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Screenshots

The UX design of ADITO is continuously
optimized for you. There may therefore be
deviations in the screenshots.
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Document template A ~rpmo

Overview

In the Context Document Template, language-dependent templates for letters, emails, and documents can be
created and managed centrally within the system (creating, editing, deleting).

Users have the ability to create the necessary documents directly from the ADITO Web Client.

Technical and personalized placeholders are then filled with the required system data at runtime, resulting in the
generation of the finished document.

Templates can be created for the following use cases:

= Individual letters, serial letters

= Emails, email attachments, serial mails, signatures and reply mails

= Templates for header and footer texts in Offers and Receipts

= Downloads

=  Project descriptions, project ticket descriptions and comment descriptions

= Content templates for Activities
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Document template The FilterView can also be

FilterView used in the Tiles view.

Saved filters »

= Last filters -

All document templates that have been
generated in the system are visible. They

can be organized in a structured manner
by utilizing grouping and filter settings.




Document template: Preview A ~rpmo

Information and Actions in the Preview

0 0 e r X
Name, type and category are displayed in the Header. Mail_with_Signature_and_T&C
Mai

The attached template is displayed under ,File". S B

File -

Mail_with_Signature_and_T&Chtm| =
All attached documents (for emails) are displayed under Attachments .
~Attachments”. AGEpdf ®

Information §F -
Description is a free text field, which can be utilized for pocumentiemplate Faces of Uszae o

informational purposes.

Places of Usage controls the availability of the document
template in the different Contexts.
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Document template

New creation

The configurations of the document templates
for the potential types and their corresponding
classifications are outlined in the following
slides.

The field "Classification" is only shown if it is
necessary for the specific type. It is not
required for types "Download" and "Signature".

Depending on the , Type”, a Place
of Usage can/must be added.

‘\ ADITO

1+ Drop file here

Select a language, depending on
the content of the template file.

A



Letter template




Document template: Letter A ~rpmo
I L e . I .

The classifications "Single," "Serial," or "Single
(Service/All)" can be selected once the template file
(ODT format) has been uploaded.

For the DOCKX file format, the classification “Single” or
“Single (Service/All)’ can be selected.

For the classification “Single (Service/All)”, you must
also specify whether this template should be used for
certain service ticket categories or for all of them.




Document template: Letter A ~rpmo

Place of usage depending on classification

Single Company, Contact, These templates are available in the Contexts ,,Company” and/or
Data Privacy Report ,Contact” in the Action ,New letter”, or when generating a data privacy
report.
Serial Remove field This template is available in the Context ,Serial letter”.
Single (Service/all) Service ticket Templates for letter communications from service tickets can be

defined based on the service ticket category for which the template
should be made available.




Document template: Letter

Example of a template file

1

Create a template file with your Office
program.

Geisenhausen,-{@date @}

In places with varying content, set the
corresponding placeholders, which are later
filled with information from ADITO.

T
C]

letterSalutation@),9

2 o s s

IMitfreundiichen-Grifeni
1

{@senderName @)1

Al

{@senderPhone@}
{@senderEmail @}
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Document template: Email A ~rpmo

L | ¥ Add the subject line, which should be used
automatically, when writing an email.

j In the subject line, you can, for example, use the
personalization placeholder {@letterSalutation@}.

Single,

Serial,

Workflow,

Single (Service/All),
Single (Service/Intern),
Single (Service/Extern),

Single (Service/Automatic reply),
Digital signature




Document template: Email A ~rpmo

Capturing the template file

To upload an externally created template file in HTML
format, the "Upload file" button must be activated.
This indicates that the file upload feature is available

Set the ,,Upload file” indication to inactive in order to
enter the content directly into the ,Content” field. The
file upload will be hidden and the field ,,Content” will

and the "Content" field cannot be edited and will be

i become editable, allowing you to enter the content.
used as a preview.




Document template: Email attachments A ~rpmo
Uploading attachment in email document template

Add one or more file upload fields by clicking the plus button in the “Attachments” area.

ments
| IFilename _
Upload file

T, Drop file here

Therefore, you can add the required files as attachment in a document template for an email.
The attachments are sent, if
= adocument template with attachment is used for single emails.

= jtis specified that the attachment is to be attached, when creating new serial mails.

R A



Document template: Email A ~roito

Place of usage according to classification

Single Company, Contact, Offer, Receipt, These templates are available in the corresponding Context in
Contract, Advertising material, the Action ,New email”.
Data Privacy Report, ProjectTime

Serial Remove field This template is available in the Context ,Bulk mail“.

Single (Service/all) Service ticket Templates for mail communication from service tickets, to

reply to emails or forward them.

Single (Service/intern) Service ticket Templates for mail communication from service tickets to
forward emails

Single (Service/extern)  Service ticket Templates for mail communication from service tickets to
reply to emails.

Single (Service/ Remove field Templates for reply emails, which can be sent from the inbox.
automatic Response)

Digital signature Offer, Contract Template for sending offers or contracts that require a digital
signature via email (automatically inserted by the system).

R A



Document template: Email

Example of a template file

Create a new template file with your mail
program (Microsoft Outlook, Thunderbird,
etc.) or a HTML editor (e.g. Mosaico).

In places with personalized content, set the
corresponding placeholders, which are later
filled with information from ADITO.

Images (Logo in the signature etc.) can be
integrated as Base64 in HTML.

