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= . . . . Welcom the dth edidon of Tractivity's monthly newslexer!

Tractivity’s new Mailshot builder is a fresh revamp to il s e e
- , . Pimes o e o Y i ke e W i e N

our existing mailshot module. Our new builder offers 2 in -

further flexibility when designing newsletters for your Our New Mailshot Builder

StakehOIders Tradtits “Lorem ipsum dolor 5% 3met, consectstur adipiscing it sed do
s o ) siusmod tempor incididunt ut lzbore et dolore magna aliqua. Ut enim
= . 3d minim veniam, quis nostrud exercitation ullamco laboris nisi ut
| _EQ aliquip ex ea commode consequat.Duis aute irure dolor in
frm— reprehe: it ptate velit esse cillum dolors eu fugiat nulla
. Lo u pariatur. int occaecat cupidatat non proident, sunt in culpa
NeW features InC|Ude qui offics nt mollt anim id est Iaborum.”

« Create and save multiple templates for different There’s a better way to manage
stakeholder groups and engage with stakeholders

than using spreﬁheets and

» Drag-and-drop functionality to build your articles.

disconnected t

» Design flexibility: change your branding colours

instantly and select preferred column structures and
Tractivity
layouts.

For a deep-dive into this new functionality, we strongly Quticok integration

1 Nt i i Sed ut perspiciatis unds omnis iste natus error 51 voluptstem accusantium doloremaue Iaudantum. totam
recommend arranglng a tralnlng session Wlth your rem aperiam, e3que ipsa quas 3b illo inventors ventatis et quasi architecto beatse vitae dicts sunt
explicabo. Nemo enim ipsam voluptatem quia voluptas sit aspematur sut odit sut fugit, s=d quia
i consequuntur magni dolores eos qui ratione voluptatem sequi nesciunt. Neque porro quisquam est, qu
dedlcated CUStomer Success Manager dolorem ipsum quia dolor sit amet, consectetur, adipisci velit, sed quis non numguam eius modi tempora
bore £t dolore magnam afiquam quaerat voluptatem. Ut & 3d minima veniam, quis
aati quid ex ea commaodi consequatur?
M wre reprehendert qui in 23 voluptate velit esse quam nihil molestiae consequatur,
vel #lum qui dolorem eum fugiat quo voluptas nulla pariatur?
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Accessing Mailshots

Tractivity SmartMailer”

Return to Tractivity

When accessing the Mailshots module,

things should look familiar.

However, you will notice down the left-hand

menu a new heading called Templates. ) .
SmartMailer: My Mailshots

Templates will allow you to create what

Tractivity previously provided. This wider Display:
- All Mailsh
Help Guide will demonstrate how to build a Al Malishots

~ My Mailshots
template.
P Mailshots: Title Description Created sent Status Edit Archive
Date Date
~ New Mailshot
. , Thom test Thom test 24/04/2024 Tested Edit Archive
You can select ‘New Template’ to get Templates:
started - All Templates RG Testing Test 24/04/2024 Scheduled  C2"%°! srchive

» -~ New Template Kate Test
ate fes Test 23/04/2024 Draft Edit Archive

Mailshot

MNAm NAmA A~
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Create a New Template

The below steps will explain how to

create a new template for your SmartMailer: New Template
newsletters.
Display: . e
1. From the My Mailshots screen, from the - All Mailshots
left-hand menu, select New Template ~ My Mailshots Select a template to use
i . as the starting point for
to start creating your own template. Mailshots: your mailshot *
2. Provide a title and select the option - New Mailshot
Blank Template (you will also have Templates: o :
~ All Templates e - =
access to a Demo Template) ,
0 New Template Blank Demo Kate Test Luke Test Thom's
3. Click either Save Template or Save & L4 IR L Lemplate

Edit Template if you wish to start

creating the template straight away

1 .81
e -

Please note:

Dan Test

Clicking Save Template will now store this
template within All Templates.

Clicking Save & Edit Template will take you
to our new builder. Further insight on this will
be provided throughout the guide under
pages marked Content.



All Templates

Our new mailshot functionality will allow
you to create as many templates as you
wish.

For example, you can have one template that
features an Unsubscribe option and another
that does not.

The new functionality allows you to be more
flexible with your designs and the way in
which you communicate with your
stakeholders.

To review all your templates, from the left-
hand menu simply choose the option All
Templates

When you’re ready to create a mailshot,
you can use one of the templates that
have been set up!
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SmartMailer: All Mailshot Templates

Display:
- All Mailshots
~ My Mailshots

Mailshots:

~ New Mailshot

Templates:
- All Templates

-~ New Template

Templates

Title

User Guide Template
Dan Test - Tractivity
Luke Template
Caroline's Template
Monthly R

Mollie - Test Mailshot

Thom's template

Created Date
16/04/2024
16/04/2024
16/04/2024
16/04/2024
16/04/2024
16/04/2024

16/04/2024

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Archive

Archive

Archive

Archive

Archive

Archive

Archive

Archive




Create a new Mailshot

Once you have created a template, you
can use this to build a newsletter.

You may be somewhat familiar on building a
mailshot in Tractivity prior to our new

functionality.

To build a new mailshot, select New
Mailshot.

