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System Admin Menu

If you are a Superuser, you will be able to 

access the System Admin area of Tractivity 

through your normal login.
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1. To access System Admin; at the very top of your 

Tractivity page. Please click into ‘System Admin’.

2. Once within System Admin; you can find the 

menu on the left hand side. 

3. To access any areas of System Admin, click the 

red link of the option you wish to edit/view or 

amend.



Client Confidential

Subscription Preferences 
Configuration
Within system admin, click into 

Subscription Preferences Configuration 

on the left hand side menu.

1. You can amend the subscription preferences 

email per project – please ensure you 

edit/view the project you wish to amend.

2. If you are wishing to send emails out from 

Tractivity for your stakeholders to update 

their subscription preferences, you’ll need to 

ensure allow email send is ticked.

3. Before making changes to the current 

configuration, you can send a test email in 

order to view what the current subscription 

preferences email looks like.

4. To edit or view the current configuration, 

click into the edit option of the project. Within 

this option you can create your own 

subscription preferences email and set the 

standard subscription preference.
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Review current email 
configuration and editing 
subscription preference 
email

1

2

3

4

5

Within the edit function; you can tailor the subscription 

email as you wish. The body of the email has been pre-

set, but you can choose to change this.

1. Ensure you are within the project you wish to 

update or send the subscription preferences email 

for.

2. You can input your company's logo into the email 

and the subscription options page.

3. The from email in Tractivity is the email your 

stakeholders will receive the email from. This 

should be pre-set, but can you amend this.

4. Please input the email subject line you would like 

your email to be sent with.

5. The body of the email has already been pre-made. 

if however, you would like to amend this, you can 

type your own. Remember to leave in the 

##Name## as this will be used to personalise each 

email to include the stakeholder’s first name. 

Once completed; you will need to scroll to the bottom of 

the page and click save for it to make any changes.
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Review current email 
configuration and editing 
subscription preference 
email (continued)
Scrolling down the same page, you can also edit the 

preferences update page (where your stakeholders 

confirm their preferences).

This follows the same process as the original email.

1. This is the text that appears on the title of the 

preferences update page.

2. The body of the text has been pre-made but you 

can choose to amend this. Remember to leave in 

the ##Name## as this will be used to personalise 

each email to include the stakeholder’s first name. 

3. You can pick and choose which preferences you 

are requesting your stakeholders to confirm/update.

4. Type the text you wish to be displayed inside the 

button.

5. You can also choose the text that follows the 

preferences options

Once completed; you will need to scroll to the bottom of 

the page and click save for it to make any changes.

It would be advisable to send a test email so you can 

review the changes you have made.
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Editing subscription 
preference defaults

Within the same page, you can edit your 

organisation and contact subscription defaults for all 

your stakeholders on particular projects.

You can mass subscribed or un-subscribe – 

depending on your preference and GDPR protocols.

1. Select either subscribed or no response as 

your default.

2. If you selected subscribed; select the reason 

your stakeholder has provided or whether it is via 

legitimate interest.

3. Once you have made any changes, scroll to the 

bottom of the page and click save. No changes will 

be made unless this has been clicked.
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How to Send Preferences 
Email
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If you are a superuser in Tractivity, you will be able to 

send a preference email to all your eligible stakeholders.

Once you are happy with the layout and configuration of 

your email, you can send this email via:

1. Heading into the system admin section found at the 

top of your account. (superusers only)

2. Under communication on the left-hand side menu, 

clicking into send preferences email.
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How to Send Preferences 
Email (Continued)

Before sending a subscription preferences email, 

you need to ensure you are in the correct project 

and to review your available/unavailable recipients.

1. Select the project from your project list that you 

wish to send the email too.

2. Review the list of available recipients that will 

be receiving this email.

3. Review the list of unavailable recipients that 

won’t be receiving this email.

If you need to change any of the unavailable 

recipients, you will need to edit their email or 

subscription preferences from inside their page in 

the organisation and contacts module.
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Test Email & Full Send

Once you are ready to send the email preferences 

email, we recommend sending a test email to yourself 

to review the email and format as you have configured.

1. Send a test email by clicking send test.

2. Configure the test email to ensure yourself or the 

relevant internal colleague receive the test email by 

inputting an email address and clicking OK.

3. Once you have received and reviewed the test email 

and you are happy to continue. Click send and input an 

email address to which any replies will be received to. 

Before then clicking OK – sending the mass email.

Any responses to the email will update their 

subscription preferences inside their 

organisation/contact pages automatically.
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