
Read and Comprehend - Application 1 

 

Read and Comprehend - Application 

When a document is distributed, an E-Mail will be sent to all Copyholders and Notified individuals. This will include a 

file to locate the record in the desktop application and a link to open the record in the web version. 

 

 

 

 

 

 

 

 

 



Read and Comprehend - Application 2 

 

Documents which require acknowledgement can also be identified without receiving an E-Mail by opening the Q-

Pulse application and then opening the Documents Module from the front Launch Pad. 

 

  



Read and Comprehend - Application 3 

 

This will then open a new window for the documents module, in the top left hand corner of this window the actions 

associated with your account will be listed. 

 

A number of different actions may be displayed and the numbers to complete for each will appear in brackets 

beside, in this instance it is the “To Acknowledge” action which is of interest. Double click on this to perform a search 

which will return a list of all documents to acknowledge. 

  



Read and Comprehend - Application 4 

 

 

When the search completes and the documents are listed, each record can be opened by double clicking on the line 

or the document itself can be downloaded and opened by clicking on the title which will appear in blue underlined 

text. 

 

You will then need to acknowledge receipt of the document, when you open the record for the document in Q-Pulse 

you then expand the “Distribution” tab, highlight your name and on the right hand side there will be a button to 

acknowledge receipt. 

 

Once this has been clicked, an acknowledgement date will appear beside your name. 

 