You can now start the process of building
a mailshot:

Steps 1 to 5 largely remain the same,
however the next 5 pages details the
information you need to set up the framework
for your mailshot.
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Display:
~ All Mailshots
- My Mailshots

Mailshots:

- New Mailshot -

Templates:
~ All Templates

-~ New Template

Mailshot Details Distribution List

Recipients

CSV Recipients

Review Recipients

Build Mailshot
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SmartMailer: Create Mailshot

Create a new Mailshot: N
Step 1 (1/2)

-~ My Mailshots
Step 1 of create a mailshot is the framework for your Mailshots:

~ New Mailshot

content
Templates:

= All Templates

1. Mailshot Details: - New Template
Mailshot Title e.g. Monthly Newsletter (this is internal
only)

Mailshot Description e.g. to be sent on XX/XX (this is
internal only)

Email Subject will show in the subject line for recipients
in their inbox

From Name will show in the From line for recipients in
their inbox

From Email Address will show in From address line for
recipients in their inbox

Reply-To Email Address the email recipients can
respond to

HTML set to Yes so if images are blocked due to security
they can view in a Browser

Priority if High this will show the red ! Icon in the
recipient inbox

Owner Teams the license holders responsible for
creating/sending/reviewing stats

Mailshot Details Distribution List CSV Recipients Review Recipients Build Mailshot

Recipients

Mailshot Details

Enter basic details about the mailshot, including the subject line that will appear for
your mailshot and who the email will appear from.

Mailshot Title
(internal use only)*

Mailshot Description*®
(internal use only)

Email Subject*
From Narme*
From Email Address testing@serversmartmailer.tractivity. co.uk

Reply-To Email Address*
(if a recipient replies)

Include Link to HTML

. Yas
webpage Version
Priority Mormal
Owner Teams* Communications Team

Engagement Team
Enquiry Team
New Stakeholder Team

raining Project (Do Not Use)

-~

-

SAVE AND EXIT CANCEL |



Create a new Mailshot:
Step 1

Template is a new step, allowing you to
select any pre-made templates to edit for
sending. You can also select a Blank
template to start from scratch should you

wish.

You can add Attachments but please note
that if you have over 1000 recipients in your
Distribution List(s) the attachment will not be

sent.

We would advise using URL links within your
mailshot if you do have an audience above
1000.
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Template

Select the template you

wish to use for your “
mailshot: = .——‘
L0 Y
— )
" aj‘:'
Blank Demo Kate Test
Mailshot
L N
e )
JL88
Dan Test Monthly Help Guide
Updates
Attachments

Please Note: Attachments will not be sent if there are more than 1000 recipients.

Add Attachment

Drag a file here

Luke Test

Vicky Test

or click to select.

Attached File(s)

Attachment Total Size
(Maxdmum size 2Mb)

0.0Mb

Them's
ternplate



Create a new Mailshot:
Step 2

Step 2 requires you to add your

Distribution List recipients.

You can continue to create your lists in the
Distribution Lists module, nothing has
changed regarding this process.

1. Select the Distribution Lists you'd like
to include — you can choose as many as
you like by clicking the available
Contact/Organisation lists
When you’ve completed this, click Next
Alternatively, click Save and Exit if you
need to move on to something else and

come back to your mailshot later
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. e

Mailshot Details Distribution List ZSV Recipients
Recipients

Distribution List Recipients

Select the distribution lists that you want to receive the mailshot,

Distribution Lists a ( (3

=] P

4 5

Review Recipients Build Mailshot

SAVE AND EXIT CANCEL |



Create a new Mailshot:
Step 3

Step 3 allows you to add recipients via
CSV.

1. Click the icon to download the CSV
template

Outside of Tractivity: complete the CSV with

the relevant contact information

2. Import this CSV back into Tractivity by
clicking Upload CSV
3. Click Next

Please note:

Any contacts added via the CSV method will

not be:

* Added to the system as a Contact under
Organisations & Contacts

* Have an automatic ‘Mailshot Sent’ activity
in the system

Client Confidential

1

Mailshot Details

CSV Recipients

Upload recipients from your

CSV Upload

: ©

Distribution List CSV Recipients
Recipients

machine in csv format if you need to.

! 5

Review Recipients Build Mailshot

SAVE AND EXIT CANCEL |

@ (click this icon to download a template for the csv upgd).

Choose File | No file chosen

UPLOAD CSV |



Create a new Mailshot:
Step 4

Step 4 allows you to review the recipients
that will eventually receive the mailshot
you are about to build.

If you’re happy with the recipients, please
click Next
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1 2 3
Mailshot Details Distribution List CSV Recipients
Recipients

Review Recipients

Review recipients, you can remove csv recipients at this stage if required.

Distribution List Recipients

¥list Name First Name  Last Name  Company

all Stakeholders - Mailshot
all Stakeholders - Mailshot

all Stakeholders - Mailshot

CSV Recipients

There are no CSV Recipients for this mailshot

o |

O :

Review Recipients Build Mailshot

SAVE AND EXIT CANCEL |

Ermnail Address
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Create a new Mailshot:
Step 5 9

Last Saved: 25/04/2024 13:08 SAVE CHANGES

= rows -
QOur Mailshot Builder QOutlook Integration 2024 Roadmap Stakeholder Summit
ROW PROPERTIES g v
EACKGROUNDS
Step 5 will take you to our new mailshot
. II&WSPE\IEITI
builder.
#fzizf2
Our new builder offers more flexibility and Issue 04 Tractivity Newsletter
replaces the tiles previously available within e
. Welcome to the 4th edition of Tractivity's monthly newsletter!
the OId bu”der Thank you for downloading this edition. We have lots of exciting updates
to update you on. We won't keep you waiting, lets dive right in! &, solid v |- 0 - transparent
The next pages detail the functionality Our New Mailshot Builder
available to build your content within e e SR D
— cupidatat non preident, sunt in culpa qui officia deserunt mollit anim id est LAYOUT
laborum.”
ﬂ OFF
]
There's a better way to manage
and engage with stakeholders



Rows: How to Use

You can use different scale rows in which
to input your content. Rows are the
framework of how you need your
mailshot to look.

