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Screenshots

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



▪ Overview Sales 

▪ Sales process

− Opportunity

− General information

− Create Opportunity

− Opportunity phases

− Checklists in the Opportunity

− Set checklist entries to „Fullfilled“

− Phase progress in the filter view

− Checklistentry has to be set to „Fullfilled“ (Yes/No)

− Buying & Selling Center

− Phase history and touchpoints

− Opportunity-related sales forecast and linked offers

− Time recording, competitors and attributes

− Other tabs

− Evaluate opportunity AI-supported according to BANT 
criteria

− Preview of the Opportunity

− Classification in the Opportunity

− Diagram views in the Opportunity

− Server process with inactive Opportuntiy

Agenda (1/3)

3

− Products, Product packages & Prices

− General information

− Create product

− Tab „Prices“ in a product in general

− Create prices in a product

− Excursus: Create customer-specific price

− Negative Prices

− Missing standard price

− Change the validity of a price

− Pricing logic in the offer

− Store parts list on the product

− Making the product configurable

− Automatic total price calculation for parts list items

− Product description and product knowledge

− Product in offers/receipts

− Store attribute on the product

− Show price list

− Product package



Agenda (2/3)
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− Offer

− Create offer

− Evaluation in the filter view

− Multiedit table vs. Tree table

− Insert offer item – Multiedit

− Adjust offer item - Multiedit

− Insert offer item – Tree table

− Insert offer item – Tab „Products“

− Insert parts list items – Multiedit

− Insert parts list items – Tree table

− Product configuration in the offer

− Insert product as sub-item – Multiedit

− Insert product as sub-item – Tree table

− Optional parent item

− Insert product package

− Calculation of prices in the offer

− Discounts

− Item without article

− Adjust the order of the offer items – Tree table

− Other tabs in the offer

− Show offer – Offer report

− Send offer via mail

− Send offer via e-mail

− Offer versioning

− Receipt

− Receipt process

− Create receipt

− Receipt item

− Transfer to delivery note/invoice

− Create receipt - document types “Invoice”, “Credit”, 
“Cancellation” 

− No E-Invoice

− XRechnung

− ZUGFeRD

− E-Invoice: Excursus on laws and standards

− E-Invoice: Exkursus on terms

− E-Invoice: Implementation in ADITO xRM

− Buyer Reference (Leitweg-ID)

− Additional fields for invoices

− Field differences receipt type “Credit“

− Download XRechnung (XML)

− Open Invoice as PDF inclusive XML-Datei

− Difference xml „XRechnung“ und xml „ZUGFeRD“



Agenda (3/3)
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− Beleg

− Send receipt via e-mail

− Send receipt via mail

− Processing of sent receipts

− Set paid amount

− Cancellation and credit note

− Cancel xRechnung

− Create credit note with E-Invoice type „XRechnung"

− Excursus into the company – „Turnover“ area

− VAT-ID in the XML

− Dunning

− Set, increase, decrease dunning levels manually –
Overview

− Set dunning level

− Increase, decrease dunning level

− Excursus Administration – Context „Dunning level“

− Show dunning

− Send dunning

− Dashlets regarding dunning

− Contract

− Visibility of the sales process at the company

▪ Sales analysis

− Sales Dashboard

− Conversion Rate

− Turnover planning & forecast

− Definition of terms

− Create turnover planning for companies

− Context „Planning“

− Planning – Change status via serial action

− Planning – Change responsible person via serial action

− Tab „Planning“ in the company

− Forecast in the Opportunity

− Context „Sales forecast“

− Excursus into the administration - Enter turnover target for a 
financial year



Overview sales
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To be created in advance 
by the administrator

In use “daily” by end users
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Sales process

 Opportunity


Offer

$ Receipt


Price


Product

Check-
lists


Planning


Contract

Classific
ation Deal

Dunning 
level

Contact
Qualifi-
cation

Prospect Offer
Negoti-
ation

Sales analysis
 Sales 
forecast


Conversion 

Rate


Sales 

Dashboard

Target acquisition


Product-
package



Sales process
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Opportunity
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To be created in advance 
by the administrator

In use “daily“ by end users
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Sales process

 Opportunity


Offer

$ Receipt


Price


Product

Check-
lists


Planning


Contract

Classific
ation Deal

Dunning 
level

Contact
Qualifi-
cation

Prospect Offer
Negoti-
ation

Sales analysis
 Sales 
forecast


Conversion 

Rate


Sales 

Dashboard

Target acquisition


Product-
package

Create an opportunity to keep track of
the status of a sales opportunity with a 
company and develop it until it is closed. 



Contact Qualification Prospect Offer Negotiation Deal

Opportunity
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Assignment of responsibilities:

Sales phases

Marketing

Sales
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Opportunity
What information/processes are mapped in an opportunity?

▪ The opportunity is divided into phases and processed with the help of linked checklists.

▪ By adding contacts in the Buying & Selling Center, you can keep track of the people involved.

▪ The classification allows you to evaluate the opportunity. 

▪ Enter forecasts in the opportunity that show the potential turnover generated by the opportunity.

▪ Use activities to document coordination, e-mails sent, telephone calls, etc. In addition, linked campaigns, offers, events, 

etc. can be viewed via touchpoints.

▪ Place files in a SharePoint folder and link the SharePoint folder in Opportunity.

▪ An evaluation shows you how long the opportunity was in which phase.

▪ You can record your competitors to document who is also interested in this project and why they lost or won the 

contract.

▪ Operations (on-site visits) linked to the opportunity can be viewed in the Operations/tasks tab.



▪ Open company 

▪ Open tab “360 Degree“

▪ Button “Create new“ => Opportunity

➢ Automatically links the company to the 
opportunity

➢ All opportunities of a company are listed in 
the “360 Degree“ view

Start: Company

Create opportunity

13



Start: Global bar

Create opportunity
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Create a new opportunity
via the quick entry.



Opportunity
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Create new opportunity

The opportunity number 
is assigned automatically.

If you create an opportunity from a company, the 
company is automatically preset.

Status is automatically “Open“.

The first phase is automatically preset. The phase 
cannot be adjusted here.

Select here the currency in which the 
project is to be processed.

The administrator can assign a probability to 
each phase. Depending on the selected phase, 
the probability is filled automatically. However, 
it can be adjusted manually.



Opportunity
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▪ In the upper area, the 
opportunity phases are 
shown in a stepper
component.

▪ The current phase is 
highlighted in blue.

▪ You can switch between 
the phases with the help 
of the buttons “Previous
phase“ and “Next phase“.

“Overview“ tab: Phases

You can administratively 
adjust the names, the icons 
and the number of phases.



Opportunity
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Probability: Automatic adjustment in case of phase change

The administrator can assign a probability to 
each phase. When changing phases, the 
probability is filled automatically depending on 
the selected phase. However, it can be 
adjusted manually. If a manually entered 
probability is already higher than the 
automatic probability of the upcoming phase, 
the probability is not overwritten.



Opportunity
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The checklist entries 
belonging to the respective 
phase are displayed below 
the stepper component. The 
checklist entries are to-dos 
that you must/should 
complete in the respective 
phase. 

A knowledge entry can be 
stored with a checklist entry 
if the checklist is not 
meaningful enough on its 
own.

Tab “Overview“: Checklist for selected phase

You can administratively adjust the 
definition and configuration of the entries.



Opportunity
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▪ A checklist can contain entries that 
must be manually set to “Fullfilled“ 
and entries that are automatically set 
to “Fullfilled“. 

▪ Entries which are set to “Fullfilled“ 
manually are checked by the user 
and set to “Fullfilled“.

▪ Entries which are set to “Fullfilled“ 
automatically are checked by the 
system and set to “Fullfilled“ as soon 
as the user has entered the required 
information in the system (e.g. Buying 
& Selling Center has at least one 
entry).

Tab “Overview“: Checklist for selected phase



Opportunity

20

Set entry to “Fullfilled” manually (“Automatically“ = “No“)
1. Mark the checklist entry
2. Click on the “Set completed” button

Set entry to “Fullfilled” manually

1

2



Opportunity
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The checklist entry is 
set to “Fullfilled = Yes”.

Set entry to “Fullfilled” manually

It is documented who clicked the 
“Set completed” button and when. 



