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Introduction

The ACE Secure Data Portal allows authorized users to receive and respond to three
commonly used U.S. Customs and Border Protection (CBP) forms:

e CBP Form 28: Request for Information
e CBP Form 29: Notice of Action
e CBP Form 4647: Notice to Mark/Notice to Re-Deliver

In order to utilize this functionality, trade users must set the “Mode of Communication”
and be given access to “Forms.” “Mode of Communication” only applies to how the
trade receives and responds to CBP forms. The modes of communication are “Mail” and
“Portal.” Unless a “Mode of Communication” is selected, the default communication
regarding CBP forms will be U.S. Postal Service mail.

Accounts electing to receive copies of forms through the ACE Portal are not

required to respond through the ACE Portal. Responses may be submitted
to CBP through the ACE Portal or submitted to CBP at the port of entry

where the entry summary is filed.

The Trade Account Owner (TAO) must grant access to the “Mode of Communication”
link to any Proxy Trade Account Owner (PTAO) and Trade User who needs access.
Once the mode of communication has been set and the proper authority has been
granted for “Forms,” the trade user will be able to receive, view, search and respond to
CBP Forms 28, 29 and 4647. The trade user will also be able to respond to a post
summary request for additional documents.
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Granting User Access to Mode of Communication

To grant a user access, the TAO should follow the steps below:

1.

No o

Select the Tools tab.

Home Accounts References

Select User Access. The “User Access” portlet will display a list of your users.

Select the link of the last name of the user you wish to edit in the “Last Name”
column. The “User Access” portlet displays with the account information for the
user selected. You can change the options for “User Role” and “Access to Top
Account” if needed.
Select the Continue button to view the current access for the user you have
selected.
Select the Importer sub-tab to change to the importer account type permissions.
Select the Edit Importer Permissions link.
Select the appropriate radio button for access to the “Mode of Communication”
link.
“Full Access” will allow the user to create, maintain and display the “Mode of
Communication.”
« “Read Only Access” will allow the user to display the “Mode of
Communication.”
«  “No Access” will prevent display of the “Mode of Communication” link in the
“Account Selector” portlet.
Select Continue. Changes are displayed in the “Permissions” column indicating
the new access privileges granted.
Select Save after you have reviewed the updates made to the user’s access
privileges.

Setting Mode of Communication

Once the TAO has granted you access, you must choose the mode in which
communication regarding CBP Forms 28, 29 and 4647 will be conducted. The modes of
communication are “Mail,” via U.S. Postal Service, and “Portal,” via ACE Secure Data

Portal.
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The “Mode of Communication” can be selected at either the top account level or the
sub-account (importer of record) level.

If the mode is selected at the top account level, then all forms pertaining to the
top account and any of the sub-accounts will be sent by the “Mode of
Communication” selected.

If the “Mode of Communication” is selected at the sub-account level, then that
mode will only apply to the particular sub-account selected.

To set the “Mode of Communication,” follow the steps below:

1.

o~

m

6.
7.

Select the Accounts tab.

Home m References | Tools |

Select Importer from the “Select Account Type” drop down and click the Go

button.
Select the Mode of Communication link from the “Task Selector.” The “Mode of

Communication Settings” portlet displays.

Select Accoun t Type
View: | Importer ~
Select Task x
k- Accounts

Select the Edit button.
Select the check boxes for the Modes that apply.
Modes: 1 mail

[ Portal
Apply these setting to all accounts under this account {for this account type)?

-~

2 Yes (

£ No
En)

Please note that authorized users can select both “Mail” and “Portal” as their “Mode
of Communication.” Users will then be able to view and respond to the CBP form
via the ACE Portal as well as receive a copy in the mail. By selecting “Portal,” the
account is not obligated to respond via the ACE Portal.

Select the radio button to apply to all accounts.
Select the Save button to confirm the settings.
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Please note that to set the “Mode of Communication” at the sub-account
level, you will need to select the sub-account before selecting the “Mode of

Communication” link.

Changing the Mode of Communication

If the “Mode of Communication” needs to be changed, follow the steps below:
1. Select the Accounts tab.
2. Select Importer from the “Select Account Type” drop down and click the Go
button.
3. Select the Mode of Communication link from the “Task Selector.” The “Mode of
Communication Settings” portlet displays.
4. Select the Edit button.