For example, would you like an image
alongside text? Or two columns side-by-
side?

No problem, you have a wide selection of
options to choose from.

You can drag-and-drop your preferred row
layout and then add your content to it to start

shaping your mailshot as you require.

Please see the next page on how to edit
rows.

Client Confidential

=
= ROws



Rows: How to Edit

Once you have added your preferred
rows to the article, you can make several

changes.

To do this, click on the row when the solid
red line is showing to edit within Row
Properties
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Our Mailshot Builder Outlook Integration 2024 Roadmap Stakeholder Summit

Issue 04 Tractivity Newsletter

Welcome to the 4th edition of Tractivity's monthly newsletter!

Thank you for downloading this edition. We have lots of exciting updates
to update you on. We won't keep you waiting. lets dive right in!

ROW PROPERTIES

BACKGROUNDS

BORDERS

LAYOUT

COLUMNS STRUCTURE




Rows: Backgrounds

A Row Background allows you to add
your branded guideline colours and even
imagery from File Manager.

Please note: we recommend you have
access to your organisation’s brand
guidelines when building a mailshot in our
new builder. You now have control over your
colours throughout the entire mailshot.

Client Confidential

ROW PROPERTIES

BACKGROUNDS

o W

transparent

ULE O

v



Rows: Borders

Row Borders gives you freedom to

design around the article how you’d like.

Content area boarder gives you the ability
to have different edge styling, such as solid,
dotted or dashed borders around an article.
You can choose the thickness and the
colours in the second and third options.

Content area rounded corners allows for a
softer edge around your article.

If you do wish to opt for consistency
across your mailshot, each row you set
up will need to be amended individually.

Client Confidential

BORDERS

21

21

H000000
transparent
transparent

transparent



Rows: Layout

As you can adapt your mailshot for
desktop and mobile, you can differentiate
how your rows look on either device.

Stack on mobile allows you to define the
best way to display your content for
stakeholders who use mobile devices.

If ON the stack order is the default, though
you can change to reverse should you wish.
The images overleaf shows that stacking
provides additional flexibility as to where
your images should be placed.

Hide on allows you to hide certain pieces
of content on either a mobile and/or
desktop.
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LAYOUT

stack on mobile

Stack order on mobile

Hide on

orem ipsum dolor sit amet, consectetur

dipiscing elit, sed do eiusmod tempor incididunt
ut labore et dolore magna aliqua. Ut enim ad
minim veniam, quis nostrud exercitation ullamco
laboris nisi ut aliquip ex ea commodo
consequat.Duis aute irure dolor in reprehenderit
in voluptate velit esse cillum dolore eu fugiat nulla
pariatur. Excepteur sint occaecat cupidatat non
proident, sunt in culpa qui officia deserunt mollit

anim id est laborum.”

3 __m_:%_

im id est laborum.”

"Lorem ipsum dolor sit amet, consectetur]
adipiscing elit, sed do eiusmod tempor in
ut labore et dolore magna aligua. Ut enim ad
minim veniam, quis nostrud exercitation ullamco
laboris nisi ut aliquip ex ea commodo
consaquat Duis aute irure dolor in reprehenderit
in voluptate velit esse cillum dolore eu fugiat nulla
pariatur. Excepteur sint occaecat cupidatat non
oident, sunt in culpa qui officia deserunt mollit

ON OFF

LAYOUT

stack on mobile

stack order on mobile

Hide on

COLUMNS STRUCTURE

stack on mobile

stack order on mobile

Hide on

COLUMNS STRUCTURE

+ Add new




Rows: Column Structure

You can change your column structure

here.

In this example the first option in Rows has
been selected, which runs across the builder
without a break.

Should you wish to change this:

Click + Add new to split off the structure, and
if you’ve gone too far, simply click Delete.
This way you can experiment with the
structure you'd like to use.

Client Confidential

COLUMMNS STRUCTURE

+ Add new
12
COLUMN
C _.I'EI"ISFIEI"'EI'It
- 5 + - 0
- 5 + - 0

transparent



Rows: Column Structure

Flexibility

You can select pre-structured rows for
your articles, but also have the freedom
and flexibility to create bespoke
structures.

You can drag the icon between the columns
left to right, or vice versa, to create a
structure better suited to your needs.

Once you release the icon the row
structure will automatically change to the
chosen set up within the content area.

Client Confidential

° = rows

(+]

Drop content blocks here

ROW PROPERTIES jinj v

0 +

There’s a better way to manage
and engage with stakeholders
than using spreggdsheets and
disconnected t

OMNS STRUCTURE

Tractivity’

Qutlook Integration

Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium doloremque laudantium, totam rem transparert

aperiam, eaque ipsa quae ab illo inventore veritatis et quasi architecto beatae vitae dicta sunt explicabo. Nemo

enim ipsam veluptatem quia voluptas sit aspematur aut odit aut fugit, sed quia consequuntur magni dolores eos
qui ratione veluptatem sequi nesciunt. Neque porro quisquam est, qui dolorem ipsum quia dolor sit amet,
consectetur, adipisci velit, sed quia non numquam eius modi tempora incidunt ut labore et dolore magnam

aliqguam guaerat voluptatem. Ut enim ad minima veniam, quis nostrum exercitationem ullam corperis suscipit

laboriesam, nisi ut aliquid ex ea commodi consequatur? Quis autem vel eum iure reprehenderit qui in ea
voluptate velit esse quam nihil molestiae consequatur, vel illum qui dolorem eumn fugiat quo voluptas nulla

pariatur?

a



Settings: Overview

Settings allows you to configure the
framework of your mailshot template.

