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1. PREFACE

1.1 About Homeport

Homeport is the United States Coast Guard’s (USCGS) Internet tool for providing a public
interface for internal USCG processes, information and services. The Homeport portal supports
the secure information requirements of the Maritime Transportation Security Act. Homeport
provides secure information dissemination, advanced collaboration capabilities for Area
Maritime Security Committees, electronic submission and approval for Vessel & Facility
Security Plans, and complex electronic mail (email) notification capabilities. The purpose of this
document is to act as a guide to Homeport system users. This user guide includes explanations,
terminology and business procedures for the Homeport system.

1.2 System Requirements for Using Homeport

The Internet Explorer browser deployed in the USCG Standard Image is supported with
CGPortal. Users accessing Homeport from home via Common Access Card (CAC)-enabled
Remote Access System (CAC RAS) must ensure that a supported web browser/version is
installed.

The following web browsers are also supported with Homeport:
e Internet Explorer 8.0 (32-bit)
e Internet Explorer 10.0 (32-bit)
e Internet Explorer 11.0 (32-bit).
NOTE: For the best user experience, Internet Explorer 8 or greater is recommended.

Currently, only 32-bit versions of Internet Explorer support ActiveX controls. 64-bit versions of
Internet Explorer and all other browsers, including Firefox, Chrome and Safari, do not support
ActiveX controls and, therefore, may experience limited functionality.

1.3 Homeport & Security Plans

Facility and vessel owners, operators and security officers, and registered Homeport users, may
submit vessel and facility security plans electronically using the Manage Security Plans tool
when logged on to Homeport.

In addition to submitting new plans, they are able to retrieve submitted plans, submit
amendments to approved plans and allow other company personnel access to view their plans.

1.4 C5ISC Kearneysville Application Support Division’s Role in Homeport

Anyone with Internet access can view Homeport to see information available to the general
public. The Command, Control, Communications, Computers, Cyber, and Intelligence Service
Center in Kearneysville, West Virginia (C5ISC Kearneysville) Application Support Division
provides end user helpdesk support for Homeport. To request support, please contact C51SC
Kearneysville Application Support Division at the following phone numbers or email address:

e Homeport phone numbers: 304-262-5971 or 877-872-4999

Homeport 2.0 User Guide Registered, November 10, 2022 Page 1



e Homeport email: SMB-USCG-Homeport@uscg.mil

1.5 User Types

User interaction with the Homeport system depends on the user’s role in the maritime
community. The user’s permissions will determine the access and view ability of Homeport.
When the user registers for a Homeport account, templates are automatically assigned to the user
based on the criteria provided on the registration form. Templates ensure users receive the
qualifiers, values, and access groups to use the Homeport system correctly. The following are
descriptions of the user types, roles, and permissions.

e Coast Guard employees who have been issued a CAC must sign on to Homeport using
their card and PIN only, no username/password required.

e Port Partner users refer to members of maritime industry who have registered for a
Homeport account and have been approved by USCG personnel at the COTP Zone. Port
Partners log on with a username and a password.

e Community Member Only (CMO) or External Participates are granted access to the
system based on the request of an owner of a community site. CMOs also log on with a
username and password.

NOTE: Only Non-USCG users (Port Partners and CMOSs) will have access to the Password
Registration and Password Reset sites.
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2. LOGGING ON TO HOMEPORT

The following section describes the log on procedures for Coast Guard users and registered
Homeport users. The Coast Guard user will be signing on with his/her CAC; whereas, the
registered Homeport User will be signing on with a username and a password. This section also
addresses the process by which a registered user can change his/her password.

2.1 CAC Users Logging on the Coast Guard Network

Users with a CAC and on the Coast Guard Network should perform the following steps to log
on to the Homeport system:

1. Navigate to the Homeport page.
The following screen appears:

e a0 -
r— @z\’ UNITED STATES COAST GUARD

23] US DEPARTMENT OF HOMELAND SECURITY

Please Select the certificate with an Issuer of DOD EMAIL

Figure 2-1 Coast Guard User Logging On with CAC
2. Select the {DOD email certificate}, and then click OK.
The Coast Guard user is logged on to Homeport.

2.2 Registered Homeport Users Not on the Coast Guard Network

The following section describes the process the registered Non-USCG Homeport user will follow
to register for self service password reset, reset his/her password, and then log on to Homeport.

2.2.1 Register for Self Service Password Reset

A Registered Non-USCG Homeport User that knows his/her current username and password
can use the Self Service Password Registration site to provide answers for the security questions
used by the password reset portal by completing the following steps:

1. User navigates to: https://sspreg.uscg.mil/ to register his/her account.

The browser prompts the user to authenticate with their current username and
password.
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US DEPARTMENT OF HOMELAND SECURITY

%®§ UNITED STATES COAST GUARD

Password Reset:

Please enter your user name below

Next

Figure 2-2 Homeport Username

2. Enter the {username}, which is the user’s registered email address, and then click Next.

UNITED STATES COAST GUARD

US DEPARTMENT OF HOMELAND SECURITY

Password Registration: Your Current Password

Enter your current password below, then click ‘Next'.
(logged in as: FEDERATIONDEV\HIPNonCG642908-d,

Password

E—

Figure 2-3 Password Registration

The Password Registration: Your Current Password screen appears similar to the
following figure:

3. Enter the {temporary password} that was provided to the user in the email, and then click

Next.

Homeport 2.0 User Guide Registered, November 10, 2022

Page 4



The Security Questions screen appears similar to the following figure:

5{@% UNITED STATES COAST GUARD

US DEPARTMENT OF HOMELAND SECURITY

Password Registration: Register Your Answers

Nex

Figure 2-4 Security Questions

4. The user answers five of the eight questions to complete the Security Questions form, and
then click Next.

NOTE: Answers need to be at least four characters, they are case sensitive, and the same
answer cannot be used more than once.

The Password Registration window appears similar to the following figure:

7=
UNITED STATES COAST GUARD

k US DEPARTMENT OF HOMELAND SECURITY

Password Registration:

If you ever forget your password, you can reset it
yourself without calling your help desk.

Click 'Next' to begin the reqgistration process.

® 2012 Microsoft Corporation. All Rights Reserved. | About

Figure 2-5 Begin the Registration Process
5. Click Next.
The user is now registered for self service password resets.
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2.2.2 Resetting Forgotten Passwords

The following section describes the steps for resetting a forgotten password and for changing the
initial temporary password to complete the log on process:

1. Navigate to: https://sspr.uscg.mil/ to reset passwords.

The Password Reset window appears similar to the following figure:

2. Click Next.

The Verify Your Identity: Submit Your Answers screen appears similar to the

?,?@%3 UNITED STATES COAST GUARD

f"%-é"? US DEPARTMENT OF HOMELAND SECURITY

Password Reset:

Please enter your user name below

Figure 2-6 Password Reset

following figure:

3. The user must verify his/her identity by answering three of the five security questions.

§7=% UNITED STATES COAST GUARD

{.'a;\ =
US DEPARTMENT OF HOMELAND SECURITY

Verify Your Identity: Submit Your Answers

Figure 2-7 Verify Your ldentity
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NOTE: Answer three of the five questions and they must match the answers provided during
registration.

4. Once the security questions have been answered, click Next.
5. Enter the new {password} in both boxes, and then click Next.

NOTE: Forefront allows users to change passwords at any time after the initial registration.
Complexity requirements are enforced when passwords are changed or created.

%@% UNITED STATES COAST GUARD
()

Q it US DEPARTMENT OF HOMELAND SECURITY

Password Reset: Choose Your New Password

Resetting password for PORT_06@PortPartner.com|

et

Figure 2-8 Choose Your New Password

Warning: If the user has chosen a password that does not follow the password
requirements he/she will receive an error message displaying the password

requirements.

7= UNITED STATES COAST GUARD

'_I US DEPARTMENT OF MOMELAND SECURITY

Vouur Moy Dacopasd

Figure 2-9 Password Requirements

The user can now log on using his/her email address and new password for
Homeport.
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UNITED STATES COAST GUARD

US DEPARTMENT OF HOMELAND SECURITY

ﬁw
=

Success: Your password has been reset

‘0- You can now use your new password to log in.

Figure 2-10 Password Reset

2.2.3 Logging On to Homeport for Registered Homeport Users

A user that has a registered Homeport account but not on the Coast Guard Network, must first
register and then reset his/her password. Once the password has been registered, the user may
perform the following steps to log on to Homeport.

For steps on how to register the password for initial log on or to change the password refer to
Section 2.2.1, Reqgistered Homeport User Password Registration.

1. From the Homeport homepage, click Log In, in the upper right corner of the screen.

HOMEPORT A

[} US DEPARTMENT OF HOMELAND SECURITY'
- UNITED STATES COAST GUARD

Featured Homeport Links ~ Search ¥l

Figure 2-11 Homeport Log In
The Sign in box appears similar to the following:

%8
(@7 UNITED STATES COAST GUARD

US DEPARTMENT OF HOMELAND SECURITY

Enter your email address and password, then ciick Sign in.

Figure 2-12 Log In Screen for Registered Homeport Users
2. Sign in with the {username} and {password}, and then click Sign In.
NOTE: The username is the user’s registered email address.

Homeport 2.0 User Guide Registered, November 10, 2022 Page 8



A warning message appears similar to the following figure:

Message from webpage B

nt (USG) Infarmation System (I5) that
only.

By using this [S (which includes any device attached to this I5), you
consent to the following conditions:

The USG routinely intercepts and menitors commurnications on this 1§
for purposes including, but not limited to, penetration testing, COMSEC
monitering, netwerk operations and defense, personnel misconduct

(PM), law enforcement (LE), and counterintelligence (C]) investigations.

At any time, the USG may inspect and seize data stored on this 15,

Communications using, or data stored on, this IS are not private, are
subject to routine menitoring, interception, and search, and may be
disclosed or used for any USG-authorized purpose.

This IS includes security measures (.g., authentication and access
controls) to protect USG interests--not for your personal benefit or
privacy.

Notwithstanding the above, using this IS does not constitute consent to
PM, LE or Cl investigative searching or monitoring of the content of
privileged communications, or work product, related to personal
representation or services by attorneys, psychotherapists, or clergy, and
their assistants. Such communications and work product are private and
confidential. See User Agreement for details.

0K

Figure 2-13 Warning Message for Registered Homeport Users
3. Click OK.
The Registered Homeport user is logged on to Homeport.

