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Guidelines for Vessel Masters entering our Ports

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

e Please also see video link that explains what is required when entering the
Port https://youtu.be/hSoMnccunpk

e 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
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Port : Port Kembila

v il Type - ARRIVAL
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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/

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 Option 2. PDF

Option 1. Web link

]
[ ]
e Movement details
e  Masters must submit the Masters Declaration using one of the two opt|on- -
" -]
QD
238 -
B8 P .
@ dew -
5 prdess 0 -
% ‘

The folowing ARRIVAL sOvement requeres vissel nAorsaton

Option 1. Web link

......

Option 2. PDF
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Submitting your Masters Declaration

There are two options to submit your vessel “Arrival” Masters Declaration.
e Option 1 - via the Weblink
e Option 2 - PDF attachment

Arrival - Test One-108052 - Vessel master information required

° OPAgentPKTest
INO Message text)

° OnePornSenvicesUAT
To: OPAgentPKTozt
B 2682-Arnval Test One.pdf v
. Wi
The following ARRIVAL movement requires vessel information
Vessel : Test One-108052
Berth : 105 « Aat Port Kembla Teeming!
Port : Port Kembla
Movement Type : ARRIVAL
Pilot on Board Time ; 31 Oct 2022 13:00 (+11:00 UTC)

INFORMATION, VESSEL ARRIVAL MOVEMENT INFORMATION CAN BE SUBMITTED &Y

1, Thas Vessel Data Entry FOR( : D
. won 1. Web link
R

2. Using lamed

Paf INSTRUCTIONS, w’on 2. PDF
Download pdf. Complete 3l requs™d fields, Save, Reply 10 this email, Attach compieted pdf. Send. DO NOT SCAN AND SIGN

~ OnePort guide for Agents — Port Authority of New South Wales
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How to complete the Masters Declaration using the Weblink

e Left Click on the Link. This will open a Masters Declaration.
e Complete all required fields marked with a red asterix (¥)

e When all required fields are filled. Select submit. Option 1. Web link

Fw: Arrival Vessel master information required
< .
OPAgentPKTest AR
To @ Melissa Lane 10:00 £
=
we ] 262 KB
Subject: Arrival - Vessel master information required

The following ARRIVAL movement requires vessel information

Vessel .

Berth : 103 - Aat Port Kembla Terminal
Port : Port Kembla

Movement Type : ARRIVAL

Pilot on Board Time : 10 Nov 2022 09:30 (+11:00 UTC)

INFORMATION. VESSEL ARRIVAL MOVEMENT INFORMATION CAN BE SUBMITTED BY :
1. This Vessel Data Entry FOR
OR

2. Using the PDF attached.
Pdf INSTRUCTIONS.
Download pdf. Complete all required fields. Save. R
AND SIGN.

to this email. Attach completed pdf. Send. DO NOT SCAN

Option 1. Web link

~ OnePort guide for Agents — Port Authority of New South Wales



Y 4 Port Authority of New South Wales

Arrival Master Declaration Newcastle

Vessel:
IMO:
Call Sign:
Movement ID:

Ared * indicates a required field that must contain a response;
Arrival Vessel Information
Displacement: * \ t
Fore Dr@ \ m
Mid Draft: * \ All fields with a | m
Aft Draft: * red asterix (*) must contain | m
Mast Down Air Draft: a response. \ m
Moy Then select SUBMIT. | i
Container Stack Height: \ m
Beam: * \ m
Bow to Gangway : * \ m
Bow to Bridge: * |7 m
KG (Vertical Metacentre): * \ m
GM (Metacentric Height (Solid)): * \ m
GM(f) (Metacentric Height (Fluid)): * | m
GM(f) = GM — FSC(Free surface correction) ‘
KM (Transverse Metacentre): * |
KM = KG + GM | m
LBP (Length Between Perpendiculars): * \ m
Lines Type: * [Select v
Pilot Ladder Type: * | Pilot Ladder v
Bow Thruster Power: (if available) 0 kw
Available Bow Thruster power (%): (if available) \ \
Stern Thruster Power: (if available) o kw
Available Stern Thruster Power: (%): (if available) \ \
Bitts Safe Working Load: * [ t
Fair/Panama Leads Safe Working Load: * \ t
Is the vessel suitably trimmed by the stern? * [select v |
Is the vessel in ballast? * | Select v |
Conditions of Class: * ‘
Security Level: * \
Helicopter Pilotage Capable: * [Select v |

~ OnePort guide for Agents — Port Authority of New South Wales



Is the below equipment fully operational, in good working order and in compliance with the appropriate Statutory requirements?