Opportunity
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You can also reset a “Fullfilled” checklist entry to “Not fullfilled”.

For checklist entries that are automatically set to “Fullfilled”, the 
“Yes” becomes a “No” again if you undo the associated action, 
e.g. delete all entries in the Buying & Selling Center.

Set entry to “Fullfilled” manually
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Opportunity - Excursus filter view
Progress

The progress column shows the 
percentage of checklist entries that have 
been completed in the respective phase. 
For phases that do not contain any 
checklist entries, “100%“ is displayed.



Opportunity
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In the column “Phase mandatory“ you can 
see whether a checklist entry must be
fullfilled so that you can switch to the next 
phase or whether you can switch to the next 
phase without having set the checklist entry
to “Fullfilled“.

“Yes“ means that the checklist entry must be
set to “Fullfilled“ in order to move to the next 
phase.

Tab “Overview“: Phase mandatory

Users with the Administrator role can also 
change the phase if a checklist entry with 
“Phase mandatory = Yes” has not been fullfilled.



Opportunity
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In the Buying & Selling Center 
area, contacts are recorded 
with a role.

The person who creates the 
opportunity is automatically
entered and marked as the 
person responsible. 

Another team member can be
marked as “responsible“ at any 
time via the editing view. 

Enter important transaction- 
and role-related information in 
the “Further information” field 
that may increase the 
likelihood of closing the deal.

“Overview“ tab: Buying & Selling Center

You can adjust the project 
roles administratively.
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Opportunity
“Overview“ tab: Buying & Selling Center

You can also open the Buying & 
Selling Center in tile view so that 
you can quickly identify people 
in an appointment based on 
their photos, for example.



Each contact is given a specific role in an opportunity:

▪ The initiator identifies a need that is to be 
purchased in order to be able to achieve a goal.

▪ The decision-maker strengthens the company 
through his decisions.

▪ The influencer supports the profiling of the new 
problem solution.  

▪ The user's work is made easier by the application 
of the innovation.

▪ The buyer negotiates the conditions.

▪ internal sales

Buying Center and... ...Selling Center

Opportunity

27
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Opportunity
Appointments

If you create an appointment via the 
Further Actions, the opportunity and 
associated company as well as the logged-
in user will be linked to the appointment.

When you create an appointment via the 
Buying & Selling Center, the opportunity and 
associated company, as well as the logged-in 
user and all selected contacts, will be linked 
to the appointment.



▪ In the “Milestones phase“
section, the length of time the 
opportunity has been in which 
phase is shown graphically.

▪ In the “History Phases and 
States“ section, you will find 
the data on how long an 
opportunity was in which 
phase and in which state.

Tab “Occurrences“ - “Phases“ and “States“

Opportunity
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By selecting one of the points in the 
“Touchpoints“ area, you can view the 
records associated with that
touchpoint in the “Details of Selected 
Touchpoint“ area. Only records 
associated with the company for which 
the opportunity was created are 
displayed. The number of touchpoints
indicates how many records are linked.

Tab “Occurrences“ - Touchpoints and related details

Opportunity
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Opportunity
Tab “Forecast“

In the “Forecast“ area, you can enter 
forecasts for the opportunity on the 
left. Forecasts with planning dates 
after the start date of the 
opportunity are shown graphically on 
the right and are compared with the 
following values: 
▪ the Planning recorded in the 

company,
▪ the Turnover that resulted from the

opportunity (net totals from invoices sent 

but not canceled),
▪ the Confirmation volume that

resulted from the opportunity (net 
totals from order confirmations sent but 
not canceled).
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Opportunity
Tab “Forecast“

The Opportunity starts on Apr 16, 2025. One of the forecasts has a 
planning date in the year before the start of the Opportunity (Dec 16, 2024) 
=> The forecast for 2024 is not shown in the diagram.
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Opportunity
Tab “Forecast“

The sum of the forecasts is 
displayed in the preview of 
the opportunity as “Volume“.



Opportunity
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Probability: Forecast weighted

The probability times the volume 
(sum of the forecasts) gives the 
weighted forecast.
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Opportunity
Tab “Forecast“

In the “Offers“ area you can see 
which offers are linked to the 
opportunity and their status.
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Opportunity
Tab “Further Information“

▪ In the “Timetracking“ area, you 
can record who was occupied
for how long and with what. 

▪ In the “Competitors“ area you 
can enter the competitors who 
are also interested in this 
opportunity.

Competitors are companies recorded in 
CRM, marked with the attribute: 
Target group = Competitor. 
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Opportunity
Tab “Further Information“

Use attributes to qualify 
the opportunity with 
additional information. 
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Opportunity
Tab “Operations/Tasks“

Here you can see linked
operations, associated
operation tasks and 
have access to resource 
planning.
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Opportunity
More tabs

▪ Tab “Tasks/Appointments“: Tasks and appointments associated with the opportunity are 
displayed here.

▪ Tab „Activities“: Activities associated with the opportunity are displayed here.

▪ Tab “Documents“: Binary files can be stored in the document folder.

▪ Tab “Logs“: Here, changes to the opportunity are documented by the system.
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Evaluate opportunity AI-supported according to BANT criteria

What is the BANT method?

The BANT method is a four-dimensional qualification framework developed by IBM in the 1960s. 
The acronym BANT stands for:

▪ Budget: Is there a budget?

▪ Authority: Does my contact person have decision-making authority?

▪ Need: Is there a clear need/pain point?

▪ Timing: Is there a specific timeframe?
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Evaluate opportunity AI-supported according to BANT criteria

Action „Qualify by BANT (AI)“ When you perform the ‘Qualify by BANT (AI)’ action, an overlay 
opens where you can view the assessment created by the AI. 
The following data is evaluated for the assessment :

Budget
▪ Activities
▪ Opportunity Description

Authority
▪ Activities
▪ Opportunity Description
▪ Buying Center

Need
▪ Activities
▪ Opportunity Description
▪ Forecast: Field „Product Group“

Timing
▪ Activities
▪ Opportunity Description
▪ Start of the Opportunity
▪ Target Date of the Service
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Opportunty KI-gestützt nach BANT-Kriterien bewerten

Aktion „Nach BANT qualifizieren (KI)“

The evaluation shows you 
whether the BANT criteria are

fullfilled,
partially fulfilled or
not fullfilled.

For each criterion, you will find a 
brief summary as well as 
questions that are 
recommended for further 
communication with the 
prospective customer. At the 
end of the evaluation, the 
recommended next steps are 
also listed.

You can save the 
evaluation as an activity.



Detail area - depending on which phase the opportunity is in, there may be only a 
little or already very detailed information in the detail area.

▪ Status, Phase, Start of the opportunity, Target date of the service and Probability
can be edited. 

▪ A reason can be specified for the statuses “aborted”, “partially won”, “won” or “lost.”

▪ The phase can only be adjusted using the buttons in the “Overview” tab.

▪ The “Currency“ field can be edited as long as no forecast has been entered in the 
opportunity. 

▪ The volume is the sum of all forecasts recorded in the opportunity.

▪ The displayed “Time expenses“ results from the times recorded in the tab “Further 
information“.

▪ In the “Campaign“ field you can choose from all current campaigns in which the 
company linked to the opportunity or an employee of the company are 
participants. This way you link campaign and opportunity.

▪ Under “Last activity“ you can see the activity that was last created with a link to the 
opportunity.

▪ You can link a SharePoint folder.

Opportunity
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Preview



▪ Description - here you can enter information as free text.

▪ Relevant documents - Documents for which the button “Show in preview“ has 
been activated in the documents tab are shown in the preview.

▪ Days inactive - Period in which no new activities with a link to the opportunity 
have been recorded (since the opportunity was created or since the last 
activity).

▪ Days remaining - period between today and the “Target date of the service“.

▪ Classification - rating calculated on the basis of the information collected.

Opportunity
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Preview
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Opportunity
Justify status

If you select one of the following status values, you can select 
reasons why this status was set :

▪ aborted
▪ partially won
▪ won
▪ lost



State “Postponed“

Excursus “Postpone opportunity“

46

If you set the state of the opportunity to “Postponed“ and 
confirm the pop-up, a task is automatically created with the 
responsible person, which is due six months later. So you do not 
have to resubmit this task yourself. The person who set the 
opportunity to “Postponed“ is entered as the “Requester“ of the 
task.
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Opportunity
Classification

Why is the classification used in opportunities?

