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WORKING TOGETHER TO PROTECT THE PUBLIC
This document, together with any associated drawings and other information
issued in connection herewith, is entrusted in confidence to the Authorised Holder
who is responsible for its safe custody and for ensuring that it is seen only by persons who need
to know its contents and by no-one else. The said persons must have been approved for this
purpose by the Home Office. This document and any associated drawings and other information
shall be used only in connection with work undertaken for or on behalf of the Home Office,
subject to specific contractual commitments.
Whilst every care has been taken to ensure that the contents of this document are correct, no
responsibility or liability on the part of the Home Office can be assumed. In pursuance of a
policy of continuous technical advancement by the Home Office, the right is reserved to
introduce changes to the products described by or in association with this document without
notice, except in the event of specific contractual commitments.

© Queen’s Printer and Controller of HMSO
This document is copyright and is issued on the strict understanding that it is not to be
reproduced, copied, or disclosed to a third party, in whole or in part, without the written consent
of the Home Office.

Health and Safety
Attention is drawn to the Health and Safety at Work, etc Act 1974 as amended by the
Consumer Protection Act 1987.
All installation, operation, maintenance, repair and testing related to any equipment
referenced in this document shall be based upon adequate safety procedures
including, but not limited to, safely designed and regularly maintained ancillary
equipment.
Written instructions based upon this document shall contain warnings in respect of all
potential hazards, where applicable.
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National Maritime Single Window (NMSW)
These guidance notes have been prepared by the United Kingdom Border Force to aid and assist
users of the UK's National Maritime Single Window (NMSW), to be launched as a pilot in January
2016. This guidance has been drafted in conjunction with the United Kingdom Department for
Transport Maritime Directorate (DfT) and HMRC.
The NMSW implements EU Directive 2010/65/EU (the Reporting Formalities Directive, or RFD).
This Directive requires Member States to provide a national 'Single Window' through which
maritime reports can be made, and includes data covered by the International Maritime
Organisation's standard forms under the "IMO FAL Convention". These forms provide data
regarding the ship, its voyage, stores, crew, passengers, dangerous cargo, security and health
information.
At present, these forms are submitted in hard copy, faxed, or emailed from ships' masters and
ships' agents to various bodies including: ports, port health authorities, local and central
Government (across various Departments and Agencies). In some cases (e.g. cargo itineraries)
data is already transmitted electronically and automatically to other databases.
The aim of the NMSW is to simplify and digitise the process of handling FAL paperwork,
where necessary, so that data can be captured easily and quickly via one online portal,
alongside existing portals, in an electronic format, meeting the Directive's requirements.
The data is presented over separate manifests (forms FAL1 - FAL7, and declarations for waste,
health and security). During the pilot phase only FAL forms 1 and 5&6 will be required via the
NMSW. All other forms will either need to be submitted using existing methods or be available for
inspection. Formal training will also be available during the pilot period in conjunction with Border
Force and the DfT.
The purpose of these guidance notes is to explain the capability and functionality of the NMSW,
how Users can access it and when, and which elements must be completed. This information may
be subject to change and/or further review as the current system is being run as a pilot alongside
existing arrangements. Any feedback should be sent to NMSW@dft.gsi.gov.uk.
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Exit Checks Scheme
The Coalition Government gave an undertaking that the United
Exit Checks Scheme. Legislation has been introduced in the
provides that carrier and port staff can be designated (subject
training) to conduct embarkation checks. This will allow them to
collect and pass information to Border Force.

Kingdom would introduce an
Immigration Act 2014 which
to suitability and appropriate
confirm the identity and then

This scheme came into effect on 08th April 2015.
Border Force has undertaken a programme of engagement with carriers to identify workable
solutions for data collection and verification for air, rail and sea. The scheme will focus on
mechanisms to collect data to match against watchlists and other Home Office systems on all
outbound scheduled air, maritime (including cruise) and rail routes, either by API or captured at
an exit point, where not already collected. The system aims to identify possible overstayers and
immigration offenders for those who have entered the United Kingdom after 08th April 2015.
Exit Checks is not reintroducing an old style Embarkation Control – This is a data based
solution as the diagram below details.

