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GETTING STARTED : 

LAUNCHING THE SYSTEM 

 

 

 

 

 

  

➢ Open Google Chrome installed in the computer. 

double click the icon. 
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After opening the Google Chrome app, click the textbox encircled 

in the image, 

and search https://etraced.depedbatanes.com 

 

`  

https://etraced.depedbatanes.com/


  

 6  |  P a g e  

 

SYSTEM HOMEPAGE AND ITS PARTS : 

 

 

 

 

 

 

 

  

 

  

This is the System Homepage. This will show after 

you successfully launch the system. Some of the 

parts/features are: 

1. This is the login or register page where you 

can sign-up as a user/admin or login as an 

admin/user. 

 
2. Download – is where you can download the 

whole application either android or 

windows. 

3. DEV – is where you can see the team that 

developed project E-TRACED 

4. About – this is where they show what this 

website is for. 

5. License – this is the license for the project 

E-Traced 4.0. 

6. 6. Restrictions – this is where you can see 

the software license agreements. 

7. 7. Manual – this is where you can use 

when your new to the website.  

 

 

 

 

 

SCROLL 

DOWN 

FOR 

MORE 1 

 8. Forgot Password – this is 

where you can reset your 

password that you’ve forgotten. 

2 3 4 

5 6 7 

8 
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GETTING STARTED: for Admin  

To get started fill up the user/admin login  
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➢ After finish signing/logging in you will end up in the Administrative 

Dashboard User Interface page. 
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In this page you can also view the received document, the sent 

document and the created document. 
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DASHBOARD 

 

  

➢ DASHBOARD – this is where you can view the document transaction chart 

and the document types process and tracking chart. (images in the next 

page) 
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➢ After clicking the dashboard icon you will end up with the Documented 

transactions chart and the Document types processed and tracked by the 

account.  
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ADD NEW DOCUMENT 
 

  

The add new document icon is where you can add new documents 

to the system. 
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Step 1: Open the Create Document Page 

• Click Add New Document from the top menu. 
• The Create Document form will appear. 

Step 2: Fill in Setup Document Details 

Complete all required fields marked with *This field is required. 

1. Source Type 
o Select where the document came from (Internal only). 

2. Document Type 
o Choose the type of document from the list. 

3. Priority Type 
o Select the urgency level of the document. 

Step 3: Enter Communication Details 

1. Subject / Name 
o Enter the document title or subject. 

2. Description 

o Write a brief explanation of the document. 

3. Proponent 

o Enter the name of the person or office submitting the document. 
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Step 4: Save the Document 

• Click   Create Document to submit the form. 

• The system will automatically generate a Document Number. 

Other Buttons 

• Clear All – Clears all entered information. 
• Cancel – Cancels the process and exits the page. 

Created Documents Section 

• Located on the right side of the page. 

• Displays recently created documents with: 

o Document Number 

o Subject 

o Description 

o Date Created 

• Use this section to confirm successful document creation. 
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VIEW OPEN  DOCUMENT 

The view open document is where you can view the open documents. 

➢ If the document is red then that means the document has exceeded its 

maximum processing days 

➢ If the document is white then that means the documents is already received 

and still at the unit and you can also preview the document by clicking the 

blue button at the end of the document. 

➢ If the document is green then that means the document is pending for 

receive and you can also open the document by clicking the green button  

Open 

document

s 
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VIEW CLOSED DOCUMENT 
 

 

  

This is the view closed documents icon where you can view all the 

closed documents in the website.  
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How to Access 

1. From the top menu, click View Closed Document. 
2. The Review Closed page will open. 

Page Features 

1. Records Display 

• Use the records dropdown (e.g., 10 records) to select how many documents are 

shown per page. 
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2. Search Box 

• Use the Search field to quickly find a document by: 

o Document Number 

o Subject 

o Document Type 

Document List Information 

Each row shows the following details: 

• Document No. – Unique document reference number 
• Source – Origin of the document (Internal / External) 
• Document Type – Category of the document 
• Subject – Title or purpose of the document 
• Priority Category – Priority level of the document 
• Closed By – User who closed the document 
• Date Created – When the document was created 
• Date Closed – When the document was completed 

Review a Closed Document 

1. Locate the document you want to review. 

2. Click the Review button in the Action column. 

3. The document details will open for viewing. 

  Closed documents are read-only and cannot be edited. 
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DOCUMENT TRACKING. 
  

