
QCC REQUISITION ROUTING
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REQUISITION APPROVAL PROCESS IN QCC

 Receive an email notification that a requisition is waiting for approval.

 Log on to QCC and navigate to Queue Management.

 Review the requisition using one or more of these options:

 PO / REQ Quick View

 Show Requisition Status

 Inspect Requisition Entry

 Process the requisition using one or more of these options:

 Approve

 Approve with Note

 Refer to Prior Queue.



QCC SYSTEM FOR ADMINISTRATORS

 Introduction

 QSS Control Center – aka QCC – aka QSS – aka “Palm Tree”

 Used by all school districts in our County, though Novato USD maintains their own 
system apart from ours.

 Getting Started

 The QCC palm tree is your shortcut to launch the program; it is not web-based.

 Each user is assigned a QCC account user name and password; they are not the same 
as your MCOE email (sorry).

 When you log in for the first time, you’ll need to establish a new password. Your 
password will expire every 180 days, but the system will let you know 15 days before 
that happens.



QCC NAVIGATION

 This window is your ‘Main Tree’.

 The size and location can be adjusted.

 The folder icons expand and collapse 
a portion of the main tree.

 Options within each folder will launch 
a separate window.

 Requisition Approval Queue

 Go 

 Finance 

 AP/Purchasing 

 Purchase Orders / Requisitions 

 Queue Management



QUEUE MANAGEMENT



QUEUE MANAGEMENT OPTIONS

Right-Click Menu

Header Bar Menu

X X X



REQUISITION ATTACHMENTS

Right-Click Menu

X X X



VIEW ATTACHMENT

Right-Click Menu



PO / REQ QUICK VIEW

Note that the tax is 
included in the total



SHOW REQUISITION STATUS

Status Codes
A – Approved
R – Referred
C – Changed
W – Waiting 



INSPECT REQUISITION ENTRY



QUEUE MANAGEMENT OPTIONS



APPROVE REQUISITION



APPROVE REQUISITION WITH NOTE



APPROVE REQUISITION WITH NOTE



REFER REQUISITION



REFER REQUISITION



SET ABSENCE WHEN YOU’RE AWAY

Absence Notify
Yes – you’ll still receive email notice
No – you won’t receive email



FOR SUPPORT – EMAIL:
QSSSUPPORT@MARINSCHOOLS.ORG
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