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TESTING NOTICE

The new ACE Truck e-Manifest application for Trade users will be available in the testing
environment temporarily for testing purposes only. This application will not interact with any other
ACE systems; it will be self-contained. As a result, system and account validations will not be
available during the testing phase. In addition, some application functionality will not be available
until future releases. This is indicated with future functionality notations where applicable.

DEVELOPMENT NOTICE

Development for the new ACE Truck e-Manifest System is ongoing; this document reflects
functionality as of November 2019.
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Topic 1: Introduction to the Truck Manifest Trade Portal

This Quick Reference Guide (QRG) will cover accessing and navigating the new Truck Manifest Trade Portal.

The new ACE Truck e-Manifest web-based application for the Trade allows carriers to submit electronic truck
manifests (formerly trips) and bills of lading (formerly shipments) to U.S. Customs and Border Protection (CBP)
prior to a truck’s arrival at a United States land border crossing.

The new ACE Truck e-Manifest application will be available during the testing phase to allow users to become
familiar with processing manifests in the new environment. This processing should utilize test data rather than any
personally identifiable information (P11). During the temporary testing phase, no data will be shared between the
legacy ACE Secure Data Portal and the new Truck Manifest Trade Portal. Users should continue to use the
ACE Secure Data Portal, ACE e-Manifest: Truck system for their normal manifest processing.

ACCESSING THE TRUCK MANIFEST TRADE PORTAL

Users must have an account in the ACE Secure Data Portal to access the Truck Manifest Trade Portal. Truck
carriers with a current account for the ACE Secure Data Portal, ACE e-Manifest: Truck system will
automatically have access to the new ACE Truck e-Manifest application.

Users that are new to Truck e-Manifest processing will need to request an ACE Secure Data Portal account to
access the new Truck Manifest Trade Portal. Reference the following link for additional information on getting
started with the ACE Secure Data Portal: https://www.cbp.gov/trade/automated/getting-started/portal-introduction.

LOGIN

Trade users will log in to the Truck Manifest Trade Portal by using the link on the cbp.gov Trade page and then
entering the account username and password.

LoG IN TO TRUCK MANIFEST TRADE PORTAL USING THE URL

1. Open aninternet browser session and navigate to the cbp.gov Trade page
(https://www.cbp.govi/trade).

2. Inthe Trade section on the left (you may need to scroll down), select the ACE and Automated
Systems hyperlink.

The ACE and Automated Systems page displays.

3. Locate and select the Truck Manifest Testing link.

The Log In dialog box displays.

e ———
November 2019 Publication 0987-1119 1


https://www.cbp.gov/trade/automated/getting-started/portal-introduction
https://www.cbp.gov/trade

Quick Reference Guide Topic 1: Introduction to the Truck Manifest Trade Portal

Truck Manifest Trade Portal - Access and Navigate the Truck Manifest Trade Portal

4. Inthe Log In dialog box:

NOTE: The username and password usedto log in to the Truck Manifest Trade
Portal is the same as the ACE UserID and password used to log in to the ACE
Secure Data Portal. Fields thatare required are marked with an asterisk (*).

a. Inthe Username *field, type the account username.
b. Inthe Password * field, type the account password.

NOTE: The password will need to be changed or resetin the ACE Secure Data

Portal. Use the Forgot Password? Reset Now hyperlink at the bottom of the
Log In dialog box to reset the password in the ACE Secure Data Portal.

c. Selectthe Go To Account button or press Enter on the keyboard.
The Truck Manifest Trade Portal displays.

Log In

Username *

Password *

Go To Account

f you need assistance with the portal, please contact the CBP Technology Support Center at 1-866-530-
4172 for trade and PGA users, or 1-800-927-8729 for CBP personnel.

O& Forgot Password? Don't Have an Account? ACE & Automated Systems
leset Now Apply tor One Get Starte
= Reset N Apply for O Get Started

TRUCK MANIFEST TRADE PORTAL

Once you log in to the new ACE Truck e-Manifest system for the Trade, the Truck Manifest Trade Portal
displays which allows easy access to creating a manifest, creating a bill of lading, and adding account data, such
as drivers, conveyances, equipment, shippers, and consignees.

This functionality is covered in greater detail in the other quick reference guides (QRGS) in the ACE Truck e-
Manifest — Trade series:

e Create a Manifest QRG
e Create aBill of Lading QRG
¢ Maintain Account Data QRG.

e ———
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U.S. Customs & Border Protection

: Truck Manifest Trade Portal & Thomas Roberson: ZZZ7 *
ment of Mo i

Dashboard Manifest Bill of Lading Account

Dashboard e Create

2 Crew L 4 vehicles [ ™ 4 cCcommerical Parties

Notifications o m (1 ]}

LT
N

o Learn about the new user interface training guide. Dismiss -

o System issues, questions, or feedback, email trade@chp.dhs.gov. Dismiss >
In this test environment, actual account information is unavailable. Please exercise the system by creating test account data such as crew, commercial parties, and vehicles. Dismiss >
Avoid using personal identifiable information.