Main Engine Operating astern: * | Select v |
Does the vessel have any current defect to any critical Navigational or propulsion equipment: * |Select v |

Navigational or propulsion equipment Defect Details: *

Is Propeller fully immersed? * [select v |

Bow Thruster Operati?n@ All fields with a \VSelect v
Stern Thruster Operational: * . . | Select v
Number of steering Motors Running: * red asterix (¥) must contain 1

Steering (Follow Up / Non Follow Up / Emergency): * aresponse. [Select v |
Steering Gear Operational: * Then select SUBMIT. [select v |

ECDIS Operational: * [Select v |

Does the vessel have a primary and Secondary ECDIS [Select v
with ENC cells and *

If No to above does the vessel have onboard

an updated paper chart AUS195 of the port? * EEE

Gyro Compass Operational: * [select v|

Gangway Operational: * [select v |
Mooring/Winches Operational : * [Select v |

VHF Operational: * | Select v |

Pilot Card Available: * | Select v |

Pilot ladder rigged in accordance with IMO and SOLAS requirements: * | Select v |

Anchors ready for Emergency: * | Select v |

Dead Slow Ahead Speed:(kn) * \ kn
Crew Standby Forward: * [Select v |

Health and Safety Information

1a - What was your last port of call? * | |
1b - What date did you depart? * \dd/mm/yyyy \

2a - What was your second last port of call? * \ \
2b - What date did you depart? * \dd/mn/yyyy @]

3 - Are there crew or passengers aboard who are currently COVID-19 positive?* [Select v |

4 - Are any crew members whose role includes interaction with the Pilot COVID-19 positive?* [Select v |

If you answered YES to questions 3 or 4 above, please answer questions 5 and 6 below;

5 - Have you informed the vessel agent of the health status of your vessel?* [Select v |

6 - Has your agent updated the pre-arrival report (PAR) to show changed health status?* [select v

If you answered YES to any of the above questions 3 to 6, please provide additional relevant ’ ‘
details: *

| have read and agree to the conditions contained within the Harbour Masters Directions, and Instructions (if
any)”

| Select v |

~ OnePort guide for Agents — Port Authority of New South Wales



How to complete the Masters Declaration using the PDE

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 Option 2. PDF
Do not SCAN and SIGN

Select Reply or Reply all (to include your agent)

Attach your completed pdf

Select send

W Delete ~ T Archive (0 Report v« Sweep [CgMoveto v v Reply & Replyal > Forward v+ Read/Unread v B v £ O+« Fo B
G aoit=s © Inbox = Filter Arrival - Clover Ace-9363950 - Vessel master information required v v
~  Folders OnePortServicesUAT 2 O
( OnePorts UAT @& « & o~
O Arvival - Clover Ace-936395... 0354 G neporservices
> 63 Inbox 320 The following ARRIVAL movement ... To: OPAgentPKTest
2 Drafts 2 OnePartServicesUAT % [ 64107-Arrval-Clover Ace.pdf
i Artival - Taurus Leader-97005... 0920 e
> Sent ltems The following ARRIVAL movementr.. [ Preview
> T Delete.. 21497 OnePortservicesUAT > Save to OneDrive - Port Authority Of New South Wales &Nt requires vessel information
Harbour Master's Instructio -
€3 Junk Email The attached memo contaiflelpform., ¥ Download
BET T 103 - A embla Terminal
T Archive Yesterday
Port : Port Kembla
(@ Notes OnePortServicesUAT 2
Q Arrival - Elisabeth Olden..  Toe 1ho7 Movement Type : ARRIVAL Download PDF
~ BD Arrival Email .
rvel Ematls The following ARRIVAL movement ... Pilot on Board Time : 10 Nov 2022 09:30 (+11:00 UTC)
B9 Master D [ 64085-Arrival-El...
Eetegied INFORMATION, VESSEL ARRIVAL MOVEMENT INFORMATION CAN BE SUBMITTED BY :
B Conversation . OnePortServicesUAT 1. This Vessel Data Entry FORM link
Arrival Movement detail i...  Tue 1045
B3 Departure ... 78 The following movement requires in... OR
B AR ” — 2. Using the PDF attached
FJ TEST ONE 2 OnePortServicesUAT PAFINSTRUCTIONS.
Harbour Master's Instru...  Mon 2130 Download pdf. Complete all required fields. Save. Reply to this email. Attach completed pdf. Send. DO NOT SCAN AND SIGN.
Create new fol.. The attached memo contains Inform...
> Groups OnePortServicesUAT 2 &\ Reply ~ Forward
° Harbour Master's Instru...  Mon 21:23
The attached memo contains Inform...
[ 451108Newcast..
| OnePortServicesUAT
Harhour Mactar's Inctrn— Man 006
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7 eorraurvorry  ARRIVAL MASTERS DECLARATION