This is the document tracking icon. 
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How to Access 

1. Click Document Tracking from the top menu. 

2. Select a document from the list. 

3. Click View / Track to open its details. 

 

 

Click here to 

view more 

details of the 

document you 

are looking for. 
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Document Information Section 

This section displays the basic details of the document: 

• Document Number – Unique reference number 

• Document Status – Current status (Open / Closed) 
• Category – Type of document 
• Beginning Department – Office where the document 

started 
• Date Created – When the document was created 
• Currently At – Current office handling the document 

• Last Activity – Last action date and time 
• End-User – Assigned user 
• Processing Type – Priority and allowed processing days 

• Subject – Document title 

How to Track Document Progress 

1. Review the Document Status at the top. 

2. Check the Traces of Document table. 

3. Follow the sequence of actions to know where the document is and what 

has been done. 
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E - MESSENGER 

 

 

  

This is the E-messenger of E-Traced, this feature is used for 

chatting through other logged in users. 
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Page Overview 

The page is divided into two main sections: 

1. Individual Chat (Left Panel) 
2. Group Chat (Right Panel) 

Individual Chat (Left Panel) 

How to Send a Private Message 

1. Use the Search user box to find a person. 

2. Check the user’s Status (Online / Offline). 

3. Click the Message button beside the user’s name. 

4. Type your message and send. 
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Group Chat (Right Panel) 

How to Send a Group Message 

1. Click inside the Enter message… box. 
2. Type your message. 
3. Click Send. 

Group Chat Features 

• Messages are visible to all users in the group. 

• Sender name, message content, and timestamp are shown. 

• Emojis and reactions may be used (if enabled). 
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REPORTS 

 

  

This is the reports icon if you click it 4 options will pop up/down, 

the user performance, document tracking, document source 

type, and the individual performance. 
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The user performance I where you can see the user’s personal 

details and the user’s performance. (Seen in the image below) 
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Click here to 

view more 

details 

This is the document tracking icon, clicking it will lead you to the 

document tracking report page. (sample image above) 
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Select Date Range 

• Click the From date field and choose a start date. 

• Click the To date field and choose an end date. 

• The report only displays data for the selected period. 

    If no dates are selected, the message “No data available. Please select a date range.” 

will appear. 

 Filter the Report 

• Click the Filter Report button. 

• The system will load the document source types and their record counts based on the 

selected dates. 

View Results 

• The results appear under Document Source Types Count. 

• Columns displayed: 

o Source Type – Type of document source 

o Record Count – Total number of records for that source type 
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Print the Report 

• Click the Print Report button to generate a printable version of the report. 

Notes 

• The default data range is from the beginning of transactions up to the current date, 

but a manual date selection is required to display results. 

• Ensure valid date entries before filtering or printing. 
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•  The User’s Individual Employee’s Performance Report shows the total number of 

internal documents handled by an employee within a selected date range. 

• Select a From and To date to define the reporting period. 

• Click Filter Report to display the employee’s performance data. 

• The summary section shows the total documents created, transferred, received, 

closed, and re-opened by the employee. 

• The breakdown section displays the same information grouped by internal document 

type. 

• Click Print Report to generate a printable copy of the report. 
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REPORT A BUG 

 

 

 

 

 

 

TRANSACTING CUSTOMER FEATURES: SHARE 

YOUR EXPERIENCE 

•  The Report a Bug feature allows users to report 

system errors or issues encountered while using the 

system. 

•  Read the instructions shown on the screen before 

submitting a report. 

•  Type the details of the error or bug in the text box 

provided. 

•  You may write your report in Ivatan, Tagalog, or 

English. 

•  Click Send to submit the bug report to the system 

developer. 

•  Click Cancel to close the window without sending 

the report. 
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Share your experience system. 
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View System Rating 

• The overall system rating is displayed at the center (e.g., 3.7 / 5). 
• Below it, you can see the total number of reviews submitted. 
• Star icons represent the average rating. 

Rating Breakdown 

• On the right side, you will see a star rating breakdown: 

o       (5 stars) 

o      (4 stars) 

o     (3 stars) 

o    (2 stars) 

o   (1 star) 

• Each bar shows how many users gave that specific rating. 

Submit a Review 

1. Click the “Rate/Review the System” button. 

2. Select the number of stars (1–5). 

3. Enter your comment or feedback. 

4. Submit the review. 

  Your rating will be included in the system average once saved. 
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Icons and Functions 

    Notification Icon 

• Shows system notifications and alerts. 
• A red badge (e.g., 1) indicates unread notifications. 
• Click the icon to view notification details. 

      Message Icon 

• Opens the internal messaging or email inbox. 
• Allows you to view received messages. 
• Click to read or respond to messages. 

 

Menu Options and Functions 

1. Update Profile 

• Allows you to update your personal information. 

• You may edit details such as name or other profile data. 

• Click Save after making changes. 

2. Change Password 

• Used to update your account password. 

• Enter your current password. 

• Enter and confirm your new password. 

• Click Submit to apply changes. 

  For security, use a strong password. 
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Menu Options and Functions 

1. Update Profile 

• Allows you to update your personal information. 

• You may edit details such as name or other profile data. 

• Click Save after making changes. 

2. Change Password 

• Used to update your account password. 

• Enter your current password. 

• Enter and confirm your new password. 

• Click Submit to apply changes. 

  For security, use a strong password. 

3. Report a Bug 

• Use this option to report system errors or issues. 

• Provide a clear description of the problem. 

• Submit the report for system administrators to review. 

4. Log Out 

• Safely exits your account. 

• Always log out when using a shared or public computer. 

 


