QASoftware HOW TO:
Get Started with QDMS Quickly

This set of instructions is provided to enable those familiar with installing software to get up and running with
QDMS fast. The QDMS Guided Tour is highly recommended as the best way to become familiar with how
QDMS operates, and also includes complete i nstallation instructions. These Quick Start instructions however,
contain the key steps to installing and setting up QDMS.

Minimum Requirements

An Intel® Compatible Pentium PC, 64MB RAM, 30MB free Hard Disk space, Windows 9x. NT, 2000, or XP,
Microsoft Internet Explorer 4, a screen resolution of 800 x 600.

Installation of QDMS

1. Insert the QA Software CD and if it auto loads, simply click the Install QDMS option at the QA Software
menu and follow the installation instructions. QDMS will be installed in C: \Qasoft\Qdms\ by default.
2. A short cut icon on your desktop will have been created to access C: \Qasoft\Qdms\Qdms.exe

If the CD does not auto load:

3. Using Windows Explorer locate the D: \Qdms\Disk1 folder and double click on QDMS.msi
4. Follow the install instructi ons as above.

If you downloaded QDMS from the Internet:

5. Using Windows Explorer double click on the QDMS.msi file downloaded.
6. Follow the install instructions as above.

Running the QDMS System

7. Double click the QDMS icon on your desktop. (Or use Start | Programs | QA Software | QDMS).

8. Atthe login screen, the User ID = QA and the password is also QA.

9. Select the Demonstration project by double clicking on the Project Name and you will be located at the
Quick Menu. This is the starting point for all QDMS acti ons.

Evaluating QDMS

The best way to evaluate QDMS is to work through the Guided Tour. This document is located in the
D:\Valupack\Guided Tours folder on the QA Software CD. It is highly recommended that you print this document
out and work through the Sim ple Guided Tour. You will discover how to:

Register Documents into QDMS
Setup the QDMS Address Book
Generate Transmittals

Receive Revised Documents
Manage Transmittals Pending
Transmit Revised Documents
Generate Reports and more.

Creating a project

Each project in QDMS is stored in a separate set of database tables. Hence each project must be “Created”
before you can start processing documents.

10. From the File menu select the Project — Create New .
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11. Navigate through the wizard completing details about your new project as requested.
12. QDMS will inform you when the project is created and will automatically position you in the new project.

You are now ready to start registering documents in to the Master Document Register, to start adding contacts to
the Address B ook, and to start generating Transmittals to distribute documents.

Creating new users

Security in QDMS is controlled via User ID’s and passwords. You will need to create a User ID for each staff
member requiring access to the system.

13. From the Tools menu select Security — Users and Projects .

14. Click on the Create a New User button and complete the details about the new user. (Tip: Set the User ID as
the initials of the new user). The User should be allocated User Level 1 access at this stage.

15. Select the Projects that the new user may access by clicking on the Assign Users to Projects button and
select from the list of projects in the left pane by double clicking on them.

16. Return to the Quick menu and from the File menu, select Re -enter password to log in as th e new user.

Other Tips

17. The QDMS Address book accessed via View —Address Book. Recipients are structured as Companies and
Contacts within each company. Defaults to be used when transmitting documents to recipients can be
defined via the Default Details tab on the Contact Details page.

18. There are many attribute tables in QDMS to be configured. See View —Miscellaneous and populate the
miscellaneous tables such as Disciplines and Types as required.

19. The Quick menu can be customized per User. Close the Quick menu ( bottom left close button) and then use
Tools—Customise menu.

Installation of QVIEW

QVIEW is QDMS'’s optional integrated CAD viewer which is purchased as an add on module. To evaluate
QVIEW you will first need to install it as follows:

20. Insert the QA Softwa re CD and if it auto loads, close down the auto loaded screen.

21. Using Windows Explorer locate the D: \QView\Disk1 folder on the CD and double click on Qview.msi

22. Follow the on screen setup instructions.

23. Run QDMS and from the Tools menu, select Options and the Program Defaults. Click Edit and select the
viewer as QVIEW. Then click Save.

Support

If you are having any problems with getting our software installed or getting started, please don't hesitate to
contact our Technical Support Division by Phone: +61 (2) 6680 9482, Fax: +61 (2) 6680 7877.
Email: support@qga-software.com

Feedback

We are always interested in your comments and suggestions for future improvements in our products and
services. Please email any co mments that you have to feedback@ga -software.com or Fax: +61 (2) 6680 7877.
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