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GETTING STARTED

This chapter covers the following sections:

e INTRODUCTION TO MODERNIZED ACE PORTAL USER GUIDE
e HoWw 1O USE THIS GUIDE
e WHAT’S NEW
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INTRODUCTION TO MODERNIZED ACE PORTAL USER GUIDE

PURPOSE

This User Guide (UG) provides information on how to process account types for air, sea, truck, and rail in the
Modernized ACE Portal.

TARGET AUDIENCE

This user guide is intended for use by Trade users.

This training is not for Participating Government Agency (PGA) or CBP users.

ORGANIZATION

This user guide is divided into three chapters containing one or more sections each, which are then divided into
topics. Each section covers a set of related functions or tasks, and each topic presents information and guidance
about a specific function or task.

USER GUIDE LAYOUT

This user guide includes these Chapters:

e Chapter 1: Modernized ACE Portal Introduction
e Chapter 2: Create Accounts and Add Account Information

e Chapter 3: View and Edit Account Information
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How 10 USE THIS GUIDE

PRESENTATION CONVENTIONS

This user guide has consistent visual cues and standard text formats to help locate and interpret information
casily. The following text conventions are used:

TEXT CONVENTIONS

e Bold Title Case - Used for data fields, menu items, button names, and option names.

e [talics - Indicates entries the user is to type, used for both verbatim entries and placeholder entries. An
example of a placeholder entry is password where the user is to type their individual password, not the
word “password”.

GRAPHIC CONVENTIONS

This text uses Notes (including general notes, tips, and important notes) to call the user’s attention to information
of special importance. The types of notes used and their explanations are shown below, from most critical to
neutral.

Important Notes, Notes, and Tips
IMPORTANT: Provides information essential to the completion of a task. Users can disregard
@ information in a note and still complete a task, but they should not disregard an important note.

NOTE: Emphasizes or supplements important parts of the main text. A note supplies information that
ﬂ may apply only in special cases.

. TIP: Helps users apply the techniques and procedures described in the text to their specific needs. A tip
9) suggests alternative methods that may not be obvious and helps users understand the benefits and
e capabilities of the product.

U.S. Customs and 3
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WHAT’S NEW

RELEASED - APRIL 2024
Statement Designation and Calendar

Authorized users can view statement information and edit the statement calendar payment date in importer and
organizational broker accounts.

Authorized users can indicate statement designation in organizational broker accounts.

IMPORTANT: Importer and organizational broker accounts must participate in PMS and the
@ organizational broker must have a top account to edit statements.

For detailed information and steps to complete statements functionality in the Modernized ACE Portal, reference
the Statements Calendar and Designation Quick Reference Card (QRC).
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CHAPTER 1: MODERNIZED ACE PORTAL INTRODUCTION

This Chapter contains the following Sections:

e SECTION 1.1: CREATE ACCOUNT, LOGIN, AND ACCESS
e SECTION 1.2: NAVIGATE THE MODERNIZED ACE PORTAL
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SECTION 1.1: CREATE ACCOUNT, LOGIN, AND ACCESS

INTRODUCTION

You must create a Modernized ACE Portal account and link to your Legacy ACE account before you log into the
Modernized ACE Portal. All data in the Modernized ACE Portal synchronizes with the Legacy ACE Portal;
updates in one are visible in the other. You access Legacy ACE through the Modernized ACE Portal.

THIS SECTION CONTAINS THE FOLLOWING TOPICS:

e Topic 1.1.1: Create a Modernized ACE Portal Account and Log In
e Topic 1.1.2: Subsequent Log In to the Modernized ACE Portal
e Topic 1.1.3: Access Legacy ACE from the Modernized ACE Portal

U.S. Customs and 6

Border Protection April 2024
Publication No. 3608-0324




User Guide Chapter 1: Modernized ACE Portal Introduction

Modernized ACE Portal Section 1.1: Create Account, Login, and Access

Toric 1.1.1: CREATE A MoDERNIZED ACE PORTAL ACCOUNT AND LOG IN

INTRODUCTION

Before you can access the Modernized ACE Portal, you must create a Modernized ACE Portal account. You can
link your Legacy ACE account to your new Modernized ACE Portal account to synchronize your roles. This is a
one-time step for the first login.

