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1 Getting started 

To start using the new SIRE operator access login to https://www.ocimf-sire.org.  

 

2 Home Page 

The Home page contains any open task messages and actions as well as access to other 

useful pages. 

 

 

2.1 Inspections Pending Operating Comments 

This panel lists all the ship inspections for an operator’s fleet which are currently 

pending operator comments.  

An ‘Auto-Publication Date’ column is set 14 days after the Member’s Submission date.  

To provide comments for an inspection click on the blue arrow button to the right side 

of the row to start the report comments process. The comments entry process is 

explained later in this document. 

2.2 Unprocessed Inspections 

This area lists those inspections yet to be processed by the submitting company, i.e. the 

inspector has submitted the inspection to SIRE but the submitting member (inspecting 

https://www.ocimf-sire.org/
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company) has not yet processed/validated the inspection and made it available to the 

ship operator for comments. 

There is no action for the ship operator in respect to these inspections as the inspecting 

company must validate before comments can be entered. 

 

2.3 Inspection bookings 

This area provides a list of all inspection bookings made by inspecting companies within 

SIRE for the operator’s fleet. A ship operator should not consider this to be an 

exhaustive list of all pending inspections planned by inspecting companies, but rather 

those which have already been registered within SIRE. The inspecting company has no 

obligation within SIRE to provide a certain notice period of an inspection booking. 

There is no action for the ship operator in relation to inspection bookings, however, 

clicking on the vessel’s name will redirect to the vessel’s details page. From the details 

page the operator can access further details about booked inspections as per the 

screenshot below. 

 

2.4 Quick Links 

The quick links panel provides access to help documents and other resources including 

programme software and documentation. 
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The News feed provides useful system updates.  
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3 Operator Comments 

3.1 Operator comments managed directly within SIRE 

The home page has a list of inspections that require operator comments.  

There has been a corresponding change to the report cover sheet PDF which is issued 

to a ship operator at the point of validation by the inspecting company, i.e. the point at 

which an operator can start to provide operator comments.  

3.2 SIRE Comments Grid 

When a ship operator now logs into SIRE, they will see an area called ‘Inspections 

Pending Operator Comments’ on the home page.  As previously described, any vessels 

that appear in this area will have inspections against them ready for Operator 

Comments.  

 

Clicking on the blue arrow to the right of the inspection date takes the user to the 

comments area.  
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4 SIRE Organisation Manager  

4.1 New Role – SIRE Organisation Manager  

The new role ‘SIRE Organisation Manager’ enables the Operator to manage the 

Organisation details.  

 

To check if you have been assigned this role, go to User Profile page, Roles grid. 
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4.2 Quarterly Review 

To ensure the correct data is in the OCIMF programmes, vessel operators with the role 

‘Organisation Manager’ will do a quarterly review of Company details, Fleet and Users. 

The user has the option to ‘Skip’ or ‘Confirm’ on each page. The skip counter updates 

each time the pages are skipped.  

A banner displays on the home page about the review, select ‘Click Here’.  

 

If you select to ‘Skip’ on any of the pages the details will not be saved and the banner 

will be displayed on the home page.  

4.2.1 Verify Organisation Details page  

The operator reviews Company Name, external company ID and contact address.   

 

 

4.2.2 Validate Organisation Users  

The operator reviews list of Organisation Users.   
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4.2.3 Validate Organisation Vessels 

The operator confirms the vessel index.  

 

4.2.4 Validate Organisation Documents of Compliance 

On the Organisation Documents of Compliance page, the Operator can upload their 

DOC (if applicable). This page will not be reviewed, it can be used for a spot check. 

 

 

Click ‘Add’ to add a DOC. The ‘Add Document of Compliance’ page displays. Enter details 

and upload a file.  
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There is an option to confirm Documents of Compliance or confirm a Document of 

Compliance is not required.  

 

4.2.5 Operator Review PDF 

The Operator Review is then displayed on the ‘Operator Review Confirmation’ page as a 

PDF. The PDF can be downloaded.  
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5 Vessel – Add Vessel 

5.1 Vessel Index 

After selecting the ‘Vessels’ tab, the Vessel Index page displays.  

NEW: All vessels are now assigned a unique reference called OCIMF-ID. This can be 

viewed on the Vessel Index page or Vessel Details page.   

 

5.2 Vessel Registration 

Select to ‘Add Vessel’, the Add Vessel page displays. When a ‘Vessel Type’ is selected the 

Primary Identifiers and Additional Identifiers display.  

Primary Identifiers are mandatory, Additional Identifiers are non-mandatory.  

There is guidance text about the required format for each identifier.  
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5.2.1 Tanker 

For Tankers, the Primary Identifier field displayed is IMO.  

 

5.2.2 North American Barge 

For North American Barge, the Primary Identifier VIN and Additional Identifiers IMO are 

displayed.  
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5.2.3 South American Barge  

When South American barge is selected the Primary Identifier displays a ‘Registry’ 

dropdown list.   

Argentina Registry 

Brazil Registry 

Colombia Registry 

Panama Registry 

Paraguay Registry 

Peru Registry 

Uruguay Registry 

 

 

On selecting one of the South American barges the Primary Identifiers update with the 

countries Registry field e.g. Argentina Registry, Argentina Registry field displays.   



                            

OCIMF SIRE Operator Access | Page  17 

  

5.2.4 European Barge 

 

When ‘European Barge’ is selected, Primary Identifier ‘ENI’ and Additional Identifier ‘IMO’ 

are displayed.  
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5.2.5 Other 

On selecting ‘Other’ the Primary Identifiers Registered Number is mandatory.  

 

When the details are saved, an OCIMF ID is generated for the vessel. This is displayed on 

the ‘Vessel Details’ page and on the Vessel index page.  
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6 Vessel – Adopt Vessel  

When adding a vessel if the Identifier is for an existing vessel the ‘Adopt Vessel’ page 

displays.  

If the vessel is assigned to an Operator the details will show and the Operator will not 

have the option to adopt the vessel.  

 

 

If the vessel is not assigned to the Operator the option to Adopt is available. Select the 

blue arrow. The vessel will be added to your fleet and display on the Vessel Index page.  
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7 Vessel – Edit Vessel  

When editing a vessel, Primary and Secondary Identifiers for the Vessel Type will be 

read only and cannot be edited. A different Vessel Type can be selected, and further 

identifiers can be added.  

 

 

 

Example: This vessel South American Barge - Argentina Registry is being edited. The 

Argentina Registry and IMO are read only.  

 

Select ‘European Barge’, the ENI field displays, and IMO field is read only.  
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8 Vessel Details 

The vessel details page provides access to view and manage all information relating to a 

vessel. The OCIMF-ID is displayed alongside the vessel name and identifier.  

 

 

Here is a summary of each section of the vessel details page. Further details are 

provided in later sections. 

8.1 Vessel Particulars 

The ship operator can create, view and edit their vessel particulars. 
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8.2 Vessel Certificates 

The ship operator can upload, edit, and view history of the Vessel Certificates. If no 

certificates have been uploaded the vessel certificate grid is displayed as follows: 

 

 

If certificates have already been uploaded, then the grid displays: 

• Last Updated - When the Certificates were last updated  

• Edit - Upload new certificates 

• History of uploads – All versions of uploaded certificates 
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8.3 Crew Matrix 

The ship operator can create, view and edit their current crew matrix. In addition, the 

operator can download the crew matrix in XML for use in third party crew management 

tools and can also view an audit history of previous versions of their crew matrix. 

 

8.4 Incidents 

The ship operator can create new incidents and view details of previously created 

incidents. The four items in this area provide a count of the number of incidents reports 

in the following categories: 

• Incidents recorded for this vessel 

• Incidents recorded for this vessel under the management of the current ship 

operator 

• Incidents recorded for this vessel under the management of a previous ship 

operator 

• Incidents recorded for the whole of the ship operator’s fleet 

Clicking on each numeric counter takes the user to a list of those specific incidents. 

 

 



                            

OCIMF SIRE Operator Access | Page  24 

8.5 Removing a vessel from the fleet 

If a ship operator is no longer providing technical management of a vessel (e.g. it has 

been sold, demolished or technical management has been transferred) the vessel 

should be released from the current ship operator’s fleet by selecting the “Remove 

Vessel” icon at the top right of the page.  

You can then select to either ‘Detach’ or ‘Decommission’ the Vessel.  

1) Detach – If the vessel  is being transferred to another SIRE Vessel Operator 

2) Decommission – If the vessel is being decommissioned or scrapped, and is NOT being 

transferred to another SIRE Vessel Operator 

 

 

8.6 Change key identifiers and particulars 

To change the high level details, e.g. Vessel Name, DWT or Flag, select the “Edit” button. 

See chapter 6 ‘Vessel – Edit Vessel’ for further details.  

  



                            

OCIMF SIRE Operator Access | Page  25 

9 Vessel Particulars Tankers and Barges 

Vessel Particulars can be created for Tankers and Barges.   