If you were to assess opportunities only according to the company classification, you might come to 
the wrong conclusions when prioritising.

As an example, let's take two possible opportunities of a car dealer:

▪ An A-customer wants to buy a new car for his fleet.

▪ A C-customer only wants cars of your brand in his fleet in future and therefore orders 10 of 
them at once.

Your C-client's project would be more important to you in this case.
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Opportunity
Classifications

The detailed overview of the classifications, 
with the results of the individual parameters, is 
called up with the “Show classification” action.
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Opportunity
Classifications

The classes (A, B, C, D ...) result from the 
number of points achieved for the parameters.

The classifications with 
their indicators, values and 
valuations can be created 
by the administrator.
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Opportunity
Column chart view

In the column chart view (1), you can 
compare the volumes and/or weighted 
volumes of opportunities by selecting 
them in the “Select Y-Axes“ field (2).

1

2
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Opportunity
Pyramid, Pie chart, Funnel

1

2 2

You can also display the opportunities 
as a pyramid, pie chart or funnel (1). 
This gives you a visual overview of 
various parameters that you can select 
via the grouping (2).
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Excursus server process
Task when opportunity is inactive

The corresponding server process is called 
checkSalesprojectInactivity_serverProcess

You can have the system 
create tasks for the person 
responsible for an 
opportunity if no activity with 
a link to the opportunity has 
been created within a certain 
period of time. The following 
criteria are defined in the 
standard system: 

▪ Opportunity with A 
classification 
=> task after 7 days

▪ Opportunity with B 
classification 
=> task after 14 days

▪ Opportunity with C 
classification 
=> task after 21 days



Products, Product packages

& 

Prices
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To be created in advance 
by the administrator

In use “daily“ by end users
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Sales process

 Opportunity


Offer

$ Receipt


Price


Product

Check-
lists


Planning


Contract

Classific
ation Deal

Dunning 
level

Contact
Qualifi-
cation

Prospect Offer
Negoti-
ation

Sales analysis
 Sales 
forecast


Conversion 

Rate


Sales 

Dashboard

Target acquisition


Product-
package

Products, prices and 
product packages are to 
be created as a basis in 

the system in order to be 
able to use them in offers.



▪ Product image

▪ Product description multilingual

▪ Product parts lists

▪ Product prices

▪ Product specific documents

▪ Product indicators: e.g. product groups, 
attributes

What information can be recorded at the product?

Product
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Product groups for product segmentation

Product
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Product group cars Product group trucks

Product
delivery van

Product
dump truck

Product
mini A

Product
sports car A
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Product
Create new

Select the unit of 
the product, e.g. 
piece, kg, hours, etc.

Please enter a selling price.

In the “Product number” field, 
you can use letters and special 
characters as well as numbers.
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Product
Create new

Activate the “Advertising material” button if 
the product is an advertising material. You 
can find more information on advertising 
material in the “Sales - Advertising material 
and sample management” documentation.

You can use the “Digital” button to mark 
products as digital, e.g. online courses. 
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Product
Create new

You can enter short product descriptions in 
different languages. Depending on the 
language selected in the offer, the appropriate 
description will be displayed on the product.

In the “Producer” field, you can 
select all companies of the type 
“Manufacturer”.
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Product
Tab “Prices“

All prices that are currently 
not valid are displayed in the 
“Expired & future prices” area.

All currently valid prices 
are displayed in the 
“Valid prices” area.
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Product
Tab “Prices“

Price list to which 
the price is assigned.

Validity period 
of the prize.

Information 
on whether it 
is a purchase 
or sales price.

Information on the 
quantity from which 
the price is valid.
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Product
Tab “Prices“ - Add price

The selection options in the field “Price list“ 
can be adapted administratively. 

Here you select to 
which price list the 
price should belong, 
e.g. Standard, 
Special price list, etc. 
Company price lists 
cannot be selected. 
They are generated 
automatically if you 
enter a company-
specific price for the 
company.
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Excursus into the company
Maintenance of customer-specific prices at the company

In the “Conditions“ 
tab at a company, 
you can create 
company-specific 
prices that only 
apply to this 
company. This 
automatically
creates a price list 
that is given the 
name of the 
company. 
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Prices
Negative prices

You can create products where you create
negative prices. When you add a product with a 
negative price to an offer, this amount is
deducted from the total amount of the offer.
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Prices
Standard price

If no standard price has been entered for the 
product, you will receive a message in the 
preview. You will also find this information in 
the filter view of the “Product” context and in 
product lookups views.



A price has been entered for a product 
and assigned to the “Standard” price list, 
for example. If you now enter a new price 
that you assign to the “Standard” price list, 
the valid until date of the previous price 
is automatically set to one day before 
the valid from date of the new price.

Prices
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Validity period



1. Check whether a customer-specific price is stored for the product at the company
If yes: transfer customer-specific price to the offer
If no:

2. Check for the value of the “Price list” attribute in the “Attributes” tab in the company 
and check whether there is a price for this price list on the product (e.g. special 
price list)
If match: (e.g. special price list attribute in the company and product price with special price list), then drag the 
price of this price list
If no match: (e.g. special price list attribute in the company, but no product price with special price list), 

3. Drag the standard price

Pricing logic in the offer
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What price is drawn in the offer?



Pricing logic in the offer
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Price list K/S/S = 
Price list key account/ 
special price list/ 
price list service Further price list types, in 

addition to standard, key 
account, special price list and 
service, can be added 
administratively as keyword 
entries for PRODUCTPRICELIST.
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Product parts list
Maintain parts lists on the product

You can store a parts list (sub-
items of the product) for a 
product. All products that are 
already recorded in CRM are 
available for the parts list.
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Product parts list
Maintain parts lists on the product

If you select a product, you can subordinate 
another product underneath it and thus 
create several levels in the parts list.
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Product parts list
Making a product configurable

You can configure a product in the offer if you assign a 
parts list to the product and allocate the parts list items 
to different components there.
For example
Let's assume the product is a car. Component A would then be, 
for example, different seats that can be installed in the car. 
Component B would be the colors in which the car is available.

The “Component” field is a 
combination of free text and 
selection field. All values that you 
have entered there once and 
assigned to a parts list item are 
available there as selection values.
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Product parts list
Automatic total price calculation

The product price is calculated based 
on the retail prices of the individual 
items in the parts list.

Products marked as optional in 
the parts list are not included in 
the total product price.

2 x 18,000.00   
+ 1 x 13,000.00
= 49,000.00

x
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Product parts list
Automatic total price calculation

The following applies to all price lists (except customer-specific price lists) for the automatic 
total price calculation:
Prices for a specific price list are stored for all non-optional sub-items of a parts list product 
=> total price for this price list is calculated automatically.
For example:
▪ Prices for price list “Standard” are stored for all non-optional sub-items 

=> total price “Standard” is calculated automatically.
▪ Prices for price list “Key account” are stored for all non-optional sub-items 

=> total price “Key account” is calculated automatically.

If the price for a price list is missing for at least one sub-item, no total price is calculated for this 
price list.

Once at least one parts list item has been entered, 
the product price can no longer be edited manually.
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Product parts list
Automatic total price calculation

The customer-specific total price of a parts 
list product must always be stored at the 
company. It is not calculated from the prices 
of the sub-items, even if customer-specific 
prices have been created for all sub-items.
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Product description
Complete the description on the product

In the upper area, you can create and 
view knowledge entries for this product. 
Use this, for example, to store extensive 
information about the product in the 
system. You can also call up knowledge 
entries via the “Knowledge” context.

You can enter product information in different languages in 
the lower area. This text is displayed below the product in the 
offer, but only if the language selected here corresponds to 
the language selected in the offer.
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Product in offers/receipts

In the “Offers” tab, you can see all offers  
in which the product is included. You can 
see the quantity and unit in which it is 
listed, the unit price and whether the 
amount is discounted. The “Receipts” tab 
works in the same way.

