
lterubtir ot tlrs Slritiplineg

DrTurtment of Gturmior
Resion Iv-A

To:

SCHOOLS DMSION OF QUEION PROVINCI

21 June 2021

DIVISION UE ORANDU'II
Dtl Ho.llgl, 8.2021

PILOT I PLEiIENTATION oF QUEZON ONLII{E DOCUIIIENT TRACKING SYSIEi'! (QODTSI
vERSION 2

OlCAssistant Schools Division Superir endents
Division Chi€,fs
Uniusec'tion Heds
o"h,i. q.h6^r. nieh.,t qImtui.^K

Elementary and Secondary School Heads
All Teaching and Non-Teaching Personnel
All OlheG Concerned

1. This Office announces the pilot implementation of Ouezon Online Document Tracking SFt€m

(QOOTS) Version 2 effective Jung 28,202r. QODTS is a w€Ebased sysiem thal will help to

lransparently manage the flow of documents and developed to improve the efficiency of the

Depaiiinenl o'i iiackifiE oi ,j.,cun'€nts.

2. OODTS Version 2 was designed to expand the scope of the system, aiming lo calsr wider

ac@unls rrom Division Level down lo Districl level lt welcomes a total number of 214 newly

creeted s..crtls eI Otlici3l Lbison Olrlcers trom diferent Congressionsl Distrids of,ering new

features such as:

2., online uploading of documents to be submitted in lhe Division Olfic€- Please be gided on

ttie L|pdated Document Flow attadted an this memoandum.

2.2 auto gei,eid,ed iepotts and ready to prir* DTS frafisrniital foffi.
2.3 dashboard of on-pro€ess, p€ndinq, and on-hold documenls.

2.4 dsshboard or lotal number of submitt€d documents

2.5 intensified follow-up syslem thru nEssage nolific€tion.

oEPEDAUEZO| ITM-SOS.O4.O09"003

I . t- ,.r l': i-: j.

ttulua
.?oal,,r

?r1{or,t.2r.t

"Oedtng PostlHlk&j. Insql ng I tovclions'
Addre$r Sltlo Eori, Brty. Talipan, Pagbil.o, queuon

Truntlln€ i: lo42) 7844366, (042) 78&0164, (042) 18d'o391,1042l,7a4432L

Em.ll Addre3s: qu.zon@dEpEd.gov Ph

wlb3lt!: rww.dep€dquezon.com.Ph

HE



Sspnhlir of tlr. lPfritiplinrs

Deoartmcnt of Giucation
Reglon IV-A

scHools DMsIoN oF Q{.|EZON PROVINCE

3. lt is expecled that old users from Division L€vel and new uaera from Congressional Oistric{ level

will efficiently and efiec{ively uiilize the system to provide conveoience to olr clienlelas end to

support to the new normal condition

4. For proper guidance. please see lhs follo,ving attechrnenls:

4 I Attachment No. 1 - OODTS Version 2 GeneEl Guid€lines

4,2 Attachment No. 2 - DepEd Quezon Updated Document Flow

5. Queries, feedback. and recommendalions may be sent to the Offciel Fecebook Group Chat of

Liaison Offcers lor proper aqlion.

6, lmmediste dissaminelion ot, and compliance with this memorandum is desired.

ELIAS A. ALICAYA, J *.,CIO ,f
Assislant Schools DNiston Supfrintender
Oflicer in-charge
Offic€ of ths Schcols Division SuperintendEnt

rcr,sop06/ZlEt21

oEPEOOUEZOT+TM-SOS3I{09-003

"Caeotlng Poiil!/lltlc', ln$hlng t ,p,v'llottl'
Mdrcrs: sitio Foi, 8rEy. Talip. n, Pagbilso, qu.lon
Trunldlne lt (042) 784t366, (M2) 784{164, (0421 7a4439r, lod,zl-ra14321
Emrll Add!$: quezoh@d€psd.aov.ph

webCtar www.depedquezon,com.ph
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tetuttir ot tlrr Slriliminri

Dewrtmeril of G}ltstion
Rcgion IV-A

scHooLs DIVISIoN oF QUEZON PROVINCE

ATTACHiIEiIT NO. 1

QODTS VERSIOI{ 2 GENERAL GUIOEUiIES

l. Log-h Plgs (A olficial Liaison CjficeIs arp hercby dirccfrd to encode the dfiumenb to tu
submittad in the Avision Ofrc€ ot Sub -Ofrces thru QODTS Version 2.)

