‘\ ADITO

Document templates, ,
writing letters & emails Y

Content marked with the €t
has been moved to xRM-Help.

ADITO Software GmbH
From version xRM 2026.10.0 | October 2026


https://xrm.help.adito.de/en/
https://xrm.help.adito.de/en/
https://xrm.help.adito.de/en/

Screenshots

The UX design of ADITO is continuously
optimized for you. There may therefore be
deviations in the screenshots.
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Write a letter




Writing a letter: select template A ~oiro

. ] % Filter = X
{-\? .‘ x _ x Document Template Document Template ~
J S Document Template nt Template v P B
Q |Sea\cl‘
Mr. Joseph Smith Name Language =
Nedick's @ Brief - Allgemein (docx) German
Brief - Allgemein (odt) German
@ & 0 oo
carta standard (odt) Spanish
A Observe dataset ‘
Tags Letter_Standard (odt) English
= Mew task
. . lettre francais (odt) French
Communication . .
@ Write e-mail
2= New letter |
Addresses \Lj
&5 New vCard
Company Addresse 1% New offer
. . ¥ New opportunity
Further information
B Create operation recommendation
< Relevant Document o
4 Mew Service ticket <
-
1v] —
= @ Create visit g
S ) 3
J ™ Mew appointment
= Add to serial letter

Add to bulk mail

o2

Add to Campaign

e

[ -




Writing a letter: download letter

Picture

wOe0

| 5

900600000 O

Salutation

Herr

Herr

Herr

Mr.

Mr.

Frau

Frau

Herr

Herr

Herr

Herr

Herr

Frau

Herr

Herr

Frau

Frau

Frau

Moo

a8 File Home Insert
& R . ¥ & [calbr
Paste DD A B I

Clipboard

®

Page10f1 77 words, 492 characters | German (Germany) v

u

X
Document X e edv x
I 4 Download letter and create Activity I lent editor
Layout References Review Format Form View Help Standard Letter.odt Editing |~
1 pt A At — P . ~ -
- p - A = . Default Paragra Body Text Head"\g_ Heading 2 o @ . a .
5 ox X AL T A Paragraph Heading 3 Heading 4 Title Subtitle w  Insert Search
Font = Styles i
v Style €
Paragraph Style
Default Paragraph Style ™ é %ﬁ /%
v Character 2
Font Name Font §
Geisenhausen, 09/29/2026 Calibri v | 1pt ¥

B I U~vs A AA A
AT LA g x,

Subject: Thank you for,..

The letter is opened and edited in the
Dear Mr. Smith, .
document editor.
1am writing toto your recent inguiry....

ook forward to hearing fram you and appresiake your attention to this matter.

The “Download Letter and Create Activity”
action opens an activity and downloads

the finished letter in PDF format.

A



Writing a letter: edit Activity

Subject * Letter
Template Template v
Description Choose langu... v Paragraph v Alv EvAvBA~ B I YU 245 5 %
X @ T —E O WIZ I Sl = = o Bowe @y it menenma@satace
QBvT «w @YEBE < ¢ & & meineFirma GmbH | Liebigstraie 3 | German y - 84051 Essenbach
Geschaeftspapiere Geisenhausen, 09/29/2026
Date » 9/29/2026 =
Subject: Thank you for..
107 AM ©
Dear Mr. Smith,
Letter ~
1 am writing toto your recent inquiry.... Outgoing v
Tim Admin x
ook forward to hearing frgm you and appreciate your attention to this matter.
ctio
4+  Contact ~ Mr. Joseph Smith v o

Company ~  Nedicks v -

In the field ,,Description”, the content of the
letter is displayed.

CAUTION: in the field, editing is possible,

but the changes are not taken over into the
document of the letter.



Writing a letter A roito

After saving, the MainView of the Activity opens with the letter in the Tab ,Documents”.

ﬁeine?irma

The letter, in PDF format, can
be previewed by clicking the
image in the preview.




