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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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Agenda

=  Overview »  Workflow for participant administration

= Event » Extended Contact Management
= 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
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Overview

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.

= |nthe 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.
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Event & Event date

An event can comprise one or more event dates

¥ Event

Event dates

. " Create an
Add project Define Add .
o send n Completion
B members agenda participants messages
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Examples of types:
" \Webinar, Fair, Training
e e Examples of status:
In planning, Approved, Completed

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

Create event

Registrtion required A link to the event participation
External event link External event link can be entered here_
<

€ Cance Required value is missing
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Tab ,,Event dates”

f£ < Eventdates Activities Tasks Documents Logs

GF

Gesundheitstage fir Mitarbeiter

1001 Eventdates: 5
Name % Begin End % Status of event Main responsible person % Location % =
¥ i} £ H May 8, 2025, 10:00 AM May 8, 2025, 11:00 AM In planning nda Geisenhausen, Veranstaltungsraum
Details & - Vortrag "Riickenleiden vor May 8, 2025, 9:00 AM May 8, 2025, 10:00 AM In planning Pau Geisenhausen, Schulungsraum
Fair
May 8, 2025, :00PM May 8, 2025, 3:00PM In planning Melanie Huebe Geisenhausen, Veranstaltungsraum
In planning
ag e May 8, 2025, 1.00PM May 8, 2025, 2:00PM In planning an Geisenhausen, Schulungsraum
Further information i -
Yoga May 8, 2025, 10:00 AM May 8, 2025, 11:00 AM In planning ammeh Geisenhausen, Garten

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

A



Event A ~piTo

Actions in the Preview

§F< Eventdates Act
Name Gesundheitstag fir Mitarbeiter - copy
Gesundheitstag flir Mitarbeiter
Type * Other event ~
. 1001 Main responsible person * Herr Tim Admin v
e Name = Status » In planning v
‘i ﬁ Z E EE New task ler Description Vortrage und Praxis-Module zur Forderung der Mitarbeiter-Gesundheit.
Detalls & =~ B Observe dataset fee e
Type Other event Certification
I [ Copy event I—D
Status In planning = 3 3 Target group -
N t dat
= eweventdate Registration required ¢
Further information § - {} Open admin view
External event link
u N n s
The “Copy event definition” action
1 opens the EditView for creating a new

Count Eventdates Numb - - event. The data for the individual
umber of event dates fields is copied from the template.

recorded in the event.



Event

Actions in the Preview

f£ < Eventdates Act
Gesundheitstag flir Mitarbeiter
1001
Tim Admin

Name %
s i} X - ler

= New task

Detalls #& = M Observedataset
Type Other event

[= Copy event

‘\ ADITO

Status In planning
| [= New event date I

Further information § - {} Open admin view

1

Count Eventdates

Event = Gesundheitstag fiir Mitarbeiter
Na 1
Beg 1 ]
]
End 1 e
C]
v
»
»
Loc
Main respensible person » Herr Tim Admin v
Status of event In planning ~

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.
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Create event date

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”.

i Enter the start and end of the event date.
- By when do participants have to register at the latest?
Participation type Will the appointment take place in person, online or hybrid?

Main responsible person » Herr Tim Admin FOI’ face_to_face a ppOIntmentS, the
In planning location becomes a mandatory field.

€@ Cance Required value is missing

B, A
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Create event date

E ~

Na

Begin * =
®©

End =+ 1 End =

Status ,,In planning”
As long as the event date is planned.
Status ,,Approved”
B Once the planning has been completed and approved.
Main responsibie person + Herr Tim Admin Status ,,Completed”
in planning When the event date has taken place.