Barge Particulars cover vessel types; North American Barges, South American Barges 

and European Barge or Tug.  

Harmonised Vessel Particular Questionnaires (HVPQ) cover Tanker vessels.  

Vessel Particulars functionality is on the left part of the Vessel Details page.  

 

9.1 Creating a particulars document 

Click the “Create” button to start editing particulars for the vessel. On initial creation of 

particulars for a vessel the user will be prompted for the type of particulars document 

to create. The primary choice is between the HVPQ document designed for tankers and 

the BPQ document designed for tugs and barges. There will be a HVPQ5 and HVPQ6 

document (with variants for oil, chemical, LPG and LNG), and multiple BPQ documents 

for difference circumstances. If the latter document type is selected the user will then 

be asked to select the specific type of BPQ document required. 
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9.2 Creating HVPQ and HVPQ6 Particulars 

HVPQ6 is being implemented in SIRE on 04 July 2022. Operators will then have six 

months from the launch of HVPQ6 to migrate from HVPQ5 to HVPQ6.  

From the 09 January 2023, any remaining published HVPQ5 documents will be 

automatically migrated to the HVPQ6 format as a draft document. 

Operators can upgrade Vessels with an existing HVPQ5 document to a draft HVPQ6. 

Once the vessel is upgraded it cannot be changed back to HVPQ5. Questions with a 

defined HVPQ mapping will be migrated.  

When an Operator creates a new vessel there will be the option to either Create HVPQ5 

or Create HVPQ6.  

 

Select the required HVPQ.  
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The HVPQ5 details page then shows the option to Edit HVPQ Online or upgrade the 

vessel to HVPQ6.  

 

Existing vessels with a HVPQ5 will have the option to Edit HVPQ Online or Upgrade to 

HVPQ6.  
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9.3 Creating Barge particulars 

When creating particulars for a barge there are several options listed on the Particulars 

Version dropdown list. 

North American Barge. 

 

South American Barge: 

 

 

European Barge or Tug 
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9.3.1 Ebis data import 

 

Technical operators of barges whom have entered fleets’ technical information into the 

EBIS database using the EBIS v8 Technical Information questionnaire, can import the 

data directly into SIRE. 

Upon selecting the European BPQ5 template, the option to import EBIS Technical 

Information becomes available. 

Select ‘Import EBIS TI for this Barge – Browse for file locally’ from the bottom of the 

Particulars page, to import a TI document from your local machine.  From the Upload 

EBIS TI page, select ‘Browse’ to select a file to upload. Select ‘Upload’ from the bottom of 

the page once the correct file has been selected. This will upload the EBIS data for the 

barge. 

 

 

9.4 Editing a particulars document online 

The SIRE system has a fully featured online particulars editor which requires no 

software to be installed. Click the “Edit Online” button to launch the online editor and 

start completing vessel particulars. 

Any changes made to the particulars document are automatically saved, however, the 

document must be published before it is available to the SIRE members. Likewise, 
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following initial publication the ship operator can continue to make further 

modifications which will not be available to SIRE members until a subsequent 

publication. 

9.4.1 Editing a particulars document offline 

The SIRE system provides a fully featured offline particulars editor which can be 

downloaded and installed by the ship operator. This software allows collection of vessel 

particulars without an internet connection. 

This area provides three features: 

• Download the desktop editor for installation offline 

• Download the current particulars document for editing within the offline editor 

Upload an updated particulars document edited using the offline editor 

Once a particulars document has been uploaded it can be further modified using the 

SIRE online editor. As with the online editor modifications to particulars documents are 

not available to SIRE members until the document has been published. 

9.4.2 HVPQ5 – updating Remote Inspections 

Within the HVPQ5 Question 2.1.4, date information can be entered for 10 certificate 

types.  
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Within the HVPQ6 Question 2.1.5, date information can be entered for 23 certificate 

types.

 

9.5 Publishing a particulars document 

Following any modification of a particulars document, whether this be using the online 

or the offline editor, the ship operator must publish the document before it is available 

to SIRE members. 
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10  Incidents 

Vessel incidents can be accessed one of two ways: 

1. Click the “Incidents” tab at the top of the page to view all incidents registered for 

the ship operator’s fleet 

2. For a specific vessel choose one of the incident counts as described in “Vessel 

Details” section above 

The incident grid will be displayed as above. 

 

Click the blue arrow to the right of the incident’s row to show the incident details page. 

 

Within this incident area the ship operator can perform the following functions: 

• Create a new incident 

• Edit the incident information page 
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• Edit the secondary consequences 

• Add documents 
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11  Vessel Certificates 

The vessel certificate repository is available through the vessel details page as described 

in the “Vessel Details” section above. 

 

 

11.1 Uploading a Certificate 

Selecting Edit from the Vessel Certificates Grid on the Vessel Details screen opens the 

Certificate upload page. 

This area allows the operator to maintain a record of certificates that are associated to 

the vessel. 

Selecting Edit on the Vessel Certificates grid will open the Vessel certificates page. This 

page will display all the latest uploaded certificates, the version of certificate and any 

dates associated to the certificate. 

 

The Certificate Types that can be uploaded to the repository are as follows:  

Civil Liability Convention (1992) certificate  

Safety Equipment Certificate – supplemented by Form E 

U.S. Coastguard Certificate of Compliance 

Noxious Liquid Substances (NLS) Certificate 

U.S. Coastguard Certificate of Documentation 

IOPP Certificate – supplemented by Form A or B 

Document of Compliance – (DOC)  

Safety Construction Certificate 
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U.S. Coastguard Letter of Compliance 

Certificate of Fitness for the Carriage of Chemicals or Gas 

Safety Radio Certificate – supplemented by Form R 

Maritime Labour Convention (2006) 

Certificate of Registry 

Continuous Synopsis Record 

Ballast Water Management Certificate 

Statement of Compliance supplement 

Safety Management Certificate 

U.S. Coastguard Certificate of Inspection  

International Ship Security Certificate 

Towing Safety Management System (TTMS) Certificate  

Minimum Safe Manning Document  

Loadline Certificate 

Other  

 

The options displayed when adding a certificate to the repository are as follows: 

• Certificate Type – dropdown list matching options available in the particulars 

• Issue Date – optional date entry 

• Expiry Date – optional date entry 

• Last Annual – optional date entry 

• Last Intermediate – optional date entry 

• Date of Endorsement – optional date entry 

• Upload Date – Timestamp created when document is uploaded 

• Version – increments given by how many documents of the same name have 

been uploaded 

• File Process Status – Displays as a tick once the document has been encrypted 

 

Upon selecting ‘Upload’ the grid is automatically updated to display the next revision of 

the certificate. 
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11.1.1 Update a Certificate 

To update a certificate, the user must upload a new certificate of the same type, the grid 

will then increment the version number in the version column. When adding a 

certificate to the grid a warning message is shown to state the certificate will be 

overwritten if that type already exists within the grid. 

 

11.1.2 ‘Other’ Certificates 

If the Operator needs to upload a certificate that is not on the predetermined 

dropdown list then they can use the ‘Other’ option. When selected the ‘other’ option has 

the same options as a predefined certificate, with the added option of a free text 

Description. The description will become the certificate type once the certificate has 

been uploaded. 

 

 

11.1.2.1 Deleting Certificates 

The option to delete a certificate is available for ‘Other’ Certificates, this is due to 

versioning being unavailable. To remove an ‘other’ document from the certificate 

repository select the Delete button , once confirmed the certificate will be 

removed. 

 

11.1.2.2 Edit Certificate 

The option to Edit the certificate will be available for the ‘Other’ type certificates. Once 

Edit is selected a new page will open that allows the operator to edit the description. 
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11.2 Certificate History 

The Certificate History page displays all versions of certificates that have been 

uploaded.  

 

The version column will display the number of that certificate upload. A timestamp will 

be displayed to show when the document was uploaded. All certificates can be viewed 

via the Download button . 
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12  Crew Matrices 

Depending upon the vessel type selected, there are two types of Crew Matrix that can 

be displayed.  All vessels will have the standard ‘Online Crew Matrix’ automatically 

applied unless they have a vessel type of ‘European Barge’ then an ‘EBIS Online Crew 

Matrix’ will be applied.  

The online crew matrix area is accessible through the vessel details page as described in 

the “Vessel Details” section above. 

                

This area allows the operator to create and manage the crew record for their vessels. 

Selecting the “edit” button from the screenshot above (or the “create” button on first 

use of the crew matrix for a vessel) shows the crew matrix details page for the vessel. 

If an External Crew Administrator has been assigned to manage the vessel crew, 

‘External Admin’ will be displayed and clicking will display the Manage User screen.  

