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The document management module
in the HRiFlow app is a complete set of
tools designed to simplify the
management of both internal and
external company documents.

iDocs overview

In the following pages, you will discover
each feature explained in detail, along
with practical usage examples.
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Documents in HRiFlow are automatically completed
using placeholders.

Document auto-
completion
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How does it work?
Placeholders are elements that represent real
information from the app, such as the employee’s first
and last name, job title, number of paid leave days, and
more. This way, any document in HRiFlow can be
automatically filled with this data, allowing the
document to be generated and completed almost
entirely. All that’s left for you to do is review it and add
your signature.

If this sounds complicated, don’t worry — the app
comes with a complete set of predefined documents,
from various requests to job descriptions, all prepared
with placeholders and ready to use.



We’ve simplified the document organization process.
Each document in HRiFlow can be organized into a specific
folder, depending on the department, project, or document
type (e.g., “Contracts,” “Leave Requests,” “Job Descriptions”).
You can assign a unique identification number or a series to
each document, ensuring you always have a clear and easy-
to-manage archive.

This not only streamlines your work but also ensures that all
documents are compliant and easily accessible whenever you
need them.

Folders, series &
document number

Additionally, folders are protected with an extra
layer of security through two-factor authentication
(2FA), a mechanism that ensures documents are
stored in complete safety.
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Employee vs
company documents
HRiFlow documents fall into two categories: employee-
level and company-level. This means you can
generate documents specific to an individual
employee, such as an employment contract; to a team,
like an activity report; or for the entire company, such
as internal regulations.

When creating documents, you’re not limited to
predefined users — you can select the necessary
individuals and generate documents quickly and easily,
based on your needs, including documents that will be
shared with external users.
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Uploading

Drawing

Typing

Digital signatures
You’ve generated the document and everything looks
good? The next step is the digital signature. Both
administrators and employees can sign documents
using three different methods:

This makes document management even easier.
Thanks to the status tracking associated with
signatures, you’ll always know which documents
have been signed and which haven’t.

Of course, you can also sign documents the
traditional way — on paper. In that case, all you
need to do in the app is confirm that the
document has been signed.

07



2FA security, password protection, and
document encryption
If you need an extra layer of security, documents can be protected through two-factor authentication, a unique
password, or even encryption.

This ensures that confidential information is protected at the highest level, and you maintain full control over access.
Only authorized individuals will be able to view or sign the documents.
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External
documents
Need to send a document to someone
outside the company? HRiFlow helps you
with that too, through its document
sharing feature.

All you have to do is select the desired
document and share the generated link —
simple and fast.

For extra security, you can set an access
password and control what the recipient
can do: just view the document or also
edit it.
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Custom
fields
We know how challenging manual work
can be when you have to process
dozens of documents every day. That’s
why we introduced custom fields.

They’re easy to use: simply add the
required field (e.g., an external
collaborator’s signature), share the
document, and once it’s completed, you
can automatically integrate the data
into the official document — with a
single click. It works just as well for field-
completed forms, audit notes, or any
other type of information, from numeric
data to emojis.
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Attachments       
and links
In addition to the documents generated
in HRiFlow, you can also upload external
documents directly into the system.
For example, an employee can attach a
medical certificate to a sick leave
request.

Moreover, you have the option to create
links between documents — such as
between an individual employment
contract and the job description — for
quicker navigation and more efficient
organization.
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HRiFlow transforms the way you manage
documents in your company.

Whether it’s about signatures, organization, or internal
and external collaboration, you have full control over
every step — exactly how document management

should work in a modern company.

Want to see iDocs in action?

Schedule a LIVE demo

https://hriflow.ro/en/schedule-demo/?utm_source=presentation&utm_medium=idocs&utm_campaign=pdf_idocs