0 New features coming soon such as templates and entry status. We will communicate when those are available, Dismiss >

(Future Functionality)

Figure 1: Truck Manifest Trade Portal

A Title Bar and four main tabs (Dashboard, Manifest, Bill of Lading, and Account) display at the top. These
appear on all screens of the application for easy access to the Truck Manifest functionality. Also, a Create button
displays at the top of each main tab.

U.S. Customs & Border Protection
partment of Homeland Security

Truck Manifest Trade Portal &% Thomas Robertson: ZZZZ v

Dashboard Manifest  Billof Lading  Account

Dashboard o Create

Figure 2: Title Bar, Main Tabs, and Create Button

TITLE BAR

The Title Bar includes the User Menu, located in the upper right corner, which shows the User Name and SCAC
Code for the account user. This menu contains two options:

e Switch Account - allows switching to a different account but not a different user.
e Logout - logs the user out of the application.

e ———
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SWITCH ACCOUNT MENU

To switch to another ACE Portal carrier account as the preparer for new manifests or bills of lading, select the
Switch Account drop-down menu and then select another carrier account. The new carrier name will then display
at the top.

a Thomas Robertson: ZZ77

& BCDR BC Cargo Movers ~

7277 Fred's Trucking. ™

2272 Fred's Trockmng
BCDA, BC Cargo Movers

. CDBA, Pops Logistics
Figure 3: Switch Carrier Account Menu and New Carrier Name

NOTE: To switch to another account user, the user will have to logout and log in as the other user.

MAIN TABS
Four main tabs:

e Dashboard - displays the number of crew, commercial parties, and vehicles that have been added to the
carrier account; and reminder, informational, and warning notification messages.

¢ Manifest — displays the Manifest List page with a list of the saved as draft and submitted manifests for
the carrier and allows entering search criteria to narrow the list to specific manifests, as well as editing the
listed manifests or creating new ones.

e Bill of Lading — displays the Bill of Lading List page with a list of the saved as draft and manifested
BOLs for the carrier and allows entering search criteria for specific BOLs, as well as editing the listed
BOLs or creating new ones.

e Account —displays the Account page that allows searching for and adding, editing, and deleting crew,
vehicles, and commercial parties to the carrier account.

Each of the four main tabs will be covered in greater detail in the topics that follow.

CREATE BUTTON AND MENU
The Create button displays the Create drop-down menu with 5 options:

e Manifest — displays the Create Manifest page and the manifest header information. Refer to the Create
Manifest Quick Reference Guide (QRG) for further details.

¢ Bill of Lading — displays the Create BOL page and the BOL header information. Refer to the Create
Bill of Lading QRG for further details.

e Crew —displays the Account Add Crew page to enter driver and documents information. Refer to the
Maintain Account Data QRG for further details.
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e Vehicles —displays the Account Add Vehicles page to enter conveyance, equipment, insurance, license
plate, and seal information, if applicable. Refer to the Maintain Account Data QRG for further details.

e Commercial Parties —displays the Account Add Commercial Parties page to enter shipper or
consignee information. Refer to the Maintain Account Data QRG for further details.

o Create

Manifest

mercial Pal

Bill of Lading

e
~

Crew

Dismiss
Vehicles

Dismiss
Commercial Parties

{ Dismiss - -

Figure 4: Create Button and Menu

Y W O Y
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Topic 2: Dashboard Tab

This topic presents the Dashboard tab. The Dashboard tab includes a quick summary of truck manifestand BOL
information specific to the carrier account. This includes information such as notification messages and the
number of crew, vehicles, and commercial parties associated with the account; as well as quick access to truck
manifest functionality such as creating a manifest and BOL and adding crew, vehicles, and commercial parties to
the account.

The Dashboardtab is divided into the following sections:
e Create button (reference Topic 1)
e Saved Account Data buttons
e Notifications
e Manifest Status (future functionality)

e Bill of Lading Status (future functionality)

T-F?:PS o E'l_ifgir“irmecnon Truck Manifest Trade Portal Thomas Robertson: 2777 ¥
Dashboard Manifest Bill of Lading Account
Dashboard 0 Create
& 2 Crew = 4 vehicles 21 4 Commerical Parties

Notifications m m o

o Learn about the new user interface training guide. Dismiss =

o System issues, questions, or feedback, email trade@chp.dhs gov. Dismiss >
In this test environment, actual account information is unavailable. Please exercise the system by creating test account data such as crew, commercial parties, and vehicles, Dismiss >
Avoid using personal identifiable information.

