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How to download the Excel MSWSE EU Template

The EU (European) Template comes in two editions; one with example data and one
without. You can use any of the two. The one with example data you can use to see
what kind of information that can be used in each column.

There are several places where you can find and download the EU Templates. We
do recommend that you always download from one of the places below, to make sure
that you get the latest version.

1. You can go to the home page of the Swedish Maritime Administration and
there you can choose to download the preferred Excel Template.

2. You can download the Excel Template when you are logged in to MSW
Reportal from one of the following places:

a. From the Visits page, via “Download Exce

TaY [ See deleted
ISl S < This week R - .
J Expanded view
New visit@ | New timetable® v Download Exce
o w
o Ship name < Port of cal < ETA/ATAG ¢ ETD/ATD@ ¢ o

b. From your created visit and in the Overview, via the question mark (?)
right next to “Upload information for the visit”.

Upload information for the visit &
Upload information about the visit by using,
and filling in, one of the Excel templates as
linked below:

. EU Templates
» Pilotage/movement & suse o empiate

! E EU Template - Example

Customized Template, with predefined values
MSWSE Sweden Template

» Crew

,,,,,,,,,,,

c. From your created visit and under the question mark (?) right next to
“Upload list” in some of the sections: e.g. “Crew”, "Passengers”,
“Security”, "Goods to declare/Vehicles”, “Ships store” and “Waste”.

¥ Crew » Ship’s store

Crew at Goteborg
» Dangerous cargo

+Add crew member

Upload list
Upload information about the visit by using,
Waive from reporting crew manuall  and filling in, one of the Excel templates as
linked below:

Crew's effects
EU tes
EU Templal

EU Templa

-+Report crew's effects

Customized Template, with predefined values

MSWSE Sweden Template

» Pacconnerg 0 arriving



https://www.sjofartsverket.se/en/services/msw-reportal/guidance/
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How to fill in the MSWSE EU Template

In the following sections, you will find guidance regarding how you can fill in
information the MSWSE EU Template. The following sections represent each tab in
the Excel template.

To read further more about the reporting and information please read the User Guide
for MSW Reportal User guide and technical information.

Crew list
CREW LIST
(*)Nature of identity
“Family name *Given name *Nationality *Date of birth *Place of birth document
haanoATORY MANDATORY MANDATORY MANDATORY MANDATORY omon b
(MANDATORY i "Naturcof | MANDATORY cacer 1O Hmocfiets | cbarkng W ot corent prt, | ecmbarig W owramrens
e e otherwise leave blank] port, otherwise leave blank)
A B
CREW LIST Column A-B, required: Column A-B can
contain any combination of letters as long as it
Tl Given name is letters and nothing else. When a person does
not have two names, you are required to type

Johansson Maria “Unknown” in one of the columns.

Andersson Erik

Karlsson Anna

Nilsson Lars

Eriksson Margareta

Larsson Karl

c D Column C, required: Fill in the correct

name of the country or the country’s correct
land code. All the correct names and land
codes exist in the tab” Reference data”. You
have also the option the type “Unknown”.

*Nationality *Date of birth

MIANDATORY MANDATORY Note: “Filipino” does not work.

Sweden 1955-01-08

Sverige 1958-06-19

SWE 1961-11-28

>k 1965-05-09

Norway

Norge

NOR Column D, required: Fill in date of birth. The accepted formats

NO of date in the Excel “MSWSE EU Template” are: YYYY-MM-DD

Aand Ielands or YYYY/MM/DD or YYYY.MM.DD or DD-MM-YYYY or

Unknown DD/MM/YYYY or DD.MM.YYYY
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Column E, required: Enter the name of the
of city or place of birth. Any combination of
letters is possible and you can type unknown

*Place of birth
MANDATORY

(*)Nature of identity if needed.

document

‘r“TEjJOF‘”t“f”bdfn Column F, required if: There are only two
valid options for identity. Passport or

Stockholm Passport ,
Norrkdping SeamansBook Seaman’s book.
Link&ping Passport
Vel CeamansBook This one is required if Number of identity
Goteborg Passport document (Column G) is filled out.
Orebro SeamansBook
Helsingborg Passport
Halmstad SeamansBook
Jonképing Passport
Uppsala SeamansBook
G Column G, required if: Make sure that you type all the

numbers correctly. All passports have different numbers and
they can even have letters and/or shorter or longer

{(*)Number of identity

document

(MAMNDATORY if "Nature of
identity document” filled out)

482283289

combinations then from other countries. Same thing with the
Seaman’s book.

This one is required if Nature of identity document (Column F)

193685214

is filled out.

759688523

357698752

Column H, required: When you fill in this
column it is important that you use the correct
name of the “rank”, which you will find in the

“Reference data” tab.

*Rank or rating *Gender

MANDATORY MANBATORY Note: That for example "Able seaman” is
AsstFoodBevMngr X correct but “Seaman able” is not.

BarManager Male

BarService Female If you are uncertain or the ranking does not
BarManager Male exist in the reference tab you can type
CargoTechnician Female “Other”.

