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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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▪ Context „Topic Tree"

− Controlling Topic Tree display

− Configurating Topic Tree

− Defining topics as department-wide Favorites

− Defining topics as department-wide Presets

▪ Settings: Topic Tree Configuration

− Open Topic Tree Configuration

− Overview of Topic Tree Favorites

− Create Topic Tree Favorites

− Management as user or specialist administrator

− Overview of Topic Tree Presets

− Create Topic Tree Presets

− Management as user or specialist administrator

Agenda
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▪ Overview

− Topic Tree

− Topic Tree Favorite

− Topic Tree Preset

▪ Use in the activity

− Capturing topics

− Capturing topics from Topic Tree

− Capturing topics from Topic Tree Favorites

− Capturing topics via Presets

− Topics with automated tasks

− Capturing topics via templates

− Filtering topics



▪ With the help of the Topic Tree, it is possible to assign topics to Contexts (e.g., activities), which can be organized 
in a tree structure. A description (free text) can be stored for each of these topics. 

▪ Therefore, datasets in these Contexts can be entered quickly and in a structured manner, and they can be 
analyzed (filtered) according to the topics; this analysis helps derive recommendations for subsequent actions. 
The analysis, based on the topics, can also take place in linked data records, e.g., company/contact, according to 
topics that were recorded in linked activities.

▪ A more efficient use of the Topic Tree is possible by utilizing Topic Tree Favorites or Topic Tree Presets. Here, all 
the most important topics are marked individually or by department to allow for quicker access or automatic 
entry. 

▪ The defined Topic Tree Favorites are presented in all Contexts, in which a Topic Tree is being used. Topic tree
Presets, on the other hand, can be defined per Context. 

▪ Generally, it can also be controlled if topics are captured in the new creation or in the EditView.

▪ Topics can be automatically added to activities using document templates, and they can also be used to create 
tasks automatically.

Overview

Topic Tree
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By using Topic Tree Favorites, you can reduce the time you would normally require to search through the possibly 
comprehensive Topic Tree, as the most important topics that you have already marked as Topic Tree Favorites are 
displayed. 

When creating a new activity, for example, you can control whether the entire Topic Tree is displayed or only the 
Topic Tree Favorites. 

In the „Topic Tree Configuration“, you can find all functions which manage a Topic Tree Favorite.

▪ Access to Topic Tree Configuration through the user settings

▪ Overview of individual and department-wide Topic Tree Favorites

▪ Creating, editing or deleting of max. 20 individual Topic Tree Favorites

Specialist administrators have additional functions, which can be found in the Context „Topic Tree Configuration“ 
(user settings) or in the Context „Topic Tree“ (menu group „Administration“).

▪ Overview over individual or department-wide Topic Tree Favorites

▪ Creating, editing or deleting of own, different or department-wide Topic Tree Favorites

▪ Creating of department-wide Topic Tree Favorites in the Context „Topic Tree“

Why and how are Topic Tree Favorites used?

Topic Tree Favorites

5



By using Topic Tree Presets, you define which often used topics can, e.g. be used in an activity. This means that 
when new topics are created, the system displays them as soon as a defined condition (e.g., a specific term in the 
subject) is entered in the activity. 

In the „Topic Tree Configuration“, you can find all the functions to manage the Topic Tree Presets.

▪ Access to Topic Tree Configuration through the user settings

▪ Overview of individual and department-wide Topic Tree Presets

▪ Creation of individual Topic Tree Presets, depending on certain conditions (e.g. Presets are only required for
visit reports) for the respective Contexts

▪ Editing or deleting of individual Topic Tree Presets

Specialist administrators have additional functions, which can be found in the Context „Topic Tree Configuration“ 
(user settings) or in the Context „Topic Tree“ (menu group „Administration“).

▪ Overview of individual and department-wide Topic Tree Presets

▪ Creating, editing or deleting of own, different or department-wide Topic Tree Presets

▪ Creating of department-wide Topic Tree Presets in the Context „Topic Tree“

Why and how are Topic Tree Presets used?

Topic Tree Presets
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Use in the
activity



Capturing topics

Activity
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The display of the area for
capturing the topics can be
controlled administratively
in the EditView.

Any number of topics can
be added to an activity.

Every topic can only
be selected once.

Topics can be sorted

Per topic, a description (free text) 
can be added.



▪ When the indicator „Only favorite topics“ 
is inactive, the complete Topic Tree gets
displayed. 

▪ Therefore, you can select every topic from
the complete Topic Tree and capture it in 
the activity.

Show complete Topic Tree

Activity
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What if the selection of topics is
empty?
The administrator controls which
topics are used in which Contexts. 
If the selection is empty, there is no 
topic used in the activity.



▪ If the indicator „Only favorite topics“ is
active, the selection in the field „Topic“ 
only shows the Topic Tree Favorites.

▪ By that, you can only see your* Topic Tree
Favorites and can select them to capture
them in the activity. 