If you activate the “Insert parts list” button, 
the product is added as a parent item 
including the parts list as a sub-item when it 
is added to an offer. If you deactivate it, the 
product is added without the parts list.
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Product features
Maintain attributes on the product

Attributes can be individually extended, 
adjusted and deactivated by users with 
the role administrator.

Select an attribute and enter 
the corresponding attribute
value of the product.
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Context “Prices“
Filter by price list

Filter on a specific price list to get only the 
corresponding prices displayed and add 
filters on validity periods if necessary.
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Product package
Definition

You create a product package if you always offer the same product combinations in 
offers. 

Example:

You sell furniture and always offer a dining table, dining chairs and a corner bench as a 
dining room set as a package. 
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Product package
Create Product package

Add any number of products to 
the product package and specify 
the quantity of the product to be 
included in the product package.

Give the product 
package a title.
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Product package
Preview

All products included in the product 
package are listed in the preview of 
the product package. It also shows 
the quantity of products included in 
the product package.



Offer
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To be created in advance 
by the administrator

In use “daily“ by end users
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Sales process
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
Offer

$ Receipt


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
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
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
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ation Deal
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Contact
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cation
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 Sales 
forecast


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Rate


Sales 

Dashboard

Target acquisition


Product-
package

Within the "Offer" phase, the offer is created, 
which is linked to the opportunity.
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1. Open company

2. Open tab “360 Degree“

3. Open a preview of an 
opportunity

4. Further actions: Create an 
offer

➢ Automatically links the 
offer to the company and 
the opportunity

➢ All offers of a company are 
displayed in the 360 
Degree view

Offer
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Create offer (option 1)



Offer
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Create offer (option 2)

1. Open company

2. Open tab “360 Degree“

3. Button “Create new“: Offer

➢ Automatically links the offer to the 
company and the opportunity if 
there is only one opportunity. 



Offer
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Create offer

“Recipient“ field

▪ Here you can select contacts as 
well as companies. 

▪ If you create the offer from a 
contact or company, this field is
filled out with the contact or 
company.

„Internal contact person“ field

The logged-in user is automatically entered 
here. However, the field is editable, and you 
can enter a different employee.



Offer
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Create offer

Indicate the probability of 
the offer being accepted.

Status, date and currency* are 
automatically preset. You can adjust
the date and currency manually.

*Currency

If you add a product after creating 
the offer, the prices from the product 
are taken over according to the 
currency in the offer. You can change 
the currency as long as no items are 
created in the offer.



Offer
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Create offer

The text from the “Information“ field is not 
printed in the finished offer. It serves as an 
internal note for you and your colleagues.

Enter a cash discount and an offer discount that will be 
calculated for all items in the offer.

The values in the fields “Language“, “Payment term“ 
and “Delivery specification“ are automatically taken 
over from the company and can be adjusted manually.

You can set an Expiration 
date for the offer.



Offer
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Create offer

If an individual salutation is entered in the “Salutation“ field of 
the selected contact, it will be adopted here. If the field is empty, 
the salutation “Guten Tag First name Last name“ is entered here. 
However, you can overwrite the salutation manually. For 
example, if you are on a “first name“ basis with the contact, but 
the automatic salutation would be “Dear Ms ...“.

In the menu group “Marketing“ you can create 
header and footer texts as document templates 
and assign them to the offer. You can edit the 
texts for the offer individually or write them 
completely individually without a template.



Offer
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Create offer

In the field “Choose address“ you will 
be shown a selection of all addresses 
stored at the selected company.

The selected address is displayed in the 
“Address“ field and can be adjusted 
there if necessary. For example, add 
the line “for the attention of ...“.

Link the offer with other data sets. To link 
it to exactly one opportunity is mandatory.
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Offer
Validity exceeded

If the “Valid until” date is in the past, a note 
is displayed in the preview of the offer.
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Offer
Overview in the filter view

The net amounts and the 
status values of the selected 
records are shown in a bar 
chart on the right. In the table 
below, the net amounts are 
grouped by status.
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Offer
Different views

You can display the offer as a multiedit table or as a tree table. The functions in the 
respective view differ slightly. In the multiedit table, you can, for example, edit offer items 
directly. In the tree table view, you can, for example, adjust the order of the offer items using 
drag and drop. In the following, the screenshots of the multiedit view are highlighted in 
light red, the screenshots of the tree table view are highlighted in light blue.

Multiedit-table Treetable
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Offer
Insert items – multiedit table

If you insert an offer item while you have selected the multiedit view, a 
new line is added at the end of the table. Select the desired product 
there and adjust the fields “Quantity”, “Unit price (EUR)”, “VAT”, “Discount 
in %”, “Optional” and “Hide price” as required. You can also add several 
lines first and then edit them one after the other.
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Offer
Insert items – multiedit table

When you have finished editing 
the new offer items, you must 
save or reset the changes. 
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Offer
Make adjustments – multiedit table

If you make adjustments to offer items, whether to new or existing items, 
the corresponding fields or buttons are highlighted in orange so that you 
can keep track of the changes. When you save the changes (1), the orange 
markings are removed and the changes are permanently applied. If you do 
not want to apply the changes, reset them (2) instead of saving them. 

1 2



Select article

Specify quantity

The currently valid price is automatically entered in the 
      “Unit price (EUR)” field as soon as an article is selected, 
       taking into account the pricing logic.

Enter discount if applicable

Offer
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Insert items – tree table

1

2

4

1

2

3

4

3
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Insert items – tree table

5

7

6

Activate “Optional“ if necessary. This will display the unit price of the 
item in the offer, but it will not be included in the total. The total of
optional items is shown as a separate amount in the offer.

Activate “Hide price” if the sum of the product should not be displayed 
in the offer.

The result of the multiplication “Quantity x Unit Price“ is shown in the 
“Total price (EUR)“ field.

If a description in the offer language is stored for the product, this is
transferred to the Description field and displayed in the offer.

5

6

7 8

8
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Insert item - Alternative way in the “Products“ tab

Open tab “Products“

Select product

Press the “Add to offer“ button in the preview

1

2 3

1

2

3
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Offer
Insert parts list items – multiedit table

If you add an item in the multiedit table for which a parts list is 
stored and save it, all items in the parts list are automatically 
adopted as sub-items if no component is assigned to them.
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Offer
Insert parts list items – tree table

If you add a product to the offer for which a parts list 
is stored, the “Insert parts list” button appears. If you 
activate this, the product including the parts list is 
added, except for the parts list items that are assigned 
to a component. If you deactivate the button, the 
product is displayed without the parts list item.
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Offer
Product configuration

In the offer you can see in the 
“Configurable” column whether 
a product is configurable or not.

A product is configurable if at least 
one product in the parts list has 
been assigned to a component.

If the product is 
configurable, the 
“Configure product” 
button is active.

Products in the parts list that are not assigned to a 
component are always transferred to the offer as 
parts list item if the “Insert parts list” button was 
active when the main product was added to the offer.
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Offer
Product configuration

Click on the “Configure product” 
button to open the product 
configuration overlay.
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Offer
Configure product

1

2

3

All components of the product are 
available for selection in the overlay. 

Select a component (1).

For example
Let's assume the product is a car. 
Component “Module A” would then 
be, for example, different seats that 
can be installed in the car. Component 
“Module B” would be, for example, the 
colors in which the car is available. 
Component “Module C” would be, for 
example, the special equipment 
“windshield heating”.

The products belonging to the 
selected component are dis-
played in the upper area. Select 
a product (2) to be displayed as 
a sub-item of the product to be 
configured and perform the 
“Add/Replace” action (3).

Example
If “Module A” is the seats, “Standard 
seat” and “Sports seat” are available 
for selection.
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Offer
Configure product

4

Use “Apply configuration” to 
transfer the selected products 
as sub-items to the product to 
be configured (5).

5

In the lower area, you can see 
which products you have added (4). 
You can only transfer one product 
per component to the lower area.



107

Offer
Configure product

6
The products are transferred 
to the offer as defined in the 
configuration.
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Offer
Insert product as subnode – multiedit table

Select an offer item (1) and carry out the “Insert 
subnode” action (2). The SmallEdit opens. The selected 
item is automatically entered there as a parent item (3). 
Subnodes added in the offer are not transferred to the 
“Parts list” tab of the parent item.

