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Screenshots

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

Resources: 8

Type % Object # Address % =
. Contact Frau Lisa Sommer I{onrad-Zuse-Strafte 4 - DE 84144 Geisenhausen Tor 1
. Contact Frau Melanie Hueber
. Contact Frau Birgit Leicht
. Contact Herr Harold Smith
. Contact Herr Jan Frohberg
. Contact Frau Isatou Jammeh
@ Contact Herr Peter Pfiffig
. Contact Frau Susanne Lustig

In the "Resource" Context, you can enter all resources that are to be available for
resource planning. These can be employees, as in the example, but also company
vehicles, tools, etc. Active resources are indicated by the green circle, inactive

resources by the red circle.




Resource A roito

Add resource

> i
| I 25 Filter Active [ ¢
Resources: 8 Type* Contact A
Type % Object % Address % = Persone v
. Contact Frau Lisa Sommer Konrad-Zuse-Strale 4 - DE 84144 Geisenhausen Tor 1 )
Address source v
. Contact Frau Melanie Hueber =
Address Address
@ Contact Frau Birgit Leicht -
@ Contact Herr Harold Smith - Monday
. Contact Herr Jan Frohberg - < 08:00 v 17:00 v
o
. Contact Frau Isatou Jammeh = %
Q
9 Tuesda
@ Contact Herr Peter Pfiffig - & J
X 08:00 v 17:00 v
. Contact Frau Susanne Lustig -
Wednesday
08:00 v 17:00 v
Thursday o
Required value is missing
& Cancel




Resource A roito

Add resource

« Active
v Inactive resources cannot be selected for operations and
v appointments, and they are not displayed in resource

Address source Address source ~

planning. In addition, you cannot create new attributes
and timetracking entries for inactive resources.

Address Address

Monday

¢ ww v oww Type
q Select what type of resource it is, e.g. employees (contact),
w0 v ome company vehicle.
e . Person
Depending on the selected resource type, the field name is
o adjusted here and the associated objects are available, e.g.
© cance the contacts, vehicles stored in the CRM.

Which resource types are available for
selection must be defined via customizing.




Resource A roito

Add resource

Address source

v Here you can choose whether to display the address of

 person v the logged-in user, the resource or the resource's

y company.

o = Address

Monday The address that you have selected under "Address

¢ e v y source" is displayed here, provided that an address is
stored with the address source. This address is used as the
g Tuessry start and end address during route planning.

08:00 v 17:00 v

Working times

Define the periods during which a resource can be
booked. For example, for employees, enter the regular
working times of the employee.

Wednesday

08:00 v 17:00 v

The ,,Working times from/to"
can be preset via parameters in

the project.

I A



Resource A roito

Change address

<
>
I Q Change address I £5 Filter 1

-]
Affected rows
Resources: 8
Address source* | Address source v
Type % Object % Address % =
Address Resource
@ Contact Frau Lisa Sommer Konrad-Zuse-StrafRie 4 - DE 84144 Geisenhausen Tor 1

Organisation of the resource
Contact Frau Melanie Hueber

Person
Contact Frau Birgit Leicht

Contact

®
L
L
CRS You can adjust the address sources of the resources
J
@
e

Rl Using the series action ,,Change address”. ‘

Contact

Contact Frau Susanne Lustig

The address of X
your resource
dataset has

The users for whom the start/end address was A s
updated will receive a notification about it. Admin changed the

address of your...

52/07 /074 0046
23/02/2024, 0916

A



Resource A ~piTro
Change address

If the address source change cannot be performed, you will get a message for what
reasons the change failed:

= Company has no standard address
= User has no default address

= User has no company




Resource A roito

Delete resource

You can delete a resource only if there is no
entry for the resource in resource planning yet.

25 Filter

Resources: 8

Type % Object % Address # =

I . Contact Frau Lisa Sommer Konrad-Zuse-Straiie 4 - DE 84144 Geisenhausen Tor 1

. Contact Frau Melanie Hueber

. Contact Frau Birgit Leicht

. Contact Herr Harold Smith

. Contact Herr Jan Frohberg

. Contact Frau Isatou Jammeh

@ Contact Herr Peter Pfiffig

@ Contact

Inactive resources are marked by a red
circle. Active resources have a green
circle.




Resource

Adjust Working times

‘\ ADITO

' Working times

Timetracking entries Logs

Day Monday

08:00

Frau Lisa Sommer @

L

Contact
Day +
Details - IMonday
Active Y
e & Tuesday
Address source Organisation
Address Konrad-Zuse-StraBie 4 - DE Wednesday
84144 Geisenhausen Tor 1 Thursday
>
Friday
Advanced
Yes Saturday
.. Proficent Sunday
Working times
Monday 08:00, 17:00
Tuesday 08:00, 17:00
Working times
Wednesday 08:00, 17:00
Monday
Thursday 08:00, 17:00
Friday 08:00, 17:00 oo voore
Saturday
Tuesday
Sunday
08:00

Wednesday

08:00

Begintime = Endtime +
08:00 17:00
08:00 17-:00
08:00 17:00
08:00 17:00
08:00 17:00

Use the editing view in the preview if
you want to adjust the working times [
at several days of the week.

»
»

Begintime

17:00

Endtime
Working times: 7

You can adjust the working times for
individual days in the “Working times" tab.

Working tir

A



Resource A roito

Add attributes

. < Working times Attributes Timetracking entries Logs Attribute * v
» Value Value
Ll
Frau Lisa Sommer @ | I
Contact
Attributes: 3
Attribute % Value % =

Detalls - Customer Service experience Advanced

Active ves drivers license Yes N

Address source %

Address ~ > product knowledge Advanced E

<

Attributes %

Customer Service e...  Advanced =

river Yes

product knowledge Advanced N
N Add attributes to your resources

orking times -

Monday 08:00,17:00 | f H d th H ht <

Tuesday 08:00,17:00 SO yo u Ca n a Ways I n e rlg

Wodnesday 08:00.17:00 h h d | o Required value is missing

Thursday 08:00,17:00 re S O u rce W e n S C e u I ng' @ Cancel




Resource A roito

Timetracking entries tab

. < Working times Add Attributes Timetracking entries Logs

Frau Lisa Sommer @ ® % Filter

Contact
Timetracking entries: 1
, : Date % Connection * Creator % Time % Description % =
Detalls & a e 1Dec 2023 test Frau Lisa Sommer 0:01
Active Yes
Address source Qrganisation
Address Konrad-Zuse-Strafte 4 - DE

84144 Geisenhausen Tor 1

Skills s
/ Advanced

prod kn

dr Yes

Ice

S _ Time entries recorded for the
o oo ‘ resource are displayed here.

s IN



Resource A roito

Employee reports sick

Frau Lisa Sommer @

Q Resource p
Contact 4
-
20 December 2023 atuse preplanned v
. Resource plannings

s .
k=4 report sick (
Summary

- | . 20/12/2023 i
" {} Open admin view

L Frau Lisa Sommer @ 3 . 1 20/12/2023 =
Organisation B —

-}

Details

Konrad-Zuse-Strae 4 - DE Frau Melanie Hueber @

<
© 84144 Geisenhausen Tor 1
5 . Frau Birgit Leicht @
é Advanced ’ Herr Harold Smith
Yes
Customer Service e...  Proficent
Working times
o . If you perform the "Report sick" action in the resource preview, you will
080,700 automatically jump off to resource planning. 0o
08:00, 17:00 . . .
08.00,17:00 . Click on "Edit operations" there. P
. Then click in the row of the employee who reported sick.

Sunday

A SmallEdit for resource planning opens, in which the title "Sick" is
already preset. Activate the "All day" button before saving.



Resource

Employee reports sick

Frau Lisa Sommer @

Contact

‘\ ADITO

o : Resource plannings
p o7 10 12 13 14 15 16 7 1.
k= report sick
Detalls Summary
Open admin view
Active Ye {1 o
Frau Lisa Sommer
Ad S source Organisation
< Address Konrad-Zuse-Strake 4 - DE Frau Melanie Hueber
" 84144 Geisenhausen Tor 1
3 sulls ; Frau Birgit Leicht
& product kr edge Advanced
driv Yes Herr Harold Smith
Customer Service e Proficent
Herr Jan Frohberg
Working times §F -
08:00,17:00 Frau Isatou Jammeh
08:00, 17:00

08:00, 17:00
08:00, 17:00

Sl By jumping from the resource to the resource planning, you get the button ,Clear resource

Sunday

Frau Susanne Lustig @

link" in the resource planning. As long as this button is visible, the title "Sick" is
automatically preassigned when you want to plan an operation. To remove the link, click
the button.

preplanned

2012/2023

120/12/2023
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Resource planning A ~oiro

Structure

[# Edit operations 24/05/2024 = 00:00 ® 00:00 ® < > B Day v <5 Filter
Q Filter content. Resource plannings: 7
-
24 May 2024

Resource plannings
05 06 o7 08 09 10 mn 12 13 14 15 16 7 18 19 20 n 2 23

Summary

Planned operations are displayed
in the resource planning.

Frau Lisa Sommer @

Frau Melanie Hueber @

Appointments that are stored ]
Rl in the ADITO calendar are
el Cisplayed as light blue bars.

Herr Jan Frohberg

13 Regelbesuch

The white fields show the business
hours stored for the resource. Gray

On the left you can see all fields are outside the business hours.
the resources that are

Frau Isatou Jammeh @

recorded in the system.

19



Resource planning A ~oiro

Summary

2 Edit operations 07/11/2023 m o @® 0000 @© @« » Moy v | ® | 2= Fiter
Q Fit Resource plannings: 9
7 November 2023
Resource plannings
05 06 o7 08 09 10 n 2 3 “ 15 16 7 ] 19 20 n 2 2
[ |
-
002 | Regelbesuch

Frau Lisa Sommer .

003 | Vorstellung Produkireihe.

Frau Melanie Hueber .
Frau Birgit Leicht
Herr Harold Smith @
Frau Sarah Nagel
Herr Jan Frohberg

Herr Tim Admin

The white-orange shaded bar in the Summary row
shows the intersection of scheduled operations in
the current view. If you select resources, the bar

shows only the time spans of the associated
operations.




Resource planning

Coloring for operations

‘\ ADITO

[# Edit operations 08/11/2023 &  00:00 ®©  00:00 ®© 4 >

B Day v 25 Filter

Q Filter content... Resource plannings: 9

8 November 2023
Resource plannings

05 06 07 08 09 10 n 2 13 14 15 16 7 18 1

Summary (1 Resource planning)

Frau Lisa Sommer @
Frau Melanie Hueber @ Detalls

Status

004 | Vertragsverhandiung

Frau Birgit Leicht ¢ Priority
é Begin
004 | Vertragsverhandlung ]
Herr Harold Smith @ yp End
o
O Company
Frau Sarah Nagel @ Role

Linked Appointments
Herr Jan Frohberg @

Other Links
Herr Tim Admin @
Description

Description

010 | Inventur

Frau Isatou Jammeh @

Relevant documents

The color of the operation depends
on the selected operation kind.

Frau Susanne Lustig @

% Replan operation

& a
preplanned
Normal
8 Nov 2023, 12:00
8 Nov 2023, 16:00
Waken Neuser SE @
Field Service
-
& a
§ A
Inventur der Produktregale im
Markt

oA

estimated time

A



Resource planning A ~oiro

Set view Restrict the view Choose whether to display a
to a specific time. day, a week or a whole month.

[# Edit operations 07/11/2022 ¥ 00:00 @® 0000 o© < > B Day v 25 Filter
Q Filter content Resource plannings: 9

Select which day S——

Here you can scroll forward or backward

by the day, week or month, depending
on which view is currently selected.

Resource plannings

Summary
Frau Lisa Sommer @
Frau Melanie Hueber @
003 | Vorstellung Produktreihe

Frau Birgit Leicht @

Herr Harold Smith @

Frau Sarah Nagel @

Herr Jan Frohberg @

Herr Tim Admin @

Frau Isatou Jammeh @,

003 | Vorstellung Produktreihe
Frau Susanne Lustig @

B &



Resource planning A ~oiro

Filter

[# Edit operations 07,1/2023 00:00 @® 0000 @ @4 »  BiDay v 5 Filter Grouping reset X%
Q Filter content.. Resource plannings: 9 Group by e
7 November 2023 Condition reset
Fesource plannings 3 04 05 06 07 08 09 10 n 2 3 4 15 16 1 Join conditions by EN o
Summary New filter condition ¥ -

002 | Regelbesuch Property ~ Operatol v

drivers license

014 | Regelbesuch it knowledge
negotiation ability
003 | Vorstellung Produktreihe

Frau Lisa Sommer @

Frau Melanie Hueber @

- Filter
s

=

Frau Birgit Leicht @ product knowledge

Resource

Type
]

w
»

Herr Harold Smith @

o
e
2

Frau Sarah Nagel @

Herr Jan Frohberg @

You can filter by resource type (e.g. Contact),
by resource (e.g. Lisa Sommer) itself or by the
Frau Susanne Lustig @ S propertles Of the reSOU rceS.




Resource planning A ~oiro

Edit mode

Activate the edit mode by clicking on the "Edit operations" button |
R to be able to move or schedule operations. The blue border
Resource plannings around the button indicates that the edit mode is active. o
Summary

Frau Lisa Sommer @

Frau Melanie Hueber @

Frau Birgit Leicht @

Herr Harold Smith

Frou Sorancel = The scheduled operations are displayed with a dashed
border and can be moved with the mouse. If you move an

Herr Jan Frohberg @

operation to which several resources are assigned, then
the operation is also moved for all other resources.
o o e = Records for which you are not authorized are not outlined.

Herr Tim Admin @

With the help of permissions, it is
possible to control who is allowed

to process which operation.

