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Agenda

• New C-TPAT Portal Background
• Why the Changes? 
• User Roles 
• Security Profile 
• Validation Response
• Uploading Documents
• SVI Update
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Why is a New Portal Needed?
• Aging infrastructure was no longer supported by CBP 

and presented potential web security problems
• Addition of Importer Self Assessment (ISA) and allows 

for future growth
• Mutually Recognized (MR) foreign program registration 

now possible
• Multiple C-TPAT accounts located in one location

• Security Models
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About This PowerPoint
• Compiled key portal issues/areas of difficulty
• Uploaded a newly updated Portal Manual 

• Located in the Public Library
• Also on cbp.gov 

**Will be updated as needed to show all updates

• Tips
• How to get through common areas of difficulty
• Flow – get an idea of the general format
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Cbp.gov – Where to Find the Manual 
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Public Library- Portal Manual
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Public Library 
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Portal Updates
• On March 23, C-TPAT pushed a major update 

to the live portal.  The release container nearly 
70 individual fixes, improvements, and 
structural updates.  

• C-TPAT has streamlined our internal process for 
managing the portal, - bug reporting, fix 
development, requirement development, 
release schedule, and critical fix schedule. 
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Portal Updates
• C-TPAT will continue to reach out to Partners 

for their input on their user experience and 
needs.

• While C-TPAT development team works to 
improve the portal, recent focus has been on 
the security profile questions, critical bug fixes, 
and the Status Verification Interface (SVI). 
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New Side Bar Menu
• Arrows to allow for better use of space
• Same menu content
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Adding Users 
Trade and C-TPAT Account
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To add a user to a Trade Account, you must first go 
to the Trade Account



Trade Support Network Plenary Session
April 5-7, 2016

Once in the Trade Account Profile, click on “Users”.  
All current users will appear.
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On the bottom of that page, click on “Add”
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Complete all the information for the contact and 
click on the “Save to the list below”
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Don’t forget to press “Save” to ensure they are 
saved to the List of Users.
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You will then see the user added to your list in the Trade 
Account.
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BUT you must click “Save” to keep the User on the 
list!
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To Save the user to a C-TPAT account within the Trade Account, 
click on C-TPAT account in the lower left navigation box.
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On the Main Menu dropdown, select “Company 
Profile”
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The screen below will appear.  Click on “Contacts"
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The screen below will appear, and you will see the new 
user is available to associate with the C-TPAT account.
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Select the role the user has; Officer, Employee, Consultant, and 
if they are to receive email from the Portal. (1)  Then click the 

“Save” button (2) on top.

1

2
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After clicking Save it will bring you back to the home page of the 
C-TPAT account.  To verify the new user has been added, you can 

go back to the company profile and select “Contacts.”  
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Deleting Users 
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To delete a user, you must first navigate to the Trade 
Account
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Once in the Trade Account, select  “C-TPAT Accounts” 
located in the left Trade Account Information Section
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And in the Main Menu drop down, select Company Profile
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This screen will appear.  Select “Contacts”
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The screen below will appear.  Click the “Contacts” tab, select 
the user you wish to delete and uncheck their association with 

the C-TPAT Account.   Click “Save”



Trade Support Network Plenary Session
April 5-7, 2016

After saving, you will be brought to this screen.  
Click on the “Trade Organization”
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The screen below will appear.  
Select the “Users” tab.
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This screen will appear.  
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Highlight (1) the user you wish to delete and click 
on the “Delete” button (2) on the bottom.

1

2
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You will receive this message, select “Delete”
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Acknowledge the alert by clicking “Close”
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Ensure you click “Save”
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If you see this screen, you have neglected to first delete the user 
from the C-TPAT Accounts and must do so before deleting from 

the Trade Account.
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Security Profile 
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Security Profile - Tips

• Your Portal 1.0 Security Profile is located in 
Partner Documents (remember that before 
rewriting documents)

• Certain criteria require documents be uploaded 
(this has changed)

• If the profile has been submitted for SCSS 
review, it cannot be updated – needs to be 
rejected back to   C-TPAT Partner
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Security Profile - Tips
• Ensure all company profile information is 

updated (including CEE information - for 
importers) or it cannot be submitted 

• Security Profile – Only a company officer can 
submit the security profile.  
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Security Profiles –
Go to C-TPAT Accounts
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Select “Main Menu” Drop Down – Select “Security Profile” 
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Navigation Cautions!
Save and Submit vs. Save/Next –

Upper level buttons will navigate you out of the Security Profile!  
Always use Save/Next button while navigating within the profile. 
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Security Profile Navigation



Trade Support Network Plenary Session
April 5-7, 2016

Document Upload/Associate
Note: As of  1/7/2015 – Associate Function WAS Temporarily Disabled
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Security Profiles - Associate Function Now 
Working as of 4/2/16

• Allows the user to upload documents
• Associate those documents with other 

questions
• Saves on typing/cutting/pasting, etc. 
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Security Profile-Associate Files
First upload files if none are present
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Associate Files in Security Profile
Then the Associate Files box pops up, select a file.
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Responding To Validation 
Recommendations or Actions
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Validation Response – Prepare before 
continuing on further…..
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Validation Response 
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Validation Response- Select the 
“Pending” Validation
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Validation Response – Exec 
Summary & Site Visits Tabs 
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Validation Response – Last Step
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Uploading Documents 
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Uploading 
Documents

In Trade Account 
Information, click 
on Documents
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Uploading 
Documents

Then select 
Upload
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SVI Update
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SVI (Update) – Joining- Opting in, 
To Share Information with Others

“Share More” 
option will 
share contact 
information 
and Tier 
levels with 
those 
monitoring 
you. 
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SVI (Update) – Sending C-TPAT Status To 
a Business Partner
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SVI (Update) – Requests to Monitor 
Business Partners
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SVI (Update) – Requests to Monitor 
Business Partners
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SVI (Update) – Monitoring Tab
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SVI (Update) – Monitoring Tab
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Reporting Problems and 
Locating Your SCSS
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Report
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Problem Report Procedures
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Finding Your Specialist Name 
and Contact Information 
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Finding Your SCSS

Select C-TPAT Accounts 
under Partnership 
Programs at the bottom 
left
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Specialist Name and Phone Number 
Appear in Green
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Portal Manual…
Being Updated Regularly…
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Thank You!

If you have further questions, please contact your SCSS for 
additional assistance.



Trade Support Network Plenary Session
April 5-7, 2016

ITDS Committee 
Import PGAs, NHTSA & EPA 
April 6, 2016
3:00 – 4:00 PM
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Wi-Fi: HQ – Guest 

Username: jefferson

Password: USDAguest
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Revenue Committee & 
Surety Accounts 
April 7, 2016
8:30 – 9:15 AM (Revenue) 
9:15 – 10:00 AM (Surety)
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Break
10:00 – 10:15 AM
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Wi-Fi: HQ – Guest 
Username: jefferson

Password: USDAguest
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Drawback 
Subcommittee
April 7, 2016
10:15 – 12:00 PM
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