
4 QUICK
Business Process Automation

WINS
FREE YOUR EMPLOYEES TO FOCUS ON ADDED-VALUE 
WORK BY AUTOMATING REPETITIVE HUMAN TASKS:

INCREASE EFFICIENCY

SPEED UP PROCESSING

REDUCE COSTS

FREE UP RESOURCE



Efficiency = Time = Money

WHAT PERCENTAGE
OF YOUR EMPLOYEE’S
TIME IS REALLY SPENT
ON ADDING VALUE TO

THE BUSINESS? 

DO YOUR EMPLOYEE’S
ROUTINELY HIT THEIR

TARGETS AND
PRODUCTIVITY

GOALS?

HOW MUCH TIME
EVERYDAY DO YOUR
EMPLOYEE'S WASTE

PERFORMING
REPETITIVE TASKS? 



Automating Supplier Audits

HR Onboarding 

Invoice Capture and Approval

Electronic signing and tracking 

All companies are faced with unique productivity
challenges and DocuFlow offer a range of consultancy
and software development services focused on
Business Process Automation (BPA). BPA is the
technology enabled automation of complex business
processes. Some problems we see on a daily basis, so
to save time we’ve developed a set of core BPA apps
which can be used in nearly any business and
implemented in days rather than weeks. This
document will cover the following 4 Quick Wins….but
we have lots more! 

QUICK WINS...4 

1 
2 
3 
4 



QUICK WINS 1 Automating Supplier Audits

Nearly all businesses need to audit their
suppliers to ensure they provide a reliable
service and comply with their quality
systems. Many companies have replaced
onsite reviews with self-assessment forms –
however, this can still create an enormous
workload for both the purchasing and
quality teams. 

DocuFlow have created a fully digital
supplier audit portal which removes all the
paper documents from the process and
includes electronic submission forms,
automatic reminders and workflow
approval facilities. 



 Automating Supplier Audits

An intuitive dashboard allows mangers and users to quickly locate and review the status of
any specific supplier. Departments and users only see the information relevant to their job
role within the company.

1.



 Automating Supplier Audits1.

Drilling down into a
specific supplier we can
quickly amend the status,
add notes, or start a new
self-assessment review. 



 Automating Supplier Audits1.
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 Automating Supplier Audits1.

An intuitive web form allows the
supplier to rapidly complete all the
information required, confirm their
scope of supply and upload any
relevant documents or certification. 



 Automating Supplier Audits1.

The self-assessment form
and all associated
documents and
attachments are
combined in a single PDF
document which can be
easily viewed, printed, or
downloaded.



 Automating Supplier Audits1.

A full audit trail is maintained
for all the interactions with a
specific supplier. When an
insurance certificate is
uploaded, notes added or the
status changed, this is all
recorded in the system logs. 



Free up employee’s
time for added

value tasks
 
 

All key information
held in the

management
dashboard

 

All supplier
information and
uploads held in a

single PDF document 

Automatic reminders
when supplier reviews

are due 
 

Workflow approval of
suppliers 

Full audit logs ROI less than 12
months

Key Benefits

Intuitive web form
to capture supplier

information 
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Creating documents when onboarding a new employee can be a
thankless task – contracts to be drafted, letters to be sent, information
collected, boxes ticked, and tasks completed. No wonder it’s often
completed in a rush and critical pieces of the jigsaw puzzle can be missed. 

There are lots of feature rich HR solutions on the market today…..many
with a high price tag based on a “cost per employee” pricing model. These
work well for large blue-chip organizations, but less so for SME companies. 

Our e-Onboarding solution has been designed to streamline the creation
and delivery of all critical onboarding documents and requests for
information and that’s it. In addition, you pay one monthly cost regardless
of the number of employees. We’re not trying to completely change the
way you work, simply to save you time and provide an extra pair of (virtual)
hands!

QUICK WINS 2 HR OnBoarding



HR OnBoarding
STEP 1 -  HR kick off the process by
setting up the new starter on the e-
Onboarding portal. At this point
they only need to add the basic
information. 

STEP 3 - Documents are now
automatically prepared for
electronic signing. Once HR has
made the final check, they are
returned to the new starter for
digital signing. 

STEP 2- A personalised email is sent
to the new starter with a link to an
online questionnaire requesting
more detailed information - this
includes photos/images, proof of ID,
documents etc.

STEP 4 - The new starter digitally
signs any documents which
require an electronic signature.
Local copies can be saved for
future reference. 

STEP 5 - The HR team are
automatically notified when the
documents have been signed.
Reports allow HR to quickly
identify any employees who have
not returned the required
information.

Digital Signatures
Intelligent Forms and Check List
Auto-Archiving
Digital of New Starter info
Real Time Reporting and Audit
Trail

STEP 6 - All the documents are
automatically archived – so, no more
filing. 



Add A New StarterStep2.