R A



Resource planning A ~oiro

Edit mode - Assign operation

I insert operation « I

ormzons B oon o wo © 4 > Bowv [=] B ana “emice operation v
Q Resource plannings: 9 I e '—"l Title « 1 Title
Resource plannings 7 November 2023 et N Description Description
Summary I B = = - ” M m . . - . - * ' . P - Status * preplanned v
m: Lisa Sommer @ 02 Regebesch - o Ailga
om0 = Begin * 077172023 =
Frau Melanie Hueber 04| Regelbesuch oo © . 1000 ®
Herr Harold Smith 1 Tzl 12:00 ®
3 Priority * Low v
You can schedule a resource for an operation in edit mode Role v
by marking a time window at a resource with the mouse.
This opens a SmallEdit in which you can select the operation If the desired operation has
for which the resource is to be scheduled. If you want to link not yet been created, you

the operation to several resources, then select the resources cair dlo i His i the S lisaki.

before you select the time window for a resource.



Resource planning A ~oiro

Edit Mode - Assign operation/Create new operation

07/M/2023 m o0 @® 0000 @® @« > M Day v \Z] 5 Filter

. Rl Give the opera-
o S, iON a title.

If you activate the “All day” button, the times

Summery Status * preplanned v

disappear for “Begin” and “End”, as you do not need
them for all-day operations (one or more days). oo Sl Dcfine the start and

< 10:00 .

sttt end of the operation.
) € End- 07/1/2023

&

Herr Harold Smith 1§ il 12:00
d =

9 Priorit Low

Frau Sarah Nagel @ &
Company ® | Company .

The role you assign to

Frau Lisa Sommer

Frau Melanie Huel

the contact here affects

Herr Tim Admin @

which operation tasks

are displayed in the
operation.

© Cancel

Frau Isatou Jammeh @

Frau Susanne Lustig

B A



Resource planning A ~oiro

Add resources via operation preview

07/1/2023 ® 0000 © 0000 @® 4 » M Day v 5 Filter @ X

Q Filter content... Resource plannings: 9

Vorstellung Produktreihe

7 November 2023 service operation

Resource plannings
2] 04 05 06 o7 08 09 10 n 12 12 14 15 16 T 003

FrauLisa Sommer End 7 Nov 2023, 16:00
Company Skyscraper Bau GmbH @
Frau Melanie Hueber @
Linked Appointments -

003 | Vorstellung Produktreihe

Frau Birgit Leicht @ < Other Links & o~
5
Herr Harold Smith @ g Description £ -
© Relevant documents -
Frau Sarah Nagel @
Resources

Herr Jan Frohberg @ + Frau Susanne Lustig

Frau Birgit Leicht

Operation Tasks

Herr Tim Admin @

You can also link additional resources

Frau Isatou Jammeh @

in the preview of the operation.

Frau Susanne Lustig @

booked Time estimated time
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Operation Recommendation A ~piTro

What do you use Operation Recommendations for?

= The Operation Recommendation is not yet a fixed date in the calendar, but is
used for scheduling purposes.

= QOperation Recommendations can be created manually or automatically.

= You use automatically created Operation Recommendations if you have fixed
supervisors for certain districts for which Operation Recommendation are to be
created with regular intervals.

= You use manually created Operation Recommendations if you want to create
Operation Recommendations for a company outside a defined district.

B A



Operation Recommendation A ~piTro

Create Operation Recommendation manually

Company where the
I:I £ Serial Actions v ® | Srier = Company * Operatlon ta keS pla ce.

Operation Recommendations: 14 Contact
Company + conact ¢ ovesn s+ waames moa| - In which role is the responsible person
Bohrmarkt GmbH 14Feb 2024, 09:00 14 Feb 2024,70:00 1 e on the road, eg SerVice teChnlClan
@ Grobbe-Werk GmbH 22 Feb 2024, 08:26 22 Feb 2024, 09:26 2
Priority * medium d
Kran und Kollegen KG 22Feb2024,13:30 22 Feb 2024, 14:30 2 At Wh at frequency Shou | the
Operation frequency Yearly © [Ep
@ Skyscraper Bau GmbH 14 Mar 2024, 08:00 14 Mar 2024, 10:00 1 . ’ reSpOﬂSlble person VISIt the Compa ny.
<
Transatlantik Logistics GmbH  Herr Andreas Morgenstern 18 Sept 2023, 15:00 18 Sept 2023, 19:00 1 c Date start * 23/02/2024
(¥ Skyscraper Bau GmbH 225ept 2023, 14:00 22 Sept 2023,19:00 2 ; 10:35 Sta rt date and t|me: Sta rt Of the 1 St Operat|on
1] 0 1
@ Rixner und Rupp SE Herr Tasuku Akiyama 40ct 2023,10:00 4 Oct 2023,16:00 3 g End 23/02/2024 End date a nd tl me: End Of 1 St Operatlon
<]
@ Hochbau Berger 1Mar 2024,10:00  1Mar 2024, 1:00 1 ai: 1:35
(® Firmengruppe Matthias Bogen Herr Markus Altinger 18 Sept 2023, T:00 18 Sept 2023, 17:00 T % Info Info Ba SEd On the Sta rt date and the Ope ratlon
® Bucher Unternehmensgruppe 12 Feb 2024, 09:00 12 Feb 2024, 10:00 1 & .
) Frequency, all further Operation Recommen-
Skyscraper Bau GmbH 13 Feb 2024,13:00 13 Feb 2024, 14:00 1 .
dations are calculated.
@ Winter AG Herr Luccas Stotter 18 Sept 2023,13:00 18 Sept 2023, 18:00 1
@ Ertl GmbH 26 Sept 2023, 17:00 26 Sept 2023, 18:00 2
@ Industrial Steel AG Herr Markus Altinger 16 Oct 2023,16:00 16 Oct 2023, 19:00 1

@

Required value is missing

© Cancel

N A




Excursion into the district definition A ~piTo

Create Operation Recommendation automatically

Assign one or
Action: Assign more responsible Action: Assign
g" companies persons to the supervisors
' area.

Define an area using filters,
e.g. ,Postcode starts with

Companies are
assigned to the district
based on the filter.

Each company in the
area gets a supervisor
record for each
responsible person.

One Operation
Recommendation is created for
each supervisor record.

Set start date in supervisor Action: Assign
record supervisors




Operation Recommendation A ~piTro

Predefined filters

= Serial Actions Vv 25 Filter = Grouping reset X

Operation Recommendations: 2 Group by v
Company % Contact % Date start # End date ¥ Next operation + Followup1 % Followup2 % Last operation ¥ Operatior = e
Condition reset
@ Grobbe-Werk GmbH 22 Feb 2024, 08:26 22 Feb 2024, 09:26 22 Feb 2024 22Feb 2025 22 Feb 2026 Yearly Join conditions by:
Transatlantik Logistics GmbH Herr Andreas Morgenstern 18 Sept 2023, 15:00 18 Sept 2023, 19:00 19 Mar 2024 19 Apr2024 19 May 2024 1822024 Monthly I Extended filter conditions available I

[ Open extended filter conditions

' ' . . ' é Sa\fefi ﬁltersU”" m.
In the Filterview there are three predefined filters in the standard:
n one Add filter condition Add group
"Next operation less than ...", so that only the Operation | , : :
i . Next operation less than “Mar 22, 2024 X I
Recommendations of the next four weeks are displayed.
"ReSpOHSib|e iS empty" tO See the Operat|on Recommen' E all m Add filter condition Add group

dations for which no responsible has been stored yet.

Responsible is empty

"Responsible equal "Username" to display the Operation Responsible equal “Herr Tim Admirt
Recommendations for which one is responsible.




Operation Recommendation A ~piTro

Structure of the filter view

Frequency, how often

the company should be
Operation Follow-up appointments based visited by the person Priority given to
Serial Actions period on Operation Frequency. responsible in this role. the operation.

Operation Recommt

Company = Contact + Date start + End date + Next operation %+ Followup1 % Followup2 % Lastoperation + Operation frequency * Address & Responsible % Role & Pric =
Bohrmarkt GmbH 14 Feb 2024, 09:00 14 Feb 2024,10:00 14 Feb 2024 14 May 2024 14 Aug 2024 14.22024 Griinberger Strale 33 - DE 10245 Berlin Frau Sarah Nagel Field Service very high
@ Grobbe-Werk GmbH 22 Feb 2024, 08:26 22 Feb 2024,09:26 22 Feb 2024 22 Feb 2025 22 Feb 2026 Yearly Regensburger StralRe 65 - DE 85055 Ingolstadt Herr Tim Admin medium
Kran und Kollegen KG 22 Feb 2024,13:30 22 Feb 2024,14:30 22 Feb 2024 22 May 2024 22 Aug 2024 Quarterly Alter Wall 12 - DE 20457 Hamburg Herr Harold Smith Field Service very high
@ Skyscraper Bau GmbH 14 Mar 2024, 08:00 14 Mar 2024, 10:00 14 Mar 2024 14 Sept 2024 15 Mar 2025 Semiannually Rathausallee 50 - DE 22846 Norderstedt Frau Melanie Hueber critical
Transatlantik Logistics GmbH Herr Andreas Morgenstern 18 Sept 2023, 15:00 18 Sept 2023, 19:00 19 Mar 2024 19 Apr 2024 19 May 2024 18.2.2024 Monthly Fallenbrunnen 3 - DE 88045 Friedrichshafen Herr Tim Admin high
@ Skyscraper Bau GmbH 22 Sept 2023, 14:00 22 Sept 2023,19:00 21 Mar 2024 21Jun 2024 21Sept 2024 Quarterly Rathausallee 50 - DE 22846 Norderstedt Herr Christian Pabst medium
@ Rixner und Rupp SE Herr Tasuku Akiyama 4 Qct 2023, 10:00 4 0Oct 2023,16:00 3 Apr2024 30ct 2024 4 Apr 2025 Semiannually Schloffreiheit 1A - DE 19288 Ludwigslust Herr Tim Admin medium
@ Hochbau Berger 1Mar 2024, 10:00 1 Mar 2024, 11:00 1Jun 2024 1Sept 2024 1Dec 2024 Quarterly HauptstraRe 39 - DE 10827 Berlin Herr Christian Pabst ~ Field Service low
@ Firmengruppe Matthias Bogen Herr Markus Altinger 18 Sept 2023, 11:00 18 Sept 2023,17:00 17 Jun 2024 17 Sept 2024 17 Dec 2024 Quarterly Pfeilstrae 7 - DE 28217 Bremen Herr Tim Admin medium

Bucher Unternehmensgruppe 12 Feb 2024, 09:00 12 Feb 2024, 10:00

=

12 Feb 2025 12 Aug 2025 Schiffgraben 5 - DE 30159 Hannover Herr Harold Smith

Company and contact at which ] Next Operation [EEE Date on which the person responsible & Role in which the
the Operation takes p|ace, b Sept 2023, 13007 T8 DCPL 2025 ep! EERPUE haod |ast visited the company in this Karlsruhe responSIbIe person
® FErtiGmbH 265ept 2023, 700 26 Sept 2023,18:00 255ept2024 26 Sept 20| A0 [N GI [[o @O A MU AT=Ne =1 (=R (o) open is travelin

@ Industrial Steel AG Herr Markus Altinger 16 Oct 2023,16:00 16 Oct 2023,19:00 15 Oct 2024

e corresponding operation. Frau Melanie Hueber

medium




Operation Recommendation A ~piTro

Icons in the filter view

= The hand is displayed for manually created Operation Recommendations
= The clock is displayed for automatically created Operation Recommendations
X = The Xis displayed for inactive Operation Recommendations, i.e. when "Rule

active = No" at the supervisor record (in the District Definition).

®

Prio "critical" = "red" icon

Prio "very high" = "yellow" icon

Prio "high" = "yellow" icon

@ Prio "medium" = "green" icon
Prio "low" = Icon "black

R A

®



Operation Recommendation

Create responsible person as resource

B » " H B2

Skyscraper Bau GmbH @

Responsible for the operation recommendation not available as a

resource.
A
L |
Address N
Street Rathausallee 50
ZIP 22846
(_ City Norderstedt
Germany
9]
& Further information & A
i:} Contact
2 I Herr Christian Pabst @ I
§
assignment
Role
Priority medium

Operation frequency  Quarterly

If the responsible person is
not yet created as a resource,

the system informs about it.

‘\ ADITO

Skyscraper Bau GmbH @

Responsible for the operation recommendation not available as a

resource.
£ @ 1
I i Create responsible person as resource I—’

Address N

Street

7P PP Skip next operation

City {3} Open admin view

Country Germany
Further information & a

Contact

Herr Christian Pabst @

Operation Recommendation

Resource A

« The address you select
e o here will later be avail-
Perso bl S blc as the start/end
address when planning
Add the route.
Monday
0800 v o For business hours,
enter the regular
Tuescay working hours of the
08:00 v 17:00 reSponSible person'
Wednesday

medium

In this case, you will find the
action "Create responsible
person as resource" in the
+Further actions".

As soon as you execute the
action, a SmallEdit opens,
with which you can create the
responsible as a resource.



Operation Recommendation A ~piTro

Action "Create operation manually" vs. serial action "Generate operation”

Operation Recommendations include start time as well as end time.

Action "Create operation manually”

Use this action if you want to change the "Next operation" date and/or start and end
date from the Operation Recommendation for the operation.

Serial action "Generate operation”

You use this action if you want to transfer the "Next operation" date as well as the start
and end time from the Operation Recommendation for the operation unchanged.

I A



Operation Recommendation A ~piTro

Create operation manually

Further Information

If you execute the action "Create operation manually" in the preview of the
Operation Recommendation, you automatically jump off to resource planning.