é Mew features coming soon such as templates and entry status. We will communicate when those are available. Dismiss >

Figure 5: Dashboard Tab

[
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SAVED ACCOUNT DATA BUTTONS

The Saved Account Data buttons display the number of crew, vehicles, and commercial parties that correspond
to the saved account data. The number on the button indicates how many of each type is currently saved to the
carrier account. In a future release, selecting the button displays the Account tab and the Crew, Vehicles, or
Commercial Parties subtab page.

o 27 Crew .. ) 40 Vehicles [+ 40 Commercial Parties
Figure 6: Saved Account Data Buttons

NOTIFICATIONS SECTION

The Notifications section lists notification messages suchas information about manifests, bills of lading, or
updates to the system. During testing, messages specific to the testing environment will display, such as where to

email your testing feedback.
Once production is implemented, there will be three types of messages:

e Reminders — Areminder message may provide a reminder of actions to complete, such as a manifest
saved as a draft without a crewmember or vehicle added.

e Information — An information message may indicate information about the manifest or BOL such as a
manifest has arrived.

e Warnings — Awarning message may provide a caution about a manifest or bill of lading such as a
manifest arrival without a BOL link.

Three oval buttons will display in the upper right of the Notifications section representing the three different

message types and include a number of the count of each. In a future release, selecting a button will limit the
display of the notification messages to only that particular message type.

In production, once a notification message has been reviewed or processed, the Dismiss hyperlink will remove it
from the Notifications list.

Notifications o m o1

o Learn about the new user interface training guide. Dismiss >

o System issues, questions, or feedback, email trade@cbp.dhs.gov. Dismiss ->
In this test environment, actual account information is unavailable. Please exercise the system by creating test ~ Dismiss >
account data such as crew, commercial parties, and vehicles. Avoid using personal identifiable information.

0 New features coming soon such as templates and entry status. We will communicate when those are Dismiss ->
available. h

Figure 7: Notifications Section

MANIFEST STATUS SECTION — FUTURE FUNCTIONALITY

NOTE: The Manifest Status section is future functionality and is subject to change. It will not be

available during testing. At this time, the graphical data may be inaccurate so this functionality is
deactivated until data issues are resolved. Stay tuned for a future release.

The Manifest Status section displays a visual summary of the activity statuses of the manifests within the last 30
days. Hovering over a piece of the visual chart displays the actual count of manifests at that status.
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In the upper right corner of the Manifest Status section is a Templates button. The number on the button
indicates how many manifest templates have been added to the carrier account. Selecting the button displays the
Account tab and the Manifest subtab page with the manifest templates details. Reference the Account Tab topic
for more details.

Figure 8: Manifest Status Section (future functionality)

BILL OF LADING STATUS SECTION — FUTURE FUNCTIONALITY

NOTE: The Bill of Lading Status section is future functionality and is subject to change. It will not
be available during testing. At this time, the graphical data may be inaccurate so this functionality is
deactivated until data issues are resolved. Stay tuned for a future release.

The Bill of Lading Status section displays a visual summary of the filing statuses of the bills of lading and the
statuses of the entries for those BOLs within the last 30 days. Hovering over a piece of the visual chart displays
the actual count of BOLs manifested or not, or the number of entries at different statuses.

In the upper right corner of the Bill of Lading Status section is a Templates button. The number on the button
indicates how many bill of lading templates have been added to the carrier account. Selecting the button displays
the Account tab and the Bill of Lading subtab page with the BOL templates details. Reference the Account Tab
topic for more details.

Figure 9: Bill of Lading Status Section (future functionality)

e
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Topic 3: Manifest Tab

This topic presents the Manifest tab. The Manifest tab displays the Manifest List page which displays a list of
draft and submitted manifests by default associated with the carrier account and the status of each. Also, by
default, the arrival dates will prefill with the last 30 days. If the manifest is not arrived, the estimated arrival dates
will be used instead.

