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Important Notice: 

These instructions will give you step-by-step guidance on how to complete your 

Glastir Commons Claim. 

The Welsh Government produces this Guide in Welsh and English as required under 

the Welsh Government Welsh Language Scheme. Should you require a copy of this 

guide in the alternative language, you can access it online from: Glastir Commons 

Claim - How to Complete Guidance by selecting the Glastir Commons Claim – How 

to Complete Guidance, then the language switcher and re-opening the document. 

If you are encountering problems or are unable to access  your online account, 

please contact the RPW Online Helpdesk on 0300 062 5004.  

http://gov.wales/topics/environmentcountryside/farmingandcountryside/farming/schemes/glastir/glastir-commons/?lang=en%20
http://gov.wales/topics/environmentcountryside/farmingandcountryside/farming/schemes/glastir/glastir-commons/?lang=en%20
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Section 1 – Getting Started 

RPW Online Home Page 

If you are not registered to access your online account, please use the Register link 
shown below: 
 
Register 
 

If you are not logged in, you must log into your RPW Online Account via the link 

below: 

RPW Online - Log in 

 

You will see the following screen where you must enter your User ID and Password 
and select Log in. 

 

If you are encountering problems or are unable to access  your online account, 

please contact the RPW Online Helpdesk on 0300 062 5004. 

  

http://www.gateway.gov.uk/
https://rpwonline.wales.gov.uk/eg/login
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Once logged into your online account the RPW Online ‘Homepage’ will appear. 

 

Your Homepage will be tailored to you as a customer and may not appear exactly as 
above. 

  



 

4 

Accessing your Claim 

Glastir Commons Claim can be accessed via the link within the Start Applications and 

Claims box, bottom left of the Home Screen (as highlighted below but showing Glastir 

Commons Claim 2023). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You may change the language your online account is displayed, by using the 
language switcher at the top of the screen. The language, in which this How to 
Complete Guidance is displayed, is determined by the language as seen on screen. 

 

If you have selected to view the RPW Online screen in Welsh, the How to Complete 
Guidance will generate in Welsh.   
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Section 2 – Glastir Commons Claim 

When you select to start your Glastir Commons Claim you will see the following 

page.  Please ensure you have read and understood the text on this screen. Please 

also check that all of the Customer Details and Online Preferences are correct; if they 

are, please press Start.  

If the Customer Details or Online Preferences are not correct, please click on the 

appropriate link to amend the details. 

The link will take you to the Customer Details or Online Preferences screen (below) 

where you will be able to amend your details using the ‘Update this information’ 

function.  Once you have completed your amendments, you will need to return to the 

Start/Continue Application screen and press Start or Continue as appropriate. 
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If you have previously selected to start your claim (but not submitted) and now you 

are returning to complete the remaining information required, you will see the 

following ‘Continue Application’ screen: 

To continue with your claim, please select the ‘Continue’ button, as shown below.  
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Customer Details - Amending details 

Please see: RPW Online Instructions for instructions to amend details. 

 

 

Online Preferences - Amending details 

Please see: RPW Online Instructions for instructions to amend preferences. 

 

 

http://gov.wales/topics/environmentcountryside/farmingandcountryside/rpwonline/how-to-use-rural-payments-wales-rpw-online/?lang=en
http://gov.wales/topics/environmentcountryside/farmingandcountryside/rpwonline/how-to-use-rural-payments-wales-rpw-online/?lang=en
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General notes on using the Glastir Commons Claim 

Once you have launched the Glastir Commons Claim, please note these technical 

notes before you progress. 

 

• You are advised to press ‘Save’ on any page where you have changed 

information. 

 

• You should use the ‘Previous’ or ‘Next’ button to move between screens. 

 

• You should not use the back and forwards arrows on your browser bar to 

move between pages as this is likely to cause the claim to fail and shut down 

and you may have to log back into RPW Online again. 

 

• Selecting ‘Save’ will update the claim with all changes you may have made. 

You can select to save at any time. 

 

• Selecting ‘Exit’ will automatically save all changes made to your claim before 

exiting to your RPW Online home screen. 

 

• You can use the ‘Print’ button to generate a printed version of the claim.  The 

printed version will show the claim at its current state, showing any changes 

you may have made.  

 

• The printed version is a DRAFT only and will not be accepted by the Welsh 

Government as a valid claim for payment. 