Quickly add the core information
about the new starter and their
job role - start date, job title, line
manager etc. 

The fields can be quickly
customised for company
specific requirements

Upload documents for digital
signing (e.g. Contract, Letters,
NDA etc.)

accounts@docuflow.co.uk
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First impressions matter - this email can be
easily personalised with company logos,
images and fonts and sent directly from the
company email account. 

All job specific data (highlighted in green) is
auto-populated from Step 1 

A hyperlink in the email links to a secure web
form where the new starter can quickly fill in
all the information required

Personalised EmailStep2.
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The new starter clicks on the link
contained in the email and then
completes the intelligent web form.

This interactive form is really simple to
use and guides the new starter through
the process of providing all the required
information including any documents
and proof of ID.

The completed form and data will be
automatically stored in the electronic
archive and the HR dept notified. 

This form is configurable and can be
quickly customised for changing
company or regulatory requirements.

New Starter FormStep2.
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Once the new starter form is returned, HR can unlock further
sections and add extra information (e.g. allocate a Payroll
Number). They can also make further checks before
despatching the final contractual documents for signature. 

Anka

HR Internal ChecksStep3.
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The documents requiring an
electronic signature are
automatically created, ready for
checking and sending to the new
starter.

The two icons indicate the status
of the document. Green means
the document has been
successfully viewed or signed –
Red means it’s not been viewed
or signed.

Documents for Signature Step3.
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The new starter receives
and email requesting
signatures on the
required documents. A
digital signature can be
added instantly- no
paper, no return post
and no delay. 

 

Anka

Anka

Anka

Digital Signing Step4.
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The HR team will be automatically
notified when a new starter has
signed, or viewed a document. 

Obviously, if a document remains
unsigned, the HR team can see this
and will have the opportunity to call
the candidate and check if there’s a
problem

NotificationStep5.

accounts@docuflow.co.uk
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All documents and forms submissions are auto-published to the HR library and saved to the relevant
employee folder. A regular report can also be generated to highlight any new starters who’ve not
completed all the documents required.

Electronic ArchiveStep6.

http://localhost/InfoRouter/portals/Alpla%20HR%20Dept/


Free up HR’s time
for added value

tasks
 

React quickly to any
regulatory changes 

Cost effective with an
ROI of less than 12

months

Eliminate paper from
the onboarding

process

Automatic reminders
show when documents

are not returned

Speed up the
recruitment new staff

Electronic archiving
and audit logs 

Key Benefits

Rapidly collect
accurate

information
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In recent years our working patterns have vastly changed and
hybrid working is here to stay. 

However, many business processes were never designed with
remote working in mind and are struggling to cope with a
distributed workforce. Invoice approval is a case in point.
Countless organisations still print a PDF invoice to allow
registration and approval, and this method simply won’t work
efficiently when an accounts team and approvers are based in
multiple locations. 

InfoRegister has been created as an innovative cloud-based
service (built around the proven infoRouter DMS) to allow the
capture of electronic invoices, their registration, and final
approval….. All without the need to print a single piece of
paper.

QUICK WINS 3 Invoice Capture & Approval



Invoice Capture & Approval

Match?

Background
RPA process

which grabs a
copy of the

PO/GR?

Capture
Purchase

Invoices from
email

Scan Delivery
Note 

STEP 1

STEP 2

STEP 3

Background
RPA process

which grabs a
copy of the

PO/GR?

Background
RPA process

which grabs a
copy of the

PO/GR?

This an outline schematic of the
infoRegister invoice capture and
approval process from Start to
Finish.

YES

NO
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infoRegister typically works with electronic
invoices without having to print or scan them.
infoRegister has an MS Outlook plugin which
allows us to quickly preview and capture the
attachment.

If you still get a few paper invoices, don’t worry,
infoRegister can easily link to a scanner, or a
multi-function printer copier to capture hard
copy invoices. BUSINESS PROCESS AUTOMATION
– 5 QUICK WINS 

There is also an advanced email retrieval robot
which allows us to poll an email account (e.g.
invoices@acme.com) and automatically pull the
invoice into infoRegister. To avoid capturing
spam email, we can build a rule set to validate
the supplier and the file name of the attachment,
before we import the invoice.

Capture EmailStep1.
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Adding Meta-DataStep1.

Before we import the invoice into infoRegister, we need to add the meta-data (i.e. the information describing the
invoice). The meta-data fields can easily be configured for each customer. We also have an advanced OCR
recognition module which will seamlessly recognise the supplier and automatically capture the fields required
(no manual keying) – this works well for companies processing higher invoice volumes. 



RegisterStep2.

Before we import the invoice into infoRegister, we need to add the meta-data (i.e. the information describing the
invoice). The meta-data fields can easily be configured for each customer. We also have an advanced OCR
recognition module which will seamlessly recognise the supplier and automatically capture the fields required
(no manual keying) – this works well for companies processing higher invoice volumes. 



