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Screenshots

The UX design of ADITO is continuously 
optimized for you. There may therefore be 
deviations in the screenshots.
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▪ Overview menu group “Contact management“

▪ Creating new

− Company

− Contact 

− Quickentry

▪ Communication & Address

− Phone number: system, verification, usage

− Email/website: verification

− Address: creating new, verification

− Recognizing defaults

− Adjusting defaults

− Specific filter criteria

▪ Serial actions in the FilterView

− Company

− Setting an attribute

− Contact

▪ Company

− Tab “Activities“

− Tab “360“

− Tab “Contact“

− Tab “Appointments/Tasks“

− Tab “Attributes“ - “attributes“

− Tab “Attributes“ – “sensitive attributes“

− Tab “Relations“

− Company-specific document storage

− Overview of further tabs

− Create customer base sheet

− Company classification

− Change of name

− Deleting a company

− Radius search

Agenda (1/3)
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▪ Contact:

− Presentation in the CRM

− Tab “Other Functions“

• Case 1: Contact works at more companies

• Case 2: Contact switches from one
company to another

• Case 3: Contact leaves the company

• Case 4: Delete function

− Personified salutation

− Overview of further tabs

− vCard Export/ Import

▪ Activity

− Definition

− Linking with objects

− Automatic linking when new creation

− New creation

− Mentioning colleagues

− Manual linking

− Topic tree

− Tab “History“

− Automatic new creation of Activities

− Automatic new creation of Activities: emails

• Creating emails with mailbridge

• Creating emails using Outlook add-in

• Creating emails with dashlet

• Email attachments in the tab
“Documents“

• Unlinked Activities

• Category System“

− Summarize activities supported by AI

Agenda (2/3)
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▪ Task

− Definition

− Group and single Tasks, as well as private 
Tasks 

− Priority and due date

− Adding editor

− Linking with Service tickets or Activities

− Use cases

• Overview of my tasks

• Dashlet “Appointments/Tasks“

• How can I find out if tasks were completed?

• Taking over tasks from colleagues

Agenda (3/3)
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“Overview“
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Administration for Contact management

Contact management
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Contact management


Contact


Company

Task/appointment management


Tasks


Document
template


Calendar


Activity


Contact synch.


Topic tree

Contact synch. 
dashboard

GDPR 
Configuration

Relation type

SalutationClassification

Duplicate
configuration

Export 
template

To be defined in advance by administration  

Occasional functional administrative adjustments  

Used “daily“ by users



Communication 
& Address
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If letters are entered instead of digits when entering the extension 
number, they are replaced as digits in the same way as on telephone 
keypads. 

A combination of three letters must always be used when entering.

Example: +49 0871 7ADG -> +49 0871 7234

If only one or two letters are entered, they are automatically deleted 
after a brief moment.

Entry of telephone numbers

Communication
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1 2
ABC

3 
DEF

4
GHI

5
JKL

6
MNO

7
PQRS

8
TUV

9 
WXYZ

*
0

#



Starting a call (without CTI connection)

Communication
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Click on the telephone number and 
select the app that should be used to 
start the call.



If a CTI connection exists, the system supports 
telephony as follows:

▪ Clicking on the phone number in the preview 
triggers the call.

▪ Pop-up/notification for incoming calls shows 
the recognized data record (company or 
contact).

▪ The context that is opened by clicking on the 
pop-up can be specified in the user settings.

Whether and how this can be utilized 
must be considered in the relevant 
project.

Making calls with CTI connection

Communication
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CustomerEmployee

Answering a call

Trigger a call

Employee

Click on the phone 
number to start the call.



Popup opens. Click 
on the pop-up to 
open the data record. 



Do you need the companies or contacts from ADITO as Outlook contacts, for example?

Further information about this application can be found in the documentation
on “EWS Contact Synchronization.”

Contacts in the Outlook contact book

Communication
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With these filter criteria, 
you can filter companies 
or contacts for which no 
standards have been 
maintained yet, in 
order to add them.

Filter

Communication & address
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With these filter criteria, you 
can search for specific entries 
or verify if an address is 
available for a medium.



Serial actions in 
the FilterView
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Serial actions in the FilterView

Company
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Serial actions: adding attributes

Company
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Several attributes can be added, selected, and thus set simultaneously 
on the datasets.

After saving, a note is displayed indicating how many datasets the 
property has been set.

The serial action “Set attribute“ is also 
available in the Contact and for Activities.



Serial actions: setting attributes

Company
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Please note how often a property can or may be set.