* This means you can see here the 
individually created Topic Tree Favorites 
and the department-wide Topic Tree 
Favorites, which were created by a 
specialized administrator. 
Procedure for creating Topic Tree
Favorites

Show Topic Tree Favorites

Activity
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Topic Tree Presets

Activity
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Your individually created Topic Tree Presets and department-wide
Topic Tree Presets, which were created by a specialist administrator
are entered here. Process of creating Topic Tree Presets

The topics that have been defined as Presets are added as soon as a 
filter condition has been fulfilled. For example, this occurs as soon as a 
category has been selected or a certain term is included in the title. If, 
for instance, the term in the title is removed or a different category is 
selected, the topic will also be removed. Presets for which no condition 
has been defined are displayed when the new creation is opened.

If a Preset topic is not required, it can be manually
remove (minus button), hence it won‘t be saved.



A topic can be configurated in such a way that a task will be automatically created as soon as a topic gets selected. 
There are two possibilities: 

▪ The task gets created „silently“, this means that you, who has created the topic, will not be aware of this, 
because the content of the tasks and the editor are already predefined. The task will be automatically linked:  

− With the activity, in which the topic has been selected.

− With the contact or the company, for which the activity has been added for.

▪ The task opens in the EditView and in a further browser tab. You can add or adjust contents and possible 
editors. If you do not save the task, it will not be created. As soon as the task gets saved, it will be automatically
linked:  

− With the activity, in which the topic has been selected for.

− With the contact and the company, for which the activity has been added for.

Example: select a topic that creates a Silent Task, and then it connects with your activity. If this task is connected with the 
activity, additionally create another topic that also creates a task. If another browser tab opens, you can finalize and save it 
there. Therefore, in the end, two tasks are linked with your activity.

Topic with automated creation of tasks

Activity
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Editing topics that trigger a task retrospectively in an activity (in the edit view):

▪ Add topic 
=> Task is created

▪ Delete topic 
=> Task remains – Existing tasks are never automatically removed!     
    If a topic is deleted and then added again later, no new task will be created again from this topic.

 Since topics cannot be entered twice, tasks cannot be created twice either.

▪ Change topic

− Replace topic without task with topic with task => Task is created

− Replace topic with task with topic without task => Task (initial topic) remains

− Replace topic with task with topic with task => Task (initial topic) remains, task (new topic) is created

Topic with automated creation of tasks

Activity
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There are templates in the system, which speed up the process of adding a description into the activity. These 
templates can be added in „Topics“, which will be added in the activity, when the template is used. 

▪ The sorting of the template and topic takes place in the Context „Document Template“.

▪ If topics become inactive at some point, they won‘t be used anymore.

▪ If topics are stored in several templates, they are inserted only once in the activity.

Topic is added in activity with the template

Activity
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Topic Tree: filtering for topics

Activity
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With the "Topic" filter, the activities are 
filtered based on the selected topic entered. 
It could also be filtered after inactive topics.

Selected topic



Topic Tree: filtering for topics and/or subtopics

Activity
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The “Topic (incl. sub-topics)” filter is used to filter 
activities in which the selected topic or one of the sub-
topics is included. You can also filter for inactive topics.

Subtopics

Selected topic

These two filters „Topic“ and „TopicTree_Topic
(incl. Subtropics)“ are available in the Activity, 
the Company and the Contact.
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Context
„Topic Tree“



For the administrator, there are the following ToDo‘s in the Context „Topic Tree“:

▪ Control if the fields for capturing the topics or in the EditView of the activity should be displayed for the user or
not.

▪ Creation and maintaining of a complex Topic Tree (6 levels, 3500 entries). 
This allows them to enter technical requirements regarding structure and topics at any time.

▪ Definition, which topic should be used in which Context and therefore be presented in the topic selection.

▪ Definition of department-wide Topic Tree Favorites.

▪ Definition of department-wide Topic Tree Presets.

„Overview“

Topic Tree
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*

* If topic is not in use



Activating fields for capture in the EditView

Display Topic Tree
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To show or hide the fields for capturing the topics in the 
EditView, the indicator is activated. Otherwise, only 
subsequent editing of the topic in the MainView is possible.



Expanding the Topic Tree to view the complete structure

Configurating Topic Tree
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Creating a topic

Configurating Topic Tree
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Creates a new topic in the
top level of the Topic Tree.

Controls, in which Context the topic gets
displayed in the selection. 
▪ „Activity“ in order to be captured there.
▪ „Document Template“ in order to be added, 

so that the topic can be added into the
activity, which uses the template.



Create topic with task (1/2)

Configurating Topic Tree
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Subject line and description of the task

Controls if the task gets created automatically, or if the user has to intervene.
▪ Silent: Active – Task is created, as it is configured here.
▪ Still: Inactive – Task opens in the EditView (in another tab) and can be

added by the user.

Task should be created as a single task for several editors.

Add Attendees (departments or contacts), to whom this task should be
assigned for processing by inserting one ore more fields using the plus 
button.