Pa$won Change (/ ffer enteing usemame andp€ssr,vod f,s expacledthat dl use,/s alraedy

changed the &fault passwotd to st'oag one @ntaining numbers, synbols, uppercaef. and

lowercase letteB for your probction)

DEPEDOUE20N-TIJ[SiDS-Oa-OOa-OO3

2.

LOG-IN PAGE
httpr: /,/rvww.depadquezondtr,com, ph,/di3trict

'CPfrig Po$slbtln*t, InqtuIne l rovcdotu'
Addrr..: Silio Fori, BBy.Talip.n, Pagbilao, queron
Trunlltr. s: (042) 784-0365, (042) 784-0164, (O42) 7844391, (042) 784{321
EmallMdrers: q !,eron@ dep.d.gov. ph

Wctt tt : wuw.depedqu:ron.Gom.ph

HE



a4uttir ot rre.srili![lne,

De$rtmeirt of Glfltrtiorr
Retdo|l IV-A

SCHOOLS DMSIOI{ OF OUEZOI.I PROVINCE

3. Plsrword Rccovary (R8quires aclive smail to have email pasfliod nob'frcafnn)

,t. DTS D.rhbord (lt slr€,ws the real li,,e Gp,ts on &cumenls bat ofthold, on procars,

,{ocess€d Aansaclions, and tha tofE,l numbet of submitted d&ufftsnb.)

TIASO OTRCER OASHBOAftO

Eilil=

DEPEOOTIEZON-.II €O$ra{oe{OO

'c,eodng Po'st!,l/d!5, rrry/.hy ltu,,,talb,,d'
Mdrls.: Sttlo tori, 8rW. Talip.n, Prgbil.o, Qulron
T.unklln€ t: lO42) 784{366. l042l7s,'01g, lc,,2l7844397, lo42) 7e/432t
Em.ll lddr.ss: qu.zon@d!p.d€ov.ph
WaHte: wwudcaedqu€aon.com.ph

gE



Re{ublir ol tl,r Slrilrlpin?s

De[rrtmau of Clumtion
Reaion fV-A

SCHOOLS DWISION OF QUEZON PROVINCE

5- Submit Documents (Just click "Submit Documents" and duly a@ontpli9h lhe recessa/y

infg.malion .equired by fhe system then click lhe submit buflon. lnfoonation .equied arc as

fo ows)

1.1.1 Documeril Owner - The specific person who owns the documenl.
'1.'1 .2 Contact Numb€r and Email Addre$ - Write the cpntacl number and 6mail

address of the document owner.
'1.1.3 PSDSlSchool Head Contast l{umber
1.1.4 PSDS/Schqol He.d Emall
1.1.5 Numbsr of Pag€srEnveloperrFolder3
1.1.6 Do€ument Type - Drop-down list provided.

1.1-7 Level- Drotrdown list provided.
'l.1.8 School - Drotsdown list provided.

1.1.9 Docume True- lt must be complete and specific This will helpthe usarto
easily find/track documenls soonBr or laler.

1.1.10 Canier Namo - lndicate the speclfic person that will c€ny the physical

doclmenls lo the Division Oflice, ihis might be the official LO or hidhor
altemale.

1.1.11 Udt Dsstination - Select tho llggfuEE that will trke action on t,la
submitted documenus. Hease see altachment numbet 2 enti ed DepEd
Quezon UNated DocLnent Fbw for Wur perusal.

1 .1 .12 Docum€nt Format - Select between hardcopy or goltcopy format. There a,6
selecled transactions allowed to be senl in soffcopy format. gease be guided
on the Attachment nunber 2 entided DepEd Quezon UpdaEd D6fiEnt Ho
for your perusal

I-IASON OTFICER SUBMIT DOCUMENTS DOCUMENT TYPE

( I l *.*,s;- ;r..::,. ,l;;;bae"rFl

OEPEOAUEZON-TM-SOS-0.1-009-003

" Ctz dhg Pot tlbil lt/E' s, r rrsplrln g I n nov otlo t!''
Mdress: Sltlo Fori, Brgy. Talipan, Pagbalao, Quezon
Tru nkline s: (04 2) 784{3ffi, lo42l 78r'-o164, lO42\ 78r'.4391, l042l 1a44321
Emall Address: q uezon @ deped.gov.ph
webiite: wrwdepedqu€ron.com.ph

HE-*"ffi



S?rutrli. ot tlrr ilitalrinet
Deprrtrcilt of GLutation

Region IV-A
SCHOOLS DIVISION OF QUEZOI{ PROVII{CE

tirAM€ oF ScHoor.