Content area width allows you to choose
how the content will appear to the
stakeholder. For example, you could have
this less wide with blank space either side to
include your branded colours in background
colour

Content area alignment is related to
positioning.

Default font means you can set the font
here automatically without needing to
change this in every paragrapht/title content
block you create later.

Link colour allows you to add branded
colours to any links you include in your

content.

Client Confidential

GENERAL OPTIOMS

Arial

E SETTINGS

#3819



Content: Overview

Our Content library gives you the
freedom to build bespoke mailshots.

You can drag-and-drop any of the options
into rows to design your stakeholder

content.

The following pages will provide insight into
all the Content options, so you have a firm
understanding of how to seamlessly create
newsletters for your stakeholders.
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00 conTENT

oo

i

TITLE

—

BUTTON

MENU

®

SOCIAL

w

CONS

=1

PARAGRAPH

DIVIDER

HTML

GIFs

IMAGE

==

AELE

1]

SPACER

1
|

v
I

VIDEO



Content: Title

Title allows you to create a text heading.

You can drag Title into your chosen row
2. This will then appear as I’'m a new title
block
3. The text will appear basic, but you can
customise this to your needs through
Content Properties. You can:

» Change the Font style, weight and size

» Use your own specific branding for
colours

» Align to the required style

+ Set a line height, letter spacing and text
direction

* You can set padding to make titles take

more centre stage in your mailshots

Edit Template

Elc

Client Confidential

Drop content blacks here

oo NT =
B8 conten =

T= =9
= = ==|
f—  —
= i 1
meny oo spacen
— L o
cons r

st Sovad: 25/04/2024 0857 SAVE CHANGES

o I'm a new title block

e og =
a 88 content ]
o

CONTENT PROPERTIES ) v

W s
W o

BLOCK OPTIONS.
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Content: Paragraph

oo | e SETT -
E 0 B8 CONTENT, = ROV = INGS
I'm a new paragraph block

Paragraph allows you to write out your

If
I
N

article content.

oo = - ; -
B8 conTent = rows B semmines

ecnmsm PROPERTIES i v

ot family Global font v

1. You can drag Paragraph into your Elc

I‘m a new paragraph block.

chosen row. B I US Avady xX QO &

L. & 5% spedallinks ¥ Merge tags

2. This will then appear as I’'m a new
paragraph block

3. The text will appear basic, but you can feguler hd
customise this to your needs through 2 T v [ -

Content Properties. You can:
. #000000

+ Change the Font style, weight and size W

» Use your own specific branding for
colours

+ Align to the required style

+ Set a line height, letter spacing and text
direction e

* You can set padding to make paragraphs T et 1
take more centre stage in your mailshots BLOCK OPTIONS
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Content: Image

Image allows you to add banners and other

visual aids.
. 90 conTenT
1. You can drag Image into your chosen B - 0
row

If

= >

TITLE PARAGRAPH IMAGE

2. Select Browse to ensure you can upload

images of your choice

'n

You will be taken to our File Manager where suTToN

you can add all images you will use in your
mailshots.

Please note:
The image will wrap around the size of the

row you have chosen.

You can re-size images via Content
Properties in Settings



Content: Button

Button can be a call to action within your
mailshots.

1. You can drag Button into your chosen
row and apply your own text.

2. Within Content Properties you can
apply the relevant URL and amend
button branding colours, text fonts and
sizes

Client Confidential

oo
oo CONTENT

i

TITLE

=
= rows & sermnes
PARAGRAPH IMAGE

= ==

BUTTON LsT TABLE
oo =
E 0 B0 conTent = rows & semmnes

CONTENT PROPERTIES 1 v
ACTION
Link type Open web page v

url
Special links ~ Link file
BUTTON OPTIONS
Auto width [ @]
Font family Global font v
Font weight Regular v
Font size 4+

Background colour

Text colour

Align

Line height

Letter spacing

. ##3aaee0

L
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oo = =
E 0 B8 CcoNTENT = rows B sermines

« This is an unordered list

TITLE PARAGRAPH IMAGE

i

Content: List

= = m

BUTTON LsT TABLE

List allows you to itemise your content.