12.1 Online Crew Matrix  

The crew matrix screen separates officer and engineer crew on to two tabs as shown on 

the screenshot below. When viewing details of either officer or engineer crew the 

individual crew members are listed and an “Add new officer” or “Add new engineer” 

button is shown accordingly.  
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From this page the operator can: 

• Add new officer and crew records using the ‘Add new……’ buttons 

• Edit existing officer and crew records using the pencil icon 

• View a PDF of the completed crew matrix document using the ‘View PDF’ button 

• View guidelines for appropriate completion of the crew matrix using the 

‘Guidelines for Completion’ button 

• Delete a crew member using the dustbin icon 

12.1.1 Edit Online Crew Matrix 

Information regarding the crew member can be added using the ‘Add new….’ button or 

amended using the pencil icon.  

Each crew record will display the same editable fields, except ‘Rank’ which is dependent 

upon whether you are accessing an ‘Officer’ or ‘Engineer’ crew member.  In which case, 

the associated ranks will be displayed.  

Time spent fields will be automatically updated based on the date the crew record was 

created and don’t need to be updated manually.  
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12.2 EBIS Online Crew Matrix 

For each EBIS Crew Member information relating to their qualifications, rank and 

onboard status are displayed in the crew list.   
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• Add new officer and crew records using the ‘Add new Officer’ button 

• Edit existing officer and crew records using the pencil icon 

• View a PDF of the completed crew matrix document using the ‘View PDF’ button 

• View guidelines for appropriate completion of the crew matrix using the ‘Guidelines 

for Completion’ button 

• Delete a crew member using the dustbin icon 

• Onboard – tick box to identify if the crew member is currently on or off board.  

Selecting the ‘Onboard’ tick box can quickly update the status of the crew member 

to ‘onboard’ or ‘offboard’ in the crew record.   

• Select the Vessel’s daily operation period 

• Add General Comments 

12.2.1 Edit EBIS Online Crew Matrix 

Information regarding the crew member can be added using the ‘Add new Officer’ 

button or amended using the pencil icon.  
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Each crew record will display the same editable fields.  ‘Time spent’ fields will be 

automatically updated based on the date the crew record was created and don’t need 

to be updated manually.  

An ‘External Crew Administrator’ can be added to the SIRE system from the ‘Manage 

User’ screen, using the ‘Create User’ dropdown item. This is only displayed if the 

Operators fleet includes at least one European Barge.  If the Operators fleet does not 

include a European Barge, the existing functionality of ‘Add User’ will remain.   

 

 

Select ‘External Crew Administrator’ and a signed agreement screen will be displayed 

where the Operator will agree to allocating this role to the selected user and the 

responsibilities involved, by ticking they agree to the terms and conditions displayed.   

When the agreement is saved, the front sheet will display information relating to the 

individuals involved and dates.   

 

 

Select ‘Continue’ or select ‘Cancel’ to return to the ‘Manage User’ screen.  
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Enter all mandatory address fields and select a ‘Crew Admin Type’ of either,   

 

• Owner – can be allocated to multiple vessels that are owned by the user 

• Barge Master – can only be assigned to one vessel on which the user is the master 

 

Select ‘Send welcome email’ to notify the user of their credentials or distribute the 

information outside of the system.   

 

Upon selecting ‘Save’ a Declaration popup up will be displayed to confirm that the 

Operator understands the permissions that they are about to provide to the External 

Crew Administrator.  Select ‘Confirm’ to continue or ‘Cancel’ to return to the new user 

screen.  
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The User Profile screen will be displayed, showing the data that has been provided so 

far, as well as the Expiry date for the user.   

 

 

 

‘Select Vessels to manage crew’ button to assign vessels from the fleet so that the user 

can manage crew records onboard.  Only European Barges will be displayed in the list.   
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Using the ‘plus’ and ‘minus’ icons against a vessel, select if the user should have access 

to each vessel.  A grey plus icon  indicates that the vessel does not have an EBIS crew 

document or for a Barge Master, the maximum number of vessels has been allocated.  

 

  

 

When a selection has been made, the list can be filtered using the ‘Vessel Link’ filter to 

show the list of vessels that have been selected.  Select the grey back icon at the top of 

the screen to return to the User Profile page.  

 

If a vessel changes ownership, any permissions assigned by the previous Ship Operator 

will be removed from the user and the process must start again with the new Ship 

Operator.   

 

 

 

If the ‘Crew Admin Type’ of ‘Barge Master’ is selected, where more than one vessel has 

been previously assigned, a message will be displayed to inform the Operator that too 

many vessels are selected for the ‘Crew Admin Type’.  The number of vessels should be 

reduced to 1 before making this selection.   
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When an External Crew Administrator is allocated to a vessel a new icon ‘External 

Admin’ will display on the Crew Matrix grid on the Vessel Details screen.  Selecting 

‘External Admin’ will display the ‘Manage User’ screen. 

 

 

 

The default ‘External Crew Administration’ role provides the following permissions for 

the Crew Matrix. 

• On/Off board indicator  

• View Crew Matrix PDF  

• Guidelines for Completion  

• Vessel's daily operation period  

• General comments  

• Back and Save 
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If editing of crew members is required by the user, tick ‘User can manage vessel crew 

members’ and additional fields will be displayed for the Crew Matrix.  

 

• Add new officer  

• Edit and Delete 

 

Upon selecting this tick box, an additional Declaration will be displayed to confirm that 

the Operator understands the permissions that will be allocated.  
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Select ‘Confirm’ to accept the permission allocation and ‘Save’ to save the user record.  

 

12.2.2 External Crew Administrator 

 

Upon first login, the External Crew Administrator will be asked to sign the SIRE EULA, 

Data Submitter Agreement, followed by the External Crew Administration Role Signed 

Agreements. 

 

 

 

Tick agreement of the terms displayed and select ‘Next’.  The Data Submitter Terms and 

Conditions will be displayed.   
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Tick agreement of the terms displayed and select ‘Next’ to move to the Crew 

Administrator Terms and Conditions.  

 

 

 

Tick agreement of the Terms displayed and select ‘Confirm’ to accept.  

 

Upon completion of the signed agreements and successful login, the External Crew 

Administrator will be taken to the Vessel Index screen.  This screen will only display the 

vessels that have been allocated by the Operator.  If no vessels have been allocated, this 

list will be blank.  
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Selecting the blue arrow icon against a vessel will display the Crew Matrix with the 

selected access permissions for the user.  

The default External Crew Administrator permissions allow the updating of 

‘On/Offboard’ indicator, ‘Vessel’s daily operation period’ and ‘General Comments’ only.   

 

 

 

If the additional ‘User Can Manage Vessel Crew Members’ permission has been 

allocated, the additional fields for Add/Edit/Delete crew members will be displayed. 
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Access to ‘Guidelines for Completion’ and ‘View PDF’ are available to all and if the 

External Crew Administrator downloads a copy of the Crew Matrix, their details will be 

watermarked across the page, so that it is visible that it was not the Operator that 

generated the download.   
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12.2.3 Transfer EBIS Crew between Vessels 

Selecting the edit icon against a Crew Member in the Crew List, displays the crew record 

as shown above.  The ability to transfer a crew member between vessels is available to 

the Operator or an External Crew Administrator with more than one vessel and the 

ability to manage vessel crew members. 

 

 

 

Selecting the ‘Transfer’ button will display a list of operators’ vessels that are available.  

Only one vessel may be selected from the list using the blue arrow and the entire crew 

record will be moved to the selected vessel.   

 

 

 

If transferring the crew member to the new vessel with an 'onboard' status will exceed 

the maximum numbers onboard (7), a message is displayed to inform the operator that 

they need to change the board status to 'offboard' and amend the crew record against 

the new vessel.   Select the back button to return to the crew record to make the 

necessary adjustments. 
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If this limit is not exceeded, the ‘Edit Crew Record’ screen will be displayed for the details 

to be checked, particularly ‘Sailing time on this barge’ and ‘Experience on this tanker 

barge’.  All dates will continue to accrue as they do now.  Selecting Save will display the 

crew record against the new vessel.  

 

12.2.4 External Crew Administrator Role Expiry 

When an External Crew Administrator is created, an automatic expiry date for the user 

will be applied that lasts for 12 months.  The expiry date for the user will be displayed 

on the ‘Manage User’ list screen.  Even if no vessels have been associated with the 

External Crew Administrator user or if they are removed during the 12 month period, 

the user will remain in the system until deletion or expiry.  If no vessels are associated, 

the user will not be able to see any vessels when they login. 

 

 

 

The Operator will be notified 30 days before the user’s expiry date.  This notification will 

go to any user with ‘Organisation Manager’ or ‘Sire Administrator’ permission and will be 

issued through the Message Centre within SIRE.   
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The Operator will be able to renew the user in the system by checking the existing user 

details and selecting the ‘Save and Renew’ button on the User Profile.  

 

  

 

Upon saving the user details, a new signed agreement will be displayed for the Operator 

and upon signing, the user will be extended in the system for 12 months from the 

current date. 
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Tick agreement of the Terms displayed and select ‘Confirm’ to accept. 

