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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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= Qverview of advertising material and
sample management

Advertising material and sample
dispatch process

Create product as advertising material

Create activity as advertising material
dispatch

Edit advertising material dispatch activity
Edit advertising material dispatch
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& Workflow AdvertisingShipment

\_
» X .
Product Activity A?T:I:tr::_?:llg

B Workflow must be
activated

B Used "daily" by users
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Advertising material and sample management A aorro

Overview

The following functions are available in ADITO for sending advertising material or
samples:

= Management of advertising materials and samples in the Context “Product” (digital
advertising materials and physical advertising materials/samples)

= Creating an activity and, at the same time, advertising material and sample
shipments for a person-related advertising material or sample shipment

= QOverview of current advertising materials and sample shipments (delivered in
person, digitally, or by mail) in a separate filter view and in the 360-degree view of
the contact (recipient)

= Creat ng WOI’kﬂ ow taSkS In the further course of the documentation,

only advertising material is mentioned.
Samples are always included.
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Advertising material dispatch process

Advertising material
manager creates
advertising material
as a product.

Field service creates
activity as
advertising material
dispatch and adds
advertising material
to be dispatched
from the products.

Internal sales starts
the workflow for
dispatch in the
advertising material
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Manager of the
advertising material
processes workflow
tasks, i.e.
dispatches the
advertising material




Create product as advertising material A aorro

Product Group * Advertising materials v
Product number * AMOQOO1

Product name # Trade fair flyer

Unit « Pieces v
VATin% e 19

Calculate price from parts list

price LR If you activate the Digital button, you mark the
I advertising material as digital advertising material.

If you activate the Advertising material button, this product is
available for selection in the activity in the "Advertising material" tab.




Product as a digital advertising material A aorro

% @ £« Prices Parts list Description Offers Receipts Attributes Activities Tasks Documents Logs

AMO0O1 % Fiter =
g il " Trade fair flyer.pdf Yes
’ QPP Store the advertising material file in the Documents
. tab of your digital advertising material. The documents
stored here are sent as an e-mail attachment when the
, advertising material is sent.

Advertising material Yes

prices ;- For the user, a visual distinction between

et e » the "Documents" tab of digital advertising material

Cur. sl s GUR) 000 o = to the "Documents" tab of a physical product is not possible.

Relevant Documes . The "Documents" tab contains the logic for using the documents as

Trade fair flyerpdf @

email attachments for digital advertising materials.
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Create activity as advertising material dispatch A apiro

Date * 9/1/2025

10:22 AM

Category * | Category

x| ¢« | < @ #

You can already link the contact who is to
receive the advertising material here.

Create an activity in which you activate the

“Advertising shipment" indicator. This will
display the “Advertising material" tab in
the activity. There you can add products
that are marked as advertising material.




Edit advertising material dispatch activity A aoiro

Description History Attributes

~
Fa®

The contact is filled in if exactly one
contact is linked to the activity.
If several contacts are linked to the
THE SEE 67 e EreliErs Date Sep1,2025 activity, they are available for selection in
tiSing material diSpatCh is Contact Markus Altinger @ the edit view.
Inltlally nopenu and is Responsible Tim Admin @ YOU (':an Only Stqre one Cont'act per '
adjusted in the course of Status Open activity for sending advertising material.
the process. Currency EUR

- -
Responsible Tim Admin @

Key activity No

Send trade fair flyer to Skyscraper Advertising material

Advertising items: 0

Decide here which currency should be used for sending

Connections arget Amount (EUR) 5 Actual Amount (EUR) ¥ delivery = »

Contact Herr M

the advertising material. You must also select a currency
if the advertising material is free of charge.

Description &y -

Advertising material Advertising material @
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Edit advertising material dispatch activity

Send trade fair flyer to Skyscraper

Description History Attributes Documents Logs Advertising material
Advertising material § a
Date Sep1, 2025
Contact Markus Altinger @
Responsible Tim Admin @
Status Open
Currency EUR
»
»
| I @&
Advertising items: 0
4 Position $ Product ¥+ Quantity ¥ Unit ¥ Price (EUR) % Target Amount (EUR) %+ Actual Amount (EUR) % delivery $ It =

No data present

You can use the “Create new"” button to add the
advertising material to the activity that is to be sent.

Advertising item A
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Position = 1

delivery = ! delivery -
Product * | Produc v
Quantity * 1

Unit Unit ~
Price (EUR) * 0.00

Free

Actual Amount (EUR) Actual Amount (EUR)

Target Amount (EUR) 0.00

Required value is missing

€ Cancel




Edit advertising material dispatch activity A aoiro

positon : In the "Delivery" field, enter the information as to
delvery - whether the advertising material should be delivered
Product | roduct to the recipient in person, by post or by email.

