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DOCUMENT TRACKING SYSTEM (DTS) 

Quickstart Manual 

 

1. How to Send a Document using DTS (page2) 

2. How to Receive a Document using DTS (page 32) 
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DTS Quickstart: How to SEND 

 

 

 

 

 

 
Note: This is a supplementary manual to the various trainings/orientations you have already received (see previous Attendance sheets & TPOs),  
you may also find the Full Policy TOO 4-2019 and DTS End User Manual (Internal) attached to the routed Treasury Memorandum dated 13 March 2019 with the subject 
"Document Tracking System Internal Module Parallel Run" in hard-copy and in your emails routed by CRMD 
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HOW TO SEND A DOCUMENT USING DTS 

 

After logging into your computer with your Active Directory credentials, 

Click to Open your web browser, preferably Google Chrome 
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Type in the following: DTS URL in the address bar:  

doctrack.treasury.gov.ph, and press Enter 
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Use your Active Directory (AD) Username & Password credentials: 

________@treasury.gov.ph,  

similar to what you used during login for your PC Workstation/domain, make sure to 

include ‘@treasury.gov.ph’. These are the same/synchronized 
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Once you have successfully logged in, you can see the folders you are authorized to view.  

To create a document as the sender/source/originator, find your folder under Repositories. 

Click Repository of your Service first, you will find your Division’s folder there. 



 

7 

 
You can only access your own Division’s folder and some files from your Service,  

but not other divisions in your own Service or other Services. 

Click your Division’s folder in the repositories. 
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Click on Create Record to Create a New Record aka Document/Record 

(for a newly scanned & newly barcode-stickered hard-copy) 
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When creating a new record, you will need to fill up the above fields: FILE 

NAME, DESCRIPTION, TAGS, DOCUMENT REFERENCE NO. AKA THE BARCODE 

NUMBER, SENDER, (INTERNAL NOT EXTERNAL), TYPE, SECURITY, PRIORITY 
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Enter File name & description 
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You may include Tags (like hashtags #tags) for easier Indexing, 

 these keywords will help you better search for the document in the future 
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Before moving to the Doc Ref No aka Barcode below, you must first Attach the Scanned file 

 (or first scan the document with the barcode sticker, if this has not yet been done).  

Click the box to search for the scanned document or drag the document from Explorer into 

the box. 
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Extra FYI: How to Attach Barcode Sticker & Scan Barcoded Document: Print, sign, stick, scan 
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Click the box to open the selector and then browse for your scanned 

document in your computer. Then click Open to Upload said file. 
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Instead of clicking the box, you may open, find, and locate your 

scanned document thru your Computer File Explorer browser, 

then click & hold the file with your mouse then drag into the box. 
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Once a valid document has been dragged into the box or 

uploaded, the box will turn GREEN with the filename. Next will 

be inputting the Document Reference No. aka Barcode Number. 
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Instead of manually typing the barcode number into the Document Reference Number field, 

First click on the field, then point the Barcode Scanner and “shoot” the Barcode Sticker in the 

hard-copy document. This automatically inputs or “paste” the document into the text field. 
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First click on the field, then point the Barcode 

Scanner and “shoot” the Barcode Sticker in the 

hard-copy document. This automatically inputs 

or “paste” the document into the text field. 
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Proceed with adding other details such as the Sender. 

If you are a Document Control Officer who is scanning/creating the documents for 

your co-worker, you may input your name or his/her name, whatever is appropriate. 
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IMPORTANT: The External is for CRMD use only, 

 remember to SELECT INTERNAL 
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Select Document Type: 
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Select Security: Confidential is reserved for CRMD’s External confidential Documents to 

management. Public means all BTr Employees-Internal security, not “public” outside BTr.  

Restricted is searchable only by the recipients or fellow Division/Service Members 

_______________________________________________________________ 
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Select Priority: 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

 

 

 



 

24 

 
With all the details required, you are now ready to Create Record.  

Click on the Green Create Record Button. 
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Wait while the system is creating the Transaction Record & uploading the document. 
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Congratulations! Your record or document has been created. 

Click on the red button to View Record. 
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This is your new document with barcode ready to be sent to receivers/recipients within the bureau. 

You can either pass or send the document to one or multiple personnel using the Forward button. 

You may also pass or send the document along a set path of recipients thru Add Trace button. 
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Forward Button: 

 
Type in recipients 
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Once selected recipients, add Description to include remarks/comments, etc. 
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Your Record/document has been forwarded via the system, you may physically 

transmit the accompanying hard-copy of the document for them to receive. 
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You may track the status and history of the document at the Review History tab. 

You can use this to follow-up on the recipients. 
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DTS Quickstart: RECEIVE 
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HOW TO RECEIVE A DOC USING DTS 

 

After logging into your computer with your Active Directory credentials, 

Click to Open your web browser, preferably Google Chrome 
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Type in the following: DTS URL in the address bar:  

doctrack.treasury.gov.ph, and press Enter 



 

35 

 

Use your Active Directory (AD) Username & Password credentials: 

________@treasury.gov.ph,  

similar to what you used during login for your PC Workstation/domain, make sure to 

include ‘@treasury.gov.ph’. These are the same/synchronized 
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Click on the Notification 

(or, if the security settings permit it, search for the Document using the Searchbar or the 

Barcode Scanner on the sticker to be searchable) 
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Click on the Document Review to RECEIVE (or Reject)  
and even MANAGE the Document (if permitted or direct recipient) 
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Select status to Receive or Reject or further Manage the document if needed. 
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Select Status: Doc Control Officers can only Receive or Reject on behalf of Recipient 
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Input any remarks if needed then press the green button to SAVE. 

 



 

41 

 
Press the orange button to close/return. Change Again button allows you to edit the 

status as long as the others have not responded yet. 
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Congratulations! You have received the document. You can observe the Document 

Review status as Received and who else has “seen” the document. 
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You may click on Review History to track the review details. 
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Review Details indicate that you have changed the status to Received. 
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Beyond: You may forward the document you just received. Or Even Upload Attachments 

or supporting documents, or a “new version” of the document for changes/signatures 