GF NEW SEUTH WALES.

Port:

Movement Type: Arrival
Berth: E1

Vessel:

IMO:

Call Sign:

Movement ID.

Ared ( *) indicates a required field that must contain a response.

VESSEL ARRIVAL INFORMATION IS THE BELOW EQUIPMENT FULLY OPERATIONAL, IN GOOD
Displacement (t): @ WORKING ORDER AND IN COMPLIANCE
Fore Draft (m): * WITH THE APPROPRIATE STATUTORY REQUIREMENTS?
Mid Draft (m): * Main Engine Operating Astern: O Yes ®No *
Aft Draft (m): * Does the vessel have any current defect to any
Mast Down Air Draft (m): critical Navigational or propulsion equipment: O Yes @®No =
Max Air Draft (m): All fields with a Navigational or propulsion equipment *
ol o0 asterix (*) must contain IR
Bow To Gangway (m): a response. * Is Propeller fully immersed? O Yes ®No =
Bow To Bridge (m): Then SAVE *
KG (Vertical Metacentre) (m): * Bow Thruster Operational: (@ Yes *
GM (Metacentric Height (Solid)) £ * O No
GM(f) (Metacentric Height (Fluid)) (m): * O Limited Capacity
GM(f)(m) = GM — FSC(Free surface correction) O Not Applicable
KM (Transverse Metacentre) (m): *
KM(m) = KG + GM Stern Thruster Operational: @® Yes *
LBP (Length Between Perpendiculars) (m): * O No
Lines Type: @ Synthetic * O Limited Capacity
O Wire (O Not Applicable
Pilot Ladder Type: (® Pilot Ladder * Number of steering Motors Running: *
(O Combination Ladder Steering (Follow Up / Non Follow Up / Emergency): () Yes (®) No  *
O Arival Other (Helicopter) Steering Gear Operational OYes @®No *
ECDIS Operational OYes ®No *
Vessel Helicopter Capable: O Yes @ No * Does the vessel have a primary and Secondary
ECDIS with ENC cells and ? O Yes @®No *
Bow Thruster Power: (kw) (if available) 0 If No to above does the vessel have a full
Available Bow Thruster power (%) (if available) set of updated paper chart AUS195 of the port O Yes @ No  *
Stem Thruster Power: (kw) (if available) 0 Gyro Compass Operational O Yes ®No *
Available Stern Thruster Power: (%) (if available) Gangway Operational O Yes @®No =
Bitts Safe Working Load: (t) * Mooring/Winches Operational O Yes ®No *
Fair/Panama leads SWL: (t) * VHF Operational O Yes ®No *
Security Level (1/2/ or 3): * Pilot Card Available: O Yes @®No =
Is the vessel suitably trimmed by the stern? O Yes (® No * Pilot ladder rigged in accordance with IMO *
Is the vessel in ballast? O Yes (® No * and SOLAS requirements? O Yes (® No
Conditions of Class: * Anchors ready for Emergency O Yes (®No *
Dead Slow Ahead Speed (kn): *
Crew Standby Forward QO Yes (®No =

HEALTH AND SAFETY INFORMATION

1a - What was your last port of call? *
1b - What date did you depart? *
2a - What was your second last port of call? *
2b - What date did you depart? *
3 - Are there crew or passengers aboard

who are currently COVID-19 positive? O Yes (®No =

4 - Are any crew members whose role includes

interaction with the Pilot COVID-19 positive? O Yes ®No =«

If you answered YES to questions 3 or 4 above, please answer questions 5 and 6 below;
5 - Have you informed the vessel agent of the

health status of your vessel? O Yes (®No *

6 - Has your agent updated the pre-arrival report (PAR)

to show changed health status? O Yes ®No =+

If you answered YES to any of the above questions *

3 to 6, please provide additional relevant details:

|:|I have read and agree to the conditions contained within the Harbour Masters Directions , and Instructions (if any).

