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1 Introduction 
 

As a part of the SafeSeaNet 2015 project, the Port Authority module was made to provide port 

authorities with access to information about voyages to and from their ports and quays. A port 

authority is someone who administers a port, port facility, quay, or ports (2005/65).  

There are some limitations as to who may administer ports. This is further described in the Port 

section. All companies can administer quays, port facilites, and ports (2005/65). 

The voyage registration process has been extended with the option to deliver quay requests to 

port authorities that have opened for receiving quay requests. 

This document describes the functionality and user interface contained in the Port Authority 

module. 
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2 Getting Started 

2.1 Log In 

 

Enter your username and password and click Login. If you need to register a new SSN user, 

please click “Register here” and make sure to select the correct user type, which should 

be Port Authority.  

A separate user manual is available for the user registration process by clicking “Download 

guide”. 
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2.2 SafeSeaNet Norway Overview 

After logging in to SafeSeaNet Norway (SSNN) you are directed to a web page that displays 

current and future voyages to and from your ports and port facilities. On the left side of the page 

you have the Main Menu, which you use to navigate inside SSNN. On the top of the page you 

can see the Top Menu for accessing your account, accessing help documentation, a link for 

signing out and various other information. 
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2.3 Access to Port Authority menu for existing SafeSeaNet users 

If you already have a SafeSeaNet user account, but do not have access to the Port Authority 

menu, go to My Account -> My Profile. A new checkbox has been added labeled I will use 

SafeSeaNet to administer ports and/or port facilities. Checking this checkbox and updating 

your profile will make the Port Authority menu appear. 

 

Note: The checkbox is hidden if Port Authority and My Account are your only menu options  
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3 Port Authority Tasks 

3.1 Introduction 

The following sections describe the steps needed to administer a port or port facility and how 

to enable quay requests through SafeSeaNet: 

1. Select the ports, port facilities, quays, and port (2005/65) you wish to administer. 

2. Update the contact details for the respective administered locations. 

3. State whether or not you wish to receive quay requests for each quay. 

The following sections will describe all of these steps and more. 

3.2 Managing Voyages 

As a port authority, you can view voyages to and from your ports in SafeSeaNet Norway. The 

following sections will describe how to use this functionality. 

There are some limitations as to what details are available. The limitations are described in 

section 3.2.2. 

3.2.1 Listing Voyages 

To view voyages registered in SafeSeaNet, click the Voyages link in the Port Authority menu.  

 

Each voyage matching your search criterias will be listed in a table showing ship, voyage 

locations, ETD/ETA and deliveries. The delivery icons indicate whether certain information 

has been registered for the voyage or not: 

 Green: Information registered 

 Red: Information required, but not yet registered 

 Gray: Information not available or required for this voyage 

Click the to view further details about a specific voyage. 
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3.2.2 View Voyage Details 

Generally, most details are available when you view a voyage. The following details however 

are restricted: 

 Crew / passenger information 

 Quay requests 

In order to view crew / passenger information and port requests, you must either: 

 Administer the port in the voyage arrival or departure location, or 

 Administer the port facility for the requested ISPS quay, or 

 Administer the quay selected in the quay request 

Below is an example of the available voyage details: 

  



Port Authority Guide for SafeSeaNet Norway 

 Page 9 of 34 

3.2.3 Voyage Search and Filtering 

A set of controls are available for detailed search and filtering of voyages. Click on the «Show 

Search Criterias» link to expand a form with search criteria controls. 

 

Using these controls you can specify search criteria by a specific ship, specific departure and 

arrival locations, and ETD and ETA timespans.  

Note 1: When the Location Filter is set to My Administered Locations, the departure and arrival 

location dropdowns will show all locations where you either administer the port or at least one 

of the port facilities. 

Note 2: There is a limit of maximum 200 voyages displayed in the results list. 
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3.3 Ports Menu 

The second element in the Main Menu is the Ports Menu. The following sub section will present 

the functionality allowing port authority users to administer Ports, Port Facilities, Quays, and 

Ports (2005/65). 

3.3.1 Overview 

The overview contains information about the general layout of the ports menu, and the various 

elements it contains. It is advisable get familiar with the general tree structure of the ports menu, 

and the color codes indicating the administration status of the respective locations. 