When the External Crew Administrator user logs in for the first time following the 

renewal, they will also be asked to sign a new agreement before accessing their 

allocated vessels again.  

 

 

 

Tick agreement of the Terms displayed and select ‘Confirm’ to accept. 
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The user will be suspended automatically if not renewed after 3 months and will be 

removed from any search lists.  The user can be deleted by the Operator at any time 

using the delete icon on the ‘Manage User’ screen.  

 

 

12.2.5 Signed Agreements 

There are several signed agreements created during the creation of an External Crew 

Administrator.  

• SIRE Operator External Crew Administrator Agreement 

• SIRE External Crew Administrator Agreement 

• Signed SIRE Data Submitter Annual Agreement 

 

Email notifications will be sent for each signed agreement with a link to confirm that the 

agreement has been received and understood.  

All users can view copies of their completed Signed Agreements from the SIRE Menu, by 

clicking their name on the toolbar.  

 

  

 

After signature, these signed agreements will display a front cover which will detail who 

the agreement has been signed by and when it will expire.  
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12.2.6 Email Notifications 

Notification of a new Crew Member 

 

When an External Crew Administrator creates a new Crew Member record, an email 

notification will be sent to the Primary email address registered for the Operator 

Organisation for information.  

The email will contain the following information.  
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• The Vessel the crew member was added to 

• Who added the crew member? 

• The identification of the crew member from the ‘Initials’ field of the crew record  

 

 

 

Notification that Crew data has not been updated in the last 14 days 

 

When crew data for a vessel has not been updated by the 15th day, a notification will be 

sent to the Barge Master or Owner to prompt them to update with any changes.   

The email will list all vessels that need to be reviewed and the date of the last review for 

each one.  

 

 

 

  



                            

OCIMF SIRE Operator Access | Page  59 

13 Vessel Inspection Documentation Repository 

Once an Inspection Booking has been created by a SIRE Submitting Company, vessel 

operators are able to upload documentation for Remote Review by the assigned Vessel 

Inspector. When a vessel has an active SIRE inspection booking the ‘Upload Inspection 

Documents’ button will be active from upon the Inspection Bookings page. 

 

 

13.1 Upload Inspection Documents 

To facilitate the Remote Review of documents, Vessel Operators must upload 

documents to allow them to be reviewed by the Inspector in advance of the physical 

inspection. Certificates and documents that are variable and specific to the inspection 

must be uploaded each time that an inspection is commissioned.  

Once an Inspection has been commissioned and a booking code issued, the Operator 

will be able to upload the required documents, certificates, and photos. This will be 

accomplished by using the Inspection Documents Repository. 

The top of the page shows guidance notes about the Remote Inspection process.  
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The document list will be presented to the Operator structured in three columns with a 

row for each of the documents required to be uploaded as follows: 

 

The Inspection Document Repository is divided into sections to accommodate different 

document types. Operators can upload any number of documents and, for each upload 

will be required to specify the question number from the inspection questionnaire to 

which the document relates. 

13.2 View Operator Data Submission  

The Online Editor can be accessed from the Operator Data Submission for Remote 

Inspections page by selecting the ‘Online Editor’ button.  

 

This directs to the following site:  

https://editor.ocimf.org/  

https://editor.ocimf.org/
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When the Operator Data Submission for Remote Inspections is signed, an 

acknowledgement email will be sent to the Operator.  

 

 

The Editor has been modified to include a PDF Download version of the Remote 

Inspection template for a commissioned Inspection on the Vessel.  
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If a non-remote inspection booking type is entered an error message displays:  

  

 

14 Inspection Requests 

SIRE Vessel Operators can now request an inspection upon vessels in their fleet directly 

from within their SIRE account using the SIRE Inspection Request functionality.  

The process flow below describes the steps required by a SIRE Vessel Operator to 

request an Inspection via the SIRE Inspection Request functionality: 
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SIRE Inspection Request

Submitting Member
 (First in Preference List)

Vessel Operator
Next Submitting Member in 

Preference List 

P
h

as
e

Requirement for a SIRE 
inspection

Log into SIRE account and 
create Vessel Inspection 

Request

Enter vessel and voyage 
specific information

Select one or more 
Submitting Members in 

order of preference

Agree to any 
Submitting Member 

specific agreements / 
declarations

Inspection Request 
sent only to the first 

Submitting Member in 
the preference list

Inspection Request 
notification received via 

the OCIMF message 
centre 

Request 
reviewed

Inspection Request 
sent to the next 

Submitting Member 
in the preference list

Inspection Request 
notification received via 

the OCIMF message 
centre

REJECT

ACCEPT

Inspection 
booking screen 
displayed with 
booking details 

pre-filled

SIRE Inspection 
booking created

Request 
reviewed

ACCEPT

Inspection 
booking screen 
displayed with 
booking details 

pre-filled

SIRE Inspection 
booking created

REJECT

 

The SIRE Inspection Request functionality has been developed to enable Vessel 

Operators to provide Submitting Members with all necessary information to initiate a 

SIRE Inspection booking in a standardised and consistent format.  

SIRE Inspection Request affords efficiency savings for Vessel Operators through 

automating data capture and providing a standardised request format in a centralised 

location, and for Submitting Members by preventing Operators from mailing a request 

to multiple Submitting Members simultaneously. 
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Operators select up to five SIRE Submitting Members who will sequentially receive the 

request until an inspection booking is created or the request has been rejected by all 

Members.  

Once submitted, the Inspection Request requires a SIRE Submitting Member to accept 

the request and proceed with the creation of a standard SIRE Inspection booking. 

 

14.1 Initiating a SIRE Inspection Request 

From the SIRE Vessel Details page, a Vessel Operator can request an inspection be 

performed upon a vessel within their fleet by selecting the icon. 

 

Once selected the inspection request wizard will open, guiding the vessel operator 

through the five-stage process. 
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Stage 1: Voyage 

When the required fields are completed click ‘Next’ to move to the next step. To move 

back to a previous step, select the step number.  

 

The first step within the SIRE Inspection Request wizard, captures information relating 

to the inspection type and details of the location that the inspection is requested to take 

place: 

  

Selecting a Port of Inspection: 

The Port of Inspection may be selected directly from the dropdown list of ports. The list 

of ports will filter to display only those that contain the entered text. 

 

If the required port is not available within the list, pressing ‘Enter’ will add the entered 

free text.  
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 Stage 2: Vessel 

Stage 2 displays a review of the Vessel Details: 

 

 

The Invoice Company Details can be entered for the organisation that will be paying for 

the Inspection. The details are pre-filled with the Invoice Billing Details that the vessel 

operator has registered, however, can be edited if required. 

Purchase Order Reference is mandatory if the Submitting Members selected at step 3 

require this information.  

At step 3 when the Submitting Member is selected a validation message will indicate if 

this fields needs to be completed, the Operator will return to step 2 to update this field.  
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Stage 3: Submitting Member  

Stage 3 allows the vessel operator to pre-select Submitting Members that they wish to 

be contacted to commission the inspection.  This list will be filtered by default to display 

only those Submitting Companies who have at least one inspector able to undertake the 

inspection type requested.  This tick box can be removed to display a full list of available 

Submitting Companies.  

 

The Submitting members can be selected via a dropdown which appears when the 

Select Submitting Member field is clicked. Alternatively, if the user starts typing in the 

select submitting member field then it will filter the member list accordingly. 

 

The selected Submitting Members then appear in the list. 

 

The Members can be removed from the list by selecting the cross icon.  
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The Submitting Members’ order within the list can also be changed by dragging and 

dropping the member in the new position.  

To drag and drop a member the three-line icon must be used. 

 

 

If the Submitting Member requires a Purchase Order reference a validation message 

will display when ‘Next’ is clicked. Go back to step 2 to enter the Purchase Order 

reference.  

 

 

Stage 4: Member Agreements 

If any of the selected Submitting Member organisations require the vessel operator to 

agree to a declaration or agreement before the inspection request can be submitted, 

these can be reviewed within the Member Agreements page.  

In order to agree to the declaration, the user can click on the slider to change disagree 

to agree. The documents can be opened and read by selecting the pdf links above the 

agreement slider. 

 

Stage 5: Request Summary  

Stage 5 displays a summary of all the information entered over the previous 4 steps.  
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Selecting ‘Next’ will submit the Inspection Request to the first Submitting Member upon 

the order list.  

14.2 Tracking Inspection Requests 

A summary of all submitted SIRE Inspection Requests is available by selecting the 

‘Inspection Requests’ tab from the top menu bar: 

 

The Inspection Requests page contains the following four tabs: 

• In Definition – Inspection requests that are currently being created are 

displayed within the ‘In Definition’ tab - selecting the Edit Request (        ) 

icon will re-open the in definition Inspection Request. An Inspection Request can 

be deleted via the Delete ( )icon 

• In Progress – Inspection requests that have been proposed to a Submitting 

Member and are under review will be listed within the ‘In Progress’ tab, requests 
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that have been rejected by one or more Members will include the dates of 

rejection in the Current Status column. 