~ OnePort guide for Agents — Port Authority of New South Wales



Master Declaration submitted successfully

When the information is successfully submitted:
e You will receive a reply email confirming the information has been successfully received
e The email may take up to 15 minutes to appear in your inbox
e It will show a message that says “The following movement has received vessel information” in addition to:
o Vessel Name
Berth
Port
Movement Type
Pilot on board time

O
o
o
o

Faders OwsPortSersioaliaT

~ OnePort guide for Agents — Port Authority of New South Wales
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Master Declaration submission unsuccessful

When the information is unsuccessfully submitted:

I
— &

e You will receive and email stating “Masters Declaration failed to process.”

v P = - Texms cal = Qi

- Formard £ Read /Unread =4

Tor OPAgentPCTest

434075261 7-Departure-The 43407500l Ml
) v

X0 e «

The attached Vessel Master Declaration failed to process.
Please check check Jl details and resubmit the pdf in the correct format to OnePortSenvicesUATS portauthontynsw.com.ay
Please note that scanned copies of the Vessel Master Declaration form cannot Be processed,

This is an automated response please do not reply 1o ths email

Dt you et tha? ]‘ ’ Teme ser 1ched ] Peme prrt. |

(@ Ace the suggesticas adave heiphs? Yes Mo

=\ Reply «* Forwaed

&
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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:

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

e Add/update information in the information fields
e Select Submit

To edit the pdf

e Open the downloaded pdf that was previously sent
Add/update information in the information fields
Save

Reply to movement email

Attach updated pdf

~ OnePort guide for Agents — Port Authority of New South Wales
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Master Declaration submission unsuccessful

Please check that:

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

e [f using the pdf, check the pdf to ensure that all answers were saved in the attachment
e Scanned or copied PDFs cannot be processed. Do not SCAN and SEND the pdf

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

Master Declaration
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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:

e  Shift
e Removal
e Departure

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

e Email SUBJECT

e pdf Name in email attachment
o pdf

e Link Heading

¢ Email Content

See “Shift” example below.

2652-Shilt-ANC Explocerpd? L Downloss 2

Ared (*) indicates a required field that must contain a response.
VESSEL SHIFT INFORMATION

GM (Metacantric Height (Solid)) (m)

GM(N) (Metacentric Height (Fhuid)) ()
GMIf(m) » GM — FSCiFree surface cerection)
KM (Transverse Metacentre) (m)-

KM(m) = KG + GM

LBP (Lergh Between Perpendicutars) (m):
Lines Type:

IS THE BELOW EQUIPMENT FULLY OPERATIONAL, IN GOOD
WORKING ORDER AND IN COMPLIANCE
WITH THE APPROPRIATE STATUTORY REQUIREMENTS?
Main Engine Operating Astern: @ves N+
Dows the vessel have any current detect 1o any

Yes @No o+

NIt

Number of steering Motors Running: 2
Steerng (Follow Up / Non Follow Up / Emergency):

Avaslable Bow Thruster power (%) (f avasable)

ECOIS Operatonal

1f No 10 above does the vessel have a full

Shift - ANL Explorer-8506098 - Vessel
master information required

° OnePortServicesUAT
To! OPAGRAIPKTest

| o 2652-Shite- AN Exprorer gt
| = 2axe

The following SHIFT movement requires vessel
information

Vessel : ANL Explorer-8506098

Berth: 110 - Bluescope Roro Beth

(Shift (25) m)

Port : Port Kembla

Movement Type : SHIFT

Pilot on Board Time : 28 Oct 2022 18:30 (+11:00UTC)

INFORMATION. VESSEL SHIFT MOVEMENT INFCRMATION CAN BE
SUBMITTED 8Y

1. This Vessel Data Entry FORM bk
oR

2.Using the PDF attached

PAf INSTRUCTIONS.

Downioad pdf. Complete all required fields. Save. Reply 10 this email

Attach completed pdf. Send. DO NOT SCAN AND SIGN.

“ Reply  ~ Forward

~ OnePort guide for Agents — Port Authority of New South Wales
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See “Removal” example below.

