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Screenshots

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




Agenda (1/3) A oo

= Overview menu group “Contact management” = Company
= & Creating new ~  Tab “Activities
— Tab “360"

— & Company
- € Contact
— € Quickentry

— Tab“Contact”

— Tab "Appointments/Tasks"”

— Tab “Attributes” - “attributes”

— Tab “Attributes” - “sensitive attributes”

=  Communication & Address

— Phone number: system, € verification, usage — Tab “Relations”
— € Email/website: verification — Company-specific document storage
— € Address: creating new, verification —  Overview of further tabs
— € Recognizing defaults —  Create customer base sheet
— € Adjusting defaults — Company classification
—  Specific filter criteria — Change of name
= Serial actions in the FilterView ~  Deleting a company
_ Compan — Radius search
—  Setting an attribute
—  Contact
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Agenda (2/3)

= Contact:

Presentation in the CRM
2 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

‘\ ADITO

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 Al
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Agenda (3/3)

= 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 | find out if tasks were completed?

« Taking over tasks from colleagues
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Contact management

‘\ ADITO

Contact management

i id Y )
Company Contact Activity Contact synch.

Task/appointment management

= 1
Tasks Calendar

Bl Contact synch.
Topic tree

Classification dashboard

[

Document
template

Export
template

GDPR
Configuration

Duplicate

configuration

Relation type

Administration for Contact management

B To be defined in advance by administration
B Occasional functional administrative adjustments
Il Used “daily” by users
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Communication A roito

1 2 3
ABC DEF

4 5 6
GHI JKL MNO

7 8 )
PQRS TUV WXYZ
-

B A

Entry of telephone numbers

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.



Communication A roito

Starting a call (without CTl connection)

5§ < Select an app to open this 'tel’ link

Suggested apps

Industrial Steel AG g Google Chrome

e MicroSIP

A Microsoft Edge

Cust.-No.: 1234
Click on the telephone number and
§ select the app that should be used to

start the call.

Microsoft Teams

Tags i,
. . People
Communication
E-Mail info@industrial-steel.de B Phone Link
Phone +49 40 63520 By —
Website https://www.industrial-steel.de
Addresses § -
Office address Rathausmarkt 1
20095 Hamburg
Germany

B A



Communication

Making calls with CTI connection

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.

Trigger a call

®

Industrial Steel AG

; Click on the phone
number to start the call.

E-Mai
Employee [ Phone

Website

Answering a call

1
—1

: Call from X

Kriimelmonster Customer
Employee S !
B Popup opens. Click
in ingcall from
Kramelmonster GmbH... on the pop-up to

0/2/25,723AM open the data record.
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Contacts in the Outlook contact book

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

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




Communication & address

Filter
Default mail groomed equal "No" X a
Default mail groomed v equal v
NDI ~
Yes
.|
v No

I

Fiwpen catnuca niear wwonanouns

With these filter criteria,
you can filter companies
or contacts for which no

Default address groomed

Default mail groomed

standards have been

Default phone groomed . ) -
maintained yet, in

order to add them.

‘\ ADITO

Communication: Mail contains "de" X P
Communication: Mail v contains A
de + contains

does not
contain
starts with
ends with

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

Communication: Link
Communication: Mail

Communication: Phone

Communication: Address

Communication: Medium

A



Serial actions in

the FilterView




Company

Serial actions in the FilterView

09 90105006

37

Picture Name +

o)

{
i

Aquire GmbH

Bohrmarkt GmbH

Bornheimer Maschinenfabrik GmbH

Bucher Unternehmensgruppe
Cuvox Consulting

Emil Brandstatter AG

Ertl GmbH

Fahey, Spencer and Armstrong
Firmengruppe Matthias Bogen
Fischer AG

Glob Group

Grobbe-Werk GmbH

Hamel Collin SAS

Hochbau Berger

Holzwurm Maschinen GmbH

Horn Schramm AG & Co. OHG

i} A Observe IDs

&4 Serial Actions ¥+

Customerg
34569

9612

4387

3698

5609
7824
1793
4567
1018
1212
4758
0100
8364
5690

0200

=

E < »2

E

E‘xport

Set attribute

Add to serial letter
Add to Campaign
Add to bulk mail
Create operation task
Open turnover
Create planning

German
German
German
English

German
German
English

German
French

German
German

German

uage ¥

Status +

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Email +

info@aguire.de
info@bohrmarkt.de
info@bornheimer.de
info@bucher.de
info@cuvox-consulting.at
kontakt@brandstaetter.de
service@ertlde
greattohearfromyou@fsa.org
info@matthiasbogen.de
info@fischer.tr
contact@globgroup.com
info@grobbe-werk.de
bertin@hamel.fr
Info@berger.de
info@holzwurm.de

sschreiber@hom.group

Phone =

+49 432178990

+49 9246 552

+49 2222 940210

+49 40 42580

+49 83125359

+49 33512875

+44.20 32451844

+49 42198650

+49 6472 35000

+44 201432 3000

+49 84132510

+49 16800536

+49 511 2098765

Address +

Friedenstrale 12 b - DE 93053 Regensburg
InnstraRe 11 - DE 93059 Regensburg
Peter-Fryns-Platz - DE 53332 Bornheim
Julius-Leber-StraBe 32 - DE 22765 Hamburg
SchloRbergstrate 11 - AT 6900 Stadt Bregenz
Mahlhauserstr. 20 - DE 81379 Munchen
Belgische StraBe 2 - DE 15234 Frankfurt (Oder)
69 New Street - GB B4 4DU Birmingham
Pfeilstrafte 7 - DE 28217 Bremen
BrenneckestraBe 100 - DE 39116 Magdeburg
32-40 Blackfriars Road - GB SE1 8NW London

Regensburger Strale 65 - DE 85055 Ingolstadt

Passage de 'HGtel de Ville 6 - FR 68100 Mulhouse

Hauptstrafie 39 - DE 10827 Berlin
Isernhagener Strafie 64 - DE 30163 Hannover

Basler Strafe 143 - DE 79539 Lérrach

ADITO

%5 Filter

Companies: 58

Classification + =

BB
AB

BC

BC
EB
BD
BC
BD
BB

BD

BED

BC

L\



Company A ~rpmo
Serial actions: adding attributes

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

Affected rows

- Assessment / Indu v Service v -
After saving, a note is displayed indicating how many datasets the
o . | property has been set.
Conditions / Price. ¥ | Value -~ —

Standard
Key account Hint X
Special price list the e - . - =
Service 0K

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

N A
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Serial actions: setting attributes

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.




Company A ~rpmo

Serial actions: setting attributes

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.

