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Toric 1: INTRODUCTION TO THE ACCOUNT TAB

This Quick Reference Guide (QRG) covers the Account tab of the Truck Manifest Trade Portal application and
the functionality available to maintain the manifest elements of the account, such as crew, vehicles, and
commercial parties.

The Account tab provides access to the Account Information, Crew, Vehicles, and Commercial Party subtabs.
These subtabs are located on the Navigation bar which can be expanded to a text view or contracted to just the
icon view.

Account Account

- & Account Information
& Saved Items

[ 3% Crew

e B Vehicles
lea Commercial Parties

Figure 1: Expand and Contract Subtabs

The Account tab allows carriers to add, edit, or delete drivers, conveyances, equipment, shippers, and consignees
on their carrier account. Crew, vehicles, and commercial parties that are saved to the carrier account can be easily
selected and added when creating and completing information for manifests and BOLSs.

ACCOUNT INFORMATION

When the Account tab is selected, the initial view is of the Account Information subtab. The Account
Information page includes the Carrier name and information.

Account o Create
]

-

404 [ .

‘a as Account Information

» Carrier: ZZZZ - SCAC Code ZZZZ Spring, 11170 Sunset Hills Rd, Reston, VA, 20190-5308

3 Organization: Corporation

Taxpayer ID: EIN 49-5757575

DOT Number: 4365652

Mode of Transport: Truck

C-TPAT: Certified/Non-Importer , Updated on N/A by N/A

Insurance: NATIONAL INSURANCE CO., ABD-252-25165-DG, 5/15/1999, 900,000,000
Contacts: TERRILL STARR, Client Representative

14005 Chicken Dinner Rd, Caldwell, ID, 83607-9327
703-336-4485, terrill starr@cbp.dhs.gov

Figure 2: Account Tab — Account Information Subtab
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To change to another ACE Portal carrier account as the preparer for new manifests or bills of lading, select the
Change Carrier Account drop-down menu and then select another carrier account. The new carrier name then
displays at the top. Reference the Access and Navigate the Truck Manifest Trade Portal QRG for more details.

To edit the carrier information in the Account Information section, edit the account information in the ACE
Secure Data Portal.

MANIFEST ELEMENT SUBTABS

The Account subtabs displayed below represent each of the truck manifest elements:

e & Account Information — displays carrier name and associated information

. A Crew — displays current drivers associated with the carrier account.

. B Vehicles — displays current equipment and conveyances associated with the carrier account.

. L Commercial Parties — displays current shippers and consignees associated with the carrier account.
When adding new or editing existing crew, vehicles, or commercial parties, select the appropriate Crew, Vehicles,

or Commercial Parties subtab to update the account as needed. The functionality related to viewing, adding,
editing, and deleting account crew, vehicles, and commercial parties is covered in the topics that follow.
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ToPiC 2: MAINTAIN CREW
This topic presents the functionality to add or edit drivers on the carrier account.

The Account tab, Crew page allows users to access the following:

e Create button
e Search Saved Crews filter
e Crew Cards (provide individual driver details)

Account
[
-
£ 20 o Create
- ‘aa® Crew
1-3 of 532
™}
S
MANSON JASON © JANES TRICH JACKIE TRAN
Commercial Driver's License Commercial Driver's License Laser Visa Border crossing card >
FL7974391072 ZZZT000919886 CR49921909402
4 | a | a |

Figure 3: Crew Subtab

Use the Table View icon next to the Create button to switch from the card view to a table view to display driver
information in a table row format.

Crew

540 of 540

Nickname First Name Last Name Crew Type Document Type Document ID

- MANSON JASON Crew Commercial Driver's License FL7974391072 (x] V|
- JANES TRICH Crew Commercial Driver's License 7777000919886 V|
- JACKIE TRAN Crew Laser Visa Border crossing card CR49921909402 V|
- SUGGERMOT FLEX Crew Commercial Driver's License 7777000919172 V|
- SMITHHH JOHNNNN Crew Commercial Driver's License 68798809 A |

Figure 4: Crew - Table View
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SEARCH FILTER

The Search Saved Crews filter allows searching for drivers associated with the account. Each saved driver has a
Crew Card that includes name, nickname, and document information.