‘\ ADITO

{@letterSalutation @},

Kind regards,
{@senderName (@}

{@senderOrgname(@}
{@senderAddress(@}
{@senderZipCity[@}
Fon: {@senderPhone@} [
E-Mail: {{@senderEmail@}
Internet: meinefirma.adito.de

@eineFirma —_——

meineFirma GmbH | CEO: Susanne
Registergericht AG Landshut HRB 240!

{BletterSalutationi},

<brr<br>

Find regards,<br>

{EzenderName }<br>

<br><br>

<b>{@senderOrgnamel } </ b><br>

{EzenderAddress@}<kr>

{EsenderZipCityi}

<br><br>

Fon: {@senderPhonef}<br>

E-Mail: {@senderEmail@}<br>

Internet: <a href="https://meinefirma.adito.de/">meinefir
<br><br>

<pr»<a href="https://meinefirma.adito.de/"><img alt="" src
"data:image/png:basefd, iVBORwIRGgoAAAANSUhEUgAAARTAAAADCA
40nhteGl1dGEgeGlsbnMeeD0 i YWRVYMUsbnMebWVOYS81i THg6eGlwdGsS
J4gPHIKZIpEZXNjomlwdGlvb i By ZGY 6YWIvdAdXQ9Ti IgeGlsbnMeaGlwPs
JEVILZiMi IEhtcDpDemVhdGey Ve ovbD0 i QWRVYMUgUChvdAdG9zaG9wIENT
UMiPiABeCGIlwTUOERGVyaXZ1ZEZyb20ge3RSZWY 6aWszdGFuY2VIRDOieC
GPiABL3g6eGlwhbWVOYT4gPD94cGF ja2V0IGVRZD0iciI /PhayC3AAAAXD
+051i AREXKUNAFANT IpGAKBIQRS IBURRKPerlycY+,/NRpkgfIXiQTTtZL1k
Owlmycz TmAbLI nyQ5xNgql JC0X3I6sZMzxCa0ts 5 iQTEfWPCSEXZ4rzFOm]
YdNAfXnbWtSvpInb ] 80ew+SGHALITT 68 LxxhABS /g2 YXvICPRZrVaDt vV
ecvHLVEWxfbOST78YftEthiAeha?oQudLsBQgyDX01 JRBAR+IR3emw2 4T3
GUo3oTLMS JubVvRY0Qz JCxnSEMIJ4Th,/swilzvET1NO jgy 1 X6 L34xy 3w
aBE3gAMgI 9Jb9mCMEZ+j+toN5Mnag/RgGpPFgXPQ0a8NH+hxiljOwnT+ /H7
fwYd81l+EKDE5IMI 6gyUA4UTIWGbosT5SGIPgyDCBCePhITLY+VrDL1ndnyc
2spFYssYEIIDipRoY1g1R9%k2nu72/133h5J0WV3cBOmekn¥sOP LeUmA t kR
AD+CE)tNmTHSQAAAABIRUSErkIJggg==" /» </a><br />

<br [

<span style="font-family:Calibri">*meineFirma GmbH | CEO:
<gpan style="font-family:Calikri":>Registergericht AG Land

A



Document template: Email A ~rpmo

Creating document templates with the email editor Mosaico

F X

Christmas mail HTML document templates can be created with Mosaico.
mai These can be added in the document template.
- - This procedure is used
e ) = for serial mails, to which an attachment is added.

Christmas mailhtm] @

= for HTML mailings that are edited infrequently for serial
or individual emails (frequently edited HTML mailings,
like newsletters, are created using Mosaico templates).

Attachments
Voucherpdf @
Voucher

Information
Subject

Documenttemplat

Download the HTML file, which you have created with Mosaico.
Create a document template, in which you upload this file.
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Document template: Text modular A ~rpmo

I Type * Text Modular I hd

Name - 1 Name Offer Header Text, Offer Footer Text, Receipt Header
Classication Text, Dunning text, Operationreport can be selected.
Language * English
Description Description In order to upload an externally created template file

in TXT format, the "Upload file" indicator must be

active. This indicator signifies that the file upload
feature is available and the "Content" field cannot be
2, Drop fe here edited; it is only used for preview purposes.

Upload File (

Set the indicator ,,Upload File” to inactive to
directly add content in the field ,Content”. The file
upload will be hidden and the field ,Content” will be
editable.

The text modulars are embedded in the
report, which must be created in advance in
the Designer for Offers, Receipts, etc.

Required value is missing

File needs to be uploaded

R A
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Document template: Sub document template A ~piTro

A template can be saved as a sub-
document template in the "HTML
template - Only for .html" text module.
Sub-document templates can be
inserted into other document templates
using self-defined placeholders.

footes

Please enter the "placeholder name" here
(without "{@"), which will be inserted in the
next step within the other document template
(based on HTML) {@placeholder name@}.




Document template: Sub document template

‘\ ADITO

Creating a sub document template as the example ,, Email signature”

Set the "Upload File" indicator to
inactive in order to directly enter the
content into the "Content" field. The

file upload will be hidden and the
"Content" field will become editable.

