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Screenshots

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

2



▪ Overview External Work Menu Group

▪ Resource

▪ Resource planning

▪ Operation Recommendation

▪ Operation

▪ Operation Task

▪ Operation Task Template

▪ Expense report

Agenda
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„External work“ menu group
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Resource
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Resource
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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.



Add resource

Resource
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Add resource

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

Active

Inactive resources cannot be selected for operations and 
appointments, and they are not displayed in resource 
planning. In addition, you cannot create new attributes
and timetracking entries for inactive resources.

Type

Select what type of resource it is, e.g. employees (contact), 
company vehicle.

Person

Depending on the selected resource type, the field name is 
adjusted here and the associated objects are available, e.g. 
the contacts, vehicles stored in the CRM.



Add resource

Resource
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The „Working times from/to" 
can be preset via parameters in 
the project.

Address source

Here you can choose whether to display the address of 
the logged-in user, the resource or the resource's 
company.

Address

The address that you have selected under "Address 
source" is displayed here, provided that an address is 
stored with the address source. This address is used as the 
start and end address during route planning.

Working times

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



Change address

Resource
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You can adjust the address sources of the resources 
using the series action „Change address“.

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



Change address

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

Delete resource

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



Adjust Working times

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

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



Add attributes

Resource
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Add attributes to your resources 
so you can always find the right 
resource when scheduling.



Timetracking entries tab

Resource
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Time entries recorded for the 
resource are displayed here.



Employee reports sick

Resource
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1. If you perform the "Report sick" action in the resource preview, you will 
automatically jump off to resource planning. 

2. Click on "Edit operations" there. 
3. Then click in the row of the employee who reported sick. 
4. A SmallEdit for resource planning opens, in which the title "Sick" is 

already preset. Activate the "All day" button before saving.



Employee reports sick

Resource
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By jumping from the resource to the resource planning, you get the button „Clear resource 
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.



Resource 
planning
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Structure

Resource planning
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On the left you can see all 
the resources that are 
recorded in the system.

Planned operations are displayed 
in the resource planning. 

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

Appointments that are stored 
in the ADITO calendar are 
displayed as light blue bars.



Summary

Resource planning
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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. 



Coloring for operations

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



Set view

Resource planning
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Select which day 
should be displayed. Here you can scroll forward or backward 

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

Choose whether to display a 
day, a week or a whole month.

Restrict the view 
to a specific time.



Filter

Resource planning
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You can filter by resource type (e.g. Contact), 
by resource (e.g. Lisa Sommer) itself or by the 
properties of the resources.



Edit mode

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

The scheduled operations are displayed with a dashed 
border and can be moved with the mouse. If you move an 
operation to which several resources are assigned, then 
the operation is also moved for all other resources. 
Records for which you are not authorized are not outlined.

With the help of permissions, it is 
possible to control who is allowed 
to process which operation.



Edit mode - Assign operation

Resource planning
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You can schedule a resource for an operation in edit mode 
by marking a time window at a resource with the mouse. 
This opens a SmallEdit in which you can select the operation 
for which the resource is to be scheduled. If you want to link 
the operation to several resources, then select the resources 
before you select the time window for a resource.

If the desired operation has 
not yet been created, you 
can do this in the SmallEdit.



Edit Mode - Assign operation/Create new operation

Resource planning
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Give the opera-
tion a title.

The role you assign to 
the contact here affects 
which operation tasks 
are displayed in the
operation.

Define the start and 
end of the operation.

If you activate the “All day” button, the times 
disappear for “Begin” and “End”, as you do not need 
them for all-day operations (one or more days).



Add resources via operation preview

Resource planning
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You can also link additional resources 
in the preview of the operation.



Operation 
Recommen-

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

▪ Operation 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.

What do you use Operation Recommendations for?

Operation Recommendation
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Create Operation Recommendation manually

Operation Recommendation
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In which role is the responsible person 
on the road, e.g. service technician.

