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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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▪ Overview

▪ Event
▪ Create Event

▪ Tab „Event dates“

▪ Action „Copy event“

▪ Action „New event date“

▪ Event date
▪ Create Event date

▪ Add agenda

▪ Add participants

▪ Change participant status manually

▪ Delete Event date

▪ Manage checklist entries

▪ Plan and send messages

▪ Manage project members

▪ Action „Copy event date“

▪ Exports from the event date

Agenda
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▪ Workflow for participant administration

▪ Extended Contact Management



The “Event” and “Event date” contexts support you in planning and holding events.

▪ An event can comprise several event dates, for example
▪ to map an event that is to be held several times, e.g. a training course for several groups, or

▪ to map events lasting several days.

▪ You can enter an agenda for each event date. 

▪ In the event date, you also record the participants and assign them a status (invited, confirmed, 
declined, etc.). 

▪ You can use checklists to define standardized to-dos for event dates.

▪ You can enter serial emails (save the date, invitation, confirmation) to be sent from these event 
dates.

▪ You can enter project team members with a project-specific role.

Overview

Event

4



An event can comprise one or more event dates

Event & Event date
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Event dates
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Event
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Create event

Event
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Examples of types: 
Webinar, Fair, Training

Examples of status: 
In planning, Approved, Completed

A link to the event participation 
can be entered here.

Specify whether or not certification 
is to be achieved with this event.



Tab „Event dates“

Event
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You can now create the corresponding 
event dates in the main view.



Actions in the Preview

Event
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Number of event dates 
recorded in the event.

The “Copy event definition” action 
opens the EditView for creating a new 
event. The data for the individual 
fields is copied from the template.



Actions in the Preview

Event
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The “New event date” action opens the EditView for 
creating a new event date. The event is then pre-assigned 
in the “Event” field and the field can no longer be edited.



Event date
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Create event date

Event date
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Give the event date a name. In the example of the 
“Health day for employees” event, this could be a 
presentation on “Preventing back problems”.

Enter the start and end of the event date.

By when do participants have to register at the latest?

Will the appointment take place in person, online or hybrid?

For face-to-face appointments, the 
location becomes a mandatory field.



Create event date

Event date
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Status „In planning“
As long as the event date is planned.
Status „Approved“
Once the planning has been completed and approved.
Status „Completed“ 
When the event date has taken place.

To ensure that the maximum number of possible parti-
cipants is actually taken into account, the specialist 
administrator must make settings in the system.



Tab „Agenda“

Event date
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Create an agenda for the event date.



Add single participant

Event date
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In the “Participants” tab, you can enter participants 
individually and assign them statuses such as 
“Invited”, ‘Confirmed’, “Participated”, etc.



Add multiple contacts to the event date

Excursus „Contact“
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In the “Contact” context, you can use 
the “Add to event” action to add 
several contacts to an event date.



Add a single contact to the event date

Excursus „Contact“
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You can add a singel contact to an event date using 
the “Add to event” action in the preview of a “Contact”. 
The participant status is initially set to “Added”.



Add participants via filter

Event date
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This action opens a SmallEdit where you can select from all 
saved filters from the “Contact” and “Company” contexts. 
Once you have selected a filter, SmallEdit will inform you how 
many contacts/companies from the filter will be added as 
participants and how many will not.



When does the maximum number of participants apply?

Excursus „Keyword Entry“
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Example
In the ADITO standard, the limited number of participants applies to the “Confirmed” status. For example, you 
have a room for an event that can accommodate 20 people and therefore set the maximum number of 
participants to “20”. You still invite 50 people, for example, and 30 of them accept, so they automatically receive 
the status registered, but only the first 20 receive a confirmation for the event and the status “Confirmed”. The 
remaining 10 are informed that they are on the waiting list and are assigned the status “Waiting list”. 

If you set the keyword attribute value 
“limited” to “Yes” for the participant 
status, the maximum number of 
participants is applied in the workflow 
for this participant status. 



Serial action „Change status“

Event date
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1

2

To change the status of participants manually, select 
them (1) and carry out the “Change status” action (2). 
A SmallEdit (3) opens in which you can select the new 
status (4) and confirm by clicking on “Change status” (5).
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4
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Event dates can no longer be deleted once participants have been added or links to other contexts 
(e.g. activities) exist.

Deleting

Event date
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Tab „Checklist entries“

Event date
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If you want to set checklist entries to 
fullfilled, activate the “Fullfilled” button (1) 
and confirm with “Save” (2).

1

2



Tab „Messages“

Event date
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You can add bulk mails to the event date. The 
prerequisite is that the “Place of use” “Event date” 
has been stored in the bulk mail.