2.2.4 Password and Security Questions Issues

This section describes the procedures to follow when the user is experiencing password and/or

security question issues.

e If'the user’s password is not working, he/she needs to navigate to the Password Reset

URL.: https://sspr.uscg.mil/ to reset his/her password.

o If the user forgets his/her security questions but remembers their password, he/she needs

to navigate to the Password Registration URL.: https://sspreg.uscg.mil/ to reset the
responses to the security questions.

e If the user has forgotten both their password and the answers to the security questions,

deleted or never received the email containing the initial password, or his/her email
address has changed, please contact C51SC Kearneysville Application Support at the
following phone numbers or email address:

e Homeport phone numbers: 304-262-5971 or 877-872-4999
e Homeport email: SMB-USCG-Homeport@uscg.mil

Homeport 2.0 User Guide Registered, November 10, 2022

Page 9


https://sspr-s.uscg.mil/
https://sspreg-s.uscg.mil/
mailto:SMB-USCG-Homeport@uscg.mil

3. NAVIGATING HOMEPORT

Homeport logically organizes the information it contains from large categories to smaller ones.
The broadest category areas are called Tabs and are located near the top of the screen. Clicking
Communities, Missions, and My Homeport tabs, will display a page. The user will need to
hover over Port Directory to display the Port Directory list, and then click the {name of a
port} to display a page for the port. Hover over the Missions tab to display the drop down
menu. Blocks contain links and information located in Homeport. Some blocks are common to
all Homeport users, but some are unique to the user's role in the system. This section discusses
the navigational structure of Homeport, which helps users find the information needed.

The navigational structure includes:
e Tabs display menus and pages.

NOTE: Registered Homeport Users that are logged on will have an additional two tabs:
Communities and My Homeport.

o Communities- a directory of Communities.

o Missions - contains information about US Coast Guard's efforts in the marine safety,
marine security and environmental protection.

o My Homeport - personalized view of the user's port information and services;
available to logged on users only.

o Port Directory - public information directory for each US Coast Guard port.

B LOMEEORT

Figure 3-1 Homeport Tabs
e Featured Homeport Links appears on all Homeport pages as a dropdown list.
e Search Box appears at the top of each Homeport page.
e Blocks containing content and links to websites and information.
e Homeport Logo appears at the top of each page, and by clicking the Homeport logo the
user returns to the My Homeport page.
3.1 Communities Tab

In Communities, the user (depending on permissions) can view information for each
community, request a new community, email owners of a particular community, and edit an
existing community. The user can also add announcements or documents to the community.

3.1.1 Community Information
Perform the following steps to view Community Information:
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1. Click Communities.
2. Select the desired { Community } to navigate to the community site.

NOTE: Users can click the Email Owners icon to contact the Community Owner and request
access.

aaaaaaaaaaa

RRERR @ R RR

Figure 3-2 Community List
For more detailed information on Communities, refer to Section 9.0, Communities.

3.2 Missions Tab

The Missions tab contains information about US Coast Guard’s efforts in marine safety, marine
security, and environmental protection. The following section describes the Missions Page and
the Missions Menu. Information about the using Merchant Mariners and Vessel Response
Plan are also included in this section.

3.2.1 Missions Page
Clicking the Missions tab, displays the following screen. The user clicks the Homeport logo, at
the top of every page, or the Missions tab to return to this screen.

=~ HOMEPORT

Hemeport News 'wansec Leves
Contact Local
o oo s » et e Soptaie ot the

Figure 3-3 Missions Tab
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3.2.2 Missions Page Blocks
The following section discusses the Blocks displayed on the Missions page.

e The Homeport News block includes articles available for the user to access from the Coast
Guard Maritime Commons website.

Homeport News

1072/2015: LGC NCOE and industry experts provide lechnical iraining for fulure LNG fueled vessel inspectors 1 by
ABC

s Carier Mational Center of Expertise works wilh the privale sector 10 Irain Coast Guard LNG Tusled

g Safety Advison

3 ftee mesting V1 by A
0kd a public meeting in

BC
hinglon, DC October 22-23, 2015,

ation collection request to the Office of Management and Budget - Plan 2pproval and records for

n.;x.;g.;
)
3wl

ne approval of a fevision 1o a currently approved collection fof the plan approvai
d

3
3

iner credentialing program forms V1 by ABC
ries of formsthat will replace the forms displaying a

{E

o
&
H

Personnel Advisory Commitiee meeting V1 by ABC
Advisory C tee will hold a public meeting 1o discuss quidelines on fatigue

»
i
3

P—

Figure 3-4 Homeport News

NOTE: The user clicks the desired article title and he/she will be directed to the website
containing the article.

e The US Coast Guard’s Maritime Security (MARSEC) level is a three-tiered system that
provides the current threat condition of a maritime area. The MARSEC Level block also
contains a link to View All COTP MARSEC Levels.

MARSEC LEVEL

Contact Local

Captain of the
Port

View All COTP MARSEC Levels

Figure 3-5 MARSEC Levels Block

A new internet page opens with the US Coast Guard Maritime Security Level
information.

e The National Terrorism Advisory System (NTAS) communicates information concerning
terrorist threats to the American public; clicking this directs the user to the NTAS site.

NTAS

NATIONALTERRORISM ADVISORY SYSTEM

www.DHS . gov/Advisories ‘

Figure 3-6 National Terrorism Advisory System Block

NOTE: The following blocks cannot be edited and/or information cannot be added unless the
user is logged into his/her registered Homeport account.

e The General Operations block displays the six most recently published articles from under:
Missions | Investigations | Safety Alerts | General Operations.
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General Operations

> LAS4
> LAS3
> LAS 2
> LAS6
> LASS
> CO2 System Hazards

or Gamr Opesons (3)

Figure 3-7 General Operations Block
NOTE: Click a link in the block to display content.

e The Most Current block displays the six most recently published articles from under:
Missions | Investigations | Safety Alerts | Most Current.

Most Current

> Most Current Security Alert 1
> Testing for the number of items that display 6
> Most Current Security Alert 5
> Most Current Security Alert 4
> Most Current Security Alert 3
> Most Current Security Alert 2

Figure 3-8 Most Current Block

e The Security Advisory block displays the six most recently published articles from
under: Missions | Martime Security | International Port Security Program (ISPS
Code) | Port Security Advisory.

Security Advisory

> PVAASP_Approval_Sep 12, 2017

> Port Security Advisory 2-17

> PSA 1-17 Nauru

> PSA 1-16 Removing Conditions of Entry - CUBA
> Port Security Advisory - Piracy (08-09)

> Port Security Advisory - Piracy (09-09)

or Scurty cviary (3)

Figure 3-9 Security Advisory

e The Sector Directory block displays a list of commands grouped by their geographical
USCG District.

Sector Directory

Figure 3-10 Public Sector Directory Block

e |f the user clicks the Sector Directory block the following screen appears and displays
information pertaining to each command:
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Figure 3-11 Sector List

e The Sector Map block displays a map of the United States that shows the name and
location of the US Coast Guard Sectors.

/E United States Coast Guard 2017 United States Coast Guard Sectors Map @
r<V\n. v o
£ e
® ~— T
4 |
\ |

Figure 3-12 Public Sector Map

NOTE: The user may click a {port name} to bring up Port Directory content; this information
can also be accessed using the Port Directory tab.

3.2.3 Missions Menu
The following are steps to navigate through the Missions Menu:
1. Hover over the Missions tab to display the Missions Menu.

NOTE: This menu contains links directly to content that is located in the Homeport website and
links to outside websites, depending on the information the user is trying to obtain.
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Missions Port Directory

Administrative Adjudications
Containers

Cybersecurity

Domestic Vessels
Environmental

Incident Management and
Preparedness

Information Sharing (IS)
Investigations

Maritime Domain Awareness (MDA)
Maritime Security

Merchant Mariners

Outer Continental Shelf

Port State Control

Ports and Waterways

Regulations

Vessel Standards

Figure 3-13 Missions Menu
2. To display the sub-menu, hover over the arrow to the right of the menu item.

NOTE: If the Menu item has a small arrow to the right of the title, there is a sub menu. If not,
the user clicks the menu item to display the content or website.

Missions Port Directory

Administrative Adjudications
Containers

Cybersecurity

Domestic Vessels [l Attenate Inspection Programs» |
\

Environmental Domestic Vessel General
Incident Management and Domestic Vessel Links
Preparedness «

Domestic Vessel Policy
Information Sharing (IS) i

Domestic Vessel Tools
Investigations

Inspected Vessels
Maritime Domain Awareness (MDA)

MARPOL

Maritime Security
Uninspected Vessels !

Merchant Mariners [ i

Outer Continental Shelf

Port State Control

Ports and Waterways

Regulations

Vessel Standards

Figure 3-14 Missions Sub Menu
3. From the sub-menu the user can select one of the items by clicking the menu item.

3.2.3.1 Using the Sea Service Renewal Calculator

Homeport provides Merchant Mariners with a Sea Service Renewal Calculator to calculate the
sea service time required for renewing their credentials. The Sea Service Renewal Calculator
is located under the Missions menu.
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NOTE: This tool is not an official evaluation of the amount of sea service time an individual
merchant marine has accumulated.

Perform following steps to use the Merchant Mariner Sea Service Renewal Calculator:

1. From the Missions tab, click Merchant Mariners, and then click Sea Service Renewal
Calculator.

The following MMLD Privacy Policy Screen appears:

MMLD Privacy Policy

Privacy & Security Policy
PRIVACY ACT STATEMENT
5 U.S.C 522(a) Privacy Act

AUTHORITY: 46 U.5.C. Subtitle Il, Part E authorizes the Coast Guard to issue merchant
seaman licenses, certificates and documents. This site is being provided as a service to
mariners to determine If they have sufficient sea service time to qualify for credential renewal.

PRINCIPLE PURPOSE: The Coast Guard will use this information to calculate the potential
sea service time you have accumulated.

ROUTINE USES: There will be no further use of this information. Information provided to
Homeport will be destroyed at the end of the request session

DISCLOSURE: Fumnishing this information is voluntary; however, the Coast Guard will not be
able to perform the calculation without the information requested.

Figure 3-15 MMLD Privacy Policy
2. Close out of the MMLD Privacy Policy screen.

3. From the Merchant Mariner Sea Service Renewal Calculator page, select a Credential
Type from the drop-down menu.

4. Select a {Ship date} and a {Discharge Date} from the calendars.
Choose a Sea Service Type from the drop-down menu.

To add more dates for the same type of service, click Add Date and then perform Step 3
through Step 5.

7. Click Calculate.

Based on the information entered, you have 2 sea service days and you need an additional 358 days of Sea Service to qualify for the Renewal of your Master credential.

Please print your results and keep a copy with your sea service documentation. When you have accumulated enough sea time to renew your credential you may bring your:

be eligible to renew your credential without the required sea time. For more information, visit: http:/fwww_uscg.mil/nmec/
DISCLAIMER: This to for Sea Service will be based on the date of application. All information is subject to verificatio
amount and nature of

Figure 3-16 Results of Service

8. To remove a date range, click the Delete checkbox next to the line, and then click Remove
date.

NOTE: When calculating service time, remember the time entered must have been completed
within the last five years to count toward the 360 day requirement for renewing
credentials.
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3.2.3.2 Verifying Merchant Mariner Credentials

Homeport allows for Port State Control Officers, employers, and others to verify the validity of a
US Merchant Marine Credential. There are many ways to search for these credentials. This
section discusses each method and provides information on how the results are displayed.