At what frequency should the 
responsible person visit the company.

Company where the
operation takes place.

Start date and time: Start of the 1st operation
End date and time: End of 1st operation

Based on the start date and the Operation 
Frequency, all further Operation Recommen-
dations are calculated. 



Create Operation Recommendation automatically

Excursion into the district definition
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Define an area using filters, 
e.g. „Postcode starts with 

8". 

Action: Assign 
companies

Assign one or 
more responsible

persons to the 
area.

Action: Assign
supervisors

Companies are 
assigned to the district
based on the filter.

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

Set start date in supervisor 
record 

Action: Assign
supervisors

One Operation 
Recommendation is created for 

each supervisor record.



Predefined filters

Operation Recommendation

32

In the Filterview there are three predefined filters in the standard:

▪ "Next operation less than ...", so that only the Operation 
Recommendations of the next four weeks are displayed.

▪ "Responsible is empty" to see the Operation Recommen-
dations for which no responsible has been stored yet.

▪ "Responsible equal "Username" to display the Operation 
Recommendations for which one is responsible.



Structure of the filter view

Operation Recommendation
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Company and contact at which 
the operation takes place.

Operation 
period

Next Operation

Frequency, how often 
the company should be 
visited by the person
responsible in this role.

Role in which the 
responsible person 
is traveling.

Priority given to 
the operation.

Follow-up appointments based 
on Operation Frequency.

Date on which the person responsible 
had last visited the company in this 
role. Click on the date to open the 
corresponding operation.



Icons in the filter view

Operation Recommendation
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▪ Prio "critical" = "red" icon 

▪ Prio "very high" = "yellow" icon

▪ Prio "high" = "yellow" icon

▪ Prio "medium" = "green" icon 

▪ Prio "low" = Icon "black

▪ The hand is displayed for manually created Operation Recommendations

▪ The clock is displayed for automatically created Operation Recommendations

▪ The X is displayed for inactive Operation Recommendations, i.e. when "Rule 

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



Create responsible person as resource

Operation Recommendation
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If the responsible person is 
not yet created as a resource, 
the system informs about it.

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

1 2 3

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

For business hours, 
enter the regular 
working hours of the 
responsible person.

The address you select 
here will later be avail-
able as the start/end 
address when planning 
the route.



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.

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

Operation Recommendation
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Create operation manually

Operation Recommendation

37
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1. If you execute the action "Create operation manually" in the preview of the
Operation Recommendation, you automatically jump off to resource planning. 

2. Click on "Edit operations" there. 
3. Then mark the operation period for the employee performing the operation. 
4. A SmallEdit for resource planning opens, in which the kind, title, status, start and 

end date, priority, company and contact (sometimes) are already preassigned.



Create operation manually

Operation Recommendation

38

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.



Generate operation

Operation Recommendation
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If you select an Operation Recommedation and 
perform the "Generate operation" action, an 
operation will be created immediately and you 
will receive a notification from the system.

1

2

3



Generate operation/create operation manually

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

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



Skip next operation

Operation Recommendation
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Skip the „Next operation“ with the 
associated action if you do not want to 
keep this appointment and do not want 
to create an operation for it. You will receive 
a notification about the recalculation.



Rule active

Operation Recommendation

42

If the button "Rule active“ 
is „No" for the supervisor
record in the District
Definition, then (when the 
supervisor records are 
reassigned) the Operation 
Recommendation is set to 
Inactive, recognizable by the 
X icon. 

This function is used when 
the supervisor is absent for 
some time, but is basically 
still responsible as a super-
visor, e.g. the supervisor is 
on parental leave.



Operation Recommendation from the company or a contact

Operation Recommendation
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Execute the action "New Operation Recommendation". 
This opens a SmallEdit, which you can use to create the
Operation Reccomendation.