Hint x

The attribute "Assessment / Industry” couldn't be set for 5 Companies, because this attribute with

the same value C—|I'E‘EC'}." EXI5LE

0K

Possible reasons:
= Attributes with the same value already exist

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

B A
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Serial actions in the FilterView

= A SO
o+ = / A
Q Contacts: 133
34 Add to Campaign
Picture Salutation % Title % Firstname % Lastname E-Mail % Phone % Address * =
i %k Addto event
9 Herr Tim in tadmin@meinefirma.adito.de +49 8743 9664433 LiebigstraRe 3 - DE 84051 Essenbach
@ Add to bulk mail
@ Herr T A akiyama@rixnerrupp.de +49 6553 244312 SchloRfreiheit 1A - DE 19288 Ludwigslust
v Create operation task
. Herr Altinger +49 176 48525800 Pfeilstrafie 7 - DE 28217 Bremen
[=+ Export
' Herr maltinger@industrial-steel.de +49 40 6352109 Rathausmarkt 1- DE 20095 Hamburg
P start workflow
Herr Markus Altinger ; maltinger@skyscraper-bau.de Rathausallee 50 - DE 22846 Norderstedt
. ¥ Set attribute 9e1Q=1
LA Frau Lea Ayl T Miihlweg 3a - DE 86899 Landsberg am Lech
BA Frau Belle Angélil privat SchweizersbildstraRe 10 - CH 8207 Schaffhausen
FA Frau Feorie Ertl GmbH awate@ertl.de +49 34772 571 Parkstraie 6 - DE 04916 Schonewalde
@ Herr M Mars Elektro marcel.bader@marselektronikgmbh.de +49 8142 8910 Puchheimer StraRe 2 - DE 82194 Grobenzell
@ Herr M Lichtenstein Document Solutions G marcel.bader@marselektronikgmbh.de GotthardstraRe 1- DE 80686 Miinchen Tor 4

R A
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Tab “Activities”

E ¥ < Activities 360 Degree Contacts Appointments/Tasks Operations/Tasks Attributes Documents Relations : ‘ § X

Industrial Steel AG - w 7 i) A Observedataset W Setattribute [ Export 33 Filter I one call regarding contract update

v 1234 Select all Q F Activitieg Jun10

- g Jun 10, 2025, 2:21PM ‘. Phone call regarding contract update (Heiko Storbeck) @ b :

T Spoke to Mr Altinger on the phone and discussed the key details of the new ci .o
-
ags effectPayment method: half-yearly Limited to one year. *
Qutgoing

Communication §F o 1un 6,2025, 200AM ¢ L. .. Phone

@ E-Mail info@industrial-steel.de

Key activities containing stauschen, Heico Stobeck @
{, Phone +49 40 63520

Yes

& Website https://www.industrial-steel.de May 25, 2025, :54 AM u pa rtic u |a rly i m porta nt i nfo rmati O n
pdreses s are highlighted with a red icon. o

Office address Rathausmarkt 1 May 25, 2025, 6:56 AM @ Rahmenver aktualisierenund an... @

20095 Hamburg Company Industrial Steel AG @
Germany hang die gewiinschten < - .

L- i f t t . t d kn Fon: +49 8763 1333 E-Mail: 5 Comee Mr. Markus Altinger @

Further information § - 4 I S O a C IVI | eS a SSOC I a e S Contract Framework contract 1005 | Valid, limi... @
German My 24,2025, 445 AM with the selected company Oescrption i
Active d wie gewiinscht kein Problem Spoke to Mr Altinger on the phone and discussed the key details of
Customer darstellen, sehr netter Austausch, freuen sich auf die neue Lésung, wird sich bei evtl. auftretenden Fehlern direkt an the new contract.
unseren Support wenden valid with immediate effect.

Industrial Steel AG is one of the world's

N R R Payment method: half-yearly.
leading steel manufacturers. The company May 23, 2025, 11:51AM @ Infobrochiire runtergeladen ()

operates in over 32 countries and employs Limited to one year.

Automatischer Import: Infobroschiire zu Produkt A runtergeladen.
more than 5,000 people.
May 22,2025, 1:08 AM & Messebesuch; Anfrage w weiterer Zusammenarbeit, Projektfortsetzung (Heiko Storbeck)
Relevant Documents -
Herr Altinger hat uns auf der Messebesucht und eine weitere Zusammenarbeit angeregt. Da auch von unserer Seite
nichts dagegenspricht, werden wir uns mit der Firma Industrial Steel w einer Fortsetzung der Zusammenarbeit und
e N des Projektes abstimmen.

nformation.pdf @

43




Company S =] s
Tab “360 Degrees” .

> Activities 360 Degree Contacts Appointments/Tasks Operations/Tasks E {'\f @ F X

Framewaork contract 1002

Andreas Tannenbaum | Industrial Steel AG &

Timeline View - 4 B E

» Advertising materia

Tree view Tags -
Overview of linked > Bulk Mai () Enter tag
Contexts: e Scarch option based on
. . . Details §F -
- Offers the title or description Vol e

gl  Of the linked data.

May 19, 2023
= Receipts 0 vcommcq) May 18, 2025
<
. T } = - < vment method
n Ca m pa |gn g ﬁ Framework contract 1002 | Valid, limited 5 yment method Quarterly
= > Payment method: Quarterly | Next due date: 08/19/2023 | Contract expiry date: 05/18/2026 | C... 2 Next due date Aug 19, 2023
. £ Framework contract 1005 | valid, limited s
=  Opportunitys 3 y ' Y bescript \
p p y E h Payment method: Semiannually | Next due date: 09/21/2023 | Contract expiry date: 09/29/202... Description y =
- S . | . | ﬁ Service contract 1001 | Valid, limited
erial malls Payment method: Quarterly | Next due date: 05/19/2022 | Contract expiry date: 05/18/2023 | C...
= Serial letters > Credit (2
H 1 »E itdate (1
= Service tickets a0

» Invoice (10)

= Contracts

» Offer (g)

=  Advertising material

» Opportunity (2) o
" etc.