Registration deadline Registration deadline

Participation type

To ensure that the maximum number of possible parti-
cipants is actually taken into account, the specialist
€ Cance Required value is missing admInIStratOF mUSt make
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Tab , Agenda”

= a = U + TA
> Agenda Participants Checklist entries Messages Project member Activities Tasks E I Name
» T I Type v
> :
| I Filter =
Responsible ¢ Res[ e v
Agenda: 3
Name % Type + Responsible Start & End + =
Start o®
@ Begriitung Welcome Frau Paula Strauss May 8, 2025, 9:00 AM May 8, 2025, 9:15AM
End e En
@ Aufbau der Wirbelsaule Lecture Frau Paula Strauss May 8, 2025, 9:15AM May 8, 2025, 9:30AM
< £ S
@ Falsche Belastungen vermeiden Lecture Frau Pa May 8, 2025, 9:30AM May 8, 2025, 10:00 AM

Vortrag "Riickenleiden vorbeugen"
v

Create an agenda for the event date.

Required value is missing

© Cancel
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Event date

Add single participant

‘\ ADITO

> Agenda Participants Checklist entries Messages Project member Activities Tasks E
<
»
| I @ %5 Filter =
Participants: 3
%= Status * Contact % Company % E-Mail % Phone % =
[
o
3 o Confirmed Jan Frohberg meineFirma GmbH jfrohberg@meinefirma.adito.de +49 8743 9664299
Ns)
=
g o Confirmed Silke Dehler meineFirma GmbH sdehler@meinefirma.adito.de +49 8743 9664637
T
E > O Added Karl Auer privat kauer@test.de
g
>
v
b=]
@
o
©
£
o
>

In the “Participants” tab, you can enter participants

individually and assign them statuses such as
“Invited”, ‘Confirmed’, “Participated”, etc.

Participant A

Event » Vortrag "Ruckenleiden vorb «
Status * Added ~
Participant ® | Participant v
<
Required value is missing
@ Cancel

s N



Excursus , Contact” A roito

Add multiple contacts to the event date

+ A Observe Filter & Serial Actions v H & = Filter = X

& Add to serial letter
Q Filter content. Contacts: 18 0

34 Add to Campaign _ Current participants Max participants

»
Picture Salutation % Title % Firstname % Lastname % Company = | % Add to event I Phone % Address % = Eventdate » | Eventdate -
Herr Tim Admin meineFirma| @ Add to bulk mail de +49 8743 9664433 Liebigstrafte 3 - DE 84 )
Required value is missing
Frau Silke Dehler meineFirma | v/ Create operation task de +49 8743 9664637 Konrad-Zuse-Straie ¢
o & Export

Herr Jan Frohberg meineFirma | to.de +49 8743 9664299 Konrad-Zuse-Strale £

P Start workflow
Frau Melanie Hueber meineFirma | to.de +49 8743 9664300 Konrad-Zuse-Strafe ¢

W Set attribute
Frau satou Jammeh meineFirma GMBH jjammeh@meinefirma.adito.de +49 8743 9664376 Konrad-Zuse-Strale £

Frau Birgit Leicht meineFirma ameinefirma.adito.de +40 8743 9664732 Meustadt 502 - DE 84 &

(<

<]
DROOOTWOOOw

Frau Susanne
Her O [N the “Contact” context, you can use
G the “Add to event” action to add

[ <

s several contacts to an event date. <
Herr Herbert
Herr Christian Pabst meineFirma GmbH cpabst@meinefirma.adito.de +49 8743 9664285 Konrad-Zuse-Strafe ¢

16
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Add a single contact to the event date

bk 3 £ < Activities 360 Degree Other Contactroles Appointments/Tasks : x
2 —
0
Frau Martina Baumgartner @ Createnew v 25 Filter = Current participants Max participants
Skyscraper Bau GmbH & Q Filter content 9 Eventdate * I Eventdate A
B = Required value is missing

M Observe dataset

Teos 1 iE New task
Communication § - @ wiritz email
@ E-Mail m.baumgartner@skyscraper....
¢, Phone B New letter
= New offer 0 .
? 1 @ newarportuiy You can add a singel contact to an event date using

R T 8 Newoperan recommendation the “Add to event” action in the preview of a “Contact”

Further information & = P8 New operation o ¢ o 0 0s0 m "
oo The participant status is initially set to “Added”.
Create operation task
Frau
(@ New Service ticket
German
et B New appointment
Marketing = Add to serial letter

Marketingleiter @ Add to bulk mail .

