
ecm:one Invoices for DATEV
Configuration Guide



Welcome

Thank you for choosing ecm:one Invoices for DATEV. For an optimal start, the app 
needs to be configured. The following click-by-click guide will support you in doing so.

Please follow all instructions carefully – then nothing stands in the way of processing 
your incoming invoices.

Your ecm:one team
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Start

After booking Invoices for DATEV, you can place the ecm:one Xtractor on your dashboard. To do so, go to “Edit dashboard” at the top right in 
order to add the ecm:one Xtractor from the widget catalog. 

-- Best practice: Depending on the booked apps and individual settings, the dashboard may look different. You can adjust the appearance 
yourself in the configuration. In the dashboard view, the tile must be placed on the dashboard via the “Add widget” toggle at the top right-- 

Go to “Edit dashboard” at the top right in 
order to add the ecm:one Xtractor from the 
widget catalog to the dashboard.



Start

This is what Invoices for DATEV (hereinafter referred to as Invoices) looks like after the first start. In the next steps, these configuration options 
are presented so that you can then immediately start processing your incoming invoices. Let's get started!



API key

First, the API key is set up. It serves as an authentication mechanism to link the system and the user. For the setup, you need to switch to the 
configuration view. To do so, click on the settings. 



API key -   Generate

During the first setup, a new API key must be generated. To do so, switch to the “Export” tab in the settings and generate a new API key. 



API key -  Generate

To generate it, click “Add API key”, select a user account and choose the name. After creating it, the key must be confirmed. To do so, follow the 
instructions in the email. 
Here it is best to use a technical user. This can be activated in an instance. To avoid making mistakes during the setup, this setup should be 
carried out with an expert. 

1. Click “Add API key” and enter the user 
account and the name. Then click “Create”. 

2. The API key must be 
confirmed. The selected user 
has received an email for 
this. Please follow the link in 
the email and confirm the 
key. 

Invoices



API key -  Generate

After you have created the API key, this view appears. Important note: To be able to use the key, you must copy it to the clipboard using the 
copy icon to its right. For security reasons, the key will not be shown a second time after this dialog is closed.

Save the API key to the clipboard. .



API key -  Paste

You are guided back to the original configuration window. Now paste the copied key into the field and confirm with Enter. 

Paste key here 
(Ctrl + V)



Checklist: Master data

The following explains the settings for the master data area. These include:

o Company master data / Client

o Mail import

o Suppliers

o General ledger accounts

o Tax keys

o Permissions for clients

o Cost centers / Additional FIBU dimensions



Master data

To enter the master data, switch to the “Client configuration” area. 



Company data / Client

First, the company data is entered. Enter the company data for the main client here. This is used in the invoice recognition to verify the client. In 
addition, you can select whether by default a “Simple account assignment” or “Account assignment with line items” is used, or whether cost 
invoices or goods invoices are processed by default. Here you should choose what is used most frequently. Your own bank account data can also 
be entered (for payment via SEPA).

Tip: If more than one client is to be added, this is done by adding a new supplier master. (More information on this under “Suppliers”.)

Enter company 
master data for the 
first client.

Important: Distinguish 
between your own 
and the customer's 
VAT ID.

Add bank account 
data via “Create new 
account”.  Multiple 
accounts
are possible.



Mail configuration 

There are three options for setting up the import of invoices via email: 
1. Import via the email address assigned by us: This can be used to receive emails with invoices as attachments. The emails arrive in the 
“Import” area of the Xtractor. Important: With this email address you yourself have no access to the mail import logs / incorrectly processed 
emails (we can provide these logs if needed).
2. Import via IMAP server: 
Enter the required data and activate the import via the checkbox. 

Part of the email 
address to be 
changed



Mail configuration: Microsoft 365 Graph API

3. Import via Outlook365 Graph API:
To set up this import channel, please follow the instructions. 



Supplier master

Suppliers can be uploaded via a DATEV CSV file or added individually.
To upload suppliers via CSV, it can be exported from DATEV (next slide) or you can create your own CSV file. To do so, download the sample CSV 
from the help area, copy the suppliers into the appropriate places and enter the client number in the upper area of the CSV. 
Tip: If another client is to be added, this can be done via a further CSV file. To do so, enter a new client number in the upper area of the CSV and 
upload it. 



Supplier master – DATEV export

1. Option: DATEV CSV

To upload the suppliers present in DATEV Unternehmen Online, they must be exported from DATEV. To do this, go to the overview in Unternehmen Online and 
navigate to the master data section.

Switch to the Applications in 
the overview.



Supplier master – DATEV Export

Now select the three dots in the right-hand menu and click on Export. Here, you have the option to export both your customer and supplier master data as a 
CSV file. Select suppliers. Clicking „Export“ downloads the CSV file. Switch back to the d.velop Cloud.

Select „Export“ from the menu

Export



Supplier master -  Import

To now import the supplier file into Invoices, click “Upload supplier master”. 



Supplier master -  Import

After the selection, click “Open”. An upload field opens. The message “n of n suppliers uploaded” is displayed so that you can check whether all suppliers have 
been uploaded. Then refresh the page so that the new suppliers are shown in the table. Repeat this a second time if necessary, in case the suppliers do not yet 
appear in the list. By clicking the “Suppliers” tab, you return to this view.



