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Login Page 

This is the Login Page of Document Tracking System. Input the correct Username and Password to 
access the system 
 
 

 
Dashboard 

After Logging-in in the system, you will see the 4 Main Modules of the system which is Dashboard, 
Section Manager, My Groups and Review Logs. Viewing of Recent Documents, Recent Sections, Shared 
Drive and Repositories are also viewable in the dashboard. 



 
 
 

 
System Notification 

System Notification is for notifying the employees such as Reviewing and Approving of Documents, if 
there’s a new record created in the group you belong, etc.  

 
When clicking the arrow down beside the user’s name, you will view the file storage capacity where you 
can monitor the used and free storage in your account. There are also 3 buttons below which are the (A) 
Account Settings and (C) Logout 



 
 
 

 
Account Settings 

When you clicked the Account Settings, you will see this interface where you can update your Personal 
Information and can upload profile picture 

 
 

 
Section Manager 

Section Manager has 5 sub-modules which are (A) Repositories (B) Shared Drive (C) My Documents (D) 
Archives and (E) Trash. Dokyumento Classifies Folders as sections. So whenever you 
create a section, a folder will appear 

 



 
 
 

Repositories 
Repository is a type of section(folder) that allows designated groups to access sections(folders) privately. 
Group managers and the Administrators are the only authorized person to create, update and delete 
sections (folders) inside the repository. 
 

 
You may now select the folder you want to move, copy or delete. After selection a dropdown near the file 
selection button will appear. Options such as delete, move, copy and deselect will be displayed once you 
tick the button 
 

 



 
 
 

 

 



 
 
 
Route the files to the recipients by selecting their user account then you may select “to be approved by”: 
All selected reviewers or At least 1 reviewer then add Subject and description for your document review. 
After that click save. 
 

 
Route the files to the approvers of documents, you can define user per approvers group. On the right side 
there’s a tick box which indicating that if it’s ticked, the user is primary approver. If all the Primary Approver 
approves the record, other approvers (not tagged as primary approver) will no longer able to approve the 
record 

 
 

Shared Drive 
Shared Drive sub-module is a public folder that is shared across to all users of the site. Administrators are 
the only authorized person to create, update and delete sections (folders) inside the shared drive. 
 
 



 
 
 

 
 

My Documents 
My Documents sub-module is a type section(folder) where you can use to accommodate your own files. 
Any user is able to create, update and delete sections. 
 

 
 

Trash 
Trash sub-module is where all your deleted sections and records will be stored 
 
 



 
 
 

 
 

Review Logs 
To generally see your document reviews, you can access it by going to review logs. You can view the 
documents assigned to you and the documents you have assigned to others. This module will enable you 
to manage the documents based on their status. Just select your view and status for your desired view 
 
 

 