3% Add to Campaign

0 0 I % Add to event I P

Other active Contactroles Open tasks

R A
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Add participants via filter

Vortrag "Riickenleiden vorbeugen"

Agenda Participants

Status ¥

() Added

‘\ ADITO

Checklist entries Messages Project member Activities Tasks Documents 5 X

Contact +

Silke Dehler

1
I &4 Add participants via filter : - — —> Current participants Max participants

8 of the chosen records will be added to the event,

Participants: 1 -
P because 0 are already participants

Company = E-mail % Phone & = Filter Mitarbeiter Industrial Steel %

meineFirma GmbH sdehler@meinefirma.adito.de +49 8743 0664637
f¥1 Add Participants

Event date A

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.

A
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When does the maximum number of participants apply?

— -
R If you set the keyword attribute value
uj: H n ll n M9
o - limited” to “Yes” for the participant
Schlissel # Titel (urspriingliche Sprache) + Titel (Ubersetzt) % Aktiv ¥ Essel
S status, the maximum number of
kded Hinzugefit > W participants is applied in the workflow
EVENTPARTICIPANT_INVITED Invited Eingeladen Ia Nein for th|S pa rt|C|pa nt status.
EVENTPARTICIPANT_REGISTERED Registered Registriert Ja Nein a
I EVENTPARTICIPANT_CONFIRMED Confirmed Bestatigt Ja Nein Schliisselwort-Ei haft-wert
chliisselwort-Eigenschaft-Werte i -
EVENTPARTICIPANT_PARTICIPATED Participated Teilgenommen la Nein imited Ja
< con VAADIN:CHECK_CIRCLE
EVENTPARTICIPANT_DECLINED Declined Abgesagt Ia Nein =
= Schliisselwort-Kategorie Beschreibung -
EVENTPARTICIPANT_WAITINGLIST Waiting list Warteliste Ja Nein i

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".




Event date

Serial action ,Change status”

Vortrag "Riickenleiden vorbeugen"

Agenda

Participants Checklist entries Messages Project member Activities Tasks Docume E X
Status * 4 | Status v
'
| = Change status I ® | =riter = Required value is missing
Participants: 3 I

Status = Contact = Company E-Mail = Phone % =

Confirmed Jan Frohberg meineFirma GmbH jfrohberg@meinefirma.adito.de +49 8743 9664299

Confirmed Silke Dehler meineFirma GmbH sdehler@meinefirma.adito.de +49 8743 9664637

Added Karl Auer privat kauer@test.de <

‘\ ADITO

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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Deleting

Event dates can no longer be deleted once participants have been added or links to other contexts
(e.g. activities) exist.
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Tab ,,Checklist entries”

> Agenda Participants Checklist entries Messages Project member Activities Tasks Documents Logs

Checklist entries: 7

B Fullfilled = Automatically # Checklist entry ¥ Done by ¥ Doneon + Knowledge ¥
[

w

E (: No Veranstaltungsort planen

g

c ( No Agenda verfassen Admin Apr 4, 2025, 10:03 AM
7]

h=d

[

= ’ No Mailings definieren

g

3

o No Teilnehmer definieren

o

jd

§ No Veranstaltung freigeben

o F If you want to set checklist entries to
No Follow up fullfilled, activate the “Fullfilled” button (1)
and confirm with “Save” (2).
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Tab ,,Messages”