» Order confirmation (10)

e A
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Tab “Contacts”

E LR Activities 360 Degree Contacts Appointments/Tasks Operations/Tasks Attributes Documents Relations : Fx
Industrial Steel AG - - & Serial Actions v & Fiter = Mr. Markus Altinger
Contacts: 8 Industrial Steel AG @
i . Picture Salutation % Title # Firstname % Lastname 3 E-Mail ¥ Phone % Department  Contactr = . s o :
I . Mr. Markus Altinger maltinger@industrial-steel.de +49 40 6352109  Produktion
Tags - Tags -
@ Herr Wolfgang Gruber w.gruber@industrialsteel.com T IT-Leiter o
Communication & - Communication § -
@ E-Mail info@industrial-steel.de @ Herr Wilhelm Kainz whkainz@industrial-steelde +49 160 98712364 Vertrieb @ E-Mmail maltinger@industrial-steel.de
¢, Phone +49 40 63520 ¢, Phone +49 40 6352-1
e Frau Anja Lindner alindner@industrial-steel.de +49 40 6352-T  Marketing Marketingmitark . B . ) 3 R
& Website https:/Awww.industrial-steel.de & xin https://www.xing.com/companies/aditosof
@ Frau Anja Lindner-Brunner alindnerbrunner@industrial-steel.de +49 17198712364
Addresses i - Addresses i o~
Office address Rathausmarkt 1 e Hemr Peter Macher pmacher@industrial-steelde +49170121211  Vertrieb Vertriebsleiter
20095 Hamburg Company Addresses -
Germany . Frau Petra solana psolana@industrial-steel.de +491719654874  Marketing Marketingleiter <
g Further information §F -
Further information i - ? ’ Herr Andreas Tannenbaum atannenbaum@industiral-steel.de  +49 406352105 IT IT-Mitarbeiter g Gender Male
German U Date of birth Oct 2, 1985
Active Preferred la English
Customer Status Active
Industrial Steel AG is one of the world's Department Produktion
leading steel manufacturers. The company Position produktionsleiter
operates in over 32 countries and employs
more than 5,000 people. Relevant Documents -
Relevant Documents -
Turnover -

45




Company A roito

Tab “Appointments/Tasks"

> Activities 360 Degree Contacts Planning Conditions Appointments/Tasks Operations/Tasks Attributes Documents Relations : Grouping reset 3
Group by v
Condition reset
Tasks: 7 Join conditions by: El o
Aug 29, 2024, 3:36 AM 0) Vertrige priifen
i K o . i . ) i Status not equal "completed” x -
Bitte die vorhanden Vertrage Uberprifen, alle Erweiterungen missen darin abgedeckt sein.
new Status v notequal v
Aug 12, 2024, 2:23PM o Rahmenvertrag aktualisieren und an Herrn Altinger schicken completed v
Mit Herrn Altinger telefoniert und die Rahmendaten des neuen Vertrages besprochen.Giiltig ab sofortzahlungsweise: HalbjahrlichBefristet auf ein Jahr.
new + Add filter condition
Aug 8, 2024, 2:29PM o Austausch Uber Newsletter - Bitte Frau Linder anrufen I Open extended filter conditions
Frau Linder hat angerufen und méchte sich mit einem unserer Marketingkollegen bzgl. Newsletter austauschen.
new Saved filters v
g
= Aug 3, 2024, 11:07AM o Mit der Vertriebsleitung abstimmen, wie viel Prozent Rabatt gegeben werden kann. 5 Last filters -
2 Preisabstimmung. =
(%] [
© > waiting o
'_E Linked Appointments -
Subject = Begin + End ¥ Place ¥ =
Status-Call mit Projektleiter Jul 30, 2024, 9:30 AM Jul 30, 2024, 10:00 AM Online

Vorstellung neues Projektmitglied Aug 1, 2024, 3:00PM Aug 1, 2024, 4:00PM Online




Company

Tab “Attributes” - table “Attributes”

*  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.

Activities

360 Degree Contacts

Attributes

Attribute ¥

w Competitor
Strength

+ Conditions
Pricelist
Payment term

Iv Assessment
Industry
Target group
Creditworthiness

Sensitive attributes

Appointments,/Tasks

Value #

Personal appearance

Key account

30 days net

Trade
Customer

B

Attributes

Attributes: 12

&

Add Attribute ~

‘\ ADITO

Attribute » | Attribute W

Value Value

Required value is missing

@ Cancel

B A
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Tab “Attributes” - table “sensitive attributes”

= 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.

B A
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Tab “Relations”

> Activities 360 Degree Contacts Appointments,/Tasks Relations
Displayed here are the relations between companies _
and if applicable, between companies and contacts. o
Relations: 9

~ [ parent company

ﬁ Fahey, Spencer and Armstrong

SUbSIdIaI‘y ~ @ member
-
r
“ “ g ﬁ Firmengruppe Matthias Bogen
Compa ny A Co//ab Compa ny B E v By subsidiary
n
oration = ’ SuperBauer AG
Wig, & ’ -
/7 e since 2012
=
“ » ¢ collaboration with

Company C

oy T3 nsatlantik Logistics GmbH

o Skyscraper Bau GmbH

B A
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Tab “Relations”: Hierarchy levels

> Activities 360 Degree Contacts Appointments,/Tasks Relations

25 Filter
Fahey, Spencer and Armstrong ; _
| Add further relations by Relations: 4
w B subsidiary using the “Create new".

ﬁ ndustrial Steel AG

“ “ “ Glob Group

Kronen AG Industrial Steel AG Glob Group
|

since 2008

ﬁ Kronen AG

i
""" % In the screenshot, you can see the framed
& section of the organization chart from the
SuperBauer AG ) perspective of the company “Fahey, Spencer and

Armstrong,” which was opened in the MainView.



Company

‘\ ADITO

Tab “Relations”: Hierarchy levels

> Activities 360 Degree Contacts Appointments/Tasks Relations
e 5 it
Fahey, Spencer and Armstrong
| Relations: 2
~ Ef parent company
ndustrial Steel AG
ﬁ since 2012
| B | g | L B
Kronen AG Industrial Steel AG Glob Group
| .
=T
g
& In the screenshot, you can see the framed
| g | g section of the organization chart from the
w H "
s 5 AG perspective of the company “SuperBauer
uperbauer B AG", which was opened in the MainView.
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‘\ ADITO

Tab “Relations”: Hierarchy levels

> Activities 360 Degree Contacts Appointments,/Tasks Relations
%= Filter
Fahey, Spencer and Armstrong
| Relations: 9
~ Ef parent company
ﬁ Fahey, Spencer and Armstrong
| | L §
. » @H member
Kronen AG Industrial Steel AG Glob Group
‘ - ~ Bg subsidiary
<
o SuperBauer AG
b} :
v since 2012
= >
“ E » @ collaboration with '
=l In the screenshot, you can see the framed section of the
SuperBauer AG

organization chart from the perspective of the company
“Industrial Steel AG", which was opened in the MainView.