Click Missions | Merchant Mariners | Merchant Mariner Credential Verification.
The following screen appears:

« IMPORTANT INFORMATION.
effective immediale wil

+ GENERAL: Tn
Certificat
« Medical Certi
DATES:
t

+ EMPLOY]
+ HOW TO VERIFY:

+ NEED MORE HELP:

ational Maritime Center at IASKNMC@ 1-888-IASKNMC (domestic US calls only) or, from outside the U.S. (your country's exit code)-1-304-433-3400

Figure 3-17 Merchant Mariner Credential Verification

3.2.3.2.1 Merchant Mariner Document Search

Homeport provides a way to perform a search based on the document itself. If user knows the
Document Number and Document Type, perform a Document Search by using the following
steps:

1. Select Document Search from the drop-down menu.
2. Click Go.

Document Search b Go

Document Number Search

Choose the document type you are searching for then enter the document number:
=« Where to find the document number
+ New Document of Continuity certificates do not have document numbers and will be inaccessible via this search

Document Type

Choose Document Type v
Document Number

Search

Figure 3-18 Document Number Search Area
Select the Document Type, and then enter the {Document Number}.
4. Click Search.

3.2.3.2.2 Performing a Single Mariner Search

To perform a search for one Mariner’s Credentials, use the following steps:

1. Click Missions | Merchant Mariners | Merchant Mariner Credential Verification.
2. Select Single Mariner Search from the drop-down box.
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3. Click Go.

Single Mariner Search v Go

Reference Number Search

Enter the refernece number and the last name of the mariner

Reference Number

Last Name

Search

Figure 3-19 Reference Number Search

4. From the Reference Number Search area, enter a {Reference Number} and a {Last
Name}.

5. Click Search.

3.2.3.2.3 Multiple Mariner Search Using Reference Numbers

When searching for information on more than one mariner, the same steps as the Single Mariner
Search can be used. However, entering the information is different.

Perform the following steps to complete a Multiple Mariner Search:

1. Using another program (preferably Microsoft Excel), create a document with {Reference
Numbers and Last Names} of mariners for which information is needed.

NOTE: When using MS Excel, enter reference numbers and last names in separate columns. If
using a .txt file, enter the reference number followed by a TAB and then the last name.
Each mariner's information must be on a separate line regardless of which program is
used.

2. From the Merchant Mariner Credential Verification page, select Multiple Mariner
Search by Reference Number from the drop-down menu.

3. Click Go.

Mariner Number Search

This function allows searches for multiple records and requires the use of a copy/paste function from a spreadsheet.
+ Credentials will be returned for each mariner entered
+ To submit requests for multiple record searches, copy the reference numbers and last names from adjoining columns in a spreadsheet. Paste selection into query block and press the Search button
= To search for single mariner only, please select Single Mariner Search from the drop-down above and click GO

Search

Figure 3-20 Multiple Mariner Search
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4. Copy the information from the created reference document and paste the information into the
box in the Mariner Number Search Area.

5. Click Search.

3.2.3.2.4 Credential Verification Search Results

After the user performs a successful Merchant Mariner Credential Verification search, the
MMLD Credential Verification Search Results page displays the results.

e The screen displays the mariner's name, reference number, citizenship, and so forth.

= MMLD Credential Verification Search Results for Wednesday, August 02, 2017 12:59:45 PM

Mariner Information

First Name: Reference Number:

Middle Initial: Citizenship: UNITED STATES

Last Name: Gender: M

Suffix:

Credentials

Credential Type Credential Number Credential Status Credential Issued National Expiration STCW Expiration Pilot Expiration
MEDICAL CERTIFICATE Valid 11-30-2016 11-30-2021 11-30-2018 11-30-2018
Credential Type Credential Number Credential Status Credential Issued Credential Expiration

MMC Valid 02-03-2017 02-03-2022

Figure 3-21 Mariner Information

NOTE: From here, the results can be printed by clicking Print Friendly Version. This creates
a PDF document which can be printed or saved.

e Duplicate credentials appear if a mariner has a Merchant Mariners Document (MMD)
credential listed. If the mariner holds Merchant Mariner Credentials (MMC), other
credentials which are rolled in with the MMC are not invalidated and will display in the
list until they expire.

e |f credential details need to be viewed, click the link under either Credential Type or
Credential Number, both links open the Detailed Credential Information page.
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Reference Number:
Document Number:
Document Type: MMC

Credential Issue Date - Expiration Date: 02-03-2017 - 02-03-2022
International Regulations

VI/4: First Aid and Medical Care

IV/2: GMDSS Radio Operator

VIi5: Vessel Security Officer

VI/2: Proficiency in the use of survival craft, rescue boats and fast rescue boats
VI/3: Advanced Fire Fighting

11/2: Master, Chief Mates (500 Gross Tons or More)

VI/1: Basic Training (BT)

11/3: Officers In Charge of a Navigational Watch and Masters (Less Than 500 Gross Tons)
VIi6: Vessel Personnel With Designated Security Duties/ Security Awareness
11/5: Able Seafarer-Deck

11/1; Officers In Charge of a Navigational Watch (500 Gross Tons or More)

11/4: Rating forming part of a navigational watch (RFPNW)

Figure 3-22 Detailed Credential Information

3.2.3.3 Vessel Response Plan Status Board

Homeport allows users to view Vessel Response Plans (VRP) and Shipboard Oil Pollution
Emergency Plans (SOPEP).

Perform the following steps to search for Vessel Response Plans:

1. From the Missions Menu, click the VRP Status Board to be directed to the VRP Search
page.

Figure 3-23 VRP Status Board
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Missions Port Directory

Search Type: @AIlIPlans OVRP (IMO
Result Listing: @ Vessels (OPlans

Plan Number:

Vessel Name

IMO Number.

Official Number:

Plan Status: [JAuthorized [ Not Authorized
Vessel Status: [JAuthorized [] Not Authorized

Advanced VRP Express Search

Figure 3-24 VRP Search Page

2. Enters the {required criteria}, and then click Search.

The Search Results page appears similar to the following figure:

Show 25 v entries

Search:

Vessel Name “ IMO Number Official Number  Status Plan Num Plan Exp Date weo Tonnage Ton Type Description Vsl Type
Authorized 0410372022 0 7.0 (GAT) Towing Vessel SMPEP
o 2990 {ITc) Towing Vessel SMPEP
3556 259.0 Te) Towing Vessel TANK (Primary)
061972016 2875 4960 aTe) Industrial Vessel NTISOPEP
Authorized 04i02022 564 Freight Ship TANK (Primary)

Figure 3-25 VRP Search Results Screen

3. The user may select his/her vessel.

The Vessel Details screen appears similar to the following figure:

IMO Number:
Official Number:
AUTHORIZED

Vessel Information
Total WCD:

VRP Type

Owner:

Operator:

Flag:

call Sign:

Cargo Type Carried:
Vessel Type:
Largest Oil Tank:
Lengih:

Gross Tons null

Self Propelled:

Retum to plan

564

Tank (Primary)

Group | Non-Persistent Oils
Freight Ship

66 barrels

No

Figure 3-26 Vessel Details Screen
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3.3 My Homeport Tab

Click My Homeport tab to navigate to the My Homeport page or hover over My Homeport
tab to display the menu. The My Homeport page displays different features depending on the
user’s job, permissions and his’/her COTP. The information the user navigates to, from the drop
down menu is specific to the user’s COTP zone.

This section describes the working side of Homeport; which is done through the My Homeport
tab. A user, if permissions allow, will be able to complete edits that will change the information
public users see as well as the information located under Port Directory tab.

e The user clicks the My Homeport tab.
The following screen appears:

NOTE: This screen appears differently depending on the permissions of the user and his/her
COTP.

Figure 3-27 My Homeport Page

e Hover over to the My Homeport tab.
The following menu appears:

My Homeport Port Directory

Coast Guard Planning
Coast Guard Prevention
Coast Guard Response
Coast Guard Unit Information
Committees

Contingency Plans

News and Events

Safety Notifications

Security Notifications

Sub Units

Figure 3-28 My Homeport Drop Down Menu
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3.3.1 Port Status Blocks

The Port Status Blocks, on the My Homeport page, displays the number of closed ports and
ports open with restrictions. The user can edit the port information through the Port Status
blocks. The edits will update the information under the Port Directory tab and the information
available to the public users.

Communites  Wissions  WyHomeport  Port Directary

' User Registrations Users Requesting Access to your Captain of the Part Zone
i segersnin s (3]
" cton Purts are ©

Figure 3-29 Port Status Blocks
NOTE: Only a user with correct permissions can edit the ports.
Perform the following steps to Add, Delete, or Edit a Port.

0

1. Click Edit My Port Status Information.

Poris Currently Open with Restrictions

Figure 3-30 Edit My Port Status
2. Select Add, Delete, or Edit.
The Port Status Update screen appears.
3. From the Port Status Update screen, complete the form.

Port Name *
[ |
'ort Status

Open 4|

Save Cancel

Figure 3-31 Port Status Update Form
4. Click Save.

The Port Directory and the public information are updated with the user’s edits and
appears for the public user and in the Port Directory tab.
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3.3.2 Local MARSEC Level

The US Coast Guard’s Maritime Security (MARSEC) level is a three-tiered system that
provides the current threat condition of a maritime area. The current MARSEC level reflects the
prevailing threat environment to the maritime elements of the national transportation system.
MARSEC levels provide for easily communicating planned, scalable responses to increased
threat levels.

MARSEC Levels are also consistent with the Department of Homeland Security’s (DHS)
Homeland Security Advisory System (HSAS). Because of the unique nature of the maritime
industry, the HSAS threat conditions and MARSEC levels align closely, but there is no direct
relationship between them.

For more information on Local MARSEC Level, refer to Section 4.0, Maritime Security Level.

3.3.3 COTP Information Block

The COTP Information block allows the user, depending on permissions, to Edit his/her
COTP Information. The edits will update the information under the Port Directory tab and the
information available to the public users.

o

Captain of the Port Zone Information

Figure 3-32 Edit COTP Information

3.3.4 Security Notifications Block

The Security Notifications block appears under the My Homeport tab. The user can select one
of the displayed security notifications or select More Security Notifications to view Security
Notifications pertaining to the primary Captain of the Port Zone associated with his/her
Homeport user account.

Security Notifications

> COTP AMSC Alerts > National AMSC Alerts
> COTP Facility Alerts > National Facility Alerts
> COTP Security Alerts > National Security Alerts
> COTP Vessel Alerts > National Vessel Alerts
> Security Zones > Solas Security Level

Mare Security Notifications @

Figure 3-33 Security Notifications

3.3.5 My Communities Block

The My Communities block displays a list of links to Homeport Community sites the Homeport
user has permission to access.

NOTE: Please allow 24 hours for updates to appear in this block.
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e Toview a list of all communities or to request a new community, click View All
Communities.

My Communities

OTAE Feedback

his

Figure 3-34 My Communities
For more detailed information on Communities, refer to Section 9.0, Communities.

3.3.6 My Homeport Page Menu

The following menu appears differently depending on the user’s permissions. The user will use
this menu to navigate and manage different areas in Homeport.