> Agenda Participants Checklist entries Messages Project member Activities Tasks Documents Logs Message type * | Message type V)
n Bulk mail » | Bulk mail v
Target status Target status (Recipient) v
Messages: 2 R =
= Message type ¥ Bulk mail % Participants with status %+ Target status (Recipient) + Sendtype %+ Sendst =
o Participants with status
3 @ Confirmation Lecture: “Preventing back problems” | Registration Invited Manual Not sent | . L
o + | Participants with status v -
r~
g @ Save the date Lecture: “Preventing back problems” | Save the date Added Manual Not sent ¢
c
7]
GJ
£, 9
= A
3
[
o .
g You can add bulk mails to the event date. The
2 P . u " u "
> prerequisite is that the “Place of use” “Event date
has been stored in the bulk mail. .
Required value is missing
@ Cancel




Event date

Tab ,Messages”

Vortrag "Riickenleiden vorbeugen”

“

Agenda Participants Checklist entries Messages Project member Activities Tasks Documents Logs

Message type « Bulk mail = Participants with status % Target participant status = Send type *
e Save the date Vortrag "Rlickenleiden vorbeugen” | Save the date Added Invited Manual
@ Confirmation Vortrag "Riickenleiden vorbeugen” | Anmeldung Invited Manual

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.

‘\ ADITO

Messages: 2

Send status + =
Not sent

Not sent

The send status
is taken from the
bulk mail.




Event date A ~piTo

Tab ,,Messages”

Agenda Participants Checklist entries Messages Project member Activities Tasks Documents :
Messages: 7
Message type » Bulk mail + Participants with status + Target participant status » Sendtype + = 1

@ Save the date meinefirma Kundentag (1): Save the date Added Manual sent
. Invitation meineFirma Kundentag (2): Einladung Added Invited Manual sent
@ Confirmation meineFirma Kundentag (3): Bestatigung Registered Confirmed AdHoc Activi
. Waiting notification] meineFirma Kundentag (3b): Wartebenachrichtigung Waiting list Waiting list AdHoc Activi
@ Reminder mail meineFirma Kundentag (4): Reminder Invited Planned Not s b | k | h h
@ Follow up meineFirma Kundentag (5): Follow up Participated Manual Not s
“M I” send t th
- anual” send type, the
@ Follow up meineFirma Kundentag (5): Follow up - no show Confirmed Manual Not s

message type can be
used multiple times.




Event date A ~piTo

Send messages: Manual or planned

Agenda Participants Checklist entries Messages Praject member Activities Tasks Documents Logs 7 @ §F X

ra @ Messages With the "Manual" Send type meineFirma Kundentag (4): Reminder
are sent in the preview with the “Send”

t status ¥ Send type # Send status # = = s

Message type % b H | 4 b | k 4 | &
o
utton, as Is usual In bulk mails.
e Save the date Manual Sent
Tags §F v
. Invitation meineFirma Kundentag (2): Einladung Added invited Manual sent
Details §F -
@ Confirmation meinefirma Kundentag (3): Bestatigung Registered Confirmad AdHec Active Subject Reminder: Kundentag bei meineFirma
. Waiting notification meineFirma Kundentag ( Vartebenachrichtigung Waiting list Waiting list AdHoc Active meinefirma@adito.de
Not sent
@ Tt e T s (R R i I Planned Not sentl
Planned
@ Follow up meineFirma Kunde Follow up Participated al Not sent. Jun 14, 2024, T:00 AM

Follow up - no show Confirmed 1 Not sent Event

Alternatively, you can use the

@ Follow up meineFirma Kunde

Events & Webinare

German

meineFirma Kundentag: Reminder

planned sending of bulk mails,
where the sending time is specified.