Quantity * 1

All products marked as advertising material are
available for selection in the “Product” field.

Unit

Price (EUR) * 0.00

Free If you select a digital product, the quantity is
¢ actual Amourt (UR) | Actual Amount EUR automatically set to "1" and can no longer be edited.
% Target Amount (EUR) Target Amount (EUR)
§ Info Info

Required value is missing

© Cancel
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Edit advertising material dispatch activity A aoiro

Position 1

| delivery v
Product * | Product v
Quantity * 1

If you activate the "Free" button, this means that the customer

will not be charged for the advertising material. As soon as you
e « activate this button, the "Price (EUR)" field is set to "0".

Actual Amount (EUR) Actual Amount (EUR)

Torget Amount (EUR)  Target Amount (ELR) The "Actual amount" is calculated by
multiplying the quantity * price.

Advertising item A

The "Target amount" is calculated by multiplying the quantity *
product price (i.e. the price stored on the product).

o

Required value is missing

€ Cancel

R A



Edit advertising material dispatch activity A aorro

> Description History Attributes Documents Logs Advertising material

Advertising material

’“ -
Date Sep1, 2025
Contact Markus Altinger @
Responsible Tim Admin @
Status Open
Currency EUR

®

Advertising items: 1

= Position % Product # Quantity = Unit = Price (EUR) = Target Amount (EUR) # Actual Amount (EUR) + delivery = Info : =

@ Advertising | Open 1 Messeflyer 1 Pieces 0.00 0.00 0.00 via mail

Send trade fair flyer to Skyscraper
v

All advertising material items added to the
activity are displayed in the activity at the

lower area of the "Advertising material" tab .




Advertising material in the contact A ~oiro

The advertising material mailings
that We re Inltlated for a Conta Ct b § < Activities 360 Degree Other Contactroles Appointments/Tasks
are stored in the 360 degree view. o —

Herr Markus Altinger © Createnew v
Skyscraper Bau GmbH @ Q_ Filter content..
g E
» Advertising material (2)
Tags - -
Advertising | Open | 09/01/2025
Communication F a Responsible: Tim Admin | Advertising count: 1
@ E-Mail maltinger@skyscraper-bau.de
» Bulk Mail (1)
Addresses §F -
Home address Innere Miinchner Strale 3 > I
» Service ticket (1)
84028 Landshut
Germany
Company Addresses -
Office address Rathausallee 50
22846 Norderstedt
Germany
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Overview of all advertising material mailings

In the filter view in the "Advertising material" context, you can see all mailings that have been
created in the system, the status of the mailings and to whom they are addressed.

* @ TA

25 Filter

Advertising materials: 15

Status + Date Contact + Object & Currency + =
Open 15 Jul 2024 Frau Anke Herrmann Send trade fair flyer to Skyscraper Euro (EUR)
Open 12 Jul 2024 Send sample US-Dollar (USD)
Open 14 May 2024 Euro (EUR)
SE Sent 4 May 2024 Herr Markus Altinger Zusenden eines Werbemittels Euro (EUR)
Open 4 May 2024 Digitales Werbemittel versenden Euro (EUR)
Open 1May 2024 Frau Sarah Eichelberger Zusendung Werbemittel per Brief US-Dollar (USD)
Open 28 Apr 2024 Frau Barabara Honig Weitere Informationen zusenden per Mail Euro (EUR)
Open 24 Apr 2024 Mr. Cameron Doyle Informationen zum Produkt per Mail zusenden British Pound Sterling (GBP)
Open 23 Apr 2024 Frau Annette Zimmermann Informationen zusenden Euro (EUR)
Open 22 Apr2024 Zusendung Werbemittel Euro (EUR)
SE  Sent 5Dec 2023 Mr. Carl E. Bush Werbemittel zusenden Euro (EUR)
SE Sent 2Jul 2023 Herr Peter Sommer ‘Werbemittel versenden Euro (EUR)
Open 2Jul 2023 Frau Clara Hiven Werbemittel versenden Euro (EUR)
Open 2Jul 2023 Frau Bernadette Frey Werbemittel digital versenden Euro (EUR) o
' Followed up 2Jul 2023 Frau Clara Maier ‘Werbemittel digital versenden Euro (EUR)
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Advertising material dispatch — start workflow A ~rpmo

- 7 fi ® % Filter £ X
Advertising materials: 15
Open
Status = Date % Contact = Object = Currency = = P
Frau Anke Herrmann @
I Open 15 Jul 2024 Frau Anke Herrmann Send trade fair flyer to Skyscraper Euro (EUR) Herr Tim Admin @
12 Jul 2024 Send sample US-Dollar (USD) 15 Jul 2024
Select an advertising e -
r Markus Altinger Zusenden eines Werbemittels Euro (EUR) Send trade fair flyeggh Skys... @

materlal dlSpatCh. tising material 1
— e Digitales Werbemittel versenden Euro (EUR)