Mode of Communications Settings

1ode of Communication (Post-Release)
“his setting controls the methods by which CBP will deliver communications for Forms 28, 29, and 4647 for ACE entry summaries.

Last Set By: Valerie Donchue
Modes: Portal

5. Select the appropriate check boxes.

Apply theas sefting to all accounts under this tag accownd (for all acoaest Dypes )7

e | || Cancel

6. Select Save to confirm the change.

Granting User Access to Forms

In addition to granting access to the “Mode of Communication” link, the TAO must also
grant the user access to “Forms.” The TAO must grant access to the “CBP Forms”
portlet to any PTAO and Trade User. To grant a user access to “CBP Forms,” follow the
steps below:

1. Select the Tools tab.

Home Accounts References

2. Select User Access. The “User Access” portlet will display a list of your users.
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> User Access
Cross accoynt Access
bind Users
Merge ACcounts
o ehange Password

3. Select the link of the last name of the user you wish to edit in the “Last Name”
column. The “User Access” portlet displays with the account information for the
user selected. You can change the options for “User Role” and “Access to Top
Account” if needed.

4. Select the Continue button to view the current access for the user you have
selected.

5. Select the Importer sub-tab to change to the importer account type permissions.

If you are a broker, skip this step and go to step 6 to select the Edit Broker

Permission link.

Select the Edit Importer Permissions link.

Select the appropriate radio button for access to the CBP Forms portlet.

« “Full Access” will allow the user to search, display and respond to CBP forms.

«  “No Access” will prevent display of the “Forms” portlet on the “Home” tab.

“Read Only Access” is NOT available for “Forms.” The user will either
have “Full Access” or “No Access.”

8. Select Continue. Changes are displayed in the “Permissions” column indicating
the new access privileges granted.

9. Select Save after you have reviewed the updates made to the user’s access
privileges.

No

Viewing a Form

All authorized users with “Full Access” to forms and who have selected “Portal” as a
mode of communication, will be able view and respond to CBP forms though their
importer “Account Type.” Brokers responding to CBP forms 28, 29 and 4647 on behalf
of their clients must do so through the importer’s portal account. Importers will need to
grant brokers the appropriate access. Brokers can however respond to a post summary
request for documents required through their ACE portal account.

TAO and Proxy View of Forms

m Accounts | References Tools | '@ I:
Task Lest T m O
Approvalel0)  MHOUNCALGHRELD)  Farms[1F)
iy 35 - e 1T B upless Dooerarts B Faarch Feomsy
Action # Farm Typs R e Date * Satus
A | CBFFIE 321-05-BTES DR EL200S Sert
LOdRaREseR0Y CDFFZE 121-85-B765 U R ] Sent
T E] CRATIE 231-0%-0765 021 LIR00R Fart
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TAOs and PTAOs with full access to forms will view forms on the “Home” tab in their
“Task List” by selecting the “Forms” sub-tab. Trade Account Users with full access to
forms will automatically see forms on the “Home” tab.

Trade User View_ of Form_s

| Rsiresh

Farms(13)

Ehawing 1 - 10 of 12 B yplped Socumprts B Search Parms
Actian # Farm Typa IR# Crate * Status
ek 11 e e CEPF 321-05-2765 0L/ 1L2009 Senk
BEOIUREHHSE cErre 121-0%-8765 02102008 Sert

B — Pt a1 I n

............ U3-0765 013008 Serk

Searching for a Form

All authorized users with “Full Access” can search for and display CBP forms. All CBP
forms that still require a response or that have new information available, appear in the
default list. Once a response to a CBP Form 28 or 29 is provided, it is removed from the
default list; the same holds true for a “Response Received” status on a CBP Form 4647.
In order to view a CBP form that has been removed from the default list, you will need to
search for the form.

The “Forms” sub-tab in the “Task List” portlet shows all CBP forms that are awaiting a
response from the account or that have new information available. Note: When a
response has been sent by CBP, the “Status” is “Sent” for new forms and “Closed” for
Form 4647. The 100 most recent CBP Forms will appear first on the list.

