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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



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

Overview

Document template
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Document template
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The FilterView can also be 
used in the Tiles view.

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.

FilterView



Document template: Preview
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Information and Actions in the Preview

The attached template is displayed under „File“.

All attached documents (for emails) are displayed under 
„Attachments“.

Description is a free text field, which can be utilized for 
informational purposes.

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

Name, type and category are displayed in the Header.



Creating a 
document 
template
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Document template
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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.

New creation

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



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

▪ For the DOCX 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.



Classification Place of usage Hint

Single Company, Contact, 
Data Privacy Report

These templates are available in the Contexts „Company“ and/or 
„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.

Place of usage depending on classification

Document template: Letter
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Create a template file with your Office 
program.

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

Example of a template file

Document template: Letter
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Email templates
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Document template: Email
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▪ Single, 
▪ Serial, 
▪ Workflow, 
▪ Single (Service/All), 
▪ Single (Service/Intern), 
▪ Single (Service/Extern), 
▪ Single (Service/Automatic reply),
▪ Digital signature

Add the subject line, which should be used 
automatically, when writing an email.
In the subject line, you can, for example, use the 
personalization placeholder {@letterSalutation@}.



Capturing the template file

Document template: Email
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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 
and the "Content" field cannot be edited and will be 
used as a preview.

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 
become editable, allowing you to enter the content.



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

Therefore, you can add the required files as attachment in a document template for an email.

The attachments are sent, if

▪ a document template with attachment is used for single emails. 

▪ it is specified that the attachment is to be attached, when creating new serial mails.

Uploading attachment in email document template

Document template: Email attachments
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Classifiction Place of usage Hint

Single Company, Contact, Offer, Receipt, 
Contract, Advertising material, 
Data Privacy Report, ProjectTime

These templates are available in the corresponding Context in 
the Action „New email“. 

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/ 
automatic Response)

Remove field Templates for reply emails, which can be sent from the inbox.

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

Place of usage according to classification

Document template: Email

18

Workflow?!

Hab ich hier 
jetzt mal 

rausgelassen



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.

Example of a template file

Document template: Email
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HTML document templates can be created with Mosaico. 
These can be added in the document template.

This procedure is used 

▪ for serial mails, to which an attachment is added.

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

Creating document templates with the email editor Mosaico

Document template: Email
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Download the HTML file, which you have created with Mosaico. 
Create a document template, in which you upload this file.



Text modular
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Document template: Text modular
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Offer Header Text, Offer Footer Text, Receipt Header 
Text, Dunning text, Operationreport can be selected.

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 
edited; it is only used for preview purposes.

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.



Sub document template
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Document template: Sub document template
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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.

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@}.



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.

Creating a sub document template as the example „Email signature“

Document template: Sub document template

25

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.



➢ If the signature is altered, it is not 
necessary to change the entire 
signature in each individual email 
document template with 
personalized placeholders, but 
only the sub-document 
template (potentially in different 
languages).

Usage of sub document template in an email document template

Document template: Sub document template

26

The placeholder {@footer@} is used to 
insert the text module into the 
template files of the email (in this 
example, the HTML was created with 
an external tool).

The placeholder {@footer@} can also 
be inserted directly into the editor, 
which can be used when creating 
document templates or in bulk mail.



Overview:

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



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

Document template: file format
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Type

Classification

File format

Letter Single Serial Single 
(Serial/All)

ODT, DOCX ODT ODT, DOCX

Email Single Serial Digital 
signature

Single 
(Service/All)

Single 
(Service/Internal)

Single 
(Service/External)

Single 
(Service/auto-
matic Response)

HTML HTML HTML HTML HTML HTML HTML

Text Modular Offer
Header text

Offer
Footer text

Receipt Header 
text

Receipt
Footer text

Dunning text Operation-
report

HTML template 
– Only for .html

TXT TXT TXT TXT TXT TXT HTML

Project Project 
description

Description Comment

HTML HTML HTML

Workflow?!

Hab ich hier 
jetzt mal 

rausgelassen

,, DOCM



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

Document template: file format
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Type

Classification

File format

Signature -

HTML, TXT

HTML Content template

HTML

Download -

All file formats



Overview:

placeholders
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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.



▪ fullAddress: {@fullAddress@} Name, Firmenname u. Postanschrift

▪ orgname: {@orgname@} Firmenname mit Firmierung 
Baufirma GmbH

▪ address: {@address@} Straße Hausnummer 
Hauptstraße 12

▪ zipCode : {@zipCode@} PLZ 84034

▪ city: {@city@} Stadt Landshut

▪ district: {@district@} Distrikt

▪ region: {@region@} Region

▪ country: {@country@} Land Deutschland

▪ name: {@name@} Anrede, Vor-, Zwischen-, Nachname
Frau Birgit M. Leicht

Possible placeholders for the recipient
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Placeholder Name of placeholder Description Example

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

orgname {@orgname@} Company name with company form Baufirma GmbH

address {@address@} Street, house number Hauptstraße 12

zipCode {@zipCode@} ZIP code 84034

city {@city@} City Landshut

district {@district@} District

region {@region@} Region

country {@country@} Country Germany

date {@date@} Date 



Possible placeholders for the recipient
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Placeholder Name of placeholder Description Example

name {@name@} Salutation, first name, middle name, last 
name

Mrs Birgit Leicht

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 {@lastname@} Surname Leicht

title {@title@} Title Dr.

phone {@phone@} Phone number

email {@email@} Email



Possible placeholders for the sender
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Placeholder Name of placeholder Description Example

senderFullAdress {@senderFullAddress@} (für 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

{@=senderFullAddress@} (für docx)



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
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Placeholders



▪ 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.