Open 1 May 2024 Frau Sarah Eichelberger Zusendung Werbemittel per Brief US-Dollar (USD g Cu
Open 28 Apr 2024 Frau Barabara Honig Weitere Informationen zusenden per Mail Euro (EUR) Sta rt th e p OCeSS fO r Se n d | ng
Open 24 Apr 2024 Mr. Cameron Doyle Informationen zum Produkt per Mail zusenden — advertisi ng m aterial by clicki ng
Open 23 Apr 2024 Frau Annette Zimmermann Informationen zusenden Euro (EUR) O n th e "Sta rt a dve rtl SI ng
Open 22 Apr 2024 Zusendung Werbemittel Euro (EUR) m ate rla | WO rkfl OW " b UttO n .

SE  Sent 5 Dec 2023 Mr. Carl E. Bush Werbemittel zusenden Euro (EUR)

SE  Sent 2 Jul 2023 Herr Peter Sommer Werbemittel versenden Euro (EUR)
Open 2 Jul 2023 Frau Clara Hiven Werbemittel versenden Euro (EUR)




Workflow AdvertisingShipment
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The workflow for sending advertising material is stored in the system and can be activated by the
administrator in the "Workflow definitions" context. Depending on the delivery type, this creates
tasks for the respective person responsible and sets the status in the dispatch. After a defined
period of time, a workflow task is created to follow up with the customer.

&
»l Update
¥ Advitems
(personal)
&
Update
(2K BaEt — > Advitems
Versand (post)
o
> Werbemittel Update |
Mail Advitems

Versenden (digital)

o

Update

&

—

Y

Advertising A’O
(followed up)

Follow Up

The workflow can be
adapted as required.

O
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Process advertising material dispatch “via post”

You will receive the tasks from the workflow in the "My workflow tasks" dashlet. These
serve as a reminder for further processing of the advertising material dispatch.

E

[ My Workflow Tasks @
15 Jul 2024, 14:17 ® Werbemittel Mail Versenden

Post Versand
] @ Post Versand

v
Further information § a
Workflow instance AdvertisingShipment @
The tasks inform you, whether Creation date 15 Jul 2024, 14:17
the advertising material should e fdverieng et 07z e

be sent by post or by email. Priority 50

Task ~




Process advertising material dispatch "via post”

1. To send advertising material by post, ,
create a letter for the contact to . ;<
accompany the advertising material. O
To do this, use the “New letter" action. o e
You have the option of selecting a

Activities 360 Degree Other Contactroles

Q, Filter content...

£ Z i o B
document template and the system T 4 et X
H A ags 5 =
automatically creates an activity that N T me
documents the sending of the cover @ £ matngergsysaper s | (e
| ette r Addresses s -
' Home address Innere Munchner StraBe 3 B New vCard
84028 Landshut W New offer
Germany

New opportunity

2. Finally, check off the associated Company Adresss

#% New operation recommendation

r kfl t k Office address Rathausallee 50 )
wo Oow task. 22846 Norderstedt t& New operation
Germany " Create operation task
Further information § - ¢ New Service ticket
Gender Male

B New appointment
Salutation Herr
&% Add to serial letter
2 0 @ Add to bulk mail

Other active Contactroles Open tasks
32 Add to Campaign v
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Process advertising material dispatch "via email”

1. To send the advertising material by
email, open the preview of the
advertising material dispatch via the

F < Advertising items Logs

link in the workflow task (alternatively Sent
via the 360 degree view in the contact Markus Alinger @
or the filter view of the "Advertising . postion & Praduct  Quantty 4 Unk 4 Prce 6L + T
material" context). 1 : (Ve Messetyer 1 preces 000 od
Activity Send trade fair flyer to Skys... @
2. Click on the @ button to create the feverang e
email with the digital advertising Currency EUR ,

material. Clicking on the @ button also
automatically completes the workflow
task.
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Follow-up tasks A ~oiro
E * If you have set the original Workflow task

0 16 Jul 2024, 07:58 . Follow Up

Task ~

Further information

@

Follow Up

V4

AdvertisingShipment @

16 Jul 2024, 07:58
Tim Admin

Advertising | Sent | 07/15... @

50

s

to "completed", a follow-up task is
automatically created after a specified
time to remind you to contact the
customer again. The period of time that
should elapse before the follow-up task
is created must be defined in the system
by the administrator.
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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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Einzigartige Beziehungen
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