The Manifest List page is divided into the following sections:
e Create button (reference Topic 1)
e Search filter
e SortBy
e Manifest List Results

U.S. Customs & Border Protection Truck Manifest Trade Portal & Thomas Robertson; ZZZZ

U.S. Department of Homeland Security

Dashboard Bill of Lading  Account

Manifests 0 Create
9/24/2019 | 10/24/2019 | v X Clear
33 of 33 Results SortBy | AmivalDate  ManifestNumber | |5 IZ

Manifest: ZZZZ231314 Prepared By: Carrier: ZZZZ BOL Count: 0 Est. Date of Arrival: 9/29/19 Est. Port of Arrival: 0901 - BUFFALO-NIAGARA FALLS

POJ

® o

Created Submitted Arrival Pending
9/28/19, 8:00 PM 9/29/19, 8:00 PM Pending

Manifest: ZZZZ999990 Prepared By: Carrier: ZZZZ BOL Count: 0 Est. Date of Arrival: 10/3/19 Est. Port of Arrival: 0901 - BUFFALO-NIAGARA FALLS

POJE

® @

Created Submitted Arrival Pending
10/3/19, 8:00 PM 10/3/19, 8:00 PM Pending

Manifest: BDDD1 Prepared By: Carrier: BDDD BOL Count: 0 Est. Date of Arrival: 10/2/19  Est. Port of Arrival: 0907 - BUFFALO-NIAGARA FALLS

D

® ©

Created Submitted Arrival Pending
10/2/19, 8:00 PM 10/2/19, 8:00 PM Pending

Figure 10: Manifest Tab

e ———
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The steps that follow explain how to navigate the Manifest tab and the functionality available, such as search for
particular manifests; set the format of the display of manifests; or edit, print, and cancel a manifest.

NAVIGATE MANIFEST TAB

1. Atthe top of the Truck Manifest Trade Portal, select the Manifest tab.

The Manifest List page displaysa list of draft and submitted manifests for the carrier. Each
manifest displays related information and a status bar with status information.

NOTE: During testing, data will not be shared between systems, so only saved as
draft (Draft Created) and submitted to CBP (Submitted) statuses will display.

Manifest: MEXI20193 Prepared By: MEXI Carrier. CAND BOL Count: 6 Estimated Date: 03/10/2019 Estimated Port: 3801 ':9 E
Draft Created Submitted Arrived at Port 3801 Pending
01/21/2019 at 12:20pm 01/21/2019 at 01:00pm 03/10/2019 at 02:00pm

Manifest: MEX124790 Prepared By: MEXI Carrier CAND | BOL Count: 10 Estimated Date: 03/10/2019 Estimated Port: 3801 ‘D E
Draft Created Submitted Arrived at Port 3801 Released
01/21/2019 at 12:20pm 01/24/2019 at 01:08pm 01/30/2019 at 03:00pm 01/30/2019 at 03:45pm

2. Inthe Search section at the top:

search Manifest Number t dat u !
| 0/24/2019 B 10/24/2019 & v X| Clar m

a. Inthe Search Manifest Number field, type a manifest number.
Or select a manifest number from the drop-down menu (future functionality).

NOTE: During testing, enter the full manifest number. Later, the search manifest
number field requires the SCAC code and at least 2 digits of the manifest number.

b. Notice the Arrival Start Date and Arrival End Date fields default to the last 30 days.
Adjust the dates if necessary.

NOTE: If the manifestis not arrived (will not arrive during testing due to no

system interaction), the Estimated Arrival Start Date and Estimated Arrival
End Date will be used instead.

November 2019 Publication 0987-1119 10
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c. Selectthe Search button.
The specific manifest information displays in the Results section.

Manifests O Create
ZZ77201910213 9/24/2019 | 10/24/2019 = v X Clear
1 of 1 Results Sort By | Arrival Date |~ Manifest Number \ l:= H

Manifest: ZZZZ201910213 Prepared By: ZZZZ Carrier: ZZZZ BOL Count: 1 Est. Date of Arrival: 10/21/19 Est. Port of Arrival: 0901 - BUFFALO-NIAGARA FALLS %)

Created Submitted Arrival Pending
10/21/19, 8:00 PM 10/21/19,8:00 PM Pending

d. Inthe Search Manifest Number field, select the X to clear the specific

manifest number to begin a new search (future functionality). Search Manifest lupber
zzzzmamﬁ

e. Selectthe Status drop-down menu and select a status. | swtus

Arrived

Cancelled

Draft

f. Selectthe Search button.
The Results section displays only manifests with that status for the specific arrival period.

g. Tothe left of the Search button, select the Clear button.
The contents of all search fields have been deleted.

h. Selectthe Arrival Port field and type the port code or selecta . . ...
port code from the drop-down menu. 23| x

NOTE: As you type the digits of the port code, a 2300-SOUTHTEXASTMC A&

listing of corresponding ports will display in a drop- 2301 - BROWNSVILLE, TX
down menu.

