
| FILING

Filing provides access to the company’s electronic filing cabinets. Filing is 

displayed like Windows Explorer, with a view of the folders on the left a listing 

of the files contained on the right. Each file also includes it status and any tags 

or attributes associated with the document. Select ‘Dashboard’, and then 

‘Filing’ in the menu. 

Select •	 View to open the file.

Select •	 ‘History’ to view the history of the file.
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Across the top of every page is the Status Bar. The Status bar containsi-

information of the company you are logged in to, your username, and 

indicators for key responsibilities.  

Auth•	  - Documents waiting your authorization

Msg•	  - Unread messages

PO•	  - Open purchase orders you are responsible for that the Company is 
waiting to receive from vendors/suppliers

AP•	  - Accounts payable, bills from vendors/suppliers that have not been 
paid

AR•	  - Accounts receivable, invoices to customers that have not been 
received yet

SO•	  - Sales order, tracking outbound customer shipments

Next to each is a document counter which indicates the number of each 

type of document. If you click on this number you will be taken directly to 

that section in the My Tasks section.

v STATUS BAR

Many documents in QCDocs, such as expense reports, purchase orders, 

and time off requests go through an approval process. The My Approvals 

section allows you to View the document, view the History of the docu-

ment, Approve the document, Decline the document and add Comments 

to the document.  

Approval Alerts

When a document is routed to you for approval through QCDocs Desktop 

or by an accounting form in the Corporate Portal, you will receive an Email 

Alert and the number in the Auth field in the Status Bar will increment.

w MY APPROVALS



Account History

Account Payable

Open POs

x RESPONSIBILITIES

Some users are directly responsible for key business processes including ship-

ping, receiving, PO management, payment of bills and receipt of cheques. 

Select ‘My Tasks’, and then ‘Responsibilities’ in the menu.  

As documents move through their workflow, they are routed to the responsible 

people for each of the processes listed below.  When they arrive, the status bar 

is updated to alert users to the presence of new documents. Responsibilities 

work flow is controlled through the QCDocs Desktop. 

Open POs

The Open POs Responsibilities page is designed those responsible for 

receiving and managing purchase orders.  From this screen, open purchase 

orders can be viewed, edited and then closed when the items arrive.  Once 

closed, the purchase order is then routed to the next stop in its workflow.

Acconts Receivable

When cheques arrive and are deposited, the Accounts Receivable docu-

ment associated must be updated and marked as deposited. To do this, 

simply located the matching Accounts Receivable Document and click the 

Deposit button. 

Accounts Payable

Once a purchase order is closed, it is automatically routed to accounts pay-

able for payment.  The Accounts Payable Requirements screen allows the 

responsible person to approve invoices for payment. 

Sales Order

??

Approval History

The Approval History screen provides a list of all invoices, expenses, POs 

and/or other documents you have approved.  

z DASHBOARD - REPORTS

QCDocs Portal includes a range of management reports to help you better 

understand your business. Reports are grouped by logical area, including Task 

Management, Internal Control, Project and Attribute Management, Financials, 

Budgeting, Admin and Human Resources. Select ‘Dashboard’, and then ‘Re-

ports’ in the menu.  



Purchase Orders can be filled for both goods and services. Select ‘Accounting 

Forms’, and then ‘Purchasing’ in the menu.  

Refer to Company Policy for when you should use a Purchase Order to •	
initiate a purchase.

Select a vendor/supplier from the Vendor drop down of approved ven-•	
dors. If the vendor you need is missing send an email request to have 
the vendor added using the Add Vendor link.

Fill out the PO based on the vendor catalog, quote or verbal price.•	

Select any corresponding Tag for each Purchase Order item (such as a •	
project or account).  Please see your Company Policy for more informa-
tion about using Tags.

Enter the items or services that are relevant to the Purchase Order and •	
click the Add button to add them.

Input the amount (or estimates) for Taxes and Shipping and Handling (if •	
applicable).

In the Other Information field, include any other items relating to the •	
purchase- such as Terms of payment.

Select the correct approver for your Purchase Order from the Approver •	
drop down box.

Click Preview to see your Purchase order.•	

Once you have confirmed that the information entered is correct, click •	
the Submit button at the bottom of the preview screen to send it for 
approval.

If you are configured to receive alerts, you will receive an email notifica-•	
tion when the approval is made.

You can access the approved PO by clicking Accounting Forms, then •	
History.

If the vendor needs a copy of an approved PO for their records, print •	
and fax, or save and email the PO.

w SUBMITTING A PURCHASE ORDER

z SCHEDULING

Scheduling provides a list of all time off requests, and their status, for a se-

lected period. Select ‘Resource Management’, and then ‘Scheduling’ in the 

menu.  

Enter a To and From Date, or select dates by clicking on the calendar •	
icons. 

Select •	 Display.

When entering information or a transaction that can be defined by Tags 

you will see a Selected Tags box in the form. Select ‘Resource Manage-

ment’, and then ‘Tag Management’ in the menu.  

To add Tags, simply click Select.  This will bring up a list of all the avail-•	
able Tags, grouped by type.  The list of types will vary by company.  
Some common types include Accounts, Customers and Projects.  

Select a tag and press Add. •	

To remove a tag, simply select the desired tag and click Remove.  To •	

remove all the Tags from the list, click Remove All.

u ADDING & REMOVING TAGS



Take Control of Your Business
TM

} SEARCH

Any document stored in QCDocs can be searched for, based on its attributes or name. Select ‘Dash-

board’, and then ‘Search’ 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

z COMPANY POLICIES

The Company Policies repository provides a single source for all your company’s 

policies and procedures. Select ‘Company’, and then ‘Policies’ in the menu.  

Use the QCDocs Desktop to set which folder will display the policies. 

 