Tab „Messages“

Event date
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Message types can 
be, for example :
▪ Save the date
▪ Invitation
▪ Reminder mail
▪ usw.

Define which status 
the participants 
must have in order 
to be included in 
the e-mail dispatch.

Define which status should be 
set for the recipients when the 
email is sent. If you do not 
specify anything here, the 
current status will remain.

The send status 
is taken from the 
bulk mail.



Tab „Messages“

Event date
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For bulk mails with the 
“AdHoc” send type, the 
message type can only 
be used once.

For bulk mails with the 
“Manual” send type, the 
message type can be 
used multiple times. 



Send messages: Manual or planned

Event date
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Messages with the “Manual” send type 
are sent in the preview with the “Send” 
button, as is usual in bulk mails. 

Alternatively, you can use the 
planned sending of bulk mails, 
where the sending time is specified.



Send messages: Ad-hoc

Event date
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Bulk mails with the place of use “Event date”, 
send type “AdHoc” and status “active” are sent 
from the event date per participant as soon as a 
participant reaches the selected status. This is 
set using a workflow. This workflow also triggers 
the dispatch of the AdHoc email.



Entering messages: Bulk mail with event placeholders

Event date
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In the bulk mails, which are sent as messages from the 
event, the event information (event name, location, start, 
end and registration deadline) can be transferred directly 
upon dispatch using placeholders. This eliminates the 
need to subsequently adapt the bulk mail if the event 
dates key data changes.

The procedure for inserting the placeholders in the email 
template:
1. The placeholders are inserted in the Mosaico template.
2. The Mosaico template is transferred to a bulk mail with 

“Place of use: Event date”.
3. The bulk mail is created as a message in the event date.
4. When the bulk mail is sent, the placeholders are filled 

with the event dates information.



Tab „Project member“

Event date
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Enter the project team and assign 
roles to the team members.

The list of roles can be custo-
mized by the administrator.



Actions in the Preview

Event date
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Number of weekdays 
until the event date

Number of deposited participants

The “Copy event date” action opens the EditView 
for creating a new event date. The data for the 
individual fields is copied from the template.



You can trigger the CSV export of information from event dates for each event date (filter view). To 
do this, you need an export template in advance, which must be created in the system by the 
administrator.

Use the export to further process the data for participant lists, name badges, etc.

Exports

Event date
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Workflow

32



The JDito process “SetEventParticipantStatus” can be configured in a workflow to add participants 
to an event.

Access to a registration form can be provided via a website or distributed by email.

▪ If the JDito process is used as part of a registration via a website, the event ID is transmitted by 
the web service. This means that “only” the desired status needs to be specified in the 
configuration of the task and the value for the “Event” parameter remains empty.

▪ If the JDito process is used as part of a registration distributed by email, the event and the 
desired status are specified in the task configuration.

Add participants: Webservice/Workflow 

Event date
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▪ The JDito process “SetEventParticipantStatus” can be configured in a workflow service task so 
that the participant status can be changed automatically (in addition to the login functionality).

▪ The event and the desired status must be specified in the configuration.

Change participant status: via workflow

Event date
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Manual steps

Added Invited

Registered Confirmed Participated

Waiting list

No Show 

Bleibt im Status „Bestätigt“ hängen

Declined
Check for 

max. number 
of participants

Change participant status: Via target status in the event date messages

Event date
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@ Invitation

@ Waiting notification

@ Confirmation

@ Follow up

@ Follow up

Participant status

@ Event date Message

Target participant status

Participants with status The status is automatically set to the target 
status that was defined for a message.

Configuring the message



Marketing 
specifics in 

contact
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Mainview

▪ Tab “360 degrees”: Display of bulk mails, 
serial letters, event dates, campaigns and 
questionnaires to which the contact is 
linked.

Preview:
▪ Action „Add to Event“

To add the individual contact.

Filterview:
▪ Serial Action „Add to Event“

To add the filter result or the selected 
contacts.

Information in the... Actions in the...

Marketing specifics in the contact
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▪ Event participation
All contacts who are participants in an event date are listed.

▪ Event participation: Declined/Confirmed/Invited/Added/Registered
/Participated/Waiting list
All contacts with the selected participant status of an event date are listed.

Filter properties

Marketing specific filters in the contact
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This document is subject to copyright protection. Therefore all contents may only be 
used, saved or duplicated for designated purposes such as for ADITO workshops or 
ADITO projects. It is mandatory to consult ADITO first before changing, publishing or 
passing on contents to a third party, as well as any other possible purposes.
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