
UX & Basics

ADITO Software GmbH

From version 2026.4.2 | July 2026

Content marked with  
has been moved to xRM-Help.

https://xrm.help.adito.de/en/
https://xrm.help.adito.de/en/
https://xrm.help.adito.de/en/


Screenshots

The UX design of ADITO is continuously 
optimized for you. There may therefore be 
deviations in the screenshots.
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▪ Working in the web browser
− Working with ADITO links

− Copy button for links

− Working in several browser tabs

− Navigate back using the history button

− Contrast

− Zoom

▪ Planning of appointments
− Open calendar

− Control calendar display

− Calendar of colleagues

− Create appointments

− Appointment Preview

▪ Mark or categorize datasets as "important"
− Overview

− Assigning tags

− Favorites

− #tags

▪ Documents in the Preview

▪ User-specific settings
− User menu

− Saving individual display settings

Agenda
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▪ Log-in

▪ Structure/terms of the Web Client

▪ Dashboards & Dashlets

− Set up My Dashboard (Home) 

− Dashlets from the DashletStore

− Creating individual Dashlets

− Configuring Dashlets

− Share Dashlets

− Publish Dashlets

− Delete Dashlets

▪ Searching for datasets: Index search

▪ Filter & grouping datasets

▪ Navigating within the Context

− FilterView

− Preview

− MainView

− EditView

▪ Quickentry



Dashboards & 
Dashlets
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My Dashboard (Home) is your starting
screen that can be customized flexibly.

Dashlets are the individually
customizable components of 
a Dashboard.

My Dashboard (Home) can 
always be accessed by
pressing the Home button.
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The position and size of a Dashlet can be 
adjusted. The blue dashed frame shows the 
next free position or the next possible size.
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2. Click on the DashletStore button to open the 
DashletStore and to add predefined Dashlets to 
your Dashboard.

1. While in My Dashboard, click on the Floating 
Button to access the DashletStore button. 
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The available Dashlets 
are divided into
categories.

Reset the Dashboard to its original 
configuration.

Dashlets that can only be used 
once by a user and that are 
already placed on the Dashboard 
will no longer be displayed in the 
DashletStore.

Dashlets are displayed
depending on the user role.



Create individual Dashlets
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Create your
individual Dashlet.

4

Set a filter *.3

Click on the 
Filter button.

2

Open the FilterView of the required Context.1

* The latest used filter will be transferred into the Dashlet.



Create individual Dashlets
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Name the Dashlet
and click on OK.

5



Create individual Dashlets
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Your individually created Dashlet is
available in "My Dashboard".



"Further Actions" button
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Change the title

Share the link to the Dashlet with your colleagues

Change into the FilterView

Users with the role Dashboardstoreadmin can 
publish individually defined Dashlets in the 
DashletStore (for the whole company, certain roles)



Configuration of Social Media Dashlets

Configure Dashlets
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Type in the user during configuration, 
so that the corresponding channels
can be displayed.



Highlight and copy link and send it to the 
recipient.

Open link → Import Dashlet

Procedure of sending it: Procedure of importing it

Share Dashlets with individual colleagues
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Highlight and copy URL (or with 
[Ctrl] + [A] und [Ctrl] + [C]) and 
then close window with OK.



Someone with the role "Dashboardstoreadmin" can publish 
Dashlets in the DashletStore. 

To do so, the following settings have to be taken care of:

▪ Assign the Dashlet to a category in the DashletStore 

▪ Select roles that can use this Dashlet

A user with the  role of "Dashboardstoreadmin" can 
only select roles that they possess themselves. For 
instance, if they do not have a role in Sales, they
cannot publish Dashlets for Sales.  

▪ Select icon for Dashlet.

▪ Upload preview image, which is used in the DashletStore. 

▪ Button "Unique per Dashboard":
Specify whether the Dashlet can be placed on the Dashboard 
once or multiple times per user.

Company-wide in the DashletStore

Publish Dashlets
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Dashletboardstoreadmins can subsequently
edit the Dashlets they have published, as 
indicated by the "Further Actions" button.



If a Dashlet gets removed from the DashletStore because, for example, a filter had to be adjusted
or the logic was revised (either by the Dashletboardstoreadmin or in Customizing), it also shouldn‘t
be used anymore by its users.