 

• The printed draft version will display ‘NOT SUBMITTED’ within the footer of all 

pages. 

 

• Once submitted, the printed claim will display ‘SUBMITTED’ within the footer 

of all pages. 
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Introduction Page 

This page provides key messages about your claim. Please ensure you have read 

them thoroughly before you begin your claim. 

 

The ‘Help Guide’ button (highlighted above) is a link to this Glastir Commons Claim - 

How to Complete Guidance, which is available on the Welsh Government website. 

Selecting this link will open a new tab in your Internet Browser.  

Once you have read and understood the Key Messages, click Next in the at the top 

right or bottom right hand corners to progress to the next section. 
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Grazing Association Membership 

This page displays the current membership of the Grazing Association as set within 

your Glastir Commons Contract. 

 
Please ensure you have checked all details are accurate. 

Please note: you may need to scroll down the screen if your Grazing Association 

contains a high number of members. 

You MUST answer ‘Yes’ or ‘No’ to the following question displayed at the bottom of 

your screen: 

 

If you select ‘Yes’, then you must provide more information as to what details have 
changed.  
 
Please notify us of any changes via RPW Online. 
 
If you select ‘No’, no further information is required. Please select ‘Next’ to continue 
with your claim. 
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Rural Development Claims 

This screen displays the claim(s) which you are eligible to claim. All customers will 
have the opportunity to claim Glastir Commons Lands Management and Transaction 
Cost Payments. 
 
If you are a Glastir Commons Advanced customer, you will have to opportunity to 
also claim your Glastir Commons Additional Management Payment. If you are not a 
Glastir Commons Advanced customer, this tick box will not appear on your claim. 
 

 
These claim boxes are pre ticked. If you do not wish to claim payment under the 
scheme applicable, please un-tick the appropriate box. 

 
If you un-tick ‘Claim Glastir Commons Land and Transaction Cost’ the following pop 
up box will appear: 
 
  
 
 
 
 
 
This pop up box is informing you, that you have selected to not claim Glastir 
Commons Land Management and Transaction Cost Payment.  
 
Select OK and the comments box will appear.  
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You must complete this comments box and explain why you are not claiming your 
annual payment under Glastir Commons and/or Glastir Commons Advanced 
scheme. 
 
If you leave the comments box empty and select ‘Next’ there will be an error logged 

against this page and the Red Cross will remain on the page list against the Claims 

section. To resolve this, please make comments against each unclaimed payment or 

you can select to claim the management payment, by re-ticking the box. 

 

 

 

 

 

 
If you have un-ticked the claim for either: Commons Land Management or Commons 
Additional Management payments and you decide to re-tick to claim for payment 
against either of the Rural Development Claims you will see the following pop up box. 
 
 
 
 
 
 
 
 

This information message is to inform you that all your land parcels, contained within 
your claim are now marked as claimed and if you do not wish to make a claim for 
payment for any parcel(s), you must do this by un-ticking each parcel within your 
Land Data Section. 

 

All Glastir Commons Advanced customers must answer the following question: 

Have you complied (or will be complying) with all field parcel based activities 

within your Glastir Commons Advanced Contract? 
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If you have not or cannot comply with your activities specified within your Glastir 
Commons Advanced Contract, please select ‘No’ to the previous question and the 
following table will appear: 

 

You are required to complete the following information in the screen above: 

• Sheet Reference (e.g. SS1234) 

• Field Number (e.g. 0056) 

• Option – Select your Additional Management Payment (AMP) from the drop 
down (e.g. 411) 

• Activity ID (e.g. TE001) 

• Comments – please enter the reason why you cannot or have not adhered to 
your Additional Management Payment requirements as set within your Glastir 
Commons Advanced Contract. 
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If you have failed to adhere to more than one activity, please use the ‘Add Activity’ 
button, which will populate an additional table as shown below: 

 

Below is an example of the information required by Welsh Government: 

 

Once you have completed the required information, please select ‘Save’ and then 
‘Next’ 
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To remove an incorrectly populated table, please select the ‘Remove’ button. 

 

If you have incorrectly selected ‘No’ then please select ‘Yes’, the table will disappear 
and any information inputted will not be taken into account, although it will be saved 
on screen. If you select ‘No’ again, the data inputted will re-populate. Please check 
the information displayed on screen is accurate and correct. 