. Click on "Edit operations" there.

. Then mark the operation period for the employee performing the operation.

. A SmallEdit for resource planning opens, in which the kind, title, status, start and
end date, priority, company and contact (sometimes) are already preassigned.

A



Operation Recommendation A ~piTro

Create operation manually

Address

<

Further Information

e e By jumping from the Operation Recommendation to the Resource planning, you
get the button ,Clear operation recommendation link" in the Resource planning.
As long as this button is visible, the kind, title, status, begin and end date, priority,
company and, under circumstances, contact are automatically preassigned when
you plan an operation. To remove the link, click on the button.




Operation Recommendation A ~piTro

Generate operation

TA

*

Serial Actions V. % Filter

r“:“.‘ Generate operation

Operation Recommendations: 14

PP Skip next operation

Company + a 2start End date + Next operation + Followup1 5 Followup2 % Lastoperation + Operation frequency + Address + Responsible + Role = Pric =
Bohrmarkt GmbH 14 Feb 2024, 09:00\J4 Feb 2024, 10:00 14 Feb 2024 14 May 2024 14 Aug 2024 14.22024 Griinberger StraRe 33 - DE 10245 Berlin Frau Sarah Nagel Field Service very high
Kran und Kollegen KG 22 Feb 2024,13:30 22 FeBR024,14:30 22 Feb 2024 22 May 2024 22 Aug 2024 Quarterly Alter Wall 12 - DE 20457 Hamburg Herr Harold Smith Field Service very high
Skyscraper Bau GmbH 14 Mar 2024, 08:00 14 Mar 2024, ™0 14 Mar 2024 14 Sept 2024 15 Mar 2025 Semiannually Rathausallee 50 - DE 22846 Norderstedt Frau Melanie Hueber critical
Transatlantik Logistics GmbH Herr Andreas Morgenstern 18 Sept 2023, 15:00 18 Sept 2023, 19:00 TNdar 2024 19 Apr 2024 19 May 2024 18.2.2024 Monthly Fallenbrunnen 3 - DE 88045 Friedrichshafen Herr Tim Admin high

@ Skyscraper Bau GmbH 22 Sept 2023, 14:00 22 Sept 2023,19:00 21 Mar 200N 21Jun 2024 21Sept 2024 Quarterly Rathausallee 50 - DE 22846 Norderstedt Herr Christian Pabst medium

@ Rixner und Rupp SE Herr Tasuku Akiyama 4 Oct 2023, 10:00 4 0ct 2023, 16:00 3 Apr 2024 Oct 2024 4 Apr 2025 Semiannually SchloRfreiheit 1A - DE 19288 Ludwigslust Herr Tim Admin medium

@ Grobbe-Werk GmbH 22 Feb 2024,08:26 22 Feb 2024,09:26 22 May 2024 22 AUBR024 22 Nov 2024 Quarterly Regensburger StraBie 65 - DE 85055 Ingolstadt  Herr Tim Admin medium

@ Hochbau Berger 1 Mar 2024, 10:00 1Mar 2024, 1:00 1Jun 2024 1Sept 2024 Dec 2024 Quarterly HauptstraBe 39 - DE 10827 Berlin Herr Christian Pabst ~ Field Service low

@ Firmengruppe Matthias Bogen Herr Markus Altinger 18 Sept 2023, 11:00 18 Sept 2023, 177:00 17 Jun 2024 17 Sept 2024 17 DeCOQ24 Quarterly Pfeilstrae 7 - DE 28217 Bremen Herr Tim Admin medium

@ Bucher Unternehmensgruppe 12 Feb 2024, 09:00 12 Feb 2024,10:00 12 Aug 2024 12 Feb 2025 12 Aug 2025 Sehiffarahen & - NF 20159 Hannover Herr Harold Smith Field Service low
Skyscraper Bau GmbH 13 Feb 2024,13:00 13 Feb 2024,14:00 13 Aug 2024 13 Feb 2025 13 Au Ca|CLI |ati0 n of x 846 Norderstedt Herr Harold Smith Field Service very high

Winter AG Herr Luccas Stotter 18 Sept 2023, 13:00 18 Sept 2023, 18:00 17 Sept 2024 18 Sept 2025 18 Se the o perati on 76137 Karlsruhe Herr Tim Admin medium

If you select an Operation Recommedation and 26 ept 2026 recommendation 15234 Frankturt (Oder) HerrChistan Pabt et
perform the "Generate operation” action, an oo dates

operation will be created immediately and you e s ot lcpesnon
will receive a notification from the system. recommendations were. .

)95 Hamburg Frau Melanie Hueber medium



Operation Recommendation

Generate operation/create operation manually

Company #

Company +

Contact #

Contact +

Datestart ¢

14 Feb 2024, 09:00

22 Feb 2024,13:30

18 Sept 2023, 15:00

22 Sept 2023, 14:00

4 Oct 2023, 10:00

22 Feb 2024, 08:26

1 Mar 2024, 10:00

Datestart %

14 Feb 2024, 09:00

22 Feb 2024, 13:30

22 Sept 2023, 14:00

4 Oct 2023, 10:00

1 18 Sept 2023, 15:00

22 Feb 2024, 08:26

1 Mar 2024, 10:00

Operation Recommendations: 14

End date ¢ Next operation # Followup1 % Followup2 + Last operation # Operation frequency *+ Adc = %

14 Feb 2024,10:00 14 Feb 202 14 May 2024 14 Aug 202: 4, L Grunberge

22 Feb2024,1430 22 Fe 22 May2024 22 Aug 2024 Quarterly Alter Wall
18 Sept 2023, 19: ocl 10 Mar 2024 I I 19Apr2024 19 May zcza" 182.2024 I I Monthly I Fallenbrun
22 Sept 2023, 19:00 21 W 4 21Jun 2024 m Qi erly Rathausallc
4 Oct 2023, 16:00 3 Apr 3 Oct 2024 4 Apr 20, emiannually Schiofifreit
22 Feb 2024, 09:26 22 May 2024 22 Nov 2024 el Quarterly Regensbur
1 Mar 2024, 11:00 1Jun 3024 1Sept 2024 1Dec 2024 Quarterly Hauptstralt

[3 2 Fitter

Operation Recommendations: 14

End date % Next gperation # Follow up1 % JFollowup2 + Last gperation 3 Operation frequency + Ade = +

14 Feb 2024,10:00 14 Febj2024 14 May 2024 |14 Aug 2024 Grunberge

22 Feb 2024,14:30 22 Fet§j2024 22 May 2024 P2 Aug 2024 Quarterly Alter Wall

22 Sept 2023, 19:00 21 Maf2024 21Jun 2024 1 Sept 2024 Quarterly Rathausall¢
40ct2023,16:00 3 Apr‘ ?24 30ct2024 'Apv 2025 v Semiannually Schiofreit
18 Sept 2023, '\9:0* 19 Apr 2024 I I 19 May 2024 19 Jun 2024 I| 9.3.2024 I Monthly Fallenbrun
22 Feb 2024, 09:26 22 May 2024 22 Aug 2024 22 Nov 2024 Quarterly Regensbur
1Mar 2024, 11:00  1Jun 2024 1Sept 2024 1Dec 2024 Quarterly Hauptstraft

‘\ ADITO

When you create an operation, the date
from the "Next operation" column is
copied to the "Last operation” column in
the Operation Recommendation.

The "Next operation" and follow-
up appointments are recalculated
based on the specified operation
frequency.




Operation Recommendation

Skip next operation

Operation Recommendations: 14

F@ Generate operation

Company % art 4 End date % Next operation # Followup1 ¢ Followup2 $ Lastoperation ¢ Operation frequency  Adi = &

wmarkt G 14 Feb 2024, 09:00 14 Feb 2024,10:00 14 Feb 2024 14 May 2024 14 Aug2024 14 Grunberge

ind Kolle 22Feb2024,13:30 22Feb 2024,14:30 22 Feb 2024

22 May 2024 22 Aug 2024 Quarterly Alter Wall
I ® per Bau GmbH 22 Sept 2023, 14:00 22 Sept 2023, 19:09 2un2024  21Sept 2024 Quarterly Rathausall
Gj 4 0ct 2023,10:00 4 0ct 2023,16:00 3 Apr 2024 3 2024 4 Apr 2025 Semiannually SchioBfreit
. atla t 18 Sept 2023, 15:00 18 Sept 2023, 19:00 19 Apr 2024 19 May 202 9 Jun 2024 Monthly Fallenbrun
G: bH 22 Feb 2024, 08:26 22 Feb 2024, 09:26 22 May 2024 22 Aug 2024
@ ) 1Mar 2024,10:00 1 Mar 2024, 1:00 1Jun 2024 1Sept 2024

Company # Contact ¢

Skip the ,, Next operation” with the e
associated action if you do not want to O LT

keep this appointment and do not want D e

to create an operation for it. You will receive o
a notification about the recalculation. © Fimenguve ats soen Her

Y

Date start # End date ¢

14 Feb 2024, 09:00 14 Feb 2024,10:00 14 Feb 2024

22Feb2024,13:30 22Feb2024,14:30 22 Feb 2024

40ct 2023,10:00 4 Oct 2023,16:00 3 Apr 2024

Sept 2023, 15:00 18 Sept 2023, 19:00 19 Apr 2024

& 08:26 22 Feb 2024,00:26 22 May 2024
11un 2024

17 Jun 2024

22 Sept 2023, 14:00 22 Sept 2023, 1%

12 Feb 2024, 09:00 12 Feb 2024, 10:00

12 Aug 2024

13Feb2024,13:00 13 Feb 2024,14:00 13 Aug 2024

14 Mar 2024, 08:00 14 Mar 2024,10:00 14 Sept 2024

Next operation #

Followup1 ¢

19 May 2024

22 Aug 2024

1Sept 2024

17 Sept 2024

21Sept 2024

12 Feb 2025

13 Feb 2025

15 Mar 2025

Foliowup 2 #

22 Aug 2024
4 Apr 2025
19 Jun 2024
22 Nov 2024
1Dec 2024
17 Dec 2024
21Dec 2024
12 Aug 2025
13 Aug 2025

15 Sept 2025

‘\ ADITO

Operation Recommendations: 14

Last operation ¢ Operation frequency ¢ Adi = ¢

Grinberge

Quarterly Atter Wall
Semiannually Schioffreit
Monthly Fallenbrun

Calculation of b o

the operation

recommendation
dates

The dates of 1 operation
recommendations were...

23/02/2024, 11:50



Operation Recommendation A ~piTro

Rule active

If the button "Rule active”
is ,No" for the supervisor
B Serial Actions v record in the District
Definition, then (when the
supervisor records are

Company % Contact = Date start = End date % Next operation # Followup1 5 Folk . .
reassigned) the Operation
Bohrmarkt GmbH 14 Feb 2024, 09:00 14 Feb 2024,10:00 14 Feb 2024 14 May 2024 14 A Recom men d atio n is set to
D Kran und Kollegen KG 22 Feb 2024, 13:30 22 Feb 2024, 14:30 22 Feb 2024 22 May 2024 227 | naCtlve, reCOgn 1Za b|e by the
@ Rixner und Rupp SE Herr Tasuku Akiyama 4 0Oct 2023,10:00 4 Oct 2023,16:00 3 Apr 2024 3 Oct 2024 4 Ay X icon.
Transatlantik Logistics GmbH  Herr Andreas Morgenstern 18 Sept 2023, 15:00 18 Sept 2023, 19:00 19 Apr 2024 19 May 2024 19 I
@ Grobbe-Werk GmbH 22 Feb 2024, 08:26 22 Feb 2024, 09:26 22 May 2024 22 Aug 2024 22N Th H H H
is function is used when
Hochbau Berger 1 Mar 2024, 10:00 1 Mar 2024, 11:00 1Jun 2024 1Sept 2024  1De the Su pe rV|SO r |S a bse nt fo r
(®) Firmengruppe Matthias Bogen Herr Markus Altinger 18 Sept 2023, 00 18 Sept 2023, 177:00 17 Jun 2024 175ept2024 17D some time, but is basical |y
@ Skyscraper Bau GmbH 22 Sept 2023, 14:00 22 Sept 2023,19:00 21Jun 2024 21Sept 2024 21D Stl ” responSI ble asa SU per-
visor, e.g. the supervisor is
@ Bucher Unternehmensgruppe 12 Feb 2024, 09:00 12 Feb 2024, 10:00 12 Aug 2024 12Feb 2025 12A

on parental leave.

B A



Operation Recommendation

Operation Recommendation from the company or a contact

{} ; < Activities 360 Degree Contacts
Aquire
Aquire GmbH
Cust.-No.: 3469 Q_ Filter content...

: 2

M Observe dataset
Tags a
New offer
Enter tag =

New opportunity

Communication & a iE New task
E-Mail info@aquire.de @ Write email
Phone +49 432178990
= New letter
Addresses | 4 New appointment
Office address Friedenstrale 12 b
93053 Regensburg I ¥ New Operation Recommendation : >
Germany

e New operation

Turnover a @ Add to bulk mail

Execute the action "New Operation Recommendation".

This opens a SmallEdit, which you can use to create the
Operation Reccomendation.

Operation Recommendation ~

Company * Aquire GmbH
Contact Contact
Responsible « Herr Tim Admin
Role Role

Priority ® medium

Operation frequency Yearly

Date start ¢ 23/02/2024
12:00

End date * 23/02/2024
13:00

Info Info

‘\ ADITO




Operation Recommendation A ~piTro

Operation Recommendation from the company or a contact

Select the contact you want to visit:

Company * Aquire GmbH

( \_'w = Only the contacts of the selected company will be displayed.
‘ = When entering from a contact, this contact is preset.