▪ Attributes, that are entered a maximum of once per dataset will be overwritten.

▪ Attributes that are entered any number of times per dataset are created any number of times.

▪ Attributes that are entered a maximum of x times per dataset are created x times. As soon as x is exceeded, 
the user receives a message.



If the attributes cannot be set for some of the datasets, the information will be displayed in the hint after saving. 
The number of datasets for which the setting was not possible, along with their reasons, will be shown.

Possible reasons:

▪ Attributes with the same value already exist

▪ The maximum number of entered attributes for this dataset has already been reached.

Serial actions: setting attributes

Company
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Serial actions in the FilterView

Contact
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Company
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List of activities associated
with the selected company.

Tab “Activities“

Company
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Key activities containing 
particularly important information 
are highlighted with a red icon.



Overview of linked
Contexts: 

▪ Offers

▪ Receipts

▪ Campaign 

▪ Opportunitys

▪ Serial mails

▪ Serial letters

▪ Service tickets

▪ Contracts

▪ Advertising material

▪ etc.

Tab “360 Degrees“

Company
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Search option based on 
the title or description 
of the linked data.

▪ Timeline View
▪ Tree view



Tab “Contacts“

Company
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Tab “Appointments/Tasks“ 

Company
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▪ Qualify companies using 
additional information 
through attributes. 

▪ Advantages:

− Attributes can be 
maintained centrally at 
this stage.

− Attributes can be used
as filter criteria and be
maintained in the
FilterView with serial
actions in the selected
datasets.

− Attributes can be
adjusted and extended
by the specialist
administration.

Tab “Attributes“ – table “Attributes“

Company
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▪ For what are attributes used? 
To map sensitive information to the company using attributes, 

− which may be visible only to a restricted group of participants.

− which may be maintained only by a limited number of participants.

A “restricted group of participants“ can be defined in such a way that different departments use different 
sensitive attributes and do not have access to one another.

▪ This allows the sales department, for example, to enter information in the company that is used solely within 
the department.

▪ Advantages:

− Sensitive attributes can be maintained centrally for each dataset (not through serial action) if the user has a 
corresponding authorized role.

− Sensitive attributes can be used as filter criteria. 

− Sensitive attributes can be adapted and extended by specialists in the administration.

Tab “Attributes“ – table “sensitive attributes“

Company
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Displayed here are the relations between companies
and if applicable, between companies and contacts.

Tab “Relations“

Company
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Company A Company B

Company C

Subsidiary



In the screenshot, you can see the framed 
section of the organization chart from the 

perspective of the company “Fahey, Spencer and 
Armstrong,“ which was opened in the MainView.

Tab “Relations“: Hierarchy levels

Company
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Fahey, Spencer and Armstrong 

Kronen AG Industrial Steel AG Glob Group

SuperBauer AG

Add further relations by
using the “Create new“.



Tab “Relations“: Hierarchy levels

Company
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In the screenshot, you can see the framed
section of the organization chart from the
perspective of the company “SuperBauer
AG“, which was opened in the MainView.

Fahey, Spencer and Armstrong 

Kronen AG Industrial Steel AG Glob Group

SuperBauer AG



Tab “Relations“: Hierarchy levels

Company
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Fahey, Spencer and Armstrong 

Kronen AG Industrial Steel AG Glob Group

SuperBauer AG
In the screenshot, you can see the framed section of the
organization chart from the perspective of the company
“Industrial Steel AG“, which was opened in the MainView.



Documents related to the company can be 

▪ stored as binary files in the standard ‘Documents’ tab, or

▪ via a SharePoint link in the ‘Further information’ section 
of the companies preview. This means that a SharePoint 
folder can be accessed directly from ADITO.

Company-specific document storage

Company
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▪ Planning: Graphic overview of the created sales plans 

▪ Conditions: Entering information and customer-specific prices

▪ Operations/tasks: Display of operations and operational tasks with resourcing planning

▪ Documents: Storage for binary files

▪ Supervision: Listing of areas and responsible parties

▪ Checklist entries: Display of checklists to support qualification efforts

▪ Advertising: Overview of channel-specific advertising settings and interests. For more information can be found 
in the marketing-specific documentation 

▪ Duplicates: Display of duplicates recognized by the system. Further information can be found in the 
documentation on “Duplicate Management” 

▪ Logs: List of changes made to the dataset

Tabs and their functionalities

Further tabs
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Create a Customer Base Sheet

Company
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The PDF can be
directly sent by
email.



