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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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▪ Create content using HTML-Editor

▪ Inserting and formatting text
− Remove formatting

− Formatting text

− Formatting text – Show blocks

− Colored formatting

− Find and replace

− Spellcheck

− Insert code

− Further formatting options

▪ Hyperlinks
− Insert hyperlinks

− Links to knowledge entries

− Links to documents

▪ Create table of contents

▪ Images & tables
− Insert images

− Insert tables

▪ Insert videos

▪ Tip: Transferring texts from Microsoft Word

▪ AI features

Agenda
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The HTML editor is used in “all” places where text is to 
be entered in a formatted manner. Contexts in which 
the HTML editor is used:

▪ Activity

▪ Task

▪ Knowledge contribution

▪ Project, project ticket, comment

▪ Document template

▪ Serial mail...

There are two versions of the HTML editor:

▪ the large view with all functions and 

▪ the small view with a reduced range of functions, 
which is used in the small editing view. 

Create content

HTML-Editor
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large view

small view



Inserting and formatting text
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It is advisable to enter text without formatting as far as possible: 

▪ write directly in the editor, 

▪ or use the right mouse button to “insert as unformatted text” (Ctrl + Shift + V)

▪ or remove the formatting by selecting the desired paragraph after inserting and using the “Remove formatting” 
button in the editor 

Remove formatting

Inserting and formatting text
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The marked position is reset to 
the “normal” paragraph format.



Format the text using the editor functions:

Formatting text

Inserting and formatting text

7

The font size, font type and line height are covered by the 
format and should not normally be adjusted. As a result, 
you can usually only choose between “Paragraph” for 
displaying continuous text and the three headings.

Font FamilyFont SizeFormat

The CSS stylesheet in which the formats are 
defined can be customized via the keyword 
property on the keyword entry “KnowledgeType”.



Formatting text – Show blocks

Inserting and formatting text
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The blocks are indicated by dashed frames. In addition, the format 
of the paragraph is displayed in the top left-hand corner. 
P - paragraph format, H1-3 - heading formats, UL/OL - bulleted lists 
etc.

Show Blocks



Colored formatting

Inserting and formatting text
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Font Background ColorFont ColorHighlight



„Find and replace“

Inserting and formatting text
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It is possible to use an external spellchecking browser 
plugin and a plastic reader in full. The use of both options 
must be considered individually in the project. 

These components are not configured by default, so the 
spellchecker does not apply here.

Spellcheck

Inserting and formatting text
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Code (individual terms or entire blocks) can be highlighted as code in the body text.

Insert code

Inserting and formatting text
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Highlight code 
directly in the 

body text

Insert code blocks into 
the body text (with 

display of the 
programming language)



Further formatting options

Inserting and formatting text
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Block quote

Bold, Italic, Underline

Strikethrough, Subscript, Superscript

Horizontal line



Hyperlinks
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Insert links 

1. Select the text to be linked

2. Click the “Link” button to open the input field

3. Insert the link address

Insert hyperlinks (1/2)

Hyperlinks
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1.

2.

3.



Insert link properties 

1. Open “link properties”

− do not activate the indicator:
The link opens within the “Content” tab – only 
recommended for “internal” links (links to 
knowledge entries or to documents in the 
“Documents” tab). Links to external pages are not 
displayed     .

− activate the “Open in new tab” indicator:
The link opens in a new browser tab.

− activate the “Downloadable” indicator:
The link refers to a document in the “Documents” 
tab and this should be downloaded when clicked.

Insert hyperlinks (2/2)

Hyperlinks
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1.

UnlinkEdit link 



Use the links to knowledge entries or documents in 
the “Documents” tab to create overview pages, for 
example. 

When inserting the link, you cannot specify the 
behavior of the link (Open in new tab: inactive and 
Downloadable: inactive). This means that the linked 
knowledge entry or document is displayed within the 
“Content” tab. 

If you do not want to use this behavior, you can also 
use the “Open in new tab” behavior for these links.

Links to knowledge entries

Hyperlinks
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To return to the content of the 
actual knowledge entry, use the 
back button in the browser.



Links to documents that are stored in the “Documents” tab

Hyperlinks
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The link address can be inserted as a link in the 
content itself. This allows you to provide the 
reader with further information that is stored in 
the form of documents on the knowledge entry 
in the “Documents” tab.