1

2
3
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Offer
Insert product as subnode – tree table

If you want to insert a product as a sub-item, you 
can either open the SmallEdit via the “Create 
new”-button and select one of the existing items 
in the offer as the parent item...
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Offer
Insert product as subnode – tree table

1

2
3

...or you select an offer item (1) and execute 
the “Insert subnode” action (2). The SmallEdit 
opens. The selected item is automatically 
entered as the parent item (3).
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Offer
Optional parent item

If you mark a parent item as “Optional”, the sub-items are 
also automatically set to “Optional” and the button can no 
longer be deactivated for the sub-items.
If a parent item is not “Optional”, you can mark the sub-
items as “Optional” or “Not optional” as you wish.



112

Offer
Add Product package

You can add product 
packages that you 
have stored in the 
CRM to the offer. If 
you have selected an 
offer item before 
executing the action, 
the products of the 
product package are 
added there as sub-
items.

Only those products in a product package that are active and 
for which a price can be determined for the offer are adopted.
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Offer
Calculation of the prices in the offer

The quantity (1) multiplied by the unit price (2) and minus the products discount (3) gives the total 
price of a product (4). 

If the product is marked as “optional” (5), the unit price and total price of the item are placed in 
brackets (6). Optional and non-optional products are displayed in separate totals in the offer report. 

2 34

56

1
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Behavior when changing the quantity of a parent item

If you change the quantity of a parent item, the 
quantities of the sub-items are automatically 
adjusted when saving (reload page if necessary). 
All total prices are also recalculated.

In the example, the quantity of “Product SL1” is 
increased from 1 to 2. The quantities of “Module 
D”, “Module A Comfort”, “Module B Comfort” and 
“Module C Standard” are also automatically 
doubled when saving. The totals are recalculated 
accordingly.

The prices of optional sub-items 
are not included in the total price 
of the parent item.
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Offer
Behavior when changing quantity or price of a sub-item

The unit price of the parent item is 
automatically calculated from the total 
prices of the sub-items. This means 
that if you change the quantity or the 
unit price of a sub-item, the unit price 
and total price of the parent item are 
recalculated.



116

Offer
Discounts

12

3

The product discount (1) is entered 
directly with the item and there 
included in the total price (2).

The “Total net” (3) results from the total prices of the 
individual items in the offer. The product discount is 
therefore already included in the “Total net”. The total prices 
of optional offer items (4) are not included in the “Total net”.

4
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Offer
Discounts You can also specify a discount in %, a discount in (EUR), a discounted 

price net or a total gross in the offer (and in the receipt). The values 
depend on each other mathematically. If you specify one value 
manually, the other values are calculated automatically.

No discounts
entered.

Discount in % 
entered manually.

Discount in (EUR) 
entered manually.

Discounted price 
entered manually.

Total gross
entered manually.
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Offer
Item without article

You can use “Items without articles” to structure an offer. 
In the example, you can see the offer of a carpenter who 
manufactures various pieces of furniture for a customer 
and organizes them in the offer according to living space. 
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Offer
Button „Insert item without article“

You can assign a 
parent item to the 
item without article.

The “Insert item without article” action is available 
in both the tree table view and the multiedit view.

Give the item without 
article a name.
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Offer
Insert item without article – tree table

In the tree table view, you can also open 
the SmallEdit via the Create new button 
and decide there that you want to add 
an item without article by activating the 
“Item without article” button.
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Offer
Item without article – total price calculation

+

Insert the products as sub-items under the items 
without article. The total prices of all subordinate 
products are displayed in the item without article.
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Offer
Adjust the order of the offer items – tree table

You can easily change the order of the offer items within 
a level using drag & drop. If you move the parent item of 
a parts list, all sub-items are also moved.
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Offer
Adjust the order of the offer items – tree table

You can only move items within a level. If you want 
to make a lower-level item into a higher-level item 
or vice versa, you will receive an error message.
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Offer
Overview of all receipts generated from an offer

Here you can see the receipts associated with the 
offer or create receipts such as order confirmations, 
delivery notes or invoices. The action bar is only 
active if the offer has the status “Won.”



125

Offer
Adapt text elements in the cover letter

Selection of a standard text module
You can also manually adjust
the text for this offer.

Once an offer has been sent, you can no longer 
edit the texts in the “Cover letter” tab.
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Offer
More tabs

“Activities“ tab: Here you have an overview of all activities linked to the offer and you 
can also directly create further activities.

“Tasks“ tab: Here you have an overview of all tasks linked to the offer and you can also 
directly create further tasks.

“Documents“ tab: Here you can upload documents belonging to the offer.

“Operations/tasks“ tab: Here you can see the operations and tasks linked to the offer 
and the associated resource planning.

“Digital signature“ tab: You can store contacts here who are to be given the option of 
a digital signature (see documentation in digital signature).



Send offer

127



Use the action “Show offer“ to open the PDF report (see 
next slide),

▪ which you can print and send by post,

▪ which you can send directly by e-mail.

Show offer
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The action “Show offer“ is only active 
if items are available in the offer.
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Show offer
Offer report

If you have activated the “Hide price” 
button for a product in the offer, the 
unit price, VAT and total price are not 
displayed in the offer report.

The amounts of the items marked as 
“optional” are displayed in brackets 
and shown as a separate total.
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Show offer
Offer report

Display of items without 
articles in the offer report.
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Send offer
Print offer for mailing

Print the offer if you wish to 
send it by post and set the 
status in the offer to “sent” 
once you have sent the offer.
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Send offer
Send offer by e-mail

The button is only active if the 
status of the offer is “Open”, 
“Checked” or “Approved”.

Use the “Dispatch as mail” 
button to open a SmallEdit 
in the “Offer” context.

You can use AI features when creating emails if you are authorized to do so. For more 
information, see the documentation “Document templates, writing letters & emails.”
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Send offer
Send offer by e-mail

Clicking on the “Send email” 
button opens an overlay.

If you select a document 
template here, the text 
stored there will be 
displayed in the e-mail.

Here you can upload a cus-
tom template from which 
the email text is drawn.
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Send offer
Send offer by e-mail

Depending on what you have defined in 
the SmallEdit, the recipient, subject, and 
content are already pre-filled here.

The offer is added as an 
attachment in PDF format.

Execute the “Download generated e-mail” 
action to open the email.
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Send offer
Send offer by e-mail

The email opens as 
defined in the overlay.

The system informs you that the 
offer status has been set to „sent“.



Versioned offers
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New offer version: 
Offer items are to be adjusted. Version number is 
increased.

Copy offer: 
A recurring identical offer is created for a customer. If 
necessary, create a new sales project. A new offer
number is assigned.

Offer number - Version number

137
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Versioned offers
Predecessor and successor in the preview of the offer

Offer with predecessor. Offer with successor. Offer with predecessor 
and successor.

Once the feature has been implemented, it only works for 
newly created offers. Predecessors and successors are still 
not displayed for existing offers with multiple offer versions.

Offer without predecessor 
and successor.
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Versioned offers
New offer version not from the latest version

If you do not create a new offer version from the latest 
offer version, you will be asked the above question. If you 
don’t affirm the question, the new version will be given 
the highest version number, but the version in which you 
carried out the action will be used as the template.



Offer status
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Offer status
Depending on the status, an offer can be processed as follows

Status Processing option

Open The offer can be edited.

To check The offer cannot be edited. The approver may change the status.

Checked The offer cannot be edited, but may be sent.

Approval denied The offer may be revised. No offer document may be created or sent.

Sent The offer cannot be edited, but the status can be adjusted.

Won The offer cannot be edited. 

Lost The offer cannot be edited. 
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Offer status
Automatically set the opportunity status based on the offer status

If you set the offer status to “Won” or “Lost” and 
there are no other open offers linked to the 
associated opportunity, an overlay will appear 
asking whether the associated opportunity 
should also be set to ‘Won’ or “Lost.”
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Offer status
Automatically set the opportunity status based on the offer status

If you confirm the overlay by clicking “Yes,” the 
Opportunity's EditView will open, where you will 
need to select the reason for the closure. If the 
opportunity includes both won and lost deals, the 
opportunity's status will be set to “Partially Won.”
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To be created in advance 
by the administrator

In use “daily“ by end users
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Sales process
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Offer

$ Receipt
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Contract
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
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Target acquisition


Product-
package

As soon as the offer is won, receipts such 
as order confirmation, invoice or delivery 
note can be created from the offer. 
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Receipt
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Offer Order 
confirmation

InvoiceDelivery note

Won

Cancellation

Dunning

Credit
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Receipt
Excursus into the offer

As soon as the offer has the status
“Won“, the action “Create receipt“ is 
active. This takes you to the editing 
view of the receipt creation.