Figure 3-35 My Homeport Menu

3.3.6.1 Modify Profile Information

Homeport allows a user to modify his/her personal information contained in Homeport. Only
certain fields will update without approval. There are sections of the profile page that require
approval before updating in Homeport: In the Address section: the Primary COTP zone and
the Alternate COTP zone need approval. In the User Roles and Security the USCG
information, committees, vessels, facilities, and third party VRP submitter require approval
before updating.

Perform the following steps to Modify Profile Information:
1. Logonto Homeport.
2. Click My Homeport tab.
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Manage Security Plans
Vessels MARSEC Attainment

Facilities MARSEC Attainment

Modify Profile Information

User Management Tool
Marine Events

MTAD

Figure 3-36 Modify Profile Information
3. Click Modify Profile Information.

The user’s profile page appears similar to the following:

Figure 3-37 Update Administration
4. Update the information and click Update.

NOTE: When a user updates his/her email address, the Homeport Username will also be
updated to the new email address. The user must wait up to 90 minutes before entering
the new email as the Username, during this time he/she will continue to use the previous
email address as the Username. An email will be sent when all processes have finished
updating the user’s new email/Username.
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5. Click Homeport at the top of the page to return to the Homeport main page.

Figure 3-38 Return to Homeport Main Page

3.3.7 Searches

The following blocks appear on the My Homeport homepage and allow users to complete a
quick search for Vessels, Facilities, TWIC New Hires, or Users Search.

Vessel Search Facility Search

TWIC New Hire
Search

Figure 3-39 Search Blocks

The following screen is an example of the form that will need to be completed to conduct an
Advanced Search.

Advanced Facility Search

Figure 3-40 Advanced Facility Search

For more detailed information on completing a Search, refer to Section 8.0, Vessel and Facility
Search.

3.4 Port Directory Tab

The Port Directory tab allows a user to view a list of sectors. By clicking any of the sector
names the sector’s information page appears and the user can view the information about a
specific sector. The Port Directory tab contains public information for each US Coast Guard
Sector.
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Perform the following steps to view the Port Directory:

NOTE: Editing cannot be completed through the Port Directory tab; the user will need to
navigate to the My Homeport tab to edit sector information.

1. Hover over the Port Directory tab to display the Port Directory.

Motile

New York

Figure 3-41 Public Port Directory Tab

2. Select a specific sector to view public information, such as: Port Status, local COTP
MARSEC level, COTP Details, and so on.

S HOMEPORT

Figure 3-42 Port Directory Page

3.4.1 Port Directory Page Blocks
The News and Events block contains information specific to the selected sector.
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News and Events

> News and Events
> Port Conditions

Mare News and Events ()

Figure 3-43 News and Events Block

The Contingency Plans block contains links to Contingency Plans and Security Plans specific
to the selected sector.

Contingency Plans

> Area Contingency Plans
> Area Maritime Security Plans

> Local Contingency Plans

Figure 3-44 Contingency Plans Block

The Safety Notifications block contains Safety Alerts, Notice to Mariners, Vessel Control
Report, Safety Zones, COTP Order, and MSIB specific to the selected sector.

Safety Notifications

> Safety Zones
> COTP Orders

Report > MSIB

Figure 3-45 Safety Notifications Block

The Coast Guard Unit Information contains links to Announcements, History, Statistics, and
so on for the specific to the selected sector.

Coast Guard Unit Information

> Announcements > History

> Community Oulreach > Leadership

> Contact > Mission Vision Values ion and Relocation

Figure 3-46 Coast Guard Unit Information Block

The Coast Guard Response block contains links to Oil Spill Response, Marine
Transportation MTS Recovery, Homeland Security, Incident Command System Port
Specific and Hazardous Materials Response specific to the selected sector.

> Oil Spill Response > Homeland Security > Hazardous Materials Response

> Marine Transportation MTS Recovery » Incident Command System Port Specific

Figure 3-47 Coast Guard Response Block

The Coast Guard Prevention block contains links to Commercial Fishing, Waterway
Management, Investigations and Homeland Security specific to the selected sector.

Homeport 2.0 User Guide Registered, November 10, 2022 Page 29



Figure 3-48 Coast Guard Prevention Block

The Coast Guard Planning block contains information for planning specific to the selected
sector.

Figure 3-49 Coast Guard Planning Block

For information on editing and reviewing for Port Statuses navigate to Section 3.3.1, Port Status
Blocks.

3.5 Featured Homeport Links

The Featured Homeport Links dropdown is located at the top of the page to the right of the
tabs. It provides access to select featured Homeport Content.

NOTE: Marine Event Permits is only available on the Non-Logged In version of Homeport.

Featured Homeport Links

IPS Program

MTSA

Marine Event Permit
Marine Safety Center
Seafarers Access
TWIC

US Inspected Vessels

Vessel Traffic Services

Figure 3-50 Featured Homeport Links

3.6 Homeport Footer

The Homeport Footer is located at the bottom of each page viewed throughout Homeport. The
footer provides quick access to Homeport Information, Homeland Security, and Government

Links.
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HOMEPORT INFORMATION HOMELAND SECURITY GOVERNMENT LINKS COAST GUARD QUICK LINKS
> >

>
>

Figure 3-51 Homeport Footer

The Coast Guard Quick Links are located in the footer as well and allow the user quick access
to: CGMIX/PSIX, Coast Guard Auxiliary, Mariner Credentialing, Navigation Center,
Ship’s Arrivals, US Coast Guard, and Vessel Documentation.

COAST GUARD QUICK LINKS
> CGMIX [ PSIX

> Coast Guard Auxiliary

> Mariner Credentialing

> Navigation Center

> Ship's Amivals

> US Coast Guard

> Vessel Documentation

Figure 3-52 Coast Guard Quick Links
The link to the Homeport User Guide is also located in the Homeport Footer.

HOMEPORT INFORMATION
> FAQs
> Overview

> System Maintenance
> What's New
> Homeport User Guide

Figure 3-53 Homeport User Guide Link
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4. MARITIME SECURITY LEVEL

The US Coast Guard’s Maritime Security (MARSEC) level is a three-tiered system that
provides the current threat condition of a maritime area. The current MARSEC level reflects the
prevailing threat environment to the maritime elements of the national transportation system.
MARSEC levels provide for easily communicating planned, scalable responses to increased
threat levels.

MARSEC Levels are also consistent with the Department of Homeland Security’s (DHS)
Homeland Security Advisory System (HSAS). Because of the unique nature of the maritime
industry, the HSAS threat conditions and MARSEC levels align closely, but there is no direct
relationship between them.

The three MARSEC Levels are listed in the following table:

Table 4-1 MARSEC Levels

MARSEC Level Description

1 Maintain at least the minimum appropriate security measures at all times.

2 Level of heightened risk or a transportation security incident for which
additional protective security measures shall be maintained for a period of
time.

3 Level at which specific protective security measures shall be maintained
for a limited period of time when a transportation security incident is
probable, imminent, or has occurred, although it may not be possible to
identify the specific target.

4.1 MARSEC Level

Registered Homeport users, with the Approver template, will see the Local MARSEC Level
block on the My Homeport main page.

Local MARSEC Level Edit

COTP Maryland/NCR

Modified 7/12/2018

Set Alert

Figure 4-1 Local MARSEC Level
Perform the following steps to navigate through the COTP MARSEC Levels:
1. Click Missions.
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MARSEC LEVEL

Contact Local
Captain of the
Port

View All COTP MARSEC Levels

Figure 4-2 View All COTP MARSEC Levels

2. Click View All COTP MARSEC Levels.
The following COTP zones screen appears similar to the following:

Abstract Date Set

COTP Zone
2017-10-05

BOSTON

2017-10-05

COLUMBIA RIVER

Figure 4-3 National MARSEC Levels
NOTE: Users can sort the view by COTP, MARSEC Level and Date Set.

3. Hover over Port Directory and select the {port} to view the MARSEC Level.

The Captain of the Port Details page appears and on the right side of the page it
displays the MARSEC Level similar to the following figure:

COTP MARSEC Level

Yo

This is a test abstract for SECTOR LONG ISLAND SOUND

MARSEC LEVEL

INCIDENT IMMINENT

Modified: 2015-05-17

Figure 4-4 COTP MARSEC Level Block
NOTE 1: Users associated with a vessel or facility can also report MARSEC attainment using

Homeport.
NOTE 2: Members of the US Coast Guard with active Homeport accounts can view MARSEC
Levels for entities in their COTPs and also Publish MARSEC levels, with appropriate

permissions.
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4.2 Editing MARSEC Levels

Due to security settings, Homeport allows only one piece of MARSEC content per COTP zone.
When the MARSEC Level for the Captain of the Port Zone changes, the user needs to edit the
Local MARSEC Level block on the My Homeport tab.

Perform the following steps to Edit the Local MARSEC Level block:
1. On My Homeport, find the Local MARSEC Level block.
NOTE: This block is only visible to Homeport users with the Approver template.

Local MARSEC Level Edit

MARSEC LEVEL

k< [1] B B

SIGNIFICANT RISK

COTP Maryland/NCR

Modified 771272016

Set Alert

Figure 4-5 Edit Local MARSEC Level
2. Click Edit.

Local MARSEC Level

Select MARSEC Level

Level 1 |

Tithe

Abstract

This is 3 test absiract for

Reset Cancel Save
Ty

Figure 4-6 Local MARSEC Level Edit Screen
3. Change the default values in the Local MARSEC Level Edit form.
NOTE: The user can Reset the values or Cancel the values if the information is incorrect.
The following message box appears if the user clicks Cancel.
NOTE: Clicking OK returns the user to the display form.
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Message from webpage

9 Are you sure you want bo cancel Local MARSES Level changes?

[ o | conca |

L]

Figure 4-7 Confirmation for Cancelling Changes
4. If the updated information is correct, click Save.
A Confirmation message box appears similar to the following figure:

Message from webpage [ ]

9 Publish Updated MARSEC Data?

Figure 4-8 Confirmation Message for Saving Changes
5. Click Cancel.
The Edit form appears.
6. Click OK to update the Local MARSEC Data.
The user is returned to the display form.

4.3 Reporting MARSEC Attainment

A registered Homeport user who is associated with a vessel or facility can repot MARSEC
attainment. When logged on to Homeport, the My Vessels and Facilities block displays on the
My Homeport page. It provides a list of all vessels and facilities associated with the user’s
profile. From this block, the user can electronically report MARSEC attainment for each entity.

NOTE: The information in the following section is presented so that COTP Approvers can
assist users in the submission of Security Plan information.

¢ Vessel ¢ MARSEC Level

8 sty of MAR IEC changes

Figure 4-9 My Vessels and Facilities Block
Perform the following steps to report MARSEC attainment for a specific vessel or facility:
1. Logonto Homeport.
2. The My Vessels and Facilities block displays on the My Homeport page.
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The block displays a list of assigned vessels.
3. Click a {column heading} to sort the list.
Locate the vessel to be edited.