There are ten declarations displayed out of a The Up (A ) and Down (V) arrows next to
total of 12. In this view only 10 declarations each label are used to sort the list in
will be displayed on the screen. ascending or descending order.

Approwalyiol  Hotgfations{0)  Foems{12)

Shomag & - 10 af 13 oz el = 3

Action £ Form Type Entry Sammary £ IR 2 Status

[QO0ZEMS000] CEPFIE 331 -09-2755 Seer

" CEFF18 o gt 3TL-09-8765 Sent

CEFFI8 F1-09-8765 Serk
CoFFIn R1-03-8765 et
COFFIS I1-03-A765 Sert
Chefagar 331-06-8745 2 Sat
CEPFIEST AX1-00:2765 a2/1372008 St
CEPFF454T IXi-[§E765 021373008 Sert

poDFsEETRGa] CEFF29 bl 331-09-2755 021272009 Serr

OOfSsEsAn00L CEPF2E pinksici -l I21-I9-8765 02122009 Sert

The horizontal arrows and page numbers (<< <[1] 2 3 > >>) allow the user to
navigate between pages. To go to the first or last page of the list, select the double
backward arrows (<<) or double forward arrows (>>). Selecting the single arrows
advances the user forward (>) or backward (<) a single page at a time. The user can
also select a page number ([1] 2 3) to go directly to that page, if it is displayed.
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The CBP Forms 28, 29 and 4647 Status Reports can also be run
to view larger volumes of forms.

To search for a CBP Form:
1. Select the Home tab.
2. If the form is not displayed in the “Task List,” select the Search Forms link or
scroll down to view the “Search Forms” portlet.
3. In the “Search Forms” portlet, enter at least two criteria.

Search Forms

"Indicates fisld is reguired

Search for CBP Forms :
Form Type: CEPF2E ||
Date of Issue: I:] (mm/ddfyyyy) To I_,,] tmmiddineey)
Date of Entry: |;1 (mim/ddfyyyy] To I_i (mmddfvyvy)
Entry Summary £:
IR #:
Port Code: Lockun: Port Code
Reference or File #;
HMfr./Shipper/Seller:
CBP Status: Sent v
To search for a form you must enter at least two of the following criteria:
e Form Type o Reference or File Number
o Importer of Record Number (IR #) e Entry Summary Number
o Date of Issue (From and To) e Manufacturer/Shipper/Seller
o Port Code o CBP Status
o Date of Entry (From and To)

CBP statuses are:
e Sent: CBP has issued a CBP Form 28, 29 or 4647.
e Closed: CBP has reviewed the response received from the trade and
changed the status to “closed.”
e« Response Received: CBP has received the trade’s response to the form.

4. Select the Search button. A list of CBP forms meeting the search criteria entered
will be displayed.
5. Select the Action # link of the CBP form you wish to display.

Showing 1 - 10 of 12

Action # Form Type Entry Slémmarv 4
000298690001 CBPF28 l R l
000230530002 CBPF28 SD000214604
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CHP Information

B Malus: Tank Froom
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Wale Hespoime Heoeneed: leam Uessgmalion: e
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6. Four sub-tabs are displayed on the CBP Form 28: “Trade Information,” “ES
Lines,” “CBP Attachments” and “Trade Attachments.” The “Trade Information”
sub-tab allows the user to input a response on a CBP Form 28.

-MMMMM

.....
tl l‘ Limm & H1% @ ey S UOH Valum Cmbry Origan [ 11E] Imporiar &
] ool BEABLLOOLD 35,00 EE2 1 L] ARRBCTRCL2ERAL 321-08-3785

7. Select the ES Line sub-tab to display the entry summary lines associated with
this CBP form.

“ES Vers #” indicates the Entry Summary Versioning Number. Currently, the
& versioning strategy will follow the model of major (e.g. v1.00) and minor (v.01)
revisions. The initial version of an entry summary submitted by trade will be v1.0.
i Minor revisions are made by CBP users.