emplate No

attachments
No

Frau Lisa Sommer @

(Mosaico-) Reminder zum Internen

Kundentag.
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Event date

Send messages: Ad-hoc

Agenda

Participants

Checklist entries Messages Project member Activities Tasks Documents Logs

(O]

meineFirma Kundentag (3): Bestatigung

Messages: 7 Active
Message type + Bulk mail = Participants with status % Target status (Recipient) # Sendtype % Sendst = : = ) 3
. Invitation Einladung Added Invited Manual Sent
Tags
@ Save the date meineFirma Kundentag (1): Save the date Added Manual Sent
Details ]
I@ Confirmation meineFirma Kundentag (3): Bestatigung Confirmed AdHoc Active Subject Anmeldebestitigung: Kundentag bei
meineFirma
. Waiting notification meineFirma Kundentag (3b): Wartebenachrichtigung Waiting list Waiting list AdHoc Active . .
Sender address meinefirma@adito.de
@ Reminder e-mail meineFirma Kundentag (4): Reminder Invited Planned Not sent Status Active
i 8 g '’ n” Send type AdHoc
@ rorove B8 Bulk mails with the place of use “Event date”, o e
ace of use vent date
Foll 7] ” “u A ”
@ clowup ene send type Ad Hoc a nd status actlve a re Se nt < Interest Events & Webinare
from the event date per participant as soon as a E  Language German
= Content template meineFirma Kundentag: Bestatigung
[as]

participant reaches the selected status. This is
set using a workflow. This workflow also triggers
the dispatch of the AdHoc email.

Create activities

No
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Entering messages: Bulk mail with event placeholders

In the bulk mails, which are sent as messages from the
@:incrima Einladung 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.

Einladung zum Kundentag 2023 The procedure for inserting the placeholders in the email

Sehr geehrter Herr Admin, tem P late:

T G TR T35 1. The placeholders are inserted in the Mosaico template.

2. The Mosaico template is transferred to a bulk mail with

Tomin: @EvENTSEGHOATE) “Place of use: Event date”.

i s et e s S 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.

R A



Event date A ~piTo

Tab , Project member”

> Agenda Participants Checklist entries Messages Project member Activities Tasks Documents

Contact/Company * | Contact/Company A

Role » | Role v

\ 4

| I | @ I 25 Filter

Project member: 3

Responsible

Contact + Company ¥ Responsible & Role = =
@ Frau Paula Strauss meineFirma GmbH No Speaker
S0 Frau Silke Dehler meineFirma GmbH Yes Organiser <
@ Herr Markus Altinger Firmengruppe Matthias Bogen No External service partner =
o

Enter the project team and assign

Vortrag "Riickenleiden vorbeugen"
w

roles to the team members.

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

Required value is missing

© Cance
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Actions in the Preview
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Vortrag "Riickenleiden vorbeugen”

Frau Paula Strauss &

r 7 : Name =
A Observe dataset

Tags b o
r= New task

W
General information & =~ | [ Copyevent date
Event MIt... <

Gesundheitstag fir Mit... @ — |
{1} open admin view
Eventdate & -
Begin May 8, 2025, 9:00 AM
End May 8, 2025, 10:00 AM
Location Geisenhausen, Schulungsraum

Number of weekdays S

until the event date

21 18

Countdown Participants

Number of deposited participants

Gesundheitstag fur Mitarbeiter v

Vortrag "Rickenleiden vorbeugen® - copy

5/8/2025 =
9:00 AM

5/8/2025 =
10:00 AM ®©
4/1/2025 =
Hybrid v

Geisenhausen, Schulungsraum

person Frau Paula Strauss v

In planning

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.

A
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Exports

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.




Workflow
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Add participants: Webservice/Workflow

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.

= |f 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.

= |f 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.

e A
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Change participant status: via workflow

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

Registered Confirmed me Participated @ Follow up

@ Invitation T :
Declined
Check for
max. number
of participants
—p No Show @ Follow up

Bleibt im Status ,Bestatigt” hangen

Waiting list Manual steps

Participant status @ Waiting notification

@ Event date Message

# Participants with status The status is automatically set to the target

v Target participant status status that was defined for a message.



Marketing
specifics in

contact
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Information in the...

Mainview

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

Actions in the...

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.
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Filter properties

= 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.
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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.

e A
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Einzigartige Beziehungen
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