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Quick Start Guide to QCC – Accounts Payable/Purchasing 
 

Login to QCC. Your username is ALL CAPS. 

 

  
 
 

 

Print Manager/Job Menu/Utilities: 
Open Print Manager (LSPOOL) to view or print 
your reports. Remember that if you run a report 
in traditional QSS you must be logged in as the 
same user in QCC to view it. 
 
Open your Job Menu to search (in grid view) for 
any report within the system. You can also run 
reports from Job Menus (such as Finance or 
Payroll) within modules. 
 
Finance: 
AR – No Invoicing is where you will create and 
post cash to Receivables. 
 
You will find your Extract/Print/Update Purchase 
Orders and A/P Prelist reports in the Finance Job 
Menu 
 
Journals, Transfers is where you will enter Cash 
Deposits. 
 
AP/Purchasing: 
Accounts Payable (page 16) contains PO 

Payments, Pay Voucher Payments, Travel Claims, 
Credit Memos, Revolving Cash, Set up Payables, 
Payables Payments, and Liabilities. Also Move/Hold 
Payments, 1099 Maintenance and Approve Due Date 
Payments. 

AP Batch Maintenance is where you will open a 
new batch (page 15). 
Purchase Orders/Requisitions is where you will 
create new POs (page 6). 
Vendor Maintenance is where you maintain 
vendors and lookup vendor history (page 2). 
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VENDOR MAINTENANCE: 
To lookup Vendor Activity, change or add a vendor, open your Vendor Maintenance 
 screen. 

 

 
 

To lookup a vendor, click the Search button.  
 
 

If you were adding a new vendor, you would select the 

Add Vendor button. Note that a vendor number is 

assigned once you click the save button.  
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Fill in vendor information and click the search button again. 

 
To make changes to the vendor, click the Vendor Maintenance button. 
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To make changes, click Change Vendor. Make sure to save  your changes before exiting. 

 
To lookup vendor history, click Vendor Activity. 
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You can scroll through Vendor Activity, or click on one of the payments to view detail. 

If the dates are correct, click OK to continue. 
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PURCHASE ORDERS/REQUISITIONS: 

To create or change a Purchase Order/Requisition, open your Purchase Orders/Requisitions screen. 

 

 

To search for a Requisition/PO, click the 
Search button. To add a Requisition/PO, click 
Add. 
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Adding a Requisition/PO: 
When you click the Add button, this window will open: 

 
 

Enter information for your Requisition/PO: 

 
 

The Requisition and Purchase Order numbers will fill in once you save the new Requisition. To choose a Vendor, click the 
binoculars. Search for your vendor, and then choose the Return Vendor button.

 
Then fill in the account information as you would on the first screen in QSS (traditional). 

 
 

Fill in fields as you would in the traditional system (QSS).  
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Then click Items to go to items as you would in QSS.
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Instead of hitting return and updating, or paging forward to enter a new item, you will be 
clicking Main/Save, Main, or Add Item.  
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Once you have entered your PO, you can print a Purchase Order Prelist from the Finance Job Menu. 
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To print your PO, go to the Finance Job Menu and choose Extract/Print/Update Purchase Orders: 

 

 
 
 
 
 
 
 
 

 
Fill in the parameters for 
Extract/Print/Update 
Purchase Orders the 
same way you would for 
Extract and print P.O.’s in 
the traditional system. 



12 
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To print your PO, choose the 
print icon. 
 
A print dialog box will open. 
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You can choose, under 
Format File, either 
Special Form Handling 
or **No format file 
selected**. Special 
Form Handling will print 
perfectly but you will 
have a blank sheet of 
paper between each 
page of the PO. 
 
 
 
 
 
 
 
 
No Format File will 
allow you to customize 
your form.  
 
 
 
 
If you choose **No 
format file selected** 
then change your font 
to 11.5 and make sure 
the Print Orientation is 
Portrait. 
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AP BATCH MAINTENANCE: 

To open a new batch, open AP Batch Maintenance. 

 

 
 
 
 
 
 
 
 
 
 

Click on Add Batch (most of us 
use 1 to 8999). 
 
 
 
 
 
 
 
 
 
 

 
Enter your Description and 
enter your batch number if you 
do not have auto numbering. 
Then click Save and Return to 
add your batch (the system will 
assign a batch number if you 
have auto numbering). 
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ACCOUNTS PAYABLE: 

To add payments to a batch, open Accounts Payable. 

 

 
To make a PO Payment, click PO Payments. 

 
 
 

You can make PO Payments, Pay Voucher 
Payments, Set up Payables and make 
Payables Payments here. Click on what you 
would like to do. 
 
 
 
 
 
 
 
 
 
You can either add a PO Payment or search 
for a previous payment. Or, you can view PO 
info by entering the number and clicking 
View. 
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If you need to change a PO Payment, search for the payment, and click the Change PO Payment button. 

 
 

Enter your PO Payment as you 
would in the traditional system. 
Although it looks different, you 
are entering the same 
information. 
 
Save and Return when you are 

done.  
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To make a Pay Voucher payment, click on Pay Vouchers. 

 
To add a payment, click on the Add button. To change or inspect a payment, search for it above. 

 
Select a payment and click to open. 

 

If the payment 
hasn’t run yet, you 
can change it by 
clicking the Change 
button. (It won’t be 
grayed out). 
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Add Pay Voucher Window: 

 
Once you have entered your PV and PO Payments, open Finance Job Menu to print your AP Prelist. 
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Fill in parameters as you would in QSS and run the report by clicking Submit Job.  
Go to Print Manager to print or view your prelist. 