A



B §F X

Buchner
Company Bucher Unternehmensgruppe
Cust.-No.: 3698
Company-specmc document storage
& ¥ Py :
Documents related to the company can be Tags -
= stored as binary files in the standard ‘Documents’ tab, or Enter tag
= via a SharePoint link in the ‘Further information’ section Communication ;-
of the companies preview. This means that a SharePoint '
folder can be accessed directly from ADITO. Addresses §o-
Further information § -
Preferred language German
i Status Active
E Type Prospect
.g. SharePoint Link https://aditosoftware.sharepoint.com/sites,
Relevant Documents e
Turnover -

B A



Further tabs A ~piTo

Tabs and their functionalities

= 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

B A
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Company

Create a Customer Base Sheet

(%]

Tags

Communic

Addresses

Further information

prefered lang

nformation

pany A

Relevant Documents

Turnover

Industrial Steel AG

Cust.-No.: 1.

Observe dataset

-

New task

@ write email

== New letter

3 Add to Campaign

= New offer

New opportunity

B New operation recommendation
1= Show Classification
PR New operation

' Create operation task
B New appointment
=5 Add to serial letter
Add to bulk mail

Open Location

The PDF can be

; directly sent by
- email.

a
¥
() Radius Search
B Customer Base Sheet

Start workflow

A, Edit defaults

{} open admin view

Automatic zoom +

@eineFirma

Rathausmarkt 1
20095 Hamburg
INDUSTRIAL STEEL AG

Information

Industrial Steel AG is one of the world's leading steed
manufacturers. The company operates in over 32
countries and employs more than 5.000 people.

Communication data
Type Value
Phone +49 40 635202

Website

hitps #hwwew industrial-steel de

info@industrial-steel de

Name Position Department Communication data
Herr Wolfgang Gruber m w gruber@industrialstael com
Frau Anja Lindner Markating

alindner@industrial-stoel do
+49 40 6352-111

Frau Anja Lindnes-Brunner

alindnerbrunner@industrial-

stosl do
+49 17198712364

Ta

s S
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Classification

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).

&

Tags

Communication
@ E-Mail
4, Phone
. Phone

Addresses

Further information
prefered language

Type
Relevant Documents

Turnover

Identification of the

Glob Group
Cust.-No. 1212
contact@g obgroup.com

+44 20143

00

+49 87 9751500

English
Active

Customer

classification in the

MainView (and in the
FilterView)

94

Days inactive

0%
Turnover change

BB

Classification

Activities

360 Degree Ce

Select all Q, Filter conte
Mav 25. 2025.12:47PM ’
M Observe dataset
¥= New task
@ write email
B8 New letter
3% Add to Campaign
= New offer
New opportunity

I New operation recommendation

i= Show Classification [

Pd New operation

v’ Create operation task
I New appointment
& Add to serial letter

@ Add to bulk mail

¥ Open Location

() Radius Search

[B Customer Base Sheet
P start workflow

A, Edit defaults

{} open admin view

A
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Classification: Indicator, Values, Valuation

crneen " = C(Classifications comprise several parameters
Classitcatons s from a specific subject area.

Indicator Value Valuation =
st 5578 o5 = Indicators can be dynamically available; this
st /iy — I means that, for example, different
peseeement / Target o e - information is entered for a Prospect than for
Assessment / Employee count 270.00 3/225 Points a CUStomer'
T s = 7 7 = The indicators consist of attributes and fields
I —— - ofthe Context, which are relevant for the
Assessment / Risk kein Risiko 30/30 Points ClaSSIfIcatlon'

= Values that are available for selection for the

attributes and fields are scored.

B A
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Company changes name (1/2)

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

| < <
Industrial Steel AG # Industrial Steel & Son's AG
Cust.-No.: 1234 1234
’ X :
Tags y v
: Tags v
Communication & v o
- Communication A 4

B A



Company A ~rpmo

Company changes name (2/2)

w7 §F < Activities 360 Degree Contacts Appointments/Tasks Operations/Tasks Attributes Documents Relations Checklist entries Advertising Duplicates Logs :
Industrial Steel & Son's AG - [z Export % Filter  .f"
1234 Salect all Q, Filt: Activities: 28
s H Sep 2, 2025, 818 AM @ Company name change (Tim Admin)
Tags Name of the company| gen adjusted due to change of company name. Information about the change in through...
-
o Jun 10, 2025, 2:21PM t. Phone call regarding g ficiko Storbeck)
Communication & o~
@ E-Mail info@industrial-steel.de Spoke to Mr Altinger gd the key details of the new contract.Valid with immediate effectPayment method: half-yearly.Limited to one year.
¢, Phone +49 40 6065522 Jun 6, 2025, 2:00 AM g
Lo Document the name change in an Activity.
&7 Website https://www.industrial-steel.de
May 25, 2025, 9:54 AM g
Addresses § -
Office address Rathausmarkt 1 ° Kurzes Gesprach gefiihrt mit Herr Altinger. Konnten seine Rickfragen zu unserem Produkt erstmal klaren.
20095 Hambuirg May 25, 2025, 6:56 AM @ Information Produkt A (Tim Admin)
Germany >
Deliveny piccadilly 149 Sehr geehrter Herr Altinger, wie soeben telefonisch vereinbart, erhalten Sie im Anhang die gewiinschten Informationen. Beste Grite Tim Admin meine Firma Wilhelm-Str. 2 80807 Minchen Fon:
London +49 8763 1333 E-Mail: sommer@meine-firma.de
WU ZNT

May 24, 2025, 4:45AM 'b Kldrung der technischen Voraussetzungen (Lisa Sommer)
United Kingdom

Telefonmeeting mit IT Leiter Gruber, alle Unklarheiten wurden geklart, Betrieb wird wie gewiinscht kein Problem darstellen, sehr netter Austausch, freuen sich auf die neue Lésung, wird sich bei
Further information i evtl. auftretenden Fehlern direkt an unseren Support wenden

Relevant Documents - May 23, 2025, T:51AM @ Infobrochiire runtergeladen ()

Automatischer Import: Infobroschiire zu Produkt A runtergeladen.
Turnover -

May 22, 2025, 11:08 AM = Messebesuch; Anfrage w weiterer Zusammenarbeit, Projektfortsetzung (Heiko Storbeck)

Herr Altinger hat uns auf der Messebesucht und eine weitere Zusammenarbeit angeregt. Da auch von unserer Seite nichts dagegenspricht, werden wir uns mit der Firma Industrial Steel w einer
Fortsetzung der Zusammenarbeit und des Projektes abstimmen.

L\



Company ‘\ ADITO

When can a company be deleted?

* If there are no further links behind the company
» The company can be deleted from the CRM by the user using the delete button

= [f 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.

