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SectionsSections

Access QicWorks

Data
Do you use Xero, MYOB or 

QuickBooks?

Yes - Sync Data

Complete Account  Details
https://qicworks.com/settings/account

Complete Account  Details
https://qicworks.com/settings/account

1

Complete Account  Settings
https://qicworks.com/settings/setup

Complete Account  Settings
https://qicworks.com/settings/setup

2

Add Organisations (Multiple orgs only)
https://qicworks.com/settings/

organisations

Add Organisations (Multiple orgs only)
https://qicworks.com/settings/

organisations

3

Pull Data (From accounts package)
https://qicworks.com/settings > Connections

4

• Staff
• Contacts
• Pay Codes
• Tax Rates
• Chart of Accounts
• Tracking Categories (Xero)

Setup Wizard
https://qicworks.com/settings/import

Setup Wizard
https://qicworks.com/settings/import

Manually Enter Data

Contacts
https://qicworks.com/business/contact

Contacts
https://qicworks.com/business/contact

Staff
https://qicworks.com/business/staff

Staff
https://qicworks.com/business/staff

• Staff
• Contacts
• Pay Codes
• Tax Rates
• Chart of Accounts
• Departments
• Classifications
• Materials
• Resources
• Net Cost Table

Import Via Templates

Pay Codes
https://qicworks.com/settings/payroll

Pay Codes
https://qicworks.com/settings/payroll

Tax Rates
https://qicworks.com/settings/taxcodes

Tax Rates
https://qicworks.com/settings/taxcodes

Chart of Accounts
https://qicworks.com/settings/coa

Chart of Accounts
https://qicworks.com/settings/coa

Departments
https://qicworks.com/settings/departments

Departments
https://qicworks.com/settings/departments

Set Tracking Categories to Departments
https://qicworks.com/settings/departments

Set Tracking Categories to Departments
https://qicworks.com/settings/departments

No

Add Resource Classifications
https://qicworks.com/settings/costs

Add Resource Classifications
https://qicworks.com/settings/costs

5 Add Resource Classifications
https://qicworks.com/settings/costs

5

Add Net Costs (buy)
https://qicworks.com/settings/buycost

Add Net Costs (buy)
https://qicworks.com/settings/buycost

6 Add Net Costs (buy)
https://qicworks.com/settings/buycost

6

Create Cost Tables (sell)
https://qicworks.com/settings/

pricingtable/rates

Create Cost Tables (sell)
https://qicworks.com/settings/

pricingtable/rates

7
Create Cost Tables (sell)

https://qicworks.com/settings/
pricingtable/rates

7

Add Cost Structure (WBS)
https://qicworks.com/settings/wbs

Add Cost Structure (WBS)
https://qicworks.com/settings/wbs

8 Add Cost Structure (WBS)
https://qicworks.com/settings/wbs

8

Set Pay Rules
https://qicworks.com/settings/rules

Set Pay Rules
https://qicworks.com/settings/rules

9 Set Pay Rules
https://qicworks.com/settings/rules

9

Configure Staff
https://qicworks.com/business/staff

Configure Staff
https://qicworks.com/business/staff

10 Configure Staff
https://qicworks.com/business/staff

10

Create a Job
https://qicworks.com/work/jobs

Create a Job
https://qicworks.com/work/jobs

• Setup Job Financials
• Setup Job and Task Templates
• Setup Task Categories (if required)
• Setup Notifications

Rev 04/12/2020

Preferred Method

This road map will assist with setting up QicWorks ready to:-

• Create Jobs and Tasks to push to your staff via website, timeclock or mobile app

• Set estimates and budgets to track your Job Costings

• Approve Timekeeping/Payroll before pushing to your accounting package

• Create Purchase Orders and collect Expenses

• Invoice Customers

• Job Financials can be tracked and reported against using your own Cost Structures 
(Work Breakdown Structure)

• And much more….

We are happy to setup your account for you or assist in the setup process. 

Simply reach out at admin@qicworks.com to get started today.

Note: QicWorks is a full featured product. This road map will provide the basis for all 
other modules and functions.

This road map will assist with setting up QicWorks ready to:-

• Create Jobs and Tasks to push to your staff via website, timeclock or mobile app

• Set estimates and budgets to track your Job Costings

• Approve Timekeeping/Payroll before pushing to your accounting package

• Create Purchase Orders and collect Expenses

• Invoice Customers

• Job Financials can be tracked and reported against using your own Cost Structures 
(Work Breakdown Structure)

• And much more….

We are happy to setup your account for you or assist in the setup process. 

Simply reach out at admin@qicworks.com to get started today.

Note: QicWorks is a full featured product. This road map will provide the basis for all 
other modules and functions.

• Link Classifications
• Set Earning Profile (If using payroll)

• Configure Materials
• Configure Resources
• Set Rates

• Set standard working hours and pay rates for each 
shift pattern

• Set your customised Cost Structure(s) to track 
against

• Set Cost Tables by sites, projects or customers

• Configure Classifications
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