Responsible = Herr Tim Admin

Role You enter the priority manually here. It is not adjusted

pririty « medium automatically and must be changed manually if necessary.

A
(]
o]
@
o
o

St e e ’ For the operation frequency, select the intervals
Date sart» 2/02/2024 at which the company should be visited.
O]

12:00
For the Start Date, specify the date on which the 1st operation
oo is to take place and the time at which the operation will begin.

Info For the End Date, specify the date
and the time the 1st operation ends.

m
a

23/02/2024

Operation Recommendation

o

44 A




Operation Recommendation

General info

‘\ ADITO

You cannot delete automatically created Operation Recommendations,
0 but you can delete manually created ones.

It makes sense to always check the "Next date" in advance, as it can
automatically fall on a Sunday or holiday.




Operation




Operation

‘\ ADITO
Create operation

Select what kind of
operation it s,
e.g. service operation.

Choose langu.. v Paragraph v Alv Kv AvBA~ B I U @~ E
S x X2 g~ — = O WIZIT EvIDE = ¢ g

A H v v l v v &
You can describe the operation Brlovratem-m-B-

in more detail and, for example,

include images or links in the
description.

Link the operation to other data sets, e.g. to a
product.

Links to offers, opportunities or service tickets created under
“Other links” do not cause the operation to be displayed in
these data records in the “Operations/tasks” tab.

Select at which company the operation

should take place and, if necessary, the
contact who will be your contact person.

Assign a role to the operation, e.g. service
technician. This assignment will later

influence the displayed operation tasks.




Operation A ~rpmo

Filter view

25 Filter ol Grouping reset %

Operations: 16

Number % Title % Kind % Begin ¢ End = Priority % Status ®#  Organisation % Contact % amount of tasks ¢ Role & = Group by ~

¥ 2023 -CW 46 (12) Condition reset
001 Inventur service operation 14 Nov 2023,12:00 14 Nov 2023,14:00 Low preplanned Bohrmarkt GmbH Frau Maria Vogel 5 Field Service Join conditions by. m o
002 Regelbesuch service operation 15 Nov 2023, 08:00 15 Nov 2023,12:00 Low planned Ertl GmbH 0 Account Manager Kind equal "service operation” X hd
003 Vorstellung Produktreihe service operation 15 Nov 2023, 11:00 15 Nov 2023, 16:00 Low preplanned Skyscraper Bau GmbH 0 Begin greater than "15 Oct 2023" X -
004 Vertragsverhandlung service operation 16 Nov 2023, 07:00 16 Nov 2023,16:00 Low planned Skyscraper Bau GmbH 0 Begin v greater than v
007 Inspektion Kassensystem service operation 17 Nov 2023, 07:00 17 Nov 2023, 10:00 Low preplanned Bohrmarkt GmbH 7 15/10/2023

008 Inspektion Lasermesser  service operation 17 Nov 2023, 15:00 17 Nov 2023,16:00 Low preplanned Skyscraper Bau GmbH 0 + Add filter condition

010 Inventur service operation 16 Nov 2023,12:00 16 Nov 2023,16:00 Normal  preplanned Waken Neuser SE 0 7 Open extended filter conditions

03 Regelbesuch service operation 17 Nov 2023, 11:00 17 Nov 2023,14:00 Normal  preplanned Bohrmarkt Gr Manager Saved filters -

04 Regelbesuch service operation 15 Nov 2023, 08:00

015 Inventur service operation 14 Nov 2023, 08:00 Group by "Calenda r Week" and Sto re the st filters -
o7 Inspektion Scanner service operation 17 Nov 2023, 11:00 Cond Itlon "Begln greater tha n yesterdayll to get ::::::::2 :zz::zz::tz: >15 Oct 2023
o8 Handscanner tauschen  service operation 17 Nov 2023, 15:00 th e o pe rati O n S C | ea rly d iS p |aye d . service operation, >15 Oct 2023

» 2023-CW 47 (2)
» 2024-CW33 (1)

» 2024 -CW 41 (1)

48




Operation A ~rpmo

Serial action - Open Route

3. Execute the action o e @ Grouping exet X
,Open Route”. e | S

Number = Title & Kind % Begin End % Priority % Status Organisation % Contact amount of tasks + F = Group by h
v 2023-CW4s (3) Condition reset

¥ 17 Nov 2023 (3) Join conditions by El o
007 Inspektion Kassensystem service operation 17 Nov 2023, 07:00 17 Nov 2023,10:00 Low preplanned Bohrmarkt GmbH 7 Kind equal "service operation” X v
017 Inspektion Scanner service operation 17 Now 2023, 11:00 17 Nov 2023, 14:00 Low planned Aquire GmbH Frau Lisa Huber 0 Begin greater than "15 Oct 2023" X -
018 Handscanner tauschen service operation 17 Nov 2023, 15:00 17 Nov 2023, 16:00 Low preplanned Emil Brandstatter AG (1] . Resource equal "Herr Jan Frohberg” X -

1 9
Resource v equal ~
2. Select the operations for which i V

+ Add filter condition

you want to display the route.

1. Additionally, group by “Begin" and filter

by a resource if you want to display the
You can select a maximum of 100 operations daily route for a specific resource.

for the "Open Route" action.

B A




Operation A ~rpmo

Serial action - Open Route

An overlay opens in which the logged-in
Resource * Contact | Herr Tim Admin | LiebigstraRe 3 - DE 84051 Essenbach - user is selected as a resource and the

resources stored for the selected

Contact | Frau Isatou Jammeh | -

operations are displayed for selection. The
Contact | Herr Jan Frohberg | - selection determines which start and end

_ _ address is to be used for route planning.
Contact | Herr Tim Admin | Liebigstrafe 3 - DE 84051 Essenbach

Resource ¢ Contact | Frau Isatou Jammeh | - v

No address stored for selected resource.

If no address is stored at the
selected resource, you cannot
open the route planning.




Operation

Serial action - Open Route

a 8 f &£ X | [ @ Tankstellen
3has 2Tage  15H | T
"

B! Ladestationen fiir E-...

s NUIMDENg )

b,

e Nabburg

@ Mogliche Aktivitaten | @ Hotels , Q Mehr

Weldmanchen:

Fd U~

Schwabach Sehwandort a2\
o O | Liebigstrae 3, 84051 Essenbach Ansosch oy S o e ) 1
der Oberpfalz 0 »
. Hertieden Sy ey . L
O | InnstraBe 11, 93059 Regensburg | " Burglengenfeid -\ 1 oo gl o
O : s s BaoKoing e
- O | FriedenstraRe 128, 93053 Regensburg Gunzenhauser Regenstauf ¢ Elsenste|n
B a o Viechtach < godenmais 11
el .
O | Sendlinger Str. 3/3, 80331 Minchen VieiBenburg Sl do
i Bayeih Friedenstralie 12807 St Engior Zwiese|
S i Rege
Oettingen 5 & Tretéhtingen = o
jebigeta. ® | LiebigstraBe 3, 84051 Essenbach o B Tretchtlings i ' o
ha & a5 Bogen
2 Eichstatt & - "
siseziel hinz i Wemding Straubing
. @  Reiseziel hinzufige Bingen X %
& Gaimersheim
x Ingolstadt
Optionen Wallersdorf
Y EETS
2] Lt
a Wegbeschreibung an mein Smartphone Dingolfing ¥
ach
senden o« fnan
& FaseVrided Frontenhausen
& lberBiSn 3h 45 min =
3 h 45 min of 276 km B Vilsblourg 38
276 o O Cesthoten
Details Adosbu
s
Was gibt es rund um: LiebigstraBe 37 K [Crugsteng Dachau - Galhing pfe
b bei Mfinchen
Olehing Lo} o
Schwabminchen Furstenfeldbruck 108 & Acchnem X
Sendlinger Strate 3/36 5
o 1 Mattighafen

Landsberg &%
am Lech

Nilien: Kartendaten ©

Penzherg

Usferhaching Ebersoerg

StraBiwalchien

1 ¥

e “\n @
Jenhel Prien'am’ Traunstein. ¥, Eugendorf ‘o
RosenneimsF gemsze FrellasBing + 5

7
o Salzburg BB | —
" o o
Bad Tolz Ruhpolding

o

Google Bagd
Tegemsee et 368 Reichedtall A%, v
2023 GeoBasis DE/BKD (62009 Coodle  Deutschiond  Bedaungen  Datienschutz - Feedback 21 Procukd(en) asoen 20k A
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The serial action "Open Route"
opens Google Maps. There, the
route is built according to the
following logic:

= The address of the logged-in
user is taken as the start and
end address.

= The route is displayed in the
order of the operations, i.e.
the assignment with the
earliest time at "Start" is
approached first, then the
assignment with the next
time, and so on.




Operation \ ADITO

Status

Operations: 15

Number # Title % Kind # Begin % End % Dynamic times % Priority f¢ Status # [ompany % Contact # amount of tasks # Role % =
© oo Inventur service operation Sep 10, 2024, 1:00PM  Sep 10, 2024, 3:00PM  No low preplanned Bohrmarkt GmbH Frau Maria Vogel 4 Field Service
v~ 002 Regelbesuch service operation Sep 11, 2024, 9:00AM  Sep 11, 2024, 1:00PM No low carried out [frtl GmbH 0 Account Manage
@ o003 Vorstellung Produktreihe  service operation Sep 11, 2024, 12:00PM  Sep 11, 2024, 5:00PM  No low preplanned pkyscraper Bau GmbH 0
. 004 Vertragsverhandlung service operation Sep 12, 2024, 8:00AM Sep 12, 2024, 5:00PM  No low planned kyscraper Bau GmbH 0
O 005 Regelbesuch service operation No low to plan [5lob Group 0 Account Manage
@ 006 Reparatur Industriedrucker service operation Aug 10, 2025, 2:00PM  Aug 10, 2025, 6:00PM  No low planned kyscraper Bau GmbH 6 Field Service
O 007 Inspektion Kassensystem  service operation Sep 13, 2024, 8:00AM Sep 13, 2024, 1:00PM  No low preplanned Pohrmarkt GmbH 7
O 008 Inspektion Lasermesser service operation Sep 13, 2024, 2:00PM  Sep 13, 2024, 6:30PM  No low raper Bau GmbH )
009 Regelbesuch service operation Sep 17, 2024, 8:00 AM % Account Manage
y 9 " n A 8 :
B T An operation can only have the status "to plan" if there is no link to T
on Regelbesuch a resource yet. As soon as an operation is linked to a resource, it Account Manigs
. n non " g n
el can only have the status "preplanned”, "planned" or ,carried out". Account Manageg
013 Regelbesuch arvice oparato ep 13, 2024, 12700 PV cp 1%, 2028, TUO PN NO a n

9] 0 D Y Account Manage
@ o4 Regelbesuch service operation Sep 11, 2024, 9:00AM  Sep 11, 2024, 12:00PM  No low ran und Kollegen KG 0 Account Manage




Operation
Icons Priority
None Low Normal High
O O O
n
S
s | @ O ©
dd
w
® o ®
Carried out v v v

‘\ ADITO




Operation A ~rpmo

— ~ 10
— M oA Q& @ Fx
-
Vorstellung Produktreihe
service operation
003
Number s Title = Kind = Begin ¥ End = Dynamic times % Priority ¥ Status = ’
@ 001 Inventur service operation Sep 10, 2024, 1:.00PM  Sep 10, 2024, 3:00PM  No low preplannec = ¢ L
X Replan operation
v 002 Regelbesuch service operation Sep 11, 2024, :00AM  Sep 11, 2024, 1:00 PM low E Rep " I
@ 003 Vorstellung Produktreihe  service operation |Sep 11, 2024, 12:00PM  Sep 11, 2024, 5:00PM preplannec
. 004 Vertragsverhandlung service operation Sep 12, 2024, 8:00AM Sep 12, 2024, 5:00PM  No low planned O §x
O 005 Regelbesuch service operation low to plan
Regelbesuch
. 006 Reparatur Industriedrucker service operation Aug 10, 2025, 2:00PM  Aug 10, 2025, 6:00PM  No low planned . .
service operation
@ Inspektion Kassensystem  service operation Sep 13, 2024, 8:00AM  Sep 13, 2024, 1:00PM preplannec 005

For operations where the begin and end have not yet been defined, you R Plan operation
will find the ,Plan operation" button in the preview.

If data is already available, you will find the button "Replan operation".

A



Operation A ~rpmo

Plan operation

: 4 Clear operation link 26/02/2024 = 0000 © 0000 ® « > B Day v : 2= Filter
a Res g5:10 . Regelbesuch v
replanned v

26 February 2024 n Pref

Resource plannings

26/02/2024

Summary . -
1 13:00
Frau Lisa Sommer @ @
. 26/02/2024 -
W Plan operation Frau Susanne Lustig 3
& P 16:00 ®

Frau Melanie Hueber <

Frau Birgit Leicht

Herr Harold Smith

If you execute the action "Plan operation", you will automatically jump
to resource planning.
Click on "Edit operations".

Then click in the row of the employee who is to perform the operation.
A SmallEdit for resource planning opens, in which the operation from
which you jumped off is already preassigned.




Operation

Plan operation

‘\ ADITO

nsert operation sert operation
Operation * Regelbesuch v Operation * Regelbesuch 4
Status preplanned v Status preplanned hd
>
All day All day : [ ¢
Begin * 26/02/2024 = Begin * 26/02/2024 =2
B o End » 1 26/02/2024 -
End * 26/02/2024 =
16:00 ®

Resource planning ~

For technical reasons, operations can only
be scheduled until 23:45 (11:45 p.m.).

Resource planning

If you activate the "All day" button, then the
time is hidden in the ,Begin" and "End" fields.