= |facompanyis a duplicated dataset
» Resolve duplicates, so the duplicate will be deleted.

R A



Company — Radius search A ~rpmo

Finding companies in the radius of a company

vy @ F < Activities 360 Degree
Industrial Steel & Son's AG
st-No. 1234 Select all Q, Filte:
¥ prd H Sep 2.2025. 818 AM -
:

A Observe dataset

e E he radi
IE New task nter the raaius. x
Communication & @ Write email . : 54
@ E-Mail info@industrial-steel.de
BN New letter
¢, Phone 2
 Phone R p— 34 Add to Campaign Name Phone Email Address =
& Website https://wwwindustrial-steelde  New offer KU) «ranund Kollegen kG +49 40 3560232 Kran@kollegen.de Alter Wall 12 - DE 20457 Hamburg
. ) BU) Bucher Untemehmensgruppe +49 40 42580 info@bucherde Julius-Leber-Stralie 32 - DE 22765 Hamburg
Addresses & New opportunity

Office address

Delivery address

Rathausmarkt 1
20095 Hamburg
Germany
Piccadilly 149
London

New operation recommendation

Show Classification

7]

New operation

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

Turnover

() Radius Search [
[B customer Base sheet
» start workflow

3, Edit defaults

+49 711 8754-0 Rathausallee 50 - DE 22846 Norderstedt

@ Skyscraper Bau GmbH

info@skyscraper-baude

d and will be o

@ Open

3. Open the companies within this

radius in the FilterView.




Company — Radius search A ~rpmo

Finding companies in the radius of a company

4. "Map View" as a
further viewing option.

i= Table

&% Serial Actions v % Filter
Q, Filter cantent.

Companies:
[ Treetable

Picture MName % Customercode Preferred language % Status ¥ Email * Phone % Address ¥ Classification = | Column ¢

b a I one
‘E Bucher Unternehmensgruppe 3698 German Active info@bucher.de +49 40 42580 Julius-Leber-5Strafie 32 - DE 22765 Hamburg BC 9 Map

NewTfiltércondition x a
KU Kran und Kollegen KG 727 German Active Kran@kollegen.de +49 40 3560232 Alter Wall 12 - DE 20457 Hamburg cC
— el v Operato v
E Skyscraper Bau GmbH 1236 German Active info@skyscraper-baude +49 711 8754-0 Rathausallee 50 - DE 22846 Norderstedt BC

Filter can be used in the other S A
available view modes. In the Tooltip, the

address is shown.

" S By clicking on the pin, the
Preview opens.
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Contact — technical mapping
Example

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

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

‘\ ADITO

contact record

Mr. Miller
Company A
person record contact record
Mr. Miller Mr. Miller
Company B

contact record
Mr. Miller
private




Contact

Personified Lettersalutation

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.

Contact A

]

Tags

Communication

Addresses

Company Addresses

Further information

Gender
Salutation =

Date of birth

Preferred language *

Department

Position

IM

Mr. Joe Miller

Aquire GmbH @&

English
Active
Sales

Sales manager

Position

B

Hello Joel

Relevant Documents

0

Other active functions

0
Open tasks

A



Further tabs A ~piTo

Tabs and their functionalities

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

e A
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vCard Export A ~roito

General procedure

Open contact preview

Execute the ‘Generate vCard' action

rrrrr

Download
= vCard or
= vCard attached to an email

er active functions

| ]
The exported vCard
Ty complies with VCF 3.0.
———— e




vCard Export A ~roito

Download vCard

The file name can be
@ 4 Activities 360 Degree Other functior 3 — oo oy customised as needed.

Mr. Cameron Doyle @ Create new v % Filter & Charset » Windows-1252 (For Outlook UTF_8 (for moblle d eVICes) or

Glob Group @ e Send vCard H
Q Filter content. ? Windows-1252 (for Outlook)
s X : - a
A Observe dataset = Download vCard
Tags Y EE New task
Communication & 4 © write email
@ E-mail doyle@globgroup.com = New letter
Addresses & { (85 New vCard NS
New offer
Company Addresses ] =
Office address 32-40 Blackfriars Road New opportunity
London - .
i New operation recommendation
SE1 8NW
United Kingdom Fa Mew operation
Delivery addres Gestutstrafie v’ Create operation task
84028 Landshut
Germany ‘& Mew Service ticket
<
B New appointment
0 0
Contact_Other active Open tasks =3 Add to serial letter
Contactroles i
@ Add to bulk mail v

79




vCard Export A ~roito

Download vCard attached to an email

¥y £ < Activities 360 Degree Other functior : X
Filename Cameron Doyle

Mr. Cameron Doyle ACtlvate th (S flag tO C reate an Charset » Windows-1252 (For Outlook Recipient emai mkleber@holzwurm.de %
Glob Group @ email With the Vcard attached. Send vCard as email? ( | I o \
Document Template Email with signature x
s X
: b Advertising material (1) @5 Download vCard subject Mr. Doyle's vCard
Tags 0.0 1 .
Select the recipient's email Recipient emai cecipient e v
C;Jm::::;ation doyle@globgroup.co a d d reSS fro m th e CO nta CtS Document Template Document Template v = | A0 ‘ mbeberBholzuum.de
- stored in the system. < sevden | | e |
Addresses . _‘ = | Bec ‘ mailbridge@domsin.local
b Serial Letter (2) E
Company Addresses - . Betreff Mr. Doylg's vCard
Office address 32-40 Blackfriars Road @ send mail
London @%e Cameron Doylevef
SE1 BNW e
United Kingdem sen "
Delivery address Gestiitstrake 1 shrezenerigl
S The salutation depends
< Mt on the recipient's
o 0 preferred language.
Contact_Other active Open tasks

Contactroles

meineFirma GmbH
LiebigstraBe 3

e A
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Activity A ~roito
Definition

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

o The distribution of tasks is mapped separately via the “Tasks” context.

B A




Activity

Linking with objects

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

‘\ ADITO

XY

Activity

Company A Mr. Miller




Activity A ~piTo

Automatic links when creating

(%] o ¢ % Click on the X button, to link a new activity with the dataset of
Markus Altinger and the dataset of Industrial Steel AG.

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

=
Tags
Communication §Fo-
Addresses §o
Company Addresses -
Further information §o

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

Contact A

S
»”



Activity

Creating new (1/3)

Category and direction
depend on the activity
you are recording.

Subject =
Template

Description

Choose langu...

xX? & ~

QY1 «w BvE &

9/2/2025
12:56 PM

Category

w

The subject can be entered as free text.