• Accepted – Inspection requests that have been accepted by a Submitting 

Member are listed within the ‘Accepted‘ tab. 

• Not Accepted – Any Inspection request that has been rejected by all Submitting 

Members are listed in the ‘Not Accepted’ tab.  

If the ‘Estimated Departure Date’ for any Inspection Request that is ‘In Definition’ or ‘In 

Progress’ passes, the request will automatically move to the ‘Not Accepted’ tab and the 

operator will be notified.  



                            

OCIMF SIRE Operator Access | Page  71 

14.3 Inspection Request Notifications: 

SIRE Vessel Operators will be notified via the OCIMF Messaging Centre when Inspection 

Requests are Rejected and Accepted by Submitting Member organisations. 
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14.4 Email Configuration  

The Organisation Profile page includes an Email Configuration menu option where up to 

5 email addresses can be added.  

The email addresses entered within the configuration page and the email address 

specified as the contact within the Inspection Request will receive notifications when 

Inspection Requests are Accepted and Declined.  

 

 

 

  



                            

OCIMF SIRE Operator Access | Page  73 

15  Administrative Functions 

Selecting the user’s name in the top right corner of the page provides an administrative 

dropdown with the following features: 

 

• User profile: provides the ability for the user to manage their own profile and 

settings including address, email and password 

• Organisation profile: if provided with appropriate permissions within the account 

the user can manage  the organisation profile and settings including address 

• Manage users: if provided with appropriate permissions within the account the 

user can manage the other users in the account including creating, editing and 

deleting users  

• Signed Agreements: Signed Agreements, Licence Agreements and Operator 

Review Agreements can be viewed here 

 

15.1 User Profile  

Selecting the user name from the dropdown menu provides the ability for the user to 

manage their own profile and settings including address, email and passwords.   

Dependent upon which roles are allocated to the user, the list of roles will be editable or 

read only. 

GDPR Email preferences can also be updated, by selecting whether to receive emails 

from the SIRE system.  
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15.2 Organisation Profile 

If provided with appropriate permissions within the account the user can manage  the 

organisation profile and settings including address. 

Selecting ‘Organisation Profile’ from the dropdown menu will display the ‘Manage 

Organisation’ screen.  This will allow access to the following areas. 
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15.2.1 Inspection Requests – Email Configuration 

This screen allows the Operator to configure which email addresses within their 

organisation will receive notifications upon the progress of SIRE Inspection Requests 

issued to OCIMF Member organisations.  Up to 5 email addresses can be entered.  

15.2.2 Vessel Photos – Notification Configuration 

This screen allows the Operator to configure which users within their organisation will 

receive notifications upon the expiry of vessel photographs.  Up to 3 users can be 

selected from the Organisation user dropdown list.  

15.2.3 API Access Request  

This screen allows the Operator to request Web Services Authentication Access. 

The access created can only be used by the requesting Operator for client-side software 

developments of their own creation.  

All fields are mandatory unless stated otherwise and once the request has been made 

the coloured banner at the top of the screen will display the current status of the 

request.  

The Vessel Operator Terms and Conditions will be displayed and the Operator should 

tick that they confirm the acceptance of these Terms and Conditions and select the 

‘Agree’ button to continue with the request.  

A Read Only copy of the application will display on screen and a message informing the 

Operator that a copy has been sent to their email address will be displayed.  

 

The email contains a link to confirm that a copy of the Terms and Conditions Agreement 

has been received. 
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Selecting the link will display the confirmation screen in SIRE.  The Operator should tick 

the confirmation statement and select the ‘Confirm’ button to continue.  

 

 

The Operator can return to the SIRE system, by selecting ‘Leave administration area’ 

from the menu displayed by clicking their name.  

The API Request screen will now display a message to say that the request has been 

sent to OCIMF for review.  

 

As the request moves through the process the current status will be displayed in the 

coloured banner at the top of the screen, accompanied by email notifications when 

action is required.  

When the request has been accepted, an email notification will be sent to the applicant 

containing the token information and the coloured banner will display green.  

 

When a token has expired an email notification will be sent to the Operator and the 

information bar at the top of the screen will display red informing the Operator that the 

token has expired.  
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15.2.4 Billing – Update Billing Details 

This screen displays billing and accounting information for the Organisation.  

15.3 Manage Users 

The ‘Manage Users’ screen will display a list of existing users and provide the ability to 

add a new user or External Crew Administrator (see section 12.2.1 Edit EBIS Online Crew 

Matrix). 

Select ‘Create User’ to add a new user to the organisation or the blue arrow icon to edit 

an existing user.  

Users can be deleted from the organisation using the delete icon.  

15.4 Signed Agreements 

The ‘Signed Agreements’ screen will display a list of existing signed agreements that 

have been created within the system for the organisation.  Selecting the blue arrow icon 

will display the full signed agreement.  
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16  TMSA 

16.1 Introduction 

All functionality required to create, manage and publish an Operators TMSA document 

is available from within the SIRE application only.  

Key Behaviours for a ship operator include:  

• Complete a managerial self-assessment questionnaire (TMSA Document) 

• Maintain a historical archive of TMSA Documents 

• Share Document(s) with OCIMF Members, controlled via a request work-flow 

mechanism 

• View Analytics / BI Reports on TMSA Documents 

 

TMSA access is controlled by Operators with the SIRE Admin role. The User Profile page 

will show if you have access to TMSA, the role ‘User Can Manage TMSA’ will be ‘Yes’, if 

you have access. 

16.1.1 TMSA3 

As a tool for driving up safety standards, the TMSA has rapidly gained international 

credibility and acceptance and today, some 90% of operators use the programme, 

including the oil majors.  

16.1.1.1 TMSA Document Contents 

The TMSA Document is comprised of a series of Elements, which in turn are composed 

of 1 or more KPIs (effectively questions).   

The whole of the TMSA document is optional; an author can complete any part of the 

document in any order and publish at any point in time. The TMSA concept is based 

upon continuous improvement processes, e.g. it is encouraging the author to improve 

over time and release ever better TMSA documents to the OCIMF members.   

The TMSA question is referred to as a Key Performance Indicator (KPI).  

All KPIs have associated Best Practice Guidance (BPG) in the same way as other OCIMF 

applications have guidance to assist the author. Every KPI has a simple Yes/No response 

and an optional comments memo.   
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Every element is broken down into 4 stages. KPIs in stage 1 are easier to answer yes 

than KPIs in stage 4. All the KPIs over the 4 stages point in the same direction but have 

different strengths of meaning, e.g.   

- Example stage 1 KPI: “Management commitment is clearly defined in documentation 

that includes mission and vision statements, policies and procedures.”  

- Example stage 4 KPI: “All vessel and shore personnel demonstrate their commitment 

to safety and environmental excellence.”   

The theory is over time an author will be able to answer more stage 4 KPIs yes and this 

provides the continuous improvement angle.  

16.1.1.2 TMSA Document Processing 

When a TMSA document is created it receives a unique report number that can be 

tracked. The vessel operator completes the document to whatever stage they wish and 

then publishes it. They may only have one published document at any one time.    

At the point of publication, appropriate members are notified via email.    

The operator can no longer edit that document and must start a new one.    

When the operator starts a new document, they can choose to clone their current 

existing document or start from scratch. This new document is a separate entity and 

receives a new unique report number. This is because a recipient will score a document 

and need to see the improvement over time. For this reason, the published document 

must remain static. In order to publish a document, the operator must first archive their 

current published document  

16.1.1.3 Distribution Policy 

TMSA Reports can now be made available to Recipient Members selected in the 

‘Distribution Policy’. 

If your Distribution Policy previously had the option ‘Visible to All’ this will now show as 

‘Visible to OCIMF Members’.  

When you select ‘Visible to All’ your Distribution Policy will include OCIMF Members and 

non-OCIMF Members.  

Operators elect whether Documents can be viewed by:   
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1. Visible to OCIMF Members – this list shows OCIMF Members only  

2. Visible to Only Certain Members – selected OCIMF Members and non-OCIMF     

Members  

3. Visible to All – this list includes OCIMF Members and non-OCIMF Members  

At any time, the current rules are known as the current Distribution Policy and apply to 

the currently published Document (if any).   

At the point of publication, all members added in the Email Configuration page are 

notified of the newly released Document.  

At the point of archiving a Document, a ‘snapshot’ of the Distribution Policy is taken.    

Members can only see a Document if they were in the distribution policy at the time of 

Archiving. 

 

16.2 Overview of Key Workflows  

16.2.1 Changing the Distribution Policy  

The Distribution Policy for TMSA Reports can be changed by an Operator in a number of 

ways:   

• Clicking add / remove within the Distribution Policy page;  

• Changing the policy between ‘Visible to all’ and ‘Visible to certain members’ 

within the Distribution Policy page;  

• Processing a pending request.   