You can view all your Legacy ACE accounts in the Modernized ACE Portal and toggle between the two
applications without logging in again.

Portal to the Modernized ACE Portal. Additionally, we recommend using Google Chrome or Edge to

IMPORTANT: Your ACE Accounts must be active and in good standing to link from the Legacy ACE
access the ACE Modemized Portal.

All fields are required.

How 10 CREATE A MODERNIZED ACE PORTAL ACCOUNT AND LOG IN
1. In an Internet browser (Chrome or Edge), type https://ace.cbp.gov.

2. Inthe Welcome to the ACE Secure Data Portal page, in the Existing Users pane, select
the Trade/PGA User Login button.

A U.S.Customs and Existing Users: New to the ACE Portal?
Border Protection
No Existing Account:
CBP User Login (PIV,
For information to get started, click here: ACE Secure
WElcome to the Data Portal Account
ACE secu re Data Existing Legacy Account:
P rt I = CBP Users: Click "CBP User Login (PIV)"
orta - Non-CBP Users: Click "Trade/PGA User Login"

- On the next page, click "Create An Account”
- Complete a one-time sync of your existing ACE

S . Portal by enteri I ACE Portal
Facilitating legitimate trade by ortal access by entering your legacy L

automating tools and
information

account credentials

Need Help?

For ACE resources of to contact us, click here: ACE Support Page

Notice to All Users

You are about Lo access a Department of Homeland Security computer system. This compuler system and data therein are property of
the 1S Government and provided for official U1 2t anduse There jsno expect of orivacy when vou u

NOTE: If you do not have an existing Legacy ACE New to the ACE Portal?
account, select the link in the No Existing Account N

section for information on creating a new account. For informatio o get artec,clic are AE acure D Pora Accoun]|
3. Inthe login screen, select the CREATE AN ACCOUNT button.

U.S. Customs and
Border Protection

[l ! read and accept the Brivacy Act Statement
LOG IN

FOTEOt your password?

CREATE AN ACCOUNT

U.S. Customs and 7
Border Protection April 2024
Publication No. 3608-0324



https://ace.cbp.gov/

User Guide Chapter 1: Modernized ACE Portal Introduction

Modernized ACE Portal Section 1.1: Create Account, Login, and Access

4. Inthe Create Your CBP Account pane:
Create Your CBP Account

CREATE YOUR FREE ACCOUNT TO GET STARTED

2 First Name

2 Last Name

& Email

@ Create Password

@ Confirm Password
. | read and accept the Privacy Act Statement
SIGN UP

Already have an account? Login Here!

a. Inthe First Name field, type your first name.

. TIP: When you select the First Name field, a dialog box may display with your
Q name and email address. Selecting anywhere in this dialog box auto-populates
= all fields except the Create Password and Confirm Password fields.

b. Inthe Last Name field, type your last name.
c. Inthe Email field, type your work email address.
In the Create Password field, type a password.

NOTE: Passwords must have at least 15
E%? characters and at least one lower case letter, Password must contain the following:
one upper case letter, and a number. ol

A capital uppercase) letter

@ ity Yo create your paSSWOrd, a checkmark A number

Minimum 15 characters

displays when each criterion has been met.

e. Inthe Confirm Password field, re-type your password.
f. Select the checkbox before the | read and accept the Privacy Act Statement.
g. Select the SIGN UP button.

5. Inthe Two Factor Authentication page:
a. Inthe Security Token field, type the six-digit code sent to your email address.
b. Select the VERIFY button.

U.S. Customs and 8
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U.S. Customs and
Border Protection

scurity Token

VERIFY

6. Inthe page that displays, select the ACCEPT TERMS button.

2D BORD

%

\‘qﬁ}ﬂ U.S. Customs and
16 .

