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Document Tracking System-User Manual 

1. Log In.  

a. Users/guests can access SDO DC Ticket System through 

www.depeddagupan.com/ticket 

2. Click the Open a New Ticket button located at the right most of the panel. 

 

  

3. User/guest will type in their email address, full name, school id.  
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4. Then user will select the Help Topic by clicking the drop-down button. 

 

 

 

 

5. After selecting the desired help topic, user must type in the captcha image for 

human verification. Note: All with RED ASTERISK are required fields.  
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6. Once all required fields are filled-up, click Create Ticket.  
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7. User/guest will be promted with a notification below and ticket number shall be forwarded 

to the email address entered.  

 

 

8. Checking ticket status. User/guest will key in the following required fields: email 

address and ticket number and  

 

 

 

 



6 
 

 

 

Enclosure to Division Memo No. _____, s. 2018 

 

9. Ticket System will provide you with details of your ticket status 
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