E o BE conTent = VS & serime
1. You can drag List into your chosen row e
% 0@

CONTENT PROPERTIES i v

and apply your own text. You'll notice the T EE —

text is bullet-pointed. Clicking enter

allows you to add additional bullets. et

2. Within Content Properties you can Gosalfont v
apply the relevant font changes, list item . 5

spacing, ident alignment and list types

(bullets or numbers)

Text colour [ +o00000

K colour [ #ooseas
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E n] 80 content = rows E] semmines

Add header text

Content: Table

TITLE PARAGRAPH IMAGE

= = ==

BUTTON LsT TABLE
Table allows you to create bespoke tables.
. B8 CONTENT = rows & semmines
1. You can drag Table into your chosen row = FUT— o
2. Within Content Properties you can Add text © CONTENT PROPERTIES o v
apply several changes, including: et N
0| e
+ The number of columns & rows you Ll @
require
» Boarder branded colours I - .
* Header content changes
» Content font changes
Text colou .#505559
Align —
CONTENT ~
Font family Global font v
Font weight Regular v
Text colo I o000




Clinnt CAanfidantial

oo = rows ETTINGS
E o BB conTenT = rows & semmines

2]
Content: Menu

= = m

Menu

i
4

Menu allows you to include a variety of links, ° = = 1]
including ways for your stakeholders to
contact you or view additional project work
elsewhere. . — e e = rows B sermes -
rEu # CONTENT PROPERTIES jmj v
1. You can drag Menu into your chosen -
it
2. Within Content Properties you can
apply items of your choosing, such as: Glebalfort
Reguiar v
* Contact information —
*  Email information
* Your website S
.
-

Harizontal v
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E ) BB conTENT = row & sermnes
4]
. /I : T= =q
Content: Divider = 2
= = M|
Divider allows you to apply a visible break o
between each article. o —
= =] (1]
1. You can drag Divider into your content to
create a line between each article.
2. Using Content Properties, you can:
E 0 a B8 conTent = rows & sermnes
— -
+ Change the line from solid to dotted, for i i} v
example
» Change the thickness of the divider R
» Change the colour of the divider
* You can also change the width and =1
padding of the divider ¥

BLOCK OPTIONS

Padding
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Content: Spacer — | o T T
0 |
Drop content blocks here 1= —q E
Spacer allows you to include a gap between
your articles. Spacer is slightly different to q = E
Divider in that the gap presented is not suTron st st
strictly visible.
= = O
1. You can drag Spacer into your chosen MENY OVIDER SPACER
row. This will create a break between the
article above and below the spacer.
2. Within Content Properties you can
apply the height of the space. The
standard will be 60, however you can ok B8 content =1 rows B sermnes
make this smaller and larger. ¢
3. The ability to hide on desktop and/or @ 0

mobile is available — you may feel o L=
. . BLOCK OPTIONS
spacers on mobile views are less

necessary. e . =1




Content: Social

Social allows you to input your all-important
social media links.

Social links was something provided
automatically in the previous Tractivity
mailshot builder. This is now something you
can change in all your content moving
forwards.

1. You can drag Social into your chosen
row

2. Within Content Properties you can
change the style of icons provided.

3. You can apply the relevant URLs which
stakeholders can visit once the mailshot
has been sent

4. And add additional icons, such as
WhatsApp and Email
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oo = pows
B0 CONTENT = rows
Drop content blocks here
TITLE PARAGRAPH
[pe—
-—
[=p—
BUTTON LisT
= =
— [—
MENU DIVIDER
@
SOCIAL HTML
og = pows TTINGS
eﬂn CONTENT = rows E] sermin
LD oLin] ¢

E] semmings

4

IMAGE

SPACER

i

VIDEO

- CONTENT PROPERTIES | v
000 -
0 -
U https:/Awww.facebook.com/
Delets
Ur | https:/witter.com/
Delets
Url | https:/instagram com/
Delete
(i N

Url | hetps:iwww linkedin.com/

Delete

@ ADD NEW ICON
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EBo I'm & new HTML block. o ELILE &5 Rows SRS

1

TITLE PARAGRAPH IMAGE

I
I

Content: HTML -
Countdowns

= = B
BUTTON LisT TABLE
HTML allows you to enter specific code. For
i i — —
example, if you have an upcoming event you = = 1]
wish to advertise, you can include a dynamic meny

countdown. 0
® & H>H

SOCIAL HTML VIDEQ
Please note:

You can create a countdown timer, there are
many services that you can use for this
purpose. Niftyimages again, but also Fresh

H B8 conTENT = rows SETTINGS
Relevance, CountdownMail Email Us | Arrange a Training Session | Find out More os = =
CONTENT PROPERTIES o v

1. Drag a HTML blog into your content

1 title="Days until our Mailshot Release!"></iframe»</div>

2. Once you have created your countdown

at the above or another countdown

provider, you can copy and paste the Days until our Mailshot Release!
HTML coded provided into the text box. 1 2 . O 7 . 3 3 . 5 3 o
This will then ensure the countdown is - . -
part of your content DAYS HOURS MINUTES SECONDS
Issue 24 ! T——

«" EXPAND



https://niftyimages.com/?utm_source=beefreeio
https://www.freshrelevance.com/resources/email-countdown-timer/
https://countdownmail.com/?utm_source=beefreeio

Content: HTML — Anchor

(1/3)

HTML allows you to enter specific code.

You can also use HTML as an anchor. This
is very useful when it comes to sending
content-heavy mailshots.

1. Select a content block that will act as a
link to content within in your mailshot

2. Select the area you wish the article to go
to when the above content block is
clicked. Drag a HTML content block
here.

3. Open the HTML Content Properties

Copy the below code:

<a name="tractivity"></a><br />

Our Mailshot Builder Outlook Integratioc 2024 Roadmap Stakeholder Summit

[ = reprehenderitin voluptate velt esse cillum dolore eu fugiat nulla
| pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa

qui officia deserunt mollit anim id est laborum.”