Operation Recommendation from the company or a contact

Operation Recommendation
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Select the contact you want to visit:
▪ Only the contacts of the selected company will be displayed.
▪ When entering from a contact, this contact is preset.

You enter the priority manually here. It is not adjusted 
automatically and must be changed manually if necessary.

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

For the operation frequency, select the intervals 
at which the company should be visited. 

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



▪ You cannot delete automatically created Operation Recommendations, 
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.

General info

Operation Recommendation
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Operation
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Create operation

Operation
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Select what kind of
operation it is, 
e.g. service operation.

You can describe the operation
in more detail and, for example, 
include images or links in the 
description.

Select at which company the operation
should take place and, if necessary, the 
contact who will be your contact person.

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.

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



Filter view

Operation
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Group by "Calendar week" and store the 
condition „Begin greater than yesterday" to get 
the operations clearly displayed.



Serial action – Open Route

Operation

49

1

1

2

3

1. Additionally, group by “Begin" and filter 
by a resource if you want to display the 
daily route for a specific resource.

2. Select the operations for which 
you want to display the route.

3. Execute the action
„Open Route“.

You can select a maximum of 100 operations 
for the "Open Route" action.



Serial action – Open Route

Operation
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An overlay opens in which the logged-in 
user is selected as a resource and the 
resources stored for the selected 
operations are displayed for selection. The 
selection determines which start and end 
address is to be used for route planning.

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



Serial action – Open Route

Operation
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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.



Status

Operation
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An operation can only have the status "to plan" if there is no link to 
a resource yet. As soon as an operation is linked to a resource, it 
can only have the status "preplanned", "planned" or „carried out".



Icons

Operation
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Priority

None Low Normal High

To plan

Preplanned

Planned

Carried out
✓ ✓ ✓ ✓



Filter view

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

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



Plan operation

Operation

55
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1. If you execute the action "Plan operation", you will automatically jump 
to resource planning. 

2. Click on "Edit operations". 
3. Then click in the row of the employee who is to perform the operation. 
4. A SmallEdit for resource planning opens, in which the operation from 

which you jumped off is already preassigned.



Plan operation

Operation
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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.For technical reasons, operations can only 

be scheduled until 23:45 (11:45 p.m.).



Plan operation

Operation
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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.



Replan operation

Operation

58

1

2

3

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.



Plan/Replan Operation

Operation

59

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.



Further actions - Open route

Operation

60

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.



Preview - Further actions

Operation

61

The action "New appointment" is only active, 
▪ when the operation time (begin and end) is planned and
▪ no appointment has been created yet for the operation.

Subject, begin and end are copied from the
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.



Preview - Further actions

Operation

62

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.



Preview - Further actions

Operation
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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.



Preview - Further actions

Operation

64

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.

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.



Preview - Further actions

Operation

65

Use the "Delete plannings" action to 
delete all entries for this operation 
in the resource planning. The data 
record in the “Operation" context is 
retained. The action is only active if 
entries exist.

Use the delete button to delete the 
operation from the “Operation" 
context and delete all associated 
entries in the resource planning.



Operation tasks

Operation
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Operation tasks in the area „Assigned operation tasks" 
are assigned to the operation. The company and the
contact are taken over from the operation into the 
operation task as soon as the operation task is 
assigned. Tasks with subtasks can be created. 



Operation tasks

Operation
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Tasks are displayed in the „Not assigned operation tasks" area, if
▪ 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. 

Tasks are displayed in the area „Operation tasks of prospetive
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. 



Operation tasks

Operation
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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.



Operation tasks

Operation
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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.

The tick is set for operation
tasks with the status „done".



Actions for the operation tasks

Operation

70

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.



Actions for the operation tasks

Operation
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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.

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 
the area „Not assigned operation tasks".



Time estimation for operation tasks

Operation
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For each task, you can enter an estimated 
time. This is an estimate of how much time is 
expected to be needed to complete the task.

