
VELUX Deutschland Ensures Security of Their 
Documents with the Digital Personnel File 

Just imagine there is a fire and the paper-based personnel files 
are eaten by the flames. No company would like to think of such a 
scenario, but it is not impossible to happen. This thought provokes 
to check the security of the sensitive personnel documents and to 
ensure their protection even in the worst case. This was one of the 
reasons why VELUX Deutschland GmbH, a company of the inter-
national VELUX group, decided to introduce the digital personnel 
file. An additional factor was that some of the the employees of 
the HR department in the German location in Hamburg are working 
from their home offices. In order to give all employees location-
independent access to the files, it became necessary to supply the 
personnel documents in an electronic form.

Easy, Location-Independent Access Across 
Departments 

Among the factors security and flexible access, an intuitive usage is 
essential for a digital personnel file. In this way, the time-consuming 
manual search for documents and the transport of the files now 
become a thing of the past for VELUX Deutschland. “The depart-
ment Human Resources in our company is divided into personnel 
management and personnel administration. Both divisions have to 
have access to the personnel files. The digitalization made it possi-
ble that different employees can now retrieve all relevant documents 
simultaneously and from different offices or locations. They no lon-
ger have to wait for folders or carry them from one department to 
the next. This really simplifies our work“, explains Kirsten Vogt from 
personnel management of VELUX Deutschland GmbH.

VELUX Deutschland decided to use the solution cuSmarText HR by 
Circle Unlimited AG from Hamburg to put their plans of a digital 
personnel file into practice.

Industry
Construction

Solution
Digital Personnel File

Demands
▪ Security of personnel documents 
▪ Location-inpendent access
▪ SAP integration
▪ Automated document creation

Software
▪ cuSmarText HR 
▪ cuDocument Builder
▪ cuDocument Scanner

Partners
Cocq Datendienst GmbH

Users
Ca. 10 employees from the devisions personnel 
management and personnel administration currently 
use the digital personnel file.

The company
The VELUX Deutschland GmbH with headquarters in 
Hamburg is a company of the international VELUX 
group. VELUX Deutschland is the world‘ largest 
producer of roof windows. The VELUX group is one 
of the biggest producers of construction materi-
als, with more than 10,000 employees as well as 
production facilities in 11 countries and sales com-
panies in nearly 40 countries. In Germany, VELUX 
Deutschland has nearly 1,000 employees, working 
in production and sales.
Additionally to roof windows and sophisticated roof 
window systems, the product range also covers sun 
protection products, blinds and solar panels as well 
as equipment for the fitting of windows.
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“The department Human Resources in our company is divided into personnel management and personnel admini-
stration. Both divisions have to have access to the personnel files. The digitalization made it possible that different 
employees can now retrieve all relevant documents simultaneously and from different offices or locations. They no 
longer have to wait for folders or carry them from one department to the next. This really simplifies our work.“

Kirsten Vogt, personnel management of VELUX Deutschland GmbH
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applications and to edit and save them according to auditing 
requirements.

Furthermore, all emails can be transferred to the file from MS 
Outlook and IBM Lotus Notes in their original form, including 
all attachments and formatting, but can also be sent from 
within the file itself via the Personnel Information Manager 
(PIM).

Automated Creation of Employment Contracts, 
Standard Letters, Certificates and Emails

In the future, VELUX Deutschland plans to use the automatic 
document creation function to a wider extent. This function is 
already integrated into the solution and the employees have 
already been trained accordingly. With the so-called cuDocu-
ment Builder, documents and emails can be generated direct-
ly from any SAP and MS office function. VELUX Deutschland 
aims to generate, send out and archive most of their emplo-
yment contracts and standard written correspondence, like 
certificates and employee letters, in MS Outlook and PDF 
formats – automatically and with access to SAP data. To do 
so, the personnel department creates individual templates 
for each document type, which determine the structure and 
the contents of each paragraph of the document. Additionally, 
it can be defined whether and where changes during the 
generation process are allowed or additions can be made 
according to certain rules. From these completed, authorized 
templates the employee of the personnel department only 
has to confirm the automatically suggested template in the 
respective editing stage and, if necessary, replace existing 
placeholders manually.

Through the use of the automatic document generation, 
VELUX  Deutschland expects to accelerate and simplify the 
processes of creating documents and distributing them to the 
respective employees.  And also possible errors, which might 
occur during manual editing, are expected to be reduced to 
almost zero through the automated processes.

Furthermore, a functionality for the automatic creation of 
documents and certificates was implemented.

According to VELUX, the decision was influenced by the 
complete integration of the document management solution 
into SAP and its good price-performance ratio. “Through an 
in-house training, the whole HR team was provided with a 
thorough introduction to the solution right from the start. 
In this way we were able to use the new system in a very 
short period of time“, says Kirsten Vogt.  Today, all personnel 
documents are up to date at all times and available externally 
across departments.

Integration of more than 500 Personnel Files 
into the Digital Workflow

In a first step of the solution‘s introduction, more than 500 
existing personnel files were digitalized. Among them were 
files which comprised individual documents in a double-
digit number. The scanning of the several thousand pages 
was executed by Cocq Datendienst GmbH from Hamburg. 
As a solution partner of Circle Unlimited, Cocq prepares the 
paper-based documents, like employment contracts, travel 
expenses and authority regulations, certificates and much 
more, for the custom-fit integration into the digital Worflow.

“The digitalization was a challenge which had to be overcome 
before we would be able to profit from the advantages of the 
electronic workflow“, remembers Kirsten Vogt and explains: 
“The preparation of the documents for the scanning process 
was very time-consuming, because we first had to sort the 
existing files before giving them to Cocq. Due to long-time 
employments of some of our employees there were per-
sonnel files which contained between 30 and 40 individual 
documents.“ Since concluding the project introduction, VELUX 
Deutschland is now able to independently scan the incoming 
documents, like certificates, photos of employees and appli-
cations, and integrate them into the digital workflow. With 
an integrated scan function in the digital personnel file the 
scan can be performed directly from within the SAP system.  
Additionally to files in the image formats TIFF and JPEG, also 
PDF documents can be created directly, without having to 
install a special printer driver or additional software.

Easily Add and Find Documents

According to VELUX Deutschland, all of their expectations 
towards security, access and an easier handling of the per-
sonnel file were met. Today, the employees of the personnel 
department are able to call up the digital file directly from any 
function of the SAP HCM (Human Capital Management) and 
take a look at important information, documents, emails, and 
much more. It is possible to find documents via full-text and 
keyword search – with integrated OCR recognition also in the 
scanned documents. Due to the integration of the solution in 
Microsoft, the HR team has the possibility to directly call up 
stored documents in the digital file from within the MS Office
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“Through an in-house training, the 
whole HR team was provided with 
a thorough introduction to the solu-
tion right from the start. In this way 
we could use the new system in a 
very short period of time.“

Kirsten Vogt, personnel manage-
ment of VELUX Deutschland GmbH
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