In order to be able to plan operations lasting
several days, the "End" field remains visible.




Operation

Plan operation

»
) - - >
nsert operation | I nsert operation | ( I

Operation * Regelbesuch ~ Kind * service operation
Status preplanned v Title = | Title
All day Description Description
Begin * 26/02/2024 = Status ® preplanned
13:00 © Al day a
End * 26/02/2024 = Begin * 26/02/2024 o]
16:00 ® End » I 26/02/2024 =
< < Priority * Low v
= g
§ % Company * | Company v
3 a
=% o -
! U Contact Contact v
v =
2 2
f Cﬂé Role Role v
o

|
N
L
”

‘\ ADITO

Activate the ,insert operation” button if you
want to plan an new operation instead of the

originally selected one. This will show you all
the fields you need to create an new operation.




Operation

Replan operation

‘\ ADITO

X Replan operation Frau Melanie Hueber @

3 Vorstellung Produtreihe
Frau Birgit Leicht @ 3

Herr Harold Smith @

1. When you perform the ,Replan operation” action, you automatically jump off to Resource
planning. It shows the day when the operation starts from which you jumped off.

2. Click on "Edit operations".

3. Now you can move the operation with the mouse or drag it bigger or smaller. The operation
from which you have jumped is displayed in the same color as always, the other operations are

displayed in a slightly paler color so that you can see which operation you have jumped from.




Operation A ~piTro

Plan/Replan Operation

Clear operation link 0320; = 0000 (® 0000 (@© 4 »  HEDay v E <5 Filter

Q Resource plannings: 10 *ﬂ Vorsteliung Produktreihe  + I
eplanned v
11 March 2024 prepanned
Resource planniny
n ] 1 u 15 16 7 ] ®
1/03/2024 "
Frau Lisa Sommer 10:00
§ Frau Li mer @
X Plan operation t
1/03/2024
Frau Susanne Lustig @ R
X Replan operation 12:00 0]
<

Frau Melanie Hueber @
Frau Birgit Leicht
Herr Harold Smith @

Frau Sarah Nagel @

By jumping from the operation to the resource planning, you get the button
.Clear operation link" in the resource planning. As long as this button is visible,
the operation from which you jumped off will be automatically preassigned in

the SmallEdit, provided that you schedule the operation at another resource.
To break the link, click the button.




Operation A ~rpmo

Further actions - Open route

. f Regenstauf V.
N o = . { . } Narr’ HHH
§ < Tasks  Timetracking entries ~ Resourd = = 8 ‘ﬁ do X W) Gas ,, B EVcharging | (@ Thingstodo || M Hotels | Q More pa-[ggns‘m
1hras 1day  7hr b = = = / : 4 =
— - N Laaber\ enzenbach Retteribach
iebi | Hemau a9
Inventur e e e s [ LiebigstraBe 3, 84051 Essenbach ‘ A e
service operation g \
001 [ insf ‘ InnstraBe 11, 93059 Regensburg ‘
Y L ) Painten -
- 4 | Neutraubling

& S l LiebigstraRe 3, 84051 Essenbach ‘ Riedenburg Qberteatibling N |
: 1 . L J | Kirchroth Steinach|

@ Open Route Subject % - i

ssing
X Replan operation - & zy |
% New gppointment Anfahrt Add destination Kelheim Parkstetten
| = 2.7 |
Detalls r X edit oferation Report innstein { ] @ h

o y Sortimentserfassung ) Ve V4 \Stratbing \
otatus planned R Replaff operation Options & ds.ag‘ 20 | N Z’."
Priority Low Neubestiickung S g o Attetho

i Deletdplannings \ s g e A

me No Rilckfahrt “ o L Abensberg )
{} Open jdmin view -z Send directions to your phone « orring 7 Salching
g 14 Nov 2023, 12:00 Innstrafte X &
1 ! ) 1
End 4 Nov 2023, 14:00 . X 3 [Mallersdorf-Pfaffenberg Leibifing
v 8 £ viaBi5n 1hr44min & Y
1 hr 44 min without traffic 130km [ g 7
« Liebigstraty fickevem Mengkofen
3 Details J .
Aiglsbach””

Resource ¢ Contact | Herr Tim Admin | LiebigstraBe 3 - DE 84051 Essenbach v

With the "Open Route" action, you open an overlay in which the logged-in
user is selected as a resource and the resources stored for the selected
operation are displayed for selection. The selection determines which start
and end address is to be used for route planning. Confirm the selection
with the "Open Route" action in the overlay to display the route planning in
Google Maps.

Open Route

A



Operation

Preview - Further actions

Detalls
Status
Priority
Begin

End

Company

Vorstellung Produktreihe

service operation

003

X Replan operation

preplanned

Low

7 Nov 2023, 11:00
7 Nov 2023, 16:00

Skyscraper Bau GmbH @

‘\ ADITO

The action "New appointment" is only active,

F < Tasks Timetrg

Assigned operatio

¢ Open Route et

B New appointment

X Replan operation

when the operation time (begin and end) is planned and
no appointment has been created yet for the operation.

i Delete plannings

Operation visit || Skyscraper Bau GmbH

07/M/2023

m:00

07M/2023

Subject, begin and end are copied from the

{} Open admin view

Vorstellung Produktreih

service operation

X Replan operation

Details

LINKED APPOINTMENTS

operation to the appointment. Contacts that
are linked as a resource in the operation are
transferred to the "Participants" tab.

: The appointment is stored as a link

in the preview of the operation.

A



Operation

Preview - Further actions

Detalls
Status
Priority
Begin

End

Company

Vorstellung Produktreihe

service operation

003

X Replan operation

preplanned

Low

7 Nov 2023, 11:00
7 Nov 2023, 16:00

Skyscraper Bau GmbH @

< Tasks Timetrac

Assigned operatio

@ OpenRoute

H4 New appointment 100

X Replan operation
i Delete plannings

{} Open admin view

act

‘\ ADITO

Appointment Participants Connections

Operation visit || Skyscraper Bau GmbH

07/M/2023

" e

07M/2023

16:00

The appointment is used to display the operation in the
calendar and to have the option of displaying it via Exchange
in the calendar used daily, such as Outlook. If you change the
begin and end dates in the appointment, the operation is
moved to the date and time specified in the appointment.




Operation A ~rpmo

Preview - Further actions

’ § < Tasks ?  Timetracking entries : B
- . =
ourc

hoose .  Alv A~
Inventur Assigned operatlon tasks o Al~ A~ a-B~- B I U
service operation S x, x* @~ — = & ® DD =viD = 33
+
- BEvaovEe it «@-@v8 <
P
Q Open Route s

¥ New appointment

Detalls 3 K Create operation repgrt

carried out T Replan operation

Low

You can only execute the "Create operation report"
action if the operation is today or is in the past and
if the status of the operation is “planned" or
“carried out". This sets the status of the operation
to ,carried out" (if it was "planned") and opens the

activity creation view. In the activity, various fields
such as "Subject", "Date" and "Category" are
already pre-filled.




Operation A ~rpmo

Preview - Further actions If you do not want to use the standard template, you can select
a different template. Templates of the type "Text modular" and

with the classification “Operation report" are displayed here.

s § < Tasks 7  Timetracking entries

Chooselangu.. v Farsgraph ~
Inventur Assigned operation tasks "

service operation

In the description field, a standard template is inserted in which
the signatures from the "Reporting" tab are displayed
all operation tasks belonging to the operation, their status
and the descriptions that are stored with the operation tasks

are displayed. In the "Comment" column, the employee who
creates the operation report can store information regarding
the operation tasks.




Operation A ~rpmo

Preview - Further actions

@ f < Tasks Timetrackir

Vorstellung Produktreihe Assigned operation t

service operation
+
003

Use the "Delete plannings" action to
delete all entries for this operation
Use th_e delete buttcl)ln to de.lete” the # | K Replan operation :rr;sgredriensct)# gc“%g:gt]ilgﬁ;'zgitiiﬁs
operation from the "Operation - L8 pecteplamin retained. The action is only active if
cont'ext'and delete all assoua!ted ¢ 11 Opencominview s tEs e

entries in the resource planning.

¢ Open Route
% Replan operation

B New appointment
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Operation tasks

> Tasks  Timetracking entries Resource Reporting Activities Attributes Receipts Documents Logs

Assigned operation tasks

I O peration tasks in the area ,Assigned operation tasks"
.o e 2 etk o o are assigned to the operation. The company and the
"¢ S e - contact are taken over from the operation into the

L] c o c
. S operation task as soon as the operation task is
E
- o ' - assigned. Tasks with subtasks can be created.
H [ L
% 3 Not assigned operation tasks -
]
% Subject Operation Status Pricrity estimated time booked time Service_Due Date Optianal Contact Company Role Serial Assign directly =
é new Normal 215 May 1, 2024 No c it Account Manager No No
5
5
Operation tasks of prospective operations -
Subject Operation Status Priority estimated time booked time Service_Due Date Opticnal Contact Company Role =
® Ne software vorste sstellen ned cftwa new Low No <

B A



nsystem

007 | Inspektion Kasse

Operation A ~rpmo

Operation tasks

Assigned operation tasks & o
=]
- . al ekt F r 1 Kassen - new Low 215 7 Ne
~@® K e o No
[ ] N
[ ] N
-9 N
] EE—— Tasks are displayed in the ,Not assigned operation tasks" area, if
' ) L linked to the same company as the operation,

have the same role as the operation or no role and
who have not yet been assigned to an operation.

Operation tasks of prospective operations

I Tosks are displayed in the area ,Operation tasks of prospetive
° PTR—— S —— operations", if
associated with the same company as the operation
have the same role as the operation or no role and

who have already been assigned to a future operation.

A



Operation

Operation tasks

‘\ ADITO

> Tasks  Timetracking entries Resource
Assigned operation tasks
Subject

Not assigned operation tasks

Subject

007 | Inspektion Kassensystem

Operation tasks of prospective operations

Subject

Reporting

Activities

Operation

Operation

Attributes

Receipts

Status

new

Priotity

Normal

Documents

estimated time

Logs

estimated time

215

booked time

May 1, 2024

ority estimated time

bocked time

Service_Due Date

No

booked time

Optional

Operation Tasks: 7

You can move the operation tasks within an area
using drag & drop. You can also change the

hierarchy of the operation tasks and, for example,
move a subordinate operation task up a level.

Service_Due Date

Company

Optional

No

Rale Serial Assign directly =
Account Manager No No
Contact Company Role =

e IN



Operation A ~rpmo

Operation tasks

= a4 B 2 QA % + @ TA
, § < Tasks Timetracking entries Resource Reporting Activities Attributes Receipts Documents Logs
Inspektion Kassensystem Assigned operation tasks LB

service operation
s =

Operation Tasks: 7

Subject Operation % Status 4 Priority 4 estimated time # booked time % Due Date % Optional % Contact % Company % Role + =
R Replan operatior -® ahresinspekt 22 Inspektion Kassensyste new Low 215 015 No Bohrmarkt G Field Service
Detalls § - N Inspektion Kasse 1 nspektion Kassensyste new Low 030 No Bohrmarkt GmbH  Field Service
carried out
Low No Bot t Gy Field Service
Mo % ehler auslese nspektion Ka No Bohrmarkt Gmt Field Service
il e I The tick is set for operation o
9 Nov 2023, 12:00 . n
tasks with the status ,done".
I Field Samn:l > Not assigned operation tasks & -

Linked Appointments

If a role and/or contact is assigned to the (=]
operation, then only operation tasks that have the
same role and/or contacts assigned to them or no

role/contact assigned to them are displayed.

Subject % Begin *

Optional $ Contact $ Company % Role % Serial ¢ Assign directly =




Operation A ~rpmo

Actions for the operation tasks

X
> Tasks Timetracking entries Resource Reporting Activities Attributes Receipts Documents Logs Parent Task pa v
sk | A~
Assigned operation tasks
Template number % Title % Active % =
[ insert using template
e 001 Sortimentserfassung Ertl GmbH Yes
@ 002 Maschinenwartung Yes
Subject Operation Status Priority estimated time b
- . Jahresinspektion KF782-2 Inspektion Kassensystem new Low 215
- . Inspektion Kasse 1 Inspektion Kassensystem new Low
. Sichtpriifung Inspektion Kassensystem new Low
. Fehler auslesen Inspektion Kassensystem new Low
5
= - . Inspektion Kasse 2 Inspektion Kassensystem new Low
@
=
o . Fehler auslesen Inspektion Kassensystem new Low
9
©

You can use the "Insert using template" action to select
an operation task template. The tasks from the selected

template are transferred to the operation.




Operation A ~rpmo

Actions for the operation tasks

> Tasks  Timetracking entries Resource Reporting Activities Attributes

With the help of the action ,,unassign from this operation”
you can remove operation tasks from the operation, i.e.

» move them from the area "Assigned operation tasks" to
i e B the area ,Not assigned operation tasks".

T= assign to this operation

With the action "Assign to this operation" you can move

operation tasks from the areas ,Not assigned operation tasks"
and ,Operation tasks of prospective operations" to the area
+Assigned operation tasks". If you transfer all operation tasks

| of a prospective operationto the currently open operation, the
prospective operation is deleted.




