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How to allocate the Desig

nated Signatory Role

Where specified there is functionality within Contracted Work & Administration
(CWA) to enable new contracts to be accepted online

To be able to accept the contract in CWA a user(s) with the appropriate status within
your Firm will require the CWA Designated Signatory role, as this role will allow the
user to access the Contract Acceptance functionality in the system. The CWA
Sysadmin user within your firm will be able to allocate the CWA Designated
Signatory role to the relevant person(s) within the organisation (and create a user
account for them if they do not already have one).

To accept a Contract for a Firm in CWA the user(s) must have the appropriate status
within the organisation in order to conduct the process of acceptance. These are

listed below:

Organisation Type

Required status

Partnership

Partner

Sole Practitioner

Sole Practitioner

Company

Director

Charity (Incorporated/Unincorporated) Trustee

Limited Liability Partnership

Designated Member

Choose the CWA Firm Sysa-a}'-ﬁ-in Roleé r—
ifrom the Navigator screen (see Intro- E_'};'T,DF;".';

iduction)

: I
iClick on the ‘Admin’ tab and select
i‘User Accounts’ from the menu.

ECIick on the Et!lit icon for the user
iwhose roles you wish to edit.

User Accounts

he fallowing people have aclive accourds and can sccess the portal on behslf of your company.
Add Suppbis User

Nam Emal e Name HNuml oh Tite | = Editlf
DEBBIEMUNTLEY debbie muntleyi@examplefimn.co uk Debbie Muntley 02077590000 |Adminisirat] r/
JAMEJONES Jane jones@exsmplefimoco.uk Jane Jones 020 7753 /

oo
HARENELLISON  kerenellisongexsmplefimcouk  Maren Elizon 01272000000 j
MARKSMITH ik ol oLk Ml Smith 02077183358 j
RAJESHPATEL  ittrainingidlegalservices. gov.uk Rajesh Patel 020 7753 /
LLL
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User Access

Select Object:

T,
/_Scm\l down the screen to )
view the full list of roles

Apphicatons | CVWA Apgbcation ¥
Selecp el | Sala

‘Access not restricted by Office

] | oW Actity Repoder Extemal) CWA Apphcaticn
B | Ca Actity Reporter Manager (Extemal) role CWA Apphication
] | S Designated Sugnatcey (extemal role) CWA Application
|1 JicwA Firm Manager jaxtemal role) CWA Application
[ Jicwa Firm Sysadmin (sxtsmal role} CWA Apphcation
[ | CA Office Managa jaxtenal rola) CWA Application
[ | cvia Reference Dato Clerk extemal roée) CWA Appheaticn
User Access Restictions
¥ no Offices ane spacified. 1he s vill be akte 1o access M the dota for this firm
Office Restiction
Moddy Ofices
[Firm Ham Offices i

(= [T

under Responsibilities.

Place a tick in the boxes next
fo the roles that you wish the
user to have.

Click ‘Apply’ to save the
changes.

The Contract Acceptance User Guide will show you how to accept, reject and query contracts and

can be found on the justice website. https://www.gov.uk/government/publications/cwa-detailed-

user-guides .