USE THE SEARCH FILTER

1. To search:

@t Crew = oCreate

1-3 of 532

a. Select the Searched Saved Crews field.

b. Type the number or characters for the search. As you type, the Crew Card(s) matching
the entered search data display.

CREATE BUTTON
The Crew page Create button displays the Add Crew pane.

ADD A DRIVER TO THE ACCOUNT

1. Atthe top of the Crew page, select the Create button. The Add Crew pane displays.

®
‘ass Crew

ol O Male O Female

Documents

You will need to supply 8 WHTI Document & Drivers License to add this Crew Member. *

o Add New Document

Cancel m
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NOTE: Note the asterisk beside some fields. When completing information throughout the
Truck Manifest Trade Portal, an asterisk beside a field indicates that information must
be provided.

Some fields are conditional, meaning they may change based on a selection that is made.
For example, a field for license plate information may change from optional to required
(with an asterisk) if a vehicle type that requires a license plate is selected.

2. Inthe Crew section, complete the information for the new driver:

°
‘e~ Crew

a] V OrMa\e O Female

a. Inthe First Name * field, type the first name.

b. Inthe Last Name * field, type the last name.

c. If appropriate, in the Middle Name field, type the middle name.

d. If appropriate, in the Suffix field, type a suffix for the name or select one from the drop-

down menu.

e. Inthe Date of Birth * field, type the birth date in MM/DD/YYYY format or select the date
from the calendar.

f. Inthe Country of Citizenship * field, type the country of citizenship and select it from the
menu of options that displays as you type.

g. Select the Male or Female radio button to indicate Gender *.

3. Inthe Documents section, add Documents associated with the new driver:

You will need to supply a WHTI Document & Driver's License to add this Crew Member. *

Document Type * Document Number *

Cancel Add
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In the Document Number * field, type the document number.

NOTE: Western Hemisphere Travel Initiative (WHTI) documentation is not
required when using an Enhanced Driver’s License since it provides the
mandatory information.

If appropriate, in the Country * field, type the country of the document and select it from
the menu of options that displays as you type.

If appropriate, in the State/Province * field, type the state or province of the document and
select it from the menu of options that displays as you type.

As needed, select the Add New Document button to add additional documents.

4. Optionally, in the Nickname field, type a nickname for the new driver.

5. Select the Add button to add the new driver.

SAVED CREW CARDS

NOTE: Select the Delete icon next to a document entry to delete the entry.

Each saved driver has a Crew Card that includes nickname, first and last name, and document information. The
Crew Card provides options for editing or deleting a driver saved to the account.

:33 Crew

is 0 Create

1-30f 532
MANSON JASON JANES TRICH JACKIE TRAN
Commercial Driver's License Commercial Driver's License Laser Visa Border crossing card
FL7974391072 2777000919886 CR49921909402
7l | 7 | 7 |

Figure 5: Saved Crew Cards
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1. Search and locate the driver.

2. Onthe Crew Card, select the Edit icon.

"THEQ DENNISTOUN"
THEO DENNISTOUN
Passport
#6004823805

L

;:D TIP: If in the table view, the Edit icon is located at the end of the row with the driver
= name.

Crew

606 of 606

Nickname First Name Last Name Crew Type Document Type Document ID

- MANSON JASON Crew Commercial Driver's License FL7974391072 [x] []
- JANES TRICH Crew Commercial Driver's License ZZZT000919886 [

3. Inthe Edit Crew pane, update the driver information fields, as appropriate.

'S Crew

First Name * Last Name * Middle Name Suffix

Theo Dennistoun Il v
Date of Birth * Country of Citizenship * Gender *

MM/DD/YYYY f™  US-UNITED STATES (O Male (@) Female
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4. Inthe Documents section, update the document information, fields as appropriate.

