
User Guidance For the Job Order Registration Process

Creating a New Job Order
01. Go to www.slbfe.lk website
02. Login the website using Username and Password provided by the Embassy
03. Click on Create Job Order
04. Click on Create Job Order Link
05. Type the Sri Lankan Agency License Number
06. Click on Next Button
07. Select the Exact  Job Category using Drop Down Menu (type the name of the job category and click on search button and select the exact job category)
08. If the Job Category is not in the Drop Down and Select Not Available in the Database Option and type the Name in the Cage below
09. Type information as per the Job Order and the Agreement Paper
010. Click on Add New Job Category to add job categories
011. Filled each Job Categories according to the Job Order (Same as the categories in the job order)
012. After entered all the Job Categories click on Enter Further Details of Terms and Conditions
013. Enter Further Details of Terms and Conditions as per the Job Order and the Agreement
014. Click on Save button when entering of all information
015. Again go to a window, there is a link call Submit Job Order to Mission, click on that and another window will be appeared.
016. Again Click on Submit Job Order to Mission link
017. Type as “Certify Job Order” in Comment Box and click Submit button to send the Job Order to Mission.


If you Already Created the Job Order and Need to Modify (Still Not Submitted to the Mission)/ To Submit Job Order to the Mission
01. Go to www.slbfe.lk website
02. Login the website using Username and Password provided by the Embassy
03. Click on Create Job Order
04. Click on Modify Job Order Link
05. Click on Modify Link
06. Click on Modify on each Job Category and Modify the status of each categories
07. Enter Further Details of Terms and Conditions as per the Job Order and the Agreement
08. Click on Save button when entering of all information
09. Again go to a window, there is a link call Submit Job Order to Mission, click on that and another window will be appeared.
010. Again Click on Submit Job Order to Mission link
011. Type as “Certify Job Order” in Comment Box and click Submit button to send the Job Order to Mission.

 
