QCC REQUISITION ROUTING




REQUISITION APPROVAL PROCESS OVERVIEW
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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 QuickView
= Show Requisition Status

= |nspect Requisition Entry

"  Process the requisition using one or more of these options:
= Approve
= Approve with Note

m  Refer to Prior Queue.



&

QCC SYSTEM FOR ADMINISTRATORS e

= |ntroduction
. 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 |5 days before
that happens.

% Login - QSSAutoUp [15][Net4][Net3.5](3425) Ver: 1.48.1 5/20/2016 8:12:41 AM =

User Name: [ADMB1YS

Pazsword: |mu=-w1
Login |
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2 QS ControlCenter 91 - Marin County Offic... S| eS|

File View VYear Messages Window MNews Help+Video = This Window is your ‘Main Tree,.
Fawvorites . . .
i = ®  The size and location can be adjusted.
l_:_| Print Manager | Job Menu / Utilities .
]
_______ B ot e 157000 The folder icons expand and collapse
_______ 2= Job Men a portion of the main tree.
= Finance
....... $= Finance Job Menu = Options within each folder will launch
E3-{/ 4 [ Purchasing a separate window.
B
B Lookups = Requisition Approval Queue
------ ‘-"C:}il Account Lookup q PP Q
b 739 Vendor Lookup -
= Human Resources f Payraoll GO 9
. Absence Tracking - Flnance 9
= AP/Purchasing =
= Purchase Orders / Requisitions =

Last Run: 08/03; ¥r:2017 Dist:91 Site:1030 GS: W (8/3/2016 )

= Queue Management



&

QUEUE MANAGEMENT e

[ Purchase Orders / Requisitions 91 - MARIN COUNTY SCHOOL SERVICE FD m Lo o5 P

File  Options  Help+Video
2 I 88 I Iy

SeEE7EFES I0DA

Queue Management

f
Requisitions | o

Queue Management

Requisitions Waiting for Action

Se Req# Vendor Amount Added Del By Subt By Site Commodity PO App

Date RQ

AT Queue Name

Motes  Motes
W 02 170320 CORMUCOPIACATERING 1,052 50 | D8/03/2016 SECH1DA 1030 Yes Yes Yes | INFO SERVICES QUEUE

Select All I [ Clear All

|Pmﬁle: 11026 GUIPURCH: YYYQ11026 NNHNNY21045N YAY [¥r: 2017 Dist: 91 Site: 1030 G5: W | 8/4/2016 | 11:07:55 AM H
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QUEUE MANAGEMENT OPTIONS Ccemer

ﬂ Purchase Orders / Requisitions 9] - I}.'MRI SUNTY SCHOOL SERVICE FD

File  Options  Help+Video

A=EXREXKEZEXEES DOD0

Fg Queue Management Header Bar Menu e Orders
£

Queue Management

Requisitions Waiting for Action

Se Req# Vendor Amount E::ﬂeed nght-CI |Ck Menu PO ?\.I%i,es antes AT Queue Name
[ 02 170320 CORMNUCOPIACATERING 1,052.50 | 08/03/201¢ s
= Approve
= Approve with note
er
= Ref
o, Inspect
[Profile: 11026 GUIPURCH: YYYQ11026 NNNNY21045N  YAY |72 View | [¥r:2017 Dist: 91 Site: 1030 G5: W | 8/4/2016 [ 11:07:55 AM Lk

= Show

———

L' MNotes

|# Attachments 3




REQUISITION ATTACHMENTS

&

355 Control
Center

ﬂ Purchase Orders / Requisitions 91 - MARIN COUNTY SCHCOOL SERVICE FD

File  Opticns

AeEzXEREXzX7[EES 000

i (4
£ Queue Management % Requisitions Purchase Orders

Help+Video

Queue Management

Requisitions Waiting for Action

r N
Se Req# Vendor Amourt E::ﬂeed nght-CI |Ck Men u PO ?\.I%i,es antes AT Queue Mame
W 02 170320 CORMUCOPIACATERING 1,092 50 | D8/03/2016 N Yes Ves Yes | INFO SERVICES QUEUE

= Approve

= Approve with note

g Refer
Sel| m——F= o
o Inspect
[Profile: 11026 GUIPURCH: YYYQ11026 NNNNY21045N  YAY 5 View | [¥r: 2017 Dist: 91 Site: 1030 G5: W | 8/4/2016 [ 11:07:55 AM