There’s a better way to manage
and engage with stakeholders

than using spreggsheets and
disconnected t
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I'm a new HTML block
Sed ut perspiciatis unde omnis iste natus error sit i mque jum, totam

rem aperiam, eaque ipsa quae ab illo inventore veritatis et quasi architecto Jeatae vitae dicta sunt
explicabo. Nemo enim ipsam voluptatem quia voluptas sit aspematur aut odit aut fugit, sed quia

consequuntur magni dolores eos qui ratione voluptatem sequi nesciunt. Neque porro quisquam est, qui

dolorem ipsum quia dolor sit amet, consectetur, adipisci velit, sed quia non numquam eius modi tempora

incidunt ut labore et dolore magnam aliquam quaerat voluptatem. Ut enim ad minima veniam, quis
nostrum exercitationem ullam corporis suscipit laboriosam, nisi ut aliquid ex ea commodi consequatur?
Quis autem vel eum iure reprehenderit qui in ea voluptate velit esse quam nihil molestiae consequatur,
vel illum qui dolorem eum fugiat quo voluptas nulla pariatur?

21’ E \ew  Pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa oo :
qui officia deserunt mollit anim id est laborum." oo CONTENT

There’s a better way to manage
and engage with stakeholders

than using spreggsheets and
disconnected t
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I'm a new HTML block HTML experts on

Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium doloremque !audanti
eaque ipsa quae ab illo inventore ve: quasi architecto be:

CONTENT PROPERTIES




Content: HTML — Anchor
(2/3)

4. Enter the code overleaf into the HTML

code area

5. Rename the red text “tractivity” to the
name of the article header. For example:
outlook
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E 1 parriatur Excepteur si(nt occaecat cupidatat non proidenat. sunt in culpa
qui officia deserunt mollit anim id est laborum.”
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qui officia deserunt mollit anim id est laborum.”
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6. Highlight the content block from Step 1
and select Inset Edit Link

7. Insert the renamed code into the URL
option. Please enter # before the

rename
8. Untick Underline Link if you do not
wish to have an underline Insert link

9. Set the Target to None and click OK
URL

. 7
Once set up, any stakeholders that click #outlook

the area of the link
Underline Link

Outlook Integration




Content: Video

Video allows you to include recorded media
within your content.

Please note: only YouTube and Vimeo
videos can be used here.

1. You can drag Video into your chosen
row

2. Within Content Properties you can
apply the relevant YouTube URL. This
will automatically provide a preview
image. The image will link to the URL.

Once the URL has been inserted, you can
choose your play icon type, colour and
size
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Content: Icons

Icon allows you to include symbols of any
kind, including emajis.

1. You can drag Icons into your chosen row

2. Within Content Properties you can
apply your own icons and change the
size via Icon size to match any
supporting content

Bl
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Content: GIFs

GIFs allows you to add moving images to
your content.

1. Drag the GIFS content block into your
content

Search for GIFS using keywords
Once added, you can change sizes and
padding to better suit your content.
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Create impact through stakeholder engagement

Issue 24

Thank you for downloading our April 2024 newsletter!

C It's been a busy quarter here at Tractivity, and we've got lots of exciting
things to announce in the neat future.

Different viewing options (desktop and Fine oumere abott upceming pians here:

mobile) gives you an indication as to how

your content will appear if viewed on either

Our Upcoming Programme

devices. Upcoming Event Date & Time
Mailshot Webinar 30th April 2024
Events Invitations Webinar 2rd May 2024
In the top right-hand corner, you will see this statenoer summt .

icon (pictured opposite)

OO0

1. You can toggle you view between
desktop

Email Us | Arrange a Training Session
| Find out More
2. As well as mobile

Tractvil

Thank you for downloading our April 2024
newsletter!

It's been a busy quarter here at Tractivity,
and we've got lots of exciting things to
announce in the neat future,

Find out more about upcoming plans here:

View our Roadmap

Our Upcoming Programme

Upcoming Event Date & Time

Mailshot Webinar 30th April 2024

Events Invitations ard May 2024
Webinar




Desktop/Mobile: Hiding
Content

When adding Content of any kind, you will
have the ability to hide content on either a
Desktop or Mobile device.

1. Select the piece of Content you wish to
hide.

2. Go to Content Properties on the right-
hand side and scroll to the bottom of all
options.

3. You will see the final option: Hide on.
Selecting either of the two options will
blur the content and will not be visible in
the view you select once sent to
recipients.

4. You will see a new icon: Visibility ON to
indicate there are hidden elements within
the mailshot.

“ e
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Thank you for downloading our April 2024 newsletter!
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It's been a busy quarter here at Tractivity, and we've got lots of exciting
things to announce in the neat future.

Find out more about upcoming plans here:

View our Roadmap

Our Upcoming Programme

LD 1o Tin)

og
oo CONTENT

E pows

[F sermings

CONTENT PROPERTIES 9 ﬂ v
F—— Regular ~

ELOCK OPTIONS

[l 000000

B :oosees

9CE




Desktop/Mobile: Moving
Content Separately (1/2)

Different viewing options means some
content might be best placed differently on
devices.

As you can hide certain content, You can
have certain content blocks in one place
on desktop and somewhere else on
mobile, and vice versa.

1. Choose content block

2. Within Content Properties, click hide
on mobile (this will then appear blurred)

3. Switch Visibility OFF (the content will no
longer be blurred; it won’t be visible at
all)
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We won't keep you waiting, lets dive right in!