TDI = Travel Document Information
SI = Service Information

As detailed above, in order to comply with the Exit Checks Scheme Maritime carriers will need
to ensure that they conduct:
1) A face to passport reconciliation (is the person boarding the vessel, the person pictured
in their travel document?)
2) Data for individuals leaving the UK to be submitted electronically (this is will be done by
submitting your FAL 5/6 manifest via the National Maritime Single Window) See page 27
‘Submitting Documents for Exit Checks Purposes’ for more details.
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National Maritime Single Window
To Create an Account
1. Landing Page NMSW
Browse to the web site [https://maritime.dft.gov.uk/splash.olg?FromDefault]
and select ‘Register’

2. Creating a Profile
Complete the details as required. All fields underlined in red must be completed. ‘Company
Phone Number’ has the default international format +44 (UK), however delete this and
populate with another international code if relevant. You will be e-mailed with credentials that
will permit you to submit your data and in the future with notifications about relevant updates to
the system so enter an e-mail address you will have regular access to.

Once you click ‘Register Now’ you will see the message below and you will receive an email
asking for you to confirm your registration request.
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You will need to confirm your registration as per the instruction in the email received.

You will then be redirected to the NMSW site and the message below will be displayed
confirming the completion of your registration. Click on ‘Login Now’ to enter the site.

You will need to read and agree to the terms and conditions of the NMSW before you can
officially enter the site.
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3. Forgotten Password
If you cannot remember your password at the point of signing into the NMSW, click on the
‘Forgotten Password’ icon on the right hand side of the screen.

You will be directed to the screen below – you will need to ensure the email address confirmed
is the same address you registered with. A message will be sent to that email address that you
will need to action.

Once you click on ‘Reset my Account’ the following message will appear on screen.

If you try to reset your password by entering an email address that you did not register with then
you will get the error message below.
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4. Changing Your Personal Profile
If you ever change employment, email address or wish to change your password or username
for security reasons, you can do so by clicking on ‘Your Profile’ icon or the ‘Profile’ tab on the
main menu header.

Click on the relevant option to edit your profile depending on the update required. ‘Edit Details’
has the same information fields as when you initially registered excluding password details.

5. Help & Legal Information
Click on ‘Help & Legal’ icon or tab on the main menu header.

You will be taken to the menu below and you can choose to access the documents you require.
‘User Guidance’ and ‘Legislation Links’ will be updated if and when changes are introduced and
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the latest versions of these documents will be the templates and guidance on the live NMSW
portal.

Login and Submit a Declaration
6. Sign In
Enter your user name or email address and your password. Then select ‘Sign In’

7. Home Page
You are now logged in to the NMSW. On this home page you can edit your profile, access help
guides, Legal links, document templates and submit data. To submit data – select ‘Declarations’
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8. Declarations
You will be taken to the Declarations Page – here you will see details of your previous
submissions. Only the declarations you have prepared and/or submitted using your own
account will be listed on this screen. No one else will have access to these reports to make
amendments/cancellations as they will be listed in your own account.

ERRORS

READY

Declarations prepared but with errors that need to be amended before making a
submission.
Declarations prepared and ready for submission with no errors.

SUBMITTED

Declarations submitted
ED

Declarations submitted and subsequently cancelled

You can click on any of the declarations on this page and go in and amend or submit if showing
as ‘errors’ or ‘ready’. If ‘submitted’ you can click on the declaration and either amend or cancel
the declaration. You cannot amend or cancel a voyage that has already completed and the
voyage leg is showing in the past.
9. Create a New Declaration
Select ‘Create a New Declaration’ located at the bottom of the page.

