to create bespoke tables.

1. You can drag Table into your chosen row 

2. Within Content Properties you can 

apply several changes, including:

• The number of columns & rows you 

require

• Boarder branded colours

• Header content changes

• Content font changes
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Content: Menu

Menu allows you to include a variety of links, 

including ways for your stakeholders to 

contact you or view additional project work 

elsewhere. 

1. You can drag Menu into your chosen 

row.

2. Within Content Properties you can 

apply items of your choosing, such as:

• Contact information

• Email information

• Your website
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Content: Divider

Divider allows you to apply a visible break 

between each article.

1. You can drag Divider into your content to 

create a line between each article.

2. Using Content Properties, you can:

• Change the line from solid to dotted, for 

example

• Change the thickness of the divider

• Change the colour of the divider

• You can also change the width and 

padding of the divider
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Content: Spacer

Spacer allows you to include a gap between 

your articles. Spacer is slightly different to 

Divider in that the gap presented is not 

strictly visible.

1. You can drag Spacer into your chosen 

row. This will create a break between the 

article above and below the spacer.

2. Within Content Properties you can 

apply the height of the space. The 

standard will be 60, however you can 

make this smaller and larger.

3. The ability to hide on desktop and/or 

mobile is available – you may feel 

spacers on mobile views are less 

necessary. 
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Content: Social

Social allows you to input your all-important 

social media links.

Social links was something provided 

automatically in the previous Tractivity 

mailshot builder. This is now something you 

can change in all your content moving 

forwards.

1. You can drag Social into your chosen 

row 

2. Within Content Properties you can 

change the style of icons provided.

3. You can apply the relevant URLs which 

stakeholders can visit once the mailshot 

has been sent

4. And add additional icons, such as 

WhatsApp and Email
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Content: HTML - 
Countdowns

HTML allows you to enter specific code. For 

example, if you have an upcoming event you 

wish to advertise, you can include a dynamic 

countdown.

Please note:

You can create a countdown timer, there are 

many services that you can use for this 

purpose. Niftyimages again, but also Fresh 

Relevance, CountdownMail

1. Drag a HTML blog into your content

2. Once you have created your countdown 

at the above or another countdown 

provider, you can copy and paste the 

HTML coded provided into the text box. 

This will then ensure the countdown is 

part of your content
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Content: HTML – Anchor 
(1/3)

HTML allows you to enter specific code.

You can also use HTML as an anchor. This 

is very useful when it comes to sending 

content-heavy invitations. 

1. Select a content block that will act as a 

link to content within in your mailshot

2. Select the area you wish the article to go 

to when the above content block is 

clicked. Drag a HTML content block 

here.

3. Open the HTML Content Properties

Copy the below code:

<a name="tractivity"></a><br /> 
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Content: HTML – Anchor 
(2/3)

4.    Enter the code overleaf into the HTML 

code area

5. Rename the red text “tractivity” to the 

name of the article header. For example: 

outlook

2

4

5



Content: HTML – Anchor 
(3/3)

6. Highlight the content block from Step 1 

and select Inset Edit Link

7. Insert the renamed code into the URL 

option. Please enter # before the 

rename

8. Untick Underline Link if you do not 

wish to have an underline

9. Set the Target to None and click OK

Once set up, any stakeholders that click 

the area of the link
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Content: Video

Video allows you to include recorded media 

within your content.

Please note: only YouTube and Vimeo 

videos can be used here.

1. You can drag Video into your chosen 

row 

2. Within Content Properties you can 

apply the relevant YouTube URL. This 

will automatically provide a preview 

image. The image will link to the URL.

Once the URL has been inserted, you can 

choose your play icon type, colour and 

size
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Content: Icons

Icon allows you to include symbols of any 

kind, including emojis.

1. You can drag Icons into your chosen row

2. Within Content Properties you can 

apply your own icons and change the 

size via Icon size to match any 

supporting content
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Content: GIFs

GIFs allows you to add moving images to 

your content.

1. Drag the GIFS content block into your 

content

2. Search for GIFS using keywords

3. Once added, you can change sizes and 

padding to better suit your content.
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Desktop/Mobile View

Different viewing options (desktop and 

mobile) gives you an indication as to how 

your content will appear if viewed on either 

devices. 

In the top right-hand corner, you will see this 

icon (pictured opposite)

1. You can toggle you view between 

desktop 

2. As well as mobile
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Desktop/Mobile: Hiding 
Content 

When adding Content of any kind, you will 

have the ability to hide content on either a 

Desktop or Mobile device.