Operation A ~rpmo

Time estimation for operation tasks

9 £ < Tasks Timetracking entries Resource Reporting Activities Attributes Receipts : . £ X

Inspektion Kassensystem

Assigned operation tasks & a Sichtpriifung
service operation ~ . _ P o P— - P
insert using template = v @ 5 Filter m
007 = / e 2 L s - = & O v X
Operation Tasks: 8
: - . Timetracking a
° u : % Subject + Operation + Status % Priority ¥ estimatedtime % booked time + = » Start
b, [N 0 ST - . Jahresinspektion KF782-2 Inspektion Kassensystem new Low 215 0:15
Detalls § - ' @ Inspektion Kasse 1 Inspektion Kassensystem new Low 0:30 ¢
Status carried out . Details & a
I © }
Priority Low M . = Status new
> c
Dynamic times No I ® S g Priority Low
Begin 9 Nov 2023, 0700 PR time. This is an estimate of how much time is | EEEEES 0%
o
End 9 Nov 2023, 12:00 Optional No
&
Company Bohrmarkt GmbH @
Role Field Service Not assigned operation tasks &
. Role Field Service
Linked Appointments - [ o2 Filter
) Other Links §F a
Other Links & - Operation Tasks: 1 "

Contact Frau ManVogel @

The estimated time is also o-
displayed in the footer. 05

estimated time

Descrition MM |n the footer of the operation, the SEESEEEES
o5 o sum of all estimated times from
booked Time estimated ime the operation tasks is displayed.




Operation A ~rpmo

Note in preview

o o

Inventur Einsatz | Bohrmarkt GmbH

service operation

If no time estimate has T
been entered for ‘
anyoperation task so Py —

far, the note ,Operation oot ;e

service operation

If there is at least one task in
the operation for which no

o f time estimate has been
stored, a note is displayed in

Replan operatior

" the operation preview. This task not yet estimated"
R makes it clear that the will be displayed. . e

7 Nov 2023, 22:30 eStImatEd tlme dISp|ayed |n Bohrmarkt GmbH @

8 Nov 2023, 00:15

— the operation is not yet

Field Service

Linked Appolintments -
complete. ‘-
Linked Appointments - Description i o~
Other Links & - Relevant documents -
Description §o- Resources §oa
Inventur der Produktregale im Markt Frau Sarah Nagel
Relevant documents - Operation Tasks -
Resources §oag ¢
F A Son
—eree 1:45 : 8
booked Time estimated time booked Time estimated time

R A
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Dynamic times

@ < Tasks Timetracking entries Resource Reporting Activities Attributes Receipts Documents Logs
Sortimentserfassung und Neubestiickung Assigned operation tasks
service operatlon
oo 9 fi E v
$ Subject QOperation % Status % Priority % estimated time ¢ booked time %
X Replan operation
. Anfahrt Sortimentserfassung und Neubestiickung new Low I

Details

Status®

Priority

End«

Organisation®

Contact

Role

preplanned v

Low

As soon as you have entered at least one operation
o2/2023 d task with an estimated time for an operation, the
0900 "Dynamic times" button is displayed.

13/12/2023

T Subject + Operation % Status & Priority % estimated time booked time % Due Date % Optional %
12:00 ©

Bohrmarkt GmbH
Frau Maria Vogel | Bohrmarkt GmbH v

No data present

Role v

74

A



Operation

Dynamic times

= &4 B 2 a 9«

‘\ ADITO

= A4 B# 2 aQ *x
© ( ‘
@ Tasks Timetracking entries Resource Reparting Activities Attributes Receipts Documents Logs
Sortimentserfassung und Neubestiickung Sortimentserfassung und Neubestiickung Assigned operation tasks
service operation service operation
019 019 [} insert using template
B Subject & Operation Status ¢  Priority ¢  estimatedtime #  bool
X Replan operation X Replan operation
. Anfahrt Sortimentserfassung und Neubestiickung new Low 0:30
Details a Details a
. Sortimentserfassung Sortimentserfassung und Neubestiickung new Low 1:00
Statuse preplanned v Statuse preplanned v
. Regal auffullen Sortimentserfassung und Neubestlickung new Low 0:30
Priority Low v Priority Low v
I Dynamic times :
Begine 13/12/2023 = Begine 13/12/2023 q - q 2 0
— If you activate the "Dynamic times" button, the
09:00 ®
. n .
> . length of the operation results from the "estimated
Ende 13/12/2023 =
. " . .
. o || | times" that are stored in the operation tasks. The
S Organsatons Bonmmarc o estimated times are used to automatically calculate
- Frau Maria Vogel | Bohrmart GmbH Frau Maria Vogel Bohmarke GbH the end date and time based on the start date and

v time. The end fields can then no longer be edited.
@ Cancel

Calculation in the example:
Start 09:00 + 2 h estimated time = End 11:00

A
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Dynamic times

@ < Tasks Timetracking entries Resource Reporting Activities Attributes Receipts Documents Logs

Sortimentserfassung und Neubestiickung Assigned operation tasks
service operatian

019

= Subject ¥ Operation = Status = Priority estimated time booked time %
X Replan operation

Details a
Status+ preplanned v
Priority Low v
Begin® 13/12/2023 o
09:00 ®©
Enci 2023 " If the operation tasks are removed or the
0930 ® estimated times are removed in all operation

Due Date %

Organisations Bonmarkt GmbH tasks, the end date and time can be edited
Contact Frau Maria Vogel | Bohrmarkt GmbH v manua”y agaln and the "Dynamlc tlme" bUtton
o . is no longer visible. S

B A




Operation A ~rpmo

~Timetracking entries” tab

. < Tasks. Timetracking entries Resource Reporting Activities Attributes Receipts Documents Logs Con 1 v
> Date * 12/3/2024
Inspektion Kassensystem | I 3= Filter =
Creator + | v
service operation Timetracking entries: 1
007 Time » 1 Time v
Date 3 Connection % Creator 3 Time 3§ Description % = N
U Dec3 2024 Sichtprifung Frau Isatou Jammeh 045 POS system complete and without visible damage Description Description
& Replan operation
Details -
Status planned
Low
No
Feb 15, 2024, 7.00 AM
End Feb 15, 2024, 12:00PM ’ .
st G Here you can book the times you needed
. to complete the operation tasks. You can
. see the total of the booked times in the
Description - . f h .
Deserption Jahresinspeldion des Kassensystems preview o the Operat|0n.
Relevant Documents .
Resources .
Frau Isatou Jamm
Herr Jan Figifrg <
P 205 Required value is missing
booked time estimated time © Cancel




Operation A ~rpmo

~Timetracking entries” tab

. < Tasks  Timetracking entries  Resource Reporting Activities Attributes Receipts Documents Logs Connection »

Inspektion Kassensystem 2= Filter

service operation

12/3/2024

Date & Connection Creator % Time & Description 3

1) Dec3, 2024 Sichtprifung Frau Isatou Jammeh 0:15 POS system col Description Description

Details -
Linked Appointments -
Other Links -

, - In the “Connection” field, you can select from
B all the operation tasks of the operation.

Relevant Documents -

I: In the “Creator” field, you can select from all
the resources linked to the operation.

Operation Tasks
Jahresinspektion KF782-2 ®
Fehler auslesen =
Sichtpriifung =

Sichtpriifung =

Inspektion Kasse 1 =

Inspektion Kasse 2 =

+1 more

Required value is missing

0:15 4:45
booked time estimated time © Cance




Operation A ~rpmo

,Resource” tab

You have the option of jumping directly
to the Context ,Resource planning”.

Resource  Reporting Activities Attributes Receipts Documents

Logs

Inspektion Kassensystem Resource planning & a
service operation - o .
N ? 2/15/2024 1200AM @ 1200AM © « > i Day v = Filter
Q Filter content. Resource plannings: 2
N
= . February 15, 2024
X Replan operation Resource plannings
6am  7am 8am 9am 10am Mam  2pm  1pm 2pm  3pm  4pm  S5pm  6pm  7pm 8pm  9pm
Details i~
Summary

Herr Jan Frohberg @

Other Links i -
s
Description ¢ - Frau Isatou Jammeh @
i >
Description Jahresinspektion des Kassensystems.
Relevant Documents -
Resources i oa

Frau Isatou Jammeh

The “Resource” tab displays the resources
. of the operation and how they are

Jahresinspektion KF782-2 =

planned on the day of the operation.

Sichtpriifung +

Sichtpriifung =

Inspektion Kasse1 =
<
015 4:45
booked time estimated time

79




Operation A ~rpmo

~Reporting” tab

In the "Reporting" tab, you can
enter a comment, e.g. on how

- *+  the operation was carried out.
-1 .. The service employee on site and
Service employee Contact person the Customerls Contact person

can confirm the operation with
S their signature. Comments and
‘ signatures are displayed in the
operation report. Once the
operation report has been
created, the signatures can no
longer be deleted.

ystem

007 | Inspektion Kassens)

B A



Operation A ~rpmo

~Reporting” tab

In edit mode, you can select which service employee
should sign. The employees who are stored as a

> Tasks Timetracking entries Resource Reporting Activit
resource at the operation are available.
Intern
{$Remarks} Service employee
Service employee ..—H o
Service employee . Service employee

B On a device with a touchscreen, you
LRl Can sign in the signature field using
your finger or pen. You can delete
the signature again with the "x". Signed on

Signed on The "Signed on" fields are auto-
matically filled with the current

007 | Inspektion Kassensystem
v

O Cancel date and time when saving.




Operation A ~rpmo

~Reporting” tab

@ L Tasks Timetracking entries Resource Reporting Activities Attributes Receipts Documents Logs

Inspektion Kassensystem Intern £

service operation
The inspection was carried out correctly.

Service employee & - Customer & -

 Replan operatior

Detalls
t preplanned
Low

No

If a contact is linked to the operation, this

contact is preset as the contact person for
— —— signature. If this contact cannot sign

s because they are not on site, for example,
other contacts from the company linked to

the operation are available for selection.

Linked Appointments

Subject # Begin # End &




Operation

,JActivities” tab

Inspektion Kassensystem
service operation
007
s
X Replan operation

Details s
Linked Appointments
Other Links s
Description §

Description Jahresinspektion des

Kassensystems

Relevant Documents

Resources s
Frau Isatou Jammeh
Herr Jan Frohberg
Operation Tasks
Jahresinspektion KF782-2 =
Fehler auslesen *
Sichtpriifung =
Sichtpriifung =
Incneltinn Kacea @
0:15 4:45
booked time estimated time

83

~

Tasks Timetracking entries Resource Reporting Activities Attributes Receipts Documents Logs
B Export 25 Filter J
Q, Filter content. Activities: 1
Dec 3, 2024, 3:53PM X Einsatzbericht | Inspektion Kassensystem (Herr Tim Admin)
Q Open Route Einsatzbericht Bohrmarkt GmbH 15.02.2024 Ei im Ei reffStatusBeschreibungkommentarJahresinspektion KF782-2neu Inspektion Kasse
Tneu Sichtpriifungneu Fehler auslesenneu Inspektion Kasse 2neu Fehler auslesenneu Sichtpriifungneu
¥ New appointment
X Replan operation
@i Delete plannings
{} Open admin view
2
If you have already created an operation report,
you will find it in the Activities tab. You can select
and edit the activity here or you can open the
activity using the action "Edit operation report".

‘\ ADITO

A



Operation A ~rpmo

,Attributes” tab

007 | Inspektion Kassensystem

v

Tasks Timetracking entries Resource Reporting Activities Attributes Receipts Documents Logs
Attributes: 3
Attribute % Value = =
Customer Service experience Competent
negotiation ability Advanced
it knowledge Advanced

In the tab ,Attributes”, all attributes are displayed that have

been stored for the operation tasks belonging to the <
operation. You can only make changes at the operation tasks.




Operation A ~rpmo

~Receipts” tab

> Tasks Timetracking entries Resource Reporting Activities Attributes Receipts Documents Logs
@ 25 Filter =
Receipts: 1
Receipt number % Order Type % Company = Person ¥ Sent ¥ Order date ¥ cancelled % =

0 1050 Invoice Bohrmarkt GmbH No Dec 4, 2024 No

All receipts that are linked to the operation are
displayed here. You can also create receipts
here, e.g. an order confirmation. The receipts
are automatically linked to the operation.

007 | Inspektion Kassensystem
v




Excursion in company, contact, service ticket A ~piTro

Create Operation Task

ASSIGN OPERATION
GENERAL

Affected rows 1

CHOOSE OPERATION

nsert operation

"| SUPERORDINATE TASK

nsert group task

TASKS

(o I8

+ |Subject

Optional

estimated ti...

v

-

The action "Create operation task" can be
found for company, contact and service ticket
in the preview (Further actions) and, for
contact and company, in the filter view as a

serial action. When you execute the action, a
SmallEdit opens in which you can create an
operation task. In the service ticket the task is
linked and an activity is created that

documents the creation of the operation task.

A



Excursion in company, contact, service ticket A ~piTro

Tab , Operations/Tasks

> Activities 360 Degree Contacts Planning Conditions Appointments/Tasks Operations/Tasks Attributes Documents Relations Supervision Wieb wisits Checklist entries Advertising
Operations a Oparatlon Tasks Do
Number ¢ Title ¢ Kind & Begin ¢ End # Priority & Status ¢ &= 3 Subject # Operation & Status ¢ Priority ¢ estimatedtime ¢ booked timv =
) oo Inventur service operation 7 Nov 2023, 2230 8 Now 2023, 0015 Low preplanned [ ] Anfahrt T new Low 0:30
v 007 Inspektion Kassensystem  sefvice operation 9 Nov 2023, 07:00 9 Now 2023,1200 Low carmied out  Boh o Neue Produktreir telle new Low
Regelbesuch service operation 9 Nov 20: 10 Now 2023,15:00 Normal  preplanned Bot @  Aktuelles Sortiment besprechen Einsatz | Bohrmarkt GmbH new  Low
© oe Einsatz | Bohrmarkt GmbH service operation 20 Mar 2024, 09:00 20 Mar 2024, 10:00 High preplanned Bot ~ @  lahresinspektion KF782-2 ew  Low 215 015
N ] ion K new Low 0:30
r @ spektion Ka: new Low 0:45
[ ] ubestickur L new Lo 0:30
3
£ ® i g new  Low 030
% > v d done  Low 015
E
§ Resource planning
2! Open resource planning 09/1/2023 m 0000 @® 0000 (0] . > il Day

In the company, the contact

N and the service ticket, you can
m % @ w ® ® W a n W % % v w s m view the operations,
operation tasks and the
associated resource planning
belonging to the respective
data record.