=

2302-DELRIQ, TX

2303 - EAGLE PASS, TX

i. Inthe Arrival Start Date and Arrival End Date fields, type dates or select the calendar
and choose dates. The estimated dates will be used for manifests that are not arrived.

j. Selectthe Search button.
The Results section displays only manifests for the specific arrival port and arrival dates.

November 2019 Publication 0987-1119 11



Quick Reference Guide Topic 3: Manifest Tab

Truck Manifest Trade Portal - Access and Navigate the Truck Manifest Trade Portal

3. Totheright of the Results section title bar:

Sort By | Arrival Date Manifest Mumber '| l:_

a. Notice the Sort By buttons. The Arrival Date button is selected by default. Notice the
Results section currently displays manifests in ascending order by arrival date or
estimated arrival date.

b. Selectthe Manifest Number button.
The Results section nowdisplays manifests in ascending order by manifest number.

c. Selectthe Descending icon. - [z
. . . . . || 4F
The Results section nowdisplays manifests in descending order by -

manifest number.

NOTE: Once selected, the Descending icon toggles to the Ascending icon% .

d. Selectthe Table view icon.

ﬁ
1

P

m

The Results section now displays manifests in a table format list without
the status bars and with column headings.

Status  Manifest Number Prepared By Carrier BOL COUNT Est. Date of Arrival ~ Actual Date of Arrival Est. Port of Arrival Actual Port of Arrival Actions
Submitted 7777232323 77 1 10/31/2019,12:00 AM 0901 - BUFFALO-NIAGARA FALLS - UNKNOWN :
Submitted  ZZZZLUN0S 77 1 10/31/2019,12:00 AM 0101 - PORTLAND, ME UNKNOWN :
Submitted  ZZZZ1111111111 777 1 10/31/2019,12:00 AM 0901 - BUFFALO-NIAGARA FALLS - UNKNOWN :
T e OIS O et AN

NOTE: Once selected, the Table view icon toggles to the Status bar view icor.m .

e. Selectthe Status bar view icon to display the status bar format once again and toggle
the icon back to Table view.

4. In the Results section manifest list, in the first manifest record:

a. Selectthe Manifest Number hyperlink (future functionality). Manitest| 222205242015

The Manifest Review page will display for the selected manifest.

i. Selectthe Close buttonto close the Manifest Review page.
The confirmation dialog box displays.

ii. Selectthe Yes buttonto close the confirmation dialog box.

e ———
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b. At the top right corner, select the History icon (future functionality).

Timestamps and all activity that has occurred for the manifest will display
instead of the Status bar view.

Manifest: 20181227MX ~ Prepared By: MEXI  Prepared For MEXI ~ BOLCount;10  Estimated Date: 01/30/2019 1330 Estimated Port; 2402- EL PASO, TX ‘:D

John Smith amended Arrival date of Manifest. 01/10/2019 14:30

John Smith submitted Manifest. 01/03/2019 12:45

NOTE: Select the History icon again to redisplay the Status bar view for the
manifest list.

c. Totheright of the History icon, select the Actions icon. E|

The Actions drop-down menu displays to allow selecting the Edit

(I\)/Ipa:ir(;irl:gst (Amend Manifest), Cancel Manifest, or Print Manifest . Edit Manifest

d. Torevise the manifest, select the Edit Manifest (Amend Manifest) ' Cancel Manifest
option.

The Edit Manifest (Amend Manifest) page displays to allow editing the Print Manifest
information for the manifest.

NOTE: The Edit Manifest option appears pre-CBP submission with the
manifest in draft status. The Amend Manifest option appears post-CBP
submission with the manifest in submitted status.

e. To cancel the manifest, select the Cancel Manifest option.
The Cancel Manifest dialog box displays to confirm the cancel. If a bill of lading is linked
to the manifest, both the manifest and the BOL may be cancelled or just the manifest.

f. To printthe manifest, select the Print Manifest option.

The Print dialog box displays. Select the appropriate print settings and then the Print
button to print.

NOTE: Printing the coversheet occurs once the manifest is successfully
submitted to CBP.

November 2019 Publication 0987-1119 13
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Topic 4: Bill of Lading Tab

This topic presents the Bill of Lading tab. The Bill of Lading tab displays the Bill of Lading List page which
includes BOL information for bills of lading saved as draft or added to manifests in the last 30 days by default.

Shipper and consignee names and a description of the cargo is also included. In addition, the status of the BOL
and the manifest is shown.