8. Select the CBP Attachments sub-tab to see if CBP has attached any documents
associated with the form.

Trachs Information S Lined CEP Attachnsents f| Trads Attachments

Attachments

Showming L - 1 af 1

Filss Mamae Tx Version Date Uplomded Tims Uploaded
[ Feb §g 18:15: 57 f 1571 D2/1172009 E!15 FH

9. Select the Trade Attachments sub-tab to attach any documents to the response
or to view any documents attached.
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Trode Inlormatiss CS5lings  CEF AHachmanis
AlMachments

File Name (i1 Varsion hate Uploaded T i U phcasded

10. Select OK to return to the “Forms” sub-tab.

& CBP Form 4647: Five sub-tabs display in the “Edit Forms Details” portlet.
(\{I I Section IT1 ES Lines CBP Attachments Trade Attachments Section IV

CBP Form 29: Three sub-tabs display in the “Edit Forms Details” portlet.
ES Lines  CBP Attachments Trade Attachments

Printing a CBP Form

After you have located the CBP form based on your search criteria, you can save a
copy to your computer or print the form.

1. Select the View Form as PDF link.

Edit Form Details

Form 1=
P Bl ormatio

CHI" Status: Sert

2. A “File Download” window will appear.
File Download &
Do you want (o open or save this file?
Hame: e pdf

Tyet. Adche POF Reader, 1.6108
From:  sceswitlsoe. dp.dhe.gow

[ oo || Swve | [ _conce |

[] Ahways ask belore opering this type of fie

Wil Filess from the inbemest can be vseful, some flss can potertialy
v your compuber. I you do not inst [he sourme, do Pl open o
v Bus file.

3. Select Open to view the CBP form in a PDF version.
4. Select Save to save the PDF to your computer. Users can then print the CBP
form by selecting the printer icon.

Responding to a CBP Form

All authorized users with “Full Access” can respond to a CBP form. All CBP forms that
still require a response appear in the default list with a “Status” of “Sent.”
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mll Only one authorized user can respond to a form at any one time.

To respond to a CBP Form 28:

-_

Select the Home tab.

2. If the form is not displayed in the “Task List” select Search Forms link or scroll
down to view the “Search Forms” portlet.

3. In the “Search Forms” portlet, enter at least two criteria.

4. Select the Search button. A list of CBP forms meeting the search criteria entered

will be displayed.

“inchinben Fain @ recsond
Bl far £ Farres
Farm Type: o | w

O o et B {raersddiyyyy] Ta B ety
ety o Entrys Bt Ta i i dtt )
Enbry Ssmmary #
Y}

Fart Coda:
Bcicronee or File 82

e | Gl Sallar

2P 5% aftus: st P

Search. | [ Cascai ]
Fomn Type Enfry Summasy & ma Deale o Tasue Shalus
(= SAM AT ELA 1a0%-Eres o0 Terd
CBAFIA SAMITHLA AI5H-HMEE Sart
CRIFIR SADNISHE 213 RPEE e

5. Select the Action # link of the form you want to view. The “Edit Forms Detail”
portlet displays.

Edil Form Delail

i 28

COF Trtgrmation

LBP Stated: Se Fram

Thae Dake; ALAT20IY COF Officern Patrci Snow

fiatm Responae Receieed: Team Designation: xa

Date of Reguesk: ;! Teleghane #: PEA A8 G005

Date off Enlry: i

Date off Impaetation [Aanres of pErean OF ©omap sy )

Mir. ! Gellar } Shippar: P.0. Box:

Street Address 1501 M Deaurepard 58

Carriar:

Additianal Address Line 1:

Enlry #:
Invelce Bescription of Merchasdise: |Euci e - 60V Additianal Address Line 2:
City: Alexandria
Coumyl
State ! Province; i,
2ip/FPostal Coda: ZIAL-1700
Tmvnice &3 Couniry: us
HTSUS Item #: 535410050
Country of Grigin: N
Country of Expestation: I
CHP Broker B
EReterance [ Flle #: ISSTT
CBF Officer Message
Flanes Anawer ITndicabed Questinnds] Plaaza Furmnish Indicsted Thems{s]
A, Are wou related [n 3y way o the seller of this A, Copy of contesct [oF parchase srder and seller's condirmation
mesrchandies? Tf yom sre related, plascs describe the fherent] convesring this trammaction, and sny resisiona therako,
redaticmship, and sxplain how this relsticoship affecis the E. %ge CBP Officer Message.