Cook

ChiefElectrician

Column I, required: You have three options
to choose from when it comes to gender: Male,
Female or X.
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Column J, required: You must enter a value for each crew
member in the column Crew’s effect.

*Crew's Effects

MANDATORY
Enter "NTD" if no effects

24 beer, 12 drugs

When you fill in the Crew’s effects it is very important that
you do it correctly. You can put the mouse over — symbol
to see how (see picture below).

You can specify Crew’s effect in two ways, either by name

NTD

of the article or the code for the article.

NTD

NTD

The quantity must be written first, followed by a blank space

221,2416

and then the name or code of the article.

NTD

Commas are used as separators for reporting of several

articles, while the point is used as a decimal point.

Note: The amount is filled in first. You need to fill in “200 cigarettes” or “200 4”. If
you want to fill in several things in the same row you can for example type:
“200 cigarettes, 150 beer, 100 wine” or “200 4, 150 16, 100 3”.

*Crew's Effects

MANDATORY
Enter "NTD" if no effects

24 beer, 12 drugs

Er

NTD

NTD

NTD

[¥2)

221,2416

NTD

413 lions, 2 13 elephant

NTD

1.1 15, 23.12 7 Gasoline

NTD

*Note that you must enter "NTD" (Mothing to
declare) if crew member has no effects.

Effects ineligible for relief from customs duties and
taxes or subject to prohibitions or restrictions.

Comma is used as delimiter and point as decimal
mark.
Eg. 2.1 wine, 0.33 beer, 3 cigarettes

Use reference data, name or code.
Eg. 1 Cigars, 2 16, 2 FireArms, 3 4

A description may also be added.
Eg. 6 Animals Lions, 2 13 Elephants

Reference data (name, code):
AlcoholicSpirits = 001,
OtherAlcoholicSpirits = 002,
Wine = 003,

Cigarettes = 004,
Cigars = 005,
Tobacco = 006,
Fuels = 007,
Lubricants = 8,
Drugs = 9,
FleshAndFleshProducts = 10,
FireArms = 11,
Ammunition = 12,
Animals = 13,
FortifiedWine = 14,
LightWine = 15,
Beer = 16,
Miscelaneous = 99




Type of article

Alcoholic Spirits
Other Alcoholic Spirits
Wine

Cigarettes

Cigars

Tobacco

Fuels

Lubricants

Drugs

Flesh and flesh products

Firearms
Ammunition
Animals
Fortified wine
Light wine
Beer
Miscellaneous

Quantity

liters

liters

liters

number of article
number of article
kilogram

liters

liters

kilogram
kilogram

number of article
number of article
number of article
liters

liters

liters

number of article
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Example 1: if you enter "24 beer, 12 drugs" in the Excel file, it will look like below in

MSW Reportal.

Example 2: if you enter "1 phone", for example a type of article that is not in the
reference data, the system will automatically set the type "Miscellaneous" and under
"Description” you can see what is specified.

1.1 - Erik Andersson Delete  Done 1. 2 - Maria Johansson Delete Done
Rank or rating Bar manager v Rank or rating Assistant food beverag: v
Erik )
Given name Given name Maria
Family name Andersson .
Family name Johansson
Effects
Effects
1 Miscellaneous Delete Don
1 Beer it
Type Miscellaneous v 2 Drugs it
Description Phone Add effect
Quantity 1 pieces Clear effect lis




If the SpeCIfIC effeCt the crew member ha.S |S nOt Crew's effects arriving at Oxelésund.

listed, you can always type “Miscellaneous”.
Then you will need to fill in a description and

guantity inside the MSW Reportal. See picture

to the right.

Nothing to declare
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1. 2 - Bengt Ake Osterman

Rank or rating Master
Given name Bengt Ake
Family name Osterman
Effects
il Cigarettes Edit
2. Miscellaneous ¢ Jone
Type Miscellaneous

pieces

For those crew members who has nothing to declare enter “NTD” (Nothing To

Declare) in the column Crew's Effect.

You don’t declare anything for articles with quantity zero.

The system will automatically check the box "Nothing to declare" in MSW Reportal for

these crew members.

K L
(*)Embarkation in {*)Disembarkation in
current port. current port.
(MAMNDATORY if crew is (MAMNDATORY if crew is
embarking fill out current port, |disembarking fill out current
otherwise leave blank) port, otherwise leave blank)
SEGOT

SEGOT
SEGOT
SEGOT

Column K-L, required if: These two
columns are only required to be filled in
if there is a crew change that needs to
be reported.

You need to report this if the crewman is
embarking or disembarking otherwise
you shall not type anything.

You need to fill out the UN/LOCODE for
the port.

For example: SEGOT in this example is
the UN/LOCODE for Gothenburg.



Passenger list
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PASSENGER LIST

*Family name

*Given name

*Nationality

(*)Nature of identity

*Date of birth document

Place of birth

MANDATORY

MANDATORY

MANDATORY

MANDATORY

(MANDATORY if "Number of
identity document” filled out)

(*)Number of identity
document

[MAMNDATORY if "Nature of
identity document” filled out)

(*)Embarkation in

current port.
(MANDATORY if passenger is
embarking fill out current port,
otherwise leave blank)

(*)Disembarkation in

current port.