Border Protection

You are about to access a Department of Homeland Security computer system. This computer system and data
therein are property of the U.S. Government and provided for official U.5. Government information and use. There
is no expectation of privacy when you use this computer system. The use of a password or any other security
measure does not establish an expectation of privacy. By usi is system, you consent to the terms set forth in
this notice. You may not process classified national security information on this computer system. Access to this
system is restricted to authorized users only. Unauthorized access, use, or modification of this system or of data
contained herein, or in transit to/from this system, may constitute a violation of section 1030 of title 18 of the U.S.
Code and other criminal laws. Anyone who accesses a Federal computer system without authorization or exceeds
access authority, or obtains, alters, damages, destroys, or discloses information, or prevents authorized use of
information on the computer system, may be subject to penalties, fines or imprisonment. This computer system
and any related equipment is subject to monitoring for administrative oversight, law enforcement, criminal
investigative purpases, inquiries into alleged wrongdaing or misuse, and to ensure proper performance of
applicable security features and procedures. DHS may conduct monitoring activities without further notice.

DECLINE ACCEPT TERMS

7. Inthe Link your Legacy ACE User page:
a. Inthe User Id field, type your Legacy ACE user ID.
b. Inthe Password field, type your Legacy ACE password.
c. Select the Link Legacy ACE Account button.

Link your Legacy ACE User

Use your Legacy ACE Userld and Leg
ACE Secure Data Portal.

User Id

Password

Link Legacy ACE Account

U.S. Customs and 9

Border Protection April 2024
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8. Inthe Your account has been linked successfully! dialog box, select the Sync Legacy
Account button.

Your account has been linked successfully!

Mo wi nisid 1o Sync your account 2coess from legacy. please click the bulton
below o continue.

[ ]

The Welcome to ACE homepage displays.
IMPORTANT: When your Modernized ACE Portal and Legacy ACE accounts are

linked, your roles are synchronized. Registering and linking to the Legacy ACE
Portal is a one-time step.

Your ACE Account must be active and in good standing to link from the Legacy
ACE Portal to the Modernized ACE Portal.

10

Border Protection April 2024
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Topic 1.1.2: SUBSEQUENT LoG IN To THE MODERNIZED ACE PORTAL

INTRODUCTION

The first time you log in to the Modernized ACE Portal, you will link your Legacy ACE Portal to your
Modernized ACE Portal account. All subsequent logins will automatically link to the Legacy ACE Portal.

How 10 LoG IN TO THE MODERNIZED ACE PORTAL AFTER THE INITIAL LOG IN AND LINK

1. In an Internet browser (Chrome or Edge), type https://ace.cbp.gov.

2. Inthe Welcome to ACE Secure Data Portal page, in the Existing Users pane, select the
Trade/PGA User Login button.

U.S. Customs and Existing Users: New to the ACE Portal?
Border Protection
Sl Login (PIV) No Existing Account:
SS( O For information to get started, click here: ACE Secure
Welcome to the Trade/PGA User Login Data Portal Account
ACE secu re Data Existing Legacy Account:
+ CBP Users: Click "CBP User Login (PIV)"

Portal - Non-CBP Users: Click "Trade/PGA User Login"

- On the next page, click "Create An Account”
» Complete a one-time sync of your existing ACE
e - Portal access by entering your legacy ACE Portal
Facilitating legitimate trade by .
A account credentials
automating tools and
information
Need Help?

For ACE resources or to contact us, click here: ACE Support Page

Notice to All Users

You are about to access a Department of Homeland Security computer system. This computer system and data therein are property of
the U and provided for official U ation and use There isno ation of privacy when vou use

3. Inthe log in page: ¥ Us. Customs and

a. Inthe Email field, type the email address you used to set up Border Protection
your account.

b. Inthe Password field, type the password you used to set
u p yo u r a C C O u nt Click the checkbox below to mf:f'j:f:,i:‘, you read and accept the Privacy

c. Select the checkbox before the I read and accept the 'J“
Privacy Act Statement. S—

d. Select the LOG IN button.