Matching Step2.

In the Register area, we match
the invoice against a PO by
displaying the PO record from
the ERP system, or a copy PO
document held in our
document archive. At this
stage, we can also add any
supporting documents, or
attachments required (e.g.
delivery note, GRN or
correspondence). Invoices
which match the PO and don’t
require approval can be
released for payment to the
ERP system. 



Workflow Approval Step3.

For invoices which don’t
match, or simply need
approval, we can raise a query
or approval workflow. This
allows us to send the
document to a colleague to
check and approve – whilst
keeping a track of where the
document is. 

accounts@docuflow.co.uk



Workflow Approval Step3.

When a workflow is started, the
receiver will be notified by
email and a button provided to
action the request. Workflow
users can be anyone with a
valid email address. 

accounts@docuflow.co.uk



Workflow Approval Step3.

The invoice and all the
information is easy to see – the
workflow user can quickly
approve/reject, add comments,
or link to attachments. 

No emails, more paper chain
and all the workflow
interactions are recorded. 



At the end of the infoRegister process the invoice data is
released to the ERP system to mark the invoice for
payment. Release scripts can be written for virtually any
ERP system (from SAP to Sage) with an import facility, or
API.

Release for payment Step4.

Release invoice data 
to ERP System 

ERP Sysyem



infoRegister has a comprehensive search facility for quickly locating copies of
documents and their current status. For example, you may want to search for all
documents currently under query for a particular location. 

Search



Free up Accounts
time for added

value tasks 

Reports highlight
any potential

bottlenecks in the
process 

Eliminate paper from
the invoice payable

proces

Pay suppliers on time Electronic archiving
and audit logs 

Cost effective with an
ROI of less than 12

month

Workflow approval 

Key Benefits

Register invoices
quickly and
accurately

Search function to
quickly find a specific

invoice
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All companies need to create, share and sign
business documents. To operate efficiently
in the current workplace we need to do this
electronically. 

DocuTrack has been created for any type of
business document, or correspondence
which needs to be tracked, or requires an
electronic signature. 

DocuTrack is ideal for; proposals, quotes,
contracts, legal correspondence or HR
documents. 

QUICK WINS 4 Electronic signing and tracking



Track if your document has been viewed, downloaded or signed 

Add a Signature Page anywhere in the document 

Decide how your recipient interacts with the document – View Only,
Allow Download, or Sign the document

Send unlimited Documents 

Brand the infoReadit viewer with your company logo 

Rapidly create documents by using a master PDF then adding library
documents as required (e.g. add a price list or terms & conditions) 

Receive regular email alerts when a document has been read or signed

Statistics and reports feature allows you to quickly highlight any
documents not viewed or signed

API allows rapid integration to existing business system software 

 

Key Features.
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Electronic Signing and Tracking

From the Documents tab you
can quickly get a view of all of
the document transmissions
and their status. Any of the
columns can be filtered to
search for specific information.
If the Status icon is red, it’s not
been viewed or signed. 



Electronic Signing and Tracking

From the Archived tab you can
quickly get a view of all of the
documents which are no
longer needed and have been
archived. 

We can also add an archive
reason tag for future reference.



Electronic Signing and Tracking

From the library tab you
can choose from a library
of controlled documents.
This is useful for teams of
users who need to work
with a set of controlled
documents. 

Only managers with the
relevant library
permissions can add and
remove documents



Electronic Signing and Tracking

Signatures can be added to any
existing document, on any
page and any number of times.

Signature workflows can be
created, meaning a document
can be sent to multiple people
to sign simultaneously, or in a
specific order.



When a document is sent for signature, the recipient receives and email message
requesting a signature. Documents can be signed on any device with a web browser

Electronic Signing and Tracking



Signing is done using your mouse, stylus, or
finger depending on device. If you prefer, you
can simply type your signature using a font.

Electronic Signing and Tracking

Once signed, the document is stamped with
the date and time and digitally certified to
prevent unauthorised editing



Electronic Signing and Tracking

infoReadit keeps track of a
document throughout its life
cycle.

If it’s been viewed, signed or
downloaded you’ll have a
record. 



Free up your time
for added value

tasks 

Reports highlight
any non-viewed or

unsigned documents

Eliminate paper from
the signing process

Work efficiently with
your business partners

and colleagues

Full traceability and
audit logs 

Cost effective with an
ROI of less than 12

months 

Quickly create
multistage signature

workflows 

Key Benefits

Decide how a
recipient interacts
with a document 

Search function to
quickly find a

document
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Get In
Touch

Website www.docuflow.com

info@docuflow.co.ukEmail

Phone 0333 577 4900

Location DocuFlow
20 St Christopher's Way
Pride Park, Derby
DE24 8JY 

DocuFlow
Building 5 Carrwood Park
Selby Road, Leeds 
LS15 4LG