→ Users receive this message and can either discard or retain the Dashlet

Delete Dashlets from Dashboard if they have been removed from the DashletStore

Delete Dashlets
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Planning of 
appointments
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Using own calendar in ADITO

Calendar

111

You can open your calendar 
via the Global Bar.



Show calendar of colleagues

Calendar
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1. To access the calendars shared by colleagues, click
on the "User collection" button.

2a. To add the calendar of 
another colleague, select them.

2b. Remove calendars
by clicking on the X.

3. To exit this selection
click on the X.



Creating appointments in the calendar

Calendar
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To create a time slot of any length, click on the 
desired start time with the left mouse button 

and hold it down until the end.

To create a 30-minute appointment, simply
click into the cell.

To create an all-day appointment, click in the 
cell below the date display.

After releasing the 
mouse button in all 

three cases, the 
EditView for creating

appointments will open.



Creating appointments

Calendar
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Click on the "Participants" tab to add
participants for appointment invitiations:
▪ Selecting internal colleagues in field

"Participants"
▪ External participants – add email 

address directly in field "Participants" 
and save by clicking Enter

Creating connections to Contacts, 
Companies, Activities, etc.



Creating appointments in Company/Contact

Calendar
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If you create the appointment within the company, 
the link to it will be automatically generated.



Appointment preview

Calendar
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Overview of all 
linked data.

Overview of all 
invited participants.

Open the appointment preview
by clicking on the appointment.

Further Actions



Linked appointments e.g. within Company

Calendar
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Overview of all appointments, which
are linked to this dataset.



▪Marking
datasets as

"important" or 
categorizing
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There are 2 possibilities to use tags:

1. Public tags
for a system-wide categorization and use in 
the index search.*

2. Private tags
for marking important data
→ Quick access in the Context "Favorites"
→ Filter in the respective FilterView using the
"Favorite groups" filter.

Tags: overview

120

Tags

Public Private

#hashtag  Favorite

Favorite tag

*Can be compared to social networks. This function can be deactivated in the system if it is not required.



All tags can be assigned within the "Tags" 
section:

 button

▪ Favorite is activated  or inactive 

Field "Enter tag" + ENTER

▪ Private tags cannot begin with #, can 
contain blank spaces

▪ Public tags must begin with #, cannot
contain blank spaces

In the preview of a dataset

Assigning tags (1)
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In the preview of a dataset

Assigning tags (2)
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If you enter any tag in the preview, existing tags will 
be displayed (via autocomplete or suggestion list). If a 
tag does not exist yet, it can be created by pressing
Enter.

Click on the X to delete the tag.

A maximum of 100 tags can be entered
per dataset (sum of all private tags and 
public tags of all users)



1. In the Context "Favorite", the datasets are grouped
by tag. 

2. If you activated the  button, the datasets will be 
displayed in the private tag "Default".

3. When assigning an private tag, it will be displayed in 
the corresponding favorite tag (e.g. "contact next
week").

4. If you assign more tags to a dataset, they will be 
displayed in the corresponding private tags section
( button and/or one or more tags). 

Overview in the Context "Favorite"

Favorite tags
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1

2

3
3
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Search system-wide for datasets that are linked with hashtags (1) 

#tags
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1. Click on the hashtag.

2. The index search is opened in an extended view, 
with further datasets listed for which this hashtag is
assigned.



▪ Autocompletion is
not available
here.

▪ In the "further
results" view, you
can search for
more tags.

Search system-wide for datasets that are linked with hashtags (2) 

#tags
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Type in a hashtag to search for it.



▪ As soon as # is typed in, the autocomplete
or suggestion list becomes available.

▪ The datasets that are being searched for 
are displayed beneath the search bar.

▪ You can search for multiple hashtags 
simultaneously. In this scenario, the 
hashtags are connected with the operator 
AND, meaning that the results must be 
associated with all of the hashtags that 
have been searched for.

Search system-wide for datasets that are linked with hashtags (3) 

#tags
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Type in a hashtag
to search for it.



Documents
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Display of important documents in the preview

Documents
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In order to display important 
documents in the preview of 
the Company/Contact, etc.,
the "Show in preview" indicator
is activated when the file
is uploaded.



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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