Q

Resource plannings
Summary

Frau Lisa Sommer
Frau Melanie Hueber @

Frau Sarah Nagel a

007 | Inspektion Kassensystem
Herr Jan Frohbera @



Excursion into the company A ~roito

Tab , Operations/Tasks"

> Activities 360 Degree Contacts [# Edit operations 09/11/2023 g 0 @O 0w © 4 » EOy v E <= Filte

‘Operations

Number < Title % Ki

If you open the resource planning from the company, a company
@ o iventr s link is created, which has the effect that the company is already
[v oo s A preassigned for new operations to be created.

013 Regelbesuch s€

O 018 Einsatz | Bohrmarkt GmbH se

013 | Regelbesuch
o e Hoster

Frau Birgit Leicht

Herr Harold Smith @

Bohrmarkt GmbH
v

Resource planning

Open resource planning

Q, Filter content.

Resource plannings

Summary

Frau Lisa Sommer @

Frau Melanie Hueber @

B A



Excursion into the company A ~roito

Further actions

Pag §£ < Activities 360 Degree Contacts
Bohrmarkt GmbH
Custoho: 9612 Q_Filter content..
& X
A Observe dataset =
Tags { m New offer
Enter tag

New opportunity

E2 New task

Communication s
E-Mail info@bohrmarkt.de @ Write email
Phone +49 9246 552 = New letter
Addresses s B New appointment
Office address Grinberger StraBe 33 8 New Operation Recommendation

10245 Berlin

£ How oprtn You can create a new Operation Recommendation, create
ey a new operation as well as create an operation task via
the "Further actions" button in the company preview.

32 Add to Campaign

Further information & + ¥ OpenlLocation
Language German
@) Radius Search
Status Active

B Customer Base Sheet

0% 59 p Start workflow
Turnover Days inactive Classification A, Edit defaults
change
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Operation Task

Create operation task

‘\ ADITO

Indicate in the subject what the task is,
e.g. "Machine maintenance".

How far has the task progressed?
Is the task optional?

) What role should the employee have in order to
fulfil this task, e.g. service technician. If the role

Chooselang-. | Paregroph M does not match the role assigned in the operation,

the operation task is not displayed in the operation.

Description

S X X2 £v L — F




Operation Task A ~rpmo

Create operation task

Activate the button "Serial" if the operation task is to be displayed

automatically at every operation in the area ,Not assigned tasks". For
example, stocking shelves when visiting sales outlets.

e The button "Assign directly" appears if you have activated the button "Serial".
If you activate the button "Assign directly", the operation task is created

directly in the area ,Assigned operation tasks" for newly created operations.

Role

seral ( Serial

Assign directly

Assign directly

Description Choose langu... w Paragraph

The operation task is only displayed in the operation if the company from
PN I the operation task matches the company in the operation.

BEvyov@d t w BvEvB < <
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Create operation task

Links Links
A
Create new operation | I Create new operation 'l ( I
Operation Operation Operation title service operation
Parent Task Parent Task Parent Task Parent Task
Company Company Company * | Company

When creating an operation task, you can create a new operation (1), to which the operation task
is then immediately assigned. You can also assign the operation task to an existing operation
(2). If the ,serial” button is activated, you cannot assign the operation task to an operation.

If you activate the button ,Create new operation”, the field "Operation" is replaced by the field
"Operation title". Here you can give the new operation a title. The field is automatically preset with
the title ,service operation”. However, this can be overwritten. In addition, the field "Parent task"
is no longer editable and the field ,,Company” becomes a mandatory field.

B A
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Create operation task

Links

A task that you link to an operation is transferred directly
to the ,Assigned operation tasks" area in the operation.

Create new operation
Ceeration peration If operation tasks are already assigned to the selected
operation, they are available for selection here. If you do
parent ek Farent fask not select an operation, only operation tasks that have not
Company yet been assigned to an operation are available here.
Contact If a company and a contact are already assigned to the
. - selected operation, they will be entered automatically.
Obje Obje v
Other Links Link the operation task with other data records
+  Type from the system, e.g. an offer.

Add Attribute Determine which attributes are necessary
+ | Atribute @ to be able to work on the operation task. -
A




Operation Task

Create operation task

Create new operation
Operation Operation
Parent Task Parent Task

Company

Add Attribute

+ | Attribute

‘\ ADITO

If you do not assign an operation and manually select contact
and company, the fields behave as follows:

If you select a company, only contacts from that company will
be displayed for selection.

If you select a contact, the associated company will be entered
automatically.

If you delete the company, the contact will also be deleted.
If you delete the contact, the company still remains.

A
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Filter view

Status, due date and priority are e oo

Q C Operation Tasks: 18
Subject # Operation % Status % Priority % estimated time # bookedtime 4  DueDate +  Optional 4  Contact % Company # Role % Serial 4  Assigndirectly =

. F new low No Bohrmarkt GmbH No No

[ ) new low No Bohrmarkt GmbH No No

[ ] new low No Bohrmarkt GmbH No No

[ new high No 5mbH No No

. new high No GmbH No No

@ Rickfahrt Reparat ker new high No Field Service ~ No No

[t t r new high Mo Field Service Ne No

@ Rickiz new low 0:30 No au Maria \ Bohrmarkt GmbH Field Service  No No

@ Anfanrt new low 0:30 No Frau Maria Voge! Bohrmarkt GmbH Field Service  No No

[ ] No Bohrmarkt GmbH No No

[

[ ] . Y No Bohrmarkt GmbH No No

. visually represented by the icons. " .

0 normal 3 Nov 28,2024  No Bohrmarkt Account Manage No No

@ Ssichtprifur Reparatur Industriedrucker new high Dec 3, 2025 No Skyscraper Bau GmbH No No <
(] dus new high 115 No Skyscraper Bau GmbH No No
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Priority

Low Normal High

Not due

Today is before due date

Due / Overdue

Due date is Today or
Today is after due date

Due date

Not done

Status

Done




Operation Task

Serial actions

General

I YR assign to operation I
Remove from operation

s Subject % F———

Vorstellung g pduktreihe

Inventur

Using serial actions, you can
assign operation tasks to an

operation or remove them
from an operation.

Status = Priority + estir

Normal

Low

Low

Low

High

> choose Operation
»

215

0:30

If the operation to
which you want to
assign the operation

task already exists,
select it here in the
,Operation" field.

General

choose Operation

Required value is missing

© Cance

‘\ ADITO

If the operation to
which you want to
assign the operation
task does not yet

exist, activate the
button , Insert
operation" and fill in
the fields to create
the operation.
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Preview

. a . B

. X Jahresinspektion KF782-2
Jahresinspektion KF782-2

LA | v X

» Start No
Detalls & Other Links ;oa
tow In addition to the Details area and the Description area, ‘ _ g
" you will also find links to other data sets, to subordinate )
operation tasks and the attributes required for the task 57;}
gl in the preview.
;- In the footer you will find the time that was booked for
processing the operation task as well as the time that SETS '
was estimated as processing time.

0:30 215

booked time estimated time




Operation Task
Time tracking and closing

. a

Sichtpriifung
m & @ v X

Timetracking

p Start

You can only start time recording if

the operation task is assigned to an
operation and if at least one resource
is stored for the operation.

‘\ ADITO

Timetracking

+ Herr Jan Frohberg

Frau Isatou Jammeh b -

When you start the time tracking, a window opens
showing you the resources deposited with the
operation. You can delete resources and, if a
resource was deleted by mistake, add it again. As

soon as you click on "Save", time tracking is started
for the selected resources.




Operation Task
Time tracking and closing
= §Fx Description Timetracking entries
r@
Sichtpriifung
w & @ v X

Date ¥

‘\ ADITO

Attributes Logs

Creator ¥ Time ¥

Timetracking a

X Cancel

\ 4

M Stop JF Dec4,2024

1) Dec4, 2024

Herr Jan Frohberg 0:30

Frau Isatou Jammeh 0:30

Operation tasks for which time tracking has been started
have a clock as icon and the "Start" button becomes the
"Stop" button with which you can stop the time tracking

as soon as the operation task is completed. The stopped
time is stored in the tab "Timetracking entries".




Operation Task

Time tracking and closing

©
Sichtpriifung
wm & @ v X

Timetracking

‘\ ADITO

W Stop ¥ Cancel

You can also cancel time recording. No

102

time entry will then be recorded, but you
can start time tracking for this task again.

A



Operation Task A ~rpmo

Time tracking and closing

If time tracking is started for an
operation task that is displayed in a

il Goe c e nE R - tree, you can click on any other
F i § s operation task in the tree and with
i e o e help of the "Start next time recording"
e Epp— button
start time recording for the
> Twree e s A s e S © ’x selected operation task and at the
e same time
oy e pumn ik stop time recording for the task for
o ‘ L which time recording is currently
j| e § o running.
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Time tracking and closing

¢/ £ <

Jahresinspektion KF782-2

§om X
Timetracking a

Details S

Status

Priority Low 0 0

— When you stop time track!ng, the

— " operation task is automatically set to

Due Date ,Done" and the progress is set to 100%.

104
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Time tracking and closing

= Time tracking can only be started for operation tasks,
« which have not yet been completed.
 that are assigned to an operation.

= Time tracking can only run for one operation task per operation.

= Time recording can only be carried out for resources that are stored at the
operation.

105
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Time tracking and closing

Inspektion Kasse 1

m &

Timetracking

p Start

106

‘\ ADITO

With the help of the button "Set completed",

you can set the status of the operation task
to "Done" and the progress to "100%".

A
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Time tracking and closing

Inspektion Kasse 1

m & v | X

Timetracking

p Start

With the help of the button "Set not done", you set

the status of the operation task to "Not done" and
the progress to "0%".

107
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Further actions - ,Assign to operation”

< Description Time tracking entries Attributes Logs General
Affected rows 1
Vorstellung neue Produktreihe Description choose Operation -
nsert operation
v X i
I "= assign to operation : > Operation * | Operation v
Timetracking a
Q }See ch
Number % Title 5 Kind % Begin % End =
{} Open admin view @ oo1 Inventur service operation Sep 10,2024, 1:00PM Sep 10, 20:
Detalls -
Status new v~ 002 Regelbesuch service operation Sep 11, 2024, 9:00AM Sep 11, 20z
. >
Priority normal @ 003 Vorstellung Produktreihe  service operation Sep 11, 2024, 12:00PM Sep 11, 202
. 004 Vertragsverhandiung service operation Sep 12, 2024, 8:00 AM Sep 12, 20.
e e O 005 Regelbesuch service operation
estimated time H
et |f the Operatlon taSk IS nOt yet aSSIgned Or you . 006 Reparatur Industriedrucker service operation Aug 10, 2025, 2:00PM Aug 10, 20
Role H H
want to assign the operation task to another
Serial
. . n .
operation, you can use the action "Assign to
Other Links
. " .
operation" to open a SmallEdit and select or <
Nacrrintinn
create a n Operatlon there. Required value is missing
booked time estimated time € Cancel

108
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Further actions - ,Assign to operation”

The following logic applies when operation tasks are assigned to operations or removed from
operations:

= Assoon as an operation task is assigned to an operation,

= the contents of the "Company" and "Contact" fields are transferred from the operation to the
operation task.

= the fields “Company”, “Contact”, and “Operation” can no longer be edited in the operation task.

= |f the contents of the "Company" or "Contact" fields are changed in the operation, the
"Company" and "Contact" fields in the operation task are adjusted accordingly.

= |f you remove operation tasks that are assigned to an operationt using the “Unassigne
from this operation" action,
= the "Operation" field in the operation task is emptied.
= the "Company", "Contact" and “Operation" fields in the operation task become editable again.

109
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Tab ,Timetracking entries”

‘\ ADITO

Jahresinspektion KF782-2

Timetracking

p Start

Details
Status
Priority
Progress
Optiona
Service_Due Date
estimated time

Role

Other Links

0:30

booked time

111

Low

0%

215

215

estimated time

Description

Timetracking entries

Attributes Logs

»
p— -
| I 32 Filter =]
Timetracking entries: 1
Date = Creator ¥ Time ¥ Description ¥ =
1) Nov 27,2024 Frau Isatou Jammeh 0:30 Anfahrt

Description

12/6/2024 =

| Creato v
215 v
Description

You can also book or adjust times manually in the

“Timetracking entries” tab. In the “Creator” field, you

can select the resources stored in the operation.

The action is only available
if the operation task is
assigned to an operation.

Required value is missing

@ Cancel

o

A
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Tab ,Description”

oums - S In the Description tab, you can
| L || enter information and pictures that
- - Sl are helpful for processing the task.

Low

215
Other Links & a
Description "
Descrip ingsanleitung
L
S @
0:30 2:15

booked time estimated time
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Operation Task

Tab , Attributes”

Attributes Logs

. Description Timetracking entries

Jahresinspektion KF782-2 I I

Attributes: 3

Attribute &

= You can assign attributes to the operation
) task that are needed to complete the task.

Customer Service experience

Links a
Operation Inspektion Kassensystem @ > é
Company Bohrmarkt GmbH @ 2

Z

Operation Tasks
Inspektion Kasse 1 =
Inspektion Kasse 2 =

Attributes
drivers license Yes

The attributes are also displayed in ®
the preview and can be edited there.