Write emails

Mobile
application



Write emails

Mobile application

Mr. Carl E. Bush

Lockman LLC

If you are using the ADITO client on your mobile device,
clicking on the email address (or the “Write email” action)
will open the email app on your device using the “mailto
function.” o

Details

Communication

@ E-mail

busl 1._‘§.-Icu:<r~‘..-:c-|'r

Addresses

Company Addresses

Office address
21London Road
Southampton
5015 2AD
United Kingdom

0 0

Other active functions Open tasks

45




Write emails

Desktop
application



Write emails

Desktop application

MR

£ 8 I
Tags -
Communication io-
@ E-mai
Addresses i -

>
Company Addresses -
Offica addrass 21London Road

Southampton
5015 240

United Kingdom
Further information i
Female
s
English
Active
o 0

Other active functions Open tasks

360 Degree

Other Functiol

‘\ ADITO

Tags

Communication
@ E-mail

Addresses

Company Addresses
Office address

Further information

Gender

MR

Mrs. Maya Read

Lockman LLC @&

Mo advertising by E-mail

read@lockman.com _

21 London Road
Southampton
5015 2AD
United Kingdom

Female

Bl

-
A

Activities

Select all

E Observe dataset

E= New task

360 Degree

@ Write e-mail

2

el

e v vCard

¥ New opportunity
M New operation recom
Fd New operation

" Create operation task
(& Mew Service ticket

E® New appointment

Alternatively: click directly
on the email address




Write emails: select template

X
o ments : X
Recipient read@lockman.com X -
Recipient read@lockman.com X
Document Template Document Template 4
25 Fi = Document nplat Dacument Template

_ ] % Filter iy Document Template Document Template ‘b -~

Subject Subject o

Q, Search

ﬁ Name Language
Custom template Upload files

2. Drop file here Email with signature English

@ send mail

E-Mail A

All email document templates are displayed
with the contact/company usage location.




Write emails: download/view template

Rl Download the template with
e placeholders and open them

in the download folder.

5 -

(%]
=
=
m
=

[ Download template

Custom template Upload files

2 Drop file here

@ sSend mail

E-Mail A

49

{@letterSalutation @},

Kind regards,
{@senderName(@}

{@senderOrgname(@}
{@senderAddress@}
{@senderZipCity@}

Fon: {{@senderPhone@ }

E-Mail: {{@senderEmail@}
Internet: meinefirma. adito.de

@eineFirma

meineFirma GmbH | CEO: Susanne Lustig, Tim Admin
Registergericht AG Landshut HRB 2403 | Ust-IdNr. DE 1289465

{BletterSalutation@},

<br><br:>

Find regards,<br>

{@senderNams? } <br>

<br><br>

<k>{@senderOrgnamed }</k><br>
{fzenderAddressi}<kbr>

{@=senderZipCityi}

<br><br:>

Fon: {@senderPhonef}<br>

E-Mail: {@senderEmail@}<kr>

Internet: <a href="https://meinefirma.adit
<br><br>

<p><a href="https://meinefirma.adito.de/">
"data: image/png;base64 , iVBORWIRGgoAAAANSTh
40nhtoGl1dGEgeGlsbnMeeD0 i YWRVYMU 6bnMebWVOY
J4gPHIKEZJpEZXN i emlwdGlvhi By ZGY 6 YW wvdXQoTiT
JEZVILZiMiIHhtcDpDemVhdGSy VG SvbD0 i QWRVYmUgU
TMiPiASeGlwTUDGRGVYaXZ1ZEZyb20gc3RSZWY 6aWs
GPiABL3g6eGlwbWVOYT4gPD94cCGFja2VOIGVnZD0ic
+0SiARERUNAFAMI IpGARBIQRS IBURRKPerlycY+/NR
Owlmycz TmALI nyQ5sxXgJJCOX38s2MzxCalsf5iQTEL
YANAfXnbWt5vpJImb8Qew+SGHALTT 68 LxxhABS /g2y
ecvHLVEWxfb0ST78Yft8thiAeha?o0nd LsBOgyDX01 )
GUo3oTLMSJubVvRYDQz JCxnSEMIJ4Th/swilzvET1N
aBE3gAMgI 9JbSmCMZ+ ]+ toNSMuag /FaGpPFgXPQ0asN
fwYdB1+FDE5IMI 6gyUA4TIWGbosT5SGIPgyDCBCePh
2spF¥ssYEI1DipRoY1g1R9k2uj2/133h5J0WV3cBOm
ADHCEItNmTHSQAAAABRIRUSErkJggg=—" /> </a><k
<br />