Classification

Company
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▪ Attributes and fields of the Context that are relevant for 
classification and are already maintained by the 
company are used for the classification.

▪ In the case of attributes that can be set multiple times, 
the property with the highest value is utilized.

▪ The classifications are rated (A, B, C, D, etc.) depending 
on the points earned. 

▪ The “Show Classification“ action brings up the detailed 
overview of the classification and recalculates it based 
on the latest database (for more information, see the 
following slide).

Identification of the 
classification in the  
MainView (and in the 
FilterView)



Classification: Indicator, Values, Valuation

Company 

58

▪ Classifications comprise several parameters 
from a specific subject area.

▪ Indicators can be dynamically available; this
means that, for example, different 
information is entered for a Prospect than for
a Customer. 

▪ The indicators consist of attributes and fields
of the Context, which are relevant for the
classification.

▪ Values that are available for selection for the 
attributes and fields are scored.



Company changes name (1/2)

Company
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In the Preview: click on the Edit-button 
in order to change the company name.



Company changes name (2/2)

Company

60

Document the name change in an Activity.



▪ If there are no further links behind the company 

➢ The company can be deleted from the CRM by the user using the delete button

▪ If there are additional links associated with the Company (in Activities, Contacts, Tasks, Documents, 
Opportunities, Offers, Contracts or Relations), the dataset can no longer be deleted.

➢ The company will be set to Status = inactive by the user.

▪ If a company is a duplicated dataset

➢ Resolve duplicates, so the duplicate will be deleted.

When can a company be deleted?

Company
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Finding companies in the radius of a company

Company – Radius search
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1. The action “Radius search“ is the
entry point for the radius search.

2. Enter the radius.

3. Open the companies within this
radius in the FilterView.



Finding companies in the radius of a company

Company – Radius search
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4. “Map View“ as a 
further viewing option.

In the Tooltip, the
address is shown.

By clicking on the pin, the
Preview opens.

Filter can be used in the other
available view modes.



Contact
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Mr. Miller appears several times in the system:

▪ Mr. Miller is always the same person 
 one person record
− Personal data that is the same in every function 

(e.g. name, date of birth)

− Storage in the person record

▪ Mr. Miller can hold various functions 
  one or more contact records
− Function-related data that varies depending on the function 

(e.g. company, communication data)

− Stored in the contact record

− The function can also be ‘private’ if the person is registered as a 
private individual

Example

Contact – technical mapping

65

contact record 
Mr. Miller 

Company A

person record
Mr. Miller

contact record 
Mr. Miller 

Company B

contact record 
Mr. Miller 

private

In ADITO, a contact is always represented as 
a combination of person and function.



You can enter an individual salutation for the contact as a 
“personified lettersalutation“. 

▪ The personified letter salutation can be subsequently added in 
the Preview of the contact. It will then be used in letters and 
emails. 

▪ If no personified letter salutation has been added, it will be
created by default from the salutation, title and surname. 

Personified Lettersalutation

Contact
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Analogue to company:

▪ Activities

▪ 360 Degrees

▪ Appointments/Tasks

▪ Operations/Tasks: Display of operations and operational tasks with resource planning

▪ Attributes 

▪ Documents: Storage for binary files

▪ Relations: Who is acquainted with whom, who is supported by whom, and who reports to whom?

▪ Advertising: Overview of channel-specific advertising settings and interests

▪ Data Privacy: Overview of the data protection relevant information
Further information can be found in the documentation “Data protection in the contact person“.

▪ Duplicates: Display of duplicates recognized by the system

▪ Logs: List of changes made to the dataset

Tabs and their functionalities

Further tabs
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vCard 

Export/Import
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General procedure

vCard Export

78

Open contact preview

Execute the ‘Generate vCard’ action

Download 
▪ vCard or
▪ vCard attached to an email

The exported vCard 
complies with VCF 3.0.



Download vCard

vCard Export
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UTF-8 (for mobile devices) or 
Windows-1252 (for Outlook)

Download in vcf format

The file name can be 
customised as needed.



Download vCard attached to an email

vCard Export
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Activate the flag to create an 
email with the vCard attached.

Select the recipient's email 
address from the contacts 
stored in the system.

The salutation depends 
on the recipient's 
preferred language.



83

Activity



Activities document the communication that has taken place and are linked to the objects that are involved. 

The link shows the activity for the objects involved (e.g. the dataset of the company, the contact who was spoken to, 
the offer that prompted the call, etc.)