 

 

The overview is only automatically shown the first time you navigate to the Ports Menu, but 

can always be found via the Show overview link in the horizontal bar near the top of the 

image above.  
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3.3.2 Show Ports Menu 

The ports menu can be displayed by clicking the Show ports menu link at the right side 

of the horizontal menu bar. The ports menu is automatically hidden when clicking anywhere 

else on the page.  

 

Clicking the Only show my associated councils checkbox will hide all councils 

that you have not associated with, and can be regarded as a way of accessing your councils 

more efficiently. 

3.3.3 Associate with a council 

A user can associate with a council in order to be able to narrow down the contents of the ports 

menu. After selecting a council the following content is displayed:  

 

Your company will be associated with the council if you click the Associate with 

Council link button. The association can be reverted at any time. 
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3.3.4 Port 

By default, only public companies have access to administer ports. If your company does not 

have access to administer ports, a message will appear as shown below: 

 

Contact SafeSeaNet Support if you need access to administer ports. 

If a port is already administered by someone else, you will see the following: 

 

3.3.4.1 Administration 

To administer a port you must click the Set my company as administrator link 

button within the Administrator container.  
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Once you administer the port, you are able to edit its preferences and contact details. 

 

Note that you may not change the name or position of a port. 

If Handle quay requests to unadministered quays in this port is set 

to Yes, the port administrator will be able to freely handle quay requests to any quay in this 

port, that is not administered by another company. Users registering voyages to unadministered 

quays in this port will then be notified that the request will be handled by the port administrator. 

The administrator will also be able to check the I would like to receive quay 

requests to the following email address checkbox, and supply an email 

address to which quay request notifications should be sent. 

By clicking Receive all voyages to this port by email and supplying an 

email address, the port administrator will receive an email notification for every voyage that is 

registered to this port. 
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3.3.4.2 Add Quay to this Port 

The administrator of the port may choose to add a quay to the port by clicking the link button 

Add Quay to this Port in the upper left corner of the Port details container. 

 

All fields, except Port can be edited during creation of new quays. The new quay will be located 

in the port from which the user initiated the creation. Name and Position are the only 

required fields. Position can be set either by entering Latitude and Longitude in the 

text input fields, or by selecting a position in the map. 
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3.3.5 Port Facility 

The administrator of a port facility is able to edit the detailed information about the port facility. 

All changes, apart from Port Facility Contact Details, and ISPS Contact 

Information, must be approved by The Norwegian Coastal Administration before they are 

final. 

 

Clicking Show Map will allow the user to view the current position of the port facility, as 

well as adjust it if it for some reason should prove incorrect. 
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The Port Facility Security Officer (PFSO) container shows the currently set PFSO, if any. 

Changing the PFSO can be done in two fundamentally different ways.  

1. Click Edit Current PFSO. This will allow the user to change the details registered 

for an existing PFSO. These changes will affect the PFSO details in all parts of the system. 

2. Click Select New PFSO, to either create a new PFSO, or change the acting PFSO to 

an existing one. 

 

Port Facility Security Assessments, Port Facility Security Plans, Statements of Compliance, and 

Monitorings can only be edited by The Norwegian Coastal Administration (NCA), but are 

displayed to port authority users. 
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If the user has changed information that needs approval by NCA, the following dialog will be 

displayed upon clicking Save. 

 

If the port facility has any pending change requests, that has not yet been processed by The 

NCA, the following banner will be shown above the port facility details. 

 

Clicking View Changes will display the contents of the pending change request in a pop-

up window. 
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3.3.5.1 Add Quay to this Port Facility 

The administrator of the port facility may choose to add a quay to the port facility by clicking 

the link button Add Quay to this Port Facility in the upper left corner of the Port 

Facility details container. 

 

All fields, except Port and Port Facility can be edited during creation of new quays. 

The new quay will be located in the port from which the user initiated the creation. Name and 

Position are the only required fields. Position can be set either by entering Latitude 

and Longitude in the text input fields, or by selecting a position in the map. 
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3.3.6 Quay 

When administering a quay there are no restrictions as to what can be changed by the user. 

