
Creating Distribution Lists 



Distribution Lists 

Create as many distribution lists within 

Tractivity, as you wish. Giving you full 

control of which Organisations or 

Contact’s you want to target



1. Title, try to be descriptive so that other users understand what the list covers from just reading the title. 

2. Type, 99% of the time, distribution lists will be Contact List, for example contacting Vicky at Tractivity, rather than Tractivity as a 

Company.. .

3. Format, What method would you like to communicate,  Email Plain Text (Email Module), Mailshot, Post , SMS or Telephone.

4. Owners Teams, as default All Users will be selected, allowing all users to add, amend and refresh your list.

Create a Contact List 
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This screen provides you with a full overview of all your attached Organisations or contacts, including; Recipients , Invalid 

Recipients, Unsubscribed & Activities

On the left -hand menu you will see the option to Add Contacts to List.

Adding Your Contacts or Organisations 

1



A search screen appears within every part of 

your system, so (hopefully) be familiar.

Inside the search screen, SETTINGS allows 

you to add a range of search boxes. You can 

search for any information you record on the 

ADD CONTACT Screen. 
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Search Tractivity
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My Example - All Statutory Stakeholder’s. 

1. The field that records whether a 

contact is Statutory needs to be added 

to the search screen. Select Statutory 

Stakeholder, 

2. Click, SUMBIT.

Remember; You can target a more 

specific groups by using multiple search 

parameters. 

Search Criteria  

1

2

3



Select Your Contacts 

All contacts that meet your search 

parameters will now be displayed on your 

screen. 

1. Select all the listed contacts by 

ticking the master tick box (found 

within the grey header) or select 

individuals by ticking their specific 

box. 

2. Click Attach Contacts to temporarily 

save the contacts to your distribution 

list. 

3. Press OK once you are completely 

happy with the number of contacts 

attached to your list.
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Distribution Lists  

You can add anyone to a distribution list.  

However, if they are not subscribed or don't have 

a valid email address you will not be able to send 

t mass communication moving forward.

If you have selected to create a Plain-Text 

Distribution List, Subscription Preferences 

(GDPR) is not taken into account. 

1. Recipients – All valid and subscribed 

recipients 

2. Invalid Recipients – can mean one of the 

following three; 

• Email address is missing 

• Email address is invalid 

• Email Permission setting is set to 

‘Not Permitted’. 

3. Not Subscribed – any recipient who’s 

Subscription Preference is No Response or 

Unsubscribed. 
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Overview 

Congratulations, You have now 

completed your distribution list!

Use your distribution list direct through 

your Tractivity, from Events & Mailshot 

Module. 



Adding & Updating New Contacts 

Distribution List do not automatically 

Update!

You can add new contacts to the 

distributions list in to ways;

1) Research and check no new contacts 

have been added to the system, 

before using the list.  

2) Add contacts to a distribution list as 

they are added to the system.



Option 1 - Re-search for New Contacts 

1. Click on the title of your Distribution List  

name (red clickable link)

2. Select Add Contact to List 

3. Tractivity wont remember your search 

parameters, you will be required to define 

your search criteria again. 

4. .If no contacts appear when you click 

Submit – no new contacts have been 

added.  Alternativity, add any contacts that 

appear here. 



Option 2 – Adding a New Contact to Tractivity 

The easiest way to add new contacts to a pre-

existing distribution list, is to add them to your 

desired distribution list(s), when creating a new 

Contact or Organisations. 
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