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Screenshots

The UX design of ADITO is continuously 
optimised for you. Therefore, there may be 
deviations in the screenshots.
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Districts can

▪ map geographical areas and regional structures 
(filter by: zip codes, countries, ...) or

▪ structures that specify companies in more 
detail.
Filter by: 

▪ Industires, 

▪ Types, 

▪ Classifications, 

▪ …

*

* even when in use.    



Create new district

District definition
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Name
Give the district a name.

District number
The district number is
entered automatically.

Auto assignment
If you activate this button, all new 
companies that are created in the future 
and match the area filter will be assigned 
to this area and will automatically be 
assigned the person responsible as the 
supervisor.



Create new district

District definition
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Here you can open and view the 
filter of the parent district, but 
not change it.

Use this filter to define the criteria 
for the district you are creating 
(see also the following slide).

You can assign a parent district to the district. You 
can select all existing districts as the parent district. 
In the hierarchies defined in this way, all filters of the 
parent districts also apply to the child districts.



Define district filter

District definition
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The filter criteria from the context 
company are available for the district filter.

For example, “Address: Postcode begins 
with 8” or ”Planning: Volume greater than 
50,000”



Define district filter

District definition
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To create a district for a specific zip code range, 
use the properties “Contact_Address: ZIP start” 
and ”Contact_Address: ZIP end”.

Only the “contains” operator has a 
function for the properties 
“Contact_Address: ZIP start” and 
”Contact_Address: ZIP end”. You can 
select and save other operators, but 
no companies are assigned to the 
district during company assignment.



Preview of the district definition
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You can view the filter criteria for this district in the “Further 
Information” area over the district filter, but you cannot 
change them.

If the auto-assignment is set to “Yes”, all companies are 
automatically assigned to the district from the point at which 
they match the filter criteria.

In the footer you can see the cumulative turnover 
of all companies belonging to the district and the 
number of companies that fall into this district.



Filter view

District definition
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The hierarchies that you create by assigning 
a parent district to a district are displayed 
as a tree table in the filter view. 

In the figure, for example, the district “Nord”, 
“Ost”, “Süd” and “West” are subordinated to 
the district “Deutschland”.



Serial action „Set parent district“
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Select all districts to which you want 
to assign the same parent district.

Execute the “Set parent district” 
serial action.

Choose a 
parent district.

1

2

3



Serial action „Set auto assignment“
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Execute the “Set auto assignment” 
serial action. 

Select the districts for which you want to 
activate or deactivate auto-assignment.

Set the button active for auto-assignment = Yes 
or inactive for auto-assignment = No.

1

2

3



District – Tab „Companies“
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Execute the “Assign companies” action:
- Initial, if you have created a new district.
- If you have changed the district filter.
- When a company relocates and therefore 

belonges to another district.
- If you have imported large quantities of 

company data records.

As soon as the assignment 
is complete, you will 
receive a notification.

If you have activated auto-assignment in a 
district, it is not necessary to carry out the 
“Assign companies” action manually.



Assignment depending on the status of the company

District definition – Company assignment
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Companies with matching filter criteria 
are always assigned to a district, even if 
the status of the company is “In review” 
or “Inactive”. You can recognize 
companies with the status “Inactive” in 
the district by the icon  . The status of 
the company assignment is still active.



Status of the company assignment

District definition – Company assignment
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If you set a “Valid to” date in the district at 
the company assignment that has been 
exceeded, the status of the company 
assignment is set to “Inactive”. You can use 
a filter to hide the inactive data records.



District – Tab „Companies“

District definition
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You can also assign 
companies to a 
district manually.



District – Tab „Companies“
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In the Origin column, you can see whether a company was 
assigned to the area using the “Assign companies” action or 
based on the auto-assignment (auto) or whether the company 
was added using the Create button (manual).

If you edit the data “Valid from” or “Valid to”, 
the origin also changes to “manual”. 



Add responsible persons to the area
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Employee
Here you can select all internal 
employees entered in the system.

Role
Select the role that the person 
responsible should have in this 
district, e.g. area manager.

These roles are independent 
of the roles used within the 
permission. The selection can 
be customized in the 
keyword ADVISER_ROLE.

Status
The status is automatically preset to “Active”.

Operation frequency
Select here how often the person responsible should visit the 
companies in this district, e.g. quarterly, semi-annually, etc.

„Valid from“ and „Valid to“
Indicate here from when or until when the contact is 
responsible for this district.



Add responsible persons to the area
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If you set a “Valid to” date that has already passed for a 
responsible person, e.g. because they leave the company or 
change district, the status is automatically set to “Inactive”.



Assign supervisors

District definition

21

Carry out the “Assign supervisors” action:

- Initial, if you have created a new district.

- If you have changed the district filter.

- When a company relocates and therefore changes 
to another district.

- If you have changed something in the 
"Responsibles” tab (status, validity, etc.).

It generally makes sense to carry out the 
“Assign supervisors” action regularly in 
order to keep the status of the supervisor 
data records up to date at all times.

As soon as the assignment 
is complete, you will 
receive a notification.



Assignment by serial action
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You can also start the supervisor assignment and 
the company assignment for several districts by 
selecting the districts and executing the actions. 
The actions are also executed for all districts that 
are subordinate to a selected district. This applies 
to the districts of all subordinate levels.