The Two Factor Authentication page displays. An email is automatically sent to your
login email address.

+ | TIP: If you receive a login error, follow the directions in the error message to

9) restore your access.

There was an error logging you in

U.S. Customs and fesneener
Border Protection s kit e i

nediat
Include them when reaching outto support.

ologlze for any Inco mend that you close all browser windows, lear any brawser cache, and ty agaln If
ct ACE Supportorv 3t rsourcas avalable on cbogo I thara are aror deals provided balow, piazse

Welcome to the ACE
Secure Data Portal

Facilitating legitimate trade by
automating tools and information

U.S. Customs and 11
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4. Inthe Two Factor Authentication page:
a. Inthe Security Token field, type the six-digit code sent to your email address.

b. Select the VERIFY button.

Border Protection

gﬁé U.S. Customs and

Two Factor Authentication

Enter the Security Token that has been sent to the email associated with your account

& Security Token

Resend Security Token

VERIFY

5. In the page that displays, select the ACCEPT TERMS button.

U.S. Customs and
Border Protection

You are about 1o access a Department of Homeland Security computer system. This computer system and data
therein are property of the U.S. Government and provided for official U.S. Government information and use. There
is no expectation of privacy when you use this computer system. The use of a password or any other security
measure does not establish an expectation of privacy. By using this system, you consent to the terms set forth in
this notice. You may not process classified national security information on this computer system. Access to this
system is restricted to authorized users only. Unauthorized access, use, or modification of this system or of data
contained herein, or in transit to/from this system, may constitute a violation of section 1030 of title 18 of the U.S.
Code and other criminal laws. Anyone who accesses a Federal computer system without authorization or exceads
access authority, or obtains, afters, damages, destroys, or discloses information, or prevents authorized use of
information on the computer system, may be subject to penalties, fines or imprisonment. This computer system
and any related equipment is subject to monitering for administrative oversight, law enforcement, criminal
investigative purposes, inquiries into alleged wrongdoing or misuse, and to ensure proper performance of
applicable security features and procedures. DHS may conduct monitoring activities without further notice.

DECLINE ACCEPT TERMS

The Welcome to ACE home page displays.

ace

Accounts v Account Search References

Welcome to ACE

I

Recently Viewed Accounts
10 Records
Identification Type v | Identification Number v

ACE ID v | Name Account Type v

Exportar EIN 34.3904321

U.S. Customs and 12
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Topic 1.1.3: AccesS LEGAcY ACE FRom THE MoDERNIZED ACE PORTAL

INTRODUCTION

All information in the Modernized ACE Portal synchronizes with the Legacy ACE Portal. Any updates made in
Legacy ACE are visible in the Modernized ACE Portal. Any updates made in Modernized ACE Portal are visible
in the Legacy ACE Portal.

Until all Legacy ACE functionality is available in the Modernized ACE Portal, you can access Legacy ACE
through the Modernized ACE Portal.

How 10 AcCeESS LEGAcY ACE FRoM THE MoDERNIZED ACE PORTAL

1. In the Welcome to ACE page:

Accounts v Account Search Referances

REMINDER: LogIn to each reference tab application every &5 days fo keep your account active.

DID YOU KMNOW: You can customnize the order of the Reference tab apps by dragging and dropping the tiles Into the position of your cholce.

RN

Legacy ACE CEE Directory Truck Manifest Trade Portal

o
oo

Forms Gold Rate HTS

a. Select the References tab.
E;, NOTE: You can change the display order of the tiles by selecting a tile and
_ :’ﬁ using your mouse to drag and drop it at the desired location.
b. Select the Legacy ACE hyperlink.
The Legacy ACE Portal displays bypassing the login screen.

ii:ace secure data portal u: st Protectio Welcome,

4 There are no approvals
Approvals(D)  Metifications (5)  Forms (0)  PGA Documents (0)
ancel Claim Show: [All v|

Title Date Created * Description Claimed

“Indicates field is required

U.S. Customs and 13
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SECTION 1.2: NAVIGATE THE MODERNIZED ACE PORTAL

INTRODUCTION

There are many helpful features and functions in the Modernized ACE Portal home page.