Paragraph v Alv v AvBA+v B I U < :E: 5 x,
_.E@P:: =~ iz = <> BSource Elvm

HTML editor with WYSIWYG view

As “Responsible”, the signed in user will be

automatically added. This can be

Tim Admin

© Cancel

subsequently adjusted, if, e.g. you are
entering the activity on behalf of someone.

A

Required value is missing



Activity

Name Language

Creating new (2/3)

Besuchsbericht German
Erstkontakt German

Visitreport English

Templates can be used to make it easier to record the

content of an activity. Additional templates can be

added to the system by the
specialist administrator.

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.

fliscussed?

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 v
templates, they are only inserted once in the activity. o

Tim Admin *

Required value is missing ‘\




Activity
Creating new (3/3)

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.

9/2/2025

12:56 PM

Responsible Tim Admin

Contact

Company

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.

' Mr. Markus Altinger v

v Industrial Steel & Son's AG v

© Cancel

Additional links to other
v = datasets can also be included.

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

Further information to

Further information about the advertising shipment

can be found in the documentation to the topic “Sales".

Required value is missing

A



Activity A ~roito

Mentioning colleagues

For example, to draw the

attent|on Of Several i B Archive (0 set Read M set New H 2= Filter g k £ X
colleagues to the information Notifications: 2
recorded |n an aCtIVIty, they Aug 14, 2024 Confirmation of interests New Phone call for contract updates
can be mentioned in the You were mentionzd puais g
activity's description. o = ¢ B z
m] Phene call for contract updates New

ThIS means that they can You were mentioned Details §F
quickly find out about it or Activity Connections ;-
Implement Sma” taSkS Contact Herr Markus Altinger @&
directly. It is no longer Description 5o-
necessar tO derlve a taSk ¢ Had aphone call with Mr Altinger to talk about the

y . 2 conditions of the new contract.
from the aCtIVIty. :3 Valid immeditately

<L pPayment method: semiannual
As soon as the activity is Limited to 2 year
Saved’ the mentloned @slustig Please adjust contract
colleagues receive a @lsommer Fv
notlﬂcatlon @ppffiag Please keep in mind with Marketing, send
: inguiry about this topic

B A



Activity A ~roito
Mentioning colleagues

Mention colleagues by entering the first

Confirmation of interests

letter of their name after the @ sign
(without spaces).

Chosselengu. v Pgsen v Al Av Av B B I U aviE s
You will then be shown a selection list %o X2 v T — S @ WD D Eviz = = o B B
that uses autocomplete, and you can Ov@vt @B o o
select from it. We hae entered the following informaton for yoi:
The mentioned colleagues will receive a e a—
notification (see previous slide) and can I
be informed.
@rpifig |,
Date + 8/14/2024 3]
10:41 AM ©

e IN



W

Phone call regarding contract update

ACtiVitY Jun 10, 2025, 2:21PM

Manual relinking |
Details i -
Direction Outgoing
If you would like to connect additional datasets with the activity, you R e
can also do this subsequently in the Preview. I -
To do this, edit the area “Connections” and add the respective connections i
dataset. + e v ! object v -
Company v Industrial Steel & So v —
Contact v Mr. Markus Altinger «  —
Contract v Framework contract w -
Required value is missing
€€ Cancel
Description i -

Spoke to Mr Altinger on the phone and discussed the key details
of the new contract.

Valid with immediate effect.

Payment method: half-yearly.

Limited to one year.

0
Documents




Activity A ~roito

Topic tree

= 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.

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

B A



b/)
X

W

n | |
.A.CthltY Phone call regarding contract update

Jun 10, 2025, Z21PM

Tab “History”: connection with Tasks or Activities
& £ 0 N
A Observe dataset
= Tasks, service tickets, or subsequent activities can be Details B Export .
created for an activity. Direction Outgoing
- o = Mew task
. . . "y " Category one
= The connections are displayed in the tab “History". ’ ew of
Responsible Heiko Storb{ ™ New offer
Key activity Yas (4 Mew Service ticket
. {} open admin view
Connections .
Task rRahmenvert| EH New appointment
Company Industrial Steel & Sons AL &
i Contact Mr. Markus Altinger @
g Contract Framework contract 1005 | Valid, limi... @
= Description §F o~

Spoke to Mr Altinger on the phone and discussed the key details of
the new contract.

Valid with immediate effect.

Payment method: half-yearly.

Limited to one year.

B A



Activity A ~roiTo

Creation of an appointment from the activity

. F X gl X
If, for example, a call log is created for (. Ez
a contact and a telephone call with an
. . .. el . Phone call regarding contract update Signing of contract
appointment is logged in it, then it is
. . Jun 10, 2025, Z:21PM oda :32 - 14:32 o'cloc
possible to create an appointment ey [z ez ocock
from this activity. w ¢ @ PO m & B
. serve dataset
> The appointment will be e o B o 1 information -
. L. . Direction utgoing -
connected with the activity; in the N oope | o5 New task Details -
appointment the connections cenoneble Heiko Stor] ™ New offer Categories Meeting
from the activity will be taken ey activity Yes Q ew service ticket Participants .
over @ »mi *
* Connections 2 min
i L. . Company Industricl 5 8 New appointment [, @ hsmith
» The subject of the activity will be S vir. markus RSP <
adopted |nt0 the |nformat|on f|e|d i Contract Framework contract 1005 | Valid, limi... @ ;j
of the appointment. 2 Descrption s a  E Conmections . £
= Spoke to Mr Altinger on the phone and discussed the key details of g contect wir. Markus Altinger @
< Industrial Steel & Son's AG @&

the new contract.

Valid with immediate effect. Phone call regarding contract update @

Payment method: half-yearly. Framewaork contract 1005 | Valid, limi... @

Limited to one year.

B A



Activity A ~roimo
Automatic creation of activities for

= 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).

B A



Activity: automatically record emails A ~roito

Record email communication as activities

-
e T A ADITO
Employee : = . Customer
ADITO Login
Mailbridge e
When sending Sent or received emails can Upload emails to

emails, the Mailbridge | be imported individually ADITO using the
address is entered in from the mail client. Outlook add-in.
the BCC field.

