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Export & Update 
Existing Data

As well as uploading new data, you can export and 

update existing data that has already been added to 

Tractivity.

This is handy when, for example, you need to update 

many Contacs. 

1. Go to System Admin

2. By the left-hand menu, under Configuration, click 

Import Stakeholders

3. Select Export & update existing data

4. Select the correct project you wish to update

5. Click Next

6. Finally, click Export Data for Mass Upload
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Exporting Data
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You will have the ability to export specific data that exists 

in your project.

Because of this, when clicking Export Data for Mass 

Upload you’ll arrive at a Search screen.

Use the Search function to find specific types of data

OR

To return all data, simply leave all fields blank and click 

Submit

Once submitted, the Organisations, Contacts & 

Buildings you’ve searched for will be returned
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Exporting Data 
(continued)
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When clicking Export Results you will be given the option 

to choose the type of data you would like to export. 

You can choose from:

Organisations

Contacts

Buildings

Select the type of data from the dropdown that you wish 

to update. 

Tractivity will email the export information to you. Please 

note: this may take time depending on the size of the 

dataset. 

The email you will receive will have the subject line: Your 

Stakeholder Export report is here from 

customersuccess@tractivity.co.uk

The export will be attached for you to open and amend

mailto:customersuccess@tractivity.co.uk
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Important Rules for 
Exported Data
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Please note: if you remove any information that exists in 

the spreadsheet you download this will be removed from 

Tractivity.

Tips:

• Do not add additional rows – this tool is designed to 

update existing data, not add new data.

• Do not remove Organisation and/or Contact IDs –

these are used for duplication checking.

If you have exported All Data, some Organisations, 

Contacts and Buildings may appear across multiple rows. 

Ensure that any updates that you make are applied to all

the records in the sheet as if you only update some of the 

‘duplicate’ rows, the changes may not be made.
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Amending your 
Data
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When you’ve received your data export, you can start to 

make the relevant changes. 

All fields can be amended. If you wish to add additional 

information, for example, add another Project Interest, be 

sure to add a pipe symbol: |

For example: Interest 1 | Interest 2 | Interest 3

If you remove any data that exists in the export, when re-

uploaded, this will be removed from Tractivity.
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Upload & Validate
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Once you’re happy with your updated dataset, save your 

file. One the page Export Data for Mass Upload, click 

Back

In Step 2 choose the file you wish to validate. We 

recommend renaming this for ease.
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Final Steps
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Always Download Summary so you’re aware of the 

information you’re adding to your system prior to importing 

your updated stakeholder information.

Once you’re happy, you can Import Data

Congratulations!

You’ve successfully updated your stakeholder information 

inside Tractivity. Please review any organisations/contacts 

and/or buildings to ensure you’re happy.
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