The Bill of Lading tab is divided into the following sections:
e Create button (reference Topic 1)

e Search filter
e SortBy
e BOL List Results

U.S. Customs & Border Protection

Truck Manifest Trade Ponal & Thomas Robertson: ZZZZ *

U S Deépartman] of Hormé

Dashboard Manifest | Bill of Lading Account
Bill of Lading . o Create
- - L . m
3 Results sonBy | AmvalDate  BoLNumber | |T BB
BOL: ZZZZ7975M Prepared By T7XZ Type: Simgle Bil Est. Date of Arrival: 10/24/19 Est Port of Arrival: 0907 - BUFFALO-MIAGARA FALLS
Port of '_..1-'.1|I'u; B010S - YUKON 'EJ
1 My I
Bl
BOL: 72721000124 Prepared By. 7222 Type: Simple Bil Est. Date of Arrival: 10/24/19 Esl Port of Arrival 0907 - BUFFALO-MIAGARA FALLS
Port of Lading: 80105 - YUKON )

" °

Figure 11: Bill of Lading Tab

The steps that follow explain how to navigate the Bill of Lading tab and the functionality available, such as
search for particular BOLSs; set the format of the display of BOLs; or edit and print a BOL.

e ———
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NAVIGATE BILL OF LADING TAB

1. Atthe top of the Truck Manifest Trade Portal, select the Bill of Lading tab.

The Bill of Lading List page displays a list of draft or manifested BOLSs for the carrier. Each bill
of lading displays related information, shipper and consignee names, brief cargo description,
and a status section with status information.

NOTE: During testing, data will not be shared between systems, so only manifested
statuses (Manifested/Not Manifested) will display.

BOL: ZZZZ10242019  Prepared By: ZZZZ ~ Type:In-Bond  Est. Date of Arrival: 10/25/19  Est. Port of Arrival: UNKNOWN  Port of Lading: UNKNOWN )

Shipper ’ Consignee

Mot Manifested Entry Pending Arrival Pending

BOL: ZZZZ97531 Prepared By: ZZZZ Type: Simple Bill Est. Date of Arrival: 10/24/19 Est. Port of Arrival: 0901 - BUFFALO-NIAGARA FALLS Port of Lading: 80105 - YUKON *D

BEST WOOLSINC > Minyx
Shipper Consignee o

Manifested: BDCF9012345

BUNDLED WOOL BLANKETS Submitted: 10/25/2010 Entry Pending Arrival Pending

2. In the Search section at the top:

30L Number A | Start D [ End [ .
9/25/2019 @ 10/25/2019 & Clear m

a. Inthe Search BOL Number field, type a BOL number.
Or select a BOL number from the drop-down menu (future functionality).

NOTE: After testing, when the systems interact in production, as characters are

typed, a list of corresponding BOL numberswill display in a drop-down menu for
possible selection.

b. Notice the Arrival Start Date and Arrival End Date fields default to the last 30 days.
Adjust the dates if necessary.

NOTE: If the associated manifest is not arrived (will not arrive during testing due

to no system interaction), the Estimated Arrival Start Date and Estimated
Arrival End Date will be used instead.

c. Selectthe Search button.
The specific bill of lading information displays in the Results section.
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Seal E Number | Start D | End L
77771000124 9/25/2019 & 10/25/2019 Clear

1 of 1Results SortBy | ArmrivalDate  BOL Number | 157 =

BOL: ZZZZ1000124 Prepared By: ZZZZ Type: Simple Bill Est. Date of Arrival: 10/23/19 Est. Port of Arrival: 0901 - BUFFALO-NIAGARA FALLS

Port of Lading: 01535 - TORONTO, ONT, CA. b0
Devshare ) Minyx O
Shipper Consignee
Manifested:
BAGS PIES 27771001421 Entry Pending Arrival Pending

Submitted: 10/21/2019
d. Tothe left of the Search button, select the Clear button.
The contents of all search fields have been deleted.

e. Inthe Arrival Start and Arrival End date fields, type dates or select the calendar and
choose dates. The estimated dates will be used for associated manifests not arrived.

f.  Selectthe Arrival Port field and type the port code or selecta port =™ "
code from the drop-down menu.

2300 - SOUTH TEXAS CMC ~
NOTE: As you type the digits of the port code, a listing 2301 - BROWNSVILLE, TX E
of corresponding ports will display in a drop-down menu. 2302 - DELRIO, TX

2303 - EAGLE PASS, TX

g. Selectthe Search button.
The Results section displays only BOLs for the designated arrival port and arrival dates.

NOTE: In a future release, an Associated Status indicator may be added to allow
filtering the BOL lists for BOLs associated with a manifest or BOLs saved as draft and not
associated with a manifest.

