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System Admin Menu

If you are a Superuser, you will be able to 

access the System Admin area of Tractivity 

through your normal login.
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1. To access System Admin; at the very top of your 

Tractivity page. Please click into ‘System Admin’.

2. Once within System Admin; you can find the 

menu on the left-hand side. 

3. To access any areas of System Admin, click the 

red link of the option you wish to edit/view or 

amend.
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Overview of Current Users 
& Projects
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View all your projects & users on the  halfway navigation 

bar.

1. View all current Tractvitiy Users 

2. View all current Projects 

3. Add new Projects & Users, and don’t worry if you 

exceed your contract limit, as your Account Manager 

can provide detailed costs, to extend. 

4. Edit & Delete a User or Project 
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Project Settings
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To view a project, click on the project name.  Inside the 

View Project Screen,  view all the project information, to 

edit any of the information.

1. Click Edit Project 



Client Confidential

Edit Projects
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Each Project displays four tabs on the halfway 

navigation bar:

1. Access Profiles, define which module(s) each user 

can access.

2. Teams, group users together, allowing you to 

allocate, share and assign records easily.

3. Assigned Users, displays all users who are 

currently assigned to the project.

4. Subscription Preferences Details, view the default 

setting for Organisation & Contact subscription 

preferences and the preview of the send subscription 

preferences  email.

Each tab, displays the information relating solely to this 

project. 
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Access Profiles
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Profiles in Tractivity help you define permissions/access 

for a set of users. For instance, the permissions required 

for a marketing team may differ from the permissions 

needed for a stakeholder manager.

Each user requires a profile and is changeable on a 

project by project basis.

Create/View Profiles

1. Click on the Access Profile Name.

2. In the View Profile page, Edit a Module permissions. 

The Three permissions levels:

• Edit Access, full access to the module, both Edit and 

View rights

• Read Only Access, only view the module, with no 

edit access.

• Off, the module will be hidden. 
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Teams
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You can create multiple teams against any project. 

Teams groups users together, and allows you to share 

enquiries and activities quickly.

Assign a user to multiple teams.

1.  Add a New Team 

2. Edit a Team 

3. Delete a Team 
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Assign a User

Assign a pre-existing user to your project:. 

When Assigning a user, details will pull through from 

their main user account. 

1. Click Assigned User (from the left-hand menu of 

view project)

2. Access Profiles, select the appropriate access 

profile. 

3. Default Project, when a user is associated to more 

than one project, select a default project. 

4. Teams, each user is required to be associated to a 

least one team.
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Creating a New User
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You can add a new user on the left-hand side menu of 

System Admin under Add new > Add user and don’t 

worry if you exceed your contract limit, as your Account 

Manager can provide detailed costs, to increase.

Enter the new user’s details, including:

1. Create a username, try to keep the the same 

structure for all users.

2. Welcome Emails, include all login information and 

how to access support from inside Tractivity. 

3. Email Signature, feel free to copy & paste your 

email signature. 

4. System Admin would you like the user to be the 

nominated superuser?
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Assign a User to Multiple 
Projects
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Within the Users list (in the homepage of system 

admin), click into an existing user's name and it will take 

you through to view user.

1. Click Unassigned Projects tab, view all projects.

2. Click Assign to assign your user

3. Select access permissions, with Access Profile

4. Set a Default project

5. Save 1
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Re-set Password for a 
User
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1. Click the Users Name 

2. On the left-hand menu select Reset Password

3. Click YES and an email will go direct to the user's 

inbox, allowing them reset their password

Please note: If you or your organisation use single sign-

on when accessing Tractivity, you’ll need to reach out to 

your internal IT team.
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Edit and Delete Users
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You may wish to edit an existing users details or delete 

their account.

You can access this via the view user page.

1. Edit User – Change name, login email address, 

change signature or password.

2. Delete User – Removes user’s account from 

Tractivity. You can choose to keep the former user as an 

account handler in Tractivity.
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