» Refresh List

REQ - Seminars and Webinars for 2016-2017.pdf
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VIEW ATTACHMENT e

r B
[} Manage Attachments 91 - MARIN COUNTY SCHOOL SERVICE FD QSS!DASIS_ [EEN S

File  Options

ose |4 Tes| 1ew Attachment ttac cad File ttac Erence ange Reference ange Description elete Attachment =
Cl 24| Refresh View Attach Attach/Upload Fil MAttach Ref Change Ref Change D ipti Delete Attach [ .-

Doc D D Doc De inti T Upload Times Last Last Last Dist
Type oe Date scription ¥pe Date Viewed User Date Time 18
» mﬂﬂﬂﬂsﬂﬂl 08/03/2016 |Seminars and Webinars for 2016-2017.pdf |FDF 0&8/03/2016 | 0001 SEDR 08/03/2016 | 17:52 091

[ ¥r: 2017 Dist: 91 Site: 1030 GS: W | 8/3/2016 | 5:53:30 PM




PO / REQ QUICK VIEW

e Approve -

o

File  Export

B e palealen X *

= Approve with note

e Refer

Format

Portrait

&

355 Control
Center

~ Font Size: § + Left Margin: 1

Total Lines: 19

| PO/REQ Quick View
YTear: Z017 Regquisition Wo: 170320 Purchase Order No: 000000 Stores:
Vendor No/Rddr: 006428/00 CORNUCOPIR CRATERING
Site: 1030 InfoSwvs Submitted by: Lancaster / Aviron
Desc: Lunch for Trainings
Item Split Ordered/ Beceiwved Unit Unit Cost Total Cost Discount Tax Stock HNo
Sh :
= O 1 B 1.00/ 0_00 =2 1,000.0000 1,000.00 _oa 000000
01-0000-0-5B840.00-0000-7700-775—-405-000 100.0000% 1,000.00
_EE'H'EEI_ sandwiches, drinks, etc
==
A | o NI:ItEE Aocount Summary:
[ J Ln FDr RESC ¥ OBJT SC GOAL FUMNC LOC ACT GRP Amount
Attachments 1 01-0000-0-5840.00-0000-7700-775-405-000 1,092.50 .
Note that the tax is
included in the total
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SHOW REQUISITION STATUS e

ﬂ Purchase Orders / Requisitions 91 - MARIN COUNTY SCHOOL SERVICE FD

File  Options

r’FCIDsE \Q ol &3 _I | |\ notes [ Attachments

Requisition Number: 170320 Lunch for Trai Group: SITE/DEPT SITEOR DEPARTMENT
e Approve
. Ser Seq Suf Queue Rule User Date Time Status
&= APPFDH"E with note 00 01 00 SECS1DA SAUTO SEC91DA 08/03/2016 5:56p A
= 00 02 00 ACCT REVIEW SAUTO BIZS1PS 08/04/2016 10:38a R
Per your request, I'm sending this back so the
F";E'FEF vendor can be changed to Cornucopia.
E This expense will then be considered a catering

service and should be coded to cbject 5840.

_EE_ED.U.tE- Please revise and resubmit.

L 01 01 00 SECSIDA SAUTO SECSI1DA 08/04/2016 10:38a c
Chgd By: SECS1DA Date: 08/04/2016 Time: 10:42a
= Vendor FM: 00¢854 TO: 006428
L _'E In S'FI E':-t Account FM: 01-0000-0-4300.00-0000-7700-779-405-000
TO: 01-0000-0-5840.00-0000-7700-779-405-000
' . 0z 01 00 SECSIDA SECSI1DA 08/04/2016 10:43a A
=1 1'||I.| W Changes made.
02 02 00 ACCT REVIEW BIZ91PS 08/04/2016 10:46a A
02 03 00 INFO SERVICE 08/04/2016 10:46a W
muthorized Approvers:
DANE LANCASTER '
02 04 oo I8 C-LEVEL

Zuthorized Approvers:

UZTEE\ENAU[;AREﬁRCHASING Status COd es

Zuthorized Approvers:

NORLENE WIGMORE A - Approved

02 0& 00 ACCT APPROVE

Lit  Notes A Saien | TETOVERS: R — Referred

0z 07 00 PO ASSIGN
1 "!F F'utlﬁlj'IITIEI'ItE h‘ muthorized Approvers: C - Changed

MICHAFEL GHEBREGZIABRHER

02 08 00 PO PRINT W—Waltlng

Zuthorized Approvers:
NORLENE WIGMORE |

[ Show Histery Show Approvers Show Change Log

Printed: Times Printed:

II [¥r: 2017 Dist: 91 Site: 1030 GS: W | 8/4/2016 [ 11:09:31 AM _:




INSPECT REQUISITION ENTRY

&

355 Control
Center

-
ﬂ Requisition Entry

91 - MARIN COUNTY SCHOOL SERVICE FD

QSS)’OASISL [E=gEER==)

File  Options Help

Save and Return Save

e Approve

= Approve with note

g Refer

Inspect

View
A LU
= Show

—mreeb—
L' Notes
¥ Attachments

Save Draft r"#(:lose ﬁl_l Change

Inspect

Items :)—:; \ﬁo

J & U ) |\ hotes -

FY:17 RQ: 170320 PO: VE: 006428/00 CORNUCOPIA CATERING

Change Order: NfA Date Paid: N/A Date Printed: N/A |£| SEDA-08/04/2016-10:42:26

BRequisition
Reguizition: 170320 Purchase Order: Control #: warehouse: Stores Order:
VendoriAddr.  |<3»| 006428 |/ |OD4BPAULDRIVE #8 ~ Date: 08/03/2016
PO Type: |OP - OPEN PURCHASE ORDER v] Delivery By: Cenfirming: [u - No confimation message v]
Description:  Lunch for Trainings Tax %: 9.250 % Ship Te: 1030 [MCOE: Information Services (1030) ']
Submitted by:  Lancaster / Awiron Terms: Commedity: [ v]
Site: 1030 MCOE: Information Services (1030) - FOB: Attachment Req/PO: il
Buyer: Program: Misc Date: Misc:
Routing Group: |SITE/DEPT Reom: Discount: 000 % Shipping %: 00
Accounts
Add Row Delete Selected Row
In FD RESC Y OBJI 30 GORL FUNC LOC ACT GRP Percent Budget Balance
» 01-0000-0-55840.00-0000-7700-779-405-000 100.00 29,953.19

Address (00} |Add'rtiona| | Shipping I Beg Message | End Message

Vendor

CORNUCOPIA CATERING
48 PAULDRIVE #8
SAN RAFAEL, CA 94503

Remit

CORNUCOPIA CATERING
48 PAULDRIVE #8
SAN RAFAEL, CA 94503

| Profile: 11026 GUIPURCH: YYYQ11026 NNNNY21045N  YAY

[¥r: 2017 Dist: 91 Site: 1020 GS: W | 8/5/2016 | 3:49:55 PM




&

QUEUE MANAGEMENT OPTIONS Ccemer

[ Purchase Orders / Requisitions 91 - MARIN COUNTY SCHOOL SERVICE FD QSS/OASIS o o= S

File  Options  Help+Video

\_1% e e === iER A D

b (4
’7 Queue Management %Requisitions Purchase Orders
=

Queue Management

Requisitions Waiting for Action

Se Reg#  Vendor Amourt o Del By SubtBy Ste Commodty PO FPP_ NG AT Queue Name
W 02 170320 CORNUCOPIACATERING 1,052.50 | 08/03/201¢ N Yes Yes Yes | INFO SERVICES QUEUE
= Approve
= Approve with note
g Refer
A
|5 Inspect
[Profile: 11026 GUIPURCH: YYYQ11026 NNNNY21045N  YAY [ 2 View | [¥r: 2017 Dist: 91 Site: 1030 G5: W | 8/4/2016 | 11:07:55 AM _.:
= Show
—r—
L' Notes
|# Attachments 3
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APPROVE REQUISITION -

Center

[ Purchase Orders / Requisitions 91 - MARIN COUNTY SCHOOL SERVICE FD QSS/OASIS o o= S

File  Options  Help+Video

Qw%:c%@mmm FES 000

b (4
’7 Queue Management %Requisitions Purchase Orders
=

Queue Management

Requisitions Waiting for Action

Dat . ] RQ
Se RegH  Vendor Amourt Mdeed Del By Subt By Ste  Commodity PO m’es Notes AT Queus Name

| 3 0 0320 PIACA 03 0| 030 0 = Apprnve

= Approve with note
g Refer
e
b |

Vo

o, Inspect
[Profile: 11026 GUIPURCH: YYYQ11026 NNNNY21045N  YAY 3 View | [¥r:2017 Dist: 91 Site: 1030 G5: W | 8/4/2016 [ 11:07:55 AM Lk
= Show
—r—
L' Notes

|# Attachments 3
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APPROVE REQUISITION WITH NOTE =~ “ce®

[ Purchase Orders / Requisitions 91 - MARIN COUNTY SCHOOL SERVICE FD QSS/OASIS o o= S