In ADITO, the activities are recorded using 3 characteristics:

− Category: Phone, mail, visit, online meeting, etc.

− Direction: outgoing, incoming, internal

− Key activity: yes/no – optical indiciation of very important activities

Definition

Activity
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The distribution of tasks is mapped separately via the “Tasks“ context. 



Activity is linked with corresponding datasets depending
on the situation.

Example:

You have telephoned with Mr. Miller from Company A.

➢ Activity “Phone“ is connected with object
Mr. Miller and object Company A

Linking with objects

Activity
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Mr. MillerCompany A 

Activity





Click on the  button, to link a new activity with the dataset of
Markus Altinger and the dataset of Industrial Steel AG.

Thus, after saving, it is only visible at Industrial Steel AG; all other
companies where Mr Markus Altinger is active remain unaffected.

Automatic links when creating

Activity

86

The  button is hidden for inactive datasets
(Company/Contact). When creating a new activity, inactive 
contacts can no longer be searched in the link selection.



Creating new (1/3)

Activity

87

HTML editor with WYSIWYG view

The subject can be entered as free text.

Category and direction
depend on the activity
you are recording.

As  “Responsible“, the signed in user will be
automatically added. This can be
subsequently adjusted, if, e.g. you are
entering the activity on behalf of someone.



Creating new (2/3)

Activity
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Templates can be used to make it easier to record the 
content of an activity.

These are selected in the “Templates“ field and added 
in the “Description“ field under any text that has 
already been entered. Several templates can also be 
added. 

For example, an “initial visit“ can be documented using 
the “Visit report“ and “Initial contact“ templates.

In addition, “topics“ can be stored on the templates, 
which are inserted in the activity when the template is 
used. If topics are set to inactive at some point, they 
are no longer applied. If topics are stored in several 
templates, they are only inserted once in the activity.

Additional templates can be 
added to the system by the 
specialist administrator.



Creating new (3/3)

Activity
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The datasets from 
which the new 
creation of the activity 
was initiated are 
automatically linked. 
In this case, the “New 
activity“ action was 
performed on the 
“Markus Altinger“ 
contact. 
Consequently, the 
company for which 
this contact works is 
also automatically 
linked.

The “File upload“ field can be added to 
record documents (e.g., scanned letters).

Further information to topic tree

Additional links to other
datasets can also be included.

Further information about the advertising shipment
can be found in the documentation to the topic “Sales“.

To visually highlight an activity with particularly 
important information in the overview, it can 
be marked as a “key activity“. The icon for the 
activity is then displayed in red.



For example, to draw the 
attention of several 
colleagues to the information 
recorded in an activity, they 
can be mentioned in the 
activity's description.

This means that they can 
quickly find out about it or 
implement small tasks 
directly. It is no longer 
necessary to derive a task 
from the activity.

As soon as the activity is 
saved, the mentioned 
colleagues receive a 
notification.

Mentioning colleagues

Activity
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Mentioning colleagues

Activity
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Mention colleagues by entering the first
letter of their name after the @ sign
(without spaces).

You will then be shown a selection list 
that uses autocomplete, and you can 
select from it.

The mentioned colleagues will receive a 
notification (see previous slide) and can
be informed.



If you would like to connect additional datasets with the activity, you
can also do this subsequently in the Preview. 

To do this, edit the area “Connections“ and add the respective
dataset.

Manual relinking

Activity
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▪ With the topic tree, the possibility has been created to assign topics to Contexts (e.g., activities), which are 
organized in a tree structure. A description (free text) can be stored for each of these topics. 

▪ This means that datasets of these Contexts can be recorded quickly and in a structured manner, and evaluated 
(filtered) by topic in order to derive recommendations for action from this analysis. The analysis, based on the 
topics, can also take place in linked datasets, such as company/contact information according to topics that 
were recorded in linked activities.

▪ An even more efficient use of the topic tree is possible by utilizing topic tree favorites or topic tree presets. The 
most important topics are individually marked or categorized by department to enable quicker access or 
automatic entry.

Topic tree

Activity
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Further information on the use and administration of the topic tree can be 
found in the separate document titled “Contact Management: Topic Tree”.



▪ Tasks, service tickets, or subsequent activities can be 
created for an activity.

▪ The connections are displayed in the tab “History“.

Tab “History“: connection with Tasks or Activities

Activity
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If, for example, a call log is created for 
a contact and a telephone call with an 
appointment is logged in it, then it is 
possible to create an appointment 
from this activity.