[(MANDATORY if passenger is
disembarking fill out current
port, otherwise leave blank)

Require special care

*Gender of passenger
MANDATORY

A B
*Family name *Given name
MANDATORY MANDATORY
Jénsson Marianne
Carlsson Sven
Petersson Lena
Lindberg Helena
Magnusson Fredrik
Lindstrém Emma

C D
*Nationality *Date of birth
MANDATORY MANDATORY
Sweden 1923-01-03
Sverige 1935-06-12
SWE 1947-11-19
SE 1960-04-27
Norway 1972-10-04
Norge 1982-03-13
NOR 1993-08-19

Column A-B, required: Column A-B can
contain any combination of letters as long as it
is letters and nothing else.

When a person does not have two names, you
are required to type “Unknown” in one of the
columns.

Column C, required: Fill in the correct name
of the country or the country’s correct land
code.

All the correct names and land codes exist in
the tab” Reference data”. You have also the
option the type “Unknown”.

Note: “Filipino” does not work.

Column D, required: Fill in date of birth. The
accepted formats of date in the Excel “MSWSE
EU Template” are: YYYY-MM-DD or
YYYY/MM/DD or YYYY.MM.DD or DD-MM-
YYYY or DD/MM/YYYY or DD.MM.YYYY




(*)Nature of identity

Place of birth document
[(MANDATORY if "Mumber of
identity document” filled out)
Denmark None
Norrkdping IdentityCard
Linkdping Passport
Malmd RegistrationDocument
Goteborg ResidencePermit
Orebro SeamansBook
Helsingborg Visa
G

(*)Number of identity

document

(MANDATORY if "Mature of
identity document” filled out)

filled out.

794613528

976943122

445464543

234623211
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Column E: enter city, country or the country
code (also see tab for reference data).

Any combination of letters is possible and you
can type “Unknown” if needed.

Column F, required if: Enter passport or identity
card.
This one is required if Number of identity

document (Column G) is filled out.

Column G, required if: Make sure that you type all the numbers
correctly. All passports have different numbers and they can
even have letters and/or shorter or longer combinations then
from other countries.

This will be required if Nature of identity document (Column F) is

Column H, required if: Enter the port in
UN/LOCODE (i.e. SEGOT) where the
passenger embarked the vessel.

(*)JEmbarkation in

current port.
[MANDATORY if passenger is
embarking fill out current port,
otherwise leave blank)

SEGOT

(*)Disembarkation in

current port.

[MAMDATORY if passenger is
disembarking fill out current
port, otherwise leave blank)

Column |, required if: enter the port in
UN/LOCODE (i.e SEMMA) where the
passenger disembark.

SEGOT in these examples is the UN/LOCODE

SEGOT

for Gothenburg.

SEGOT

Require special care

Wheelchair

*Gender of passenger
MANDATORY

Female

Male

X

Column J: enter if any special care is required,
i.e. Wheelchair.

Column K, required: You have three options to
choose from when it comes to gender: Male,
Female or X.
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Ship stores
There is a separate tab, in the excel template, to fill out information regarding "Ship
stores”

Column A: Do not remove or change the “Name of article”, all the names of the
articles are already displayed.

Column B - Quantity, required: Fill in correct number of quantity. See the example
below.

If you have an article onboard which needs to be declared but doesn’t exist in the list
of the Excel template? Use the article “Miscellaneous”.

If you do not have the article on board, keep the zero (0).

Column C - Unit: Tells which Unit type

Note: You can only use two decimals in the system.

A B C
SHIP STORES
Name of article “Quantity Unit

MANDATORY

AlcoholicSpirits 1 Litres
OtherAlcoholicSpirits 2 Litres
Wine 3 Litres
Cigarettes 4 Number of articles
Cigars 5 Number of articles
Tobacco 6 Kilogram
Fuels 7 Litres
Lubricants 8 Litres
Drugs 9 Kilogram
FleshAndFleshProducts 10 Kilogram
FireArms 11 Number of articles
Ammunition 12 Number of articles
Animals 13 Number of articles
FortifiedWine 14 Litres
LightWine 15 Litres
Beer 16 Litres
Miscellaneous 17 Number of articles

11
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Waste and Residues

The following information is mandatory when reporting all the waste on board.

Red asterisk (*) and MANDATORY in red indicates whether or not the information is
required. Note that “Last disposal date” and “Last disposal port” is also mandatory.