The estimated time is also 
displayed in the footer.

In the footer of the operation, the 
sum of all estimated times from 
the operation tasks is displayed.



Note in preview

Operation
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If there is at least one task in 
the operation for which no 
time estimate has been 
stored, a note is displayed in 
the operation preview. This 
makes it clear that the 
estimated time displayed in 
the operation is not yet 
complete.

If no time estimate has 
been entered for
anyoperation task so 
far, the note „Operation 
task not yet estimated" 
will be displayed.



Dynamic times

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



Dynamic times

Operation
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If you activate the "Dynamic times" button, the 
length of the operation results from the "estimated 
times" that are stored in the operation tasks. The 
estimated times are used to automatically calculate 
the end date and time based on the start date and 
time. The end fields can then no longer be edited.

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



Dynamic times

Operation
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If the operation tasks are removed or the 
estimated times are removed in all operation 
tasks, the end date and time can be edited 
manually again and the "Dynamic time" button 
is no longer visible.



„Timetracking entries“ tab

Operation
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Here you can book the times you needed 
to complete the operation tasks. You can 
see the total of the booked times in the 
preview of the operation.



„Timetracking entries“ tab

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

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



„Resource“ tab

Operation
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The “Resource” tab displays the resources 
of the operation and how they are 
planned on the day of the operation.

You have the option of jumping directly 
to the Context „Resource planning“.



„Reporting“ tab

Operation
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In the "Reporting" tab, you can 
enter a comment, e.g. on how 
the operation was carried out. 
The service employee on site and 
the customer's contact person 
can confirm the operation with 
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.



„Reporting“ tab

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

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

The "Signed on" fields are auto-
matically filled with the current 
date and time when saving.



„Reporting“ tab

Operation
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If a contact is linked to the operation, this 
contact is preset as the contact person for 
signature. If this contact cannot sign 
because they are not on site, for example, 
other contacts from the company linked to 
the operation are available for selection.



„Activities“ tab

Operation
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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".



„Attributes“ tab

Operation
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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.



„Receipts“ tab

Operation
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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.



Create Operation Task

Excursion in company, contact, service ticket
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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.



Tab „Operations/Tasks

Excursion in company, contact, service ticket
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In the company, the contact 
and the service ticket, you can 
view the operations, 
operation tasks and the 
associated resource planning
belonging to the respective 
data record.



Tab „Operations/Tasks“

Excursion into the company
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If you open the resource planning from the company, a company 
link is created, which has the effect that the company is already 
preassigned for new operations to be created.



Further actions

Excursion into the company
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You can create a new Operation Recommendation, create 
a new operation as well as create an operation task via 
the "Further actions" button in the company preview.



Operation Task
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Create operation task

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

How far has the task progressed?

Is the task optional?

How much time is expected to be needed for the task?

What role should the employee have in order to 
fulfil this task, e.g. service technician. If the role 
does not match the role assigned in the operation, 
the operation task is not displayed in the operation.



Create operation task

Operation Task
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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.

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.

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



Create operation task

Operation Task
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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.

1

2



Create operation task

Operation Task
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If operation tasks are already assigned to the selected
operation, they are available for selection here. If you do 
not select an operation, only operation tasks that have not 
yet been assigned to an operation are available here.

If a company and a contact are already assigned to the 
selected operation, they will be entered automatically.

Determine which attributes are necessary 
to be able to work on the operation task.

Link the operation task with other data records 
from the system, e.g. an offer.

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



Create operation task

Operation Task
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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.



Filter view
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Status, due date and priority are 
visually represented by the icons.
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None Low Normal High

D
u

e
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a
te Not due

Today is before due date

Due / Overdue
Due date is Today or 
Today is after due date 

S
ta

tu
s Not done

Done

Priority
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Using serial actions, you can
assign operation tasks to an 
operation or remove them 
from an operation.