Desktop/Mobile: Moving
Content Separately (2/2

4. Add arow on mobile and add content
5. Hide the content created in step 4 on

Desktop

The content will then be in one place on
desktop and somewhere else on mobile

(Please note the above steps can be done
vice versa!)
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Sed ut perspiciatis unde omnis iste natus error
sit voluptatem accusantium doloremgue
laudantium, totam rem aperiam, eaque ipsa
quae ab illo inventore veritatis et quasi
architecto beatae vitae dicta sunt explicabo.
MNemao enim ipsam voluptatem quia voluptas sit
aspernatur aut odit aut fugit. sed guia
consequuntur magni dolores eos qui ratione:
wvoluptatem sequi nesciunt. Neque porro
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amet, consectstur, adipisci velit, sed quia non
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et dolore magnam aliguam quaerat voluptatem.
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exercitationem ullam corporis suscipit
laboriosam, nisi ut aliquid ex ea commodi
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Saving Changes

As you continue to build your mailshot, you
will have the ability to save this as you go.
This way, you don’t have to worry about
losing any progress.

Simply click Save Changes which will
appear in the top right-hand corner of your
mailshot builder.

Please note:

We recommend only 1 person actively edits
a mailshot within the builder at any one time.
The builder will only retain the most recent
save, therefore if two people are working on
the same mailshot simultaneously, some
changes will not be saved.

Client Confidential
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than using spregglsheets and
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Previous Version

Previous Version can help when it comes to
any mistakes you make. You can skip back
to before you made errors.

To find this option, scroll to the bottom left-
hand side of the builder

1. In the left-hand corner you will see this
icon (picture across the page). Click this
to view the different stages

2. Select the relevant stage you wish to
revert to and continue to edit your
mailshot
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reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla
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3 unde omnis iste natus error sit voluptatem accusantium deloremque laudantium, totam
eaque ipsa quae ab illo inventore veritatis et quasi architecto beatae vitae dicta sunt
emo enim ipsam voluptatem guia voluptas sit aspernatur aut odit aut fugit, sed quia
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Client Branding

Please ensure you have your brand
guidelines to hand when creating a
mailshot inside our new builder.

Previously, you provided Tractivity with your
branded colours. This is no longer the case,
and you can input HEX codes within
Content Properties of the text/colours you
wish to apply to your mailshot.

Within Settings you can set a default font,
so this is consistent across your
mailshot.
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Special Links: Overview

Special Links allows you to include specific
links. This is slightly different to the Button
content feature.

You will be able to access Special Links
within a Title and/or Paragraph block so you
can insert links where appropriate.

There are three types of Special Links
which are better defined over the following
three pages. These are:

1. Special Links: Body
2. Special Links: Footer
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Special Links: Body

Special Links: Body is used to ensure your
mailshot content can be Viewed in a

Browser.

Some of your stakeholders may have
additional security on their devices, and
therefore images cannot be downloaded. If
imagery is an important aspect of your
content, they can click View in Browser to
see all the information in your mailshot.

The stakeholder’s default browser will
display the content you have sent.

1. To add the View in Browser option,
highlight your preferred text, click Special
links > Body > View in Browser.

View in Browser will then be inserted into
the content block of your choice.
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Sed ut perspiciatis unde omnis iste natus error sit voluptatem accusantium deloremque laudantium, totam
rem aperiam, eague ipsa quae ab illo inventore veritatis et quasi architecto beatae vitae dicta sunt
explicabo. Nemo enim ipsam voluptatem quia veluptas sit aspernatur aut odit aut fugit, sed quia
consequuntur magni dolores eos qui ratione voluptatem sequi nesciunt. Neque porro quisquam est, qui
dolorem ipsum quia dolor sit amet, consectetur, adipisci velit, sed quia non numguam eius modi tempora
incidunt ut labore et dolore magnam aliquam quaerat voluptatem. Ut enim ad minima veniam, quis
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Special Links: Footer

Special Links: Footer allows you to insert
an Unsubscribe Link to your mailshot.

To be GDPR compliant, you may find it
necessary to include an Unsubscribe link. If
a stakeholder clicks this option, their
Tractivity record will be automatically
updated to Unsubscribed.

They will no longer receive mailshot
communications unless they opt to
change this later.

1. To add the Unsubscribe Link option,
highlight your text, click Special links >
Footer > Unsubscribe Link

Unsubscribe will then be inserted into the

content block of your choice. Typically, this is

entered in the footer of communications, but

you can have this elsewhere, or not at all.
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Merge Field

Merge Field means you can address your
recipients personally.

1. The Merge Field will use the Contact
information stored within Tractivity.

2. The fields you can use are:

* First Name

+ Last Name

* Known As

* Organisation Name
* Email

+ Date

Merge Field can be used within a title
and/or paragraph block. Select Merge tags
and select the appropriate tag to insert it

into your content.
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Send Mailshot Test

Once you’re happy with your mailshot,
you can Send a Test.

You must send a test either to yourself or a
colleague before sending/scheduling the

mailshot to all intended recipients.

