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Adding Stakeholders, Enquiries
and Issues to Your System

Add Contact mpp Add Enquiry mp Add Activities mp Tag Issues



Definition of an Enquiry & Activity — learn the lingo.

Activities are Interactions with your Stakeholders.

Any interaction between Stakeholders and team members are considered ‘Activities’
inside Tractivity. Activities are configured to your organisation’s requirements and
frequently feature phone calls, emails, meetings and letter drops.

An Enquiry acts as a folder for your Activities.

Creating an Enquiry is a simple way to group all interactions with your Stakeholders,
allowing you to link all your communications to a Phase, Stakeholder Category,
Reason for Engagement and any Associated Organisation.

Imagine your desktop filing system - you create a folder and inside, file away
documents such as a Word document, PDF or an Excel spreadsheets. Inside
Tractivity an Enquiry is your folder and activities are all documents and
conversations you add to the folder.



Do | need an Enquiry?

In answer to this question —

most of the time yes! This

diagram shows the same _
onlact

information added to Jos Bloggs
Tractivity in two different

ways. 0

1. Example one has used
Enquiries, with all
Activities stored away
inside an Enquiry (folder).

2. Example two shows all
the Activities added to
Tractivity, straight against

Conlact

the Contact. Jos Bloggs

In example two, when e
viewing all Joe Bloggs’

Activities (interactions), it

would be hard to understand

which Activities are linked to

the same conversation, or

the outcome.

Ennuiry

Request forfurther information

MP Questions regarding
change to Service

Acivity

01/02/2020
16/02/2020
03/03/2020

0772020
08/07/2020

Acivity

01/02/2020
16/02/2020
03/03/2020
07072020
08/07/2020

Phone Call
Meeting - Notes

Email with Road Closure Notice

Email Received
Responded Email

Phone Call

Meeting - Notes

Email with Road Closure Motice
Email Received

Responded Email



Always add an Enquiry
against a Contact

If you used the second
option of just adding just
activities, should you wish
to see ALL Activities that
were linked to the road o
closure, you would be

unable to do so.

Conlact

Joe Bloggs

Using Option One this
would be very easy.

Using Enquiries allows
you to group your

interactions easily. Corlaxt
Joe Bloggs

Ennuiry

Request forfurther information

MP Questions regarding
change to Service

Acivity

01/02/2020
16/02/2020
03/03/2020

0772020
08/07/2020

Acivity

01/02/2020
16/02/2020
03/03/2020
07072020
08/07/2020

Phone Call
Meeting - Notes
Email with Road Closure Notice

Email Received
Responded Email

Phone Call

Meeting - Notes

Email with Road Closure Motice
Email Received

Responded Email



System Admin | Archive | My Setlings | Log-out

Always add an Enquiry
against a Contact

Tractivity’

Logged-in as: Tom Keep | Last log-in: 10:26 on 17/12/2019

‘You are currently viewing: S el v

HOME CALENDAR BUILDINGS ORGANISATIONS & CONTACTS ENQUIRIES ISSUES SURVEYS LAND PARCELS LIBRARY DISTRIBUTION LISTS

EVENTS | EMAIL

MAILSHOTS | REPORTS | WORKFLOW

1. Inside the Organisations &
Contacts Module, use the search
boxes to find your Contact.

Organisations & Contacts: Search Q

Add New:
- Add Contact

Organis: Name Organisation Categories  Select options

o«

2. If you wish to return every Contact,

- Add Organisation

Organisation Account
Handlers

Select options 4

Organisation ID

. . ORT] . - Search:
Organlsatlon and Bu"dlng InSIde *322[1@52”013& Organisation Regions Select options gg::ti:?::rncmegories Select options ¢
Tractivity, just press SUBMIT.
Contact Name ada gao;rsgtﬂ Es;zmeholder Select options s
3. Click on the Contact’s name, contactCrestea te o Contact mai

highlighted as red clickable link.

