
 

 

 
 
 
OnePort Guidelines for  
Vessel Masters entering  
our Ports 
 
Port Authority, NSW 

November 2022 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

       

       OnePort guide for Agents – Port Authority of New South Wales           2 

Guidelines for Vessel Masters entering our Ports 
 

Below is a guide on how to complete a Masters Declaration for Vessel Masters entering our Ports. 

 

• Please also see video link that explains what is required when entering the 

Port  https://youtu.be/hSoMnccunpk  

• This can also be found on the Port Authority, OnePort public website OnePort | Port Authority New South 
Wales (portauthoritynsw.com.au)  
 

 

On approach to our Ports  
When your agent enters a booking for your vessel an automated “ARRIVAL” email will be sent to the vessel Master. 
The “ARRIVAL” email contains the “ARRIVAL” Masters Declaration. The Masters Declaration must be completed a 
minimum of 6 hours prior to your vessels arrival. 
 

 

 

Arrival email example   
 

 
 

 

 

 
 

https://protect-au.mimecast.com/s/5GE_CnxyBwH7GJxWiJT41g?domain=youtu.be
https://protect-au.mimecast.com/s/QbjKCp8AEyfnzjywhGv2B4?domain=portauthoritynsw.com.au/
https://protect-au.mimecast.com/s/QbjKCp8AEyfnzjywhGv2B4?domain=portauthoritynsw.com.au/
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Email information 
 
Information in the email heading will contain: 

• Movement type 

• Vessel name 

• IMO 

• Vessel master information required. 
 
Information in the email content includes:  

• A link  

• A pdf   

• Movement details  

• Masters must submit the Masters Declaration using one of the two options “Link” or ‘pdf.”  
 
 

  

 

 

 

 

 

 

Option 1. Web link 

Option 2. PDF 

Option 2. PDF 

Option 1. Web link 
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Submitting your Masters Declaration  
 
There are two options to submit your vessel “Arrival” Masters Declaration.  

• Option 1 - via the Weblink 

• Option 2 - PDF attachment  
 

  
 
 
 

Option 1. Web link 

Option 2. PDF 
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How to complete the Masters Declaration using the Weblink   

 
• Left Click on the Link. This will open a Masters Declaration. 

• Complete all required fields marked with a red asterix (*) 

• When all required fields are filled. Select submit. 
 
 
 
 

 

 

 

 

 

 

 

 

 

 
 
 
 

Option 1. Web link 

Option 1. Web link 
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All fields with a  

red asterix (*) must contain  

a response.  

Then select SUBMIT. 
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All fields with a  

red asterix (*) must contain  

a response.  

Then select SUBMIT. 
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Option 2. PDF 

How to complete the Masters Declaration using the PDF  

 
• Download the PDF  (Note: works best in ADOBE and not using your browser) 

• Complete all required fields marked with a red asterix (*) 

• Save the document 

• Do not SCAN and SIGN 

• Select Reply or Reply all (to include your agent) 

• Attach your completed pdf 

• Select send  
 

 
 
 
 

Download PDF 
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All fields with a  

red asterix (*) must contain  

a response.  

Then SAVE. 
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Master Declaration submitted successfully 
 

When the information is successfully submitted: 

• You will receive a reply email confirming the information has been successfully received 

• The email may take up to 15 minutes to appear in your inbox 

• It will show a message that says “The following movement has received vessel information” in addition to: 
o Vessel Name 
o Berth 
o Port 
o Movement Type 
o Pilot on board time 
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  Master Declaration submission unsuccessful  
 

When the information is unsuccessfully submitted: 
• You will receive and email stating “Masters Declaration failed to process.” 
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Editing submitted Masters Declarations 
 
You may need to update your Masters Declaration after it has been submitted or VTS may ask you to update 
information.  

 
To edit the link: 

• Select the link in the Movement email. The previously submitted responses will appear in the Masters 
Declaration. 

• Add/update information in the information fields  

• Select Submit 
 

To edit the pdf 

• Open the downloaded pdf that was previously sent 

• Add/update information in the information fields 

• Save 

• Reply to movement email 

• Attach updated pdf 
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Master Declaration submission unsuccessful  
 
Please check that: 

• All required fields marked with a red asterix (*) have a response 

• If using the pdf, check the pdf to ensure that all answers were saved in the attachment  

• Scanned or copied PDFs cannot be processed. Do not SCAN and SEND the pdf  

• The link or pdf you are using is for this visit and not from a previous visit to Port.  

-  
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In Port Requirements 
 
Once you have arrived in Port and your vessel is alongside the system will send you an email for the Masters Declaration to be 
completed for the next movement your agent has booked in our system. All Masters Declarations can be completed as shown in 
the examples above, via link or PDF.  
 
Other types of Movement in Port that require a Masters Declaration to be completed include: 

• Shift 

• Removal 

• Departure 
 

The email will clearly state which movement the Masters Declaration must be completed for in the: 

• Email SUBJECT 

• pdf Name in email attachment  

• pdf  

• Link Heading  

• Email Content 
 

 
See “Shift” example below. 
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See “Removal” example below. 
 

 
 
 
 
See “Departure” example below. 
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Trouble shooting and support 
 

What if I don’t receive the email? 

• Check your Junk and Spam folder. If it is not there, advise your agent who will be able to 
follow up for you or alternatively contact VTS and ask them to resend to you. 
 

What if I have no internet reception or am having IT issues? 

• Please wait until you are closer to Port to submit the pdf or link. The VTS requires the  
Masters Declaration a minimum of 6 hours prior to your pilot boarding. 

• Remember you can contact VTS on approach. 

 

 



 

 

 

 

Port Authority of NSW  

Millers Point NSW 2000 

E enquiries@portauthoritynsw.com.au 

W portauthoritynsw.com.au 
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