As soon as the Distribution Policy is changed, all Members who are included (either 

explicitly or implicitly) in the current Distribution Policy will have access to the Current 

Published Document.   

If a new Member is added to the TMSA system after a Report has been published, they 

will be able to access all historic TMSA Reports that were available to all Members.  

Note that if a Member is removed from the distribution policy of an Operator whilst a 

Published Report is available, that Report will be removed from the Publication Log of 

the Member.   
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There are security mechanisms in place to ensure Report access is secure and restricted 

only to those who have been given permission.   

Key events related to Distribution Policy changes are logged to the Operator Audit Log:   

• Whenever access is changed between ‘Visible to all’ and ‘Visible only to certain 

members’, an entry is logged. 

• Whenever access is explicitly granted to (or removed from) a Member, an entry is 

logged. 
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16.3 Workflow Behaviour - Create Subscription 

Log onto SIRE and select TMSA from the top menu. The Subscription period runs for 12 

months from January to January the following year.  

 

 

 

Ship operators in the UK will be charged VAT at UK standard rate. Ship operators in the 

EU and outside the EU will have their VAT Exemption validated by an OCIMF 

Administrator when they save their billing details.  

VAT will be charged at UK Standard Rate until a decision is made by the OCIMF 

Administrator.  

The ship operator has the option to request a time extension to use TMSA for 72 hours. 

If payment is not made after the extension period has expired the account will be 

suspended.  

 

When Billing Details have been completed the ‘Make Payment’ button will be available 

on the ‘View Subscription’ page.   
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If your Company has an IMO Number, this is entered in the ‘Company IMO Details’ 

section’. If your Company does not have an IMO Number, select the checkbox 

confirming this and select ‘Make Payment’.  

 

When the Payment has been made the ‘View Subscription’ page will show the 

‘Subscription Details’ Start Date and End Date.  
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16.4 Creating a new TMSA Document  

When the TMSA account is set up for the Operator the TMSA Home page will look as 

below: 

 

All TMSA Documents and Current Access tabs display at the bottom of the page.  

 

Clicking upon the ‘Create TMSA Document’ icon will open the ‘Create TMSA Document’ 

page. 

 

 

Vessel Operators can create a TMSA3(5002) template document.  There is an option to 

select Yes or No to clone the most recent Published Report.  

Clicking the ‘Create TMSA Document’ button will generate a new TMSA document.  
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The TMSA Document Editor will then open. 

 

16.5 Cloning from the most recent published TMSA document 

The ship operator may choose to create a new TMSA document by cloning from the 

most recent published one. If a previously archived document exists when the ‘Create 

TMSA Document’ button is clicked, the user is redirected to the TMSA Document 

Creation page. The user is prompted if they wish to clone from the most recent 

published document.   

 

The Cloned Document will be the same Document Type as the most recent Published 

Report. If the ship operator selects ‘Yes’ to ‘Clone’, the most recent Published Report is 

shown in the grid. Select the ‘Clone TMSA’ icon.  
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The ship operator can select ‘No’ at this point and will be returned to the TMSA 

Document Editor.  

16.6 Using the TMSA Document Editor 

The ship operator is automatically redirected into the Document Editor when first 

creating a document, but for all future editing sessions the Document Editor can be 

accessed by clicking the ‘Edit TMSA Document’ button on the ship operator’s homepage 

at TMSA > Home: 
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The main Document Editor page consists of the following features: 

         2         1              8             9             7               10                                            3               4       5        6 

 

                                              

 

 

 

 

 

 

                                                 11 

1. Title bar displaying currently edited element.  

2. ‘Show/Hide Elements’ button to control visibility of Elements list (see 8). 

3. ‘Toggle KPI layout’ to change layout of KPI’s to show in Stages 1 to 4.  

4. ‘Show/Hide Aim’ to control visibility of AIM bar (see 7).  

5. ‘View PDF’ button to view / download a PDF rendition of the currently edited 

document.  

6. ‘Close’ Editor button closes the Document Editor and returns to the ship 

operator’s TMSA homepage.  

7. AIM bar displays the aim of the current Element. 

8. Elements list displays list of Elements in the TMSA document.  

9. KPI list displays KPIs in the current/all stages for the current document Element. 

10. Question area displays current question text, response and comments areas and 

any guidance for the current question. The ‘Clear Response’ button allows the 

user to quickly completely clear the response for the current KPI. 
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11. Percentage complete bar, when hovered over also displays completion 

information on each Stage within an Element. An Element may also be clicked on 

the popup to navigate to that specific Element. 

The TMSA document is automatically saved at the following points: 

• Whilst navigating between KPIs  

• When exiting the Editor 

 

16.7 Publishing a TMSA Document  

When a ship operator wishes to publish their current in-definition document they 

should do the following on the TMSA > Home page, after first archiving the current 

published document if necessary. 

 

Click the ‘Publish TMSA Document’ button, which will then redirect to the ‘Publish 

Document’ page:      
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This page displays key data on the document and its distribution, including a list of all 

members in the current distribution policy. At this stage you are also asked to confirm 

that you wish to publish the document and you may also enter any publication notes to 

be stored against the document. Click the ‘Publish TMSA Document’ button to complete 

the Publication process and be redirected back to the ship operator homepage. An e-

mail will be sent to all Members included in the current Distribution Policy with details 

of the newly published document and a download link, provided the Member has 

indicated they wish to receive notification of published reports and has supplied the 

relevant email addresses.  

Once publication is complete, the TMSA document cannot be re-edited. 

 

16.8 Archiving a TMSA Document  

If a ship operator wishes to publish a current in-definition TMSA document, they must 

first archive their current published document if applicable. To do this, they must do the 

following on the TMSA > Home page:    

 

Click the ‘Archive Published Document’ button, which will then redirect to the Archive 

Document page: 



                            

OCIMF SIRE Operator Access | Page  90 

 

At this stage you are asked to confirm that you wish to archive the document and you 

may also enter any archive notes to be stored against the document. Click the ‘Archive 

TMSA Document’ button to complete the Archive process and be redirected back to the 

Operator homepage.  

The newly archived Report will be available in the list of all TMSA Documents on the 

Operator’s Home page, and its PDF can still be downloaded. 

 

 

16.9 Creating a Document Distribution Policy  

The Operator’s current Distribution Policy page can be accessed by selecting from the 

TMSA Actions dropdown list > Distribution Policy page. The page allows the user to 

select via a dropdown list whether the distribution policy should be: 

1. Visible to OCIMF Member Companies only  

2. Visible to only certain Members / OCIMF Non Members – displays OCIMF Members 

and OCIMF Non Member companies from the ‘Organisation Name’ grid 

3. Visible to all – visible to all OCIMF Members and non-OCIMF Member companies  

To allow a specific member access to the TMSA document, the user should click the 

green plus button ‘Add Member to Policy’, similarly clicking the red minus button 
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‘Remove Member from Policy’ will do the opposite. To view the Member Request 

History, select the ‘Pending Requests’ button.  

16.10 Dealing with Member Requests for TMSA Document Access 

If a Member has specifically requested access to an Operator’s TMSA document, the 

Operator should receive an email notification and a link titled ‘TMSA Notification – 

‘Member’ has requested access to your publications’ is shown alongside details of when 

the request was sent.  

Clicking the ‘Process Pending Request’ link in the email will take the user to the TMSA log 

in page. After logging in, the TMSA tab at the top of the page will show the number of 

Document Access requests made.  

 

 

Details of the Member making the request, and their request message are displayed. 

The user should select whether they wish to allow access from the Yes/No dropdown 

list, and optionally include any Response notes which will be seen by the Member. 

When the ‘Make Decision’ button is clicked the Operator Distribution Policy will be 

updated accordingly, notification email(s) are sent to the Member, and the user is 

redirected back to the Distribution Policy page. If the decision was taken to grant access, 

the Member will now be able to view a PDF rendition of the Operator’s current TMSA 

document (if any), and will be notified of all future publications.  
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On the Distribution Policy page, the user will notice that the Request History value has 

been updated for the Member in question:    

 

When the ‘Pending Request(s) button is clicked the user will be redirected to the 

Member Request History page which lists all historic access requests and the decision 

that was made: 
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16.11 Viewing Document Analytics 

An Operator may view Document Analytics for any of their documents from the TMSA > 

Home page by clicking on the ‘View Analytics’ icon for the document in question:  

 

This will take the user to the ‘Document Analytics’ page which shows summary 

information and key analytics for the document in question. The analytics shown are all 

focused on a per-element / stage basis, as shown below: 

 

Three views are provided: 

• Completion – This indicator shows which stages for each Element have been 

completed irrespective of whether the answer was “Yes” or “No”. Green stages 

are 100% complete, orange stages show their proportional completeness.  