If the operation to 
which you want to 
assign the operation
task already exists, 
select it here in the
„Operation" field.

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.



Preview
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In addition to the Details area and the Description area, 
you will also find links to other data sets, to subordinate
operation tasks and the attributes required for the task 
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 
was estimated as processing time.
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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.

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.
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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".



Time tracking and closing
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You can also cancel time recording. No 
time entry will then be recorded, but you 
can start time tracking for this task again.



Time tracking and closing
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If time tracking is started for an 
operation task that is displayed in a 
tree, you can click on any other 
operation task in the tree and with 
help of the "Start next time recording" 
button
▪ start time recording for the 

selected operation task and at the 
same time

▪ stop time recording for the task for 
which time recording is currently 
running.



Time tracking and closing

Operation Task

104

When you stop time tracking, the
operation task is automatically set to 
„Done" and the progress is set to 100%.



▪ 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. 

Time tracking and closing

Operation Task

105
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With the help of the button "Set completed", 
you can set the status of the operation task
to "Done" and the progress to "100%".



Time tracking and closing
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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%".
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If the operation task is not yet assigned or you 
want to assign the operation task to another
operation, you can use the action "Assign to 
operation" to open a SmallEdit and select or 
create an operation there.
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The following logic applies when operation tasks are assigned to operations or removed from 
operations:

▪ As soon 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.

▪ If 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.

▪ If 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.
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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.



Tab „Description“
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In the Description tab, you can 
enter information and pictures that 
are helpful for processing the task.



Tab „Attributes“
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You can assign attributes to the operation
task that are needed to complete the task. 

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



Operation Task 
Template

114



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.

General

Operation Task Template

115
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Template numbers are automatically 
assigned in ascending order.

Assign a meaningful title 
for your template.

Specify whether the operation 
task template should be 
selectable in an operation or not.

You can define the conditions under 
which this operation task template 
should be selectable in the operation.



Filterview

Operation Task Template
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Tab „Einsatzaufgaben“
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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.

Legen Sie in der Vorlage 
Einsatzaufgaben an.
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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.



Expense administration - store allowances
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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.



Expense administration - store allowances
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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.



Create new expense report
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Click on the button "New Expense Report" to 
open an expense report in which you can enter
absence times and receipts.

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

in creation

to be settled

billed
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In the preview, you can give the expense report a name, 
e.g. the reason for the trip.

All other areas in the preview cannot be changed, as the 
values result from the entries made in the „Absences" tab.



Tab „Absences" - Record travel time
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Tab „Absences“ - Record travel time
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Select the company you visited.

Purpose of the trip.

Information about accommo-
dation and meals on site.

Kilometres travelled 
with own vehicle.

Select the country in which the visited company is located.

Specify arrival date and time and 
departure date and time.



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

Remark on the record, 
e.g. "Parking receipts of 
the entire travel period".

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

Kind of receipt, e.g. 
hospitality, refuelling, 
parking fees



Enter receipts
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Totalled amounts and infor-
mation from the „Absences" 
and "Receipts" tabs.



Change status „in creation“
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When you have entered all travel data and 
uploaded all receipts, set the status of the 
expense report to "To be settled".



Status „to be settled“
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The person checking the expense report can set 
the status to „billed“ if everything is in order.

If the travel data still need to be adjusted, the 
status can also be set back to „in creation“.

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



Status „billed“
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In the „billed“ status, status changes 
are no longer possible.



Action „Show Expense Report“
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Action „Show Meal Allowance“

Expense report

135



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.