CARRIER NAMT OF THT D(XUMEIITS

frr. l

E

DEPEDOUEZOITTIT-SD$01-009{03

'&.oddnj Poslb et hsehtng ln 
'oeot 

ot,''
Add.6r: Sltlo Forl, 8.8y. Talipan, Pagbllao, Qu€zon
Trunklln. *: (0421 784{366, lrl,2l78/41€,,10/217Pl,.0391, (042} 784{321
€mall AddEs.: qucron@deped.gov.ph
Wabiltr: rww.dep€dqueroh.com.ph

H+



tq,uttt. ol tle Ptitappifles

Depatment of €luration
RcSton IV-A

SCH@LS DMSION OF QUEZON PROVIT{CE

6. Uploading Digital FileJs:
a. There are selecied trans3clions allowed lo be submitted in digital copy iofinai. Please s€e

attachnEnt number 2 - DepEd Quezon Updated Document Flow for your perusal.

b. Digital copy must bo in PDF, word, and/or excel format only, other lormat not menlioned

'rrill no( be accepled by the system.

c. The user may upload maximum of 3 files p€r transaclion and maximum of 5 megabytes

per file.

7. lsauance ot Tra nsactlon No. (Ire encoder must pint thrce (3) coplP.s of DfS tansnittal. Didibation
musl be as brlowsi

- 1st copy to documonl owneL
- 2nd copy to be attached to docunEnt, and
- 3td copy to DTS encoder)

oEPEDOLTEZON-tM-SO9or40e{O3

UPTOADED fILES

DTS TRANSACTION NO. SYSTEM GTNERA]E

' C E di ng P osslt, liti.s, l.tsp ir1 n q I ntldl, oaip ns'
Addr6s: Silio Fori. 8rEV. Talipan, Pagbilao, Ouezon
Trun*lin! fl: (042) 784{366, (042) 784.0154, (042) 18/4391, lO42) 7U-O32L
Cmail Addrris: q u€ zon @ d€ped.8ov. ph

webritc: ww*.depedqu€zon.com.ph

gc-



fierublic ott e FDililliI.i
Drpartmem of GUumtion

Rcgion Iv-A
SCHOOLs OIVISION OF OUEZON PROVINCE

8. Find Documofltlr (Click on trac* cbcune{tts then entet the autonBted DTS No. ot any koyword
of the Document Ttde)

STATUS TRACIONG OF DOCUMTNTS

r

EI

9. Hold IlocumsnB (To view onJald dwtmenE, dick "On-Hold Dor'umenls'iultor. Ihe usels
fton Avision Leval may place the transaclion in an "on-hold" stalus for valid ,caspn/s only sudt
as incamplete altarfnr'€,nts or lll€.rc is dditional suppoding &cu/n€nls req/ritBd by the dion
offic€.)

DEPEmUEZOi\!TM+DS-Ir-{DS-OO3

'kcodig Po'sulld.t, lrajblng Lr,E,yrtbn',
Addraas: Sftlo Fori, Br8y. Tellpan, Pagbllao. Quezon
rrunllra! t: 1042) 78rc366, l0,.ll 7$-ot64, lo42) 784{391, 1042) 784{321
Em.d Addrtr.: qu€ron@d.p.d.sov.ph
Whbdta: w*r.d€pedqueron.com,ph

gE
H



AEprtlir oI iD. PtililDints

Def artment of €lutrtiott
Rlgiorr Iv-A

SCHOOTS DIVISION OF OUEZON PROVINCE

'10. Cancolled Document8 (To view cancp,lled ot lapsed documents, dick "Cance e&Laps€d
Aocune/,E" button. Carcf/lalion ol lansaclon shall only be done if the documents cannat be
conpleted within 1 5 wotuing days fiom the date ol submissian.)