prece pand or payable for the merchasdise.
B, Tdentity and give details of any additional cosis [ expenses
incurred in this framaaction such ss:

6. Scroll to view the “Trade Information” sub-tab. Enter the response in the required
fields.
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Froduction of Documeents asd / of Information Reguired by Law
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Daate Lalermation Furmched: _'l
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Signatuser Popilated on Semwd

Title  Position of Signer

Telaghone £
Drate:

Beply Message:

| SaveisDraft | |Sesd || Cancel

7. Select the Trade Attachments sub-tab to attach a document to the response.
8. Select the Add Attachments link. The “Attach Files” portlet displays.

Irade slomealios £S5 Lines  CBF Allachments

Atfachment 1

B agd Ammckmants

Filbe Hamee m Warsion Wate Uploaded Timiee Uploaded

9. Select the Browse button to find the file on your computer you wish to add. Open
the file.
10. Select the Attach File button to attach the file to the form response.

AEtach File

Amwking @ Fleis @ ted §bep SroGEEE.

2. Chik Bromse Ur sebect the file, o Type e path 1o the e i the boo beloew.

. Chok Attach Fiks b dd the b 1o The "ARRdment” i oy

View or Remove AHachment

T viess b files Seliect o fle from Amachment Bst bow ard chiek on “view Saecement”
Tn Remnve & fle: Select the fls froes the " Attachment” e bav ans dics "Remiove ™.

Add File: Attachoneni
(Bmae | [ ttach Fila_|

]

11.Select Save.

12.Select the Trade Information sub-tab again.

13.Either select Save as Draft to save all information entered for review or select
Send to send the response to CBP.

Once the response has been submitted, CBP will review the information provided and if
no additional information is required, CBP will change the “Status” from “Sent” to
“Closed.” CBP Form 28s with a “Status” of “Closed” will be removed from the default list.

The “Forms” sub-tab in the “Task List” portlet shows all CBP forms that are
awaiting a response from the account or that have new information
available. The “Status” is “Sent” for new forms and “Closed” for Form 4647
when a response has been sent by CBP. In order to view a CBP form that
has been removed from the default list, you will need to search for the form.
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To respond to a CBP Form 29:

CBP Form 29 contains three sub-tabs: “ES Lines,” CBP Attachments” and “Trade
Attachments.”

arim B iy Poern o POE
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Once the response has been submitted, CBP will review the response and if no
additional action by the trade is required, CBP will change the “Status” from “Sent” to
“Closed.” CBP Form 29s with a “Status” of “Closed” will be removed from the default list.

To respond to a CBP Form 4647:

CBP Form 4647 contains five sub-tabs: “Section Ill,” “ES Lines,” “CBP Attachments,”
“Trade Attachments” and “Section IV.”
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Form 4647 [

Swclion [ {To Be Complets By Customs]

Fraim Ta Eritry Duaks
Contact Person: Orisn Roberss Importer of Record; 12100765 Port of Dntry: 3504
Telephone £ Telephame £: Entry £ Choni7ies
£ ero: Bratir of Entiry: 1508 200
[manss of parson or company) [nema of perssn or compeny] COF Droker: CrgBirckoar SATOGZZ
. Bz P.0. Box: Releremce or File §1 734457383
Street Address: 1EQL M Besuregard 5t Street Address: 1801 N Baauregerd 5t
Additioaal Address Line 1 Additional Address Line 13
Additinnal Address Line 2: Additional Addrees Line 3:
Ciky: Alewsrednin City Almwandna
Couniy: Cauniy:
SEale ) Prowince: WA State ) Province: (-
ZipfPostal Code: 2ZFAL-17D1 Zip/ Postal Code: 23311-1701
Country: us Cauntry: us

Statute(s) / Begulation(s] Violated
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oK)

When the trade responds to Section IIl of the CBP Form 4647, the status will
automatically be changed to “Response Received.” When CBP re-sends the form to the
trade after filling out Section IV, the status of the form will change to “Closed.”

&Il Once a form has been submitted to CBP it cannot be changed.