1. In the View Mailshot screen, down the
left-hand menu click Send Test

2. Inthe Send Test screen, complete the
required information so the mailshot is
sent using any mail merge fields you
have set up

3. Click Send Test — this will arrive in the
inbox of the email entered to the Test
Email Address field
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SmartMailer: View Mailshot

Display:
All Mailshots
My Mailshots
Mailshots:

w Mailshat

Aailshot

Edil Mailshe

Templates:
All Templates

Mew Template

Title

Description

Subject

From Name

Reply-To Email Address

Include HTML Link

Priority

Status

Owner Teams

Freview

Created By

Last Edited By

Kate Test Mailshot

Test

Test

Kate

Kate.martin@tractivity.co.uk

True

Normal

Draft

Training Project (Do Mot Use)
martin, kate

Preview
martin, kate - 23/04/2024

martin, kate - 23/04/2024

SmartMailer: Send Test

Please enter the email address and recipient name of whare you would like the test mailshot to be sent to

Display:
All Mailshots
My Mailshots
Mailshots:
Mew Mailshot
View Mailshot
Send Test
Templates:
All Templates

MNew Template

Test Email Address:

The following fields are what will appear in the mail merge fields set up within the mailshot

Title:

Firstname:

Lastname:

Company Name:

Email Address:

luke gratton@tractivity. co.uk

Mr

Luke

Gratton

Tractivity

luke gratton@tractivity. co.uk




Send Mailshot

Now that you have successfully sent your
test mailshot you can Send Mailshot or
Schedule.

1. To send, click the Send Mailshot option.
2. If you’re happy for your mailshot to be
sent to all recipients, finally: click Send

The mailshot you have built will be
distributed to your chosen stakeholders.
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SmartMailer: Send Test

Display:
All Mailshots
My Mailshots
Mailshots:
New Mailshot
View Mailshot
Send Test
Templates:
All Templates

New Template

® Test email sent successfully

If you are happy with the test emnail you can either Send Mailshot immediately or Schedula Mailshot for a daote and time of

your choice

SmartMailer: Send Mailshot

Display:
All Mailshots
My Mailshots
Mailshots:
New Mailshot
View Mailshot
Templates:
All Templates

New Template

Are you sure you want to send the mailshot out to all recipients?
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SmartMailer: Send Test

Schedule Mailshot

Display:
. ® Test email sent successfully
All Mailshots

My Mailshots If you are happy with the test emnail you can either Send Mailshot immediately or Schedula Mailshot for a daote and time of
'\':f =

your choice
If you have tested your mailshot and are Mailshots: 0

happy, you can also Schedule your New Mailshol
. View Mailshot
mailshot to go out later.

Send Test

Templates:

Click Schedule Mailshot All Templates

. . New Template
2. Select the date using the calendar view .

and the time you wish the mailshot to go
out.

SmartMailer: Schedule Mailshot
3. When you’re happy select Set

. . . Display:
The mailshot will trigger to be sent at the A Malet Set the date and time you want the mailshot to be sent at
All Mailshols
time you have selected. The status will My Mailshots Date: ]  Time: | 00:00 w
appear Scheduled > Sending > Sent Mailshots:

New Mailshot CANCEL
View Mailshot a
Schedule Mailshot

Templates:

All Templates

New Template
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SmartMailer: View Mailshot

Display:
CO M a i IS h Ot All Mailshots Title Kate Test Mailshot
py My Mailshats Description Test
Mailshots:
New Mailshot Subject Test
View Mailshot
it Mailshot From Name Kate
send Mailshot Reply-To Email Address Kate.martin@tractivity.co.uk
Copy Mailshot allows you re-create a 1 “‘l"’"“”s"“‘ i
Send Tes nclude L Lini rue
mailshot and make small tweaks. You may Copy Mallshet a .
] . . . Templates: Priority MNormal
find this saves time rather than creating a Al ernplate )
! smplates Status ested
. . MNew Template
new mailshot using the template you have et oo reining Project (Do Not Use)
. martin, kate
previously set up.
Preview Preview
Created By martin, kate - 23/04/2024
1. In the View Mailshot screen, from the _ _
Last Edited By martin, kate - 23/04/2024
left-hand menu click Copy Mailshot

2. You will be taken to Stage 1 of the
mailshot. Several of the options will be SmartMailer: Edit Mailshot

pre-populated from the mailshot you

have copied, but you will be able to add a Display: e o
new Title and change any existing e

My Mailshots

Mailshot Details Distribution List CSV Recipients Review Recipients Build Mailshot

i 1 i i - Recipients
information if necessary. Mailshots: P

New Mailshot

Templates: Mailshot Details
All Templates
New Template Enter basic details about the mailshot, including the subject line that will appear for
your mailshot and who the email will appear from.

SAVE AND EXIT CANCEL

Mailshot Title
{internal us= only)*

Mailshot Description*®
{internal use only)

Test

Email Subject*® Test
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Mailshot Statistics

SmartMailer: Mailshot Stats

Mailshot Statistics gives you an overview of Display: . R —
how your sent mailshots have been Altaishots e L J
My Mailshots . -
. . ! R d (% 0.00%
perceived by your recipients. , Sl
Mailshots:
Mew Mailshot Unopened 0
You can review open rates as a percentage, ViewMailshot Peaple Clicked 0(0.00%)
Mailshot Stals
the number unique clicks made as well as Cr Stetietins
Export Statistics Total Clicks i)
reviewing how many of the URLs you added Templates: ;
. : 0.00/8
to your mailshot were accessed. All Templates Clicks FerPerson
Mew Template Didnt Click 0 (0.00%)
These stats can be viewed within Tractivity

and can also be Exported via Excel.

Links (8) Opened Emails (0) Unopened To Date (0} Unsubscribers (0)

Mo one has unsubscribad from this mailshat
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For any questions around this or other Help Guides, please contact your dedicated CSM or the
wider team at: customersuccess@tractivity.co.uk
www.tractivity.co.uk
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