To register the waste notification through the Excel template, the following needs to
be filled out:

A B C D
| ]
*Last disposal date: *Last disposal port:
MANDATORY MANDATORY
WASTE AND RESIDUES |2023-06-15 |SEMIMA
* i i *Amount of waste retained on
*Waste type (*)Waste specification *Waste to be delivered (m3)
(MANDATORY for some of the Waste Types, please see board [m3]
MANDATORY L MANDATORY
the help text of the description ) MANDATORY
Oily Residues (Sludge) 12 3
Dirty ballast water 2 4
Category X substance - Indicate the proper
Wast ificati 13,2 1
shipping name of the NLS involved aste speciiication
Scale and sludge from tank cleaning 7,5 2
Operational wastes 32,1

e Last disposal date, required: add the date of last delivery.
e Last disposal port, required: add last port where waste was delivered.
e Waste type, required: add what kind of waste you need to report.

e Waste specification, required if: add decription (Mandatory for some of the
Waste types, see help text for more details).

e Waste to be delivered (m3), required: add the amount of waste the ship will
deliver.

e Amount of waste retained onboard (m3), required: add the amount of

waste that will be retained on board. Note that when delivery has started the
ship has to deliver all its waste.

12
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(*)Port at which remaining wasta *Estimated amount of waste to

. . # H #, B
will be delivered be generated (m3) Storage Capacity (m3) Delivered at last port (m3) Date and time of unloading
(MANDATORY if Estimated amount of MANDATORY MANDATORY

MANDATORY

waste to be generated is bigger than 0)
SEMMA 3,002 21,002 4,002 2023-01-01 12:10
SEGOT 4,200 11,000 1,000 2023-01-02 15:22
SESTO 1,200 17,000 5,400 2023-01-03 18:34
SENRK 2,400 19,200 3,000 2023-01-04 21:46
DKCPH 12,200 50,000 6,000 2023-01-06 00:58

e Port at which remaining waste will be delivered, required if: Add which
port remaining waste will be delivered, mandatory if Estimated amount of
waste to be generated (m3) is bigger than O.

e Estimated amount of waste to be generated (m3), required: Add estimated
amount of waste to be generated between notification and next port of call.

e Storage Capacity (m3), required: Add maximum storage capacity.

e Delievered at last port, required: Add amount of waste that was delivered in
previous port

e Date and time of unloading: Add time of when previous unloading of waste
was carried out.

13
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Waste Receipt

The following information is mandatory when reporting the information from the waste
reciept received at port.

Red asterisk (*) and MANDATORY in red indicates whether or not a the information
is required.

A B C D

WASTE RECEIPT

*Waste Receipt Number: |*Treatment facility provider: *Port reception facility provider: *Waste delivery period (from date):
MANDATORY MANDATORY MANDATORY MANDATORY
A123123123 Treatment facility provider Port reception facility provider {2023-06-01
B135135135 Treatment facility provider Port reception facility provider  {2023-06-01
H246246246 Treatment facility provider Port reception facility provider {2023-06-01
0121212122 Treatment facility provider Port reception facility provider  {2023-06-01
E F G H

(*)Waste specification

*Waste delivery period (to date): *Waste Type (MANDATORY for some of the Waste |~ Quantity (m3)
MANDATORY MANDATORY Types, please see the help text of the MANDATORY
description )

2023-07-01 Category Y substance - Indicat§ Waste specification 2

2023-07-01 Cooking oil 3
Ozone-depleting substances
and equipment containing 4

2023-07-01 such substances

2023-07-01 Qily Residues (Sludge) 2

e Waste Receipt Number, required: An id/number for the waste receipt with a
maximum of 20 characters.

e Treatment facility provider, required: Fill in the treatment facility provider.

e Port reception facility provider, required: If other than Treatment facility
provider.

e Waste delivery period (from date), required: Fill in the from date of Waste
delivery. The accepted formats of date in the Excel “MSWSE Sweden
Template” are: YYYY-MM-DD or YYYY/MM/DD or YYYY.MM.DD or DD-MM-
YYYY or DD/MM/YYYY or DD.MM.YYYY.

e Waste delivery period (to date), required: Fill in the to date of Waste
delivery. The accepted formats of date in the Excel “MSWSE Sweden
Template” are: YYYY-MM-DD or YYYY/MM/DD or YYYY.MM.DD or DD-MM-
YYYY or DD/MM/YYYY or DD.MM.YYYY.

14
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Waste Type, required: Choose a type of waste according to the standard of
Marpol, please see the help text of the description.

Waste specification, required if: Description of Waste type is mandatory for
some the Waste types, please see the help text of the description.

Quantity (m3), required: Fill in the quantity for each waste type in unit m3.s

15



Security
A B F
*Valid 1S5C (*)ISSC Issuer 1] (*)Comments
MANDATORY [I'\-'IP;NDATORY if Issuer type is filled | || (mANDATORY i valid 155 is NO)
out
Yes Lloyd's Register I
Security level (ISPS)
|
2
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Valid ISSC, required: Only two options, YES or NO.

o If you put NO, you need to specify a

reason in column F “Comments”. (If
you don’t, you need to explain why
inside the MSW Reportal, see
picture to the right).

Security level (ISPS): Only three options:
1,2or3.

ISSC Issuer, required if: There is a vast

~ Security
Jpload se by
Security level (ISPS) 2 - Heightened
Port facility security code SEMMA - 0123

Valid ISSC document is onboard Yes = No

Y e |

A

variety of organizations that issue ISSC.

Lloyd’s Register is an example of such organization. This one needs to be

filled out if Issuer Type has been filled out.