Please then select ‘Next’. 
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Page List and Navigation 

You will notice your Page List (shown below), which displays each section of your 
Glastir Commons Claim.  

The sections which you have progressed through will show as a green tick.  

A red cross indicates there is either an ‘Error’ on the section, or you have not yet 
visited the section. 

The current section displayed on your screen will always be highlighted with a blue 
surround to highlight the section title. The screenshot below shows that you are 
currently in section titled Claims. 

 

 

 

 

 

 

 

 

 

 

 

You can navigate to any section by clicking on the title of that section.  

E.g. If you want to go back to the Introduction section, please use your cursor to click 
on                               and this will navigate you to the Introduction section. 
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Land Data 

The Land Data screen displays all of your Common Land and Land Used in 
Common, as within your Glastir Commons Contract.  

 

You will see each parcel is displaying the Registered County Name and CL Number 
(where applicable). Please note that if your contract contains a Land Used in 
Common parcel, the County Name and CL Number will display as LUIC. 

Please check the Sheet References (SN1234) and Field Numbers (0012) are correct. 

• The Field Size (ha) column is the total field size. This is the sum of all crop 
codes and permanent features contained within the land parcel. 

• The Max. Eligible Area (ha) is the total amount of area eligible for payment 
within the land parcel i.e. the sum of all eligible crop codes within the land 
parcel.  

• The Claimed column shows that you have selected this parcel for payment 
within your claim. Please note: all parcels will be automatically ticked for 
payment; if you wish to not claim payment for a parcel you must select to 
‘Open’ the parcel and un-tick Claim. 

If you wish to remove a parcel from the Glastir Commons Claim – please use the 
‘Remove Field’ button. If you wish to reinstate a parcel, please select Restore Field 
button – this function is only available if you have removed a field. 
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Adding a Common Land Parcel 

To add a parcel which is has not been prepopulated within your Land Data list, 

please use the following steps: 

• Ensure you are within the Land Data List 

• Select the blue ‘Add Field’ button, outlined below: 

 

• Please supply the Sheet Reference (SS1234) and Field Number (0123) in the 

applicable areas as shown below:  

 

Important Note: If the Field Number starts with a zero please ensure you input all 

four numbers (e.g. 0011). 
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Once you have supplied the Sheet Reference (SS1234) and Field Number (0011) the 

following screen will appear:  

 

The parcel added will automatically default to Land Used in Common within the 

Registered County Name and Commons Land Number. If this is incorrect, please 

select the county name from the drop down within the Registered County Name 

column, as shown below:  
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Once you have selected the county name, please enter the Common Land Number. 

 

You must now select all crops and permanent features which are contained within the 

land parcel. 

Please select from the drop down list available as shown below and enter the area of 

the crop or permanent feature in hectares, to two decimal places, within the Area 

Column:  
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Please see Glastir Commons Crop and Permanent Feature Codes section for the full 

description of the crop codes and permanent feature codes available to Glastir 

Commons. 

If you require adding more crop codes or permanent features, please use the Add 

Crop button as outlined below:  

 

If you require removing a crop entry, please use the red Remove button as shown 
above. 
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Please see the example below of a parcel added to the claim: 

 

The Claimed Area column is dynamic, which means it’s based on the information 
inputted by you and is adjusted based on the crops and/or permanent features and 
their area.  
 

• The Total Field Size (ha) = the sum of all crop and permanent feature codes 
as inputted on screen. 
 

• Eligible Area (ha) = the sum of all crop codes, as inputted on screen, which 

are eligible for payment under Glastir Commons. 
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 When you navigate back to the Land Data List, you will notice the Field Size and 

Max. Eligible Area is not displaying for the parcel you have added to your claim. This 

is because the details contained within the land parcel have not yet been validated. 

If you wish to remove the parcel you have added to your claim, please select the red 

Remove Field button as outlined below: 
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Land Data Details 

You must open all field parcels contained within your claim. 

Selecting ‘Open’ on a land parcel will show the following screen: 

 

 

 

 

 

 

 

 

 

Please check that all parcel details are accurate, make any necessary corrections, 

and indicate whether you wish to claim or not.  

You can chose to not claim by removing the tick against ‘Claim’, next to the field 

number. 

The Land Data Details screen will display: 

• Registered County Name or LUIC (Land Used in Common). 

