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When you start QCDocs Desktop, you are prompted for login credentials.  

Enter your Username•	

Enter your Password•	

Enter the Company login name•	

When signing up for QCDocs, you will have received an e-mail containing 

these settings. If you forget your login information please contact your Com-

pany’s system administrator.

DESKTOP QUICK GUIDE - BASIC FILING

u Logging into the Desktop

Left click on the Blue Scansnap button in your system tray and ensure •	
that it is set to QCDocs.  

Put the documents into the Scansnap and hit the Scan button on the •	
Scansnap scanner. (Can be performed whether QCDocs is running or 
not)

Open QCDocs and click on the Acquire button.  If you are in Acquire •	
already click on the refresh button.

Click on the respective file to display the document in the left panel and •	
change orientation of document accordingly.

Single Page Documents- Tick one or more single page items and select •	
the Single Page button at the bottom

Multipage Documents- Tick items that belong to one multi-page docu-•	
ment and select the Multipage button at the bottom.

Fill out the document attributes at this time or after uploading (See •	
Document Naming)

v Scanning Manual Documents using Fujitsu Scan Snap

Documents in PDF, JPG, Word, and Excel formats that are received by email or 

created on your hardrive can be put into QCDocs as follows:

From Email or your MS Explore copy the file you want.•	

Paste the file into the Filing/Accounting Inbox.•	

Check the reference copy information and accept if okay.•	

Printed Documents come in as unknown documents.•	

Open and name them as outlined in Document Naming.•	

Electronic Documents come in as unknown documents.•	

Open and name them as outlined in the Document Naming Section.•	

w CAPTURING ELECTRONIC DOCUMENTS

This is a quick reference guide the to most common 
QCDocs functions. For further details see the full 
QCDocs Desktop User Guide. 



{ Printing Documents into QCDocs as image files

 
Open the file you want to print into QCDocs.•	

Select print file.•	

Change your printer setting to QCDocs and press okay.•	

Open QCDocs and click on the Filing/ Accounting Inbox. •	

When the file has been printed QCDocs will automatically detect the •	
file when you click on the Filing/ Accounting Inbox.

Printed Documents come in as unknown documents.•	

Open and name them as outlined in the Document Naming Section•	

{ VIEWING DOCUMENTS

 
Double click on the document Filing and the document viewer will •	
open.

The Document will drop behind the viewer so using Control Tab is a •	
useful quick key to learn to cycle back and forth.  

x DOCUMENT FILING

Filing is the main section of the application and manages where documents are 

located, organized and awaiting further approval or processing.

 
Expand all file directories by right clicking and selecting expand all•	

Identify location of documents within filing by viewing document coun-•	
ters on file directories.

All documents originate through the Accounting Inbox and get name •	
and filed from there.

Payables documents (bills and expense reports) get moved to Payables- •	
for processing, for approval if required, once entered or batch entered 
into the Accounting application they get moved to Accounts Payable, 
once paid they get moved to the vendor files for future reference or 
audit.

Sales documents (Customer Invoices and Deposits (customer cheques) •	
get moved to Sales- Accounts Receivable, then get matched to deposits 
and get moved to Customer Files for future reference or audit.

Banking, Tax, Government Grant, Legal and Human Resource docu-•	
ments all get filed in their respective file directories.

New directories can be added, deleted or renamed using the Setup •	
button.



y APPROVAL PROCESSES

Time Off requests allows employees to track and schedule vacation, sick and 

other time off. Select ‘Accounting Forms’, and then ‘Time Off’ in the menu.   

Please check your Company Policies for Time Off requests by pressing •	
the policy button on the Time Off Request form. 

Select the Category in the drop down list: Vacation, Sick Day, Bereave-•	
ment or Jury Duty.

Determine how many working days you are requesting off, and enter •	
this number into the Number of working days field. 

Enter a Reason in the appropriate field if necessary. •	

Select the appropriate approver and click •	 Preview to view then submit 
your request form. 

To view the status of your request, please see the Accounting Docu-•	
ment History by selecting ‘Accounting Forms’, and then ‘History’ in 
the menu.  

z EXPORTING DOCUMENTS

The Files in Progress System allows employees a secure, online method of 

storing and accessing important files. Select ‘Company’, and then ‘Files In 

Progress’ in the menu.

Click through folders to find files.  Once a folder is selected, files appear on 

the right side.  Users can view files or upload additional files to each folder. 

Creation and management of folders is done through QCDocs Desktop.

x DOCUMENT NAMING

Filing is the main section of the application and manages where documents are 

located, organized and awaiting further approval or processing.

 
Expand all file directories by right clicking and selecting expand all•	

Identify location of documents within filing by viewing document coun-•	
ters on file directories.

All documents originate through the Accounting Inbox and get name •	
and filed from there.

Payables documents (bills and expense reports) get moved to Payables- •	
for processing, for approval if required, once entered or batch entered 
into the Accounting application they get moved to Accounts Payable, 
once paid they get moved to the vendor files for future reference or 
audit.

Sales documents (Customer Invoices and Deposits (customer cheques) •	
get moved to Sales- Accounts Receivable, then get matched to deposits 
and get moved to Customer Files for future reference or audit.

Banking, Tax, Government Grant, Legal and Human Resource docu-•	
ments all get filed in their respective file directories.

New directories can be added, deleted or renamed using the Setup •	
button.



Take Control of Your Business
TM

| PRINTING DOCUMENTS

The messaging system allows employees to send and receive messages through QCDocs.

The task list consists of 3 major areas:

 
The Inbox displays the messages you have received. Sent Messages will display the messages •	
you have sent.

Select •	 Compose Message to send a message. All QCDoc users of your company will be listed 
in the To drop down list. Enter a message and select Send to send your message. Messages 
sent through the Portal can be viewed through the Desktop application as well as the Portal.

} VIEWING DOCUMENTS

The Private folder is a repository for secure documents, such as your Human Resources File.  Docu-

ments stored in this folder are only available to you and those designated by your QCDocs Administra-

tor (such as your Human Resources personnel). Select ‘My Tasks’, and then ‘Private Folder’ in the 

menu. 

Troubleshooting

QCDocs Systems Inc. delivers a compre-

hensive process and accounting document 

management solution designed specifically 

for small to mid-sized companies. 

Our team comes from a wide range of 

backgrounds, including professional ac-

counting, IT, interaction design, software 

and web development. We combine our 

different areas of expertise to build the 

best solution for automating and stream-

lining business and accounting processes. 

Our web-based products work on a 

“software as a service” (SaaS) basis. This 

flexible approach makes our products easy 

to implement and affordable to small and 

medium-sized businesses, helping them 

quickly improve their core accounting and 

administrative processes so they can focus 

on building their businesses not their back 

offices. 

Contact Us

* Address

Harbour Center

515 West Hastings Street, Suite 7352 

Vancouver, B.C.

V6B 5K3

( Toll Free: 1.877.241.8444

( Fascimile: 778.782.7760

( Fax: 604.357.1362

Website: www.qcdocs.com

Sales Queries: sales@qcdocs.com

Partner Queries: partners@qcdocs.com

For Support, Contact us at 

support@qcdocs.com


