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About CrimsonLogic 
CrimsonLogic Pte Ltd delivers world-class eGovernment solutions by leveraging on best-practice technologies, quality human capital and global experiences.  

Our proven track record of end-to-end eGovernment solutions spans across trade facilitation and customs, judiciary, tax, healthcare, and IT security domains. 

With 20 years of experience in developing and managing nationwide, mission-critical IT systems and services in a Public-Private Partnership model, 

CrimsonLogic has set industry standards with world-first eGovernment solutions such as TradeNet, eStamping, eJudiciary and CertOfOrigin.  For more 

information, visit www.crimsonlogic.com 
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CHAPTER 1 

About this Guide 

Welcome to the Trade Facilitation Baseline Single Electronic Window (TFB SEW) Port Authority user 

guide! This user guide aims to enumerate the process and steps involved in using TFB SEW. 

This user guide is divided into different topics and sub-topics. Each topic discusses and shows the 

steps of the modules that the Port Authority can do in TFB SEW system. 

Purpose and Audience  

The purpose of this user guide is to help the Port Authority in doing the following tasks: 

• Create Actual Arrival Reports 

• Search Actual Arrival Reports 

• Create Completion of Discharge Reports 

• Search Completion of Discharge Reports 

Document Conventions 

Refer to this section to familiarise yourself with the visual aids used throughout the user guide. 

Navigation 

To assist you with accessing screens, pages, or windows, refer to the following navigation format: 

Click Arrival Reports >> Create Actual Arrival  

Buttons, fields, and other system elements 

All system elements are highlighted in Bold text. 

Hyperlinks 

All topics mentioned in the user guide’s content are hyperlinked. Click on the hyperlink to view 

the referenced topic. 

Callouts 

Callouts are presented differently from the original CONTENTS and highlight certain information.   

There are two types of callouts: tips and warnings.  

 

@ A Tip provides useful information that helps you complete a task or procedure. 

 

! A Warning refers to information that may be critical to the system’s functionality and 

might affect data or system stability. 
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CHAPTER 2 

About Trade Facilitation Baseline 

Single Electronic Window System 

The TFB Single Electronic Window System is a trade facilitation system, for customs clearance of 

traded goods enabling parties involved in trade and transport to submit standardized 

information and documents with a single entry point, to fulfil legal import, export, and customs 

transit-related regulatory requirements. These documents are typically customs declarations, 

applications for import/export permits, and other supporting documents such as certificates of 

origin and trading invoices. 

The main purpose for having a single window for a country or economy is to increase the 

efficiency through time and cost savings for traders in their dealings with government authorities 

for obtaining the relevant clearance and permit(s) for moving cargos across national or 

economic borders. 

 

This chapter covers the following topics: 

 

• Getting Started 

• Common Icons and Buttons 

 

Getting Started 

Refer to this section to familiarize yourself with the Trade Facilitation Baseline SEW System 

interface. This chapter also lists the process to follow in logging-in and logging-out of the system. 

Logging In 

To log in to the TFB SEW: 

1. Type in URL  in your Internet browser 

to access the TFB Single Window website. 
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Trade Facilitation Single Window Login Page 

2. Enter the USERNAME and the PASSWORD in the fields provided and Click  

button. Upon successful login the Trade Facilitation Single Window Home Page will be 

displayed. 

 

Trade Facilitation Single Window Home Page 
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Logging Out 

1. This function allows the user to log out from the application any time. User can sign out from 

the Trade Facilitation Baseline Single Window any time by simply clicking the  

button available at the upper right corner of the main menu. 

 

Log Out Page 

 

Common Icons and Buttons 

The following are the list of icons and buttons referenced across screens and their functionality.  

Field/Button description Action/Input Required 

 1. Click   to view the calendar. 

2. Specify the required date and time from the 

respective portions of the calendar. 

3. Click Apply. 
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Field/Button description Action/Input Required 

 

Click this button to submit the relevant details.  

 

Click this button to close the relevant tab details.   

 

Click this button to update the modified details relevant to the 

respective tab. 

 

Click this button to save the details of that particular tab. 

 

Click this button to clear the entered details and re-enter the 

field values. 

 
Click this icon to search for the exact search results from the 

available details. 

 
Click this icon to add a new record relevant to the respective 

tab. 

 
Click this icon to view the relevant tab details. 

 
Click this icon to print the relevant tab details. 

 
Click this icon to overview the relevant tab details. 