3. Totheright of the Results section title bar: o
SortBy | AmivalDate BOLNumber | |5 §2

a. Notice the Sort By buttons. The Arrival Date button is selected by default. Notice the
Results section currently displays BOLs in ascending order by arrival date.

b. Selectthe BOL Number button.
The Results section nowdisplays BOLs in ascending order by BOL number.

c. Selectthe Descendingicon. —
The Results section nowdisplays BOLs in descending order by BOL number. | | 47

NOTE: Once selected, the Descending icon toggles to the Ascending iconf= .
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d. Selectthe Table view icon.

The Results section nowdisplays BOLs in a table format list withoutthe |
status bars and with column headings.

Prepared Est. Date of
BOL Type Est. Port of Arrival Shipper Consignee Description Actions
By P Arrival PP 9 P
20 7777 da-simple 0 o4, 12:00 am 0001 - BUFFALO-NIAGARA 1 chare ozu
Bill FALLS
35 777z gﬁl' SIMPle 1 0/24/10,12:00 AM  UNKNOWN
34 - Simpl 0901 - BUFFALO-NIAGARA ) .
30 777z TSI 0/28/19,12:00 AM skippad Minyx
Bill FALLS
34 - Simpl 0001 - BUFFALO-NIAGARA  BEST WOOLS
28 7777 i MR 10/20/19,12:00 AM CaLLs e Minyx BUNDLED WOOLENS

NOTE: Once selected, the Table view icon toggles to the Status bar view icor.m .

e. Selectthe Status bar view icon to display the status bar format once again and toggle the
icon back to Table view.

4. In the Results section BOL list, in the first BOL record:

a. Selectthe BOL Number hyperlink (future functionality).
The Bill of Lading Review page displays for the selected BOL. soL[212312312 |

i.  Selectthe Close buttonto close the Bill of Lading Review page.
The confirmation dialog box displays.

ii. Selectthe Yes buttonto close the confirmation dialog box.

b. At the top right corner, select the History icon (future functionality). [
L

Timestamps and all activity that has occurred for the bill of lading display
instead of the Status bar view.

NOTE: Select the History icon again to redisplay the the Status bar view for
the BOL list.

c. Totheright, selectthe Actions icon. E

The Actions drop-down menu displays to allow selecting the Edit BOL,
Cancel BOL, or Print BOL options for the BOL.

| EditBOL
d. Torevise the BOL, selectthe Edit BOL option.
The Edit Bill of Lading page displays to allow editing the BOL information. = ©*"°*/BOL
Frint BOL

e. Tocancelthe BOL, select the Cancel BOL option.

The Cancel BOL dialog box displays to confirm the cancel. If a bill of lading
is linked to a manifest, both the BOL and the manifest may be cancelled or just the BOL.

f. Toprintthe BOL, select the Print BOL option.
The Print dialog boxdisplays. Select the print settings and then the Print button.

e ———
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Topic 5: Account Tab

This topic presents the Account tab. The Account tab displays a brief summary of account profile information
and listings of the different account data that have been added to the carrier account. The account information and
account listings are organized in separate subtabs on the left.

carrier account in the ACE Secure Data Portal will not be reflected in the Truck Manifest Trade
Portal. Similarly, account data added in the Truck Manifest Trade Portal will not be reflected in
the ACE Secure Data Portal. During testing, in the Truck Manifest Trade Portal, use test data
only; do not use personally identifiable data (PII).

. IMPORTANT: During testing, account data (drivers, vehicles, and commercial parties) added to the

Similar to other main tabs, the Create button displays at the top of the Account tab. Reference Topic 1 for

Create button details. Additionally, each subtab also displays a Create button to create the manifest data directly,
such as adding crew, vehicles, or commercial parties to the carrier account.

Reference the Maintain Account Data QRG for detailed information to add, edit, or delete account data.
The Account tab is divided into the following subtabs:

° e Account Information

;22 o Crew

M e« Vehicles

ke« o Commercial Parties

The following template subtabs may be included in a future release:
B ¢ Commodities (future functionality)
B ¢ Manifest (future functionality)
@ o Bill of Lading (future functionality)

EXPAND AND CONTRACT SUBTABS

Select the Expand icon - below the subtabs list on the left to expand the list to also display the related names
beside the subtab image icons.

Select the Contract icon < to contract the subtab list back to only display the subtab image icons.

Account Account

& Account Information

Saved ltems

v F P i

-
M Vehicles
™

Commercial Parties

<
Figure 12: Expand and Contract Subtabs
IsssssssTTTT——
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ACCOUNT INFORMATION SUBTAB

The Account Information subtab displays by default. It contains key information for the carrier account, such as
Carrier Name, DUNS number, Taxpayer 1D, and Contacts. The account profile information displayed is
transferred from the ACE Secure Data Portal account.

