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Document management module 

Receive and manage documents 

The “View documents” function of QM Pilot is for all employees who are interested only in approved documents. 

The “Edit documents” is available to all those who enter, review or approve documents.    

 

 

 

 

In all cases, the work is carried out via an Internet browser (Internet Explorer, Firefox, Chrome or Safari), regardless of whether a PC, 

laptop, tablet or smartphone is used.  

The documents, irrespective of whether they are Word, Excel, PowerPoint or PDF documents, are stored in the QM Pilot database. With 

a unique document link, they can be further processed and made available. 

Meta data – information about the documents 

Within the QM Pilot, documents are described by 

 Number 

 Name 

 Language  

 Status 

 Version 

 Owner 

 Reviewer 

 Approver 

 Date of creation 

 Date of change 

 Reason for change 

 Valid as of – Valid until 

 Resubmission (date)  

 Document type 

 Keywords 

 Comment 

 Link  

 

Characteristic data 

If necessary, characteristic data for a document can also be entered. This data can be freely configured. 

Functions applicable to documents 

The icons show what functions can be applied to the document. Functions that are not possible due to the status or role of the user are not 

displayed.  

In the table below, the history of the document can be read and any versions, included archived ones, can be accessed. 

In the “Edit documents” environment, a portal is available to employees with an corresponding authorisation.  
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The following is provided in this “cockpit” view:  

 the structure of the storage of the documents in a browser or Explorer view (1)  

 the course of the newly entered or changed documents (2) 

 the personal tasks (review, approve, resubmission) (3) 

 the number of accesses to documents over the last few days or overview on the status of all documents as a pie chart (4) 

 the feedback on processes, documents or risks for which the user is responsible as the owner (5) 

 the News area, where you can create new News, modify or delete existing News (6)  

 the list of personal favourites (7) 

 

 

Web links 

In addition to the (default) documents that need to be 

“controlled” from a QM point of view, Web links can be stored 

and used as an aid in process steps. 

Example: link to the “Federal Law on Employment in Industry, 
Trade and Commerce”.  
With this, you ensure that reference is always made to the 

currently valid version.  
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