Acti\/ity ‘_Z /




Activity: automatically record emails A ~oito

1 @ ne
9
r training materials

Sep 2, 2025, 3:29PM
Mailbridge i z 3
- Details §F o~
Direction Outgoing
> Category E-Mail
Responsible Tim Admin @
R -
\, .. Connections § -
Activity o !
‘\ Contact Mr. Cameron Doyle @&
ADITO = X
o Company Glob Group @
Relevant Documents -
Mail.eml @
>
Description §F oA

ADITO Login

SystemURL (z B_ hiips J/adito de) From: tadmin@meinefirma.adito.de

To: doyle@globgroup.com

Cc: -
Sent: 02.09.2025 15:29

Subject: training materials




Activity: automatically record emails A ~roito

Outgoing email

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

B ‘ From v ‘ adito.de
Send ‘ To ‘ maltinger@industrial-steel.dev
D BCC:
[« | .
‘ Bec ‘ mailbridge-demo @adito.dev.
rmation

Customer

Y/
N
\ =
Hello Markus,
Please find enclosed the information discussed.
Y| Bestregards,
T
- .
51 fngrar Ynn g | r i ‘
L I

]
Mailbridge Activity
—_—




Activity: automatically record emails A ~oito
Outlook Add-In

The ADITO Outlook Add-In integrates ADITO xRM functionality ‘\ ADITO = W
directly into Microsoft Outlook. It provides seamless access to
business-relevant data from within Outlook, eliminating the need to o
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. )
Y ADITO Login

Information on installation and use can [SystemURL (z B. https-//adito_de) ]
o be found on the new help website. €

Installation and Usage | ADITO platform



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

Activity: import mails A ~roito

Dashlet “Import Mails"

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

L. import Mails @ i X
@ —— > Click x after each upload
2. processed 1 to upload the file again.
Emall one actitiy from mail created
. Contract information.eml X
Date = number of connections Responsible 5 Subject # Descript =
Sep 2, 2025, 3:03PM 0 Tim Admin Contract information  Von: tadmin@n
With Office 365, it is necessary " Activity
. Already existing activities a
to cache the mail on the Y o ) f}_l
. elete < == Filter
desktop, for example, to drag it -
from there to the dashlet. No data present Activities: 0

101

A



Activity: emalils

Avoiding duplicates with activities from emails

= If an email has already been . _ :
.. oy . oia Import Mails & X
entered as an activity, it is
displayed in the dashlet in the
“Existing Activities” area and can 2 processed 1/t
be Opened for fu rther proceSSIng There is already a activity from the same email existing!
o e . . . Cont inf tion.eml *
= If the email is received in the mail v contrerimematenam
bridge a second time, the
. . . Date ¥ number of connections Responsible 5§ Subject = cription ¥ =
duplicate is discarded.
Mo data present
Already existing activities o .
o Delete Filter
Activities: 1
Click on the & button

to update the view.




Activity: import emails A ~rpmo

Please note:

Possible file formats for import: & import waits Pox @ X

EML
Upload files A )
MSG (converted to EML during upload) . .m

Sep 16, 2025, 226 PM

one actitiy from mail created

If the email subject line is missing, the v E-Malem X i 2
activity will be created with the subject line

i -
i a 0 " number of 1+ Responsible % Subject % Descrip = ction Outgoin
without subject. oo
Sep 16, 2025, 2 From: tadming E-Mail
Tim Admin @
If invalid file formats are imported, a ..
message will be displayed: - 7 Skyscraper Bau GmbH ®
Already existing activities I 8 - Contact Herr Markus Altinger @
. _ ¢ Relevant Documents -
E-mail processing error = Maileml @
tha a.rma :: Description & -

From: tadmin@meinefirma.adito.de
To: maltinger@skyscraper-bau.de
Ce: -

Sent: 16.09.2025 14:26

Subject:

no attachments



Activity: emalils
Sender-receiver link

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

— alink 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

104

‘\ ADITO

Who is who?

= 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

A



Activity: email
Email attachment in tab “Documents” in the activity

£ < Description History
If emails with attachments are recorded as activity @
(by Mailbridge or the Import Dashlet), the g ettt
attachments will be automatically added in the tab R .

§

1 nu M - z
Documents” next to the EML file.

Details §F - —— —_—
Direction Outgoing L
o o ﬁ
Responsible Tim Admin @

Connections. § o~
Contact Mr. Cameran Doyle @
Company Glob Group @

Relevant Documents -

Maileml @

>
Description §F -

Von: tadmin@meinefirma.adite.de
An: doyle@globgroup.com

Ce: -

Versendet: 02.09.202515:29
Betreff: training materials

2 Anhinge: k
® ADITO_EN_2025.4.0_Document-templates-letters-
emails.pdf

* ADITO_EN_2024.21_Contactmanagement.pdf
Dear Mr. Doyle,

Kind regards,

105 :

Documents

‘\ ADITO

Attributes Documents Logs

= Filter  [=

Documents: 3

ADITO_EN_2025.4.1_Contactmanagement.pdf No
application/pd

Tim Admin (02

ADITO_EN_2025.4.0_Document_templates-letter... No
application/pd

Tim Admin (02,




Activity A roito

Recipient/sender address won't be recognized

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 Condition -
i the Fterview of the actvites, Joincondiions by EN o
This allows you to clean them up. Is unlinked activity equal "Yes" x a
Is unlinked activity W equal v
Yes o
106

A



Activity A ~roito

Category: system

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.

107
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Activity A ~roito

Summarize activities supported by Al

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

§F < Activities 360 Degree Other Contactroles Appointments/Tasks Operations/Tasks Attributes Documents Relations Advertising Data Privacy Duplicates Logs
Summarizes a maximum of 50 activities

Herr Markus Altinger ] & Observe Filter W Setattribute [ Export B Summarize -

Industrial Steel AG @

5 Filter g

Deselect all Q, Filter content. Activities: 15

* - Jun 10, 2025, 2:21PM u Telefonat w Vertragsaktualisierung (Heiko Storbeck)
Tags - Mit Herrn Altinger telefoniert und die Rahmendaten des neugd T . . .. I | |
Communication L. May 25, 2025, 1:28 AM v Kampagnenstufe geandert (Tim Admin) O Su m ma rl Ze a CtIVItI es’ Se eCt a
§ . o el
@ E-mail industrial-stesl de T e O the desired activities and
{, Phone

& Xing ht:‘ps:‘.-'/ rj'»'nv‘jt;:rg.cc\r.'w::)"npan es/aditosof e 35, 22z SSEAM “ et exe C Ute th e ”S u m m a rize” a Cti O n *

Kurzes Gesprach geflihrt mit Herr Altinger. Konnten seine Rig

Addresses F - ) .
: May 25, 2025, 6:56 AM @ Information Predukt A (Tim Admin)
Company Addresses - Sehr geehrter Herr Altinger, wie soeben telefonisch vereinbart, erhalten Sie im Anhang die gewiinschten Informationen. Beste Griie Tim Admin meine Firma Wilhelm-Str. 2 80807 Minchen Fon:
Office address Rathausmarkt 1 +49 8763 1333 E-Mail: Isommer@meine-firma.de
20005 Hambiira
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Summarize activities supported by Al

Summarization

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

30.10.2024 - 10.06.2025

15 activities, including 2 approvals, 1 contact form, 2 emails, 1letter, 6 phone calls, 1 system activity, and 2 visits

chooseimge ~ | g v Alv v AvBv|B I U @B 5 Theggtelgorlgslfand hOV\;]magé/ of each Iare w(;c.lutgﬁd
S BeOE-1 « Bv @ P are displayed. If more than 50 were selected in the

previous step, a message is displayed, as only the
# most recent 50 are included.