• CL Number or LUIC (Land Used in Common). 

• Sheet Ref. 

• Field No. 

• Claim tick box. If ticked you are claiming for payment. 

• Follow Up option – this allows you to mark for follow up and return later, this 

will also show in your summary section as an information message. 

• Total Field Size (ha). 

• Maximum Eligible Area (ha). 

• The Claimed Area table calculates from the crop and area table to the right of 

the screen. Any adjustments to the size of area will be reflected in this table. 

• Crop (drop down list) – this is prepopulated with the information Welsh 

Government currently hold within the land parcel. You can make amendments 

to the crop code drop down if you believe the information displayed is not 

accurate.  

• Area – this is the area of the crop. This must be entered to two decimal places 

(0.00ha). 
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Also displayed within crops, is the permanent features (PF). These are areas which 

are not available for payment under Glastir Commons. 

Please see the Crop and Permanent Feature Codes Section for a full list of crop 

codes and PF available under Glastir Commons. 

If you remove a crop it will display as greyed out and the Remove button is now 

displaying as ‘Restore’, as shown below: 

 

If you wish to reinstate the crop you have removed from the land parcel, simply click 

the red ‘Restore’ button. 
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 If you wish to add a crop or permanent feature to the parcel, please select the ‘Add 

Crop’ button, where a blank row will appear for you to populate from the dropdown 

list, then you will add the area of the crop or permanent feature. 

 

Your Glastir Commons Claim will automatically select all your parcels for payment.   

 

 

 

  

 

 

 

 

 

 

 

 



 

27 

If you wish to not claim a land parcel for payment, please remove the tick from the 

claim column, as shown below: 

 

If you wish to mark a parcel to return to later, please select the Follow Up tick box as 

shown below: 
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Please use the ‘Back to List’ button to return to the Land Data List, to review the 

remaining parcels within your claim. Please see below: 

You may also use the ‘Next’ button to move to the next parcel listed within your claim.  

The ‘Prev’ button will direct you to the previous parcel within your claim. 
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Glastir Commons Crop and Permanent Feature Codes 

Please see below the list of Payable Crop Codes and Permanent Features, including 

their description below: 

Payable Crop 
Code 

Description 

GR2 Grass - permanent - over 5 years 

GT1 Tracks - grazed 

HE7 Heathlands - grazed 

RE1 Reeds 

RU1 Rushes 

SM2 Saltmarshes - grazed 

TR2 Woodland - coniferous – un-grazed (including Christmas trees) 

TT99 Temporary unusable area 

WS1 Woodland - broadleaf – un-grazed 

YY14 Woodland - coniferous - scattered 

YY15 Woodland - broadleaf - scattered 

YY16 Woodland - trunks and stumps 

YY21 Bracken - scattered 

YY23 Scrub / Gorse / Briar - scattered 

ZZ10 Woodland - coniferous - group 

ZZ11 Woodland - broadleaf - group 

ZZ20 Bracken - group 

ZZ22 Scrub / Gorse / Briar - group 
  

Permanent 
Features – (not 
payable) 

Description 

NO1 Non-agricultural activities 

PD1 Ponds - eligible for BPS 

YY41 Scree / Rock outcrops / Boulders / Sand - scattered 

ZZ30 Ponds - ineligible 

ZZ31 Rivers and Streams 

ZZ40 Scree / Rock outcrops / Boulders / Sand - group 

ZZ89 Buildings / yards 

ZZ92 Hardstandings 

ZZ94 Roads 

ZZ97 Tracks – un-grazed 
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Submission Section 

The Submission section contains:  

• Errors, Information & Summary  

• Declaration and Undertakings  

• Submit 

 

Errors, Information & Summary 

Please check this section for any error or information messages. You will see 

currently there are no errors or information for you to be aware of. This indicates all 

questions have been answered and all sections have been completed: 

Errors and Information 

No Errors or Information Messages identified. 
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Errors and Information 

The following is a list of sections which contain Errors and Information Messages. 

Errors must be corrected before submission is possible. For any Information 

Messages, we recommend that you check your response to ensure it is correct.  

Click on the Section Name to view the Errors and Information Messages for that 

Section. 

You must view every page before submitting your claim. 

Below is an example of an information message and an error message firing: 

 

You will see the section name in blue, which is a link to return to the section, and also 

if there is an error or information regarding that section. Please click on the section 

title, which will navigate you to the section and the error or information message 

displayed on screen.  