2662-Remnoval-Tai Xingpd! L Downiosa

Ared (") Indicates a required field that must contain a response.
VESSEL REMOVAL INFORMATION
Displacesnent (1):

Fore Drak (m)

Mid Draft ()

Af Draft ()

Mast Down Air Dralt ()

Max A¥ Draft {m)

Container Stack Heght (m)

Beam (m)

Bow To Gangway (m):

Bow To Bricge (m)

KG (Vierscal Metacantre) ()

GM (Metacentric Height (Scikd)) (m):

GANN) (Motacenanic Height (Flui)) (m)
GAM(m) = GM — FSC{Free surtace comection)
KM (Transverse Metacentre) (m):
KM(m) = KG + GM.

LBP (Length Betewen Perpendcutaes) (m).
Uines Type:

1S THE BELOW EQUIPMENT FULLY OPERATIONAL, IN GOOD
WORKING ORDER AND IN COMPLIANCE

WITH THE APPROPRIATE STATUTORY REQUIREMENTS?
Main Engine Operating Asteen: @Yes ONo »

Does the vessel have any current defect So anry

oritcal Navigabonal of progeisin equpment CiYes @No
Navigationsl or propulsion equipment P

Defect Detals:

Is Propeier fully immersed? ® Yos

Bow Theuster Operational: ® Yes
N

Number of steering Motors Running:
Steering (Foliow Up / Non Fallow Up / Emargency): @ Yes

2640-Departore-Tai Xingpe! L Downlosd 2 p

I
— &

g ® Yos
ECDXS Operasonal @ Yos
Does the vessel have a primary and

ECDES with ENG colis and. ® Yos
1 No 1o above doas the vessel have @ il

Js195

DEPARTURE MASTERS DECLARATION Port Kembla

SHHHEE
I
i

GM{f)m) ¥ GM — FSCiFree surface ccerection)

KM(m) » KG + GM

1965

) Wire
T @ ot Ladder

) Combination Ladder
() Aetival Other (Melicopter)

Lines Type:

IS THE BELOW EQUIPMENT FULLY OPERATIONAL. IN GOOD

WORKING ORDER AND IN COMPLIANCE

WITH THE APPROPRIATE STATUTORY REQUIREMENTS?
@Yes ONo o

Does the vessel have any current defect 1o any

critical Navigational of gropulsion equipment Yes @ No *

Nil defects

® Yos

Hide email O

Removal - Tai Xing-9930909 - Vessel
master information required

° OnePortServicesUAT
Tor OPAgentPKTest

2642-Remaval-Tai Xing pdf
ma

The following REMOVAL
information
Vessel ; Tai Xing-993050%

Berth 1 106 - Aat Port Kembia Terminal

Port : Port Kembia

Maovement Type : REMOVAL

Piiot on Board Time : 30 Oct 2022 09:00 {+11:00 UTC)

INFORMATION, VESSEL REMOVAL MOVEMENT INFORMATION CAN
BE SUBMITTED BY :

1. This Vessel Data Entry FORM fnk .
OR

2. Using the PDF attached.

Paf INSTRUCTIONS.

Download pdf. Compléte 3 raguired fields. Save. Reply to this email
Attach completed pdf. Send. DO NOT SCAN AND SIGN.

“. Reply > Forward

Departure - Tai Xing-9930909 - Vessel
master information required

° OnePortServicesUAT
To: OPAGRAIPKTest

The following DEPARTURE movement requires vessel
information

Vessel - Tai Xing-9930909

Berth: 107 - Aat Port Kembla Terminal

Port ; Port Kembla

Movement Type : DEPARTURE

Pilot on Board Time : 02 Nov 2022 00:30 (+11:00 UTQ)

INFORMATION. VESSEL DEPARTURE MOVEMENT INFORMATION CAN
BE SUBMITTED BY :

1. This Vessed Data Entry FORM link

OR

2. Using the PDF attached.

Pdf INSTRUCTIONS,

Downioad pdf. Complete all required fietds. Save. Reply to this email
Attach completed pof. Send. DO NOT SCAN AND SIGN.

S Reply  ~ Forward

S

OnePort guide for Agents — Port Authority of New South Wales
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Trouble shooting and support

What if | don’t receive the email?
e 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 | have no internet reception or am having IT issues?
e 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.
e Remember you can contact VTS on approach.

~ OnePort guide for Agents — Port Authority of New South Wales
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