THIS SECTION CONTAINS THE FOLLOWING TOPICS:

Topic 1.2.1: Navigate the Modernized ACE Portal

Topic 1.2.2: Search for an Account Using the Global Search Field
Topic 1.2.3: Search for an Account Using the Accounts Tab
Topic 1.2.4: Search for an Account Using the Search Filters Pane
Topic 1.2.5: Share Feedback on the Modernized ACE Portal
Topic 1.2.6: Access Support for Modernized ACE Portal Issues

U.S. Customs and 14

Border Protection April 2024
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Toric 1.2.1: NAVIGATE THE MODERNIZED ACE PORTAL

INTRODUCTION

After creating your Modernized ACE Portal account and logging into the portal, the Modernized ACE Portal
home page displays.

For questlons about the new ACE portal, please click here.  To return to Legacy ACE, please click here. -

v196

Welcome to ACE

Recently Viewed Accounts e
& Records

ACEID v | Name ~  Account Type ~ | Identification Type ~ | Identification Number v

The home page consists of:
1. Home, Accounts, Account Search, and References tabs
o Home — Returns you to the home page.
o Accounts — Contains a list of all types of accounts.
o Account Search — Displays all search results and filter capability.
o References — Displays links to other ACE applications.

= Use the CEE Directory link in the References tab to access and search Centers of
Excellence and Expertise (CEE) contacts.

= Change the display order of the tiles by selecting a tile and using your mouse to drag and
drop it at the desired location.

= Additional system links will be added on the References tab page as modernized portal
functionality development continues.

2. Global Search (Enter Account Name, Type, ACE ID...)
o Search for accounts and records by keyword, name, or identifier.

3. (Your Name) drop-down menu:
o Contact Support — Contact CBP with technical issues concerning the Modernized ACE Portal.
o Log Out — Log out of the Modernized ACE Portal.

4. Global Search (Enter Account Name, Type, ACE ID...)

o Search for accounts and records by keyword, name, or identifier.

A U.S. Customs and 15
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5. Recently Viewed Accounts

o The last ten accounts viewed.

o Select an account hyperlink to display the account details.

IMPORTANT: As a Trade user, you only are able to see your Top Accounts and the
associated subaccounts. If you view one account ten times, it will only display once in the

Recently Viewed Accounts list.

6. CBP News, CSMS Feed, and ACE Support — Contains general CBP news, hyperlinks to Cargo System
Messaging Service (CSMS) messages, and ACE support resources.

o

News CSMS Feed
ACE Portal Modernization: Blanket Declarations Removed from CSMS # 59338069 - ACE Production Standard Invasive Maintenance
Legacy Portal - February 10-11, 2024
ACE Portal Modernization Phase 4: Additional Functionality Now CSMS # 59323634 - Request for Proposals for Customs Brokers
Available in the Modernized ACE Portal Continuing Education Accreditors Issued in SAM
ACE Portal Modernization — Phase 2: Manifest Trade In-Bond Ul Now CSMS # 59315775 - ACE Certification Extended Invasive
Available Maintenance Window — February 7, 2024
ACE Portal Modernization Now Underway CSMS # 59313546 - Harmonized System Update (HSU) 2402

CSMS # 59311800 - REMINDER: Utilization Requirements for Solar
Cells and Modules from Cambedia, Malaysia, Thailand, and Vietnam

©

ACE Support
ACE Availability Dashboard
ACE Portal Overview
ACE Support Resources
ACE Training Resources

ACE Homepage

7. ACE Development and Deployment Schedule — Contains information associated with the Modernized

ACE Portal deployments, and upcoming ACE Portal events.

