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Log in as Firm or Office Manager 

The CWA Firm Manager role allows access to contract information for all the offices in the firm. 
 

The CWA Office Manager role allows access to contract information only for offices assigned to the user. 

 
Home Page 

You can also access documents through 
the ‘Documents At A Glance’ section. 

Contracts and Schedules are referred to as 
‘Documents’ in CWA. 
 
Click the ‘All Documents’ link from the  
Contract Management quick menu to view 
your Contracts and Schedules. 

View All Documents 

To view all documents, chose ‘All 
Documents’ from the drop down menu 
and click ‘Go’ 

The document type shows whether it 
is a contract or a schedule. To view 
a   
contract or schedule, click on the 

Once you have logged in to CWA via the Online Portal you 
will need to choose one of the following roles: 
 

CWA Firm Manager role. 
CWA Office Manager role. 



 

   For more information please visit the guides at https://www.gov.uk/government/publications/cwa-quick-guides 

QG09 v5.2 

 

Viewing a Schedule 

Clicking on a schedule number will bring up the 
schedule details.   
 
 

If you have questions regarding your  
contract or schedule, please contact your  
Contract Manager. 

Viewing a Contract 

Clicking on a contract number 
will bring up the contract details.  
You can also view the actual 
contract as a PDF document by 
clicking on ‘View’. Alternatively, 
click on ‘Printable View’ to 

Click on the file name to open or save the attached 
PDF document. 
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