€@ Cancel

0:30 215

booked time estimated time
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General

You can create operation task templates for recurring operation tasks. Instead of
always creating a new operation task manually, you can use the template.

Use the task template, for example, for machine maintenance that you have to carry
out regularly at customers' premises or for product range entries in sales outlets on
site.

115
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Create operation task template

Template numbers are automatically

assigned in ascending order.

-

Template number ¢ ASSign a meaninng| title
Tite {Tite for your template.

Usages SpeCIfy Whether the Operation

Usage

task template should be
selectable in an operation or not.

+ Employee A Herr Tim Admin

Employee

Company

Role

You can define the conditions under

which this operation task template
should be selectable in the operation.

© Cancel Required value is missing
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Filterview

% Filter

Operation Task Templates: 2

Template number * Title = Active ¥ =
e 001 Sortimentserfassung Ertl GmbH Yes
@ 002 Maschinenwartung Yes
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Tab ,Einsatzaufgaben”

You can use the "Insert using template" action to copy all
operational tasks from another operational task template

into the currently open operational task template.

£ < Operation Tasks Logs X

. Maschinenwartung -

Maschinenwartung | [ insert using template : > x ! v
Required value is missing

Operation
Subject Operation Status Priority estimated time booked time Service |
Sichtprifung new Low
Funktionspriifung new Low
Funktionsprifung Wagen new Low
Employee Herr Tim Admin
. Funktionspruifung Forderband new Low

. Funktionsprifung Abpackung new Low
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Excursion into administration

Expense administration - store allowances

€ BT T

A

Ll

120

Country =

Austria

Austria

Austria

Austria

Austria

Austria

Austria

Austria

Austria

Austria

Switzerland

Switzerland

Switzerland

Switzerland

Switzerland

valid from +

7 May 1970, 02:00
7 May 1970, 02:00
7 May 1970, 02:00
7 May 1970, 02:00
7 May 1370, 02:00
7 May 1970, 02:00
7 May 1970, 02:00
7 May 1970, 02:00
7 May 1970, 02:00
7 May 1970, 02:00
7 May 1970, 02:00
7 May 1970, 02:00
7 May 1970, 02:00
7 May 1970, 02:00

7 May 1970, 02:00

validto +

Kind +

Meal allowance deduction (in %)
Meal allowance deduction (in %)
Meal allowance deduction (in %)
Kilometer fee

Meal allowance

Meal allowance

Meal allowance

Meal allowance

Overnight stay allowance
Overnight stay allowance

Meal allowance deduction (in %)
Meal allowance deduction (in %)
Meal allowance deduction (in %)
Kilometer fee

Meal allowance

Amount &

40.00

20.00

20.00

240

27.00

27.00

40.00

27.00

80.00

40.00

20.00

20.00

240

43.00

Weight +

2

20

2

20

2

25 Filter

Conditions
Lunchincl.
Breakfast incl

Dinner incl.

Arrival
Greater or equal x hours
Departure

Private overnight stay

Lunchincl.

Dinner incl.

Breakfast incl.

Arrival

Entries: 30

Validity &

Germany v

froms 05/10/2023

07:51:04 ®

®©
Details £
Kinds Meal allowance ~
0.00
0

A
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Expense administration - store allowances

validity

Details

Lxpense adaministration

Germany

05/10/2023

07:51:.04

Meal allowance

0.00

Specify for which country the allowance should apply.

The "Valid from" date and time are automatically
_ preset with the current date and time.

Select the kind of allowance, e.g. meal allowance,
over night stay allowance or kilometer fee.

Depending on the selected "Type", this field is called “Amount (EUR)"
or “Amount (%)". With “Amount (EUR)" you enter an allowance. With
“Amount (%)" you specify how much should be deducted from the
allowance for a service that has already been taken over.

Example: Create meal allowances for arrival days, departure days,
and days with more than 8 hours. Then define what percentage
should be deducted from the respective meal allowances if, for
example, breakfast and lunch are included.




Excursion into administration

Expense administration - store allowances

Validity

Vvalid frome

| Details

+ | Condition

Germany

05/10/2023

07:51:04

Meal allowance

0.00

122

The selectable conditions depend on the kind. For example,
for the type "Meal allowance" the conditions "Arrival",
"Departure" and “Greater or equal x hours" are selectable.

‘\ ADITO
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Expense administration - store allowances

Validity

Details

Germany

05/10/2023

07:51:04

Meal allowance

0.00

123

Several conditions can apply to a record created in the expense report. For
example, it is the day of arrival and you are out of the house for more than 8
hours. Which allowance should be used is controlled by the weight. This means
that if, for example, the conditions of several meal allowances would apply to a
record in the expense report, then the meal allowance with the highest weight is
taken. If there are several meal allowances with exactly the same weight, the one

with the highest amount is taken.

An exception to this weighting logic are the deductions. These are always linked
with AND, which is why no weight is required. This means that if breakfast and
lunch are included on one day, i.e. you do not pay for them yourself, both
deductions are calculated.

A
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Create new expense report

Click on the button "New Expense Report" to
open an expense report in which you can enter

absence tlmes and rece|pts. Expense Reports: 3

Title & Employee & Created % Settled ¥ Status ¥ Timezone 3+ =
« CH Aufenthalt Herr Tim Admin 13 Aug 2023 310ct 2023 2,236.80 094780 1,433.42 14 Sept 2023 in creation Europe/Berlin
@ Filialbesuch Hamburg Herr Tim Admin 14 Nov 2023 to be settled Europe/Berlin
3 Filialbesuch Herr Tim Admin 310ct 2023 310ct 2023 20.00 31 0ct 2023 14 Nov 2023 billed Europe/Berlin

In addition to the "Status" column, the icon also gives
information on the status of the expense report.

n in creation
to be settled

billed
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Preview

< Absences »  Receipts
settlement |Z‘ 3= Fitter =
H Absences: 0
D Arrival 4 Departure 4 Organisation ¢ Country ¢ Kilometer (own car) ¢  Kilometer allowance (EUR) ¢ Meal allowance (EUR) ¢ Owvernight stay allowance (EUR) 4 Purpose 4  Fullfilled Conditi =
Tt In the preview, you can give the expense report a name,
Note e.g. the reason for the trip.
© Cance
Period
Payout
o . All other areas in the preview cannot be changed, as the
ok values result from the entries made in the ,Absences" tab.
120ct 2023

Europe/Berlin

125




‘\ ADITO

Expense report

Tab ,,Absences" - Record travel time

> Absences Receipts . | v
[ . v
»
I I E] 3= Filtes ]
Absences: 0
®
Arrival Departure Kilometer allowance (EUR) % Overnight stay allowance (EUR) Fullfiled Conditior =
®
= <
3
a >
1 0

126

Required value is missing

© Cancel

A
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Tab ,,Absences” - Record travel time

Company » 1 Company v Select the company you visited.

Country » | Country v q Q o_Q .
o i Select the country in which the visited company is located.
Arrival * 1 Arrival =
Arrival (O] . . .
Specify arrival date and time and
S S departure date and time.
Departure

Tupose Fupose Purpose of the trip.

Private stay

Breakfast incl. Information about accommo-
Lunch incL dation and meals on site.

Dinner incl.

Kilometer (own car) 0 K||Ometres trave”ed
with own vehicle.

B

Absence ~
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Tab , Absences”

> Absences ? Receipts
|T,| 5= Filter =
Absences: 3
Arrival # Departure Company * Country ¢ Kilometer (owncar) +  Kilometerallowance (EUR) +  Meal allowance (EUR) ¢ Owernight stay allowance (EUR) ¢  Purpose ¢ Fullfilled Conditions & =
11Sep 2023, 07:00 12 Sep 2023, 00:00 Aquire GmbH Germany 12 2880 14.00 000 Arrival
12 Sep 2023, 00:00 13 Sep 2023, 00:00 Germany 0 0.00 2240 80.00 Greater or equal x hours, Intermediate day, Breakfast incl.

13Sep 2023, 00:00 13 Sep 2023, 15:00 Germany 12 2880 1.20 80.00 Departure, Breakfast incl.

settlement
v

Individual data records are automatically created for the arrival
and departure days and for the days in between. You can then
edit these separately and, for example, add the kilometers driven
on the respective day with your own car.
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Enter receipts

Kind of receipt, e.g.
hospitality, refuelling,
Receipts 2 park|ng feeS

Absences

I_I Currency® Euro (EUR) v
Date 4 Kind 2 Currency # Costsin (EUR) 4 Remark on the record, ostsin (EUR) 1 Costs
13 Sep 2022 Refue Euro EUR) 20.00 e.g. ”Parklng recelptS Of Companycard
12 Sep 2023 Parking fees Euro EUR) 000 the entire travel period". Remark

settlement
W

Description belonging to the
respective receipt, e.g. "Parking
receipt 10.10.23, Berlin".

You can also enter receipts that are
outside the specified travel period,
e.g. a fuel receipt from the evening
before the trip.
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Enter receipts

< Absences Receipts 7
)
settlement
olled Receipts: 2
Date + Kind Currency + Costsin (EUR) # Companycard Remark # =
12 Sep 2023 Parking fees Euro (EUR) 10.00 No
e Filialbesuch 13 Sep 2023 Refuel Euro (EUR) 80.00 No
Note Berlin B043
Period
From T Sep 2023
13 Sep 2023
>
4760
v e Totalled amounts and infor-
8 n
ance 5750 mation from the ,Absences
] R n
sa0 and "Receipts" tabs.
Details
t 3
24km
14 Sep 2023 o
14 Sep 2023
Timezone Europe/Berlin




Expense report

Change status ,,in creation”
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settlement

in creation
i
Title Filialbesuch
Period
Payout
Details
T Absences 0
131

]
¥

< Absences 7

. I & Setto'to besettecl'l

K Mew Absence
% New Receipt
|:‘-] Show Expenses report

|& Show Meal Allowance

{1} OpenAdmin View

Receipts

rture ¢ Company #  Country ¢ Kilometer ([own car) ¢ Kilometer allowance

When you have entered all travel data and
uploaded all receipts, set the status of the

expense report to "To be settled".

A
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Status ,to be settled”

If the status is ,to be settled”, you cannot enter
any further absence data. However, receipts
can still be added.

settlement
to be settled

’ ———— The person checking the expense report can set
| @ Set to 'billed | . . ) .
the status to ,billed” if everything is in order.

{ |ese Setto'in creation’ |

tle Filialbesuch Hamburg

$ New Receipt If the travel data still need to be adjusted, the

B Show Expenses report status can also be set back to ,in creation”.
Period )
o < <o 0022 [#] Show Meal Allowance
13 Sep 2023 {} Open Admin View

Vieal allowance 25.20




Expense report

Status , billed”

‘\ ADITO

< Absences ? Receipts
[
settlement
billed
: Arrival 2 Departure 4 Company 5  Country # Kilometer (owncar) ¢ Kilometer
2 Show Expenses report
) ) 12 5ep 2023, 00:00 Agquire GmbH Germany 12 28.80
- Filialbesuch B Show Meal Allowance
tle ilialbesuc
Note Berlin B043 {} Open Admin View 0 13 59 - Q.00
SRS UoR TR [N the ,billed” status, status changes 2590
period are no longer possible.
From N Sep 2023
t 13 Sep 2023
133
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Action ,Show Expense Report”

> 5 2
) et b | O W W =
£ Absences ? Receipts ' ’
IEII Expense Report
——— Employee Tim Admin From 09 04 2024 until 1104 2024
settlement S —
R Date Tip Pupose Private stay Ovemight stay allowance km  Kilometer
billed (EuR) ﬂf'v;::;’
050420241800 Al Dimarind v ‘me
10/042024 00-00
3 - — D Bucher Untemehmensgruppe
Y eF Julius-Leber-Stralle 32 | 22765
I [E| Show Expense Report I—> i <
] 8 Nl 10/042024 00 00 ICvllecotthxMus No 80.00
7 B Show Meal Allowance 142240000 ot Seedbiseond
Title Filialbesuch Hamburg Buchsr Untamenmsnsaupos
ot {} Open Admin View ) 9N L Seta 22005
Note
11042024 0000  Departure, Breakdast incl No 8000 12 2380
9 Nov 2023, 00:00 9 N« 11042024 1700
Period Bucner Untermapmensazuppe
S 7 Almes AR e

Bacagts
No Date Description Remark €Sum
04102024 Parking fees 1000
2 oun2 Refuel 8000
Som Kiometer allowance 5760
Sum Overmight stay alowance 160.00
Sum Recsipts %000
Total sum 0760
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Action ,, Show Meal Allowance”

3

settlement
billed

tle Filialbesuch

MNote Berlin BO43

Parind

135

£

Absences 7 Receipts

Arrival = C
[8 Show Expenses report
| W
|B Show Meal Allowance |—

| e

{} Open Admin View

13 5ep 2023, 00:00 1:

\ ADITO

Employee Tim Admin
Berlin B043

Travel expenses

@eineFirma

maineFirma | Wilhelm-Str. 2 | DE 8007 Minchen

Meal Allowance

From 09/11/2023 until 09/13/2023

Date Absence Breakfast Lunchincl.  Dinnerincl.  Country Meal
inel. Allowance
(EUR)
11/09/2023 07:00 Arrival No No No 14.00
12/09/2023 00:00 Hochbau Berger
Hauptstralle 39 | 10827 Berlin
12/09/2023 00:00 Greater or equal x hours, Yes No No 22.40
13/09/2023 00:00 Hochbau Berger
Hauptstralte 39 | 10827 Berlin
13/09/2023 00:00 Departure, Breakfast incl. Yes No No 11.20
13/09/2023 15:00 Hochbau Berger
Hauptstralle 39 | 10827 Berlin
Total 47 60

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