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Who can access CWS (Computer Warranty Scheme) system? 
Only CWS administrators can access the system for enquiring and subscribing computer warranty 
records belonged to their departments. Department DNA and RNA are automatically included into the 
administrator list. The DNA/RNA can also add other colleagues from their departments into the 
administrator list. Altogether there are no more than 5 CWS administrators in each department. 

 

 
 
 

How to access CWS system? 
At the Work Desk menu of a Staff LAN PC, choose the option “Computer Warranty 
Scheme” 
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Then enter your EID and password 

 

 

 
After successful login, you can enter the system provided that you are CWS administrator. 
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How to retrieve CWS records? 
 

There are two types of computer records namely Desktop and Notebook. You can retrieve your 
department desktop and notebook which are still under CWS by choosing the corresponding tabs. 

 

 
If you click the “All Records” tab, you can get all your department computer records (including old and 
current records) which have been entered into CWS, but some of the computers might not be still under 
CWS today. 

 

 
The total number of records retrieved is shown above the top left-hand corner of the list. 

You can sort (both ascending and descending sequence) the list by clicking a column heading (‘Service 
Tag No’ is used in the above example). If you need to export the list into a file, you can click the “Export” 
button above top right-hand corner of the list. Then you can choose to save it into a Word or Excel file. 

 

 
 
 
 
How to renew CWS subscription? 
During CWS renewal period, 5 more tabs will be shown in the tab panel. 

 
 

By choosing the corresponding tab, you can indicate if you want to renew your CWS subscription for each 
computer. 
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For your convenience, the “Subscribe All” and “Subscribe None” buttons are there to allow you in making 
all your choice in one button. All your choices will NOT be saved until you have pressed the “Save 
Change” or “Submit Subscription” button. 

Once you have made any change in subscription, the “Save Change” button will turn to red in 
reminding you to press the button to save the change you have made. If you want to discard all the 
changes you have just made, you can press the “Discard Change” button. 

After saving your subscription option, you can continue to change it until you have pressed the “Submit 
Subscription” button. 

When the “Submit Subscription” button is pressed, your subscription request will be sent to Computing 
Services Centre (CSC) and you are not allowed to change it. At the same time, the system will send a CWS 
Reply Form with subscription sheet through email to you and other CWS administrators. Please print the 
Reply Form, ask your department Head to sign it. Then return it to CSC within 5 days to confirm your CWS 
subscription. 
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New Computer for Joining CWS 
Please select the “Request for Adding Computers to CWS” tab and click the “Add New CWS” 
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After submitting your CWS new computer request, it will be reviewed by CSC to see if it is eligible to join 
CWS. 
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