 
Click this icon to edit the relevant tab details. 

 
Click this icon to select and delete the record from the 

database. 

 
Click this icon to download the relevant tab details as a PDF 

document. 

 
Click this icon to download the relevant tab details as an Excel 

document. 
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CHAPTER 3 

Arrival Reports 

The Port Authority can Create, Search, Update and View Actual Arrival Reports and Completion 

of Discharge Reports in the TFB Single Electronic Window system. 

Creating Arrival Reports is the first step in Manifest submission. The Impending Arrival Report (IAR) 

is created by the Shipping Agent. Once the IAR is submitted, a Rotation Number is generated 

which will be used in Manifest creation. When the vessel or aircraft arrives, the Port Authority will 

access the TFB SEW system, search for the IAR and update the IAR with the actual arrival details 

of the vessel or aircraft. This report is called the Actual Arrival Report (AAR). The Completion of 

Discharge Report (CDR) is an updated document of the AAR confirming that the discharge of 

the cargo is complete. 

 

Creating Actual Arrival Reports 

This functionality allows you to create the actual arrival reports of the vessel using the rotation 

number of the submitted arrival report in the TFB system. 

To create an actual arrival report: 

1. Click Arrival Reports >> Create Actual Arrival. The Create/Edit Arrival Report page will be 

displayed. 

 

Create/Edit Arrival Report page 
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Following are the field and button descriptions of the Search Actual Arrival Report page. 

Field/Button description Action/Input Required 

Search  Specify the search criteria details for Actual Arrival report. 

Rotation Number Enter the rotation number of the arrival report. 

Rotation Date 
Select the calendar icon to select the rotation date of the 

report. 

Vessel Number Enter the vessel number containing the cargo. 

Voyage Number Enter the Voyage number of the vessel. 

Port of Loading Select the port of loading of the cargo from the dropdown list. 

 

@ 

• If you do not know the complete search phrase (words) for any criterion, enter 

partial search phrase (words) and click the Search icon.  

• To get an exact search result, you must enter the following  search criteria:  

o Rotation Number 

o Rotation Date  

o Vessel Number 

o Voyage Number 

2. Enter the information and the Search Results page will be displayed. 

 

Search Results page 

3. Click the  icon. The Arrival Report Details tab page will be displayed.  
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Arrival Report Details Tab page 

4. Click Slot Charterers Details Tab. The Slot charterers Details page will be displayed. 

  

Slot Charterers Details page 

5. Click   icon. The Slot Charterer Details page will be displayed. 
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Slot Charterer Details Page 

6. Click Close button to close the slot charterer details. 

7. Click  icon to preview the slot charterer details. 

 

Slot Charterer Print Preview Page 

8. Click Print button to print the actual arrival report details. 

9. In the Create/Edit Actual Arrival report page, click Confimration tab. The Confirmation 

details page will be displayed. 
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Confirmation page 

10. Click Arrival Report Approval tab to view the arrival report approval details. 

 

Arrival Report Approval Page 

11. Click   icon of the arrival report ID that you want to view. The Arrival Report Approval 

Details view page will be displayed. 

 

Arrival Report Approval Details Page 
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12. Click Close button to close the approval details. 

13. Click  icon to preview the arrival report details. 

 

Arrival Report Print Preview Page 

14. Click Print button to print the actual arrival report details. 

15. In the Create/Edit Actual Arrival report page, Click Actual Arrival Report Details tab to view 

the arrival report details. 

 

Arrival Report Details Confirmation Page 

16. Enter the Date of the actual arrival of the cargo using the calendar icon. 

17. Enter the Remarks relevant to the actual arrival if any. 

18. Click Submit Actual Arrival Report button to submit the created actual arrival report details. 

The Arrival Report submitted confirmation message will be displayed. 

 

Submit Confirmation Message 

19. Click OK button to close the confirmation message.   
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Searching Actual Arrival Reports 

This functionality allows you to Search for, Edit, View and Print the actual arrival reports details in 

the TFB system. 

To search for actual arrival reports: 

1. Click Arrival Reports>>Search Actual Arrival. The Search Actual Arrival Report Page will be 

displayed. 

 

Search Actual Arrival Report Page 

 

Following are the field and button descriptions of the Search Actual Arrival Report page. 

Field/Button description Action/Input Required 

Search  Specify the search criteria details. 

Click   or   to show or hide the details. 