Contact Project
Categories

e SUBMIT SETTINGS SAVE SEARCH CLEAR

Select options ]

Conlacts (6) Organisations (3) Buildings (2) Saved Searches (0)
EXPORT RESULTS
Contact Organisation Email " Telephone 1% Edit Archive
- Exeter Council " .
Adams, Sarah Pub Meeting Group sarah@yahoo.co.uk 01782 716652 Edit Archive
Adams, Jane jane.adams@nhs.net Edit Archive
Michelle michelle@yaheo.co.uk Edit Archive
damson, Vicky vicky.adamson@tractivity.co.uk Edit Archive
icter Exeter Council ; ’ ) .
Adamson, Victoria Tractiviy Lid victoria.adamson@tractivity.co.uk 01628 815907 Edit Archive
Stewart, Adam adam.stewart1@nhs.net 0113 8435470 Edit Archive
Fiterby: TABCDEFGHIJKLMNOPQRSTUVWXYZ0123456728¢9
GENERATE ACTIVITY




Always add an Enquiry Tractivity’
against a Contact

Example Project v

HOME CALENDAR BUILDINGS = ORGANISATIONS & CONTACTS | ENQUIRIES SURVEYS = LANDPARCELS | LIBRARY | DISTRIBUTION LISTS

EVENTS EMAIL = MAILSHOTS REPORTS = WORKFLOW

1. From the View Contact screen, Organisations & Contacts: View Contact Q

if unsure please refer to the

Add New: Name Vicky Adamson Add Email
. - Add Enquiry
page title for reassurance. assconamneny | g
- Add Deputy

- Add Survey Response

2. On the Left-Hand-Menu, select Teephone p

- Add Address )
. i i @t . ¥ &
Ad d En q u I ry - AGd Organisation Email vicky.adamson@tractivity.couk (' 3@ € yd
' - Drag an email here

Contact: Mobile ’ or click to select

- View Contact Please enter in intemational format e.g. for the

. UK 447837437476 instead of 07837437476

- Edit Contact

- Attach Organisations Stakeholder Categories 1. Non Statutory Stakeholder ’

- Link/Unlink Contacts

- Archive Ceniact

Last Edited Keep, Tom - 23/05/2019

Communicate:

- Email Contact Quick Notes ,
- Text Contact
Print:

- Printable Version

Full Detalls  Addresses (0) | SocialMedia = Organisations (0) | Enquines(2) | Aclivities (7)  Activity Altachments (1)

Search:
Issues (2) Land Parcels (0) Events (0) Survey Responses (0) Mailshots (1) SMS Messages (0) Mapping

- Organisations &
Contacts

Contact ID 2730 Regions ’
Telephone 2 ’ Interests. ’
Email 2 ’, Contact Categories ’
Age Range ’ Project Category ’
Gender ’, Contact Permitted Post 7’

Email

Telephone
Ethnic Group ’,

Distribution Lists All Contacts ’

Religion p

(Excluding postal distribution sts) |0, gauenoiders

Political Party P fest

Customers
Employment Status ’ a
e ’ Created By Keep, Tom - 23/05/2019
Account Handler ’
Influence ’

Sub Projects ’




System Admin | Archive | My Settings | Log-out
Logged-in as: Tom Keep | Last log-in: 10:26 on 17/12/2019

Tractivity’

Adding an Enquiry

ACUEIINE CRTENNE  Example Project v

HOME | CALENDAR | BUILDINGS = ORGANISATIONS & CONTACTS | ENQUIRIES | ISSUES = SURVEYS | LANDPARCELS LIBRARY DISTRIBUTION LISTS