Supplier master – Individual import

After the import, the list of suppliers is filled. When adjusting the supplier master, it can either be updated by uploading again or individual suppliers can be 
added manually. To do so, click “Create supplier manually”. 



Supplier master – Individual import

In the form, all information about the supplier can be entered. Mandatory fields are marked with an asterisk. In general, the more information is entered here, 
the better the recognition in the Xtractor will be later. After entering, click “Add supplier”. 



Supplier master – additional functions

If individual suppliers are to be edited, this can be done via the “pencil”. Click on it, and another page with the details opens. These can then be edited and 
saved at the end. 
In addition, deleting and switching between the “Simple account assignment” and account assignment with line items is possible. To avoid duplicates, the 
supplier master can be checked via the “Check supplier master” toggle. 

Edit supplier

Delete supplier

Change account 
assignment type

Check duplicates



Chart of accounts

To add a chart of accounts, either the SKR-03 can be activated or a chart can be uploaded in DATEV CSV format. Adding individual accounts is also possible. In 
the help area, an SKR-04 is also provided for download, which can be imported here via the upload area. 

Upload for CSV in 
DATEV format

Activate SKR - 03

Individual adding of 
general ledger 
accounts

Delete master data



Edit general ledger accounts

After activating the SKR-03 or another chart, this is confirmed with a success message. These general ledger accounts are immediately available in the invoice 
recognition. You can now decide for each account whether it should be a DATEV automatic account; to do so, select the corresponding checkbox. You can also 
enter words that are to be used as the basis for an account assignment suggestion.

Selection for 
automatic account 



Tax keys

By default, the tax keys 19, 7 and 0 are stored. Here (depending on the ERP system) the desired key can be entered and, if needed, further keys can be added. 
The tax key should be identical to that of the ERP system, as it applies later for the transfer. 

Selection for 
automatic account. 



Permissions

In the Permissions tab, you can define which users / groups should have access rights to the client. Only those who are entered as a user in an authorized 
group can view the invoices for that client in the invoice recognition. 



FIBU dimensions

If you want to work with additional dimensions, they can be entered here and confirmed with Enter. If only one additional dimension is needed (as a cost 
center), it can be maintained in the tab “Customers/Members”. A new tab opens for each new dimension, in which the data can be edited. 



Checklist: File plan

The following imports the file plan. In order to later transfer the recognized invoices 
to both the DMS and the ERP system, the file plan must be imported and adapted. 

o Download file plan

o Upload file plan

o Edit file plan

o Set up mappings



Download file plan

We offer a complete file plan for download in our help area; it contains all fields relevant for the start. However, when starting, you should always remember to 
adapt the file plan to your own needs and to add / remove fields as needed. To download the plan, switch to the help area. 



Download file plan

There, the plan can be downloaded by clicking “Customer and supplier file plan”. Then switch to the configuration via the home page and go to the document 
and file structures.

1. Download file 
plan

2. Switch to the 
configuration

3. Navigate to the 
“Document and file 
structures” area 
and click the 
overview there 



Upload file plan

After installing the file plan, it is available in the instance. In the next step, the permissions for this plan must be assigned. 

2. Select the file plan from the 
downloads and “Install”

1. In the Packages area, 
select the “Upload” 
button 



Create file plan permissions

In the “Permissions” menu item, new permissions can be added. To do so, click the plus and select the corresponding permissions for each group or user. 

Create new permission



Download file plan

These can be entered either individually or all at once in the matrix. You can choose between Read, Edit or Delete. 
After assigning, save the selection.  

1. Select matrix view

2. Assign the rights per 
group and category 

3. Save



Set up mappings

From the home page, please switch to the “Mappings” tile. Here the file plan that was just imported must now be linked with the Invoices app. To do so, please 
create a new mapping. 

2. Create new mapping

1. Switch to the 
mappings



Set up mappings

Now map each category of the file plan with that of the app. Completeness is important here, as only then does the transfer to d.velop documents work. 
To do so, the source (information from the Invoices app) must be linked with the target (properties in d.velop documents / file plan). 
This only needs to be done once at the beginning; only if new property fields are set up in the file plan do the mappings also need to be maintained. 

2. Select source 
(Invoices)

1. Assign a name

3. Map incoming 
invoices with each 
other

4. Map each category (source) with 
the category of d.velop documents 
(target) 

5. Save 



Workflow

Next, the workflow is set up. To do so, download the file with a click in the Xtractor's help area. Now switch to the process administration on the home page. 
There, select the option “Deploy new process” and select the downloaded file. Then click “Upload”. 

3. In the process 
administration, select the 
option “Deploy new 
process” and select & 
upload the workflow file 

1. Download workflow 
file 

2. Switch to the 
process administration 



Workflow

After importing the workflow file, further settings for the workflow can be configured. To do so, switch to the Xtractor and select the configuration there. 