T

ll. Submtlted Documants HEtory (rt contains recods ol al lhe docu'nenIs su&nitled by the
ac{,,unt holder)

DEPEDOLEZON.TM€DS OII{09{03

"Cndt g PortlHfus, h'sddng i,,tuYottut'''
Add.crt: Sitio Fori,8rw. T.lap.n, Pagbil.o, Qu.ron
Trunkllh. #: 1042) 784{366, (O42) 784{164. (0421784-0391, (042) 784{321
Em.ll Add..rs: queron@dEped.Eov.ph
Weotlt!: www.dep€dqueron,aom,ph

HU-

CANCELLED OOCUMENTS

SUSMITTED OOCUMENT HISTORY



l&qrxbti( ot tlrr PI,ilippirrEs

D$lrtmeilt ot Glurution
Region Iv-A

scHooLs DMSIoN oF QUEZON PROVINCE

12. Track Documonts (Pmceed to httpsl/www.depedquezondts.com.gh then en.,F-t DTS
Numbsl

OTS TRACI(ING OF DOCUMENTS RESUTT

-

13. OODTS Code

lC- 1n Cona. Olnric-t

ZC- 2d ConB. Olstrlci

3c-3d con8. olstrid
4c -4rh cons. Distri<t

RB - Records B

RC - R.cords C

RD- Re.ords D

DO- Divlsaon Office

sOR - Sub-Offl€e Re.l

5OC - sub-Office Catan.uan

SOG - Sub-ofike Gumaca

lilison gfficGr

llaiion Otflcer

Liaison Oltker

Recelvlns dEr* (F conE. Dlstrlcll

Receivlng Clerk (2d Con8. District)

R.c.lvl.E Cl!r* (3d con8. olstrlct)

Receiving Clerk {4th Con8. Oistrlct}

'ltretving 
cler* (w.lk h rraniaEtlonil

DTS ln Ch.rf,! lDivirion Ollie lEnr..Iitrr e4. M.mq LltLr.l...)

Re€elylng clerk (1n cong. Dlstrlctl

a€ceivins clerk (3d cons. District)

ReceMng Cleri( (4th Con8. DEtrl()

DEPEDAUEZON,TM€DS-{}TI,OO9,OO3

'A e odry Poselblllks, I osdr I n g I nno yo$ 0.r,6.

Addrcas: Sitio Fori, 8Gt. Tilipan, pa8bilao, Quezon
Trunklln. ft (042) 784{366, lo4?) 7844164, lo42l 784{391, (042} 7a4-o321
Em.il Address: quelon@deped.Bov.ph

Wabtlte w0u.depedqoeaon,com,ph

gE



ielubtir ol qe Srililonsi
De0arunert of Glurrtim

Regbn ry-A
scHooLS Drvx$ol'l oF QUEzoN PRovIricE

1{. Transacdon Flow

I Id6:rtd. l

w.lr-ln/MclE w.r.hneit.![nr=;ffi-] r-{.-G;nfi--]
Ji-E.-d.-T[-
I d,Rr".k-^ I I !!tr""k- I
I uvl..ru | | u-v s-b" I

QUEZON DTS TRANSACTION FLOW

ll. l{umb3r of Rrgirtirad Accounts

Ilistrict Iiaison nff icers

ld [ongnessional 0ishicl - 45

ts Congressfunal 0istrid - 3l

3d [ongmssional District - E0

fll [ongressional0istrict - 72

IotEl - 2l{ Accrunts

Division0TSln-Charyo - 32

Sub 0llices ln-[harqe - E

ldmin Account I

Istal - 35 Accounts

QUEZON DTS ONLINE REGISTERED ACCOUNTS

OEPEDOUEZOTGTM-SDS-04]I t llo3

-Oedig Posll[/lt..s, r,EFlrlng ln oyodonf
Addraa6:sitio Fon, BrBy. Tallpin, Pagbilaq Qu.:on
TiunUIn.,* ((N2) 784{356, l04?tT8/,{L6,, lr]{2l784{391, (o42) 784{321
Ellrtll Addrlsr: qu.rcn@d.Fd.tor.ph
Webah!: wrs.depedq uezon.com.ph
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