Alternatively, an externally created template
file (in HTML format) can be uploaded if the
"Upload file" indicator is active. The file
upload will then be available and the
"Content" field cannot be edited; instead, it is
used as a preview.
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Document template: Sub document template A ~piTro

Usage of sub document template in an email document template

<html>

<head> » If the signature is altered, it is not
<meta content="text/html; charset=iso-8859-1" http-eguiv="Content-Type" /> .
ccitleBeispielmail </ticles necessary to change the entire
e st taterern signature in each individual email
<:tabilirk:::22;1&;_:?:2?;:2;_'22;11700“ height="100%" bgcolor="#ffffff" align="center" cellpadding="3" cellspacing="3"> document template With
e personalized placeholders, but
</p> only the sub-document

<font face="Verdana" size="2" color="#000000">

template (potentially in different

The placeholder {@footer@} is used to

. : languages).
insert the text module into the
template files of the email (in this rwendet werden!
example, the HTML was created with Grooslrgu. | Paguh  ~ Alv R Av B B T Y a-E S x LT
an external tool). ves I e e > o I ~ I T R o I = R
5 commodi consegmat. Qumis amte inre reprehenderit in wvoluptate wel (24
e en fugiat nnlla pariatur. Excepteunr sint obcaecat cupiditat non pro
mlpa qui officia deserunt mollit anim id est laborum. {@lettersalutation@}
R v s The placeholder {@footer@} can also
T e m De inserted directly into the editor,

e which can be used when creating

</ ta e> . .
</pody> document templates or in bulk mail.

</html>

B A



Overview:

File formats

The list of file formats can differ depending on your system.
In this case, please refer to your ADITO Project Manager.



Document template: file format A ~roito

In which file format can documents be stored for specific template types?

Classification

File format

Letter Single Serial Single
(Serial/All)
ODT, DOCX OoDT ODT, DOCX
Email Single Serial Digital Single Single Single Single
signature (Service/All) (Service/Internal) (Service/External) (Service/auto-
matic Response)
HTML HTML HTML HTML HTML HTML HTML
Text Modular Offer Offer Receipt Header Receipt Dunning text Operation- HTML template
Header text Footer text text Footer text report - Only for .html
TXT TXT TXT TXT TXT TXT HTML
Project Project Description Comment
description
HTML HTML HTML

R A



Document template: file format A ~rpmo

In which file format can documents be stored for specific template types?

Classification
File format

Signature
HTML, TXT

HTML Content template
HTML

Download

All file formats

B A
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Overview:

placeholders

The placeholders in the list can differ depending on the available placeholders in your system.
Please refer to your system administrator or ADITO Project Manager.

The available placeholders in the system can be found via Placeholder_Lib, or individually
adjusted placeholders in CustomPlaceholder_Lib.

T AT A SR A\ .S N
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Possible placeholders for the recipient A ~oiro

fullAddress {@fullAddress@} Name, company name, postal address

orgname {@orgname@} Company name with company form Baufirma GmbH
address {@address@} Street, house number HauptstrafSe 12
zipCode {@zipCode@} ZIP code 84034

city {@city@} City Landshut
district {@district@} District

region {@region@} Region

country {@country@} Country Germany

date {@date@} Date

R A



Possible placeholders for the recipient A ~oiro

name {@name@} Salutation, first name, middle name, last Mrs Birgit Leicht
name

salutation {@salutation@} Salutation Mrs

letterSalutation {@letterSalutation@} Letter salutation Dear Mrs,

letterSalutation2 {@letterSalutation2@} Informal letter salution Dear

firstname {@firstname@} First name Birgit

middlename {@middlename@} Middle name

lastname {@lasthname@} Surname Leicht

title {@title@} Title Dr.

phone {@phone@} Phone number

email {@email@} Email

R A



Possible placeholders for the sender A ~rpmo

senderFullAdress {@senderFullAddress@} (flr odt) Name, company, postal address

senderOrgname {@senderOrgname@} Company name with company form

senderAddress {@senderAddress@} Street, house number

senderZipCity {@senderZipCity@} Country - ZIP code city Germany - 53111 Bonn
senderName {@senderName@} Name Mr Tim Admin
senderPhone {@senderPhone@} Phone number

senderEmail {@senderEmail@} Email

R A



Placeholders A roimo

Service specific (will only be used for signatures in Service): {@service@}

The placeholder marks the position in the email where employees can write or insert additional
document templates as modules.

Digital signature: {@signateLink@}

The placeholder is used in email document templates that are utilized to send offers or contracts
that necessitate a digital signature. The placeholder will then be substituted with the link to the
document that needs to be signed.

Self-defined text modules (sub document templates): {@self-definedName@}

Text modules with the classification “HTML template - only for .html” can be created, for which a “self-defined
name” can be called up as a placeholder in other document templates.

Creation and example

R A




Placeholders A roimo

Enter placeholders correctly...

= Placeholders are case-insensitive, so you don't need to worry about upper or lower case.

= Always ,newly” add the placeholders by typing in the brackets and @ signs.
Copy & Paste from other documents may transfer formatting (such as bold text) in the background, potentially
causing resolution issues and preventing the placeholder from being filled with the correct value.




Placeholders

Placeholders cannot be filled, because...

Case 1:

There is no data available for this placeholder.
Example, a contact was created without address.

» In this case, the placeholder will be replaced with
a blank space.

‘\ ADITO

Case 2:

A template uses a non-defined placeholder, or the
placeholder is falsely written and doesn't deliver
any results.

» In this case, the placeholder is printed and may
be corrected or removed.
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dependency




Language dependency A ~roito

Correctly using the communication language

The language in which communication (written/telephone) with the customer takes place is recorded in the
company or contact dataset in the “preferred language” filed. Written communication templates (letters, emails)
must be available in the corresponding languages. This selects the template that corresponds to the preferred
language of the contact/company, for example, to correctly fill in the placeholders in a letter.

