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Instructions for Submitting
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via a Broker’s ACE Secure Data
Portal Account
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* An Account Owner (AO), Proxy Account Owner (PAO) or Trade Account User (TAU) with access to the

importer tab from their broker ACE Portal account may submit information from the CBP Form 5106 via the

ACE Secure Data Portal.

« After an AO, PAO, or TAU logs into their Broker ACE Portal account, they will click on the Accounts tab to

view their Broker account information.

» From the Broker view, the AO, PAO or TAU will need to click on the View: box drop down menu arrow to
select Importer to switch to the Importer view and then click on to reload the Importer view.
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* From the Importer view, the AO, PAO or TAU will need to click on the Create Importer hyperlink from the

“Select Task” section of the “Task Selector” portlet to begin the process of submitting the information from the

CBP Form 5106 to ACE.
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Create Importer in New ACE Cancel

* From the Importer portlet, the AO, PAO or TAU will need to click on the button Create Importer in New ACE
to launch the new Importer account module.
« For more information on creating an importer in new ACE, please review the Importer Accounts — 5106 QRG

posted on CBP.gov.
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https://www.cbp.gov/document/guides/quick-reference-guide-importer-accounts-form-5106