Rotation Number Enter the Rotation number of the arrival report that you want to 

search. 

Rotation Date 
Select the calendar icon to select the rotation date of the 

report. 

Status Select the appropriate status from the drop-down list. 
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Field/Button description Action/Input Required 

Actual Arrival Report Status Select the appropriate status of the actual arrival report from 

the drop-down list. 

 

@ 

• If you do not know the complete search phrase (words) for any criterion, enter 

partial search phrase (words) and click the Search icon.  

• To get an exact search result, you must enter the following  search criteria:  

o Rotation Number 

o Rotation Date  

o Status 

o Actual Arrival Report Status 

2. Enter the search criteria and Click  icon to view the matching results in the Search Results 

Page. 

 

Search Results Page 
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View Actual Arrival Report Details 

This functionality allows you to view the actual arrival report details. 

To view the actual arrival report details: 

1. From the search results, click the  icon.  The View Actual Arrival Report Details Page will 

be displayed. 

 

View Actual Arrival Report Details Page  

2. Click Slot Charterers Details tab to view the slot charterer details. 

 

Slot Charterers Details Page 
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3. Click Confirmation tab to view the actual arrival report details. 

 

Confirmation Page 

4. Click Arrival Report Approval tab to view the approval details. 

 

Arrival Report Approval Details Page 

5. Click   icon of the rotational number that you want to view. The Arrival Report 

Approval Details view page will be displayed. 
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Arrival Report Approval Details Page 

6. Click Close button to close the approval details. 

7. Click  icon to preview the actual arrival report details. 

 

Arrival Report Print Preview Page 

8. Click Print button to print the actual arrival report details. 

9. In the View Actual Arrival Report page, Click Actual Arrival Report Details tab to view the 

approval details. 
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Actual Arrival Report Details Page 

10. Click Actual Arrival Report Approval tab to view the actual arrival report approval details. 

 

Actual Arrival Report Approval Page 

11. Click   icon of the approval report ID that you want to view. The Actual Arrival Report 

Approval Details view page will be displayed. 
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Actual Arrival Report Approval Details Page 

12. Click Close button to close the approval details. 

13. Click  icon to preview the actual arrival report details. 

 

Arrival Report Print Preview Page 

14. Click Print button to print the actual arrival report details 
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Print Actual Arrival Report Details 

This functionality allows you to print the Vessel Number, Estimated Time of Arrival and Estimated 

Time of Departure details. 

To print the actual arrival report details: 

1. From the search results, click the  icon.  The Print Preview Page will be displayed. 

 

Print Preview Page  

2. Click Print button to print the report details. 

 

Quick View Actual Arrival Report Details 

This functionality allows you to instantly overview the actual arrival reports details such as Vessel 

Number, Master Name, Estimated Time of Arrival and Estimated Time of Departure details. 

To quick view the actual arrival report details: 

1. From the search results, click the  icon.  The Actual Arrival Report Quick View Page will 

be displayed. 

 

Actual Arrival Report Quick View Details Page  
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Edit Actual Arrival Report Details 

This functionality allows you to edit and submit the actual arrival report details. 

To edit the actual arrival report details: 

1. Perform a search using the search criteria on the actual arrival report. The Search Results 

page will be displayed. 

 

Search Results page 

2. From the search results, click the  icon.  The Edit Actual Arrival Report Details Page will 

be displayed. 

 

Edit Actual Arrival Report Details Page  

3. Click Slot Charterers Details tab. The Slot Charterers Details tab page will be displayed. 
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Slot Charterers Details Tab Page 

4. Click   icon. The Slot Charterer Details page will be displayed. 

 

Slot Charterer Details Page 

5. Click Close button to close the slot charterer details. 

6. Click  icon to preview the slot charterer details. 
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Slot Charterer Print Preview Page 

7. Click Print button to print the actual arrival report details. 

8. In the Create/Edit Actual Arrival report page, click Confirmation tab to view the arrival report 

details. 

 

Arrival Report Details Confirmation Page 

9. Click Arrival Report Approval tab to view the arrival report approval details. 
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Arrival Report Approval Page 

10. Click   icon of the arrival report ID that you want to view. The Arrival Report Approval 

Details view page will be displayed. 

 

Arrival Report Approval Details Page 

11. Click Close button to close the approval details. 

12. Click  icon to preview the arrival report details. 
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Arrival Report Print Preview Page 

13. Click Print button to print the actual arrival report details. 

14. In the Create/Edit Actual Arrival report page, click Actual Arrival Report Details tab to view 

the arrival report details. 

