
PAPERLESS OPERATION 
FOR QUALITY CONTROL

COUNTY OF SAN DIEGO



OVERVIEW

• County of San Diego’s initiative to go paperless

• Quality Control (QC)- Self Sufficiency

• Background & Development

• Functionality

• Benefits



BACKGROUND

• Going Green

• Impacts of going paperless

• Ongoing timelines/milestone of paperless

• From DORES to CERMS



DEVELOPMENT OF QDOCS

• Project Timeline

• Participants

• Workgroup Timelines

• Quality Control system needs



QDOCS

• Electronic Records Management System (ERMS) – Training started in 9/2017

• Qdocs first release for User Acceptance Testing 9/2019

• Official launch 12/2019



QDOCS

• Review recognition



QDOCS

• Search results



QDOCS

• Indexing



ELEMENT NUMBERS

• Determine order of documents

Two Types of Element Numbers

• Identify a condition of eligibility for SNAP or CalFresh- Federally recognized

• Assigned by reviewer based on desired order of documents



ELEMENT NUMBERS CONTINUED

• Sort Order



ELEMENT NUMBERS CONTINUED

• Document Stamping

150



STRUCTURE & SEQUENTIAL ORDER

• Transmittals 

• File Structure Guides



CREATION OF SUBMITTAL PACKETS

• Pencil folders vs Qdocs submittal packet

• File (PDF) editing

• Peer and Supervisor Review

• Final Version



CONFIDENTIALITY

• Qdocs is ONLY viewable by Quality Control staff

• Security Matrix for user roles

• Pencil file vs digital PDF



FILE RETENTION CAPABILITIES

• 48-month retention period

• Reviews prior to the 2020 FFY converted to electronic format

• Electronic purge process 

• Reporting and purging QA



FILE RETENTION CAPABILITIES CONT.

• Repurposing real estate



CHALLENGES

• System slowness

• Lack of written processes

• Resistance



ENHANCEMENTS

• Search feature  expansion to nine digits including special character 
compatibility

• Extended look back period

• Email notification

• Reporting capabilities 

• Purge process



BENEFITS

• Going green - paperless

• Readily available for staff and supervisors 

• File sharing availability

• Secured repository only available to QC Staff

• Audits

• Getting rid of file cabinets (reclaiming space) 



QC LEADERSHIP TEAM

▪ 26 Reviewers

▪ 5 Supervisors

▪ 3 Program Specialists

▪ 1 Administrative Secretary

▪ 1 Manager



QUESTIONS



CONTACT INFORMATION

Ida Bell, Chief Eligibility Operations
Ida.Bell@sdcounty.ca.gov

Eric Rubio, Human Services Operations Manager
Eric.Rubio@sdcounty.ca.gov

Sonia Guaderrama, Program Specialist II
Sonia.Guaderrama@sdcounty.ca.gov