136




	Standardabschnitt
	Folie 1: External Work
	Folie 2
	Folie 3: Agenda
	Folie 4: „External work“ menu group
	Folie 5
	Folie 6: Resource
	Folie 7: Resource
	Folie 8: Resource
	Folie 9: Resource
	Folie 10: Resource
	Folie 11: Resource
	Folie 12: Resource
	Folie 13: Resource
	Folie 14: Resource
	Folie 15: Resource
	Folie 16: Resource
	Folie 17: Resource
	Folie 18
	Folie 19: Resource planning
	Folie 20: Resource planning
	Folie 21: Resource planning
	Folie 22: Resource planning
	Folie 23: Resource planning
	Folie 24: Resource planning
	Folie 25: Resource planning
	Folie 26: Resource planning
	Folie 27: Resource planning
	Folie 28
	Folie 29: Operation Recommendation
	Folie 30: Operation Recommendation
	Folie 31: Excursion into the district definition
	Folie 32: Operation Recommendation
	Folie 33: Operation Recommendation
	Folie 34: Operation Recommendation
	Folie 35: Operation Recommendation
	Folie 36: Operation Recommendation
	Folie 37: Operation Recommendation
	Folie 38: Operation Recommendation
	Folie 39: Operation Recommendation
	Folie 40: Operation Recommendation
	Folie 41: Operation Recommendation
	Folie 42: Operation Recommendation
	Folie 43: Operation Recommendation
	Folie 44: Operation Recommendation
	Folie 45: Operation Recommendation
	Folie 46
	Folie 47: Operation
	Folie 48: Operation
	Folie 49: Operation
	Folie 50: Operation
	Folie 51: Operation
	Folie 52: Operation
	Folie 53: Operation
	Folie 54: Operation
	Folie 55: Operation
	Folie 56: Operation
	Folie 57: Operation
	Folie 58: Operation
	Folie 59: Operation
	Folie 60: Operation
	Folie 61: Operation
	Folie 62: Operation
	Folie 63: Operation
	Folie 64: Operation
	Folie 65: Operation
	Folie 66: Operation
	Folie 67: Operation
	Folie 68: Operation
	Folie 69: Operation
	Folie 70: Operation
	Folie 71: Operation
	Folie 72: Operation
	Folie 73: Operation
	Folie 74: Operation
	Folie 75: Operation
	Folie 76: Operation
	Folie 77: Operation
	Folie 78: Operation
	Folie 79: Operation
	Folie 80: Operation
	Folie 81: Operation
	Folie 82: Operation
	Folie 83: Operation
	Folie 84: Operation
	Folie 85: Operation
	Folie 86: Excursion in company, contact, service ticket
	Folie 87: Excursion in company, contact, service ticket
	Folie 88: Excursion into the company
	Folie 89: Excursion into the company
	Folie 90
	Folie 91: Operation Task
	Folie 92: Operation Task
	Folie 93: Operation Task
	Folie 94: Operation Task
	Folie 95: Operation Task
	Folie 96: Operation Task
	Folie 97: Operation Task
	Folie 98: Operation Task
	Folie 99: Operation Task
	Folie 100: Operation Task
	Folie 101: Operation Task
	Folie 102: Operation Task
	Folie 103: Operation Task
	Folie 104: Operation Task
	Folie 105: Operation Task
	Folie 106: Operation Task
	Folie 107: Operation Task
	Folie 108: Operation Task
	Folie 109: Operation Task
	Folie 111: Operation Task
	Folie 112: Operation Task
	Folie 113: Operation Task
	Folie 114
	Folie 115: Operation Task Template
	Folie 116: Operation Task Template
	Folie 117: Operation Task Template
	Folie 118: Operation Task Template
	Folie 119
	Folie 120: Excursion into administration
	Folie 121: Excursion into administration
	Folie 122: Excursion into administration
	Folie 123: Excursion into administration
	Folie 124: Expense report
	Folie 125: Expense report
	Folie 126: Expense report
	Folie 127: Expense report
	Folie 128: Expense report
	Folie 129: Expense report
	Folie 130: Expense report
	Folie 131: Expense report
	Folie 132: Expense report
	Folie 133: Expense report
	Folie 134: Expense report
	Folie 135: Expense report
	Folie 136

	Ende
	Folie 137


