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1  Getting Started  

 1. Open Web Browser 

Then type http://203.160.181.242:84/ 

You can see our portal then look for DATS and the click 

Then click NEW RDATS 
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 Then enter your credentials 

Username : same as your username in previous RDATS 

Password:  replacethispassword (default for all user) 
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http://203.160.181.242:84/ 

Then click sign in 
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2  Change Password  

Then click Edit profile 

Then create your new password 

Then Save changes 

Confirm your new password 
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Then click back 
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8  Transactions 

 

1. You can now claick Transcactions 

2. Click Transaction on Navigation Menu -> Create New 

8.1 Adding Transactions 

3. Input necessary fields  
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8  Transactions 

8.2 Filling Transaction Fields 

1. Tracking No. -  Auto Generated  

2. Document -  Select from Simple, Complex and Highly Technical  (Required) 

3. Type -  Select Template, Ex.: Memorandum, Reports, Travel Order etc.. (Required) 

4. Source -  Select source of Transaction  (Required) 

5. Subject/Description - Input Subject or Description of Transaction (Required) 

6. Attachments - All Documents to be uploaded must be in PDF File. Maximum of 10mb/File 
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8  Transactions 

1. Click Transactions on Navigation Menu -> Create New 

2. On Transactions page, select Tab -> For Action 

8.3 Forward Transaction 

3.  On transaction table select transaction, click Actions -> Forward 

• Forward to - Select Destination of Transaction 

• Source - Select Source of Transaction 

• Actions/Instructions - Select  Action (ex.: Approved, 

Acknowledged, etc.)  from dropdown list or manually add 

Actions/Instructions 

• Attachments - All Documents to be uploaded must be in 

PDF/Docs/Excel File. Maximum of 10mb/File 

• Add Button - to add another form to forward multiple 

transactions  

• Click Confirm to finish 

 

4. Input necessary fields  
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8  Transactions 

1. Click Transactions on Navigation Menu -> Create New 

2. On Transactions page select Tab -> Incoming 

8.4 Receive Transaction 

3.  On transaction table select transaction, click Actions - > Receive 

4.  Receive  -> Confirm 
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8  Transactions 

1. Log in as Admin User 

2. Click Transactions on Navigation Menu  

3. Select Transactions -> Click Edit or Delete 

8.5 Edit & Delete Transaction  
(Only Admin User can Edit or Delete Transactions) 

3.  On transaction table select transaction, click Actions- > Edit/View or Delete 
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8  Transactions 

1. Click Transactions on Navigation Menu -> Create New 

2. On Transactions page select Tab -> For Action 

8.6 Print Tracking Slip 

3.  On transaction table Click Actions -> Print 
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8  Transactions 

1. Click Transactions on Navigation Menu -> Create New 

2. On Transactions page select Tab -> For Action 

8.7 Finish Transaction 

3.  On transaction table select Transaction - > Finish 

• Office - Select office from dropdown list 

• Actions/Instructions - Select  Action (ex.: Approved, 

Acknowledged, etc.)  from dropdown list or manually 

add Actions/Instructions 

• Attachments - All Documents to be uploaded must be 

in PDF File. Maximum of 10mb/File 

• Add Button - to finish multiple transactions  

• Click Confirm to finish 

4. Input necessary fields  


