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Vessel Management Portal 
User Guide 

This guide explains how to log in, submit your fleet data, confirm changes, and complete 
your award application using the CSA online portal. 

For assistance contact: 
awards@csashipping.org 
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1. Overview 
The CSA Vessel Management Portal is the online system used to submit vessel data for the 
Environmental Achievement Awards and Jones F, Devlin Awards. For each award cycle, 
participating companies use the portal to review their previously submitted information, submit 
changes, confirm their submission, and if necessary, pay the participation fee.  
 
The portal is used by two types of participants: 
 

User Type Description 

CSA Members  No participation fee is required. 

Award Applicants (Non-
Members) 

Companies participating in the awards program that are not CSA 
members. A participation fee is required to complete the 
submission. 

 

2. Using the Portal 

2.1 Logging In 
Step 1. Go to csashipping.org and click Log In in the top navigation bar. 
Step 2. Enter your username and password. If you have forgotten your password, use the 
Forgot Password link on the login page. If you do not have a login, please contact 
awards@csashipping.org. 
Step 3. Once logged in, navigate to the Vessel Awards Management Portal. You will see a 
welcome message with your name and company. 

 

⚠ Important 
Your portal account is linked to your company. All vessel data you submit is associated with 
your company name as it appears in your account profile. If your company name appears 
incorrectly, please contact awards@csashipping.org before submitting. 

 

2.2 Understanding the Awards Submission Process 
The portal home page helps you navigate the two main steps in awards submission and also 
hosts the CSV template.  Step 1 allows you to review previous submissions, and download a 
CSV of your previous submissions. Step 2 allows you to upload a CSV file with changes, 
updates, and modifications for this year.  
If your company has no previous fleet on record (first-time participants), Step 1 will show a 
notice and direct you to download the CSV template to get started.  
You do not need to complete everything in one session — you can return to the portal at any 
time before the submission deadline to upload more changes, or continue where you left off. 
 

 

https://www.csashipping.org/
https://csashipping.org/vessel-awards-management/
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3. Step 1: Review Previous Submission 
Before uploading updates for this year, please review last year’s submission. This helps you 
understand what is already on record with CSA and identify what needs to be added, removed, 
or updated. 
 

Step 1. From the portal home page, go to STEP 1: REVIEW PREVIOUS SUBMISSION and 
click VIEW VETTED FLEET. 
 
Step 2. Review the list of vessels that were approved last year. 
 
Step 3. Download the list as a CSV using the Export to CSV button to use your previous 
submission as the basis for this year's upload. 
Step 4. If all vessels remain the same and no changes are needed, click I Confirm These 
Vessels Meet the Award Criteria to confirm directly without uploading a new file. 

 
If this is your first time participating, the vetted fleet page will show a notice that no previous 
fleet is on record. Download the CSV template and proceed to STEP 2: SUBMIT CHANGES 
FOR THIS YEAR. 
 

4. Step 2: Submit Fleet Data for This Year  

4.1 Preparing Your Fleet CSV 
All vessel data must be submitted using CSA’s standard CSV template. Download the 
previous year’s submission to make it easier. A clean template can be downloaded from the 
portal home page for first time users. 

CSV Column Reference 
Column Description 

A — Parent Company Name The name of the holding or parent company. Required. 

B — Subsidiary Name The operating company name. Required. Must match your 
company label in the portal. 

C — Vessel Name The name of the vessel. Required. Rows with no vessel name are 
skipped. 

D — Date of Last Incident 
(MM/DD/YYYY) 

The date of the most recent incident, or if no incidents have 
occurred, the date the vessel entered service. Format must be 
MM/DD/YYYY. 

E — Subsidiary Name for 
Certificate (if different) 

If the operating company name on the certificate should differ from 
Column B, enter it here. Leave blank if the same. 

F — Vessel Name for Certificate 
(if different) 

If the vessel name on the certificate should differ from Column C, 
enter it here. Leave blank if the same. 
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📋📋  Rules for the CSV File 
Do not modify, rename, or reorder the column headers. The system relies on them being 
exactly as provided. Save the file as .csv before uploading. Enter one vessel per row. 

 

Tips for Preparing Your Data 
• Use the download CSV of the previous year’s submission as your starting point each 

year rather than creating a new file from scratch. 
• If no incidents have occurred for a vessel, enter the date it entered service in Column D. 
• Dates must be in MM/DD/YYYY format — for example, 06/15/2024. Other formats will 

trigger a warning in the system. 
• If a vessel's name on the certificate is the same as its operational name, leave Column F 

blank. 
• Remove any vessels that no longer qualify or are no longer in service. 
• You can upload a new CSV as many times as needed before confirming — each upload 

replaces your previous submission. 
 

4.2 Uploading Your Fleet CSV 
Step 1. From the portal home page, click Upload Fleet CSV in the STEP 2: SUBMIT 
CHANGES FOR THIS YEAR. 
 
Step 2. On the upload page, click Choose File and select your completed CSV file. 
 
Step 3. Click Submit. You will see a confirmation message once the file has been 
processed. 
 
Step 4. Click View & Confirm Changes to proceed to the Fleet Change Review. 