*1SSC — Type of document (*)1ssuer Type

e TR LTSNDATOHY if 1SSC Issuer is filled
ISSC RSO

$50 Family Name 550 Given Name

Larsson Lars

ISSC — Type of document, required: Only two valid options “ISSC”
(International Ship Security Certificate) or “lISSC” (Interim International Ship

Security Certificate).

SSO Family Name: Family name of the Ship security officer.

Issuer Type, required if: Only two valid options. “GVT” (Contracting
Government) or “RSO” (Recognized security organization).

SSO Given Name: Name of Ship security officer.

16
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(*)Comments

ISSC Expiration date o )
[MANDATORY if Valid 15C is NO)

2023-08-15
S50 Phone (24/7) S50 E-mail
+46123456789 lars.larsson@mail.com

ISSC Expiration date: Here you type in when the ISSC expire (Accepted
formats of date in the Excel MSWSE EU Template are YYYY-MM-DD or
YYYY/MM/DD or YYYY.MM.DD or DD-MM-YYYY or DD/MM/YYYY or
DD.MM.YYYY).

SSO Phone (24/7): Enter the telephone number for the Ship security officer.
Comments, required if: If you have entered NO for “Valid ISSC” this field will
be required, you need to specify a reason in this field. Here you also have an
option to comment something that can be of interest regarding the ISSC
document, security officer etc.

SSO E-mail: Enter the email address of the Ship security officer.

#155C document number
MANDATORY

ISSC Issuing Date

123456789 2022-06-01
S50 Fax Port facility security code [GISIS)
123456789 0123

ISSC document number, required: Enter valid document number.

SSO Fax: Enter the fax number of the Ship security officer.

ISSC Issuing Date: Enter the date when the ISSC was issued (Accepted
formats of date in the Excel MSWSE EU Template are YYYY-MM-DD or
YYYY/MM/DD or YYYY.MM.DD or DD-MM-YYYY or DD/MM/YYYY or
DD.MM.YYYY).

Port facility security code (GISIS): Enter the four digit GISIS code for the
arrival port.

17
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Route - Last 10 ports

*Date of arrival *Date of departure
MANDATORY MANDATORY
2023-01-01 20223-01-04
2023-01-05 2023-01-08
2023-01-09 2023-01-12

e Date of arrival/departure, required: Here you add the date when the vessel
arrived at a port and when it left (Accepted formats of date in the Excel
MSWSE EU Template are YYYY-MM-DD or YYYY/MM/DD or YYYY.MM.DD
or DD-MM-YYYY or DD/MM/YYYY or DD.MM.YYYY).
= If the ship is newly built and haven’t been at 10 ports you add as many as
you can.

= |f the ship change owner all existing data of earlier port visits shall be
deleted.

= |f the ship is going to dry dock, you must give a prior notification to the
coastguard before arrival.

*Port (UNLOCODE) “Port facility security code
MANDATORY (GISIS)
MANDATORY
SESTO 0001
NOOSL 553

e Port (UN/LOCODE), required: In this section you add ports. Make sure you
add the right UN/LOCODE.

o To find the right UN/LOCODE you can visit
https://www.unece.org/cefact/locode/service/location.html. It is
important that the port you want to add in Excel is approved as an
actual port. If the port has “1” under the column
called Function it is approved. Function

o If you need to add a port which is not on the list or
isn’t approved (“1” under function) you need to
choose another port as closed as possible to your
location which is approved and on the list. 1---o---

e Port facility security code (GISIS), required: Here you need to add the
correct facility code for the port you want to add. If you are uncertain of which
code to use you can use “9999” as an alternative.

18
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Security level (ISPS) Special or additional security measures taken by the ship

e Security level (ISPS): There is only three numbers that you can use 1, 2 or 3.
e Special or additional security measures taken by the ship: Here you have
the option to add additional information regarding the security onboard.

Ship to ship activities

*Start date *End date
MANDATORY MANDATORY
2023-01-01 2023-01-02
2023-01-03 2023-01-04

e Ship to ship activities is only mandatory if activities have been performed,
otherwise leave this section blank.

e Start/End date, required: Fill in date format when the activity was carried out
and when it was finished (Accepted formats of date in the Excel MSWSE EU
Template are YYYY-MM-DD or YYYY/MM/DD or YYYY.MM.DD or DD-MM-
YYYY or DD/MM/YYYY or DD.MM.YYYY).

(*)Location (*)Latitude (*)Longitude
[MANDATORY if (MANDATORY if Longitude is filled |[MANDATORY if Latitude is filled
Longitude/Latitude is not filled out, also if Location is not filled out, also if Location is not filled
out) out) out)

-a0 -180
SEGOT

-62,24 -122,46

e Location, required if: Location is required if Longitude/Latitude is not filled
out. When you type in the location you must use the right UN/LOCODE
(XXXXX) for that spot. If the location doesn’t exist in the UN/LOCODE list you
must choose another one that is as close as possible.

e Latitude, required if: Latitude must be filled out if Longitude is filled out.
Latitude must be written as the example above. In this case -90 translate to S
90° and -62.24 to S 62 °24°00.

e Longitude, required if: Longitude must be filled out if Latitude is filled out.
Longitude must be written as the same way. In this case -180 translate to W
180 ° and — 122, 46 to W 122 °46°00.