Under the MARSEC Level column, click the appropriate {radio button} for the MARSEC
level.

6. To save the MARSEC level changes, click Save.

e To set the same MARSEC Level for all vessels listed in the block, click the
appropriate number next to Set All Vessels to MARSEC Level and then click Save.

e Todisplay MARSEC Change History, click the name of the vessel and scroll down
the Vessel Details page.

el (hgnge magmery
" =

Figure 4-10 MARSEC Change History

e Setting MARSEC Levels for facilities operates in the same manner. Click the
Facilities tab to display a list of facilities.

4.4 Monitoring MARSEC Levels for User’s Specific COTP

US Coast Guard members are able to view MARSEC levels for all vessels or facilities in their
COTP zone. This information may be pertinent after a MARSEC level has been changed. This
functionality provides the user the ability to ensure all facilities or vessels have met
requirements.

Perform the following steps to view the MARSEC levels and sort by level:

- - - . e — e b Crange b

Figure 4-11 Vessel MARSEC View
1. Login to Homeport.
2. Onthe My Homeport page, click the Vessels MARSEC Attainment link.
An alphabetical list of all vessels appears.
3. Scroll through the list to view information.
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4. To sort vessels by MARSEC level, select a MARSEC level from the drop down menu at the
top of the page and then click Go.

e To set the frequency of the screen refresh, click 30, 60, 90 or OFF to set the screen
refresh rate.

e Todisplay MARSEC Change History, click the {name of the vessel} to display
the Vessel Details and then scroll down the page.

e To monitor MARSEC levels for facilities, click the Facilities MARSEC Attainment
link on the My Homeport page.
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5. REVIEWER OF MARINE EVENTS

Homeport allows user’s easy access to review Marine Event Permits from the My Homeport
page. The user must be a registered Homeport user and a member of the Marine Events site.
Access to the site is provided by being a member of a Captain of the Port group or of the
Marine Events Owners group. A user will only be able to view permits submitted to his/her
assigned Captain of the Port group. This site provides options for a user to choose how to
interact with the Marine Event Permits.

5.1 Viewing Marine Event Submissions
Perform the following steps to navigate through Marine Events:
1. Log on to Homeport.
2. From the My Homeport home page, select the Marine Events link.
The Marine Events screen appears similar to the following figure:
Marine Events

Count= 13

T 21318001 - Review J & Per
Complete

1709121336001 - Review 3 & Fomwarded to Another Unit  FORWARDED TO ANCTHER Boat Parade
Complete INIT

TOAIIIINI00T - Review [ R Pemil Denied PERMIT DEMIED Boat Race (High %
Complete Speed

TO9121321001 - Review i = Forwarded o anather FORMWARDED TO OTHER
Incomplate ajency for FORAC AGEMNCY FORAL

Figure 5-1 Marine Events Home

3. A user can review submitted events, check the dashboard, and view a list of reviewers.
These are accessible by using the menu on the left side of the screen.

Home
Submitted Last 95 Days

Submitted More that 95

Days Ago

Dashboard

Figure 5-2 Marine Events Menu

5.1.1 Dashboard

The Dashboard provides read only information about the Marine Events Permits submitted for
the user's COTP. From here, the user can view the total number of applications submitted for
each completed workflow state. A user, who is a member of multiple Captain of the Port
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groups, may select a specific COTP dashboard to view. A user who is a member of the Marine
Events Owners group may view a dashboard for all submitted Marine Events Permits.

Perform the following steps to view the Dashboard:
1. From the Marine Events site, click Dashboard from the menu on the left side.

2. If the user is a member of more than one COTP or a member of the owners group, then the
user can view the totals for all the COTPs or change the COTP.

"Marine-Events-Totals

Figure 5-3 Dashboard

5.1.2 Submitted Marine Events

The Marine Events Application is divided between two views: Submitted Last 95 Days and
Submitted More than 95 days ago. From both views Marine Events members can work with
Marine Event Permits. A user is placed in a permission group based on his/her COTP. A user
will only be able to view the permit applications that were submitted to the COTP that
corresponds to the assigned COTP permission group. A user can open applications to view,
work with, and submit application to the appropriate workflow.

Perform the following steps to view Marine Events Applications:
1. Select Submitted within the Last 95 Days.

ibmitied Less Than 84 Days Age

Complete

Incomphete

Figure 5-4 Event Applications Submitted in the Last 95 Days

2. A user can view the status of the application. To sort or filter the results use the headers
above each column.

NOTE: When viewing the listing, the user can see which applications have not been processed.
If Review Incomplete text displays next to the Tracking Number, the application’s
review data form has not been completed. If the Status is not started, the applications
have not been opened.
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5.1.3 Reviewing the Event Application
To begin reviewing the application, perform the following steps:
1. Click Edit Icon.

—y

Es#

Figure 5-5 Edit Icon

2. Review the information the requestor entered at the top of the Application for Marine
Events Permit form.

Application For Marine Event Permit

1708011307001

Figure 5-6 Application For Marine Event Permit
3. Complete the Reviewer Section of the form.

NOTE: At any time while completing the Reviewer Section, the reviewer may save the
information. The red text, Review Incomplete next to the tracking number remains
until the reviewer has completed all the fields in the Reviewer Section. When all fields
in the Reviewer Section have been completed, the text next to the tracking number is
changed to green and reads Review Complete.

REVIEWER SECTION ~ COMPLE

Figure 5-7 Reviewer Section
The following information is required in the Reviewer Section:
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e District
e Event Type
e Event Patrol
e Underwater Noise
e Does this event occur annually?
e Duration of high speeds (minutes)
e Environmentally Sensitive Area
e Expected Max Speeds (knots)
e Impact on listed Species?
e Name of Species Impacted
e NEPA Evaluation
e Additional ATON required?
e Limited Access Areas Used.
4. Complete the Workflow Information section.

WORKFLOW INFORMATION

Current Status FORWARDED TO ANOTHER UNIT

ity, USCG, CG-4423, Rev. 10-10
hipetl-stg

Figure 5-8 Workflow Information

The following options are available:

e Not Started

e Under Review

e Returned for More Information

e Returned, No USCG Permit Required

e Forwarded to another Unit

e Forwarded to District

e Forwarded to other Agency for Input

e Forwarded to other Agency FORAC

e Permit issued by Other Agency

e Permit Denied

e Duplicate Entry- Disregard

e Event Cancelled- Disregard.

FORWARDED TO ANOTHER UNIT

Cancel
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The request is sent to the appropriate workflow.

If the permit status is changed to one of the following, the user requesting the permit receives an
email:

e Permit Issued by USCG

e Forwarded to District

e Returned to for More Information
e Under Review

e Permit Issued by other Agency.

5.2 Filtering and Sorting
The following section explains the possibilities for filtering and sorting:
e By clicking any {column header}, the user is given the ability to filter or sort.
NOTE: The user can add filters and sort on multiple columns for a further fine tuned selection.
e If the user requires further refining of his/her search, Homeport offers list views.
o By clicking the ellipses at the top of the list, the user has option of creating a view.

Submitted Less Than 95 Days Age  ALL Allftems ..

v | Tracking Number & Edit Print  Title Status EventType  DateSub  StDate Location Sponsor

Pannt=z 12

Figure 5-9 Filtering Headers
NOTE 1: These views give the user the ability create complex filter and sorts.

NOTE 2: Any view created and not marked as private is viewable by all members of the site. It
is recommended that the user create a view, set to private, and not modify the public
view.

A tutorial on SharePoint views is beyond this user guide; but there are multiple sites
that offer a step by step guide to filtering and sorting through SharePoint.

5.2.1 General Notification Emails

The Marine Events Reviewers link provides a way for the user to view the COTP reviewers.
Personnel in this list will receive an email when a Marine Event Permit application is received.

5.3 Adding Reviewers

To add a Reviewer, the user must be a member of the COTP permission group for the selected
port.

1. Click Marine Event Reviewers on the right side of the screen.
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Communities Mig

Home

Submitted Last 95 Days

Submitted More that 95
Days Ago

Dashboard

Marine Event Reviewers

Recent

emailTest

Figure 5-10 Marine Event Reviewers
2. Select the Reviewer Group from the drop down menu, and then click View Reviewers.

Marine-Events-Reviewers

Select Reviewer Group: View Reviewers
BOSTON

BUFFALO (BUFFALO AND CLEVELAND)
CHARLESTON

COLUMBIA RIVER

CORPUS CHRISTI

D8 GULF OF MEXICO

DELAWARE BAY

DETROIT

DULUTH

GUAM

HAMPTON ROADS

HONOLULU

HOUSTON-GALVESTON
JACKSONVILLE

KEY WEST

LAKE MICHIGAN

LONG ISLAND SOUND

LOS ANGELES-LONG BEACH

LOWER MISSISSIPPI RIVER (MEMPHIS)
MARYLAND-NCR

MIAMI

MOBILE

MORGAN CITY

NEW ORLEANS

NEW YORK

NORTH CAROLINA

NORTHERN NEW ENGLAND (PORTLAND, MAINE)
OHIO VALLEY B

Figure 5-11 Reviewer Groups for Marine Events
3. Click the New drop down menu, and then click Add Users.

People and Groups

New |+ Actions ~ Sellings ~

Add Users
Add users to this group.

oy R I

Figure 5-12 Add Users
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4. Enter the {name/s} of the users to be added. (A message can be included and an email
containing the message will be sent to the new member/s of the group.)

NOTE: If the user wishes to not send an email, click Show Options and uncheck the box beside
Send an e-mail invitation.

Share 'Marine Events'

Add people to the CaptainOfThePort_1 group

Figure 5-13 Add People to the COTP Group

5. Click Share.
The new users receive an email invitation and are added to the group.

5.4 Remove a Reviewer

Perform the following steps to remove a reviewer:

1. Click Marine Event Reviewers on the right side of the screen.

2. Select the Reviewer Group from the drop down menu, and then click View Reviewers.

Marine-Events-Reviewers

Figure 5-14 Reviewer Groups for Marine Events

3. Check the box/es by the {name/s} to be removed.
4. Click the Actions drop down menu, and then select Remove Users from Group.

New -~ Aclions ~  Settings -

E-Mail Users
O Send an e-mail to selected users.

Call/Message Selected Users
Call the selected users,

Remove Users from Group
Remove selected users from this SharePoint

group.
Slwval, LOUATIT D G 11

O00/ K

Figure 5-15 Remove Users from Group
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6. MARINER TRAINING AND ASSESSMENT DATA

Homeport allows users easy access to Mariner Training and Assessment Data (MTAD) from
the My Homeport page. A user must be a registered Homeport user and a member of a selected
MTAD School group or the MTAD Owners group. Homeport makes it simple for schools to
upload course completions and curriculum to Homeport. Homeport uploads new school
information nightly.

