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QUANTUM: DOCUMENT DIGITISATION GUIDE 

This guide describes how to register an invoice received taking advantage of OCR (Optical 

Character Recognition) functionality.  

 

The OCR tool allows you to digitize and extract information from documents (such as invoices 

or tickets/receipts), facilitating their integration into the system without the need for manual 

data entry. This streamlines accounting and administrative processes, reducing errors.  

 

To import accounting documents into the Quantum application the following steps must be 

followed: 

 

1. Go to the Document Digitization/Introduction section: 
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2. Click on the Import box and select the document to enter into the system. 

 

 

Once the document is selected click "open", and the following message will appear during the 

import process: 

 

 

Alternatively, documents can be dragged directly.  
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3. Once the documents have been uploaded, the screen will display "Intro/Classification" 

awaiting processing. 

 

 

 

By default, this screen displays documents pending posting. However, using the filter in the 

top bar, documents can be filtered by creation date, type (invoices received, issued, payroll, 

etc.), or their accounting status (posted or not). 

At the bottom right of the screen, there are two options: "Split Pages" and "Put Pages Tgt." 

 

These options allow multi-page PDFs to be uploaded so that pages can be separated within 

the program. It is important to note that the program separates pages, not invoices. Similarly, 

if multiple documents belonging to a single invoice are uploaded, the " Put Pages Tgt." option 

allows grouping into a single document for registration.  
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4. There is a shortcut to enter the document submission section that shows the number of 

documents pending registration:  

 

 

5. Once the PDF document has been imported, it can be posted. A window will open with the 

scanned document on the left and the information that the system has detected on the right.  
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After verifying that all the imported invoice data and the breakdown of the taxes is correct, 

click on "confirm and count" to record the invoice so that it can be included in the 

corresponding tax returns. After this, the invoices can be reviewed in the "income/expenses" 

section.  

 

 

 

 

 

 

 

 