U.S. Customs & Border Protection

U S Department of Homeland Secunity

Truck Manifest Trade Portal & Thomas Robertzon: ZZ77 ¥

Dashhoard Manifest Bill of Lading Account

Account o Create

& Account Information

L

Carrier: FWCS, Fred's Trucking Company

DUNS #: 123987

v F P

Organization: Corporation

Taxpayer ID: 35-2839117
DOT Number: 3462374
Mode of Transport: Truck
C-TPAT:

Insurance: All State

TRK 328461

Contacts: Robert Johnson

Figure 13: Account Tab — Account Information Subtab

Changes to the carrier account information must be completed in the ACE Secure Data Portal. Reference the

ACE Training and Reference Guides page (https://www.cbp.gov/trade/ace/training-and-reference-guides) for
more detailed information.

To view information for another account, reference Topic 1 for Switch Account menu details.

NOTE: During testing, changes made to the account profile information in the ACE Secure Data
Portal will be reflected in the Truck Manifest Trade Portal.

November 2019 Publication 0987-1119 19
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CREW SUBTAB

The Crewsubtab lists drivers that are currently associated with the carrier account. The driver information is
displayed in the Crew Cards.

The Create button displays in the upper right corner of the Crew page and allows adding drivers to the carrier
account.

The Search Saved Crews filter allows searching for particular drivers associated with the account.

Account
®
-
:&: Crew O Create
[ 1-30of 3
I
2> "THEO DENNISTOUN" "LOCKE HABLOT" "FLETCHER DEVERAL'
THEO DENNISTOUN LOCKE HABLOT FLETCHER DEVERAL
Passport Passport Passport
#6004823805 #8227048595 #4069418288 >
S0 ' | |

Figure 14: Crew Subtab

NOTE: Adding FAST ID drivers is future functionality and will allow only a nickname and FAST
ID number in the driver details.

] e
The Edit icon 4 and Delete icon displayed in the lower left corner of the Crew Card allow editing or deleting a
specific driver.

"FLETCHER DEVERAL'
FLETCHER DEVERAL
Passport
#4069418288

P

Figure 15: Crew Card

Reference the Maintain Account Data QRG for detailed information to add, edit, or delete drivers.

]
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VEHICLES SUBTAB

The Vehicles subtab lists conveyances and equipment currently associated with the carrier account. Conveyance
information is displayed in the Conveyance Cards and equipment information is displayed in the Equipment
Cards.

The Create button in the upper right corner allows adding conveyances and equipment to the carrier account.

The Search Saved Conveyances and Search Saved Equipment filters allow searching for particular conveyances
and equipment associated with the account.

Account

20 m Vehicles O Create
Conveyances 1-20f 2

la
S BOX TRUCK ARMORED TRUCK
#3907709063 #5897422457
WA - 00283724 MT - MNT123
| |

Equipment 1-1of 1

TRAILER, NSF
#000A
VA - FFF41000

& =

P

Figure 16: Vehicles Subtab

oy —_
The Edit icon  and Delete icon l displayed in the lower left corner of the Conveyance and Equipment
Cards allow editing or deleting a specific conveyance or equipment.

ARMORED TRUCK
#5897422457
MT - MNT123

S u
Figure 17: Conveyance Card
Reference the Maintain Account Data QRG for details to add, edit, or delete conveyances and equipment.

]
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COMMERCIAL PARTIES SUBTAB

The Commercial Parties subtab lists shippers and consignees associated with the carrier account. Shipper
information is displayed in the Shipper Cards and consignee information is displayed in the Consignee Cards.

The Create button allows adding shippers and consignees to the carrier account.

The Search Saved Shippers and Search Saved Consignees filters allow searching for particular shippers and
consignees associated with the account.

Account
°
aa
- lat | commercial Parties o Create
% Shippers 1-30f 3
> INNOZ LAZZY BROWSETYPE
20 Lyons Hill 32331 Orin Lane 29 Magdeline Alley
Corpus Christi TX, 78470 Huntington WV, 25716 San Diego CA, 92115
7 | S u |

Consighees 1-20f2

ozu MINYX

21784 Green Ridge Park 69481 Marquette Point
Paterson NJ, 07544 Tallahassee FL, 32304
S e

Figure 18: Commercial Parties Subtab

] ——
The Edit icon # and Delete icon I displayed in the lower left corner of the Shipper and Consignee Cards
allow editing or deleting a specific shipper or consignee.

INNOZ
20 Lyons Hill
Corpus Christi TX, 78470

|
Figure 19: Shipper Card

Reference the Maintain Account Data QRG for detailed information to add, edit, or delete shippers and
consignees.
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