However it is worth remembering that changes made to quays and their details do affect the 

users registering voyages. 

 

Open for quay requests via SafeSeanet must be set to Yes if it is desireable to 

receive full quay requests from the users registering voyages to this quay. A full quay request 

contains information about the invoice receiver, requested services, ship communication, and 

remarks. A partial quay request only holds information about the desired quay of berth, and can 

not be handled by port or quay administrators. 

A specific port facility may be selected in the Port Facility dropdown list, if the 

checkbox This quay is inside a Port Faciity Area is checked. 
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Click Show Map to see or alter the quay’s position. The map also displays positions of 

Ports, Port Facilities, and other quays. 
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3.3.7 Port (2005/65) 

Users administering a Port (2005/65) is able to change its name, post and visiting addresses, 

contact details, and Port Security Officer. 

The Port Security Officer (PSO) container shows the currently set PSO, if any. Changing the 

PSO can be done in two fundamentally different ways.  

3. Click Edit Current PSO. This will allow the user to change the details registered for 

an existing PSO. These changes will affect the PSO details in all parts of the system. 

4. Click Select New PSO, to either create a new PSO, or change the acting PSO to an 

existing one. 
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Port Security Assessments, Port Security Plans, Statements of Compliance, Monitorings, and 

Verification Date can only be edited by The Norwegian Coastal Administration (NCA), but are 

displayed to port authority users. 

 

If the user has changed information that needs approval by NCA, the following dialog will be 

displayed upon clicking Save. 

 

If the Port (2005/65) has any pending change requests, that has not yet been processed by The 

NCA, the following banner will be shown above the port facility details. 

 

Clicking View Changes will display the contents of the pending change request in a pop-

up window. 
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3.4 Receiving quay requests 

In order to receive or view quay requests, both in SafeSeaNet Norway and as e-mail 

notifications, the user’s company must administer either a port or a quay. This requires the user 

to log in and complete the necessary steps to configure administration settings, as described in 

the previous sections. 

 

When logging in for the first time, the Quay Requests section will look like the figure 

above. 

The voyage registration process contains a step to deliver a quay request. This step is only 

included if one of the following conditions are met: 

 The arrival port is administered and configured to handle all requests to 

unadministered quays – and there are quays located in the arrival port. 

 There are administered quays located in the arrival port, open for quay requests. 

The quay dropdown list contains all the quays near the arrival location. The list also includes 

quays that have not opened for quay requests yet, however, the user will be warned if one is 

selected. Registered quay requests to quays that are not opened, will not be handled. 
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3.4.1 Receiving e-mail notifications for quay requests 

E-mail notifications for registered quay requests will only be sent to the e-mail addresses that 

are configured in SafeSeaNet Norway: 

 Quay: Administrator can receive e-mail notifications for requests to a specific quay. 

 

 Port: Administrator can receive copies of all quay requests to quays within the 

respective administered port. 

 

Port and quay settings are available under the Ports Menu.  
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4 Quay Requests 
If there are any Quay Requests with status either Request or Changed Quay, the 

following banner will be shown to the port authority user: 

 

The date interval for this banner is set two days in the past, and two weeks in the future. Clicking 

the link in the banner navigates to the Quay Requests page. 

 

The Search Criteria are shown by default, and allows the user to narrow down the 

search for quay requests. Clicking the Edit icon in the Actions column in the grid takes 

the user to the page for processing the quay request. 
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Available statuses are: Approved, Changed Quay, Corrections Needed, and 

Rejected. When asking for corrections, or when rejecting a request, the user is required to 

enter a remark. 

 

If the requester enters an email address at which to receive notifications, it will be displayed 

for the port authority user. In the case above, no email address has been supplied. 

 

When selecting the Changed quay status, a new quay must be selected using the New 

Quay dropdown list. Note that change of quay must be confirmed by the requester before it is 

final. 
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5 Single Permissions 
Single permissions is a very narrow exemption rule, authorized in the ISPS code part B 4.15. 

