
digital document management

workflow

With ecm:one into the cloud



Welcome  

Welcome to our document management system by d.velop documents. For a perfect start, this 
guide explains essential document management functions and the workflow - so nothing stands in 
the way of a perfect start to the digital DMS. 

Your ecm:one
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Document management – What is this?

➢With a digital document management system, your own workplace, collaboration within the company and 
with external contacts, and the integration of existing software are centrally regulated and efficiently 
designed - while complying with all regulatory requirements. Further advantages include: 

Employees

- Centralized access to their files

- Paperless working without media 
disruptions

- Time savings

Integration

- Connection of external software, 
e.g. DATEV

- Simple and clear administration 
through e.g. authorization 
assignment

Company

- Improved collaboration between all 
specialist departments

- Communication and agreements 

- Workflows for optimal work 
processes

External contacts

- Simplified communication with 
external contacts: make individual 
documents visible to e.g. suppliers at 
the touch of a button

d.velop 
documents
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Archive
(audit-proof storage)

Dokumentenmanagement
(Digital files)

Workflow 
(Invoices workflow)

All incoming files are stored in the DMS and are available 
centrally

Specialist application 
e.g. DATEV

PaperE-MailFile system

DMS – Functions

5



Tips and tricks while working with d.velop documents

The first steps in the cloud



Logging into the cloud

From now on you can reach the d.velop cloud via your assigned link: 

[company].d-velop.cloud

There you can log in with your login from d.velop documents.

Logging in is possible via all browsers and end devices - so from now on you can work from anywhere and are 

flexible in terms of equipment or workstation.
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The first steps in the cloud
After logging in, you can access the document management. D.velop documents works 
with a dashboard from which all functions are accessible. The dashboard looks different 
depending on the configuration!

Dashboard: 
Reach all 
functions; 
Behind each 
"tile" is a 
function, these 
can be opened 
simply by 
clicking. Tasks: To open the workflow 

tasks 

Search: Find all documents by 
full text.

Tip: Via “Add widget” the 
dashboard can be customized 
according to your own wishes. 
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To retrun to the 
Dashboard, click this 
icon.

Incoming invoice processing 
with the ecm:one Xtractor.



SEARCH
The search is the heart of d.velop documents. Within seconds, the required documents 
are found and can be processed. This eliminates long search times of files full of 
documents! 

Back to 

Dashboard 

Potential containment 
criteria

Filter criterion based on the 
category, e.g., incoming invoice, 
delivery bill Full text search field, can 

be used without 
containment

Frequent searches can be 
saved.
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SEARCH RESULTS
The search results are displayed in table or list form. This view can be customized by each user.

Result list, icon 
indicates type 
of 
document/file 
(e.g.: PDF, 
Word, Excel,...)
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Choice between 
different list 
views. 

The property fields can be moved in their order. 
It is also possible to group the results by 
dragging them to the light gray area above. For 
example, the results can be grouped according 
to the document date.



DOCUMENT
The view of a particular document offers many possibilities for editing.

Document title (customizable to 
e.g., the transaction number or 
supplier name, if desired)

Document view, including all previous edits on 
the document.

Share the 
document 

Attach 
additional 
documents

Activate comment 
function. Function bar 
opens and various 
markers can be created 
on the document.

Take notes 
Version history
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Switch between different 
views: 50/50, 70/30

View 
workflow log
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The workflow consists of 4 steps. First, the invoice is read and distributed in the document recognition so that the 
posting data can be created directly afterwards. This is followed by the steps factual check, release and final 
control of the FIBU. The following slides explain how these steps are processed. 

ERV-Workflow
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share check approve
Final control 
of FI

Start export 
interface file 

End of export 
interface file 



Processing workflow tasks
Open the task.

The workflow tasks can be 
opened via the "Tasks" tile. The 
small number shows how many 
tasks are currently unprocessed. 

You will be informed about tasks 
either via the start page or via 
mail.
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Notification mail
If there is a new task, a mail with the link will be sent to the responsible user. When the task is sent to a group, 
all group members receive a mail. As soon as the first user of the group completes the task, it disappears from 
the other members. Attempting to open such a task may result in an error message (task no longer exists or 
similar).

Open the task by clicking on the 
link in the mail
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Notification mail
If an automated reminder email is turned on, all users will receive a list of all open tasks at defined days and 
times:

Open the task by clicking on the 
link.  
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Tasks
The task list can be accessed via the dashboard. To do this, click on the "Tasks" tile.

Update the task list

The list shows all due tasks including the most 
important properties. Grouping can also be done 
here, e.g., according to creditors.
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Tasks - Distribution
In the Distribute step, the invoice can be redistributed if the initial distribution is incorrect.

In case a shortened workflow is 
desired, the invoice can be sent 
here directly to the "Approve" step 
or to the accounting department. 
Also, a direct closing with and 
without generation of the booking 
data is possible.

Comments can be left for 
subsequent reviewers.
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Workflow step



Tasks – Factual check
After opening a specific task, it can be edited.

Workflow step

In Step 2, Factual 
Verification, the invoice 
can either be approved 
positively or sent back 
to Step 1.

Comments can be left for 
subsequent reviewers.

If the invoice has ended up in the system 
twice, a note indicating the presence of a 
duplicate is displayed here.
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Tasks – Factual check
After opening a specific task, it can be edited.

By clicking in a field, the 
content can be edited.

Existing lines can be 
deleted. Additional 
account assignment rows 
can be added (individually 
or several at once). 

In the Financial accounting tab the already created 
account assignment can be adjusted (possible in 
every step). 

Positions" tab is only visible when position 
recognition is active.
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Tasks - Release
After opening a specific task, it can be edited.

Workflow step

In this step, the invoice 
can be sent on to 
posting if approved. If 
there are any queries, 
the invoice can also be 
sent back to the auditor 
or to step 1, 
distribution.

Annotations can also be 
added to the document 
itself.

It is possible to attach additional 
documents and adjust the FIBU 
again.
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Tasks - Booking
After opening a specific task, it can be edited.

Workflow step

In this step, the booking 
data can be provided as 
well as queries can be 
sent to the releaser.

If the document is not to be posted, the 
workflow can be terminated under 
redirect without the posting data being 
created.
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Tip – Workflow log
If you want to find out about the workflow process so far to understand when, where and by whom the task was 
processed, take a look at the workflow log. 
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Tip – Workflow log 
On the right side the protocol opens in the tab "General". To view the log, switch to Workflow overview.

Switch to Workflow overview.

24

For each step the title, editor, time of 
editing and duration are displayed. 

Timeline



We hope you enjoy using your new 
DMS 

kkkkkkkkkk

The contents have been created according to current planning and development status and may 
change at any time. In particular, time specifications refer to current planning, requirements and 
resource availability.
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