If the offer includes optional items, an 
overlay will appear asking if you really want 
to create the receipt. If so, the optional items 
from the offer will be transferred to the 
document as non-optional items. 
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Receipt
Create receipt

The receipt number is assigned by the system.

The Receipt type “Order confirmation” is filled 
out by the system and can be changed.

The fields “Recipient“, “Currency“, “Discount in %“ and 
“Language“ are filled out with the data from the offer.

The logged in user is automatically 
entered as the contact person.
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Receipt
Create receipt

The “Receipt date“ field is preset with the current date.

The pay due date is calculated based on 
the receipt date and the payment terms.

Enter your discount conditions here.
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Receipt
Create receipt

Define how the salutation, header and footer text 
should appear in the receipt. If document 
templates are stored in the system for the 
header and footer text, you can select them here.
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Receipt
Create receipt

The addresses stored at the linked company 
are available for selection as the payment
address and delivery address. You can also 
enter the addresses manually.

If necessary, link opportunities, offers, 
additional receipts, or operations.
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Receipt
Order item

The receipt items are taken over with 
all information from the offer or from 
the receipt from which you started.
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Receipt
Transfer to delivery note/invoice

To create an invoice or a delivery note from the order 
confirmation, execute the “Transfer to invoice” or 
“Transfer to delivery note” action. The actions can only 
be carried out if the order confirmation has been sent.
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Receipt
Create receipt - document types “Invoice”, “Credit”, “Cancellation”

If you select the receipt type “Invoice”, 
you can choose whether it is not an E-
invoice or...

… whether it is a ZUGFeRD invoice or …

(If you select ZUGFeRD, the “Buyer reference” field will also be 
displayed. In case of a ZUGFeRD invoice, enter the information 
that the buyer needs for internal allocation of the invoice there. 
You can enter up to 60 characters.)
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Receipt
Create receipt - document types “Invoice”, “Credit”, “Cancellation”

…whether it is a XRechnung. If you select XRechnung, 
the Buyer reference field is also displayed and the 
“Contact person” field becomes a mandatory field. In 
case of a Xrechnung you have to enter the “Leitweg-ID” 
in the field “Buyer reference”.



Directive 2014/55/EU requires the use of E-
invoices in the public sector. This was 
implemented in Germany by

▪ 2017: the E-invoicing Law

▪ 2018: the E-invoicing Ordinance (ERechV)

The E-invoicing Ordinance specifies that 
suppliers to the federal government are 
obliged to submit invoices electronically and 
in compliance with E-invoice (EN 16931) from 
27.11.2020.

The Growth Opportunities Act specifies that

▪ from 01.01. 25 domestic entrepreneurs 
must be able to issue and receive E-invoices 
for B2B sales

▪ the format must comply with directive 
2014/55/EU ergo EN 16931

▪ everything that does not comply with EN 
16931 is an “other invoice” (postal, PDF, ...)

▪ there are the following transitional 
arrangements

▪ 2025 – 2026: Paper invoices or other 
electronic invoices* permitted (the latter only 
with the consent of the recipient)

▪ 2027: analogous to the previous year, if sales 
in the previous year < 800K€**

▪ 2028 Only E-invoices (EN 16931-compliant)

*EDI-Format inclusive
**EDI-Format 2027 still independent of turnover

Excursus on laws and standards
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EN 16931
▪ defines the semantic data model for the E-invoice
▪ Thus implements the directive technically



E- invoice

electronically
transmittable, 
receivable & 
processable

Invoices, 
cancellations, 
credit notes and 
other “document
types”

Must contain structured data à la EN 
16931, e.g.

Generic term Standardized formats

Excursus on terms
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Format XRechnung ZUGFeRD* (FACTUR-X)

Structure Pure XML file
More mandatory fields 
in the XML (e.g. Buyer 
Reference = Leitweg- 
ID)

Hybrid: PDF/A-3 file with 
embedded XML file

Different profiles: Minimum, 
Basic WL, Basic, EN16931, 
Extended and X-Invoice (can 
also be made as a hybrid in 
consultation with the recipient)

XML-
Standard

UBL oder CII
Universal Business Language und 
Cross Industrie Invoice are XML-
based syntaxes

CII

Law/Applica-
tion

Standard and 
mandatory for B2G in 
Germany since 2020

For B2B: mandatory in the 
“EN16931” profile since 2025All invoices that do not meet the 

requirements for E-invoices (paper, 
PDF, etc.)

Other invoice



159

Implementation in the ADITO xRM

Professional

As an ADITO user, I can create invoices, cancelations and credit notes in XRechnung 
(version 3.0.1) or ZUGFeRD (version 2.3.2) format and send them to the recipient by e-
mail.

Technical

▪ new Java plugin with the open source library “mustangproject” (version 2.15.0)

▪ An XML file is generated and returned in xRM from the receipt data

▪ if you also transfer a PDF file to the plugin, this is converted to PDF/A-3 and provided 
with the previously created XML

Plugins/E-invoice - GitLab

https://gitlab.adito.de/plugins/e-invoice
https://gitlab.adito.de/plugins/e-invoice
https://gitlab.adito.de/plugins/e-invoice
https://gitlab.adito.de/plugins/e-invoice
https://gitlab.adito.de/plugins/e-invoice
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Receipt
Create receipt - document types “Invoice”, “Credit”, “Cancellation”

The Buyer reference is required for the successful 
transmission of an electronic invoice as the invoice issuer 
or sender and is a unique identification and addressing of 
the invoice recipient. It must have the following structure: 
2, 3, 5, 8, 9 or 12 digits + “-” + 0 to max. 30 alphanumeric 
characters + “-” + exactly 2 digits

You can find more information on the Buyer reference 
here: https://xeinkauf.de/app/uploads/2022/11/Leitweg-
ID-Formatspezifikation-v2-0-2-1.pdf

If the checksum is invalid or the buyer reference 
does not correspond to the specifications, a 
note is displayed.

https://xeinkauf.de/app/uploads/2022/11/Leitweg-ID-Formatspezifikation-v2-0-2-1.pdf
https://xeinkauf.de/app/uploads/2022/11/Leitweg-ID-Formatspezifikation-v2-0-2-1.pdf
https://xeinkauf.de/app/uploads/2022/11/Leitweg-ID-Formatspezifikation-v2-0-2-1.pdf
https://xeinkauf.de/app/uploads/2022/11/Leitweg-ID-Formatspezifikation-v2-0-2-1.pdf
https://xeinkauf.de/app/uploads/2022/11/Leitweg-ID-Formatspezifikation-v2-0-2-1.pdf
https://xeinkauf.de/app/uploads/2022/11/Leitweg-ID-Formatspezifikation-v2-0-2-1.pdf
https://xeinkauf.de/app/uploads/2022/11/Leitweg-ID-Formatspezifikation-v2-0-2-1.pdf
https://xeinkauf.de/app/uploads/2022/11/Leitweg-ID-Formatspezifikation-v2-0-2-1.pdf
https://xeinkauf.de/app/uploads/2022/11/Leitweg-ID-Formatspezifikation-v2-0-2-1.pdf
https://xeinkauf.de/app/uploads/2022/11/Leitweg-ID-Formatspezifikation-v2-0-2-1.pdf
https://xeinkauf.de/app/uploads/2022/11/Leitweg-ID-Formatspezifikation-v2-0-2-1.pdf
https://xeinkauf.de/app/uploads/2022/11/Leitweg-ID-Formatspezifikation-v2-0-2-1.pdf
https://xeinkauf.de/app/uploads/2022/11/Leitweg-ID-Formatspezifikation-v2-0-2-1.pdf
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Receipt
Create receipt - receipt type „Invoice“

If you select the receipt type “Invoice“, the following 
fields are also displayed in addition:

▪ E-invoice Type

▪ Pay date

▪ Paid (EUR)

▪ Dunning block
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Receipt
Create receipt – receipt type „Credit“

If you select the “Credit” receipt type, the following 
changes compared to the invoice:

▪ The field “Discount in %” is not displayed

▪ The “Pay Date” field is called “Outgoing payment”

▪ The “Dunning block” button is not displayed
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Receipt
Download XRechnung (XML)

For the E-invoice Type 
“XRechnung”, you will find 
the action “download 
XRechnung (XML)”.