Enter placeholders correctly...

Placeholders
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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.

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.

Placeholders cannot be filled, because…

Placeholders

36



37

Language 
dependency



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.

Correctly using the communication language

Language dependency
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Write a letter



Writing a letter: select template

40



Writing a letter: download letter
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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.



Writing a letter: edit Activity
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In the field „Description“, the content of the 
unedited letter is displayed.

CAUTION: in the field, editing is possible, 
but the changes are not taken over into the 
document of the letter.

Upload here the document 
of the edited letter.



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.

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

Writing a letter

43

Originally downloaded letter
Letter with the changes that
were made in the Activity.



To edit the letter's content: 

a) Select the 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.

When is user-defined letter content adjusted?

Writing a letter

44



45

Write emails

–

Mobile 
application



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.”

Mobile application

Write emails
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Write emails

–

Desktop 
application



Desktop application

Write emails

48

Alternatively: click directly
on the email address



Write emails: select template
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All email document templates are displayed 
with the contact/company usage location.



Write emails: download/view template

50

Download the template with 
placeholders and open them
in the download folder.



Write emails: edit and upload template
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Upload the edited template.

Edit text and placeholders 
and save the changes locally.

Alternatively:
Upload a document, which has
not been selected as template, 
downloaded and edited.
Consider the format and the 
possible placeholders in the 
document.
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1) Click on the Action 
„Generate e-mail“ to open the
e-mail with the filled in 
placeholders in the overlay.

Download and send emails

3) Click on the “Download generated e-mail” 
action to open the e-mail locally in your mail 
client, edit it again if necessary, and send it.

2) Add content, attachments, 
or the signature if necessary.

For outgoing e-mails, the mailbridge
address is entered in the BCC field. 
The email will be automatically
entered as an Activity.
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Write emails
with AI



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

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

Requirement

Write emails with AI
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Write emails with AI
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Alternatively: click directly
on the email address

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



Create email with document template

Write emails with AI
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Once you have selected a 
document template, the AI-
specific fields are hidden.

The content is taken 
from the document 
template.



Create emails with AI features

Write emails with AI
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Specify a prompt to generate email 
text from it.

Form & style can be selected 
accordingly to generate the text in 
the desired language and length, 
for example.



Create an email with AI features – with reference to a previous activity

Write emails with AI
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To refer to an activity associated 
with the contact or company, it can 
be selected here.

The email text is then generated 
from the contents of the selected 
activity and the specified prompt.



Generate/customize email

Write emails with AI
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The recipient's email 
address is transferred. 

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

The subject line is
▪ Taken from the document 

template (if maintained) 
▪ Generated by AI 
▪ Entered or added manually

The content is
▪ Taken from the document 

template  
▪ Generated by AI
▪ Entered or added manually

Regardless of whether the email was created using a 
document template or a prompt, this view opens after 
clicking on “Create email.” 
Here you will see either the information from the 
document template or the AI-generated information. 
You can also edit the information later.



Attachments

Write emails with AI
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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.



Download email

Write emails with AI

61

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

When the email is opened in the 
respective mail client, it contains:

 From: Sender address

 To: Recipient address

 Bcc: Mailbridge address

 Subject (if specified)

 All attachments

 Content

 Signature
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Specific
document
templates



Documents
with

QR Code
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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.

Provide documents with a QR code

Document templates with QR code

64



Document template for 
Contact Management

65



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

Content template for Activities

Document templates for the Activity
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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).

In order to create a content template, the type 
„HTML“, the classification „Content template“ and 
place of use „Activity“ must be added.



To add a signature to AI-
generated emails, it is created in 
the document templates of the 
“Signature” type.

Signature

Document template
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The location of use must be 
specified as “Contact.” This 
signature can then be selected if 
an email is created using AI from 
a contact, company, or offer.

The content of the document 
template can be entered as usual 
here in the HTML editor or uploaded. 

The image is integrated into 
the source code as Base64.



Document 
templates for 

Marketing

68



Making documents available for download

Marketing specific document templates
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Create a document template of the type „Download“ and upload the required document. Remove, 
if needed, the field „Place of use“.

You can find the UID necessary to access 
the web service in the admin view.



Document 
templates for 

Service and 
External work
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Signature that must be stored 
in the inbox of the mailboxes.

Signature

Document template

71

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.

As place of use, use 
„Serviceticket“.



Response emails for automatic sending 
from the inbox.

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

Response mails

Document template
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Templates for internal and external communication per email

Document template
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Select service ticket category

Document template

74

1

2If the classification consists
„Service“, you must specify 
for which service ticket 
categories the document 
template should be valid for.

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.

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



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

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

Text modulars for operating reports

External work specific document templates
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Document 
templates for 

digital signatures
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For more information on how to use 
specific document templates, see the 
sales-specific documentation.

Digital signatures for offers or contracts

Document templates for digital signatures
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Document 
templates for 
collaboration
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Document templates of the type "Project" with the 
classification "ProjectDescription" can be stored in the 
project type definition. This implies that the template 
is included in every project of this project type.

Project description template

Document template: Project
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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.

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.



Document templates of the type „Project“ with the 
classification „Description“ can be added in the ticket 
type definition. Therefore, this template will be added 
into every project ticket of this ticket type.

Projectticket description template

Document template: Project
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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.

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.



Document templates of the type „Project“ and the 
classification „Comment“ can be defined in the ticket 
type definiton. Therefore, the template can be selected
in every comment of a project ticket.

Comment template

Document template: Project
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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.

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.



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