The example above shows the Grazing Association Membership section has no 

errors but there is an Information Message displaying within the section. 

The example also shows Claims section has an Error displaying within the section, 

but no Information Message. 
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The information message within the Grazing Association Membership section is 

displayed as below: 

 

The information is informing you; because you have indicated there are changes to 

the details of the Grazing Association, you must inform Welsh Government of these 

changes via RPW Online. 
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 By clicking on Claims in the Errors and Information section (as shown below), you 

will be directed to the Claims section. 

 

Displayed on screen you will see which errors are firing: 

 

As you have indicated you do not wish to claim this payment, you must provide an 

explanation why, this is a mandatory question. Once you have provided your 

explanation, please press Save. The error will no longer prevent you submitting your 

claim. 
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Information messages will not prevent you from submitting your claim, they are for 

information purposes only and to remind you further information may be required. 
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Summary 

The following summarises your Glastir Commons Claim. 

This summary is for information purposes only and does not confirm that the 

information declared in your claim is correct. 

 

Please ensure you are satisfied that the summary below reflects an accurate 

representation of your claim. You will see displayed below which payments are 

included in your claim. You will also see displayed the number of field parcels within 

your Glastir Commons Contract and the number of field parcels you have declared 

within your claim. 

 

Please ensure you are satisfied all the information displayed is correct. 

If you wish to make any changes, please make these changes before submitting your 

claim by navigating back to the section you require amending. 

 

 

Displayed within the payment table is the summary of the schemes which you have 

claimed or not claimed. You can see above that both schemes available have been 

claimed. 
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Below is an example where Glastir Commons Land Management and Transaction 

Cost Payments have not been claimed: 

 

 
 
 
 
The Contract and Claimed table (as shown below), allows you to compare the 
number of parcels in your contract (pre-populated by Welsh Government) and the 
number of parcels you have claimed for payment. Any parcels which you may have 
added to your claim will be added to the amount of parcels ‘Claimed’.  
 
E.g. if your contract contained 1 parcel and you added another to your claim, without 
deleting any, your claim will contain 2 parcels. 
 
You will also be able to use this table to compare the area (ha) claimed and area as 
within the current Glastir Commons Contract. 
 
The Total Area = the sum of all crop codes and permanent features within your Land 
Data section, claimed for payment. 
 
Eligible Area = the sum of all payable crop codes as within your Land Data section, 
claimed for payment. 

 
Any changes to the area of crop codes and permanent features will be displayed 

against the Claimed row, under Total Area and Eligible Area. 

The information within the Contract is populated from your current contract version. 
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Once you are happy with the information displayed, please select ‘Next’. 
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Declaration & Undertakings 

This section is mandatory and you cannot submit your claim until you have indicated 

you have; read and understood the Declaration and Undertakings as seen in this 

screen. Please use the scroll bar on the right of the page to carry on reading the 

Declarations and Undertakings, until you reach the end of the statement.  

 

Once you have read and understood the declaration please tick the box as shown 

below and select ‘Next’ 
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Submit 

To submit your claim, please click the button below to submit your Glastir Commons 

Claim. 

A copy of your claim will be available from your Messages page within one working 

day. 

 

If you have any documentary evidence this can be submitted either through your 

messages page, by post or by visiting your Regional Office. 
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Glastir Commons Claim Submission Confirmation 

The following screen will appear once you have submitted your Glastir Commons 

Claim. 

 

If you are required to provide any supporting evidence, please submit it either 

through RPW Online messaging or by visiting your Regional Office. 

If you wish to print this screen as proof of submission, please select ‘Print this 
Screen’ button as seen above. 
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You may now select Exit, which will take you back to your RPW Online homepage: 

 
 
 

 
 
 
 
 
 
 

  

  



 

42 

Submitted Claim 

If you have already submitted your Glastir Commons Claim and you try to access it 

again, via your homepage, you will see the following message and screen: 

 

You have already submitted a Glastir Commons Claim. You cannot submit multiple 

applications of this type. 

 

If you would like to submit another application you must withdraw your existing 

application. Please contact 'Customer Contact Centre' for more details. 

 

If you have any issues with your claim, please follow the on screen instructions and a 

member of the Customer Contact Centre will assist you. 
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