In the example provided (graphic illustration), the connecting line indicates that a template with the corresponding
language needs to be selected for a letter/email addressed to a contact/company.

Document Template Letters and emails

~ %
T @
N ©,
Ve Q@
T .
T B

g,




Write a letter




Writing a letter: select template A ~oiro

Ty F£ X ] % Filter = X
JS Document Template Document Template ~
Document Template Document T ~ t"ﬂ
Mr. Joseph Smith Name Language =
Nedick's @ Brief - Allgemein (docx) German
N _ _ . Brief - Allgemein (odt) German
& & DO P4 :
J! Observe dataset | carta standard (odt) Spanish
Tags - - Letter_Standard (odt) English
r= Mew task
lettre francais (odt) French
@ write email
New letter < ——
Communication v s 5
=
‘= New offer k]
Addresses a -
New opportunity
Company Addresses B new operation recommendation
¢ P& Mew operation
ko] v Create operation task
m
=
=] . . L
5 Further information Q MNew Service ticket -
Gender )
- I New appointment
Language .
=% Add to sernial letter
Status _
@ Add to bulk mail
Paosition
3! Add to Campaign
Relevant Documents =

ped

Add to event

40




Writing a letter: download letter

Document Template Letter_Standard (odt) x

3 Download letter and create Activity

The letter will be downloaded, and an Activity
will open (see next slide).
The placeholders are now filled. The letter can be

opened locally to create the content or adjust it.
Save the changes in the required file format
and upload the letter in the opened Activity.

Mr.Joseph-Smithe:
Nedick'se

21-London -Road<
Southamptone!
50152409
Geisenhausen, 08/11/2025
1
1
1
subject:-[Subject-of the-Letter]q]
1

DearMr.Smith, §

1

iny™ or-"express-my-gratitude for your

r-amriting to-lbrief introduction -e.g., “refer:
sul Sl

[Main-body-of-theletter:-provide-detalls -explanations, requests, lon. Keep-the-text-clearand:

ook forward: i you-and attentiontothigmatter.
1
sincerely, 1

+49-8743-96644331

tadmin@meinefirma.adito.deq

R A



Writing a letter: edit Activity

In the field ,Description”, the content of the
» unedited letter is displayed.

Description Chooselangu... v | Paragraph v Alv v A B I U9 E s x
X v T — 3 @ WD D =vioE & o ppeouwe vl

OB LD EB oo G F CAUTION: in the field, editing is possible,
but the changes are not taken over into the

Geisenhausen, 08/11/2025

meinefirma GmbH | Liebigstraie 3 | Germany - 84051 Essenbach d O C u m e nt Of th e | ette r.

Direction * Outgoing v

onsible Herr Tim Admin x

subject: [Subject of the Letter] Key

Dear Mr. Smith, Connection
+  Contact v Mr. Joseph Smith v -

1 am writing to [brief introduction, e, refer to your recent inquiry” or “express my gratitude for your support‘J.

) Company v Nedicks v -
[Main body of the letter: provide detals, explanations, requests, or information. Keep the text clear and concise]
1 look forward to hearing from you and appreciate your attention to this matter. D A
+ A v -
Sincerely,
Herr Tim Admin Document
. | -
i Upload files
+49 8743 9664433 H
tadmin@meinefima.adito.de : 2, Dropfie here
Seite von

Upload here the document
© e of the edited letter.

© cancel Required value is missing




Writing a letter A ~oiro

After saving, the MainView of the Activity opens with the letter(s) in the Tab ,Documents”.

v §F < Description History Attributes Documents Logs § X
I~
Letter s i & Download 33 Filter & Standard Letter (1).odt
Aug 11, 2025, 3:37PM Select all Documents: 2 OpenDocument Text
2.4 kB
s X E
e Standard Letter.odt No [ Standard Letter (1).odt No v & 3
’ * o oa
Details § applicati application/vnd.oasis.opendocument.t
Direction Qutgoing ext12.4 kB Details § -
Category Letter Tim Admin (11.08.2025) Show in No
Responsible Herr Tim Admin @ S
Key activit No
Connections ¥
Company Nedick's @ .
M. oseph sith Letter with the changes that
esciption ; were made in the Activity.
Geschaeftspapiere -
o
Geisenhausen, 08/11/2025
msinaFirma GmhH | lishinctrara 2 | Garmanu

You can download, edit and upload another version of the letter once more in the tab ,Documents”, if a subsequent
change needs to be done. Or you open the letter to print it out.

B A



Writing a letter A ~oiro

When is user-defined letter content adjusted?