<span style="font-family:Calibri">meineFir
<gpan style="font-family:Calibkri":>Register

A




Write emails: edit and upload template

{@letterSalutation@},

Kind 4 Edlt text and placeh0|der5 Recipient read@lockman.com
regards,

{@senderName@} € nd el the Cha nges |Oca l |y Document Template Email with signature
{@senderOrgname(@}

{@senderAddress@} ect Subje
{@senderZipCity@}

Fon: {{@senderPhone@} [fl Download template

E-Mail: {@senderEmail@}

Internet: meinefirma adito.de Upload the edlted template

Custom template
@eineFirma

2 Drop file here

meineFirma GmbH | CEO: Susanne Lustig, Tim Admin AlternathE'y: .
Registergericht AG Landshut HRB 2403 | Ust-IdNr. DE 1289465880 pload a document, which has

not been selected as template,
downloaded and edited.
Consider the format and the
possible placeholders in the

@ Send mail

document.

B A




Download and send emails A ~oiTo

1) Click on the Action
~Generate e-mail” to open the

2) Add content, attachments, J 3) Click on the “Download generated e-mail”

or the signature if necessary. | action to open the e-mail locally in your mail
client, edit it again if necessary, and send it.

Check generated e-mai

e-mail with the filled in
placeholders in the overlay.

read@lockman.com

read@lockman.com x

Choose langu... ~ | Paragraph ~ Alv £Kv AvB+- B

o m -z

Document Template Email with signature x

T

v = <> ©)source [

Ar]

Dear rs. Read,

[ Download template

Custom template Upload files

2 Drop file here

Dear Mrs. Read,

Kind regards,

Herr Tim Admin

Kind regards,
Herr Tim Admin

meineFirma GmbH

Liebigstraiie 3
Germany - 84051 Essenbach

meineFirma GmbH
LiebigstraBe 3

Fon: +49 8743 9664433 Germany - 84051 Essenbas
E-Mail: tadmin@meinefirma.adito.de

| Fon: +49 8743 9664433,
@ Generate e-mail Attachments E-Mail tadmip@mei

No attachments

| For outgoing e-mails, the mailbridge
address is entered in the BCC field.

& The email will be automatically

""" entered as an Activity.

Additional attachments

E-mail A

Download generated é-mail



Write emails
with Al



Write emails with Al A oo

Requirement

If the Al modules are not used, emails can created as described here.

o In order to use the Al functions for generating email texts, the Al modules must be used.




Write emails with Al

[*]

g

Tags

Communication
@ E-Mail

o fF < Activities 360 Degree

Mr. Markus Altinger

Industrial Steel AG @

select all Q!
E D ) .
M Observe dataset I
Y B2 Newtask
§ i @ write email I
maltinger@industrial-steel.de -
2= New letter
. o ] ] o New offer
Alternatively: click directly S SIS '
New opportunity

on the email address

Company Addresses
Office address

Further information

Gender

Department

Pncitinn

54

[ New operation recommendation
“ P New operation
Rathausmarkt 1
20095 Hamburg v Create operation task
G . .
ermany @ New Service ticket
# 4 B8 New appointment
Male .
=% Add to serial letter
Mr. i
@ Add to bulk mail
English
] 3! add to Campaign
Active
Add to event
Produktion %

Delete this Function

Prociktinnclaiter

E-mail A~

Recipient

Document Temp

Content request

Form & Style

Length «

Tone of voice *

‘\ ADITO

X

m.altinger@industrialsteelar X

Tim Admin | meineFirma Gm X

D v
A
A
A
German v
Formal v
Medium v
Interested v

@ Generate e-mail

Here you can decide whether you want
to create the email using a document
template or with the Al functions.