Perform the following steps to navigate through MTAD:
1. Log on to Homeport.
2. From the My Homeport home page, select the MTAD link.
The MTAD Welcome screen appears similar to the following figure:

MTAD

Welcome to the Mariner Training and Assessment Data Home page

From here you can:

- Enter Data

- View Past Uploads

- Download Excel Template for uploading bulk data
« Upload your curriculum

Figure 6-1 Welcome to MTAD

3. A user can enter data, view past uploads, download Excel template for uploading bulk data
and upload curriculum. These are accessible by using the menu on the left side of the screen.

MTAD

Enter Course
Completions

View Past Uploads
CSV Template
Enter Curriculums

View Past Curriculum
Uploads

Announcements

Figure 6-2 MTAD Menu

6.1 Enter Course Completions

Schools may upload course completions through Homeport. The data is transferred to MMLD to
be attached to a mariner’s record.

Perform the following steps to Upload Course Completions:

Homeport 2.0 User Guide Registered, November 10, 2022 Page 45



1. From the My Homeport page, click the MTAD link.
2. Click Enter Course Completions from the menu on the left side of the screen.

MTAD

Welcome to the Mariner Training and Assessment Data Home page

From here you can:

+ Enter Data

- View Past Uploads

+ Download Excel Template for uploading bulk data
+ Upload your curriculum

Figure 6-3 MTAD Menu

NOTE: The two types of users for MTAD are Owners and Schools. Each school sees only their
school in the schools drop down box. A MTAD owner chooses from a list of schools.

6.1.1 School User

The following section explains how a School User enters Course Completions.
Perform the following steps to Enter Course Completions as a School user:

1. Choose the {school} from the drop down menu to upload the course completions.
NOTE: Only the user’s assigned schools appear in the dropdown.

Choose your school.

Schools: ROWNCO-ROWAN COMPANIES v

Figure 6-4 Choices for School Users

6.1.2 MTAD Owners

The following section explains how a MTAD User enters Course Completions.
Perform the following steps to Enter Course Completions as a MTAD user:

1. Choose the {school} from the drop down menu to upload the course completions.

Choose your school, then click go.
Schools: 45T COAST MARITIME LLC-FSTCML ﬂ

Figure 6-5 Choose A School
2. Click Go.
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6.1.3 Schools Users and MTAD Owners

The user can decide between two methods of uploading courses into Homeport. The user may
upload courses through an HTML form via the website or he/she can upload CSV file containing
several records. This section describes the steps to do both.

6.1.3.1 HTML Format
Perform the following steps to Upload Courses in HTML format:
1. Select HTML from the Format drop down menu.

Select the upload method, then click go. ®

How to create a CSV file manually

Format: Choose Format v| H

Figure 6-6 Upload Method
2. Click Add Student.

School Name

ROWAN COMPANIES

Course Roster:

Delete First Name Middle Name Last Name Suffix Course Code SSN Reference Completion Date

Number (mmiddiyyyy)

Add Student Remave Row

Figure 6-7 HTML Format

3. The user completes the {required criteria} on the Add Student Information form. Use the
drop down menu to select the appropriate course(s).

NOTE: Multiple courses may be selected for each student. Individual course completion dates
may be entered by selecting No in the course completion date field.

Add Student Information

First Name %

Middle Name

LastName *
Suffix

Select / Deselect All
Courses *

ssN X
OR

Reference Number

Completion Date * All completion dates are the same? @ Yes O No
=

Add Cancel
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Figure 6-8 Add Student Information
NOTE 1: The SSN is required if a Reference number is not entered, and the Reference number

is required if the SSN is not entered.

NOTE 2: The SSN must be nine digits and/or the Reference number must be only numbers.

Suffix

ssN X
OR

Last Name

First Name *

Middle Name

*

Courses ¥

Reference Number

Completion Date X

Add Student Information

John

[] Select / Deselect All

123456789

All completion dates are the same? () Yes (8 No

Course

0197-FIRST AID AND CPR

0340-OPERATOR OF UNINSPECTED PASSENGER VESSELS (OUPV)

0363-PERSONAL SURVIVAL TECHNIQUES

0431-RULES OF THE ROAD

0531-UPGRADE QUPV TO MASTER 100 TONS (FOR U.S. COAST GU._.

Add Cancel

Completion Date

08/01/2022

08/15/2022

10/01/2022

10M15/2022

11/01/2022

Figure 6- 9 Completed Form with Multiple Courses and Multiple Completions Dates
4. Click Add.

Delete

O

O

O

John

John

John

John

John

School Name
ADAMS MARINE SEMINARS

Course Roster:

First Name Middle Name Last Name suffix

Course Code SSN

0197

0340

0363

0431

0531

Reference
Number

123456789

123456789

123456789

123456789

123456789

Completion Date
(mm/ddiyyyy)

08/01/2022

08/15/2022

10/01/2022

10/15/2022

11/01/2022

Figure 6-10 Completed Course Roster

NOTE: Check the information including the spelling of the name, the course code, the reference
number or SSN, and the completion date prior to submitting the roster.
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Repeat Steps 2-4 to enter additional students.
If the user needs to delete a row, check the box at the beginning of that row.
Click Remove Row.

© N o O

When the forms are complete and correct, click Submit.
An Upload Warning message appears to confirm the user’s uploads.
9. Click OK to upload or Cancel to return to the page to correct the data.

Message from webpage @

:I Areyou sure you would like to upload the roster?

| ok || conce |

Figure 6-11 Upload Warning

The roster was submitted successfully.

NOTE: If an error occurs during uploading of the roster, contact Application Support at

C5ISC-DG-AppSupport@uscg.mil.

6.1.3.2 CSV Upload
To upload students from a data file, the user must first create a CSV data file:
1. Select CSV Template from the left menu.

Communities Missions My Homeport Port Directory
MTAD #" EDIT LINKS

& Documents

MTAD ® new document or drag files here

Enter Course All Documents ... |Findafie 4

Completions

View Past Uploads v D Name Modified Modified By
[El [ MTADCourseUploadTemplate -+ September 19 Rex C. Fergus-Admin

Enter Curriculums

View Past Curriculum
Uploads

Anncuncements

Manage Member Groups

# EDIT LINKS

Featured Homeport Links ~

Figure 6-12 CSV Template

2. Click on the document name and save the CSV to an appropriate location on your computer.
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3. Open the template and enter course completion data following the data entry instructions in
the template.

4. Save and close the template.

Al > Je #Required fields are First Name| Last Name | Course Code|S5N or Refnum | Course Completion Date

A B T D E F G H | ] K L i M
|# Require.ltl fields are First Name| Last Name | Course Code|S5N or Refnum | Course Completion Date
#5SN and Refnum may not both be entered.
# Course Code should be entered with a single guote followed by 4 digits e.g. '0001
#SSN should be entered with a single quote followed by exactly 9 digits e.g. '0123456738
#Refnum should be entered with a single quote followed by up to 10 digits e.g. '0123456789
# Course Completion Date should be entered with a single quote followed by the date in mm/dd/yyyy format e.g. '01/01/2022
#
First Mami Middle Mz Last Name Suffix Course CoSSN Refnum Course Completion Date

[r= - RN - T R S TE I ST

— ==
M= 2

Figure 6-13 CSV Template With Rules Displayed

NOTE: Ensure the SSN column has been saved as a text field, if not, any leading zeroes in the
SSN will be lost.

Perform the following steps to upload a CSV:

5. Navigate to Enter Course Completions.

6. After selecting a school, click Go.

7. Select CSV from the Format drop down menu.
8. Click Go.

Select the upload method, then click go. ®
How to create a CSV file manually

Format: Choose Format v| H

Figure 6-14 Upload Method
1. Click Choose File and locate the CSV.
2. Select File, and then click Open.
3. Click Go.
Homeport directs the user to the HTML form with the CSV data entered.

NOTE: The user can edit, add, and/or remove rows here as if the HTML form was originally
selected.

4. Click Submit.
The Upload Warning message appears.
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5. Click OK to upload or Cancel to edit.

If the user made errors during the upload process he/she receives an aggregated list
of the errors, grouped by rows and there is an indicator around the form fields of the
bad data. The user may manually correct the errors here and resubmit or delete all
rows, correct the CSV file, and resubmit.

Delete First Name Middle Name L

e |
O Hugh'

O Mr 11
Add Row Remove Row Submit
Errors:
* Row1

fname contains invalid characters.
Iname contains invalid characters.
ssnh must be at least 9 characters long.

* Row 2
fname contains invalid characters.
Either SSN or refnum must contain a value, but not both.

* Row3
mname contains invalid characters.

Figure 6-15 Upload Errors

6.2 View Past Uploads

The user can view the last six months of uploaded data. A School user can only view the
uploads from his/her school. A MTAD owner can view all the uploads from all schools.

Perform the following steps to View Past Course Uploads:
1. Select the View Past Uploads on the left side of the screen.

# Course Cémp\etion Upload History

MTAD Batch ListView Allliems .. |Findanitem 8 SAVETHIS ViEw

Enter Course Completions v CompletionDate  CourseDisplayName School Display Name StudentFullName ~ UploadDated [}  TrustedAgent

View Past Uploads
4UploadDate : 11/8/2022 (1)
CSV Template

4Title - ADAMS MARINE SEMINARS Batch: ADAMS:

Enter Curriculums 5
. i 11/1/2022 BRIDGE RESOURCE MANAGEMENT (0075) ADAMS MARINE SEMINARS (ADAMSS) John Doe /812022 [y Kunwar, Prasanta S CTR USCG C5| SERVICE CENTER (USA)

View Past Curriculum Uploads v

Announcements » UploadDate : 10/26/2022 (4)

Manage Member Groups b UploadDate : 10/11/2022 (4)

£ EDTLINKS > UploadDate : 10/6/2022 (4)
Key Filters P UploadDate : 8/29/2022 (4)
Apply Clear [ UploadDate : 9/28/2022 (6)
Created » UploadDate : 912312022 (9)
On v

P UploadDate : 9/20/2022 (2)

ez
UploadDate P UploadDate : 8/1/2022 (1)
oo v b UploadDate : 7/27/2022 (6)
ez
CompletionDate  UploadDate : 3/22/2022 (1)
on Elv ? UploadDate : 3/4/2022 (4)

> UploadDate : 11/12/2021 (3)
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Figure 6-16 MTAD Owner’s Course Completion Upload History
2. Asan MTAD Owner choose a school from the drop down and click GO.
The search results for the school appear similar to the following figure:

Figure 6-17 MTAD Owner View of a School’s Upload History

3. Asa MTAD Owner, to view another school’s uploads, simply choose a new school from the
drop down and click Go.

4. Asa Member of a School, the history results are displayed without the use of the drop
down.

Show 25 v entries Search: Beth

Student Name Course Trusted Agent Completion Date

10/02/2017 ABB, INC. Batch: 0219ABBINC1506964135816

John Beth Muller, Jr HIGH VOLTAGE SAFETY Kelly A_ Pelkey-Fitzwater 10/01/2017
10/02/2017 ABB, INC. Batch: 0001ABBINC1506955538431

Ralph Beth Wallace, Jr ABLE SEAMAN Stovall, LouAnn B CTR 09/12/2017
Homer Beth Simpson, Jr HIGH VOLTAGE SAFETY Kelly A Pelkey-Fitzwater 01/20/2017
Lisa Beth Simpson, Jr HIGH VOLTAGE SAFETY Kelly A. Pelkey-Fitzwater 01/20/2017
Bart Beth Simpson, Jr HIGH VOLTAGE SAFETY Kelly A Pelkey-Fitzwater 01/01/2017
Marg Beth Simpson, Jr HIGH VOLTAGE SAFETY Kelly A. Pelkey-Fitzwater 01/20/2017
Kelly Beth Pelkey, Jr HIGH VOLTAGE SAFETY Kelly A_ Pelkey-Fitzwater 01/20/2017

Showing 1 to 7 of 7 entries (filtered from 11 total entries)

Previous - Next

Figure 6-18 School View of the Upload History
5. All results are grouped by Upload Date and Batch ID.