The nominated Superuser / System Admin
can change and amend, at any time the

EVENTS | EMAIL = MAILSHOTS | REPORTS | WORKFLOW

Enquiries: Add Enquiry

H 1 Contact: -
information you record, drop-down menu e sy Tte
. . . s h Contact Name Adamson, Vicky
earch:
options to which data is mandatory. e I
- Enquiries Associated Organisation * No Crganisation v
- Organisations &
0 Contacts Enquiry Status = Live v
Key things to remember:
Stakeholder Category * 1. Non Statutory Stakeholder v
1 1 1 H Enquiry Made Via —select— v
An asterisk * means the information is mandatory.
Enquiry Response Method —select- v
Drop-down menu options - select one answer: Enquiry Recaved
Account Handler Keep. Tom v
_select- v Enquiry Reason —select- v
Enquiry Feedback Type —select-- v
Business Proposition
Compliant Enquiry Categories Select options N
Consultation
Exporting Abroad Enquiry Location —select— v
FOI Request
Give Information Sentiment —select-- v
Grants & Finance
Job enquiry/CV Purpose of Engagement
Other
Potential Supplier
Pre-Start Business
Relocation to Area
Request Information
Request Meeting P
s
(Summary of Key Points)
Checkboxes - you can select none, multiple or all.
7~
Agreement Notes
Fiiter v Checkall % Uncheckall (]
Additional Specialist Tool
MRI Scanner
X-Ray Machine
#~
Workflow Do Action 1:- Call Stakeholder providing feeback, Phone Call. 0
Post event survey:- Send post event survey, Feedback Received, 1
Do Action 2:- Refer enquiry feedback to relevant persenal, Refer Enquiry, 7
Do Action 3:- Arange meeting with Stakeholder, Meeting, 14
Owner Teams * 1 selected +

(Teams who may edit)

cancel |




Adding an Enquiry

1. Enquiry Title - use a title that has relevance Step 1 of 1 - Enquiry Details
and provides an overview of all the

. . L i = MNoise
interactions inside. o Enquiry Title/Ref
2. Associated Organisation - link your Contact Name Abbey, Ron
Enquiry to Organisation(s). _
e Associated Organisation * Merseytravel Authority
3. Buildings - associate your Enquiry directly
to a Building. A Building is any address e Buildings Select options
added to the system. ) .
Enquiry Status * Live
4. Enquiry Status - automatically set to LIVE. e
. . = 4. Other
This can be changed later down the line. Stakeholder Category
Allowing you to filter between Closed and e Enquiry Made Via * _seleci-
Open Enquiries.
Enquiry Response Method --gelect--
5. Stakeholder Category - select the hat your
Stakeholder is wearing. e Enquiry Received * 1301212017 (DDIMMAYYYY)
6. Enquiry Made Via - the source of the .
Account Handler * Harrop, Craig

Enquiry.

7. Enquiry Received - don’t worry, you can
back-date.



Adding an Enquiry

The following allows you to categorise your Enquiries even further, great for reporting!

1. Enquiry Reason - use the drop-down to record what type of Enquiry you have received. Examples of what you
may find here include: Complaint, Compliment or Request for Information.

2. Enquiry Feedback Type, Enquiry Categories, Enquiry Location - each provides you with a drop-down menu
allowing to select the most relevant option.

3. Sentiment - assign a sentiment to your Enquiry — neutral, negative or positive?

0 Enquiry Reason Give Information v

e Enquiry Feedback Type Informal v
Enquiry Categories Select options s
Enquiry Location --select-- v

e Sentiment Neutral v




Adding an Enquiry

1. Purpose of Engagement - write a few
sentences about your Enquiry, an
overview of all the interactions inside
your folder. For example, ‘Unhappy with
the level of communication provided so
far. Wished to understand what
communication we had carried out &
why they hadn’t seen or received these.’

2. Notes - the Notes section is a useful
place to add a summary of the Enquiry.
You may update as your Enquiry
progresses with a summary of the key
points.

3. Agreement Notes - usually added at
the end: What did you agree? What was
the outcome?

4. Owner Teams - select who can edit
access the Enquiry. Try to keep this as
the default to allow all users the option
to view/edit.

oPurpose of Engagement

Notes
(Summary of Key Points)

@greement Notes

Workflow

wner Teams *
(Teams who may edit)

What is the purpose of your Engagement - remember to write an ov
folder. Not just your first interaction

add further detail here - can update as you progress

at the end you can update this box - to show the outcome

No Workflow item(s) have been created. These can be set up in 'Syst

2 selected ®




System Admin | Archive | My Settings | Log-out

" t
Tractlvlty Logged-in as: Tom Keep | Last log-in: 10:26 on 17/12/2019

View Enquiry screen R

HOME = CALENDAR BUILDINGS | ORGANISATIONS & CONTACTS | ENQUIRIES = ISSUES = SURVEYS | LAND PARCELS = LIBRARY | DISTRIBUTION LISTS