We recommend you to use location as far as possible because it can be a bit tricky to

get the lat/long correctly as the system wants it. Do not fill in lat/long if you already
have the UN/LOCODE filled in.
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#*Ship-to-ship activity
MANDATORY

PassengerMovement

TakingBunkers

ChangingCrew

TakingSupplies

User guide for Excel MSWSE EU Template

e Ship-to-ship activity, required: This is where you can add additional
information that may be of interest.

o If you choose to fill in Ship-to-ship activity you need to
wright and spell exactly as it says in the “Reference
data” tab. You can find the correct ones in column R.

o If you type something that doesn’t exist in the

“‘Reference data” tab the system will translate it into
“Miscellaneous”. This means that you must give an
explanation of what “Miscellaneous” is inside MSW

Reportal. See example below.

moving

cargo handling

crew change

=>

[

- Miscellaneous
- Miscellaneous
- Miscellaneous

Ship to zhip activity

Paz=zengertdovernent

TakingBunkers

ChangingCrew

o In MSW Reportal - If you press “Edit” and then “Advanced”, in MSW
Reportal, you will get a field called “Comment”. This is where you need

to fi

Il in the information.

Activity
Start date

End date

Location

Comment

Latitude / Longitude

2. - Miscellaneous

Miscellaneous

T T
Jlg—Ul-Ua

5%

201e-01-04

SEGOT

IMoving containers on
board to receive new
cargo
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VEHICLES

*Registration number
MANDATORY

ABC123

Non EU Cargo
Yes

DEF456

No

Registration number, required: Simply add the registration number of the

vehicle.

Non EU cargo: You have only two options to choose from. “Yes” or “No”
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Bunker
If you choose to report bunker you can do it either in the interface or filling out the
Excel template and upload it in MSW Reportal.

A B C D E F
* ot ® it
*Bunker type *Quantity at arrival ( ]DEBCrIptI.Dn *Quantity at departure ( ]DEBCrIptI.Dn *Unit
MANDATORY MANDATORY i‘"’":e "ff;?hﬁ;',; Bunker | 1 ANDATORY 5"‘:& ":?f;?hﬁet"f: Bunker |\ ANDATORY
Marine Gas Oil 100,00 50,00 TNE
Marine Diesel Oil 0,00 0,00 TNE
Intermediate Fuel Oil 0,35 0,00 TNE
Marine Fuel Oil 0,00 0,00 TNE
HFO 0,00 0,00 TNE
LPG 5,00 5,00 m3
LNG 4,00 4,00 — m3
LO 0,00 0,00 TNE
Other 8,00 Bunker type £ 700 Bunker type TNE
! description ' description

In the Excel template, you can use maximum four numbers and two decimals.

The bunker information is reported by specifying bunker type, quantity and unit
(metric ton (TNE) or cubic meter (m3)).

e Bunker type, required: Choose bunker type or code from reference data:
o MGO — Marine Gas Oil

MDO — Marine Diesel Oil

IFO — Intermediate Fuel Oil

MFO — Marine Fuel Ol

HFO — Heavy Fuel Oil

LPG — Liquefied Petroleum Gas

LNG - Liquefied Natural Gas

LO — Light Ol
o Other — Other.

e Quantity at arrival/departure, required: Quantity of bunker.

e Description, required if: Required to fill in if you choose “Other” as “Bunker

type”.
e Unit, required: Only two options, either m3 or TNE.

0 O O O O O O
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Cruise Route

Enter all visits in the cruise route, including the current port call. If this visit both ends
and starts a cruise route, you should enter the information regarding the starting call.
The first and the last port will be displayed as T/A.

A B
CRUISE ROUTE
*Date and time (ETA) *Port (UNLOCODE)
MANDATORY MANDATORY
2023-01-01 01:01 SEMMA
2023-01-02 02:02 NOOSL
2023-01-03 03:03 FIHEL
2023-01-04 04:04 GBLON
2023-01-05 05:05 NLAMS
2023-01-06 06:06 USNYC

e Date and time (ETA), required: Here you add the date when the vessel
arrived at a port.
o Accepted formats of date in the Excel MSWSE EU Template are YYYY-
MM-DD or YYYY/MM/DD or YYYY.MM.DD or DD-MM-YYYY or
DD/MM/YYYY or DD.MM.YYYY.

= Estimated date and time of arrival

*Date and time (ETA) ¥

MANDATORY) M Date and time Format:

2023:01-01 SIYYYY-MM-DD HH:mm

2023-01-02 N[YYYY/MM/DD HH:mm

2023-01-03 FIYYYY.MM.DD HH:mm

20230104 S oDMMATYY it
:mm

20230105 Nl DD.MM.YYYY HH:mm

2023-01-06 Ui

2023-01-07 H

2023-01-08 B

2023-01-09 Al

2023-01-10 A

e Port (UN/LOCODE), required: In this section you add ports. Make sure you
add the right UN/LOCODE.
o To find the right UN/LOCODE you can visit
https://www.unece.org/cefact/locode/service/location.html.
o lItis important that the port, you want to add in the Excel template, is
approved as an actual port. If the port has “1” under the column called
Function it is approved.
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Unloading Goods

The presentation notification of goods can be submitted by uploading a filled out
Excel Template in MSW Reportal. Go to the "Goods to declare” section in the "Cargo
to unload"” panel.