09/28/2017 AMERICAN BUREAU OF SHIPPING Batch: 0597AMBOSH1506601440351

Figure 6-19 Group Header

6. The roster will contain student’s full name, the course name, name of the user who posted the
roster and completion date.

Homer Beth Simpson, Jr HIGH VOLTAGE SAFETY Kelly A Pelkey-Fitzwater 01/20/2017
Lisa Beth Simpson, Jr HIGH VOLTAGE SAFETY Kelly A. Pelkey-Fitzwater 01/20/2017
Bart Beth Simpson, Jr HIGH VOLTAGE SAFETY Kelly A. Pelkey-Fitzwater 01/01/2017
Marg Beth Simpson, Jr HIGH VOLTAGE SAFETY Kelly A. Pelkey-Fitzwater 01/20/2017
Kelly Beth Pelkey, Jr HIGH VOLTAGE SAFETY Kelly A. Pelkey-Fitzwater 01/20/2017

Figure 6-20 School Rosters
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7. Results will be paged, the users will be able to change the amount of entries seen on a page
by the drop down at the top of the results. Page through the results with the button at the
bottom of the page.

phow 10 v entries Search:

Student Name Course Trusted Agent Completion Date
[10/02/2017 ABB, INC. Batch: 0001ABBINC1506955538431

Melinda Smith ABLE SEAMAN Stovall, LouAnn B CTR 09/11/12017
Paula L Long ABLE SEAMAN Stovall, LouAnn B CTR 09/06/2017
John T Jones, IIl ABLE SEAMAN Stovall, LouAnn B CTR 09/05/2017

10/02/2017 ABE, INC. Batch: 0007ABBINC1506961231293

Tom T Jones, Il ABLE SEAMAN (MODU) adveach@veach.com 09/1212017
10/02/2017 ABE, INC. Batch: 0219ABBINC1506964135816

John Beth Muller, Jr HIGH VOLTAGE SAFETY Kelly A_ Pelkey-Fitzwater 10/01/2017
10/02/2017 ABE, INC. Batch: 0001ABBINC1506955538431

Ralph Beth Wallace, Jr ABLE SEAMAN Stovall, LouAnn B CTR 09122017
09/28/2017 ABB, INC. Batch: 0219ABBINC1506601344363

Homer Beth Simpson, Jr HIGH VOLTAGE SAFETY Kelly A_ Pelkey-Fitzwater 01/20/2017
Lisa Beth Simpsen, Jr HIGH VOLTAGE SAFETY Kelly A. Pelkey-Fitzwater 0172012017
Bart Beth Simpson, Jr HIGH VOLTAGE SAFETY Kelly A_ Pelkey-Fitzwater 01/01/2017

Marg Beth Simpsen, Jr HIGH VOLTAGE SAFETY Kelly A. Pelkey-Fitzwater 0172012017

Showing 1 to 10 of 11 entries.
Previous - 2 Nex

Figure 6-21 Roster Page Drop Down and Buttons

8. By entering a {search term} in the search box above the results, the user can filter on the
selected term. (It will filter from any of the columns.)

Show 10 v entries Search:

Student Name Course Trusted Agent Completion Date
10/02/2017 ABB, INC. Batch: 0001ABBINC1506955538431

Melinda Smith ABLE SEAMAN Stovall, LouAnn B CTR 09/11/2017
Paula L Long ABLE SEAMAN Stovall, LouAnn B CTR 09/06/2017
John T Jones, Il ABLE SEAMAN Stovall, LouAnn B CTR 09/05/2017

10/02/2017 ABB, INC. Batch: 0007ABBINC1506961231293

Tom T Jones, Ill ABLE SEAMAN (MODU) adveach@veach.com 09/12/2017
10/02/2017 ABB, INC. Batch: 0219ABBINC1506964135816

John Beth Muller, Jr HIGH VOLTAGE SAFETY Kelly A. Pelkey-Fitzwater 10/01/2017
10/02/2017 ABB, INC. Batch: 0001ABBINC1506955538431

Ralph Beth Wallace, Jr ABLE SEAMAN Stovall, LouAnn B CTR 09/12/2017
09/28/2017 ABB, INC. Batch: 0219ABBINC1506601344363

Homer Beth Simpson, Jr HIGH VOLTAGE SAFETY Kelly A_ Pelkey-Fitzwater 01/2012017
Lisa Beth Simpson, Jr HIGH VOLTAGE SAFETY Kelly A. Pelkey-Fitzwater 01202017
Bart Beth Simpson, Jr HIGH VOLTAGE SAFETY Kelly A. Pelkey-Fitzwater 01/01/2017
Marg Beth Simpson, Jr HIGH VOLTAGE SAFETY Kelly A_ Pelkey-Fitzwater 01/20/2017

Showing 1 to 10 of 11 entries.

Previous n 2 Nex
Figure 6-22 Search Results after Filter Applied

6.3 Enter Curriculums
MTAD gives schools an easy way to upload curriculum documentation for NMC to view.
Perform the following steps to View Current Curriculums:
1. Select Enter Curriculums from the left side of the screen.
The search results appear.

2. If the user wishes to change the way the results are displayed he/she can adjust the filters
which are located above the results list.

NOTE: The default displays according to Name. The user can change the default and click
Save this View to change the default.
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3. Select the {individual curriculum} from the list to view more information.

4. To search for a specific file the user enters the {name of the file} in the Find a File box, and
then clicks the magnifying glass.

6.3.1 Adding a New Curriculum

Perform the following steps to add New Curriculum:

1. Click Enter Curriculums on the left side of the menu.
2. Click Browse.

[ Browse.

File Name File Type File Size Last Modified Remove Attachment

Cancel Save

Figure 6-23 Adding a New Curriculum Form
3. Choose a {document}, and then click Open.

{ JC ) |1 - computer  Programs (P:) = kel - dourioads = + &3 [ seerch downloars o)
Organize ~  Mew Folder B= ~ 9 [
B - Y
\r Favorites Al name Date modfied e | siee | |=Ik
B Desktop adobe 12{12/2016 2:24PM  File folder
& Downloads Default 12/12{2016 3:45PM  File Folder

| Recent Flaces

Vob Server Exterd Nativelmags 12/12/2016 3:45 PM File Falder

| MTADTimet Job. wsp 11/17/2016 3:41 PM WSP File 19 KB

B Desktop 'l; Testkely.bdem 21142017 1:49 PM isual Studio Share... 19KB

4 Libraries #3 NewTest.bdem 2{14/2017 4:50 PM Wisual Studio Share... 2,169 KB
2 Kelly A, Pelkey-Fitz | ps1 2]15/2017 12:02 PM Windows Powershel, .. 2KB iz

:' Computer T2 testme.ml 2{15/2017 12:02 PM XML Dacument 4 KB

B Network | Untitleds. pst 2(15/2017 12:08 PM Windows Powershel. .. SKB I

@':EED;:?L:;ZTLanﬂ | test.ps1 2{15/2017 1:05 PM Windows PowerShel. .. SKB

% tppearance 1} OfficePriPSites. zip 4{11/2017 1:07 PM Compressed (Zippe. .. 8,039 KB

=3 Clack, Language j Missions-Content, aspx 4{17/2017 1:36 PM ASPMET Server Page JKB
CQ Ease of Access ;I " CG-4423 - Copy (2. pdf 4j24/2017 3:09 FIM Adaobe Acrobat Doc... 13 KB ﬂ

File name: || j IAH Files (%) j
Qpen I Cancel |

Figure 6-24 Document Upload Dialogue

4. The file name is the default, the title can be changed by the User. The user can add
comments or if an error was made, click Delete. If everything is correct, click Save.

File Name File Type Fill Size Last Modified Remove Atiachment
1 i K8 i bruary 16, 20 -
Title Comments
et

Figure 6-25 Document Information
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6.4 View Past Curriculum Uploads

A school user only sees the past six months of uploads from his/her school. A MTAD user sees
the past six months of all uploads from all schools.

Perform the following steps to View Past Curriculum Uploads:
1. Select View Past Curriculum Uploads from the left side of the screen.
The search results appear.

2. If the user wishes to change the way the results are displayed he/she can adjust the filters
which are located above the results list.

NOTE: The default displays according to Title. The user can change the default and click Save,
to set this View as the default..

Curriculums  All Documents  Kellyh's View ... Find a file a

v Title Name  Comments Created rustedAgent

 SchoolName :

Figure 6-26 Search List for Past Curriculum
3. Select the {individual curriculum} from the list to view more information.

4. To search for a specific curriculum the user may enter the {name} in the Find a File box,
and then click the magnifying glass.

6.5 Announcements

Perform the following steps to View Announcements:

1. Select Announcements from the left side of the screen.
The search results appear.

2. If the user wishes to change the way the results are displayed he/she can adjust the filters
which are located above the results list.

NOTE: The default displays according to Title. The user can change the default and click Save
to view this change in default..

3. Select the {individual announcement} from the list to view more information.

4. To search for a specific announcement the user may enter the {name} in the Find an Item
box, and then click the magnifying glass.

6.5.1 Adding New Announcement
Perform the following steps to add a New Announcement:
1. Click Announcement.

2. After clicking new announcement, the user can browse files or enter the {name of the file},
and then click OK.
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6.6 Managing Users
The following section describes managing users in Homeport.

6.6.1 Adding External Partcipants

The following section describes the steps to add an External Participant:

NOTE: A user must be a Homeport User before he/she can be added to a community.
1. Click the Add External Participants link at the bottom of the opening page.

& Add External Participants #8

Figure 6-27 External Participants Link
2. Complete {required criteria}, and then click Submit.

The new entry appears in the My Pending Requests list and the user receives an email
requesting he/she register.

3. Complete registration.

An email is sent to the requestor confirming completion. The user can now be added
to the desired community.

6.6.2 Adding Users to MTAD

The following section describes the steps outlining anouther option for adding members to a
community:

1. Click the Manage Group Users from the menu on the left.

MTAD

Enter Course
Completions

View Past Uploads
CSV Template
Enter Curriculums

View Past Curriculum
Uploads

Announcements

Manage Group
Membership

Figure 6-28 MTAD Menu
2. Select the {name of the Group} the user needs to be added to.
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3. Click New or use the drop down menu to select Add Users.
4. Complete the {required criteria} to add the user.

