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



▪ Overview 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

Agenda
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Workflow must be
activated

Used "daily" by users
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Advertising material and sample management
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

▪ Overview 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)

▪ Creating workflow 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

Manager of the 
advertising material 
processes workflow 
tasks, i.e. 
dispatches the 
advertising material



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

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

Werbemittel



Product as a digital advertising material
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For the user, a visual distinction between
▪ the "Documents" tab of digital advertising material
▪ to the "Documents" tab of a physical product is not possible. 

The "Documents" tab contains the logic for using the documents as 
email attachments for digital advertising materials.

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.



Create activity as advertising material dispatch
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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.

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

▪ The contact is filled in if exactly one 
contact is linked to the activity. 

▪ If several contacts are linked to the 
activity, they are available for selection in 
the edit view. 

▪ You can only store one contact per 
activity for sending advertising material.

The status of the adver-
tising material dispatch is 
initially "open" and is 
adjusted in the course of 
the process.

Decide here which currency should be used for sending 
the advertising material. You must also select a currency 
if the advertising material is free of charge.
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You can use the “Create new” button to add the 
advertising material to the activity that is to be sent.

Edit advertising material dispatch activity
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In the "Delivery" field, enter the information as to 
whether the advertising material should be delivered 
to the recipient in person, by post or by email.

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

If you select a digital product, the quantity is 
automatically set to "1" and can no longer be edited.

Edit advertising material dispatch activity
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If you activate the "Free" button, this means that the customer 
will not be charged for the advertising material. As soon as you 
activate this button, the "Price (EUR)" field is set to "0".

The "Actual amount" is calculated by 
multiplying the quantity * price.

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

Edit advertising material dispatch activity
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All advertising material items added to the 
activity are displayed in the activity at the 
lower area of the "Advertising material" tab .

Edit advertising material dispatch activity



Advertising material in the contact
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The advertising material mailings 
that were initiated for a contact 
are stored in the 360 degree view. 

Werbemittel



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.

Overview of all advertising material mailings
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Advertising material dispatch – start workflow
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Start the process for sending 
advertising material by clicking 
on the "Start advertising 
material workflow" button.

Select an advertising 
material dispatch.



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.

Werbemittel

The workflow can be 
adapted as required.



Process advertising material dispatch “via post”
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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.

The tasks inform you, whether 
the advertising material should 
be sent by post or by email. 



Process advertising material dispatch “via post”
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1. To send advertising material by post, 
create a letter for the contact to 
accompany the advertising material. 
To do this, use the “New letter" action. 
You have the option of selecting a 
document template and the system 
automatically creates an activity that 
documents the sending of the cover 
letter.

2. Finally, check off the associated 
workflow task.



Process advertising material dispatch “via email”
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1. To send the advertising material by 
email, open the preview of the 
advertising material dispatch via the 
link in the workflow task (alternatively 
via the 360 degree view in the contact 
or the filter view of the "Advertising 
material" context).

2. Click on the @ button to create the 
email with the digital advertising 
material. Clicking on the @ button also 
automatically completes the workflow 
task.



Follow-up tasks
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If you have set the original Workflow task 
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.



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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