When referring to a TSD (temporary storage declaration), you find the references in
the TSD, otherwise you find them in the ENS (Entry summary entry declaration).
Note! The ENS-MRN and transport document number that you present must be
found on the same ENS and at the same level, i.e. master or house. If you wish to
present the goods at container level, the container number must be at master level.
When referring to ENS of Type F10 or F13 the presentation must be submitted at
master level.

Non-EU goods

Presenting goods referring to a temporary storage declaration (TSD).

Enter the TSD MRN and then fill out the ENS information exactly as submitted in the
TSD, it is important that the references are given in the same format and at the same
level in the presentation as in the TSD (and ENS).

Enter the TSD MRN in the first column previous document and follow up with the
previous documents (Sid) and transport document number.

Always start with the TSD MRN and then continue to fill out ether on master or house
level.

A TSD can contain several references to Sid and at different levels, therefore you
may have to report several rows for one TSD.

5 Non EU

ds. When refering to TSD, you find the references in the TSD, oth

i you find them in the ENS.

You are excempted fram leaving. reladed in a previus EU port

xempt from ENS, leave Pry

Refarences on Master consign References on House consignemnt level

*Previous document (N335)

= ~
ument (N335} *Transport document number

(N705)
Mandatory when presenting non EU
goods on house level

*Transport document number
o (N704)
€| pandatory when presenting non eu-goads
on master level

Container number

17 24SEDDODIUGRUUF2U4 ‘zas&uoumuciwwxm MC-TransportDoc81
18 24SEO000IUGRABF2UL MC-TransportDocB2
19 24SE0000IUGIVIFBUY ‘ldS[OVSDSOWMTNATO MC-TransportDocB3 CONTAINER123

20 24SED0BAASOPIN7BU3 245E00B9ZR43V02ATY HC-TransportDocB1
21 24SEDASIKSOPINKTU2 HC-TransportDocB2

17. Presenting non EU-goods covered by a TSD. The goods is presented on Master level. How to present
the goods is determined by the TSD (Temporary storage declaration)

18. Presenting non EU-goods covered by a TSD. The goods is presented on Master level an there is exempt
from ENS. How to present the goods is determined by the TSD (Temporary storage declaration)

19. Presenting non EU-goods covered by a TSD. The goods is presented on Container level. How to present
the goods is determined by the TSD (Temporary storage declaration)

20. Presenting non EU-goods covered by a TSD. The goods is presented on House level. How to present
the goods is determined by the TSD (Temporary storage declaration)

21. Presenting non EU-goods covered by a TSD. The goods is presented on House level and there is
exempt from ENS. How to present the goods is determined by the TSD (Temporary storage declaration)
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Presenting goods referring to ENS (goods not covered by a TSD)

Presenting all goods in a ENS
If you unload everything in the ENS, you can present the goods by referring to the

ENS at the master level.
Enter the ENS MRN and associated transport document number in the columns for

master consignment.

If there is an exemption from ENS, leave Previous document (N355) ENS MRN blank
supplement with a transport document number.

5 Non EU
refering to TSD, you find the references in the TSD, otherwise you find them in the ENS.
loaded. Vi evel
ded g security zone of i
6 & Previous Document (N355) - ENS Mrn empty.
7 References on Master consignment level References on House consignemnt level
~
*Transport document number *Transport document number
Container number Recepticle
noading) (B " T (N705)
p | Mandatory when presenting non eu-goods master level, e r iy Mandatory when presenting non EU-

9 s Leave mpty If exempt from ENS mrEsEE Leave empty i exempt from ENS T
10
1 I I
12 245E00001UG1233KT8 MC-TranspartDocD5 | | |
3 | |MC TransportDocDs |
14 24SEQYSOSOHFMTNATO MC-TransportDocD7 CONTAINER123-123
15 24SED0BIZHUHUQ2ATY HC-TransportDocD5
16 HC-TransportDocDE
17 | 24SE0000IUGRUUF2U4 |24sE00001UGRVD3KT4 |MC-Transportbocat
18 | 24SE0000IUGRABF2U1 MC-TranspartDocB2
19 |24SE0000IUGIVIFBUS |2aseavsosonFMTNATO |MC TransportDocs3 CONTAINER123
20 |245E00BA4SOPINTEU3 24SEDOBIZRA3VAZATS HCTransportDocBL
21 |24SED45IKS0PINKTU2 | | HC TransportDocB2

12. Presenting non EU-gods on master level. Use this when all goods covered by the ENS is unloaded.

13. Presenting non EU-gods on master level. Exempt from ENS.

Presenting parts of the goods in a ENS

If you unload parts of an ENS, you can choose to present the goods in different
ways. Either by referring to container number (see point a) or referring to ENS at
house level (see point b).

a) Container. Enter the ENS MRN, transport documents and container number
at master level in the columns for master consignment. Keep in mind that all
information needs to be found on the same ENS and on master level.