You will be taken to the main declarations page. Here you can upload the two mandatory
documents – FAL 1 (General Ship Declaration) and the UK Collaborative Business Portal
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(CBP) formatted FAL 5&6 (Crew and Passenger Manifest). These are indicated with a (!) and
a labelled (mandatory).
Other reporting documentation you will be required to submit to UK authorities will vary
according to the type of ship you are onboard. Refer to the ‘UK National Maritime Single
Window (Pilot) Guidelines for Use’ produced by the Department for Transport (DfT) –
specifically Section 2 for a breakdown and also for which submission methods individual forms
are to use when reporting.
Here is a list of the FAL Forms and other declarations:
FAL 1 – General Ship Declaration
FAL 2 – Cargo Declaration
FAL 3 – Ships Stores Declaration
FAL 4 – Crew Effects Declaration
FAL 5 &6 – Crew and Passenger List
FAL 7 – Dangerous Goods Declaration
Health Declaration
ISPS (Security) Declaration
Waste Declaration

There are five steps that you would need to complete before your declaration is ready for
submission. The step by step process, using ‘Wizard’ will indicate actions that need to be
completed and also errors that need to be amended before you can successfully submit a
report.
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Each FAL form and declaration for health, security (ISPS) and waste has two ‘Supporting Info’
documents listed. Here you can attach supporting information specifically requested in the FAL
forms or information that is relevant to a particular declaration. For example you may want to
attach a list of ‘crew off signers’ as part of ‘FAL 5&6 Supporting Info’ as that can give the local
Border Force an indication of the numbers of crew requiring leave to enter the United Kingdom.
Please be advised that during the pilot period for the NMSW (Jan 2016 – Summer 2016)
ONLY FAL 1 and FAL 5&6 will need to be submitted via the NMSW. All other FALs and
Declarations and Supporting Info MUST be submitted using existing methods or
available for inspection.
Before attempting to attach any documents ensure that you have prepared the files beforehand,
ensuring you have only used the document templates downloaded from the NMSW and saved
these completed documents into your own work zone.
10. Attaching Documents
Select FAL 1 as it is highlighted mandatory. To upload a document – click anywhere on the
relevant line where the document title appears – this will open a page inviting you to attach the
relevant file already saved in your own document area.
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11. Browse for file
Click on ‘Browse’ and this will bring up your own files, select the file you want to upload. It will
be useful to organise your documents that are prepared for submission with full file names so
that you can ensure you are attaching the correct document relevant for the current voyage.
If you click on the ‘Attachment Type’ it drops down to show all different FAL forms and other
declarations that can be submitted. The ‘Attachment Type’ must correspond with the document
you are trying to attach.

12. File Attached
Once the chosen file has been attached you must click on ‘Attach File’. This will then check the
format of the file and will display a message advising you that the system is ‘Reading your File’.
If the file is in an unacceptable format such as PDF or there are format errors, it will not attach
and an error message will be displayed. This is particularly relevant when trying to attach your
FAL 5&6 (see point 8 below) as you will only be able to attach an excel document. If the file is in
the correct format it will attach and you will automatically be returned to the initial ‘Attach
Documents’ page (Step 1 of 5).
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13. Select FAL 5&6
Once you have attached your FAL 1 you will notice that the (!) has been changed into

and

this identifies that the document has attached. A
button has now appeared next to your
attached document. If you wish to attach an amended document to one that has been attached
or delete it completely, then you would just click ‘Delete’.
To upload a FAL 5&6 – click anywhere on the relevant line where the document title appears –
this will open a page inviting you to attach the relevant file already saved in your own document
area.
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14. Browse and Attach FAL 5&6
You repeat the process as per Point 11 and look for your completed FAL 5&6 saved in your own
documents.

