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Contracted Work & Administration (CWA) Quick Guides

Nil Submissions for Immigration Providers

What is a Nil Submission?

If your organisation does not have any completed work to report for a specific submission period, you must still com-
plete a submission. This is called a Nil submission.

If you have any CLR data or New Matter Starts to report for this specific period, they must be included in the Nil sub-
mission.

Access Activity Management

Navigator

. . [ CWA Activity Reporter (Extemal) CWA Activity Reporter Manager (External) role
Once you have Iogged in to CWA via the 0 Cwa Activity Reporter Manager (External) role D Home Page
Online Portal you will need to choose the [== 1 CWA Designated Signatory (external role)
CWA Activity Reporter Manager role. S anage ledema o)
irm Sysadmin {extemal role)
Office Manager (external role)
WA Reference Data Clerk (external role)
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IHcme Logout Preferences

Click on the ‘Activity Management’ tab. Home | Activity Management § Orders

You can then see the list of your current submissions by clicking on

‘Submission List’ from the menu. Bulk Load Submission List Previous Submissions

Select Your Submission

Home Logout Preferences

tome | Aoty aragement | Ores The submission list shows all of the current
Bulk Load |Submission List [Previous Submissions . . . .
submissions for your organisation.
— If you have no complleted quk to report for
the current submission period, you must
Teme & Condilions . - -
complete a Nil submission.
Fir Name TRAINING & CO
P — | | ‘ Ensure that you select the correct submis-
1AIDIK TRARING & CO CRINE LOWER RN CISOAOK: INCONPLETE b sion from the list.
A101K [TRANING & CO LEGAL HELP APR2013 OATIIKIZIIL INCOMPLETE By K )
RI01K [TRANNG & CO LEGAL HELP AlG-2008 OATIKA INCOMPLETE E
L
Piniable P2 | [ Expot L , . .
R Click ‘Update’ to start the Nil submission.
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Step 1
e ™
You are directed to the Submission Details
screen (Step 1 of the submission process).
: There are no outcomes to report. You can
1 therefore move to Step 2.
- . J
e — ﬁ Click ‘Next’ to move to Step 2.
Step 2
e A
You are directed to the Submission Review
= . — ———— screen (Step 2 of the submission process).
The summary table will state ‘No results
found'.
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—— = i ) [ Click ‘Next’ to move to Step 3.
Step 3: CLR Data and New Matter Starts
- , . A
You are directed to the Submission Sum-
mary screen (Step 3 of the submission proc- . .
€ess). o B =
The summary table will state ‘No results
found'.
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Click on ‘CLR Information’. Enter your CLR
data and click ‘Save & Close’.
Note: If you have no data to report you must
kstiII enter 0 in each field.
( . )
Enter your new matter starts in the last col-
umn of the New Matter Starts table.
Leave the column blank if you have none to I T I I I
report Immigration - Asylum 0A101K/2013115 Brook House IRC Fast Track 0
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Final Step

|| submit Click ‘Submit’ to complete the Nil submission.

A confirmation screen will appear asking you to confirm you wish to submit, click ‘Yes’.

You will receive an email natification to confirm that the Nil submission has been successfully completed.

For more information please visit the guides at https://www.gov.uk/government/publications/cwa-quick-guides




