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Completing Your 
Declaration  

 

Here we demonstrate how to complete your CWC Declaration into the CWC Declarations Database. 

It is assumed you have already reviewed the previous 
instruction materials, and know how to login and navigate 
around your workbasket. Please take special care to ensure 
you have already reviewed "Online Declarations - Important 
Information" before proceeding. This contains important 
information relating to maximum allowed file sizes, file 
formats, and other important things you need to know. 

 
Please also ensure you have read the CWC Declarations Database thoroughly so you fully understand how 
to properly complete your declaration and the declaration process. 

Looking at the main list of workbasket items, you will see an entry for each Site for which you need to make 
a declaration. To begin work on your declaration, click on the "Start Declaration" action. This takes you to 
your declaration data entry forms. 

 
Note the declaration context information is displayed at the top of the page. If you will be working on 
multiple declarations, you can quickly check the context information to confirm that you are working on the 
correct declaration. 

 
The standard page navigation bar is displayed just above the context information, and again at the bottom 
of the page. This has controls to move to the bottom and top of the current page, and also to move to the 
next and previous pages of your declaration. 

On the left hand side of your declaration, you will notice a quick navigation menu. This 
takes you directly to the relevant sections of your declaration. As you move forward and 
back using "Next Page" and "Previous Page", you are simply shifting between the 
sections shown on the left. 
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For some declarations you may 
have a long list of Source and 
Customer Companies to enter. 
The list is prepopulated from 
your previous year’s declaration 
and presented in alphabetical 
order of Company Name. 

You can search by 
company name, post 
code or any address 
line using the web 
browser’s Find function 
– use CTRL+F or your 
browser’s edit menu to 
search the entire web 
page. 
 
Use the list to search 
through the companies 
or step through 
company details page 
by page using 
CTRL+End to go 
directly to the bottom 
of the web page and 
then clicking on the 
Next button. 
Alternatively use the 
Declaration Preview 
button to view the 
entire declaration form 

in one page – this page may take several minutes to load if you have a list of 100 or more companies. 

  



Entering Your Declaration 
3 of 5 

 

Information is usually saved automatically as you navigate pages, but if you 
want to be sure, click "Save Now" on the page menu at the top. You can also 
click on "Workbasket" to return to your workbasket or click on "Log Out". 

 

When you return to the workbasket, you will notice your new declaration now has its own workbasket entry, 
identifiable by "Your Reference". At any time, over a number of days or weeks, you can return to your 
declaration by clicking "Resume" from the workbasket and continue working on.  Please keep an eye on the 
Deadline Date for your declaration. 

As you work on the declaration you can view Guidance specific to the 
Schedule type and declaration type (Anticipated or Past), by clicking on 
the Guidance link. 

At any time you can validate the entries you have 
made into the current page by clicking on 
“Validate Current Page”.  To view the declaration 
as a single page and to produce a PDF version, 

click on “Declaration Preview”. 

 

Some fields have dropdown values – click on the 
little right hand button to view the list and move your 
cursor over the value you want to choose. 
 

Some dropdowns allow you to choose multiple values – 
hold down the <Ctrl> key and click on the values you 
wish to select. 
Hover over the hint icon to view hint text. 
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To validate the entire 
form, click on 
“Validation Error 
Summary” in the left 
hand die menu. When 
you submit the 
declaration, the entire 
form will automatically 
be validated and any 
error can be viewed 
on the Validation Error 

Summary page. 

When an error has been 
found a red ‘X’ is 
displayed next to the 
field.  Hover over the ‘X’ 
to view the error 
message. 

 
When you are happy you have fully completed the declaration you can proceed to the "Declaration" section.  
 
If you are ready to submit your declaration formally, click on the "Submit Declaration" button. If there are 
any validation errors remaining, you will automatically be taken to the error summary page. Clear any errors 
you may have before navigating back to the Declaration section. Then click the "Submit Declaration" button 
again to electronically submit the declaration to UKNA. 
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From the Declaration Submitted page, click the 
"Back to My Workbasket" button to be returned to 
your workbasket. You will note that "Our 
Reference" (the department's official tracking 
reference) has now been assigned - indicating 
the declaration has been received. 

You can view your declarations by going into Declaration Search form – menu option 
“CWC Declarations”. 
  
If you wish to make a change to your declaration after it has been submitted you 
must contact UKNA. 
 

 
Use the Search Criteria boxes to narrow down the search or leave them empty to view all Declarations for 
your organisation’s sites. 

 