Once you have clicked ‘Attach File’ – you will get a message advising you that the system is
‘Checking your File’. If the FAL 5&6 is in any other format other than Excel you will get an error
message. See ‘Error Messages on NMSW’ (Appendix 1) for a list of errors that will appear if the
manifest is not formatted correctly. See also ‘FAL 1 and FAL 5&6 Formatting Guide’ (Appendix
2). If the file you are attempting to attach has errors then you will need to amend these
accordingly on the original document, save the changes and then repeat the process to reattach
the FAL 5&6 again.

After successfully attaching your FAL 5&6 you will automatically be returned to the initial ‘Attach
Documents’ page (Step 1 of 5) and it will indicate that a document has been attached.
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After you have attached both of the mandatory files - click ‘Save & Proceed’ at the bottom of the
page.
By clicking on ‘Save & Proceed’ you will be saving your progress as you move through each
step. In the event that your connectivity is lost or the system times out, then you will be able to
go back into the site, click on the report you were working on and continue from the last step
before the loss of connectivity.
If you click on ‘Click to Add an Attachment to the Journey’ – you will be taken directly to the ‘Add
an Attachment’ page as in Point 11. This does not give you the opportunity to attach any more
documents than have already been listed. Therefore you will still only be permitted to attach one
main FAL form and two supporting information documents.
You will be taken to a screen (Step 2 of 5), where you can review the voyage details.

15. Confirm Voyage Details
The voyage details have been extracted from your FAL 5&6 Service Information. Therefore you
must ensure that your arrival/departure itinerary is correct and that arrival/departure ports have
been listed correctly on your FAL 5&6 and all your other documents for this declaration. You
can access an up to date list of all UNLOCODES at
http://www.unece.org/cefact/locode/service/location.html
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Remember that a declaration is only for one journey either an arrival or departure into/from the
UK.
All fields underlined in red means that those fields are mandatory and must be completed. The
arrival and departure time indicates that it is required in a UTC Zulu format but instead you have
to note the local time for arrival and departure..
Once all voyage details have been confirmed as correct click ‘Save & Proceed’ at bottom of
page and you will be taken to Step 3 of 5.

16. Confirm Ship Details
You will now be shown all details for the ship that is submitting the report as per the service
information completed in your FAL 5&6 which has been extracted for the purposes of
completing the data screens on the NMSW.
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The drop down menu for ‘Vessel’ will have a list of all the vessels you have submitted a
declaration for in the past if this should ever be required.
17. E-mail Confirmation Required
The bottom screen for Step 3 of 5 asks for ‘Email Address’. This function allows the NMSW to
send an email to confirm that you have submitted your declaration to one or two email
addresses of your nomination. If you want, you can complete details of your own email address
in this field. One email address must be completed in ‘First Email Address’ field.
This function will only send an automated email (details of this message in Appendix 2) and will
not attach or forward any copies of the documents that were submitted. The field ‘Second Email
Address’ is the same as the field above (‘First Email Address’). Best practice would advise that
you put your own email address into the ‘First Email Address’ field so that you can receive an
email receipt confirming submission.
The email for both will list the crew and passengers in the main body of information but the
message to the recipient in the ‘Second Email Address’ will not include the passenger and crew
passport numbers or dates of birth.
Once relevant fields have been completed you can click ‘Save & Proceed’ to take you to the
screen for Step 4 of 5.

18. Confirm Crew and Passenger Details
On this screen you can review the crew and passenger details as per the FAL 5&6 that has
been attached. If there are any further formatting errors that were not identified at the time of
attaching the manifest (Step 1 of 5) then they will be highlighted on this page.
On the actual FAL 5&6 names are listed alphabetically yet separately according to crew or
passengers. However on this screen, the crew and passengers are still listed alphabetically
irrespective of their status on board.
As long as the list of ‘People On Board’ has
listed next to their names – you can scroll
down to bottom of page and click ‘Save & Proceed’ and you will be taken to the final screen
Step 5 of 5.
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19. Errors Identified on Crew and Passenger List
As you scroll down the list of ‘People on Board’ if you do not see
will see
. These can be in any order on the list.

next to a name you

Also the top of the page will indicate that errors exist on this list as per the image below.
Click anywhere on the line of the person’s name, where an error is indicated. This will take you
into the person’s record (see image below – point 20).

