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Introduction 
 

The new Contact Management & ID Request System is a web-based tool developed by ICTSS to keep track 

of contacts list as well as make ID related requests.  

The Contact Management System enables users to easily store and find contact information, such as 

names, addresses and telephone numbers of users. It provides tracking of all information and 

communication activities linked to contacts. 

The ID Request System enables users to make ID related requests through a web-based portal and is used 

to make new ID request and renewal request of their existing ID. 

 

How to access 

1. To access the Contact Management & ID Request System, open any browser (Firefox, Internet 
Explorer or Chrome) and type in "http://protocol.uneca.org" on the address bar. The page below 
will be displayed.  

 

 
 

2. Login using your UNECA domain username and password and click on the “Log In” button. 
3. The page below will be displayed. 
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ECA-Contact Management 
 

The ECA-Contact management allows users to create a list of new contacts or update existing contacts. 

To go to the contact management, select the ECA-Contact Management button. 

 

When you select the ECA- Contact Management the main page you see below will be displayed. 
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Active: Displays a list of contacts and their information of all users currently working/active.  

Cancelled: Displays a list of contact information of all users who are no longer active in the organization. 

All: Displays a list of all users both active and cancelled 

Creating New Contact 
 

1. To create a new contact detail for new user, click on “Create New Contact” button at the top of 

the page.  

 

 
 

2. The create new contact page is displayed as you see below. 
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• Enter all the required fields. The fields with the “*” signs are mandatory. 

• When uploading a photo, you can see the requirements by clicking on “Photo 

requirements” or after selecting the photo you can click on “Edit Photo” to adjust the 

photo size. 

• Appointment Date: Date the contacts contract started. 

• Short Bio: An information regarding the user you are creating. 

 

3. After entering all the required fields click on “Save” button. The contact you just created will be 

displayed in the “Active” list. 
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Updating Contact 
 

1. To update a contact details that has already been created, click on “Active” menu under the 

contacts section. 

 

2. Select the name of the person whose details you want to edit. The “Edit Contact” window will 

be displayed as you see below. 
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3. You can make the updates on the attributes you want and click on “Save” when you are done. 

The contact list will be updated and saved. 

Sending Email  
 

1. If you need to send an email to one or more of the contacts that are listed in the “Active 

“section, you can use the “Send Email” button. 

2. From the “Active” list mark on the check boxes of the names you want to send an email to. 

3. After you make your selection click on the “Send Email” button located at the top of the page 

displayed. 

 

4. The send email page is displayed as you see below. 
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5. The “Mail To” field will automatically be populated with the names you selected. You can type 

more addresses if you need to. 

6. Then enter the relevant subject and content in the body section and click on “Send Email”. The 

email will be sent to the selected contacts  

UNECA ID Request 
 

This option allows you to make new ID request for new users that require an ID. This request is created 

by selected focal persons only. The focal person can create, view and discontinue id requests. 

Creating ID Request 
 

When an ID request is made there is a workflow that it must go through. 

 

Focal Person 
1. To make a new ID request, the focal person must first login into the system. Once logged in Click 

on “UNECA ID Request”. 

Focal Person

Makes an ID Request

Protocol Chief

Reviews the request and sends it to 
the Security Chief

Security Chief

Makes a final review of the ID request 
and sends it to the Security Officer

Security Officer

Issues the ID
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2. The ID Request system page used by the focal person will be displayed as you see below. 

 

 

 
 

3. To make a new ID request click on the “Create New Id Request” located at the top of the page. 

the page. The create new id request page will be displayed as you see below. 
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4. Enter all the required information. All fields with the “*” are mandatory. Once you enter all the 

information’s click on 

• Save: If you intend to add more information’s later. It will be in your inbox until you 

submit it. 

• Save and Submit: If you have finished and you want to submit your request. Once you 

submit it will be sent to protocol approval section. 

• There are three types of request you can make depending on the organization 

where you are making the request from. (Embassy, IGO, NGO) 

• When you submit a confirmation, window will pop up. Click “Yes” and your request is 

sent to the “Protocol Chief” for approval. 
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Protocol Chief 
 

1. To see list of new ID requests made, the protocol chief must first login into the system. Once 

logged in Click on “UNECA ID Request”. 

 

 
 

2. The ID Request system page used by the protocol chief will be displayed as you see below. 

 

3. In the “Protocol Requests” section 

• Awaiting Approval: Displays a list of ID requests that have been made and waiting for 

approval 

• Sent for security: Displays a list of ID requests that have been sent to the security chief. 

• Declined: Displays a list of ID requests that have been declined. 

• All: Displays all ID requests that have been made so far. 

• Reports: This allows you to create reports of the ID requests issued /declined 
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4. Click on “Awaiting Approval” to see list of pending Id request. 

 

5. Click on the reference number of the request you want to review and then approve or decline. 

 

6. After reviewing the ID request, you can select from the three options available at the top of the 

page. 

•  Send to security: By going over the information filled, you can send it to security for 

approval. You will find the list of requests that have been sent to security by clicking on 

the “Sent Security” 
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• Send Back: If an information that is required is missing or the request needs to be re-

entered you can send it back to the protocol chief which in turn can send back to the 

focal person.  

• Decline: If there is a specific reason the ID request cannot be made, you can select the 

decline option. 

7. When the ID request has been approved it will sent to the “Security Chief” for approval. 

 

Security Chief 
 

1. To see the list of ID requests waiting for approval, the security chief must first login into the 

system. Once logged in Click on “UNECA ID Request”. 

 

 
2. The ID Request system page used by the security chief will be displayed as you see below. 
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3. In the “Security Requests” section 

• Awaiting Approval: Displays a list of ID requests that are waiting for approval from the 

security chief. 

• Awaiting Issuance: Displays a list of ID requests that have been sent to the security 

officer and waiting to be issued. 

• All: Displays all ID requests that have been made so far. 

• Reports: This allows you to create reports of the ID requests issued /declined 

 

4. Click on “Awaiting Approval” to see list of requests awaiting approval from the security section. 

 

 

 

5. To approve an ID request, click on the reference number of the request you want to review. 
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6. After reviewing the ID request, you can select from the two options available at the top of the 

page. 

•  Send Back: Select this option if there is a problem with the request made for approval.  

• Approve: Select this option If the ID request that was made has all the required 

information and you approve.  

7. Once it is approved it will be in the “Awaiting Issuance” section. And the request is sent to the 

“Security Officer” for the final step. 
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Security Officer 
 

1. To see a list of ID requests waiting to be issued, the “Security Officer” must first login into the 

system. Once logged in Click on “UNECA ID Request”. 

 

 
 

2. The ID Request system page used by the Security Officer will be displayed as you see below. 

 

 

3. In the “ID Requests” section 

• Issued: Displays a list of ID requests that have been issued so far. 

• All: Displays all ID requests that are waiting to be issued. 

• Reports: This allows you to create reports of the ID requests issued /declined 
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4. Click on the “All” button to see a list of ID requests waiting to be issued. 

 

5. Click on the reference number of the request you are going to issue. 

 

6. Before issuing you must enter the expiry date of the ID. Then click on “Issue” button located at 

the top of the page.  

7. The ID request is no approved and an ID has been issued. 