To edit the letter's content:
a) Selectthe required template and execute the Action ,Download letter and create Activity”.
b) Edit the letter locally, then upload it as a new version in the editing view of the activity or in
the "Documents" tab of the activity.

c) Mark the current version of the letter with the "Show in PreviewView" indicator in order to
display it as a link in the preview of the activity in the "Relevant documents" area.
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Write emails

Mobile application

Mr. Carl E. Bush

Lockman LLC

If you are using the ADITO client on your mobile device,
clicking on the email address (or the “Write email” action)
will open the email app on your device using the “mailto
function.” o

Details

Communication

@ E-mail

busl 1._‘§.-Icu:<r~‘..-:c-|'r

Addresses

Company Addresses

Office address
21London Road
Southampton
5015 2AD
United Kingdom

0 0

Other active functions Open tasks

46
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application



Write emails

Desktop application

MR

£ 8 I
Tags -
Communication io-
@ E-mai
Addresses i -

>
Company Addresses -
Offica addrass 21London Road

Southampton
5015 240

United Kingdom
Further information i
Female
s
English
Active
o 0

Other active functions Open tasks

360 Degree

Other Functiol

‘\ ADITO

Tags

Communication
@ E-mail

Addresses

Company Addresses
Office address

Further information

Gender

MR

Mrs. Maya Read

Lockman LLC @&

Mo advertising by E-mail

read@lockman.com _

21 London Road
Southampton
5015 2AD
United Kingdom

Female

Bl

-
A

Activities

Select all

E Observe dataset

E= New task

360 Degree

@ Write e-mail

2

el

e v vCard

¥ New opportunity
M New operation recom
Fd New operation

" Create operation task
(& Mew Service ticket

E® New appointment

Alternatively: click directly
on the email address




Write emails: select template

X
o ments : X
Recipient read@lockman.com X -
Recipient read@lockman.com X
Document Template Document Template 4
25 Fi = Document nplat Dacument Template

_ ] % Filter iy Document Template Document Template ‘b -~

Subject Subject o

Q, Search

ﬁ Name Language
Custom template Upload files

2. Drop file here Email with signature English

@ send mail

E-Mail A

All email document templates are displayed
with the contact/company usage location.




Write emails: download/view template

Rl Download the template with
e placeholders and open them

in the download folder.

5 -

(%]
=
=
m
=

[ Download template

Custom template Upload files

2 Drop file here

@ sSend mail

E-Mail A

50

{@letterSalutation @},

Kind regards,
{@senderName(@}

{@senderOrgname(@}
{@senderAddress@}
{@senderZipCity@}

Fon: {{@senderPhone@ }

E-Mail: {{@senderEmail@}
Internet: meinefirma. adito.de

@eineFirma

meineFirma GmbH | CEO: Susanne Lustig, Tim Admin
Registergericht AG Landshut HRB 2403 | Ust-IdNr. DE 1289465

{BletterSalutation@},

<br><br:>

Find regards,<br>

{@senderNams? } <br>

<br><br>

<k>{@senderOrgnamed }</k><br>
{fzenderAddressi}<kbr>

{@=senderZipCityi}

<br><br:>

Fon: {@senderPhonef}<br>

E-Mail: {@senderEmail@}<kr>

Internet: <a href="https://meinefirma.adit
<br><br>

<p><a href="https://meinefirma.adito.de/">
"data: image/png;base64 , iVBORWIRGgoAAAANSTh
40nhtoGl1dGEgeGlsbnMeeD0 i YWRVYMU 6bnMebWVOY
J4gPHIKEZJpEZXN i emlwdGlvhi By ZGY 6 YW wvdXQoTiT
JEZVILZiMiIHhtcDpDemVhdGSy VG SvbD0 i QWRVYmUgU
TMiPiASeGlwTUDGRGVYaXZ1ZEZyb20gc3RSZWY 6aWs
GPiABL3g6eGlwbWVOYT4gPD94cCGFja2VOIGVnZD0ic
+0SiARERUNAFAMI IpGARBIQRS IBURRKPerlycY+/NR
Owlmycz TmALI nyQ5sxXgJJCOX38s2MzxCalsf5iQTEL
YANAfXnbWt5vpJImb8Qew+SGHALTT 68 LxxhABS /g2y
ecvHLVEWxfb0ST78Yft8thiAeha?o0nd LsBOgyDX01 )
GUo3oTLMSJubVvRYDQz JCxnSEMIJ4Th/swilzvET1N
aBE3gAMgI 9JbSmCMZ+ ]+ toNSMuag /FaGpPFgXPQ0asN
fwYdB1+FDE5IMI 6gyUA4TIWGbosT5SGIPgyDCBCePh
2spF¥ssYEI1DipRoY1g1R9k2uj2/133h5J0WV3cBOm
ADHCEItNmTHSQAAAABRIRUSErkJggg=—" /> </a><k
<br />

<span style="font-family:Calibri">meineFir
<gpan style="font-family:Calibkri":>Register

A




Write emails: edit and upload template

{@letterSalutation@},

Kind 4 Edlt text and placeh0|der5 Recipient read@lockman.com
regards,

{@senderName@} € nd el the Cha nges |Oca l |y Document Template Email with signature
{@senderOrgname(@}

{@senderAddress@} ect Subje
{@senderZipCity@}

Fon: {{@senderPhone@} [fl Download template

E-Mail: {@senderEmail@}

Internet: meinefirma adito.de Upload the edlted template

Custom template
@eineFirma

2 Drop file here

meineFirma GmbH | CEO: Susanne Lustig, Tim Admin AlternathE'y: .
Registergericht AG Landshut HRB 2403 | Ust-IdNr. DE 1289465880 pload a document, which has

not been selected as template,
downloaded and edited.
Consider the format and the
possible placeholders in the

@ Send mail

document.

e A




Download and send emails A roimo

1) Click on the Action
~Generate e-mail” to open the

2) Add content, attachments, J 3) Click on the “Download generated e-mail”

or the signature if necessary. | action to open the e-mail locally in your mail
client, edit it again if necessary, and send it.