20. Person Record – Error Identified
The field where the error has been identified will be highlighted by the box being outline in red.
Amend the error and then click ‘Save’ at the bottom of the page. You will now be taken back to
the main ‘People on Board’ screen (Step 4 of 5).
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21. Errors Amended
When you edit details on the NMSW screens then that direct amendment to the information
differs from the data on the original document that was initially attached. Therefore you must
ensure that you amend the original document in your work zone and then delete the one
that was attached in the first instance and re-attach the new amended document. If this is not
done this means that the raw data received by the authorities requiring it, will not have the most
current and accurate information.
Check through for any further errors that are highlighted and if there are none and all names are
listed as ‘Ready’ – click on ‘Save & Proceed’.
In order to ensure errors are kept to a minimum – it would be best practice to go back
into your original document and as it is a simple Excel Spreadsheet – introduce filters
and see where other Forenames and/or Surnames maybe missing (select ‘Blanks’ for
forenames/surnames via the filter system). Amend these all on the original document and
re-attach. The ‘People on Board’ page does highlight the person errors that are listed as
per point 18.

22. Submit Form to UK Government
You are now at the submission stage – Step 5 of 5.
If there are any further errors to do with the voyage, ship or person details then this will be
identified under the heading ‘Step 5 of 5’. If there are no errors then you will see the message
as in the image below. Click ‘Submit Declaration’
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23. Confirm Submission
Click ‘Yes –Submit Declaration’

24. Final Screen – Confirmation
This is the ‘receipt’ to show that your declaration has successfully been submitted and sent
through to the Collaborative Business Portal (CBP). The CBP is where all the documents will be
posted so that the UK Government Departments that require sight of the data will be able to
access them. The submission reference identified will be shown on CBP in the exact format as
it appears below.
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25. Mandatory FAL Form Not Attached
If you attempt to submit a declaration without attaching a FAL form marked as ‘Mandatory’ (FAL
1 and/or FAL 5&6) then upon final submission you will get the following error message.
Once you click ‘OK’ it will take you to the ‘attach Documents’ page and here you can attach your
missing mandatory FAL form.

If you attempt to submit a declaration without voyage details, ship details or correcting person
errors you will get the following error message at the point of trying to submit the incomplete
declaration.

26. E-mail Confirmation
Below is an image of what the email confirmation will look like. You will only see sight of
such a message if your email address was populated at Step 3 of 5 (Point 17). The email
confirmation gives details of voyage, vessel and a full list of passenger and crew as they
appeared on the National Maritime Single Window (Steps 1 through to 5) and not how it
appears on the original documents. Therefore if you made changes on the system and
not on original document (see Point 21) then the data on the email confirmation will differ.
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Amending/Cancelling a Declaration Once Submitted
You cannot choose to cancel or amend a single form within a declaration once it has
successfully submitted. Instead you will need to cancel/amend the whole declaration as per the
instructions below.
1. Choose Declaration to be amended. Click on ‘Submitted’ for the declaration you want to
amend/cancel.

2. You will be taken to ‘Attach Documents’ screen (Step 1 of 5) and the following message
header will appear. Choose to amend or cancel declaration.
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3. If you choose to ‘Cancel’ you will be shown the following screen below. If you decide to
proceed with the cancellation, you will need to add a reason for cancelling the file.

4. If you choose ‘Amend’ you will be shown the following message below. If you decide to
proceed you will need to add a reason for amending the file. Click on ‘Cancel
Declaration’ to confirm original submission will be cancelled and a new declaration will be
submitted.
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5. You will see the screen below confirming your declaration has been cancelled. An email
that the declaration has been cancelled will also be sent to the email address that was
originally listed to receive an email confirmation at Step 3 of 5.
If you click ‘Copy Form to Submit Again’ you will be taken to back to ‘Attach Documents’
screen to make a new declaration with the amendments required. You will need to go
through Step 1 through to 5 again.