➢ The appointment will be
connected with the activity; in the
appointment the connections
from the activity will be taken
over.

➢ The subject of the activity will be
adopted into the information field
of the appointment.

Creation of an appointment from the activity

Activity
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▪ Creation of letters

▪ Sending/receiving emails (via Activities Mailbridge, Import Dashlet, or Outlook Add-in)

▪ Sending out serial mails

▪ Step change in campaigns

▪ Editing a service ticket 

▪ Or different processes (processes/actions), which are documented by an activity from the system

Explanation: When creating a letter, email, or serial mail, the dataset is automatically linked to the recipients. The 
activity can therefore also be found through the datasets (e.g., the “Activities“ tab in the Company).

Automatic creation of activities for

Activity
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Activity: automatically record emails

97

Customer

Mailbridge

Record email communication as activities

Activity


When sending 
emails, the Mailbridge 
address is entered in 
the BCC field.

Sent or received emails can 
be imported individually 
from the mail client.

Upload emails to 
ADITO using the 
Outlook add-in.

Employee

Login



Activity: automatically record emails
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Mailbridge

Activity



Login



When sending an email, the address of the Mailbridge will be added to the BCC field.

Outgoing email

Activity: automatically record emails
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99

Customer

To:

Mailbridge

BCC:

Activity





The ADITO Outlook Add-In integrates ADITO xRM functionality 
directly into Microsoft Outlook. It provides seamless access to 
business-relevant data from within Outlook, eliminating the need to 
switch applications.

The ADITO Outlook add-in enables you to:

▪ Display ADITO system data within the Outlook client.

▪ Open corresponding ADITO datasets in the ADITO client.

▪ Import (outgoing or incoming) emails directly 
from Outlook into the ADITO system.

Information on installation and use can 
be found on the new help website.
Installation and Usage | ADITO platform

Outlook Add-In

Activity: automatically record emails
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Login

https://help.platform.adito.cloud/docs/features/outlook-addin/installation-and-usage


The Dashlet “Import Mails“ can be placed on the “My Dashboard“ to enter (outgoing or incoming) emails as activity
in ADITO.

Dashlet “Import Mails“

Activity: import mails
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Email

Activity



Click x after each upload 
to upload the file again.

With Office 365, it is necessary 
to cache the mail on the 
desktop, for example, to drag it 
from there to the dashlet.



▪ If an email has already been 
entered as an activity, it is 
displayed in the dashlet in the 
“Existing Activities“ area and can 
be opened for further processing.

▪ If the email is received in the mail 
bridge a second time, the 
duplicate is discarded.

Avoiding duplicates with activities from emails

Activity: emails
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Click on the  button
to update the view.



Please note:

Activity: import emails
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Possible file formats for import: 
▪ EML
▪ MSG (converted to EML during upload) 

If invalid file formats are imported, a 
message will be displayed:

If the email subject line is missing, the 
activity will be created with the subject line 
“without subject.”



▪ For external senders and internal recipients who 
are recorded in the system,

− a link to the external sender is created

− the internal recipient becomes the importer
and will be added as Responsible

▪ For internal senders and external recipients that 
are recorded in the system

− creates a link to the external recipient

− the internal sender is the importer and is listed 
as the responsible party

▪ Sender

− Extern = external contact (at an external company
or private), who is recorded in the system

− Intern = employee (at my company) who is
recorded in the system

▪ Recipient

− Extern = external contact (at an external company
or private), who is recorded in the system

− Intern = employee (at my company) who is
recorded in the system

▪ Importer = employee (at my company), who is recorded
in the system

Sender-receiver link Who is who?

Activity: emails

104



If emails with attachments are recorded as activity
(by Mailbridge or the Import Dashlet), the
attachments will be automatically added in the tab
“Documents“ next to the EML file.

Email attachment in tab “Documents“ in the activity

Activity: email

105



If the recipient/sender address cannot be assigned during import, an unlinked activity is created. This can be
linked manually. 

You can find these unlinked activities with
help of the filter “Is unlinked activity“ 
in the FilterView of the activities. 

This allows you to clean them up.

Recipient/sender address won‘t be recognized

Activity
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Activites with the category “System“ were created by processes/activities and should document specific processes. 
These activities created by the system should not be able to be edited or deleted by standard users.

▪ The value “System“ in the EditView is not available for the default user.

▪ Activities with the category “System“ can only be deleted by the or edited by users with the role “administrator“.

▪ Filtering and grouping according to the category “System“ is possible.