 

• Cumulative Performance - This indicator shows which stages for each Element 

have been answered “Yes”. As the name “cumulative” indicates, in order to 

include the results of a stage all preceding stages in the same Element must also 

be fully answered “Yes”. For example “Yes” answers in the fourth stage of an 

Element will not be included if the third stage of the same Element are not fully 

answered “Yes”. 
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• Raw Performance - This indicator shows which stages for each Element have 

been answered “Yes”. Unlike the “cumulative” indicator, “raw” performance 

includes any “Yes” answer from each stage, irrespective of any other stage in the 

same Element. 

 

16.12 Viewing / Editing Notes  

An Operator may view notes on any of their documents from the TMSA > Home page by 

clicking on the ‘View Notes’ icon for the document in question: 

 

This pops up a window showing the notes captured against the relevant Document: 

 

There are 3 kinds of notes – Creation, Publication and Archive, which are captured at the 

point of performing the relevant action.  

The pop-up window only shows the notes that have been captured thus far – so for a 

Published document, only Creation and Publication notes would be shown, and so on.  

Operators will be able to edit the available notes fields via the ‘Edit Notes’ button. 
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Notes are entirely optional, are internal only and are not used in any work-flow 

processes. 

 

16.13 Viewing the Current Distribution Policy  

The Operators current Distribution Policy can be viewed on the ‘Current Member 

Access’ tab at TMSA > Home: 

 

 

16.14 Viewing Archived Distribution Policies  

An Operator may view the distribution policy for any of their archived documents from 

the TMSA > Home page by clicking on the ‘View Archived Distribution Policy’ icon for the 

document in question: 

 

 

A popup window is then displayed showing the snapshot of the Distribution Policy that 

was taken at the point of publication: 
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The window will indicate that either:  

1. All Members were allowed to view the Report 

2. An explicitly selected list of members was allowed to view the Report 

The Distribution Policy will continue to be applied for this Report in terms of the 

Members that are allowed to see it. So: 

• If the Operator had selected ‘Visible to all’, then all Members – including 

Members created after the Report was archived – will be able to view the PDF 

Rendition of the Report.  

 

• If the Operator had selected ‘Visible to Only Certain Members’, then only those 

Members explicitly included in the list will be able to view the PDF Rendition of 

the Report 

 

16.15 Viewing the Operator Audit Log 

The Operator’s Audit Log page can be accessed from the TMSA Actions dropdown list > 

Operator Audit Log: 



                            

OCIMF SIRE Operator Access | Page  97 

 

This page shows a log of all TMSA activity events that have occurred for the Operator. 

 

16.16 Configuring Notification Email Addresses 

A user with appropriate permissions can specify up to 5 e-mail addresses that are used 

for notifications related to TMSA Activity from the TMSA Actions dropdown list > E-mail 

Configuration: 

 

As an Operator, these notifications are limited to requests for access from Members.   
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17  Operator Data Mining  

The SIRE Data Mining applications available to both the SIRE Members and the SIRE 

Operator user groups have historically provided anonymised key industry trends, with 

Members able to view global information and Operators limited to a subset of data 

bespoke to their fleet. 

In December 2018 the SIRE Focus Group reported to OCIMF it felt that the statistics 

being provided by the SIRE Data Mining applications were driving undesired behaviour 

from vessel operators, with the use of raw observation counts per inspection being 

used as a KPI.  

To combat this behaviour, OCIMF requested that the SIRE Data Mining applications be 

updated to no longer provide data that could be used within Observation Counting KPIs.    

Operator Data Mining is available for Operators within SIRE. To access this the Operator 

Data Mining Terms and Conditions must be signed.  

 

The document can be viewed as a pdf, select ‘Download as pdf’ button. Select to ‘Agree’ 

and ‘Next’ to Agree to the terms.  

 

The Data viewed will be restricted to the contents of the Operator’s technical manager 

fleet.  

In addition to analysis of an operator’s own data, comparison will be provided with:  
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• The whole industry/database 

• One or more custom groups to which an operator can choose to belong 

 

 

17.1 Operator Groups  

There are multiple groups that the operator can optionally elect to be part of. A third-

party group administrator will anonymously manage allowable group membership.  

Operators can elect to join any group where their operator IMO number has been 

included in the full potential membership upload file provided by the third-party 

administrator.   

Select the ‘Manage Groups’ button from the top right of the screen. Here you can select 

to be in an Operators distribution Policy and view their data. 

 

Select the Plus button alongside the Operator to ‘Activate group membership’.  
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To ‘Deactivate group membership’ select the minus button.  

Click ‘Save Changes’ when any amendments have been made to the Distribution Policy.  

 

17.2 Explanation of Charts  

Charts are displayed in panels. For each Chart you can find further details by selecting 

the icons in the top right corner of the panel.  

• Select the grid icon to ‘View data’.  

• Select the graph icon to ‘View comparison’ of data.  

 

1) Number of inspections per vessel within the fleet 

2) Percentage of the fleet that has greater than three inspections 
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17.2.1 Most Common Observations  

The top 10 Most Common Observations are displayed in a Pie Chart. Select a section of 

the chart to view the Observation it refers to.  

 

Select the grey arrow icon to ‘View Legend’.  
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17.2.2 Recurring Observations 

The top 10 Most Common Recurring Observations are displayed in a Pie Chart. Select a 

section of the chart to view the Observation it refers to.  

 

17.2.3 Inspection Operations  

The distribution of ‘operation at time of inspection’ are displayed in the Inspection 

Operations graph.  

 

17.3 Filters   

The Filter options are at the top of the page. A Date Range ‘From and ‘To’ can be 

entered.  

A specific Operator can be selected or ‘All Operators’. Click ‘Apply Filter’ to apply the 

changes.   
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18  SIRE Message Centre  

All emails will now display as messages in the Message Centre in the SIRE UI. Emails will 

continue to be sent out.  

You have the option to switch off emails and only receive messages. Your ‘User email 

preferences’ can be changed on your User Profile page.  

 

 

The Message Centre can be accessed from the Toolbar in the SIRE UI. There is an Alert 

symbol and the number of Unread messages is displayed. 

There are two types of messages:  

 

18.1 Messages Centre - Messages  

Communication Messages are sent by OCIMF and include OCIMF general 

communications about new templates or production server maintenance.  
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The message displays with attachments. When it has been opened it will then show as 

‘Read’ in the Messages grid. To keep the messages showing as ‘Unread’, select ‘Set 

Message As Unread’.  

 

Messages can be filtered to show ‘All’, ‘Unread’ and ‘Archived’.  

 

18.2 Message Centre – Alerts 

Operators will receive message alerts related to Inspection Workflows. 

They could receive an alert for one of the following steps:   

o Booking created   

o Inspection submitted   

o Inspection validated (potentially limited to only the operator to receive this 

alert)   

o Inspection published (with or without operator comments)   

o Subsequent comments added   

o Inspection amended (Resubmission)   

o Inspection withdrawn   
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19  Port State Control Inspections 

SIRE Vessel Operators can record details of Port State Control (PSC) inspections directly 

within their SIRE account via the following screens: 

• Vessel Operator PSC Inspections Summary screen – vessel operators with the 

correct privileges can review PSC Inspections entered for their fleet. 

• Vessel Operator ‘Add PSC Inspection’ screen – a data capture screen enables 

operators to enter high level details of a PSC Inspection. 

• Vessel Operator ‘View/Edit PSC Inspection’ screen – a data capture screen 

enables operators to view / edit deficiencies plus add comments and 

attachments to the PSC Inspection record.  

• Vessel Details updates – the Vessel Details page has been updated to include a 

summary of PSC Inspections entered for the vessel. 

Access to all functionality related to PSC, i.e. to add, edit or view a record is controlled 

by a new SIRE Vessel Operator role.  

19.1 SIRE Vessel Operator – PSC Inspection Role 

To access the new PSC functionality, users must either: 

• be an administrator within the SIRE Vessel Operator account or; 

• hold the ‘User Can Manage PSC Inspections’ role. 

 

19.2 PSC Inspections screen 

If the currently logged on users possesses the ‘User Can Manage PSC Inspections’ role, 

then a new tab will be displayed on the top navigation bar.  
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Clicking upon the tab will display the PSC Inspection summary screen. The PSC 

Inspection screen will display a grid of recorded PSC Inspections with the following 

column headers: 

• PSC Inspection Date 

• Current Vessel Name 

• Vessel Name at Inspection 

• Inspection Type 

• Authority 

• Inspection Port 

• Number of Deficiencies 

• Vessel was Detained  

• PSC Inspection Status 

• Link through to View PSC Inspection Record 

The grid is searchable by vessel name and date range. 

 

Selecting the ‘Add PSC Inspection’ button launches the ‘Add PSC Inspection’ screen. 

19.3 Add PSC Inspection 

A PSC Inspection must be associated to a SIRE Vessel record, if accessing the ‘Add PSC Inspection’ 

screen from the ‘PSC Inspection Summary Screen’ a dropdown will be displayed listing the Operators 

current fleet: 
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Selecting the desired vessel will display the vessel details for review: 

There is another path to the ‘Add PSC Inspection’ page directly from the Vessel Details 

page which will pre-populate the PSC Record with the vessel details. See the section on 

the SIRE Vessel Details Page updates for further information. 