6. You will be sent an email receipt confirming the cancellation and at the bottom of the
receipt it will detail any reasons given for the declaration being cancelled.
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7. Your ‘Saved Declarations’ screen will now reflect your cancellation/amendment. The
original submission of the declaration to the Collaborative Business Portal (CBP) will also
be automatically cancelled and replaced with the new amended declaration when resubmitted.

Submitting Documents for the Purpose of the Exit Checks Scheme (See page 5 for more
details)
Cruise ships and canalised maritime traffic (all scheduled ferry and some scheduled freight
carriers) are in scope for reporting for the purpose of Exit Checks. Therefore the NMSW will
need to be used by cruise ships and some scheduled traffic for reporting upon departure from
the UK.
The Exit Checks Scheme has made it mandatory for those ships in scope to submit Crew and
Passenger Lists (FAL 5&6) electronically upon departure. Therefore ships in scope must submit
the FAL 5&6 via the NMSW and because a declaration requires both mandatory forms – FAL 1
also, to submit successfully, both these forms will need to be completed.
We expect the report to be submitted via the NMSW at time of departure (‘last line off’) from UK
port and/or as soon as all those on board have been confirmed.
As with arrival reports – we only require reports for Exit Checks purposes to be submitted for
UK to foreign journeys (excluding at this time Crown Dependency Countries such as Isle of
Man, Jersey, Guernsey who along with the Republic of Ireland all form what is commonly known
as the CTA – Common Travel Area).
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As with arrival reports, API data is required upon leaving the UK since 08th April 2015, failure to
comply with these requirements can result in civil penalties for non submission of data.
Where Can Document Templates be Found?
Once logged in, click on ‘Document Templates’ icon or the tab on the main menu header.

You can also click on the ‘Help & Legal’ icon or tab on the main menu header.

By following either option, you will be taken to the screen below which lists all the current FAL
forms and Declarations in the format required for either downloading or submitting via the
NMSW. You can download and save these templates into your own work zone by clicking on
each one.
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APPENDIX 1 – Error Messages on NMSW.
(Any in BOLD are applicable to all other FAL forms and declarations not just exclusively FAL
5&6)
1. If you register to use the NMSW but attempt to login without first verifying your email
address you will see the following error message.

2. If you try to attach your FAL 5&6 in any other format than as an Excel document you will
get the following error message at the ‘Add Attachment’ stage.

3. If you try to attach a PDF document as any FAL form or Declaration (waste, health,
security), you will get the following error message at the ‘Add Attachment’ stage.

4. If you attempt to submit a declaration without including a mandatory FAL 1 form, you will
get the following error message at the point submission to the Government.

5. If you attempt to submit a FAL 5&6 with dates (for birth and document expiry dates) in
any format other than the UK dd/mm/yyyy format, you will get the following error
message at the ‘Add Attachment’stage.

6. If you have labelled the tab of your FAL 5&6 worksheet as anything other than ‘FAL’ you
will get the following error message at the ‘Add Attachment’ stage

7. If you enter a 3 letter country code for TD_Issuing Country that is incorrect (e.g. ROM
should be ROU for Romania) as per the UN ISO 3 letter codes then you will get the error
message below at the ‘Add Attachment’ stage.
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8. If you enter the TD_Issuing Country not in the 3 letter country code format, you will get
the error message below at the ‘Add Attachment’ stage.

9. If you delete the field at the top of the FAL 5&6 manifest (cell A6) that is shaded in yellow
and identifies from where the FAL 5 commences
then you will
get the error message below at the ‘Add Attachment’ stage. This cell must be labelled
‘CREW (FAL 5)’ in CAPS.