Responding to a Post Summary Request for Documents

A CBP employee can initiate an electronic post summary request for additional
documentation to the filer. The “Documents Required” message will be received in ABI
and will contain an “Action Number.” The ABI message can be a request for one or
more specific types of documents, as specified in the remarks text in the ABI E3 record.
Providing a response to the request can be accomplished using the “Upload
Documents” feature in the ACE Portal. Brokers responding to a “Documents Required”
message on behalf of their clients can use the “Upload Documents” link located on the
“‘Home” tab in the broker's ACE portal account. Importers will not need to grant brokers
access to “Forms” to enable brokers to respond to a post summary request for
documents on their behalf.
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To respond to a Post Summary “Documents Required” message:

1. Select the Home tab.
2.
3

Select the Forms link.

. Select the Upload Documents link. The “Attach Files” portlet displays.
[ tome | | hetere

Accounls |  BEelerences | Tools I @' |.=

fppeevals(0]  Hobifications(0] | Forme(ez)

Shuwirg 1+ 80 .o 13
Action ¢ Farm Type Eniry Summary & LLE L

Enter the Action # from the ABI message.

Select the Browse button to find the file on your computer you wish to add. Open
the file.

Select the Attach File button to attach the file to the form response.

Select the Save button.

Aftach Filles

achrmant e box and Sk an " atach
the "ARachrment” st Bax acd dick "Remawe”.

Brokers will receive a UC outbound message from ABI when the CBP
import/entry specialist takes action based on the documents they receive. The “7”
in position “3” of the E1-record indicates “Document Receipt Acknowledgement.”

All Individual attachment size cannot exceed 20 MB.

CBP should be able to accept the following formats as attachments; however, all ports
may not yet have all of the required software. Port personnel will contact the respondent
if they are unable to open the attachment. Preferable formats are marked with an
asterisks (*).
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Extension

123
*BMP
*CSV
*DOC
FAX
*GIF
*HTM
*JPG
LWP
MDB
MOV
MPP
MSG
“PDF
*PPT

*RTF

*TIF
*TXT
VSD

*XLS
XML

Topic: Receiving and Responding to CBP Forms

Application

Lotus 123 Application

Windows Bitmap Format

Comma Separated File

Microsoft Word Application

Internal Format for TIFF Files
Graphics Interchange Format
Hypertext Markup Language Format
Joint Photographic Experts Group format
Lotus WordPro Application
Database (Microsoft Access)
QuickTime Movie

Microsoft Project Application
Outlook Mails

Portable Document Format
Microsoft PowerPoint Application

Rich Text Format

Tag Image File Format

Text Format

Visio Application

Microsoft Excel Application
eXtensible Markup Language

Additional Resources

For additional assistance, take the web-based training (WBT) titled “Multi-Modal
Manifest and ESAR Enhancements.”
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The URL for the ACE Online Training

Center and the required user name ECENS TR '““"“““”“”““"““"”’“'|,“‘“‘""“‘““'““
R i e T i sy ACEIhisREE
and password are: o A !

Should you sxperiznce sny troubls vissing the cowsens, Periodic Payments
try these few troubleshooting fips

http://nemo.cbp.gov/ace online Lo i Loxs eManitest TR
Browser name: Microsoft Internet Explorer .
Browser version: 4

- o
e-Manifiesto: Camiones
Flash Player 7 or higher is required to view this course. -2

et Adoh | To check the curren nof Flssh that  ACE Reports ;
Flash Player " | your browser is runniy here. for the Trade Community.

Forms, Declarations, & }
ADICUD+Gc:ses| i"&i?-.&id [f.a?s Accg%_nts

Multi-Modal Manifest &

JACE;

R3]

[R4)
R

)

AY)

ESAR Enhancemants. A2;

L3

JAZX352)

i
V1%

Forms, Declaraliuns?_
& AD/CVD Cases

Post Summary |
Corrections

e-Manifest: Rail & Séa

e-Manifiesto:
Ferrocarril y Maritimo

Do you need additional assistance with CBP Forms? If you are a trade
member calling or if you are calling outside the United States, please contact
Technology Service Desk at 1-866-530-4172.
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