Documents
Passport - ACW ~ 6004823805 US - UNITED STATES | |
C nt Type * Document Number * Country State / Province *
Enhanced Driver’s License (EDL) ID - 6W ~ 9862758465 US - UNITED STATES VA - Virginia | |
Visa Non-Immigrant - AGT ~ 0689798970 [ ]

o Add New Document

Theo Dennistoun

5. If needed, select the Add New Document button to add new documents.
6. If applicable, update the Nickname field.
7. Select the Update button.

DELETE A DRIVER

1. Search and locate the driver.
2. Onthe Crew Card, select the Delete icon.

"THEO DENNISTOUN"
THEO DENNISTOUN
Passport
#6004823805

4L

@ TIP: If in the table view, the Delete icon is located at the end of the row with the driver
L name.

Crew
606 of 606
Nickname First Name Last Name Crew Type Document Type Document ID
- MANSON JASON Crew Commercial Driver's License FL7974391072 Qo < E
= JANES TRICH Crew Commercial Driver's License ZZZTOD0919886 r E

The successfully processed message displays.

Successfully processed Crew request b4
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Toric 3: MAINTAIN VEHICLES

The Vehicles page displays information on conveyances and equipment currently associated with the carrier
account. This topic presents the functionality to add new vehicles to the account. It also covers how to edit or
delete current conveyances and equipment associated with the account.

The Vehicles page is divided into the following sections:
e Create button
e Search Saved Conveyances filter and Conveyance Cards
e Search Saved Equipment filter and Equipment Cards

The Conveyance and Equipment Cards provide license plate, Vehicle Identification Numbers (VIN), insurance,
seal, and other details related to conveyances and equipment.

Account

s B vehicles Ocmate
[®]

| Conveyance 1-30f565 |

]
>
BOX TRUCK TRACTOR BOX TRUCK
#6795942368 #0576212067 #0544368177
VA -22342301 VA - 33482965 VA -37733601 >
S S0 |

Equipment 1-30f635

40 FT CONTAINER (OPEN TOP) SEA CONT. 40 FT CONTAINER (OPEN TOP) SEA CONT. GOOSENECK TRAILER

#2859964533 #7346830059 #3720715019

VA - 55401276 VA - 32620076 VA -1114711 >
S u S u e |

Figure 6: Vehicles Subtab

The Table view icon = displays the vehicles information in the Table View format. The Conveyance and
Equipment tabs at the top toggle between the conveyances table and equipment table.

m Vehicles = o Create
| Conveyance | Equipment

565 of 565

Conveyance Type Conveyance Number Plate

BOX TRUCK #6795942368 VA - 22342301 P |

TRACTOR #0576212067 VA - 33482965 P |

Figure 7: Vehicles — Table View
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SEARCH FILTERS

The Conveyances and Equipment Search Filters allow searching for conveyances and equipment associated
with the account.

USE THE SEARCH FILTER

1. Select the Search Saved Conveyances or the Search Saved Equipment field.

2. Type the number or characters for the search. As you type, the Conveyance or Equipment
Card(s) matching the entered search data display.

CREATE BUTTON

The Vehicles page Create button displays the Add Vehicles pane. Completing the information in this pane
allows users to add conveyances and equipment to the account.

ADD A CONVEYANCE

1. Atthe top of the Vehicles page, select the Create button. The Add Vehicles pane displays.

m Vehicles

@ Conveyance O Equipment

License Plates

o Add New License Plate

| Insurance Required if carrying HAZMAT

Cancel Add

A U.S. Customs and 10
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2. Select the Conveyance radio button as the Part of Vehicle * option.

3. Complete the conveyance details.
a. Inthe Conveyance Type * drop-down menu, select the conveyance type.

b. Inthe Conveyance Number field, type the number.

c. Inthe VIN * field, type the VIN number.
d. Optionally, in the DOT Number field, type the DOT number.
e. Optionally, in the Transponder ID field, type the Transponder ID number.

4. Complete the License Plates section.

a. Inthe License Plate Number * field, type the license plate number.

b. Inthe Country of Registration * field, type the country name and select it from the menu
that displays as you type.

c. Inthe State/Province * field, type the state or province and select it from the menu that
displays as you type.

d. As needed, select the Add New License Plate button to add additional license plates.

