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Placing a Vessel Order

Step-by-step instructions to help you place a vessel 
order.
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For questions, please email ABSServiceDesk@eagle.org.
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How to Place a Vessel Order 

1) How to Place a Vessel Order 
1 Login to the ABS MYFREEDOM  CLIENT PORTAL.

2 Select Place Vessel Order from the Place Order drop-down options.
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You can place Vessel Orders as Customers on the ABS MYFREEDOM  CLIENT 
PORTAL as follows:
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3 The Place Order pop-up is displayed.

4 Select the Vessel from the dropdown. According to selected vessel, work types are 
displayed under the Pre-Place Order section.

5 Choose the Attendance type either Remote or Physical.
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Note: The options for placing an order will depend on the vessel selected, and you can 
choose any available option to proceed.



9 In the Contact Info section, the requestor name is pre-selected as Same as 
Requestor for Local Point of Contact.
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6 The Order Details section is displayed.

7 Modify details like Order Type, First Visit Date, Request Date, Attendance Type, 
and Last Visit Date if required.

8 In the Location Info section, the ABS Attending Office is either auto-populated or 
must be manually entered, depending on the selected Attendance Type.
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Note: To assign survey responsibilities to a different individual as the Local Point of 
Contact, you need to click Create New Contact. Enter the required details and save 
them. Alternatively, you can choose a contact from the drop-down menu to designate as 
your Local Point of Contact.
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10 Under the Scheduled Surveys/Audits section, you will see all Overdue/Due 
surveys within 60 days.
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Note: The Request Extension option applies to Periodic surveys like Special, Renewal, 
intermediate, and retest.

Note: The attachment option is available for selected surveys, and any attachments 
added to these surveys will be accessible in the generic Attachments section.
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Under the Other Surveys/Audits section, you can add Additional, Initial, and/or 
Occasional Surveys/Audits to the work order by selecting your preferred options 
as demonstrated.

12
In the Findings section, you can view all findings that are coming due or overdue. 
Like Surveys, Findings will be automatically selected in order, but you can deselect 
them using the same method.
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Additional information 
fields will appear based 
on the selected survey. 
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You can drop a file or click to upload to attach a file under the Attachments 
section. Attachments from the Scheduled Surveys/Audits and Findings will be 
accessible in this section.

14 In the Notify Additional Recipients section, the requestor will automatically 
receive all notifications related to the orders by default.

15 You can also add recipients to receive notifications for the same orders. Simply 
enter their email address and click Add Recipient to include them.

16 The Additional Info section allows you to provide any information you wish to 
share with the Surveyor or Auditor.

17 Click Review Order.
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Note: The Save Draft button will keep the order in the draft, any modifications can be 
made to the draft before submission.
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Verify that the following details are accurate:  
• Selected Surveys/Audits  
• Findings
• Additional Information, Comments, and Attachments 

19 Click Submit.
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20 Once your order has been submitted, you will see a pop-up display showing your 
temporary order number.

21 Click Active Orders in the pop-up window to access your Vessel Active Order 
pages.
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22 The newly created Vessel Order will be available under the Active Orders section.
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23 Once an order is placed, order-related information is sent via email to the requestor 
and port office.
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