 

The user must confirm the details are correct before proceeding, returning to the Vessel 

Details page or HVPQ to update details if required. 

Selecting ‘Confirm’ will allow entry of the PSC Inspection Details: 

 

The following information is captured upon the PSC Inspection Details page. 

• Type of inspection – [dropdown] 

o Initial Inspection  

o More Detailed Inspection 

o Expanded Inspection 

• Authority – [dropdown] 

o List of PSC Authorities 

• Vessel was Detained? – [Dropdown] 

o Yes 
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o No 

• Number of Days Detained – [integer] – This is a conditional field and will only 

display which a Yes response to the Vessel was detained dropdown. 

• Date of initial PSCO visit – [date picker] 

• Date of final PSCO visit – [date picker] 

• Port – [dropdown]  

o List of Ports derived from MTIS Port list 

• Terminal – [Free Text] 

• Operation – [Dropdown] 

o VIQ Operations list 

 

19.4 Disclaimer 

A disclaimer is displayed that the Vessel Operator must agree to in order to create the 

PSC Inspection record. The disclaimer states that the submission of PSC Inspection 

information is purely voluntary, and that upload of information and documentation is 

entirely at the Operators own risk. 

As with SIRE Incident reporting, Operators will have the option to publish the PSC 

Inspection record immediately or for the record to remain in a ‘Draft’ status for 24 hours 

after initial creation.  

Once published a PSC Inspection record may only be added to, it will not be possible to 

edit or delete a record. PSC Inspection details may only be edited or deleted during the 

initial 24 hours, whilst the record is in a ‘Draft’ status. 

 

19.5 View PSC Inspection Details 

The View PSC Inspection details screen summarises the Vessel Details at the time of 

inspection, along with the PSC Inspection Details. 
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The user can add Inspection Deficiencies within the 24hour draft period or until 

published. Comments/Documents can be added to the PSC Inspection at any time. 

19.6 Add Deficiency 

PSC Inspection Deficiencies are added to the PSC Inspection record by selecting ‘Add 

Deficiency’. Users will be able to select the ‘Area of Deficiency’ from a dropdown, which 

in turn will determine the options available for the ‘Defective Item’ dropdown.  

The ‘Area of Deficiency’ and ‘Defective Item’ lists match the published of deficiency 

codes Paris MoU. 

 

 

 



                            

OCIMF SIRE Operator Access | Page  111 

The ‘Nature of the Defect’ and if the Deficiency led to the detention of the vessel are the 

other fields required when adding a deficiency.  

As deficiencies are added, they will be displayed within the Deficiencies grid upon the 

‘View Inspection Details’ page– If the PSC Inspection is in ’Draft’ status then the 

deficiency can be deleted if required. 

  

Once the PSC Inspection record is published, deficiencies cannot be amended. 

19.7 Add Document 

Documents can be added from the Operator Comments and Documents grid upon the 

‘View Inspection Details’ page. 

Documents can be categorised as either: 

• Form B 

• Inspection Report 

• Supporting Documentation 

As Documents are added, they will be displayed upon the ‘View Inspection Details’ page 

– If the PSC Inspection is in ’Draft’ status then documents can be deleted if required. 
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19.8 Add Comment 

The Comments entry screen allows entry of a Comment Title and a textual comment. 

As Comments are added, they will be displayed upon the ‘View Inspection Details’ page 

– If the PSC Inspection is in ’Draft’ status then Comments can be edited or deleted if 

required. 

 

19.9 SIRE Vessel Details page 

The SIRE Operator Vessel Details page contains a display of the number of PSC 

Inspections that have been recorded for the Vessel, broken down by the number 

recorded for the current and any previous operators.  

 

The user can create a new PSC Inspection record directly from the Vessel Details Page. 
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20  Remote Inspections 

20.1  Remote Inspections Workflow  

The Remote Inspection functionality allows an inspector to carry out an inspection 

without the need to go onboard the vessel. Once a remote inspection is booked the 

Operator must provide documentation to the Inspector. This includes the use of the 

Inspection Documentation and Vessel Certification Repositories. The Operator also 

provides responses to the Inspection questions for the Inspector to review, shown in 

the flowchart below by the Operator Data Submission box. The workflow for the remote 

inspection process is outlined below: 

 

 
 

20.2 Inspection Booking 

Once a remote inspection has been booked by the Submitting Member, the Vessel 

Operator will receive a system-generated email confirming details of the inspection 

and this email will include a booking code. The booking code is required for the 

Operator Data Submission Stage. Upon a remote inspection being booked the following 

options become available to the operator: 

• Inspection Document Repository 
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• Operator Data Submission 

  

 The Inspection Document Repository and Certificate Repository will become available 

to the Inspector commissioned to carry out the inspection as soon as a booking is 

created. Documents uploaded to the repositories by the operator will be available to 

the Inspector shortly after the documents are uploaded. The inspection and certificate 

documentation will remain available to the inspector until the inspection report is 

published.  

 

20.3 Certificate Repository 

Details about how to upload certificates to the certificate repository are available in the 

chapter on Uploading a Certificate 

20.4 Inspection Document Repository 

Details about how to upload an inspection to the Inspection Document Repository are 

available in the chapter on  Upload Inspection Documents. 

20.5 Operator Data Submission 

The Operator provides answers to the inspection questions for the Inspector to review. 

To view the question set the Operator can use the Online Inspection Editor using the 

same login details as their Sire account. The Online Vessel Operator Data Submission 

Editor can be accessed via the following link:  

  

• https://editor.ocimf.org/sviq-editor8/  

 

 

https://editor.ocimf.org/sviq-editor8/
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20.5.1  Inspection Booking Code 

To access the question set for the remote inspection within the online editor the 

Operator will require the inspection booking code. The booking code can be found in 2 

locations: 

• Email received upon Remote Inspection Booking being created 

 

• Inspection Booking Page within Sire. 

 
 

20.5.2 View Operator Data Submission – Variants 

On the Operator Data Submission page, select Variants applicable from the Inspection 

Variants grid and Save Variants.  

Inspection Variants can be saved without selecting any Variants.   

When Variants have been saved they cannot be changed. An error message explains 

this when Save Variant is selected.  
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Select the Online Editor button and log on to access the Remote Inspection report. 

If the Variants have not been selected an error occurs when trying to create the 

inspection document in the Online Editor. Return to the Operator Data Submission page 

and Save Variants.  

VIQ Remote Inspection.  

 

BIQ Remote Inspection.  

 

 

20.5.3 Online Inspection Editor Process 

The following steps go through how to enter and submit the Operator responses to the 

Inspection Questions: 

1. Open Online editor by using the following link 

https://editor.ocimf.org/sviq-editor8/ 

2. Log into the Online Vessel Operator Data Submission Editor using your Sire 

account number, username and password. 

https://editor.ocimf.org/sviq-editor8/
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3. Select New Inspection   

  

  

4. Enter the Inspection Booking Code provided and select ‘Create Document’  

  

  

5. Questions from the commissioned Inspection Questionnaire requiring Vessel 

Operator Data Submission are downloaded to the Editor. Selecting the Report, 

opens the Inspection Questionnaire to allow Operator Data entry  
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6. All questions requiring operator entry are listed within the left-hand pane, 

selecting individual questions will open the question and response pane.  

 

  

  

7. Respond to questions  

  

8. Upon completion of all questions, select ‘Submit’ to submit the questionnaire 
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9. Enter your password at the prompt to submit. Submitting the question set 

confirms that the questionnaire is complete. The inspection can only be 

submitted once.    

 

 
 

  

20.5.4 Operator Declaration 

Once the operator has completed and submitted their responses to the “operator data-

submission questions” the operator will be required to submit a declaration attesting that 

the information they have provided is true and accurate.  

Upon submission of the Operator Declaration, the vessel inspector is notified that all 

necessary information has been uploaded and is available for review.  

 

The process to sign the Operator declaration is as follows:  

1. Navigate to the Inspection Booking page, and select ‘View Operator Data 

Submission’  
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2. Verify that all necessary Vessel Certificates and Inspection Documents has been 

uploaded and that the Operator Data Submission is complete by selecting the 

confirmation tick-box, followed by selecting ‘Submit Declaration’    

 

  

  

3. An automated email notification will be issued to the Vessel Inspector, example 

below. 
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21 Contact Support  

By selecting ‘Contact Support’ icon from the top menu an additional popup screen will 

open at the bottom of the screen. Complete the required fields and Send. A support 

ticket will be raised directly to the OCIMF SIRE Support Helpdesk. 

 

Please provide as much information as possible including the task that you are 

attempting to perform, the Vessel details and any error information that is displayed. 

 

END OF DOCUMENT 

 

 

 


