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DIRECTORATE OF INFORMATION TECHNOLOGY, BE&OE (HQS) 

 

1. Login 
The user would need to navigate to the MIS Dashboard URL and login into the system first to 

perform rest of the functions. 

 

2. Dashboard 
The user will be taken to the dashboard first as shown below. Form here the user can access by 

clicking on Web Site Management.

 

3. CWA Offices Management 
The user would need to click on “CWA Offices Management” menu item to navigate to the intended 

to add CWA user. 



 

Directorate of Information Technology Page 6 of 48 

 
 

 
The user will be taken to the CWA office management screen here he/she can Add, Edit, and Filter 

the CWA User of the CWA offices in Action column. Add CWA User if not added, If user added 

then user can View CWA User. 

If a user wants to view all CWA users, he/she must click “CWA/FM Users” located on the right 

sidebar. 
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Add CWA User 

 
The user will be shown the form above which he needs to fill and all the mandatory fields are 

marked with red asterisk (*). After filling the form, the user will click Green button at the end of the 

screen labelled “Add User”. 

 

 
After adding CWA User successfully. User will be redirected to CWA User screen. If a user wants to 

edit a record, he/she must click “View User Details” located in the table under column name 

“Actions”. 
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Edit/View CWA User 

 
 

The user will be shown the form above which he needs to fill and all the mandatory fields are 

marked with red asterisk (*). After filling the form, the user will click Green button at the end of the 

screen labelled “Save Changes”. 

User can suspend User, Disable/Enable Two Factor or reset Two Factor.  
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CWA User will receive email confirmation for password reset and Two factor guide. 
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CWA-PORTAL USER MANUAL 
Demand Attestation & Permission Verification 
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DIRECTORATE OF INFORMATION TECHNOLOGY, BE&OE (HQS) 

1. Email Invitation 
The new CWA user will receive email send by BEOE MIS Operations Team. CWA User will setup 

account by click on Set Password Here. This will redirect user to CWA Portal. 

 

2. Set Password 
The user would need to enter Password and Confirm Password to login into the system.
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3. Login 
Now CWA user will login 

 

4. Initial 2 factor setup 
After Login CWA user need to scan QR code using an authenticator app like, Google Authenticator, 

or Microsoft Authenticator to generate one-time passwords that are used as a second factor when you 

sign in to CWA account. After successful setup user will redirect to dashboard. 

 
 

 

https://support.google.com/accounts/answer/1066447
https://www.microsoft.com/en-us/security/mobile-authenticator-app
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After each login CWA user need to add code through authenticator app. 

 

5. Dashboard 
The user will be taken to the dashboard first as shown below. Demand Attestation Request and 

Permission Verification Request 
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6. Demand Attestation Request (OEP Demands) 
The user would need to click on “Demand Attestation Request” menu item to navigate to the 

intended OEP Demands attestations. 

 
The user will be taken to the Demand Attestation Request screen here he/she can view All Demands 

by different statuses. Now click on” View All Demand Attestation”. 
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View All Demand Attestations  
Now user click on “View” in actions column. 

 
Now CWA User make decision at bottom of page as image attach below.  
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The CWA User will make decision as Attest, Not Attest and Not Relevant by including remarks. 



 

Directorate of Information Technology Page 17 of 48 

 
 

CWA Decision Options for Demand Attestation 
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7. Permission Verification Request  
The user would need to click on “1. Permission Verification Request” menu item to navigate to the 

intended OEP Demands attestations. 

 

 
The user will be taken to the Permission Verification Requests screen here he/she can view All 

Permissions by different statuses. Now click on” View All Permission Verification”. 
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View All Permission Verification 
Now user click on “View” in actions column. 

 
Now CWA User make decision at bottom of page as image attach below.  
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The CWA User will make decision as Verify, Not Verify and Not Relevant by including remarks. 
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CWA Decision Options for Permission Verification 
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OEP-PORTAL USER MANUAL 
Demand Attestation and Permission Submission 
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DIRECTORATE OF INFORMATION TECHNOLOGY, BE&OE (HQS) 

 

 

1. Login 
The user would need to navigate to the OEP Portal URL and login into the system first to perform 

rest of the functions. 

  

2. Dashboard 
The user will be taken to the dashboard first as shown below. Form here the user can access both 

Demand Attestation Request (If Demand is not attested then Demand will forward to CWA) and 

Permission Management respectively.  

