
Tag Issues & 
Extra Enquiry Functions  



Adding Stakeholders, Enquiries and Issues to Your System

Add Contact           Add Enquiry           Add Activities Tag Issues



Create an enquiry against multiple contacts. 

Create the enquiry against one contact, this 

contact will be the main contact. Please note 

all activities will be associated to the main 

contact. 

1. Once you have created your enquiry 

against the main contact, click Attach 

Associated Contacts.

Create an Enquiry for 

multiple contacts 
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You can add 1 additional contact, several or 

your whole stakeholder database.

1. Using the search boxes, find your 

stakeholders. Remember clicking submit 

will return everyone inside your system. 

2. Use the tick boxes to highlight which 

contact’s you wish to add.

3. Once you have selected all the contacts, 

click Add to Enquiry 

Add associated contacts 

to your enquiry 
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1. All Associated contacts are displayed on 

the halfway navigation bar inside the tab 

titled Associated Contacts. 

2. If you add an contact in error, click 

Detach

Add associated contacts 

to your enquiry 
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1. Click, Add Enquiry Activity

2. On the Add Acivity screen a new option 

is shown titled, Related Contacts. Select 

which contacts your activity is associated 

to. 

Remember; The Enquiries main contact 

will always have every activity shown.

Add associated contacts 

to your enquiry 
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1. From View Enquiry screen, you can 

drag and drop emails straight into 

Tractivity. Click, Add Email.

2. First, save the email(s)on your desktop. 

Save the email as document file. 

3. Drag and drop the emails from your 

desktop folder into your Tractivity system. 

4. An activity will automatically be generated 

and saved within the half-way navigation 

bar.   

Adding Emails to an 

Enquiry 
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1. From View Enquiry screen, email any 

contact linked to your Enquiry, by using 

the left-hand option  Email Contact 

2. Alternatively if you wish to reply to an 

email received, click on the Email Title. 

Click Reply to Contact  from the left hand 

menu and the email trail will be included 

with your reply.

Email from a Enquiry 
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Tag Issues  

Each activity or file that your attach to  

Tractivity can be tagged against an 

issue(s). 

1. Tag Issues, by selecting the tag icon 

or use the left-hand menu Tag Issues 

option. 
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Tag Issues 

1. Select Source, select either your 

activity notes or any attachment. 

Make sure you press UPDATE if 

you switch between the two 

sources. 

2. Issue, select the associated issue.

3. Transcript, Highlight your text 

and then simply press COPY + 

PASTE. 

4. Sentiment, log the sentiment, 

Negative, Neutral or Positive 

SAVE & TAG NEW should you wish 

to add more issues 

Or 

Select SAVE once all issues are 

tagged. 

1

1

2

4

3

3



Add Future Activities & 

Creating Reminder’s

For a future Activities you can set a 

reminder.

Reminders will appear on your 

Homescreen and inside Daily Email 

Alerts, and can be set to a frequency that 

suits you.

1. Set the Activity to a status of 

Pending.

2. Click, Add Reminder. 

3. Reminder Pattern, set a start & end 

date, and how frequent you wish to 

see the reminder.
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Homescreen managing your activities  

View all Activities on the Homescreen, from overdue, reminders and completed.

1. Todays Activities Tab, displays the number of activities. The 1 Activity automatically appears in the grid below. 

2. Use the drop-down menu view all your planned activities for; Next 3 Days, Next 5 days, Next 7 days. . 

3. Activity Reminders displays the number of reminders for today. Click on the tab to see details of the activity. 

4. Completed Activities displays the number of reminders for today. Click on the tab to see details of the activity. 

5. Overdue Activities are highlighted in a red banner. Click on the + symbol to view all Overdue Activities. 
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