The following points are stored in the task and cannot be configured anymore:

▪ Begin: the current date and time will be entered here

▪ Due on: the date in seven days is set here

▪ Status: new

▪ Priority: normal

▪ Requestor: the editor of the activity who selected the topic that triggers the task is entered here

▪ Private: no

▪ Connection: the activity and the resulting task are connected (displayed in area „Connection“ in the
corresponding Preview)

Create topic with task (2/2)

Configurating Topic Tree
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Creating a subtopic

Configurating Topic Tree
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Creates a new subtopic
under the selected topic.



Edit topic

Configurating Topic Tree
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If you enter the name of the topic in 
English, then if the term has already been 
translated, the translation will be used.

If the title of the topic is changed, then
this will be adjusted in the activities, in 
which this topic is located in.



Copy/add topics

Configurating Topic Tree
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Selected topic is copied.

Topic (in clipboard) is used as
subtopic of the selected topic.

Topic (in clipboard) is added as
new top topic in Topic Tree.



Move topics – re-sort the order

Configurating Topic Tree
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A topic or topic group is grabbed with the mouse 
and moved to the desired position, as indicated 
by the blue dashed line. If the line is displayed, 
you can adjust the order within the layer by 
moving it.



Move topics – move subordinate levels

Configurating Topic Tree
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A topic or topic group is grabbed with the mouse 
and moved to the desired position, which is 
indicated by a blue dashed frame. When the 
frame is displayed, you can place the topic as a 
subordinate topic.



Settings topics as inactive

Configurating Topic Tree
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It can also be filtered for inactive
topics in Activity/Company/Contact.



Deleting topics

Configurating Topic Tree
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Topics can only be deleted as long as 
there is no activity on them. If an 
activity has been created for this topic, 
the delete button will remain inactive.



Defining topics as department-wide Favorites
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1



Defining topics as department-wide Favorites
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2

3

Here you can see for
which departments this
favorite has been set for.



User view

Defining topics as department-wide Favorites
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While creating a new activity (EditView), the 
selection of topics in the defined Topic Tree 
Favorites for this department is displayed.



Defining topics as department-wide Presets
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Defining topics as department-wide Presets
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2

3

4

Here you can see for which
departments this preset has
been used for.

With the filter you define when
the preset should be used.

If no filter is defined, the topic 
defined as a preset is inserted 
without condition for new creation.



User view

Defining topics as department-wide Presets
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The topics defined as Presets are inserted as soon as the 
filter condition is met. For example, they are added as 
soon as a category is selected or certain terms are 
included in the title. If no condition is defined, these 
Presets are displayed when the new creation is opened.
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Settings: 
Topic Tree

Configuration



Access to the configuration views

Setting: Topic Tree Configuration
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1

2

3



FilterView: overview of Topic Tree Favorites

Topic Tree Configuration
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The predefined filter specifies that 
only my Topic Tree Favorites and 
those of my department are displayed.

As administrator you can adjust the filter to
get an overview of Topic Tree Favorites and 
Presets of your colleagues and departments.



FilterView: overview of Topic Tree Favorites

Topic Tree Configuration
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Individual Topic Tree Favorites can
be deleted one at a time.

department-wide Topic Tree Favorites
can only be deleted by the administrator.



Create Topic Tree Favorites

Topic Tree Configuration
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1

2

3

You can define single topics
as Topic Tree Favorite.

You can define a topic, incl. its
subtopics as Topic Tree Favorite.



You can create, edit and delete Topic Tree
Favorites for

▪ yourself

▪ other contacts

▪ departments

You can create, edit and delete individual Topic 
Tree Favorites.

As specialist administrator

As user

Topic Tree Configuration
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Preview of Topic Tree Favorites

Topic Tree Configuration
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Up to max. 20 topics can be set as
individual Topic Tree Favorite.

Here it shows how many topics
have already been defined as
Topic Tree Favorite.

Here it shows how many topics can
still be defined as Topic Tree Favorite.



FilterView: overview of Topic Tree Presets

Topic Tree Configuration
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It‘s specified in the predefined filter that only
my Topic Tree Presets and the one of my
department are displayed.

As administrator, you can adjust the filter to
get an overview of the Topic Tree Favorites
and Presets of colleagues or departments.



FilterView: overview of Topic Tree Presets

Topic Tree Configuration
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Individual Topic Tree Presets 
can be deleted one at a time. 

departmentwide Topic Tree Presets can
only be deleted by the specialist administrator.



Create a Topic Tree Preset

Topic Tree Configuration
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1

2

3

With this filter you define when the Presets should be
used. E.g., define the topics as Presets, which you can
always capture as activity in the category „Visit“. If
you don‘t add a filter, the preset would always be
added as topic during the new creation process.



You can create, edit or delete Topic Tree
Presets for

▪ yourself

▪ other contacts

▪ departments

You can create, edit or delete individual Topic 
Tree Presets.

As specialist administrator

As user

Topic Tree Configuration
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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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