EVENTS EMAIL | MAILSHOTS REPORTS = WORKFLOW

The View Enquiry Screen will display all

. . . Enquiries: View Enquiry Q
the Enquiry information you have added. —
. R Add New: Enquiry Title Noise ~# Add Email
1. Use the Half-way Navigation Bar to e
nquiry: Contact Name Adamson, Vicky
view all information linked to the R ,
it Enquiry Associated Organisation No Organisation ’
. . . . . - Clone Enquiry
EanIry7 prOVIdIng a fu” tlmellne Of a” ’(A:‘C‘f\gcfz‘x‘“" Stakeholder Category 1. Non Statutory Stakeholder ’

Drag an email here

linked interactions & details: - e ey oy St ) ik o seiet

- Reassign Enquiry
- Link Associated Event

* Full Details  Avcnie Enqury

Communicate:

Enquiry Received 20/09/2019

Account Handler Adamson, Vicky ’
- Email Contact :

> ACt'Vltles - Email Enquiry Detzils

Print:
_ Printable Ver Full Details Activities (1) Activity Attachments (1) Issues (2) Associated Contacts (0) Mapping
» Activity Attachments Search:
Enquiry ID 73 Created Adamson, Vicky - 20/09/2019
- Enquiries
- Organisations &
L] I ssues Contacts Enquiry Made Via ’ Last Edited Adamson, Vicky - 20/09/2019
. Enquiry Response Method ’ Owner Teams Example Project: Engagement Team
* Associated Contacts arpe ot Adamson Vi
Enquiry Reason Consultation ’

> M ap p i n g Enquiry Feedback Type ”,

Enquiry Categories ’

Enquiry Location ,

Sentiment y

Associated Event No Event

Purpose of Engagement ’
Notes y

(Summary of Key Points)

Agreement Notes ’




System Admin | Archive | My Settings | Log-out
Loggec-in as: Tom Keep | Last log-in: 10:26 on 17/12/2019

Tractivity”

View Enquiry screen

From the View Enquiry Screen...

1. Selectto Add Enquiry Activity from

HOME = CALENDAR

BUILDINGS | ORGANISATIONS & CONTACTS

EVENTS EMAIL | MAILSHOTS REPORTS = WORKFLOW

Enquiries: View Enquiry

You are currently viewing:

Example Project v

ENQUIRIES | ISSUES | SURVEYS LANDPARCELS | LIBRARY DISTRIBUTION LISTS

Add New: Enquiry Title Noise ~# Add Email
- Add Enquiry Activity
the left-hand menu.
Engquiry: Contact Name Adamson, Vicky
- View Enquiry
Add as m any Activities to an Enquiry, from - Eai Enguiy Associated Organisation No Organisation 7
- Clone Enquiry
phone Ca.”S meetlngs & prese ntatlons - Aliach Associated Stakeholder Category 1. Non Statutory Stakeholder ’,
! ) Refer Enquiry Drag rnketmail‘ hetre
- y or click o selec
Record past or upcoming activities. - Reassign Enqury iy sates ‘
- Link Associated Event
_ Archive Enguiry Enquiry Received 20082018
Communicate:
Account Handler Adamson, Vicky ’

- Email Contact
- Email Enquiry Details

Print:
_ Printable Version Full Details Activities (1) Activity Attachments (1) Issues (2) Associated Contacts (0) Mapping
Search:
Enquiry ID 73 Created Adamson, Vicky - 20/09/2019
- Enquiries e Ky
- Organisations &
Contacts Enquiry Made Via ’ Last Edited Adamson, Vicky - 20/09/2019
Enquiry Response Method ’ Owner Teams Example Project: Engagement Team
(Teams who may edit) (Default Team)
Example Project: Adamson, Vicky
Enquiry Reason Consultation ’
Enquiry Feedback Type ’
Enquiry Categories ’
Enquiry Location ,
Sentiment y
Associated Event No Event

Purpose of Engagement ’
Notes y
(Summary of Key Points)

Agreement Notes ’




Add Enquiry Activity

1. Title - add a title which has relevance to the

interaction.
o Tite -
2. Type - define the interaction type i.e. email,
. ivi = Ph Call v
phone call or meeting. e L one
3. Status - select the status of your Activity. e Status Completed Y
Completed which is past tense (it has been e Sub Project Consultation A v
done) or Pending meaning it’s in the future
e Stakeholder Category 1. Non Statutory Stakeholder v
4. Sub Project - for those Organisations who _ _ o _
e Notes Discussed the issues around the level of communication receivec

not received any form of communication.

run many mini projects, the capability to log
which Sub Project your Activity is linked to.