 
 

🔄🔄  Re-uploading 
If you need to make corrections after uploading, simply upload a new CSV file. Each upload 
completely replaces your previous submission. You can re-upload as many times as needed 
before confirming. 

 

4.3 Review and Confirm Fleet Submission 
After uploading your Fleet CSV, if you have previously submitted, the portal compares your 
new data against last year's vetted fleet and displays a summary of all changes. Review 
this carefully before confirming. 
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Change Summary Counts 
Status Meaning 

Added Vessels in your new CSV that were not in last year's vetted fleet. 

Removed Vessels in last year's vetted fleet that are not in your new CSV. 

Changed Vessels present in both lists but with updated information (e.g. 
date, company name, or certificate name). 

Unchanged Vessels present in both lists with no changes. 

The Comparison Table 
Below the summary counts, a detailed table shows every vessel with its status highlighted: 

• Green rows — vessels being added 
• Red rows — vessels being removed 
• Yellow rows — vessels with changes 
• White rows — unchanged vessels 

 
For changed vessels, the Comments column will automatically describe what has changed — 
for example, Date of Last Incident changed from 06/15/2022 to 06/15/2024. You do not need to 
fill in comments manually. 
 

⚠  Date Format Warnings 
If any vessel has a date that does not match MM/DD/YYYY format or is not a valid calendar 
date, a warning will appear in the Comments column. Correct the date in your CSV and re-
upload before confirming. 

 

Overall Notes 
Below the comparison table there is an Overall Notes field. This is optional. Use it to provide 
any general comments about your submission — for example, to explain why certain vessels 
were added or removed, or to note any unusual circumstances. 
 

Confirming Your Changes 
When you are satisfied that the vessel list is correct, click the I Confirm These Vessels Meet the 
Award Criteria button at the bottom of the page. Note: You can submit a new CSV after 
confirming your changes until the submission deadline. Each CSV upload will overwrite previous 
submissions. 
 

✅  Before You Confirm 
By clicking the confirm button you confirm that all listed vessels meet the applicable award 
criteria. 
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5. Finalizing Your Submission 
After confirming your fleet CSV, all users will be directed to the mailing address confirmation 
page. If needed, certificates will be mailed to the address on file. 
 

📬📬  US Addresses Only 
Certificates are only mailed to US addresses. If your mailing address is outside the United 
States, contact awards@csashipping.org to make alternative arrangements. 

 
Step 1. Review the address shown on screen. 
 
Step 2. If the address is correct, click Yes, this address is correct. Your submission is 
complete. If the address needs to be updated, click No, update my address and fill in the 
form. Click Save Address, then confirm the updated address. 

 

6. Participation Fee (Non-Members Only) 
If your company is not a CSA Member or Associate Member, a participation fee is required to 
complete your submission. The fee covers the costs of administering the program and 
producing the certificates. 
 

Fleet Size Fee 

Fewer than 400 vessels 
confirmed 

$600 

400 or more vessels confirmed $800 

 

Payment Process 
Step 1. After confirming your address, you will see the payment details showing your vessel 
count and fee. 
 
Step 2. Click Pay Now to proceed to the secure Stripe checkout. 
 
Step 3. Complete payment using a credit or debit card.  
 
Step 4. After payment, you will receive a confirmation message and a receipt from Stripe. 

 

🔄🔄  If You Need to Re-upload After Paying 
If you have already paid and need to make changes to your vessel list, contact 
awards@csashipping.org. If your updated vessel count remains in the same fee tier, no 
additional payment is required. 
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7. Common Questions 
Can I make changes after confirming? 
Yes. You can re-upload a new CSV at any time before the submission deadline. Each upload 
replaces your previous submission and you will need to confirm again. If you are a non-member 
who has already paid, contact awards@csashipping.org before re-uploading. 
 

What if a vessel name is spelled differently than last year? 
The system matches vessels by name. If a vessel's name has changed or was spelled 
differently, it will appear as a new addition, and the old name will appear as removed. Use the 
Overall Notes field to explain the change. 
 

What if the Date of Last Incident field shows a warning? 
Dates must be entered in MM/DD/YYYY format. If the system flags a date, correct it in your 
CSV file and re-upload. For example, enter June 15, 2024 as 06/15/2024. 

What if my company has no previous fleet on record? 
First-time participants will see a notice on the vetted fleet page. Download the CSV template 
from the portal home page, fill in your vessel data, and proceed directly to the upload step. 

What if I need to add a vessel that was not in last year's list? 
Simply include the vessel in your new CSV upload. It will appear as Added in the comparison 
table. Confirm that it meets the two-year eligibility requirement before including it. 

What does 'Subsidiary Name for Certificate' mean? 
If the company name that should appear on the award certificate is different from the operating 
company name listed in Column B, enter it in Column E. This is common when a vessel is 
operated by a subsidiary but the certificate should be issued in the parent company's name. 
Leave it blank if the names are the same. 

I confirmed my vessels but forgot to upload a corrected CSV. What do I do? 
Contact awards@csashipping.org as soon as possible. CSA staff can reset your submission so 
you can re-upload. Do not attempt to submit again through the portal without contacting us first. 
 

8. Contact & Support 
For any questions about the portal, your submission, or CSA’s Awards programs, contact 
awards@csashipping.org.  
 
 

mailto:awards@csashipping.org
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