Tab „Supervisors“
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As soon as the supervisor assignment 
has been completed, you will find a 
supervisor data record for each 
possible combination of responsible 
person and company in the 
“Supervisor” tab, which the system has 
created automatically. You can also 
create a supervisor data record 
manually.

As soon as a supervisor data record 
exists for a supervisor, the supervisor 
can no longer be deleted.



Tab „Supervisors“

District definition

24

The origin “auto” is displayed if a data 
record has been created by the system 
and the data record has not yet been 
edited. The origin “manual” is displayed 
if a supervisor data record was created 
manually or if an automatically created 
data record was subsequently edited.



Tab „Supervisors“
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In the “Supervisors” area, 
you can see the active 
supervisors for whom no 
“Valid to” date has been set 
or one that is in the future. 

In the “Supervisor archive” 
area, you can see the 
inactive supervisors for 
whom a “Valid to” date has 
been set that has already 
been reached or exceeded.



Tab „Supervisors“
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You can change the validity of the supervisors. Supervisors 
whose “Valid to” date has expired are automatically moved 
to the supervisor archive. You can move supervisors from 
the supervisor archive back to the active supervisor area 
by removing the “Valid to” date.



Tab „Supervisors“

District definition
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+

=

Select the frequency at which the supervisor should visit 
the customer, e.g. annually, semi-annually or monthly.

In the “Date start” and “End date” fields, enter a start and 
end date as well as the start and end time. The next 
operation and all subsequent appointments are calculated 
based on this data and the operation frequency. The data 
is also displayed in the operation recommendation.



Tab „Supervisors“ – Review Supervisor data record
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If you deactivate the button “Rule active”, 
the associated operation recommendations 
are also deactivated, but not deleted. You 
use this button if an employee is absent for 
a period of time, e.g. due to a sabbatical, 
parental leave or prolonged illness.

If a “Valid to” date has been set for a 
supervisor data record and this is 
before the “Next operation”, the 
associated operation recommendations 
are deleted. You set the “Valid to” date if 
an employee is no longer permanently 
responsible for a company in a district.



Change of the area filter => Reassign area
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Companies that fall out of 
the district due to the 
change of a district filter or 
because the company has 
moved are given the 
status “In review” and 
can be deleted manually.

The associated supervisor 
data records are also set to 
“in review”.



Supervisor status depends on the status of the company assignment
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If a company data record has the status “Inactive” or “In review” 
and you restart the supervisor assignment, the status of the 
supervisor data records is set to “In review”.



Delete company
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When you delete a company from the 
district, the system first asks whether the 
data record should actually be deleted.

If you affirm the question 
as to whether the company 
data record should be 
deleted, the system will ask 
you whether all associated 
supervisor data records 
should also be deleted.

If you delete companies with the status 
“active”, they will be included in the district 
again with the next company assignment.



Dashlet „My district assignment to check“
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The supervisor records to be checked are also 
displayed to the person responsible in the 
dashlet “My district assignments to check”.



Dashlet „My responsible districts“
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The “My responsible districts” dashlet can be 
found in the Dashlet Store under the “Districts” 
category. The logged-in user can see the districts 
for which they are the supervisor.



▪ Which districts the company is assigned 
to.

▪ Who is assigned as a supervisor with 
which role.

▪ Who was assigned as a supervisor.

▪ Whose assignment is to be checked.

▪ Who was assigned as a non-district-
specific supervisor.

Visible in the company

Excursus “Company”
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District manager

Office staff

District manager
Substitution

During parental leave

Field service
inactiv

Field service
activ



Exkursus „Company“ – Tab „Supervision“
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In the “Districts” area, you can 
see all the districts to which 
the company is assigned.

In the “Supervisors” area you 
can see all active supervisors 
of the company.

In the “Supervisor archive” 
area you can see all inactive 
supervisors of the company.



Add district manually

Exkursus „Company“ – Tab „Supervision“
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You can assign the company 
directly to another district 
via the “Districts” area. The 
origin of the company is 
then displayed as “manual” 
in the district. The supervisor 
assignment must be 
updated in the district using 
the “Assign supervisors” 
action.



Add supervisor manually

Exkursus „Company“ – Tab „Supervision“
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You can add supervisors to a 
company manually. The supervisor 
data record is then added to the 
district. However, the supervisor 
added manually at a company is 
not transferred to the district as a 
person responsible.



Filter set „Supervisor: …“

Excursus to the Company

38

In the Company, Contact, and 
Opportunity contexts, the filter set 
“Supervisor: ...” is available to you.

For example, if you only want to see 
companies where you are a supervisor, 
you must select the filter condition 
“Supervisor: Contact equal me.” 



Dashlet „My Organisations“
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In the Dashlet Store, you will 
find a dashlet that shows you 
all the companies to which you 
are assigned as a supervisor.



This document is subject to copyright protection. You may use the contents for the 
intended purpose, e.g. an ADITO training course or an ADITO project (in particular you 
may also save and reproduce them), but only after consultation with ADITO may you 
modify them, pass them on to third parties, publish them or use them for other 
purposes.
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