Homeport 2.0 User Guide Registered, November 10, 2022 Page 57



7. TRANSPORTATION WORKER IDENTIFICATION CREDENTIAL
(TWIC) NEW HIRE PROVISION

TWIC is a common identification credential for all personnel requiring unescorted access to
secure areas of Marine Transportation Security Act (MTSA)-regulated facilities and vessels and
all mariners holding active Coast Guard-issued credentials. The Transportation Security
Administration (TSA) will issue workers a tamper-resistant Smart Card containing the worker's
biometric fingerprint template to allow for a positive link between the card itself and the
individual.

Only owners/operators and security officers who are registered in Homeport can enter the new
hire’s information to find the status of the new hire's TWIC. When checking TWIC status, the
employee’s information must be entered into Homeport exactly as it appears on the TWIC
application.

If the request was successful, the submitter sees the employee's real-time status. The submitter
also receives an email when an employee's status changes. A request may only be submitted if
the new hire has applied for a TWIC, signed a statement affirming that they have completed the
TWIC enrollment process, paid the user fee, and is not engaged in a waiver or appeals process.

The TWIC New Hire Provision may NOT be used for Company or Vessel and Facilities Security
Officers or any individual hired specifically to perform security duties.

For more information regarding the TWIC program, there is a TWIC Reference link and an On-
line Help link located in the upper right-hand corner of the TWIC New Hire Provision Block.

The USCG's TWIC Help Desk can be reached at:
Phone: 1-877-MTSA-AID (option 1).
Email : uscg-twic-helpdesk@uscg.mil.

7.1 Submitting a TWIC New Hire Request

NOTE: This topic is primarily for Homeport Plan Submitters. It is provided to USCG users
in case a user requires assistance.

Homeport allows Maritime Industry to submit requests to TSA so they can
determine the status of a newly hired employee's TWIC New Hire Status.

Perform the following steps to submit a TWIC New Hire Provision request:
1. Logonto Homeport.

2. From the My Homeport Page, navigate to the TWIC New Hire Provision block on the top
left side of the screen.

3. Click New Form link in the top right corner.
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TWIC New Hire Provision E New Form

Name Action Status Employer Expire Date

My Vessels My Facilities

4 Vessel +MARSEC Level

Set all Vessels to MARSEC level: 1 2 3 Save

“Mote - \ging 2 MARSEC Level the name. ty or vessel fo viewthe full history of MARSEC changes.

Figure 7-1 TWIC New Hire Provision
The TWIC New Hire Submission Form appears similar to the following figure:

O
TWIC New Hire Submission Form

Select Facliities & Facility Name

Location
Vessels™:

BALTIMORE, MD

BALTIMORE, MD
Vessel Name VIN Type

1146419 General

1154199 General
COTP Zone™: OS ANGELES-LONG BEACH V.
First Name*:
Middie Name™:
Last Name":
SSN*:
[+1e]- 38
Employer:
Submitter 24 Hr Contact: 444) $44-4484
TWIC Enroliment Date*:
Applicant ID:

DISCLAIMER

I agree to the condfions of the disclaimer listed above

Save Record

Figure 7-2 TWIC New Hire Submission Form
4. Read the disclaimer, and then click OK if all the stated requirements are met.

5. From the TWIC New Hire Submission form, indicate the {Vessels(s) and/or
Facility(ies)}.

NOTE: Required form entries are marked with an asterisk.
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TWIC Mew Hire Submission Form

Select Facilities & Facility Mame Lacation
Vessels®: BALTIMORE, MD
BALTIMORE, MD
Viessel Name VIN Type

1146419 General

11541939 General

Figure 7-3 Facility and Vessel

6. Enter the applicant’s {First Name, Middle Name, and Last Name}. These must be spelled
exactly as they appear on the TWIC application.

NOTE: If the user does not have a middle name, enter NMN in the box labeled Middle Name.
7. Enter {Social Security Number (SSN)}.

8. Enter the {Date of Birth (DOB)}.

9. |If necessary, correct the {Submitter 24 Hr Contract number}.

10. Enter {TWIC Enrollment Date}.

11. If the applicant has an {Applicant ID} it may be entered.

12. Read the Disclaimer and check the agreement box.

13. Click Save Record.

NOTE: All information entered must exactly match the information provided to TSA on the
TWIC application. If the information does not match the information provided by
TSA, a message appears requesting that the information be checked and resubmitted.
In addition, if required information is missing, the submitter will see a confirmation
prompt. Correct the information and re-submit the form.

14. Once everything is entered correctly a confirmation of the submission appears, the form
closes and the TWIC New Hire Provision block displays the newly submitted information.
The status of the applicant’s TWIC New Hire status is shown in the Status column.

7.2 Viewing TWIC New Hire Statuses

NOTE: This topic is primarily for Homeport Plan Submitters. It is provided to USCG users in
case a user requires assistance.

Perform the following steps to View TWIC New Hire Statuses:

1. Once a request has been submitted the user can see the status of the applicant’s TWIC in the
status column of the TWIC New Hire Provision block.

Homeport 2.0 User Guide Registered, November 10, 2022 Page 60



. )
TWIC New Hire Provision MNew Form

Name Action Status Employer Expire Date
A TEST USER Edit | te ™ Resubmit MYSTERY, INC 10/26/2017
dit | Delete ™ Resubmit ACME 10/26/2017

Figure 7-4 Status Column of TWIC New Hire Provision Block

2. The user can Edit or Delete in the Action column to modify the employee’s associated
vessels, facilities or to delete the record from view.

NOTE: Homeport automatically searches for and updates the status changes on the submitter’s
view on a nightly basis.

3. There are four status messages that appear when viewing the TWIC New Hire status; they
are displayed in the following table:

Table 7-1 TWIC New Hire Status Messages

Status Flag Description Status
Expiratio
Passed & [The employee is approved as a TWIC New Hire. 30 days

InProgress | & [The employee’s TWIC application is still in progress and 90 days
the employee is not yet approved as a TWIC New Hire.
The status is checked daily and may change.

Resubmit &j [The information submitted did not match the database 90 days
and the information should be reviewed for errors
(name spelling, enrollment date, etc.) and resubmitted.

Activated =] | The employee has his or her TWIC Card and is no 30 days
longer a TWIC New Hire.

NOTE: Once an employee’s status has expired, the employee no longer appears in the TWIC
New Hire Requests block, however the employee remains searchable.

7.3 Performing a TWIC New Hire Search

A Coast Guard user, can perform a TWIC New Hire Search. The TWIC New Hire Search
block is located on the My Homeport tab when the user logs on. This block is similar to the
User Search block, but is specifically designed to search for TWIC New Hires.

Perform the following steps to complete a TWIC New Hire Search:

1. Select the TWIC New Hire Search on the right side of the screen with the other search
blocks.
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Vessel Search Facility Search

S

Figure 7-5 TWIC New Hire Search
2. Enter a {First Name or Last Name}, and then click Search.

TWIC New Hire Search

First Name

Last Hame

Search

Figure 7-6 TWIC New Hire Search

3. From the default TWIC New Hire Search page, click Active TWIC New Hire in My
COTP.

TWIC New Hire Search Results

i
f
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l

ianjpnnnn
TINEILENLE

Figure 7-7 TWIC New Hire Search Results

7.3.1 Advanced TWIC New Hire Search
Perform the following steps to complete an Advanced TWIC New Hire Search:
1. Click TWIC New Hire Search block.
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«| Advanced TWIC New Hire Search
= Active TWIC New Hire in My COTP

Figure 7-8 Advanced TWIC New Hire Search
2. Select Advanced TWIC New Hire Search.

Advanced TWIC New Hire Search

1

Figure 7-9 Advanced TWIC New Hire Search

3. The user may select any combination of search criteria to complete and to narrow the search
results.

NOTE: If the user is entering dates and enters the dates incorrectly an Error Dialog box
appears similar to the following figure:

Message from webpage

! Subeission From Date must less than or equal ko Submission Ta
%, Date

[ ]

1

Figure 7-10 Error Dialog Box
4. Click Search on the bottom right of the screen.

If a valid combination of search criteria is entered a screen similar to the following
figure appears:
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Figure 7-11 TWIC New Hire Search Results
4. Under the pages, click Show all Results to view the entire list.

5. Select the Display Page Results in Excel link to record the names in an Excel file.
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TWIC New Hire Search Results

Mooty Search | iy gaity in Exgel | Few TG hew Hine Seanch

hane [Esavenmapocmen .

A AMES Sm'nl SposadShests 3 2 A

LIAM BUENGER dem=s mm,,\u:lﬁ,#ﬁ lof e I
| J il |
Filorame: [Tomchionbtocs carctFeauta =[5 ]
Soveorbype: | HTML Fie [ Fim* bl =] Carcel |

Longuage: |1 racode UTF-81 =

L S S U A o

Figure 7-12 TWIC New Hire Search Results in Excel

6. Select Modify Search to add more search criteria information to narrow the search results.

7. Select Submitters name.
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The TWIC New Hire Request Data screen appears similar to the following figure:
TWIC New Hire Request Data

Name:
Status:  Deleted [w| || Update

Status Return Date: 4/22/2013

Status modified By:

Submitter:

Enroliment Date:

Expiration Date:

Submit Date (In Homeport): 03/11/2013 15:33
Card Activated Date: Unavailable

SSN:

Date of Birth:

Employer: CITGO

Submitter 24 Hr Contact:

Applicant Id:

Facilities: CITGO Refining and Chemicals Company L.P

Extend Expiration Date: Yes

Figure 7-13 Submitters Results Screen

NOTE: Homeport allows users to search Vessel and or Facility from the TWIC New Hire
Search results.

8. From the search results screen, select Vessel or Facility.
The Vessel and Facility Detail screen appears similar to the following figure:

VesselDetailf]

1
Facility Detaily

1

Figure 7-14 Vessel and Facility Results for TWIC New Hire
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8. VESSEL AND FACILITY SEARCH

8.1 Vessel Search

A user logged on to Homeport, can search for vessels by clicking Vessels Search.

Perform the following steps to search for a Vessel:
1. Click Vessel Search on the My Homeport page.

Showing 1-3 of 3 results

Communities Missions My Homeport Port Directory

Vessels MARSEC Attainment p

Facilities MARSEC Attainment

Modify Profile Information Facility Search

MTAD

Vi M8 Communitios. ()

Figure 8-1 Vessel Search
The Advanced Vessel Search appears.

8.1.1 Advanced Vessel Search
Perform the following steps to complete an Advanced Vessel Search:

The Vessel Search appears similar to the following figure:
Advanced Vessel Search

@

I

©

@

MARSEC Level: Olevel 1 Olevel2 Olevel 2 @Al

Status: QAckve Clnactive @A Results

Figure 8-2 Advanced Vessel Search Screen
1. Enter the {search criteria}, and then click Search.

Homeport 2.0 Use