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

To save the summary itself as
S an activity, perform the “Save
as activity” action.
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Summarize activities supported by Al

Subject * Summary of 30102024 - 10.06.2025 Th e hew a Ct|V|ty Vl ew o p ens.

Description Choose langu... ~ | Paragraph v~ Alv v A~ ~ B I U & :5: 5 X,
X2 g — = O WD v = = o Brsoce [Ev [

AB1eBEE - Gy The description ends with the addition “Kl created,”
Mr. Altinger has been in contact regarding eur products, expressing interest and enthusiasm, Several discussions, including SO that |t |S Clear that the text WaS generated by Al.

phone calls and visits, have taken place to clarify questions and discuss contract details. A product Drcage

positive feedback on design and pricing. Additional materials, such a< kg

next steps are pending the signing of 2 gaes Pmticating progress toward a potential collaboration.

Al created

Date * 8/7/2025
The system presets “Note” as the category.

R A
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Definition

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.
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Group tasks, single tasks & confidential tasks

= 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.

= |f 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.
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Priority and due date are presented with colors and icons

Priority None Low Normal High
Due date

Not due

Begin time (date/time) is in the future and Q O O
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 0 o o
reached/exceeded
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Adding editors in the Preview

O O

Update the framework agreement and send it to Mr Altinger Update the framework agreement and send it to Mr Altinger

w & @O v X H ] v Z :
Details § - Details i -
Status new Status new

Oct 30, 2025, 2:29PM Oct 30, 2025, 2:29PM

Oct 31, 2025, 2.25PM Due on Oct 31, 2025, 2:20PM

0%

... change the editor or add more

0%

editors in the EditView.

Privat]

Editors E -
< Department Distribution / Office staff < [ | Abe
\: v 4+ Type v 1 object v =
= Connections i o~ —
Company Industrial Steel AG @ Department v Distribution / Office s »  —
Contact Herr Markus Altinger @& . L
Required value is missing
Contract Framework contract 1005 | Valid, limi... @&
€@ Cancel
Description §F -
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Adding editors in the tab “Editors”

> Description Editors History Documents Logs Type * 1 Type w Documents E Type * | Type \1.9 ~
- Object = 1 Object v Q fearch
. Department
& Editors: 1
E Contact
% Type Object % =
é Distribution / Office staff i Deflne the edltor USIng
z the selection buttons.
EAl Click on the “Create new" button
s to add more editors. .
2
:
E <
% Required value is missing
<

€ Cancel
Required value is missing

9 Cancel
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Tab “History”: Link with service tickets or activities

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

*= These links can be seen in the “History” tab.

O a O a

Update the framework agreement and send it to Update the framework agreement and send it to
Mr Altinger Mr Altinger
w & 0 o : & & 0 v | X .
A Observe dataset

Details {} Open admin view Details F T
Editors ™ New offer Editors Ff v
Connections Q New Service ticket Connections §F v

L4 o <
x Description §F T x Description §F T
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Use Cases

When using tasks, there are various use cases:

= Where can | see my tasks that | have to work on?
— In the FilterView “Tasks"
— In Dashlet “Appointment/Tasks”

= Where can | see if someone has finished the task that | have created for them?
— Observations of tasks with me as requestor

= How can | take over tasks of somebody else?
— In the FilterView Tasks, you can adjust the filter

(taking into account the authorization concept)
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Overview for editors

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
= |n 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.

‘\ ADITO

ﬂ one Add filter condition Add group

Status not equal "completed b4

E all m Add filter condition Add group

Editor equal "Tim Admin®

x
Editor
ol As editor, the signed in user
O is displayed.
Tim Admin

Department equal "Departments / IT"

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

With the Dashlet “Appointments/Tasks” you can
see the followig: Click on this field to
display all overdue tasks.

Click on this field to
display all new tasks.

= Qverdue tasks

= New tasks (status “new")

[ Appointments/Tasks

= Imminent appointments for today

5 9

New tasks

Overdue tasks

Click on this field to
open the calendar. 1
Imminent appointments for today
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Were the tasks completed?

Requestor equal "me’

To keep an eye on whether tasks that you have assigned Lo Cermifigune fites

Requestor
to other users have been completed, use the o
Observation function.

To do this, create the filter “Requester equals ME (or
your user name)”in thg ta;ks and observe this filter. You - 2. Activating observations
will then receive a notification as soon as the status,
progress or description is edited or the agent completes
the task.

l ( ( (

Open extended filter conditions

Priority NORMAL ~

Tip: Create a dashlet for this purpose.

Notifications as soon as a
colleague works on it

Title % Date = User 5 Description ¥
Konditionen / Preisliste Jun 10, 2024, 5:05PM Isommer Eigenschaft wurde gesetzt auf "Konditionen / Preisliste” |
Beurteilung / Mitarbeiterzahl Jun 10, 2024, 5:05PM Isommer Eigenschaft wurde gesetzt auf "Beurteilung / Mitarbeiter

1 2 1 Austausch zur aktuellen Situation Jun 10, 2024, 5:04PM Isommer Datum wurde gesetzt auf "07.122021 06:21" ‘\

101 | Projekt - Fortsetzung | Offen Jun 10, 2024, 5:03PM Isommer Roll Out wurde gesetzt auf "07.09.2022" und Projektstart
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Taking over tasks from a different editor

Bl e coaerconsion naiges If tasks need to be taken over by another editor (e.g., in the
St s e * event of illness, etc.), you can filter for this.
B m Add filter condition  Add group
Editor equal "Susanne Lustig” x

Editor v

equal v

Susanne Lustig X

a ISeen:'w

Firstname Lastname Department =

1] Isatou Jammeh Service / Office staff

@ Linda Reiter Management

@ Susanne Lustig Distribution / Office staff

@ Melanie Hueber Distribution / Field staff

be considered on a project-specific basis, as the
authorization concepts must be taken into account.

HO Herbert Obermeier Management

& - Nagel service / ield s 0 Whether tasks can be accessed by colleagues must

me
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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..
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Einzigartige Beziehungen
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