5 Non EU
w find them in the ENS.
o
You are excempted from |e: rone 4 been reloaded in a previus EU port

6 £ (M355) - ENS Mrn empty.
7 References on Master consignment level References on House consignemnt level

*Prevk " Pravk C

‘Previous document [N337) Previous document (N335) T s Previous document (N335) | L cument number

E Container number Recepticle ENS M
el 1 N [N704) Gy applicable when presenting on | Only applicable when presenting [ nanditory wh " h"”"“'

e ] oh AT rdaton wheneeertiog oo |0 o oA rdoscih rom as pocs anéstony hen peseing oa -
9 | storage declaration Leave empty if exempt from ENS on master leve! Leave empty if exempt from ENS Eoods on house Jevel
10
7" | |
12 24SEQ000IUG1233KT8 MC-TranspartDocD5
13 ] |MC-TransportDocD6
14 24SEQYSOSOHFMTNATO MC-TransportDocD7 CONTAINER123-123 |
15 24SED0BIZHUHUQ2ATY HC-TransportDocD5
16 HC-TransportDocDE
17 |24SE0000IUGRUUF2U4 |24sE00001UGRVD3KT4 |MC-Transportbocat
18 |24SE0000IUGRABF2UL MC-TransportDocB2
19 |24SE0000IUGIVIFBUS [24sEQY5050HFMTNATO | MC-TransportDoca3 CONTAINER123
20 [24SEDOBAASOPINTEU3 24SEDOBIZRA3VA2ATY HC-TransportDocBL
21 |245ED45IK50PINK7U2 | | HC-TransportDocB2

14. Presenting non EU-gods on container level. Use this when only parts of the ENS is unloaded.

b) House consignment level. Enter the ENS-MRN and transport document
number in the columns for house consignment. Keep in mind that all
information needs to be found on the same ENS and on the same house

consignment.
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If there is an exemption from ENS, enter NOENS instead of ENS-MRN and
supplement with a transport document number.

5
you find them in the ENS.
You are excempted from leaving reference to ENS when the unloa: good: EU security zone or if the goods has been reloaded in a previus EU port.
[3 If Exempt from ENS, leave Previo ent (N355) - ENS Mrn empty.
7 References on Master consignment level References on House consignemnt level
:::::: document (N337) ‘PrevinusE::c:n-::‘nle“Sl “Transport 7;;-::,.“ number S 7 R ] "'""“’“'E:‘;":n’:;"‘(”’“’ ot |
Mandatory when presenting {unicading) | Mandatory when presenting (unicading) ) Only applicable when presenting on | Only applicable when presenting Mandatory when presenting (N705)
nan-EU goads covered by 3 temporary non-EU gods. Mandatory when preserting non eug0ads | " magter level, on master level. (unlaading) non-£U gods. Mandaiory when presenirg non EU-
9 | storage declaration Leave empty if exempt from ENS D= Leave empty if exempt from ENS e
10
1 [ I
2 24SE0000IUG1233KT8 MC-TransportDocD5
13 | |MC-TransportDocD6
14 24SEQYS0SOHFMTNATO MCTransportDocD? CONTAINER123-123
15 | | | 245E00832HUHUQZATI HC-TransportDocDs
16 HC-TransportDocD6
17 | 24SE00001UGRUUF2U4 |24SE0000IUGRVDKT4 |MC-TransportDocB1
18 [24SE0000IUGRABF2U1 MCTransportDoc82
19 [24SE0000IUGIVIFBUS [24sEQv5050HFMTNATO |MCTransportDoca3 CONTAINER123
20 [24SE00BA4SOPINZBU3 24SE00BIZRA3VA2ATY HC-TransportDocBL
21 [24SE04SIKSOPINK7U2 | | HC-TransportDocB2

15. Presenting non EU-gods on house level. Only parts of the ENS is unloaded.
16. Presenting non EU-gods on house level. Exempt from ENS.

EU goods

When unloading EU goods you need to provide proof of union status, for this you

can use PoUS or Supporting document. For PoUS enter the MRN in the EU column,
If you are using supporting document enter, for example,
"SUPPORTINGDOCUMENT" in the EU column then upload the supporting document
in the “Documentation” section in MSW Reportal.

5

supporting document uploaded in
M

*Reference to Proof of
Union Status.
PoUS MRN o supporting
9 document.
1o 24SEQYSOS0HFMTNAPO
11 SUPPORTINGDOCUMENT

10. Presenting EU-goods and referring to a PoUS MRN
11. Presenting EU-goods and referring to supporting document uploaded in MSW Reportal.
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Reference data
You shall not type anything in this tab. This is only a help to see what is possible to

write or not. You cannot change anything in this tab. Even if you can change
something in the Excel template, the MSW Reportal will not recognize the change.
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