1. If you delete the field half way down the FAL 5&6 manifest that is shaded in yellow and
identifies from where the FAL 6 commences
then you will get the
error message below at the ‘Add Attachment’ stage. This cell must be labelled ‘CREW
(FAL 5)’ in CAPS.

2. If you are trying to submit a declaration for a voyage that is in the past or errors
mentioned at Step 5 of 5 have not been resolved then you will see this error
message. Correct details and resubmit.

3. If you enter anything other than P (or Passport), I (or Identity Card) or O (or Other) in the
TD_Type on the FAL 5&6 then you will get the error message below at the ‘Add
Attachment’ stage.

4. If you leave the Arrival and/or Departure UNLOCODE Port blank on your FAL 5&6, you
will get the screen below at stage 2 of 5. You will need to manually complete the correct
UNLOCODES and also ensure this is amended on your original FAL 5&6.
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5. If you have entered an unknown UNLOCODE then you will get the screen below at stage
2 of 5 and you will need to make the necessary amendments to ensure you are trying to
submit the correct UNLOCODE. You will get the screen below, if you also have entered
the correct UNLOCODE but have formatted it incorrectly. For example with GBSOU you
must have a space between the country code (GB) and the port code (SOU) – therefore
it should be GB SOU.

6. If you have entered only one port UNLOCODE or on the actual site delete the existing
port UNLOCODE then you will get the screen below (image 1) and it will give you the
option to be redirected to the website listing all UNLOCODES by country (image 2).
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(image1)

(Image 2)
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If you try to access the NMSW and there is an outage via the CBP and therefore you will
be unable to submit your declaration, the following message will be displayed:

You will still be able to login (providing that the NMSW is not also experiencing an
outage) and prepare your declaration ready for submitting once all systems are able to
accept reports. Your prepared reports will appear on your ‘Saved & Submitted
Declarations’ and show as ‘Ready’ awaiting your final submission once any outage has
finished.
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APPENDIX 2 – FAL 1 and FAL 5&6 Formatting Guide
FAL 1
Ensure that the ship service information matches across all your FAL forms being submitted.

Click into the blank fields and where relevant, an extra information validation box will appear.
This will tell you what information is required in a certain field. Validation information boxes
will appear across all FAL form (1-7) and waste, health and security forms.

Certain fields have validation built in that will require only text or numerical entries. If you try to
enter text data into a field that specifies digits the following error message below will pop up.
The validation box does detail that the field requires completion using a date format so text will
not be acceptable.
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You can get the exact number of crew and passengers from the FAL 5 & 6 – the figures to use
are listed under ‘Total Crew’ and ‘Total Passengers’ on the manifest.

Under the ‘Attached Documents’ tab you can click on the arrow and it allows a drop down menu
to appear and you can choose the option most applicable for the form you are submitting.
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The same premise applies to the FAL 3 and 4 so choose accordingly.

Irrespective of the FAL 5 & 6 being a combined form – if there are no passengers on board then
you would complete the FAL 5 and 6 for only actual people on board and choose ‘Not
Applicable’ under ‘Passenger List (FAL 6)’.