The exemption rule may be used in some cases where it is essential for an ISPS ship to arrive 

at a port facility that does not have an approved security plan. Examples may be ships with 

status layd up, or if suitable quays are not localized in the area. Single permissions are given 

only for a defined timeperiod and for the specified ship only. The permission requires a 

qualified person ashore who can ensure that appropriate security measures are in place, if 

needed.  

Single permissions provide ports and port facility with an overview of which quays have been 

approved for a given period. The application itself should be sent to the Norwegian Coastal 

Administration via post@kystverket.no 

 

 

If the Norwegian Coastal Administration has registered a Single Permission for one of 

your administered quays, they will be displayed in the grid as shown in the figure above. Each 

grid row hold key information about the single permission.  

 

Clicking the View action will display details about date validity, reason, and responsible person 

and company for this single permission. All ships that are included are also listed. 

 



Port Authority Guide for SafeSeaNet Norway 

 Page 28 of 34 

6 Issues 

6.1 Introduction 

To help achieve high standards of safety at sea for crew, vessels and the marine environment, 

you are encouraged to report issues with port calls or ships to the Norwegian Maritime 

Authority. The following sections will describe how this is done. 

6.2 Creating Issues 

Click the “Issues” link in the Main Menu. 

 

Click on the “Click here to begin” link. 

 

Select the type of issue you wish to report. You can report three different types of issues: 

Missing Port Notification, General Incidents and Observations, or Waste discrepancies. Click 

Next after selecting your type of issue. 
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Select the ship associated with this issue. Use the search tools to search for a specific ship.  

 

Please make sure that you are selecting the correct ship by double checking IMO and/or MMSI 

numbers. Click next when you have identified the correct ship. 

On the next page we will describe the two different issue types you can report. 

Issue Type 1: Missing Port Notification 

This issue type concerns a port call where a port request was not made through SafeSeaNet 

Norway before the ship arrived at your port. Please fill in any known details about the port call, 

including when and where the ship originally departed from (if known). 
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Issue Type 2: Incidents and Observations 

This issue type pertains to issues regarding ship, crew, safety or other circumstances that you 

have observed. Enter your observations in the form of free text in the text field. Make sure to 

include as much relevant information as possible about date, time location, and so on. 

 

 

Issue Type 3: Waste Discrepancies 

If there are any discrepancies or irregularities in the waste reporting, this issue type should be 

used. A list of voyages is presented to the user. This list is narrowed down to the selected 

ship’s voyages, arriving at locations that are administered by the user’s company.  
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Finally you are presented with a confirmation page. Here it is displayed for an issue of the type 

Waste Discrepancies. 

 

Click the Finish button to send your issue report. 

 

A confirmation message is displayed if the operation was successful. 
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6.3 Editing an issue 

To edit an issue, click on “Issues” in the Main Menu, then identify the issue you wish to 

edit in the list of issues. Click the edit icon in the Action column, displayed in the middle of 

the three available actions below. 

 

This will open the issue wizard in edit mode. Please refer to the previous section (6.2) for a 

description of how to complete this wizard. 

6.4 View Issue Details 

To view an issue, click on “Issues” in the Main Menu, then identify the issue you wish to 

view in the list of issues. Click the “View” link in the Action column. 

 

The view issue correspondence page is shown, containing details about the issue in addition to 

the correspondence connected to this specific issue. Issues can be handled both by The 

Norwegian Coastal Administration or The Norwegian Maritime Authority. 
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Click the “View All Issues” link to return to the list of issues. 

6.5 Issue Search and Filtering 

To view a list of issues you have reported, click the “Issues” link in the Main Menu. In case 

you need to search for issues based on specific criteria, a set of controls are available for detailed 

search and filtering. Click on the «Show Search Criterias» link to expand a form with 

search criteria controls. 

 

Using these controls you can filter issues based on ship details, issue report date, issue type, 

and issue status. 
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7 Change Requests 
This page displays all change requests that are pending processing by the Norwegian Coastal 

Administration. The view functionality can be found at the top of the edit page for Port Facility 

or Port (2005/65). Banner will always be visible when there are pending change requests. 

 

Clicking the View link button under the Actions column in either grid, will display details 

about the change request. 

Note that pending change requests does not prevent further changes to be made. As long as 

there is a pending change request, all changes will be added to this. 