NOTE: Select the Delete icon next to a license plate entry to delete the entry.

5. Complete the Insurance section.

f s NOTE: When adding a conveyance, insurance information is required if carrying
. E‘?ﬂ HAZMAT.

a. Inthe Company Name * field, type the company name.
b. Inthe Policy Number * field, type the policy number.
c. Inthe Liability Amount * field, type the liability amount.

d. Inthe Policy Year * field, type the four digit year.

6. Select the Add button to save and add the conveyance.
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ADD EQUIPMENT

1. At the top of the Vehicles page, select the Create button. The Add Vehicles pane displays.

m Vehicles

O Conveyance @ Equipment

License Plates

O Add New License Plate

Cancel Add

2. Select the Equipment radio button as the Part of Vehicle * option.

{ NOTE: The required sections of information are based on the Equipment Type
i option that is selected. For example, if the selected equipment type requires a license
plate, then the License Plates section must be completed.
3. Complete the equipment details.

a. Inthe Equipment Type * drop-down menu, select the equipment type.

b. Inthe Equipment Number * field, type the equipment number.

4. Complete the License Plates section.
a. Inthe License Plate Number * field, type the license plate number.

b. Inthe Country of Registration * field, type the country name and select it from the menu
that displays as you type.

c. Inthe State/Province * field, type the state or province and select it from the menu that
displays as you type.
d. As needed, select the Add New License Plate button to add additional license plates.

12
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SAVED VEHICLE CARDS

Vehicle Cards provide options for editing or deleting conveyances and equipment saved to a carrier account.

Search Saved Conveyance

|Conveyances 13 of 25|

BOX TRUCK AUTOMOBILES AUTOMOBILES
#6942013293 #5611271219 #6768168843

WA - 634746174 CT- 666379169 DC - 994236051 >
s u s u s u

Figure 8: Saved Conveyance Cards

EDpiT CONVEYANCES OR EQUIPMENT

1. Search and locate the conveyance or equipment.

2. Onthe Conveyance or Equipment Card, select the Edit icon.

BOX TRUCK
#6942013293
WA - 634746174

P2

D TIP: If in the table view, the Edit icon is located at the end of the row with the
ij conveyance or equipment name.

Conveyance Type Conveyance Number Plate
BOX TRUCK #6795942368 VA - 22342301 |
TRACTOR #0576212067 VA - 33482965 ]

3. Inthe Edit Vehicles pane for the conveyance or equipment, update the information fields for
each section as appropriate.

m Vehicles

@ Conveyance O Equipment

Box Truck ¥ 6795942368 4001265737DF

Numb ansponder ID

85271169 5275998880ASDFASDF

4. Select the Update button.
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1. Onthe Conveyance or Equipment Card, select the Delete icon.

BOX TRUCK
#6942013293
WA - 634746174

s[w]

e~ TIP: If in the table view, the Delete icon is located at the end of the row with the
Q conveyance or equipment name.

DELETE A CONVEYANCE OR EQUIPMENT

Conveyances Equipment

conveyances Type conveyances Number Plate

TRACTOR #GUESBRO765 GU - BRO765 & ¢ Iil
ARMORED TRUCK #000000000000007 WV - ABC123 o r Iil

2. Select Yes to confirm the delete.

A confirmation message displays to indicate the card was deleted.
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ToriC 4: MAINTAIN COMMERCIAL PARTIES

This topic presents the functionality to add, edit, and delete commercial parties for an account.

The Account tab, Commercial Parties page is divided into the following sections:
e Create button
e Search Saved Shippers filter and Shippers Cards
e Search Saved Consignees filter and Consignees Cards

Commercial Parties Cards provide the name and address information for shippers and consignees associated
with the account.