Check generated e-mai

e-mail with the filled in
placeholders in the overlay.

read@lockman.com

read@lockman.com x

Choose langu... ~ | Paragraph ~ Alv £Kv AvB+- B

o m -z

Document Template Email with signature x

T

v = <> ©)source [

Ar]

Dear rs. Read,

[ Download template

Custom template Upload files

2 Drop file here

Dear Mrs. Read,

Kind regards,

Herr Tim Admin

Kind regards,
Herr Tim Admin

meineFirma GmbH

Liebigstraiie 3
Germany - 84051 Essenbach

meineFirma GmbH
LiebigstraBe 3

Fon: +49 8743 9664433 Germany - 84051 Essenbas
E-Mail: tadmin@meinefirma.adito.de

|| Fon: +49 8743 9664433
@ Generate e-mail Attachments E-Mail tadmip@mei

No attachments

| For outgoing e-mails, the mailbridge
address is entered in the BCC field.

& The email will be automatically

""" entered as an Activity.

Additional attachments

E-mail A

Download generated é-mail



Write emails
with Al



Write emails with Al A oo

Requirement

If the Al modules are not used, emails can created as described here.

o In order to use the Al functions for generating email texts, the Al modules must be used.




Write emails with Al

[*]

g

Tags

Communication
@ E-Mail

o ;

Mr. Markus Altinger

Industrial Steel AG @

Activities

select all Q!

360 Degree

E D . e
M Observe dataset

= New task

x

@ write email I

maltinger@industrial-steel.de

Alternatively: click directly SRR

on the email address

Company Addresses
Office address

Further information

Gender

Department

Dnsitinn

55

Rathausmarkt 1
20085 Hamburg
Germany

Male

Mr.
English
Active
Produktion

Prociktinnclaiter

2= New letter

W New offer

New opportunity

[ New operation recommendation
P& New operation

v Create operation task
@ New Service ticket
% New appointment
=% Add to serial letter

@ Add to bulk mail

3! add to Campaign

% add to event

@ Delete this Function

E-Mail A

Recipient maltinger@industrial-steelde

Sender Tim Admin | meineFirma GmbH

Document Template Docur

Content

Activity

Content request « lc

Required value is missing

Form & Style
Language * German
Orientation * Formal
Length « Medium
Tone of voice * Interested

@ Generate mail

‘\ ADITO

Here you can decide whether you want
to create the email using a document
template or with the Al functions.

A



Write emails with Al A ~piTo

Create email with document template

x x Check generated e
makinger@industralsteelde
Recipient maltinger@industrial-steelde x Recipient maltinger@industrial-steelde *
wil o
Sender Tim Admin | meineFirma GmbH X Document Template E-Mail_mit_signatur > l
hoase langu.. wh Alv £~ AvB~ B T U @ E 5§ x ¥ §
Document Template ent Template v

@ Generate mail

The content is taken

from the document
template.

Content request = | Content request

Once you have selected a

Required value is missing

document template, the Al-
Form & Style - specific fields are hidden.

Attachments

Language * German v
- Additionsl attachmants
Orientation * Formal w m
< <
= Length« Medium s =
= - =
W Tone of voice » Interested v w

@ Generate mail

B A



Write emails with Al A ~piTo

Create emails with Al features

X X
Recipient maltinger@industrial-steelde x Recipient maltinger@industrial-steelde X
Sender Tim Admin | meineFirma GmbH b4 sender Tim Admin | meineFirma GmbH b4
Document Template Document Template w Document Template Documen ate ~

Content ry Content ry

Activity Activity v Activity Activity

Specify a prompt to generate email

Content request = | Content request Content request = :;:;:n Lo the Annual General teXt from |t
Required value is missing
Form & style can be selected
Form & Style - Form & Style X X
I . . accordingly to generate the text in
Language Language glis .
] N the desired language and length,
Orientation * Formal v Orientation « Formal
< for example.
= Length * Medium v j i Length * Medium
:-' Tone of voice » Interested v 4 Tone of voice » Interested v
@ Generate mail @ Generate mail

B A



Write emails with Al A ~piTo

Create an email with Al features - with reference to a previous activity

X X

Recipient maltinger@industrial-steel.de x Recipient maltinger@industrial-steel.de x

Sender Tim Admin | meineFirma GmbH X sender Tim Admin | meineFirma GmbH >

Document Template Document Template ~ Document Template Document Template ~

To refer to an activity associated
with the contact or company;, it can

Content - Content a be Selected here
v Activity Activity v ’
Content request = | Content request Content request = Invitation to the Annual General The ema || teXt |S then generated
L Meeting
Required value is missing from the contents of the selected
orm & Style . Form & Style . activity and the specified prompt.
Language * German v 3 English v
Orientation * Formal s Formal hd
< <
= Length * Medium v = Length * Medium v
:: Tone of voice » Interested v :-' Tone of voice » Interested v
@ Generate mail @ Generate mail

B A



Regardless of whether the email was created using a
document template or a prompt, this view opens after

"nr = = - clicking on “Create email.”

rlte emalls WIth AI Here you will see either the information from the
document template or the Al-generated information.

Generate/customize email You can also edit the information later.

Check generated e-mail

S | The recipient's email
address is transferred.

If the email does not yet contain a signature, one can
Bl De selected here. The signature(s) are maintained in
I he document templates of the type “Signature.”