ACE Development and Deployment Schedule e

¥ Border Protection

CBPRgov
An official website of the U.S. Department of Homeland Security,

Accessibility Forms Site Policies Vulnerability Disclosure
p

Accountability Inspector General The White House ESEE
DHS Components ~ No FEAR Act USA.gov

FOIA Privacy

U.S. Customs and .16
Border Protection April 2024
Publication No. 3608-0324
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ToriCc 1.2.2: SEARCH FOR AN ACCOUNT USING THE GLOBAL SEARCH FIELD

INTRODUCTION

Use the Global Search ficld at the top or middle of the home page to search for accounts by keyword, name, or
identifier.

How 70 SEARCH FOR AN AcCOUNT USING THE GLOBAL SEARCH FIELD

1. In the Global Search field:

Accounts v Account Search References

a. Type the partial or full account name or number.
b. Select the Search icon ©. .

2. In the search results that display, in the Account Name column, select an account name
hyperlink.

Al hd

Showing 3 | 3 Results

Account Type ~ | Account Name Identificatlon Type ~ | Identification Number ~ | ACEID W
Carrlei arrler Code RUGE 0000254857
Top Malor League Rugby ACEID 0000254547 0000254547
Service Provider In-Game Analytics SCAC RUGE 0000256226

NOTE: The top account and all associated I 2ccount Novigation
subaccounts display in the Account  Martaeue gy
Navigation pane on the left.

The Account Name pane displays.

Account Mame Reports
Jersey Ship LLC
Recard Type Name ACEID SCAC Mode of Transport Status
Carrler 0000254857 RUGE Truck Active
Details Contacts Addresses Bonds Drivers/Crew Consignees Conveyances Former Conveyances More

s Carrier Information

Carrier Name ACE ID
Jersey Ship LLC 0000254857
Taxpayer ID Type Taxpayer 1D
rd '
lade of Transport SCAC
Truck RUGE
7
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Toric 1.2.3: SEARCH FOR AN ACCOUNT USING THE ACCOUNTS TAB

INTRODUCTION

Use the Accounts tab to search for accounts of a specific account type.

How 70 SEARCH FOR AN AcCcOoUNT USING THE ACCOUNTS TAB

1. In the Accounts tab drop-down menu, select an account type option.

Accounts A Account Search

Broker Permit

All your accounts for the account type selected display.

2. In the accounts pane, in the Account Name column, select an account hyperlink.

Accounts Account Search References

Top Accounts
Showing 2 / 2 Results

Account Name ACEID W Status v
Best Bonnets Top 0000258202

00254547

The Account Name pane and Details tab display.

I Account Navigation Account Name
Major League Rugby

ACEID
0000254547

Details Contacts

~ Exporter

v Top Account Information

Legac

ACEID
~ Facility Operator Va 0000254547
DUNS #
Field Maintenence - -
Taxpayer ID: 77-8675309 s 2EsT-m ‘
End of Fiscal Year
~ Imperter 273
3 12/31 4
/ /s
Bob the Imparter Progra cipation

NOTE: The top account and all associated subaccounts display in the Account
Navigation pane on the left.
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Toric 1.2.4: SEARCH FOR AN ACCOUNT USING THE SEARCH FILTERS PANE

INTRODUCTION

Use the Search Filters pane to search for accounts by keyword, name, or identifier. Different search fields
display for different account types.

How 10 SEARCH FOR AN AcCOUNT USING THE SEARCH TAB

1. Select the Account Search tab to display the Search Filters pane.

Accounts v Account Search References

All v

Showing 0 / 0 Results

Account Type ~ Account Name Identification T... v Identification N... ACEID

2. Inthe Search Filters pane:

| All - O
bo [%]

Showing 6 | 6 Results

Search Filters

Account Type v Account Name Identification T... Identification N... v ACEID N
Top Best Bonnets Top ACEID 0000258202 0000258202 A
Organizational Broker BOWEN-MOWER Filer Code 761 0000041918
Al v
Organizational Broker ~ BOWEN MOWER Filer Code AC1 0000041949

4 Importer IRz 541-34-2463 0000213425

Vessel Agency Boat House ACEID 0000257304 0000257304

Broker Permit BOWEN MOWER ACEID 0000255489 0000255489

In the Keyword Search field, type the partial or full account name or number.