Category: system

Activity
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To use the AI function for summarizing activities, the AI modules must be used. 
If the AI modules are note used, the “Summarize” button will not be displayed in the “Activities” tab.

Summarize activities supported by AI

Activity
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To summarize activities, select all 
or the desired activities and 
execute the “Summarize” action.



Summarize activities supported by AI

Activity
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The content summarized by the AI is 
displayed (adjustments can be made 
using the HTML editor functions).

The categories and how many of each are included 
are displayed. If more than 50 were selected in the 
previous step, a message is displayed, as only the 
most recent 50 are included.

A window will open showing the time 
period covered by the selected activities.

To save the summary itself as 
an activity, perform the “Save 
as activity” action. 



Summarize activities supported by AI

Activity
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The new activity view opens. 

The description ends with the addition “KI created,” 
so that it is clear that the text was generated by AI.

The system presets “Note” as the category. 
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Task



Tasks help passing on open tasks:

➢ A person/group is assigned a task to work on

Tasks will be directly created from a dataset (company, 
contact, activity, etc.) and are linked to it. Generally, the
task is displayed in a separate tab. If there is an 
underlying activity, the task can be seen in the “History“ 
tab.

Definition

Task
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



▪ Tasks can have a due date, a status and a priority.

▪ Tasks can be assigned to several users comparable to a task pool. As soon as the editor sets it to completed, 
the task is completed for everyone.

▪ Tasks can be assigned to several people as an independent task, so that each registered editor receives the 
task as an independent individual task. This must be set when creating a new task.

▪ If no editor nor department has been selected, the requestor will be automatically entered as editor.  

▪ Confidential tasks with the indicator “private“ can only be viewed by the requestor and the editor/s.

Group tasks, single tasks & confidential tasks

Task
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Task

114

Priority
Due date

None Low Normal High

Not due
Begin time (date/time) is in the future and 
before the due date    

Due
Begin time has been reached/exceeded, but 
is still before the due date    

Overdue
Begin date and due date have been 
reached/exceeded    

Priority and due date are presented with colors and icons



Adding editors in the Preview

Task
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Click on the  button to…
… change the editor or add more
editors in the EditView.



Adding editors in the tab “Editors“

Task
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Define the editor using
the selection buttons.

Click on the “Create new“ button
to add more editors.



▪ Service tickets or subsequent activities can be created for a task. 

▪ These links can be seen in the “History“ tab.

Tab “History“: Link with service tickets or activities

Task
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When using tasks, there are various use cases: 

▪ Where can I see my tasks that I have to work on?

− In the FilterView “Tasks“

− In Dashlet “Appointment/Tasks“

▪ Where can I see if someone has finished the task that I have created for them?

− Observations of tasks with me as requestor

▪ How can I take over tasks of somebody else?

− In the FilterView Tasks, you can adjust the filter
(taking into account the authorization concept)

▪ …

Use Cases

Task

118



Each editor receives its own tasks and the tasks from 
the “pool“ using predefined filters. This will be used…

▪ In the Dashlet “My tasks“ and 

▪ In the FilterView of the Context “Tasks“.

Tasks with the status “completed“ are not displayed
anymore. When the filter is removed, you can also view
the completed tasks once again.

If the department (Sales) additionally separated (office
and external staff), the filter on the “Sales“ department 
provides all tasks that have been set for internal sales, 
field sales or directly for sales.

Overview for editors

Task
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As editor, the signed in user
is displayed.

As well as the department, 
in which the employee is
working in.



With the Dashlet “Appointments/Tasks“ you can
see the followig:

▪ Overdue tasks

▪ New tasks (status “new“)

▪ Imminent appointments for today

Overview for editors
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Click on this field to
display all overdue tasks.

Click on this field to
open the calendar.

Click on this field to
display all new tasks.



To keep an eye on whether tasks that you have assigned 
to other users have been completed, use the 
Observation function. 

To do this, create the filter “Requester equals ME (or 
your user name)“ in the tasks and observe this filter. You 
will then receive a notification as soon as the status, 
progress or description is edited or the agent completes 
the task.

Tip: Create a dashlet for this purpose.

Were the tasks completed?

Task
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1. Configure filter

2. Activating observations

Notifications as soon as a 
colleague works on it



If tasks need to be taken over by another editor (e.g., in the 
event of illness, etc.), you can filter for this.

Taking over tasks from a different editor

Task

122

Whether tasks can be accessed by colleagues must 
be considered on a project-specific basis, as the 
authorization concepts must be taken into account.



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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