1. Select the piece of Content you wish to 

hide.

2. Go to Content Properties on the right-

hand side and scroll to the bottom of all 

options.

3. You will see the final option: Hide on. 

Selecting either of the two options will 

blur the content and will not be visible in 

the view you select once sent to 

recipients. 

4. You will see a new icon: Visibility ON to 

indicate there are hidden elements within 

the invitation.
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Desktop/Mobile: Moving 
Content Separately (1/2)

Different viewing options means some 

content might be best placed differently on 

devices. 

As you can hide certain content, You can 

have certain content blocks in one place 

on desktop and somewhere else on 

mobile, and vice versa.

1. Choose content block

2. Within Content Properties, click hide 

on mobile (this will then appear blurred)

3. Switch Visibility OFF (the content will no 

longer be blurred; it won’t be visible at 

all)

1

2

3



Desktop/Mobile: Moving 
Content Separately (2/2)

4.    Add a row on mobile and add content

5.    Hide the content created in step 4 on 

Desktop 

The content will then be in one place on 

desktop and somewhere else on mobile

(Please note the above steps can be done 

vice versa!)
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Saving Changes

As you continue to build your mailshot, you 

will have the ability to save this as you go. 

This way, you don’t have to worry about 

losing any progress. 

Simply click Save Changes which will 

appear in the top right-hand corner of your 

mailshot builder.

Please note:

We recommend only 1 person actively edits 

a mailshot within the builder at any one time. 

The builder will only retain the most recent 

save, therefore if two people are working on 

the same mailshot simultaneously, some 

changes will not be saved.
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Previous Version

Previous Version can help when it comes to 

any mistakes you make. You can skip back 

to before you made errors.

To find this option, scroll to the bottom left-

hand side of the builder

1. In the left-hand corner you will see this 

icon (picture across the page). Click this 

to view the different stages

2. Select the relevant stage you wish to 

revert to and continue to edit your 

mailshot
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Client Branding

Please ensure you have your brand 

guidelines to hand when creating a 

mailshot inside our new builder.

Previously, you provided Tractivity with your 

branded colours. This is no longer the case, 

and you can input HEX codes within 

Content Properties of the text/colours you 

wish to apply to your mailshot. 

Within Settings you can set a default font, 

so this is consistent across your 

mailshot.
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Special Links: Overview

Special Links allows you to include specific 

links. This is slightly different to the Button 

content feature.

You will be able to access Special Links 

within a Title and/or Paragraph block so you 

can insert links where appropriate.

There are different types of Special Links. 

These are:

1. Special Links: Body

2. Special Links: Footer

3. Special Links: Events
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Special Links: Events - 
URL

Special Links: Events allows you to include 

an Accept/Decline link into your email 

invitation. 

There are two ways to use this. URL and via 

the Button content block.

URL:

1. Highlight your preferred text and select 

Special links

2. Select Events > Accept or Decline 

Event

The highlighted text will now be a link which 

stakeholders can click to take them to the 

Accept/Decline Events page.
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Special Links: Events – 
Button (1/2)

Special Links: Events allows you to include 

an Accept/Decline link into your email 

invitation. 

There are two ways to use this. URL and via 

the Button content block.

Button

1. Add your Button content with the 

relevant wording

2. Under Action – Link Type, click Special 

Links

3. Select Events 

1

2

1

2

3



Special Links: Events – 
Button (2/2)

4. Select Accept or Decline Event option

5. In the URL space the format 

<<AcceptDecline>> will appear.

When the invitation is sent to stakeholders, 

clicking the Button will take them to the 

Accept and Decline Event page.
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Merge Field

Merge Field means you can address your 

recipients personally. 

1. The Merge Field will use the Contact 

information stored within Tractivity. 

2. The fields you can use are:

• First Name

• Last Name

• Known As

• Organisation Name

• Email 

• Date

Merge Field can be used within a title 

and/or paragraph block. Select Merge tags 

and select the appropriate tag to insert it 

into your content. 
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Send Invitations

Now that you’ve completed your event 

invitation, you can exit the builder and 

will be presented with some options.

Send Email – this will trigger the send of the 

invitation to all recipients immediately

Edit Email – go back to the builder and 

make more changes

Send Test – if invitations require sign-off 

prior to send, send a test to a colleague or 

yourself

Save As Template – you might find it easier 

to save this invitation as a template for later 

use
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