 

Arrival Report Details Confirmation Page 

15. Modify the information if necessary. 

16. Click Submit Actual Arrival Report button to submit the actual arrival report details. The 

Records submitted successfully message will be displayed. 

 

Records Submitted Successfully Message 

17. Click OK button to close the confirmation message. 

  



P O R T  A U T H O R I T Y  U S E R  G U I D E   
A R R I V A L  R E P O R T S   

 

© CrimsonLogic Pte Ltd   
 28 

 
 

Create Completion of Discharge Reports 

This functionality allows you to verify the cargo’s actual arrival report, create and submit a 

completion of discharge report for the arrived cargo in the TFB system. 

To create a completion of discharge report: 

1. Click Arrival Reports >> Create CDR. The Create/Edit Completion of Discharge Report page 

will be displayed. 

 

Create/Edit Completion of Discharge Report page 

Following are the field and button descriptions of the Search Completion of Discharge Report 

page. 

Field/Button description Action/Input Required 

Search  Specify the search criteria details for Completion of Discharge 

report. 

Rotation Number Enter the rotation number of the arrival report. 

Rotation Date 
Select the calendar icon to select the rotation date of the 

report. 

Vessel Number Enter the vessel number containing the cargo. 

Voyage Number Enter the Voyage number of the vessel. 

Nationality of Carrier Select the nationality of the vessel carrier from the dropdown 

list. 
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@ 

• If you do not know the complete search phrase (words) for any criterion, enter 

partial search phrase (words) and click the Search icon.  

• To get an exact search result, you must enter the following  search criteria:  

o Rotation Number 

o Rotation Date  

o Vessel Number 

o Voyage Number 

2. Enter the search criteria and Click  icon to view the matching results in the Search Results 

page. 

 

Search Results page 

3. Click the  icon. The Arrival Details tab page will be displayed.  

 

Arrival Details Tab page 

4. Click Slot Charterers tab to view the slot charterer details. 
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Slot Charterers Tab Page 

5. Click the icon to view the slot charterer details. 

 

Slot Charterers Details Page 

6. Click the Close button to close the slot charterer details. 

7. Click the Print icon to preview the slot charterer print details. 
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Slot Charterer Details Print Preview page 

8. Click the Print button to print the slot charterer details. 

9. In the Create/View Completion of Discharge Report page, click Confirmation tab to view 

the arrival report confirmation details. 

 

Confirmation Tab Page 

10. Click the Arrival Approval tab to view the arrival report approval details. 
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Arrival Approval Tab Page 

11. Click the  icon to view the arrival report approval details. 

 

Arrival Report Approval Details page 

12. Click the Close button to close the approval details. 

13. Click the Print icon to preview the arrival report print details. 
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Arrival Report Print Preview page 

14. Click the Print button to print the arrival report details. 

15. In the Create/View Completion of Discharge Report page, click Actual Arrival Details tab to 

view the actual arrival of the vessel. 

 

Actual Arrival Details Tab page 

16. Click Actual Arrival Approval tab to view the actual arrival report approval details. 

 

Actual Arrival Details Tab page 

17. Click the  icon to view the actual arrival report approval details. 
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Arrival Report Approval Details page 

18. Click the Close button to close the actual arrival approval details. 

19. Click the Print icon to preview the arrival report print details. 

 

Actual Arrival Report Print Preview page 

20. Click the Print button to print the arrival report details. 

21. In the Create/View Completion of Discharge Report page, click CDR Details tab to view the 

completion of discharge details. 

 

CDR Details Tab Page 

22. Select the Completion of Discharge date using the calendar icon. 

23. Enter the CDR Remarks if any. 
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24. Click Submit CDR button to submit the created completion of discharge report. The Records 

submitted successfully message will be displayed. 

 

Record Submitted Successfully Message 

25. Click OK button and the Completion of Discharge Report page appears. 

 

Print Completion of Discharge Report Details 

This functionality allows you to print the completion of discharge report details such as Vessel 

Number, Estimate Time of Arrival and Estimate Time of Departure. 

 To print the CDR details: 

1. From the search results, click the  icon.  The Print Preview Page will be displayed. 

 

Print Preview Page  

2. Click Print button to print the report details. 

 

Quick View Completion of Discharge Report Details 

This functionality allows you to instantly overview the completion of discharge report such Vessel 

Number, Estimate Time of Arrival and Estimate Time of Departure. 