File  Options  Help+Video

AeE«=)EEEEZ7ES 000

b (4
E Queue Management %Requisitions Purchase Orders
=

Queue Management

Requisitions Waiting for Action

Date ) ] App RGQ
Se Req# Vendor Amount Added Del By Subt By Site Commodity PO Mates  Notes

N | Yes = Yes | INFO SERVICES QUEUE

AT Queue Name

[ 02 170320 CORMUCOPIACATERING 1.092.50 | 08/03/201¢

= AElprmre

= Approve with note

g Refer

o, Inspect

[Profile: 11026 GUIPURCH: YYYQ11026 NNNNY21045N  YAY |72 View | [¥r:2017 Dist: 91 Site: 1030 G5: W | 8/4/2016 [ 11:07:55 AM Lk

= Show
—r—
L' Notes

|# Attachments 3
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APPROVE REQUISITION WITH NOTE =~ “ce®

[ Purchase Orders / Requisitions 91 - MARIN COUNTY SCHOOL SERVICE FD QSS/OASIS o o= S

File  Options  Help+Video

AeE«=)EEEEZ7ES 000

b (¢
E Queue Management %Requisitions Purchase Orders - -

File  Options

e taers Wty e At H Save |-5FCIDSE Q Bl _I ol

Requisition: 170320 Vendor: CORNUCOPIA CATERING

Queue Management

Date
Se Req# Vendor Amount Added Del By
| W 02 170320 CORMUCOPIACATERING 1,092 50 | D8/03/2016

2 lines remaining.

Need this processed ASAP. First order scheduled -
for B/10/16.

Select All

|Pruﬁle: 11026 GUIPURCH: YYYQ11026 NNHNNY21045N YAY

Yr: 2017 Dist: 91 Site: 1020 GS: W |B,|f5;'2ﬂ16 | 52544 PM
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355 Control

REFER REQUISITION Center

[ Purchase Orders / Requisitions 91 - MARIN COUNTY SCHOOL SERVICE FD QSS/OASIS o o= S

File  Options  Help+Video

diwElRlEaEEREEZ7 0 ES I0OA

i (4
£ Queue Management % Requisitions Purchase Orders

Queue Management
Requisitions Waiting for Action

Se | Reqft | Vendor D e Del By SubtBy Ste Commodty PO FPP_ NG AT Queue Name

Added
[ 02 170320 CORMUCOPIACATERING 1.092.50 | 08/03/201¢ N | Yes Yes Yes | INFO SERVICES QUEUE

= Approve

e AEErmre with note
g Refer

o, Inspect

[Profile: 11026 GUIPURCH: YYYQ11026 NNNNY21045N  YAY |72 View | [¥r:2017 Dist: 91 Site: 1030 G5: W | 8/4/2016 [ 11:07:55 AM Lk

= Show
—rp—
L' Notes

|# Attachments 3
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REFER REQUISITION Qs Contro

[§ Purchase Orders / Requisitions 91 - MARIN COUNTY SCHOOL SERVICE FD QSS/0ASIS [E=REE
1
File  Options  Help+VYideo i I
(s}
L

ZeEREEEEZ7 D ES I0DA

= HSave [—'*Clu:use ,g _j_j\_l_j
F Queue Management Requisitions A, Purchase Qrders File  Options

Requisition: 170320 Vendor: CORNUCOPIA CATERING

Queue Management

Requisitions Waiting for Action

Select gueue to refer requisition to:

Dat
Se Reg#  Vendor Amount Addeed Del By 5 Seq  Queue 1D Gueue Name

[l oo oo comvoorncireve oo e e IO 01 SECOIOA medlser

02 |ACCT REVIEW |ACCOUNTING REVIEW QUEUE

Select Al . | |

|Pruﬁle: 11026 GUIPURCH: YYYQ11026 NNHNNY21045N YAY 2 lines remaining

We negotizted & Z0% discount. Please adjust the -
requisition.

Yr: 2017 Dist: 91 Site: 1020 GS: W | 8/5/2016 | 5:14:57 PM
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SET ABSENCE WHEN YOU'RE AWAY =

[ Purchase Orders / Requisitions 91 - MARIN COUNTY SCHOOL SERVICE FD RESETENC

File  Options  Help+Video

El =2 o000

Eg Queue Management %Requisitinns
=

CGueue Management

r©

File  Options

H Save ’-*Close ,g

Setting Absence for User: SEC91DA

Se Regh Vendor Amourt Ri:leed

fosw]

081072016 -

Abzent Y-Yes w Absence End Date:

Absence MNotify: [I
Y - Yes I

[ ¥e: 2017 Dist: 91 Site: 1030 G5: W | 8/3/2016 | 5:57:18 PM

. 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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