Account

= ‘h Commercial Parties ocreate

IEl Shippers 130f613

ACCPARTYCOMNAMEZ
11222 accountParty accPartyadd2
cccee CA, 12134a

BOLANDACCPARTYCOMNAME3
111 acc bol party2 accbolPartyadd2
cccee CA, 121341

BOLANDACCPARTYCOMNAME3
111 acc bol party2 accholPartyadd2
cceee CA, 121341

S S S
Consignees 1-30f 405
00ZzZ SKIPTUBE VOONDER

8053 Talmadge Park
Providence RI, 02905

S U

Figure 9: Commercial Parties Subtab

The Table view icon = displays the commercial parties information in the Table View format. The Shippers

9 Dakota Plaza
Austin TX, 78726

S0

5280 Sutherland Avenue
Reno NV, 89550

S u

and Consignee tabs at the top toggle between the shippers table and consignees table.

| Shippers | | Consignee |
613 of 613
Company Name Address City State Postal Code
accPartyComName2 11222 accountParty accPartyadd2 ccece cA 12134a VA |
bolAndAccPartyComName3 111 acc bol party2 accbolPartyadd2 ccece CA 121341 & [ ]
bolAndAccPartyComName3 111 acc bol party2 accbolPartyadd? cccee CA 121341 Va [ ]

Figure 10: Commercial Parties — Table View
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SEARCH FILTER

The Shippers and Consignees Search Filters allow searching for shippers or consignees associated with the
account.

USE THE SEARCH FILTER

1. Select the Search Saved Shippers or the Search Saved Consignees field.
2. Type the number or characters for the search. As you type, the Account Shipper or
Consignee Card(s) matching the entered search data displays.
CREATE BUTTON

The Commercial Parties page Create button displays the Add Commercial Parties pane.

ADD A SHIPPER OR CONSIGNEE

1. Select the Commercial Parties page Create button. The Add Commercial Parties pane
displays.

h Commercial Parties

O Shipper O Consignee

Cancel Add

2. Select the Shipper or Consignee radio button for Type of Party *.
3. Inthe Company Name * field, type the company name.

4. Inthe Street * field, type the street address.

5. Optionally, in the Apartment, Suite, Unit field, type a number.

6. Inthe City * field, type the city name

A U.S. Customs and 16
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7. Inthe Country * field, type the country name and select it from the menu that displays as you
type.

8. In the State/Province * field, type the state or province name and select it from the menu that
displays as you type.

9. Inthe Zip Code (US) * field, type the zip code.
10. In the Email Address field, type the email.
11. Optionally, in the Phone Number field, type a number.

12. Select the Add button to save and add the shipper or consignee.

SAVED COMMERCIAL PARTIES CARDS

The saved Commercial Parties Cards provide options to edit or delete shippers and consignees.

EDIT A SHIPPER OR CONSIGNEE

1. Search and locate the shipper or consignee.

2. Onthe Shipper or Consignee Card, select the Edit icon.

SHUFFLESTER
67131 Fairfield Point
Austin TX, 78715

L

TIP: If in the table view, the Edit icon is located at the end of the row with the shipper or

@ consignee name.

Shippers Consignee
613 of 613
Company Name Address City State Postal Code
accPartyComName2 11222 accountParty accPartyadd2 cceee CA 12134a 'i
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3. Inthe Edit Commercial Parties pane, update the shipper or consignee fields as appropriate.

h Commercial Parties

@ Shipper O Consignee

Shufflester 67131 Fairfield Point

Austin US - UNITED STATES TX - Texas
78715 johndoe@shufflester.com (512) 586-6605

Cancel Update

4. Select the Update button.

DELETE A SHIPPER OR CONSIGNEE

1. Onthe Shipper or Consignee Card, select the Delete icon.

SHUFFLESTER
67131 Fairfield Point
Austin TX, 78715

/il

i

D . TIP: If in the table view, the Delete icon is located at the end of the row with the shipper
=_'/J or consignee name.

613 of 613
Company Name Address City State Postal Code
accPartyComName2 11222 accountParty accPartyadd2 cceee CA 12134a u

2. Select Yes to confirm the delete.

A confirmation message displays to indicate the card was deleted.
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