A



Write emails with Al A ApiTo

Create email with document template

5 x 4 gon
Recipient m.altinger@industrialsteelar X Recipient maltinger@industrial-steelde b4 rm—
Sender Tim Admin | meineFirma Gm X Document Template E-Mail_mit_Signatur X ]
hoose langu... wh Alv £~ AvB~ B I U QE 5§ x x* £
ment Template ent Template v
@ Generate mail q
Content R The content is taken
from the document
A I A W
template.
Content request Content request
Once you have selected a
document template, the Al-
Form & Style A o . K
specific fields are hidden.
Language * German ~ .
Orientation » Formal v [ =3
Length = Medium v i ‘
Tone of voice * Interested v L——E

E-mail A

@ Generate e-mail

B A



Write emails with Al A ~piTo

Create emails with Al features

X X
Recipient m.altinger@industrialsteelar X Recipient m.altinger@industrialsteelar X
Sender Tim Admin | meineFirma Gm X Sender Tim Admin | meineFirma Gm ¥
ment Template ent Template v ument Template ent Template v
Content A Content A
Activity Activity v Activity Activity
Content request Content request Content request Inuitationgg‘t’r\]_gGeneral Specrfy d F_)rompt to generate emall
Meeting text from it.
I “ — Form & style can be selected
orm yle . a
Language * German v accordingly to generate the text in
Orientation » Formal v o cerman the desired language and length, for
Length « Medium . Orientation » Formal exam ple
1 4 < Length = Medium
= Tone of voice * Interested v =
£ £ Tone of voice » Interested v

@ Generate e-mail

@ Generate e-mail

B A



Write emails with Al A ApiTo

Create an email with Al features - with reference to a previous activity

X X
Recipient m.altinger@industralsteelar X Recipient m.altinger@industrialsteelar X
Sender Tim Admin | meineFirma Gm X Sender Tim Admin | meineFirma Gm ¥
Document Template Document Template v Document Template Document Template v

To refer to an activity associated

Content R Content R with the contact or company;, it can
Activity Activity v Activity Activity v be SE|eCtEd here
Content request Content request Content request Invitation to the General . .
Veetind The email text is then generated
from the contents of the selected
Form & Style A 0 o o
Form & Style . activity and the specified prompt.
Language * German ~
German v
Orientation » Formal v
Orientation » Formal v
Length = Medium v
1 4 < Length = Medium v
= Tone of voice * Interested v =
£ £ Tone of voice » Interested v

@ Generate e-mail
@ Generate e-mail

B A



Regardless of whether the email was created using a
document template or a prompt, this view opens after

"nr = = - clicking on “Create email.”

rlte emalls WIth AI Here you will see either the information from the
document template or the Al-generated information.

Generate/customize email You can also edit the information later.

Check generated e-mail

S | The recipient's email
address is transferred.

If the email does not yet contain a signature, one can
Bl De selected here. The signature(s) are maintained in
I he document templates of the type “Signature.”

The subject line is

» Taken from the document
template (if maintained)

» Generated by Al

» Entered or added manually

The content is

» Taken from the document
template

» Generated by Al

» Entered or added manually

Upload files

>




‘\ ADITO

Write emails with Al

Attachments

Check generated e-mail

maltinger@industrial-steel.de

ZE = o Bewe Ay QO By o

Invitation to the Annual General Meeting

Paragraph v Alv v AvBA~ B I U

Choose langu...
uss future strategies, and

B-E&E - o 5 a

our company's achievements,

If the document template already contained
attachments, these are listed here. If an offer is sent by email, the offer
will also be listed here as a PDF file.

Additional attachments can be uploaded

individually per email. It is possible to
upload multiple files in this upload field.

Attachments
No attachments

Additional attachments




Write emails with Al A ApiTo

Download email

Check generated e-mail

nvitation to the Annual General Meeting

Chooselangu... ~ | Paragraph v Alv Bv AvBA-Y B I U 4 F 5 x x* &~ — = O Bz = =v D= <> gpsowce FE vl O Gav T
208 & #v

B \\Vhen the email is opened in the
B respective mail client, it contains:

From: Sender address

To: Recipient address

Bcc: Mailbridge address
Subject (if specified)

Attachments.

The download of the email
(EML format) will start.

All attachments

Content

Signature
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This document is subject to copyright protection. Therefore all contents may only be
used, saved or duplicated for designated purposes such as for ADITO workshops or
ADITO projects. It is mandatory to consult ADITO first before changing, publishing or
passing on contents to a third party, as well as any other possible purposes.

B A
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Einzigartige Beziehungen
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