Crew and Passenger (FAL 5&6) Manifest Formatting & Preparation
The FAL template is divided up into three sectors – Service Information, Crew Information and
Passenger Information.
This is illustrated on the simplified CBP manifest form below –
Service Information Zone is shaded Blue – relates to your ship and the voyage it is making
Crew Information Zone is shaded Pink and
Passenger Information Zone is shaded Yellow.
We only require passenger and crew data for those on board the ship at the time of arrival or
departure from the United Kingdom.
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In order to successfully upload a valid file via the NMSW there are a few simple rules that must
be followed to avoid files being rejected by the validation built into the portal.
UNLOCODES - where a UNLOCODE is known you should insert that code in the format GB
SOU for example, with a space between the 2 letter country code GB and following 3 letter port
code SOU. Codes are listed at http://www.unece.org/cefact/locode/service/location.html.
As the UK Government only requires reports on point-to-point journeys to and from the UK to an
international port - these fields must always contain different country UNLOCODES.
Service information always is contained on rows 2-5 on the FAL manifest. These fields must
never be deleted or moved
When completing Crew Information it is important to remember that the ‘Rank or Rating’ field
applies only to crew. There is a 35 limit to the number of characters (including spaces) this field
can accept. We only need to know that someone is, for example, a Bar Attendant. We do not
need to know they are ‘Bar Attendant 62 – B Deck – Second Shift 857’.
Crew information always commences from row A6 on the FAL manifest. Passenger information
will always commence after Crew information and underneath the label ‘PAX (FAL 6)’
highlighted in yellow. Do not delete or move these fields.
To enable a file to be uploaded successfully All Surname, Forename and TD_Issuing Country
fields must be populated. For Surname and Forenames - when you copy them across ensure
that when viewed in the formula bar that they just show letters only
If the data to populate a name field is not present then you should enter UNKNOWN. Entering
abbreviations NK, FNU, TBA, etc... is NOT acceptable.
Do not leave any blank lines between data – you can have blank lines at the end of all your data
– but not anywhere else (see below).

Exceptions to the UNKNOWN rule:
If you do not have a TD Number do not enter UNKNOWN, just leave field BLANK
If you do not have a Date of Birth; do not enter UNKNOWN just leave BLANK
If you do not have a TD Expiry Date, do not insert UNKNOWN, just leave BLANK
If you do not have a Nationality, do not insert UNKNOWN, just leave BLANK
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The ‘Nationality’ and ‘TD_Issuing Country’ must be entered using the appropriate 3 letter
country code. If it is not, NMSW will not recognise the entry and will generate an error
message, preventing the file from being uploaded. When in doubt you can refer to the tab on
the NMSW FAL 5&6 Crew and Passenger Manifest labelled 'ISO 3166 1 A3'.
This lists all the codes you will require. If you enter, for example, British, United Kingdom, GB,
or UK instead of GBR, the NMSW will not recognise the entry and will generate an error
message, preventing the file from being submitted
Dates of Birth- these must always be in the format dd/mm/yyyy and not the USA date format
of mm/dd/yyyy. If you receive that data in any other format it must be converted. This is easy to
do using the ‘Format Cells’ function. Select the relevant cells right click and select the correct
date format ensuring that the field 'Locale (Location)' shows as English (UK) - click ok and the
dates will be transformed.

If you do not collect ‘Place of Birth’ data but do collect ‘Country of Birth’ then insert this
information into the ‘Place of Birth’ field. Alternatively you can leave it BLANK.
When a travel document has a leading number of 0 (zero) e.g. 0940148 – the leading 0 must
be included. However if a document number includes any characters such as hyphens or semi
colons etc, these must NOT be included.
CABIN - This is the passenger's cabin number
PORT OF EMBARKATION- This is the port at which the passenger joined the ship. The port
name or the UNLOCODE is acceptable here
PORT OF DISEMBARKATION - This is the port at which the passenger will leave the ship. The
port name or the UNLOCODE is acceptable here.
TRANSIT - This is to indicate any passengers who will be on board when the ship arrives in the
UK but either will be continuing their voyage on the ship ( Yes - in transit) or they will be
disembarking (No - not in transit). Y and N are the expected values here.
A formatting guide is available to view on each NMSW FAL 5 &6 worksheet which can be
accessed and downloaded via the NMSW portal under ‘Document Templates’.
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Glossary of Terms
API – Advance Passenger Information
CBP – Collaborative Business Portal
CTA – Common Travel Area
DfT – Department for Transport
HMRC – Her Majesty’s Revenue and Customs
MCA – Maritime and Coastguard Agency
NMSW – National Maritime Single Window
TDI – Travel Document Information
UK – United Kingdom
UKBF – UK Border Force
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