Switch to the 
configuration 



Workflow

In the Workflow setup tab, various settings can be made. 
1. Define which participants of the workflow may or may not see which information and, if so, whether they may edit it or whether it is read-only or even a 
mandatory field.   

1. For each field in each 
workflow step, define 
whether it is visible 

2. Define what the 
users can do with it 



Workflow

2. Furthermore, these settings can be made: The workflow resolves user groups for the reviewer selection and speeds up the process by skipping identical 
process steps (reviewer/approver/accountant). For atypical decisions, a mandatory comment can also be activated for better documentation.

Resolve users of the 
groups and offer them 
as reviewers – the 
group is stored as an 
IDP value.

If the reviewer is 
identical to the 
approver and/or the 
accountant, then the 
task is started directly 
in the last step!

Should a comment be 
mandatory when an 
atypical decision is 
made (based on the 
workflow decisions 
made so far)?



Notifications

There are also configuration options for the workflow notifications. To receive these, the automatic notifications must be activated. The days and the respective 
times can be set. A control recipient also receives all notification emails. After configuring, click “Confirm”.  



General settings

The following are the further configuration options in the Configuration tab. You can personalize the interface of your incoming invoice processing for your 
company. 

For the Xtractor's 
interface, you can 
select your own colors 
and your own logo. 



Xtractor document recognition

In the “Document recognition” tab, some settings can be made. We will go through these in the following slides. 

For the Xtractor's 
interface, you can 
select your own colors 
and your own logo. 



Xtractor document recognition

Should the imported 
PDFs automatically 
receive a full text?

How many files should 
be processed 
simultaneously in a 
batch? 

During batch import, you define how many documents are processed simultaneously in one package. By activating the full-text import (OCR), the 
content of the PDFs is automatically recognized and made fully searchable for later searching.



Xtractor document recognition

The AI settings allow precise control of document recognition. You can define the mode for the duplicate check, automatically recognize order numbers via 
RegEx patterns and have the account assignment created based on this. In addition, individual invoice characteristics and additional document types can be 
flexibly configured for selection.

Number of the 
miscellaneous creditor

How should the duplicate check be 
performed?  Simple or Advanced?

Additional invoice 
characteristics and 
document types can be 
entered here; these are 
offered for selection in 
the invoice recognition. 

Should the order 
number on the 
document be used? 

If yes, then RegEx  can 
be entered here 
(standard order number 
structure)

Should the account 
assignment be created 
based on the order?



Xtractor document recognition

Should batches only be 
created for individual 
clients?

Should the location be used 
for client determination?

Enter the number of 
the default client

In this area, you define how documents are assigned to a client. You can filter batches to individual clients, use the location for client determination, or 
activate an automatic search for e-invoices. The number of the default client is stored in the lower field.



Xtractor document recognition

In this area, you define which fields in the Xtractor must be confirmed (confirmation fields) and which information is absolutely required to process a document 
(mandatory fields). A careful selection is crucial, since with automatic account assignment activated, documents pass through directly without these checks.

These fields must be 
confirmed in the Xtractor.

These fields must be 
filled in as mandatory 
fields in the Xtractor. 

The definition of the confirmation and mandatory fields must be well thought out. If invoices are to 
run automatically through the Xtractor, then careful consideration must be given to which fields are 
entered here. If automatic account assignment is activated for invoices, they pass through without 
any check!



Xtractor AI models

If an AI is to be used for recognition, this can be set here. If you use your own AI model, you can also add it for document recognition.

Here you can choose 
which AI model should be 
used for recognition. 



Xtractor payment module

Should payment be 
activated in the 
document recognition?

Should notes for the 
posting be provided?

Should the payment data or the 
cash discount be transferred to 
the ERP system?

Here you can enter all 
desired payment 
methods and terms 
yourself. It is important 
that the terms match 
exactly those from the 
ERP system.  

Should scheduled 
transfers be permitted?

In these settings, you control the transfer of payment data and cash discount information to your ERP system. You can define which payment methods 
and terms (e.g. 30 days net) are active and whether scheduled transfers via the SEPA module are allowed. It is important that all terms match exactly 
with the master data of your ERP system.



Xtractor BI integration

An integration into BI systems is also possible. To do so, copy the links provided here into the software or, for example, into Excel. 



Legal Notice / Legal Information

All rights reserved. This document, with its texts, images, graphics and their arrangements and the described software products, is subject to copyright; it is a 
protected product of ecm:one GmbH. 

The use of the texts, images, graphics and their arrangements, even in part, without the prior written consent of ecm:one GmbH is a copyright infringement 
and punishable by law. This applies in particular to reproduction, translation or use in electronic systems. All hardware and software names used are trade 
names and/or trademarks of the respective manufacturers/owners who have provided them. 

For better readability, the wording used in this document generally uses the masculine form. However, all persons are of course meant and expressly welcome, 
regardless of gender or other distinguishing characteristics.

ecm:one GmbH 

Von-Vincke-Straße 5-7 

48143 Münster

Germany

Phone +49 251 2024703 0 

Mail kontakt@ecmone.de

 

Errors excepted. 

mailto:kontakt@ecmone.de


Enjoy archiving,
from your

As of: 20.07.2026
Subject to change.
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