The TypeCode of 
invoices is “380”.
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Receipt
Open invoice as PDF including XML file

Open invoice with E-invoice Type 
“XRechnung” or ZUGFeRD.

Execute the „Show 
receipt“ action.

Download invoice.

Open PDF with a pdf editor.

1

2

3

4



165

Receipt
Open invoice as PDF including XML file

The PDF is opened read-only.

Click on the link symbol to open 
an additional area in which the 
invoice is available in XML format.

5

If no e-mail address is stored for the recipient, 
the PDF will open without an attachment.

E-invoice Type „XRechnung“

E-invoice Type „ZUGFeRD“
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Receipt
Open invoice as PDF including XML file

The TypeCode for an invoice is 
always “380”, regardless of whether 
it is XRechnung or ZUGFeRD.

Double-click on the 
XML file to open the 
invoice in XML format.

6
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Receipt
Difference xml „XRechnung“ and xml „ZUGFeRD“

The marked lines can only be found 
in the XRechnung. They are not 
displayed in ZUGFeRD xml files.
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Receipt
Send receipt by e-mail

1

2

Open the receipt as a PDF using 
the action “Show receipt“.

Click on “Dispatch as mail“. This 
opens a SmallEdit.

Select a recipient and a 
document template, enter the 
subject for the e-mail to be sent and 
click the “Generate mail“ button.

3

1

2

3

You can use AI features when creating emails if you are 
authorized to do so. For more information, see the 
documentation “Document templates, writing letters & emails.”
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Receipt
Send receipt by e-mail

Depending on what you have defined in 
the SmallEdit, the recipient, subject, and 
content are already pre-filled here.

The receipt is added as an 
attachment in PDF format.

Execute the “Download generated e-mail” 
action to open the email.
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Receipt
Send receipt by e-mail

The email opens and you get 
the info that the status of the 
receipt has been set to “sent“. 

The PDF is automatically read-only and 
includes an attached XML file when you 
trigger the e-mail dispatch for a XRechnung. 



1
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Receipt
Send receipt by post

2

Open the receipt as a PDF using the action “Show receipt“.

Download the receipt and print it out.

Set the status of the receipt to “sent“ using the “Set to sent“ action.

3

1

2

3
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Receipt
Sent receipts

As soon as a receipt has been marked as “Sent”, the 
data in the “Receipt items”, “Info” and “Cover letter” 
tabs can no longer be changed. Users with the 
“Administrator” role can deactivate the “Sent” button 
so that changes are possible again.
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Receipt
Set paid amount

You can use the “Set paid amount” action to record incoming 
payments. The action is active if the invoice is marked as sent. If the 
invoice amount is fully recorded as paid or the invoice is canceled, 
the action is greyed out.
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Receipt
Cancellation and credit note

As soon as an invoice has 
been sent, the “Cancel“ 
action becomes active.

Creating a credit note from an invoice is possible when 

▪ the invoice has the status “Sent“,

▪ a paid amount is deposited with the invoice and

▪ the invoice is cancelled.
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Receipt
Cancel XRechnung

If you want to send a cancellation receipt in XML format, 
select the E-invoice Type “XRechnung” here too. The 
buyer reference is automatically taken from the invoice.
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Receipt
Cancel XRechnung

In the cancellation receipt all amounts
are displayed with a negative sign.

In the XML file the amounts are also 
transmitted with a negative sign.

The TypeCode for the cancellation 
receipt is always “384”.
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Receipt
Create credit note with E-invoice Type “XRechnung”

If you want to send a credit note in XML format, select 
the E-invoice Type “XRechnung” here too. If you create 
the credit note from a XRechnung, the buyer reference 
is automatically taken from the invoice.



178

Receipt
Create credit note with E-invoice Type “XRechnung”

In the credit receipt all amounts 
are displayed with a positive sign.

In the XML file the amounts are also 
transmitted with a positive sign.

The TypeCode for the credit 
receipt is always “381”.
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Excursus into the company
“Turnover“ area

The turnover is calculated from 
the sent, not cancelled invoice
documents of the respective year.
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Receipt
VAT-ID

The VAT ID of the invoice recipient is displayed in the 
XML in the “BuyerTradeParty” data if the VAT ID is 
stored as a attribute for the corresponding company.
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Receipt
VAT-ID

If the recipient does not have a VAT ID, 
the message below will be displayed.



182

Excursus into the company
VAT-ID

Enter the VAT-ID for the company in the “Attributes” 
tab under the parent property “Conditions”.



Incoming payments/dunning
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Incoming payments
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1

3

2

To document an incoming 
payment, execute the action
“Set paid amount“.

In the SmallEdit that 
opens, enter the 
amount paid and the 
date the payment 
was received.

The amount paid is then displayed in 
the preview in the “Prices“ area.
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Dunning
Set, increase, decrease dunning levels manually - overview
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Dunning
Set dunning

The “Set dunning level” action 
becomes active as soon as the 
receipt is marked as “Sent”. The 
action is no longer active if a paid 
amount is set that matches the 
Total gross of the invoice.

As soon as you execute the “Set 
dunning level” action,

▪ dunning level 1 is set on the 
receipt

▪ the “Show reminder” action 
becomes active

▪ you get the action “Increase 
Dunning level”.
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Dunning
Increase, decrease dunning levels

You can define how many 
dunning levels there should be 
in the Context “Dunning level” in 
the menu group “Administration”.

The “Increase dunning level” 
action is active as long as there is 
at least one dunning level that is 
higher than the dunning level 
entered in the receipt.

As soon as there is at least one 
dunning level that is lower than 
the dunning level entered in the 
receipt, the “Decrease dunning 
level” action becomes active.



188

Excursus Administration
Context “Dunning level“

The dunning levels are recorded in 
the “Dunning level” context. If you 
select a dunning level, you can see 
which texts are displayed where in 
the dunning report.
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Excursus Administration
Context “Dunning level“

Assign a title for the dunning level, 
e.g. “Dunning level 2”.

Assign a number to the dunning level, e.g. “2”.

Specify whether a dunning fee should be charged.

Specify the date by which the outstanding amount should be transferred. 
If the amount has not yet been saved as “Paid” in the receipt after the 
tolerance days have expired, the next dunning is due.

Specify which texts are to be displayed in which position in the 
dunning report. To do this, create document templates of the type 
“Text modular” with the classification “Dunning text” in advance.



190

Dunning
Show reminder

To display the reminder as a PDF, 
execute the “Show reminder” action.

Report title

Report subject

Report reminder text

Report text
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Dunning
Send dunning

You can send the PDF as an e-mail or by 
post. The functionality is identical to 
sending receipts (slides “Send receipt by
e-mail“ and “Send receipt by post“).
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Dunning
Dashlets

In the dashlet store, you will find the dashlets “First 

dunning due” and “Second dunning due”. There you will 

find receipts for which a dunning level must be set. The 

1st dunning is due after “Receipt date + Tolerance days”. 

The 2nd dunning is due after “Receipt date + Tolerance 

days”.



Contract
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To be created in advance 
by the administrator

In use “daily” by end users
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Sales process

 Opportunity


Offer

$ Receipt


Price


Product

Check-
lists


Planning


Contract

Classific
ation Deal

Dunning 
level

Contact
Qualifi-
cation

Prospect Offer
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ation

Sales analysis
 Sales 
forecast


Conversion 

Rate


Sales 

Dashboard

Target acquisition


Product-
package

During the “Negotiation“ phase, you can 
document the contract negotiations and file 
contract versions in the “Contract“ context.



Contract
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Documentation of the agreements

When creating a new contract, the contract
number is assigned systematically.

For the contract type, you have the choice 
between framework contract, service contract
and maintenance contract. The contract types 
can be adapted by the administrator.