Only useful for PDF or images, as 
the download is started for PPTx 
etc. as usual. 

The link to documents
would also be via the
“File Upload” would also
be possible. 
Here, however, it is not 

possible to simply replace the document 
with a more up-to-date version, or if the 
link is deleted, the document can no 
longer be accessed. 

Recommended 
procedure



Create table of contents
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Use anchors to create tables of contents in knowledge entries.

▪ Define anchors 

1. Select the text to be jumped to

2. Click the “Anchor” button to open the input field

3. Enter and save the anchor name

▪ Call up anchor

1. Mark the text from which you want to jump

2. Click the “Link” button to open the input field

3. Enter the #anchor name in the ‘Link address’ field and 
save.

4. Do not activate any flags in the link properties.

The two points “Define anchor” and “Call anchor” can also 
be used in reverse order to insert the anchor.

Insert anchors in text

Create table of contents
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The links in the table of contents 
can be used to jump directly to the 
relevant point in the text.

See the following slides for screenshots 
showing how anchors are set in this case.



Define anchors

Create table of contents
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1.

2.

3.



Call up anchors

Create table of contents
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1.

2.

3.

Leave both flags inactive.

4.



Images & Tabels
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▪ Saved images can be inserted or updated using the “Insert image” button

▪ Images from the clipboard can be pasted directly (e.g. with Ctrl + V).

Insert images

Images & Tabels
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Insert initial image Update image later



As soon as you click on the inserted image, a blue frame and a 
small editor appear.

On the blue frame you can 

▪ adjust the size using the corner points

▪ use the       buttons to insert a paragraph before or after 
the image.

With the editor you can

▪ adjust the position of the image in the text. 

The “in line” setting is 
recommended here

▪ Restore the original image size

▪ Insert a caption

▪ link the image

▪ Enter an alternative text for the image

Image editor

Images & Tabels
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Insert paragraph before 
or after the image

Define the position of 
the image in the text

Reset image size if it was 
adjusted via the corner points

Insert caption, link or 
alternative text



Insert tables

Images & Tabels
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1.

2.
3.



Table editor

Images & Tabels
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Video
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To insert a video, you can insert the media URL here.

Insert videos

HTML-Editor
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1.

2.

3.

Copy the URL of the video 
(e.g. YouTube).

Simply insert the URL of 
the video in the text 
field or via the “Insert 
media” button.



Tip
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To transfer documentation from Microsoft Word to ADITO Knowledge, we recommend the following procedure. 
Otherwise the Word formatting may be adopted and lead to display problems in the HTML editor. 

▪ Format continuous text flush left or as justified text. 
Formatting options using bulleted lists or indents are also possible. 
(Text formatting centred, right-aligned or in columns is not recommended).

▪ Inserting page breaks is not necessary for the HMTL display.

▪ You can only format images with the “With text in line” layout option. 
Other options can lead to empty lines and possibly tables being displayed around the images after insertion in 
the HTML, which must be subsequently removed. 

To avoid copying the formatting from Word, we recommend inserting the text passages without 
formatting (right mouse button “Insert as unformatted text” or [Ctrl] + [Shift] + [V]) and then 
formatting them in the HTML editor. 

It is also recommended to insert images separately.

Transferring texts from Microsoft Word

Tip
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AI features
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To use the AI functions in the HTML editor, the AI modules must be used.

If the AI modules are not used, the AI functions will not be displayed in the HTML editor.

▪ With the help of the AI assistant, you can easily revise selected text passages using your own prompts or 
generate completely new texts. 

▪ The HTML editor also offers useful predefined AI commands that you can use to easily translate texts or 
convert them into a different style, etc.

Optimize your writing process and create content faster and more efficiently

AI features
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With the AI assistant, you can generate new content without marking anything existing. Enter the desired topic in 
the prompt.

AI Assistant          – Generate new content

AI features
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If you have already created text/tables/etc. and would like to optimize/change/etc. them, select them and enter the 
desired change in the prompt.

AI Assistant          – Transform existing content

AI features

35



AI Commands – predefined AI commands

AI features
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To quickly improve or 
translate an existing text, use 
the predefined AI commands.



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.
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