To quick view the CDR details: 

1. From the search results, click the  icon.  The Completion of Discharge Report Quick 

View Page will be displayed. 
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Completion of Discharge Quick View Details Page  

 

Searching Completion of Discharge Reports 

This functionality allows you to Search for, View, Print and Quick view the completion of 

discharge reports in the TFB system. 

To search for CDR details: 

1. Click Arrival Reports>>Search CDR. The Search Completion of Discharge Report Page will be 

displayed. 

 

Search Completion of Discharge Report Page 

Following are the field and button descriptions of the Search Completion of Discharge Report 

page.  

Field/Button description Action/Input Required 

Search  Specify the search criteria details. 

Click   or   to show or hide the details. 
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Field/Button description Action/Input Required 

Rotation Number Enter the Rotation number of the arrival report that you want to 

search. 

Rotation Date 
Select the calendar icon to select the rotation date of the 

report. 

Status Select the appropriate status from the drop-down list. 

CDR Status Select the appropriate status of the completion of discharge 

report from the drop-down list. 

 

@ 

• If you do not know the complete search phrase (words) for any criterion, enter 

partial search phrase (words) and click the Search icon.  

• To get an exact search result, you must enter the following  search criteria:  

o Rotation Number 

o Rotation Date  

o Status 

o CDR Status 

 

2. Enter the search criteria and Click  icon to view the matching results in the Search Results 

Page. 

 

Search Results Page 
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View Completion of Discharge Report Details 

This functionality allows you to view the completion of discharge report details. 

To view the completion of discharge report details: 

1. From the search results, click the  icon.  The View Completion of Discharge Report 

Details Page will be displayed. 

 

View Completion of Discharge Report Details Page  

2. Click Slot Charterers Details tab to view the slot charterer details. 

 

Slot Charterers Details Page 

3. Click Confirmation tab to view the actual arrival report details. 
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Confirmation Page 

4. Click Arrival Approval tab to view the approval details. 

 

Arrival Approval Details Page 

5. Click   icon of the arrival report ID that you want to view. The Arrival Report Approval 

Details view page will be displayed. 
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Arrival Report Approval Details Page 

6. Click Close button to close the approval details. 

7. Click  icon to preview the actual arrival report details. 

 

Arrival Report Print Preview Page 

8. Click Print button to print the arrival report details. 

9. In the View Completion of Discharge Report page, click Actual Arrival Details tab to view 

the actual arrival approval details. 

 

Actual Arrival Details Page 

10. Click Actual Arrival Report Approval tab to view the actual arrival report approval details. 
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Actual Arrival Report Approval Page 

11. Click   icon of the approval report ID that you want to view. The Actual Arrival Report 

Approval Details view page will be displayed. 

 

Arrival Report Approval Details Page 

12. Click Close button to close the approval details. 

13. Click  icon to preview the actual arrival report details. 
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Arrival Report Print Preview Page 

14. Click Print button to print the actual arrival report details. 

15. In the View Completion of Discharge Report page, click CDR Details tab to view the 

discharge report details. 

 

CDR Details Page 

16. Click CDR Approval tab to view the discharge report approval details. 

 

CDR Approval Page 

17. Click   icon of the approval report ID that you want to view. The Completion of 

Discharge Report Approval Details view page will be displayed. 
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CDR Approval Details Page 

18. Click Close button to close the approval details. 

19. Click  icon to preview the completion of discharge report details. 

 

Completion of Discharge Report Print Preview Page 

20. Click Print button to print the discharge report details. 

 

Print Completion of Discharge Report Details 

This functionality allows you to print the Vessel Number, Estimated Time of Arrival and Estimated 

Time of Departure details. 

To print the CDR details: 

1. From the search results, click the  icon.  The Print Preview Page will be displayed. 

 

Print Preview Page  
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2. Click Print button to print the Vessel Number, Estimated Time of Arrival and Time of Departure 

details. 

 

Quick View Completion of Discharge Report Details 

This functionality allows you to instantly overview the completion of discharge details such as 

Vessel Number, Master Manifest, Estimated Time of Arrival and Estimated Time of Departure. 

To quick view the CDR details: 

1. From the search results, click the  icon.  The Completion of Discharge report Quick 

View Page will be displayed. 

 

Completion of Discharge Report Quick View Details Page  

 