5. Stakeholder Category - automatically
pulled from the Enquiry. If this is blank or
incorrect you will need to go back and Edit
Contact.

Agreement Notes * checked contact details - and will ensure all comm's are sent in fu

Added to key distribution lists

6. Notes - it's good practice to add as many
Notes as possible. Add Notes regarding
your interaction i.e. phone call
conversation.

7. Agreement Notes - the outcome of the
interaction.



Add Enquiry Activity - continued

1. Related Contact - on the View Enquiry Screen, you have an option to add associated Contacts
from the left-hand menu. This allows you to add multiple Contacts to one Enquiry. When adding any
Activity you can link the Activity to one, a few or all associated Contacts.

2. Allocated To Teams - you can select the Team or Users who you wish to view the created Activity on
their home screen. Please note — ONLY Pending Activities will only appear on the home screen.

3. Start & End Date - select the date and even specify the time you spent on the Activity.

Related Contacts Select options N

Allocated To Teams *
(Teams who may view the activity on their 1 selected *
Home screen)

Owner Teams * )

(Team who may edit) 2 selected .
e Start Date ® 23/03/2020 0% v 0o v All day event

(dd/mmifyyyy)

End Date * .

(ddimmiyyyy) 23/03/2020 10 - 00 v

Add reminder?




Add More Activities Tractivity’

You are currently viewing:

Share Into v

HOME CALENDAR BUILDINGS | ORGANISATIONS & CONTACTS ENQUIRIES SSUES SURVEYS | LAND PARCELS LIBRARY DISTRIBUTION LISTS

EVENTS EMAIL MAILSHOTS REPORTS = WORKFLOW

Add as many Activities, simply re-follow
the slides from 12-15. Enquiries: View Activity Q

1. From the Vl ew En q u | ry or Vl ew Add New: Title * Chase Outcome ,  Add Attachment

- Add Enquiry Activity

Activity SC reen . Activity: Parent Enquiry Compliant

- View Activity

- Edit Activily Parent Contact Name Adams, Sarah

2. Select Add Enquiry Activity from Nrair176 25

- Reassign Activity

- Attach Library File .
the left-hand menu. . Sl , Drag a il here
= or click to select.
- Delete Enquiry Activity
Start Date/Time 30/12/2019
Search:
- Enquiries End Date/Time 30/12/2019
- Organisations &
Contacts
Status Pending s
Notes Please chase outcome for stakeholder and provide an update ’
ADD ACTMTY TO O
Attachments ()
Associated Organisation
Agreement Notes ’
Sub Project * Consuitation A ’
‘Stakeholder Category 1. Nen Statutory Stakeholder 7’

Time spent on activity

Related Contacts.

Allocated To Teams * Share Into: Keep, Tom

(Teams who may view the activity on their
Home screen)

Owner Teams * Share Into: Share Into (Default Team)
Share Into: Keep, Tom

(Teams who may edit)
Created Keep, Tom - 23/12/2019

Last Edited Keep, Tom - 23/12/2018

Reminders Daily: Every Weekday (Start on 23/12/2019 - End after 7 ocurrences)




Adding Activity attachments

Attachments can only be added to an
Activity.
1. From a View Activity Screen, double

check by looking at the page title.

2. Also check the icon reads Add
Attachment. Choose a file or drag
and drop afile.

c Enquiries: View Activity

Add New:

- Add Enquiry Activity
Activity:

- View Activity

- Edit Activity

- Clone Activity

- Reassign Activity

- Atftach Library File

- Tag Issues

- Delete Enquiry Activity

Search:

- Enquiries

- Organisations &
Contacts

GO BACK

Add Attachment

Time spent on activity

Related Contacts

Allocated To Teams *

(Teams who may view the activity on their
Home screen)

Owner Teams *

(Teams who may edit)

Created

Last Edited

Example Project: Engagement Team (Default Team)

Example Project: Engagement Team (Default Team)