The subject line is

» Taken from the document
template (if maintained)

» Generated by Al

» Entered or added manually

The content is

» Taken from the document
template

» Generated by Al

» Entered or added manually

Upload files

>
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Write emails with Al

Attachments

Check generated e-mail

maltinger@industrial-steel.de

ZE = o Bewe Ay QO By o

Invitation to the Annual General Meeting

Paragraph v Alv v AvBA~ B I U

Choose langu...
uss future strategies, and

B-E&E - o 5 a

our company's achievements,

If the document template already contained
attachments, these are listed here. If an offer is sent by email, the offer
will also be listed here as a PDF file.

Additional attachments can be uploaded

individually per email. It is possible to
upload multiple files in this upload field.

Attachments
No attachments

Additional attachments




Write emails with Al A ~piTo

Download email

Check generated e-mail

nvitation to the Annual General Meeting

Chooselangu... ~ | Paragraph v Alv Bv AvBA-Y B I U 4 F 5 x x* &~ — = O Bz = =v D= <> gpsowce FE vl O Gav T
208 & #v

B \\Vhen the email is opened in the
B respective mail client, it contains:

From: Sender address

To: Recipient address

Bcc: Mailbridge address
Subject (if specified)

Attachments.

The download of the email
(EML format) will start.

All attachments

Content

Signature




Specific
document
templates



Documents
with
QR Code



Document templates with QR code A ~pito

Provide documents with a QR code

To send a QR code in documents, it can “simply” be
inserted as an image in the document template file.

Depending on the file format (letters/emails) in which
the QR code is inserted, it can be integrated directly
into the template as an image or as Base64.

Betreff;

{@lenersalutation @),
E E
E "

Mit freundiichen GriiRen

{@senderName@]

{@senderOrgname @}

{@senderAddress@}
{@senderZipCity@}

{@senderPhone@)
{@senderEmail@}

. S —— "




Document template for
Contact Management



Document templates for the Activity A ~oiro

Content template for Activities

This document template can be selected as content
template in an Activity and therefore be submitted as
text block in the description.

English I

Choose langu.. ~  Paragraph ~ Al

In order to create a content template, the type e Ljm= e
,HTML", the classification ,Content template” and D-tcB8-8-8i~<
place of use ,Activity” must be added.

The content is entered in the HTML editor and the
layout can be customized using the editor's functions
for use in the activity.

0-n topics can be added to the content template, and

they will be transferred to the activity once the
content template is chosen. In order to select topics, it
is necessary for the “document template" to be saved
on the topic for use (this can be done in the "Topic
tree" context).




Document template-
Signature
To add a signature to Al-

generated emails, it is created in

the document templates of the

“Signature” type.

The location of use must be

specified as “Contact.” This

signature can then be selected if L

an email is created using Al from

+ Contact

Signature

Email Signature

English

Description

Choose langu... v Paragraph v Alv v A v . v B I U Q :E: & Xa
x2 g~ T — = @ F D Ev Do oo @-Source Ev W Q

BT a«a @O < o & &~

Best [2gards The content of the document

(Grendertmeet template can be entered as usual
here in the HTML editor or uploaded.

{@senderOrgname@}

{@senderAddress@}

{@senderZipCity@}

Phone: {@senderPhone@}
Email: {@senderEmail@}

Internet: meinefirma.adito.de

-
eineFirm

meineFirma GmbH | Geschaftsfihrer: Susanne Lustig, Tim Admin
DUADSRANR

Registergericht AG Landshut HRB 2403 | Ust-1dNr. DE 128946565

The image is integrated into
the source code as Base64.

a contact, company, or offer.

A
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Marketing specific document templates A ~pito

Making documents available for download

Create a document template of the type ,Download” and upload the required document. Remove,
if needed, the field ,Place of use”.

o §£ X
Whitepaper_MeineFirma
Download
b4
Ertity DocurnentTemplate_sntity
f @ $
PE- N DOCIUMEMTTEMPLATEID (LD
{} Open admin view . :

| BE736aCb-cC14-4155-3842-T0774a415:4
File =

Whitepaper_MeineFirma.pdf @

Information §F -

Description Whitepaper: More sales with cross-selling You can flnd the UiD necessary to access
the web service in the admin view.

Documenttemplate Places Of Usage §y -




Document
templates for
Service and
External work



Type * Signature

Document template ... .
Signature o

x2 4 v T,
Signature that must be stored R T

in the inbox of the mailboxes.

The placeholder {@Service@} is inserted here. This is only
used in the Service for signatures, marking the location

in the email where the employee can later write or insert
other document templates as modules.

{@Service@}

Mit freundlichen GruBen
Ihr Kundenservice von meineFirma GmbH

meineFirma GmbH
Liebigstraie 3
Deutschland - 84051 Fssenbach

As place of use, use _
,Serviceticket”. ;" '

R A




Document template

Response mails

Response emails for automatic sending
from the inbox.

These templates are stored in the
inboxes when the mailboxes are
assigned.

Attachments

+

Mai A
Automatic standard template

Subject

Single (Service/automatic Response) w
English -

Standard automatic response mail

[ &

1, Drop file here

v | Paragra v Al fv AvB~ B I

=
KO
& <
i

17l
7l
Fay
v

S % X g Th|—= o W .- 12 =~ = ¢
BEvaor@+vt w« BvEYB o o
Dear Sir or Madam

We appreciate your request and will address it as promptly as possible. Due to an unusually high volume of inquiries,
we kindly ask for your patience while we work to respond to you.