 

3. Demand Attestation Request (Demand Not Attested) 
The user would need to click on “Demand Attestation Request” menu item to navigate to send 

attestation request to CWA in case of demand not attested. 
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The user will be taken to the Demand Attestation screen here he/she can Request New Demand 

Attestation, View All Demand Attestation and different statues and decision of the demand 

attestation by CWA. For new demand Attestation user need to click on “Request New Demand 

Attestation”. 
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Request New Demand Attestation 

 
The user will be shown the form above which he needs to fill and all the mandatory fields are 

marked with red asterisk (*). After filling the form, the user will click Blue button at the end of the 

screen labelled “Request New Demand Attestation”. 

Demand Attestation Request Created 
After demand creation user will be shown the “Forward this Demand” button. 
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The user needs to click on “Forward this Demand” and dialog form open Forward to (CWA) as 

mention below.  
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Forward Demand to (CWA) for Attestation 

 
Now user need to select CWA Station: as shown in above image. CWA station list will be available 

based on demand country.  

In case of CWA response/decision is Irrelevant. Now user have to come here again and forward 

demand to another available CWA station in the list.  
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Forwarded Attested Demand to PE for Grant a permission 
After CWA Demand Attestation the user will be shown the demand below which he needs to submit 

to PE. After the user will click Blue button at the top of the screen labelled “Forwarded to PE for 

grant a permission”. User will redirect to “Request New Permission” page.  
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Request New Permission - Submit Demand as Permission Request 
Now the user will be shown the “Submit Demand as Permission Request” below which he needs to 

submit to PE. 
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Submit Demand as Permission Confirmation 
  

 
 

Successfully Submit Demand as Permission Request 
 Now the next flows are same as per permission PE will grant the permission or reject the permission. 
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Granted Permission 
 

 
 

 

4. Permission Management (Demand Already Attested) 
The user would need to click on “Permission Management” menu item to navigate to the Permission 

request to PE. 

 
The user will be taken to the Permission Management screen here he/she can Request New 

Permission, View All Permission and different statues and decision of the Permissions by PE. For 

new Permission user need to click on “Request New Permission”. 
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Request New Permission 
A user will see 3 radio button which are for Select Demand Attestation Forum. If your demand is 

already attested and you choose Foreign Mission/CWA at Host Country. You will see dropdown of 

two options  

• Electronically Attested through (Demand Attestation Option as discussed above). 

• Manually Attested (If your demand already attested manually you need to choose this option) 
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The user will be shown the form above which he needs to fill and all the mandatory fields are 

marked with red asterisk (*). After filling the form, the user will click Blue button at the end of the 

screen labelled “Request New Permission”. 

 

Permission Request Created 
After Permission request creation user will be shown the Submit this Permission button. 
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The user needs to click on “Submit this Permission” and alert form open press OK as mention below.  
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Submit this Permission and Print Permission 
 

 
After click on OK user will redirect new tab where he/she can Print Permission. After print 

permission you will go back this page and reload. Now you will see all the log here. If PE need 

feature verification of permission he/she will has an option to forward this permission to CWA for 

verification. Below you can see all the logs. 
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Permission Granted after CWA Permission Verification 
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BEOE PE - USER MANUAL 
Permission Management 
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1. Login 
The user would need to navigate to the BEOE MIS Dashboard URL and login into the system first to 

perform rest of the functions. 

  

2. Dashboard 
The user will be taken to the dashboard first as shown below. Form here the user can access 

Permission Management.  

 

3. View All Permission 
The user would need to click on “View All Permission” menu item to navigate to grant permissions. 
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The user will be taken to the View All Permissions screen here he/she she can view and Filter the 

records of the permissions. 

 

4. Fresh Permission (Manually Attested) 
 First step of PE is verifying proof read permission. 
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Permission Verify Information Confirmation 
PE verify proof read information. 
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Forward to CWA for Verification 
If PE need to verify permission, he/she will forward to CWA for Verification. Forward to CWA 

option only show for manually attested demands. 
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Forward Permission to (CWA) for Verification 

 
Now user need to select CWA Station: as shown in above image. CWA station list will be available 

based on permission country.  

In case of CWA response/decision is Irrelevant. Now user have to come here again and forward 

permission to another available CWA station in the list.  

 

Permission Forwarded to (CWA) 
 Now PE not to grant/reject Permission until CWA make decision. 
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Permission Attested by CWA 
Now PE take action decision for grand/reject a permission. 

 

 
 

Grant Permission Request 
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Granted Permission 
 

 
 

5. Fresh Permission (Electronically Attested) 
PE will show the Demand Attestation Activity History of electronically attested permission. 
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6. PE Demand Attestation View 
PE will also view the ongoing Demand Attestation of OEP. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