For the status you can select “valid, unlimited“, 
“valid, limited“, “not yet signed“, “none, 
individual count“, “resigned“ or “refused“.

The selection options for the contract status 
can also be adjusted by the administrator. 



Contract
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Documentation of the agreements

With the payment method “Annually“, 
“Semi-annually“ or “Quarterly“ you choose 
how often the agreed amount is due.

With the date you enter in the “next due date“ field, 
you determine from when the payment routine starts.



Visibility of the sales process at the company
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Tab “360 degrees“

In the tab “360 Degree“, the offers, 
invoices and other documents, as well 
as the opportunities or contracts 
created for the company are linked.



Sales analysis
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To be created in advance 
by the administrator

In use “daily“ by end users
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▪ Dashlets offer various functionalities to map the various professional requirements, to monitor 
sales key figures and their developments.

▪ You can specify that the dashlets of the Sales Dashboard can only be configured by the sales 
manager. “Normal“ users will then not be able to add any further dashlets or delete dashlets.

Key Figures Filter views Charts

Sales Dashboard

202

Dashlets



Sales Dashboard
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If you have selected several groupings in the 
filter, you can switch to the graphic of the 
underlying grouping in diagrams by clicking 
on a bar or a bar label.

Interactive dashlet
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Key figures dashlet

The plannings entered in 
the context “Planning“ for 
the specified year.

“Forecast of an 
opportunity“ x 
“Probability of the 
opportunity“.

Forecasts from the 
opportunities for the 
specified year.

Total of all invoice amounts
(discounted) from sent 
invoices (without 
cancellations).

Sum of all 
offers sent.

Canceled invoice amount 
in relation to the total 
invoice amount.

All opportunities
with status “open“.

Number of cancelled 
invoices in percent.
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Dashlet cancellation rates 

Number of cancelled 
invoices in percent.

Total cancelled 
invoice amounts.



Conversion Rate

206



Upper area

The red bars show what 
percentage of the opportunities
have developed out of the 
phase into one of the 
subsequent phases or have 
received the status “order“ or
“partial order“. The blue bars 
show what percentage of the 
opportunities should develop 
out of the phase into a next 
phase or reach the status
“order“ or “partial order“. 

If an opportunity is set directly, 
e.g. in the “Prospect“ phase to 
the “Deal“ phase or “Order“ 
status, then it is considered as if 
it had also passed through the 
intermediate phases and is 
counted in these.

Conversion Rates
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The conversion rate is available as a separate context 
in the Sales menu group or can be used as a dashlet. 
The dashlet is located in the DashletStore.



Lower area

The red bars show how 
many projects from this 
phase have reached the 
Deal phase. The blue bars 
show how many projects 
from this phase are to 
reach the Deal phase.

Conversion Rate
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The conversion rate is available as a separate context 
in the Sales menu group or can be used as a dashlet. 
The dashlet is located in the DashletStore.
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Excursus into administration
Targeting Conversion Rate

In the field “Target Conversion to 
Deal rate in %“, enter the percentage 
of all opportunities that should 
change from the phase selected 
above to the final phase (deal).

In the field “Target 
Conversion rate in %”, 
enter the percentage of all 
opportunities that should 
change from the phase 
selected above to the next 
phase.

Choose a phase of 
the opportunity.



Turnover planning & forecast
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Overview Turnover Planning and Forecast

Target turnover
You can enter a sales target for your business year and break this down into quarterly and monthly sales targets. 

Planning

You can create plannings for companies, i.e. enter an amount that you expect as turnover with this company in a 
business year. You can also create a planning at product group level. 

Forecast
In an opportunity, you can enter a forecast for the current project. You can also enter the forecasts at product group
level. The forecast is also displayed weighted according to the probability stored in the opportunity. 

Confirmation Volume
The confirmation volume is calculated from the net totals of order confirmations that have been sent and not 
canceled.

Turnover
The Turnover is calculated from the net totals of invoices that have been sent and not canceled. If you do not want 
to enter invoices in ADITO but would rather import them from a third-party system, you will find further information 
in the readme file for the receipt module.

https://gitlab.adito.de/xrm-modules/xrm-sales/receipt/-/blob/minor/README.md
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Excursus into administration
Target turnover

Enter the year in which your 
business year begins for which 
you want to enter a sales target.

You can also set the quarter and 
month of the turnover goal.

Enter the turnover goal here in 
thousands, i.e. for a turnover 
target of 100,000, enter 100.

Start of the business
year in July.
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Turnover planning
Create planning

Enter the values as 
desired. The status 
is indicated with 
“In planning“ and 
cannot be changed 
at this point.

Links are automatically
created for the compa-
nies from the filter. 

Mark the companies 
for which you want to 
create a planning and 
execute the action 
“Create planning“. 
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Turnover planning
Create planning

After saving, an overlay appears. If a 
company already has a plan for the 
selected product group, it is not 
overwritten but displayed in the lower 
area. The volumes for the companies 
can be edited and saved separately in 
the upper as well as in the lower area.



Turnover planning
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Context Planning

In the context “Planning“ 
you can see all the 
plannings that have ever 
been created.

With the help of the icons at 
the beginning of a data set, 
you can see at a glance 
what status a planning has.

= In planning

= Planned

= Fixed



Turnover planning
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Context Planning

In the multiedit view, you 
can adjust the volumes and 
confirm them via the “Save“ 
button. As long as a change 
is not yet saved, you can 
reset it to get back the 
original value. 

You can no longer adjust
the volume for plans with 
the status “Fixed“.



Example: 
The employee for Berlin would like to change all plannings from “In Planning“ to 
“Planned“ after adjusting and finalising all planning.

Turnover planning

217

Series Action - Change Status



Example 1:
A position is newly filled and the new colleague is assigned all turnover plannings of his predecessor.

Example 2: 
The area of Bavaria is divided into southern and northern Bavaria. Originally, one employee looked after all 
the companies in Bavaria, now there is another colleague to whom the corresponding planning is assigned.

Turnover planning 
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Series action - change responsible person
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Planning in the company

The following figures are used for the
graph at company level:

▪ planning.
▪ the forecast recorded in the

opportunities linked to the
company.

▪ the forecast weighted. Here, the 
forecast is multiplied by the 
probability specified in the 
opportunity.

▪ turnover from invoices sent but 
not canceled (net total).

▪ confirmation volume from order
confirmations sent but not 
canceled (net total).

You can also see the plannings belonging to a 
company in the company in the “Planning“ tab.
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Forecast
Excursus into the Opportunity

Forecasts are recorded in 
the opportunity. In this
section as well, planning, 
forecast, weighted forecast, 
turnover, turnover target 
and confirmation volume
are compared graphically.

Forecast weighted =

the sum of the individual forecast 
values multiplied by the probability.
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Sales forecast
When opening the context “Sales 
forecast”, the values stored in the 
system are displayed cumulatively.

With the help of the filter you can 
hide or show values, define 
groupings and create conditions.
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Sales forecast from company filter

When you execute the series 
action “Open turnover“, the 
context “Sales forecast“ 
opens automatically. The 
selected companies are then 
already preset in the filter.

You can open the sales forecast 
for a maximum of 50 companies.



Turnover forecast
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The chart type can be 
customised.

With the series action “Open 
turnover forecast“ (in the filter 
view of the context “Company“) 
you automatically reach the 
context “Turnover forecast“. The 
filter for the selected companies 
is set automatically.

With the action “Open turnover forecast“ no year filters are set. This means that all planning, forecast and 
turnover values maintained in the company are displayed cumulatively for all years in the diagram.
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Order confirmation

The confirmation 
volume is calculated 
from the net totals of 
order confirmations 
that have been sent 
and not canceled.
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Turnover

The Turnover is 
calculated from the 
net totals of invoices 
that have been sent 
and not canceled. If 
you do not want to 
enter invoices in 
ADITO but would 
rather import them 
from a third-party 
system, you will find 
further information 
in the readme file for 
the receipt module.

https://gitlab.adito.de/xrm-modules/xrm-sales/receipt/-/blob/minor/README.md
https://gitlab.adito.de/xrm-modules/xrm-sales/receipt/-/blob/minor/README.md
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Turnover

In the company preview you will find the actual 
turnover for the current and previous business year.



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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