Thank you for your understanding.

e A



Document template

Templates for internal and external communication per email

Name &
- Mail (39)
» Digital signature (8)

» Serial (4)

gle (12)

» single (Service/All) (1)
Aligemein_Standardvorlage

v single (Service/automatic Response) (3)
Automatische Standardvorlage
Geschaftszeiten_Standardvorlage
Vorlage_Produkt_nicht_vorhanden

~ Single (Service/External) (10)

Beschwerde_Standardvorlage

Betriebsferien_Standardvorlage

Feedback negativ_Standardvorlage

Feedback positiv_Standardvorlage
Geschaftszeiten_Standardvorlage
Handbuch_Standardvorlage
Reklamation_Standardvorlage
Retoure_Standardvorlage
Support_Standardvorlage
Werbung_Standardvorlage

v single (Service/Internal) (1)

Stomo_Standardvorlage

73

Language +

German

German

German

German

German

German

German

German

German

German

German

German

German

German

German

Description & Placeholder &

Standard automatische Antwortmail
Standardvorlage fir Geschiftszeiten

Antwortmail, dass das Produkt nicht vorhanden ist.

Standardvorlage fiir Beschwerden
{bermittlung der diesjahrigen Betriebsferien
Antwort auf negatives Feedback

Antwort auf positives Feedback

Antwort auf Frage nach den Geschaftszeiten
Antwort-E-Mail mit Handbuch im Anhang
Standardvorlage fiir Reklamationen
Standardantwort fur Retouranfragen
Anpassbare Antwort-E-Mail auf Supportanfragen

Antwort auf zugeschickies Werbematerial

Standardantwort fir Stornierungen

‘\ ADITO

L\



Document template

Select service ticket category

If you want to create a document template for
service tickets, select between:
Single (Service/all)

Single (Service/Intern) and
Single (Service/Extern)

Single (Service/All) x

German A

If the classification consists
LService”, you must specify L e

for which service ticket

categories the document
template should be valid for.

Upload files

1 Drop file here

|=

If you have not selected a category
(All or Individual) yet, a message will

be displayed indicating that at least
one category must be selected.

Required value is missing

File needs to be uploaded

A



External work specific document templates

Text modulars for operating reports

These text modulars can be used for the
documentation of an operating report.

English

Description

2, Drop file here

Further information on the use of specific
document templates can be found in the
external work specific documentation.

oc Required value is missing
ancel
File needs to be uploaded

e A
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Document templates for digital signatures A aoiro
Digital signatures for offers or contracts

Document templates: 87

Name % Language # Description 4 Placeholder 4 =
» Download (1)
» HTML (2)
» Letter (6)
~ Mail (39)

« Digital Signature (8)

Begleitmail Vertrag_signiert German

Begleitmail_Angebot_Signiert German

contrato de firma digital Spanish

Courrier d'accompagnement Contrat Signé French

Digital signature contract email English

Digital_signature_accompanying_email English For more info rmation on hOW to yuse
Firma_digital_que_acompafia_al_correo_egle Spanish SpeCifiC docu ment templates, See the
Signature_numeérique_accompagnant_l'e-mai French Sales-SpeCiﬁC documentation.

R A
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Document template: Project A ~oiro

Project description template

Project

Document templates of the type "Project" with the ProfeciDescptionTempate BN Onboardng
classification "ProjectDescription” can be stored in the [ = o

project type definition. This implies that the template
is included in every project of this project type.

English

Description

Chosselangu. v Pagmen v Alv v Av By B I U o~ E s
Set the indicator ,,Upload file” to inactive to record X, X QT — Q@ Wil St = = o B B
content in the field ,Content”. The file upload is v @1 6 @B-Ev @ o o
hidden and the field ,Content” becomes editable.
Date of entry
To upload an externally created template file in Rl

HTML format, the indicator "Upload file" needs to
be activated. Therefore, the file upload becomes
available, and the field "Content" is no longer
editable and will be used as a preview.




Document template: Project A ~oiro

Projectticket description template

Project

Document templates of the type ,Project” with the S,
classification ,,Description” can be added in the ticket [ cescrin — =]
type definition. Therefore, this template will be added Eraon ;

Description

into every project ticket of this ticket type.

Choose langu.. v | Paragraph v Al KvAvB+ B I U avE s

Set the indicator ,,Upload file” to inactive to record
content in the field ,Content”. The file upload is
hidden and the field ,,Content” becomes editable.

X X2 g v T, — = O WD T =viDo=

QvEdy 1t w @vE-B o

To upload an externally created template file in
HTML format, the indicator "Upload file" needs to
be activated. Therefore, the file upload becomes
available, and the field "Content" is no longer
editable and will be used as a preview.




Document template: Project A ~oiro

Comment template

Project

Document templates of the type ,Project” and the e o e

classification ,,Comment” can be defined in the ticket [ cesivaer Cormer -]
type definiton. Therefore, the template can be selected =~ - et
in every comment of a project ticket.

Choose langu... ~ | Paragraph v Alv K~ AvB~ B I U &g~ i= &

Set the indicator ,,Upload file” to inactive to record
content in the field ,Content”. The file upload is
hidden and the field ,,Content” becomes editable.

X, X2 £~ T, — = @ W -2 =+ =
Q-@-1T wuB@B-B-8 < o

Required notebook:
Quantity of monitors:

To upload an externally created template file in Viscelanes
HTML format, the indicator "Upload file" needs to

be activated. Therefore, the file upload becomes

available, and the field "Content" is no longer

editable and will be used as a preview.
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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.

B A
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Einzigartige Beziehungen
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