Keep, Tom - 121122019

Keep, Tom - 12/12/2019

Title = Arrange meeting with Stakeholder ’
Parent Enquiry Compliant
Parent Contact Name Adams, Sarah
T:01782 716652
M:447776 285591
Activity Type Meeting ’ Drag a file here
or click to select.
Start Date/Time 26M12/2019 1411
End Date/Time 26/12/2019 14:11
Status Pending ’
Notes AlTange meeting with the stakenolder after 14 days ’
»
ADD ACTIVITY TO OUTL
Details Issues (0) Aitachments (0)
Associated Organisation
Agreement Notes ’
Sub Project * ’
Stakeholder Category ’




Adding Activity attachments

Enquiries: View Activity Q
1. Once your file has been added, -

select ‘UPLOAD’. Add New: GO BACK

- Add Enquiry Activity

g g g g Activity: Title * Arrange meeting with Stakeholder »  Add Attachment
2. You will receive confirmation ,
- View Activity
£ H - Edit Activity Farent Enquiry Compliant
Done! Add Another’. Ay
- Clone Activity
3 V h h . h . h - Reassign Activity Parent Contact Name Adams, Sarah
. T-:01782 716652
. ew t e attaC ment Wlt N t e - Altach Library File M:447776 295591
half-way navigation bar e
- 9 - Delete Enquiry Activity T4 i
quiry Ty Activity Type Meeting ’ 3. Adding Eng... ppix
Search:
_ Fnmuiries Start Date/Time 26/12/2019 14:11
Enquiries: View Activity Q
-
Add New: i ,
- Add Enguiry Activity
Activity: Title * Arrange meeting with Stakeholder # Add Attachment ge meeting with the stakenolder after 14 days
- View Activity
- Edit Activity Parent Enquiry Compliant
- Clone Activity
- Reassign Activity Parent Centact Name Adams, Sarah Eﬁ
- Attach Library File 1;02473727?26::5291
- Tag Issues e
- Delete Enquiry Activity Activity Type Meeting ’ Done!
Search: Add Another?
- Enquiries Start Date/Time 261212019 14:11
- Organisations &
Contacts End Date/Time 26122019 14:11
Status Pending ’
Notes Arrange meeting with the stakeholder after 14 days ’
[

ADD ACTMITY TO QUTLOOK

Details Issues (0) | Attachments (1)
File Name Date Type Issues Delete View
3. Agding Enguines -new Ifm 23/12/2019 PowerPoint Delete View

Fiterby. AlABCDEFGHIJKLMNOPQRSTUVWXYZ0123456783$9




Close Your Enquiry

Close and re-open an Enquiry at

Enquiries: View Enquiry Q
anytime. To complete this task simply:
. . Adjj New: . . Enquiry Title Compliant ’, Add Email
1. From the View Enquiry Screen. - Ade Enauy Aty
Enquiry: Contact Name Adams, Sarah
. . . . - View Enguil T:01782 716652
2. Using the Quick Edit Pen icon, e 447776 295521
use the drop_down menu : E:;; iz:!:latsd Associated Organisation Pub Meeting Group ’
Contacts

" i i i i Drag an email here
presented to Select Cl 0S ed - Refer Enquiry Buildings 26b Clifton Hill, Exeter, Devon, EX1 2DJ ’ orgclick e

- Reassign Enguiry
or lee - Link Associated Event Stakeholder Category 1. Non Statutory Stakeholder ’
- Archive Enguiry

Communicate: Enquiry Status Live v
- Email Contact Closed
- Email Enguiry Detsils Enquiry Received

- Text Contact

Print: Account Handler Keep, Tom ’,

- Printable ‘Version

Search:

- Enguiries

Full Details ! Activity Attachments (1) L SOC; acts ( Mapping

- Organisations &
Contacts

PREVIEW ACTIVITIES

Date Activity/Action Title Status Issues Edit Archive
26/12/2019 M Meeting Arrange mesting with Stakeholder & [m| o Edit Archive
23/12/2019 M Email Received Using Office 365 on Windows 7 =4 o Edit Archive
19/12/2019 M Refer Enquiry Refer enguiry feedback te relevant personal [m| o Edit Archive
13112/2019 B Feedback Received Send post event survey O o Edit Archive




‘//
N £

Vicky Adamson

Client Relationship Manager

Tractivity’

Systems House, Deepdale Business Park, Bakewell, Derbyshire, DE45 1GT
www.tractivity.co.uk



http://www.tractivity.co.uk/