Select the Search button. [ .
... TIP: You can also select the All drop-down “
Q menu and select the type of account to —
- narrow the list of accounts. Carer

3. Inthe search results that display, in the Account Name column, select an account name
hyperlink to display the account details.
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Toric 1.2.5: SHARE FEEDBACK ON THE MODERNIZED ACE PORTAL

INTRODUCTION

Share feedback on what you like or what can be improved using the Give Us Feedback feature. The feedback is
monitored and shared with the stakeholders to determine if the suggestion(s) should be implemented.

The Give Us Feedback button displays on each page of the Modernized ACE Portal.

How 10 SHARE FEEDBACK ON THE PORTAL

1. In the Modernized ACE Portal, select the Give Us Feedback button.

Travel Trade Border Security Mewsroom About CBP Careers Employee Resources

‘g/‘ ’_%". U.S. Customs and O O 0 B ©® In

m = Border Protection

Contact CBP

% CBPgov National Terorism Advisory
¥ An official website of the U.S. Department of Homeland Security e

Accessibility Forms Site Policies Vulnerability Disclosure
P

Accountability Inspector General The White House =rosram

DHS Components Mo FEAR Act USA.gov

FOIA Privacy

2. In the feedback dialog box:

a. Inthe What do you like? field, type a comment.

b. Inthe What can we improve? field, type a P
comment.

c. Inthe Rate Us! field, move the slider bar to rate
the Modernized ACE Portal. P

d. Select the Submit button.
NOTE: Select the Cancel button to cancel &
E'ﬁ the feedback and close the dialog box. Need Support?

Select the Need Support? hyperlink for Coneel

general information about CBP.

5]
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Toric 1.2.6: AcceSS SUPPORT FOR MODERNIZED ACE PORTAL ISSUES

INTRODUCTION

Unlike Feedback, use the Support feature to get help with technical issues.

How 1o ACCESS SUPPORT FOR MoDERNIZED ACE PORTAL ISSUES

1. In the Modernized ACE Portal home page, select Support from the drop-down menu next to
your name.

Accounts w Account Search References

NOTE: You can access ACE Modernized Portal general information through the
click here hyperlink at the top of the home page.

The ACE Support home page displays in a separate browser session.

ACE Support

ACE Trade Resources Document - This one page document outlines the

ACE Biweekly

Trade Support
resources available to the Trade to answer questions or address concerns. call
Remember: CBP does not provide support for 3rd party software. Please
contact your software vendor directly. The Trade

Transformation Office
(TTO) will host a
biweekly support call via
o ACE Availability Dashboard WebEx between 2:00 PM
ET and 3:00 PM ET on
the scheduled days

ACE Status: If you are experiencing slowness or believe the system may not
be processing transactions, please reference:

® ACE Outages Guidelines

below to answer

ACE Portal technical questions.
WebEx Meeting: ACE
Trade Users PGA Users Biweekly Trade
If you are locked out of If you are a PGA user with Support Call
your account please an ACE Portal account and
contact your Account you have: Meeting Password: ACE1
Owner. If you need help . " (2231 from phones)
. * Forgotten your L.
establishing an ACE Portal e Please note, thisis a
account or have ACE recurring event link that
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2. Inthe ACE Support home page, in the ACE Portal section, at the bottom of the Trade
Users pane, select the E-mail ACE Support button.

E-mail ACE

530-4172

NOTE: The first time the button is selected, the Select an app dialog box displays.
E'ﬂ Select the Outlook option and the Always button to set your default email app to
Outlook.

Select an app to open this 'mailto’ link
Suggested apps

Google Chrome
@
ew

é Microsoft Edge
ok

Browse apps in the Microsoft Store

Always Just once

An email addressed to ACE.Support@cbp.dhs.gov opens in your default email application.

3. In the email body, type the issue you are having with the Modernized ACE Portal.
4. Select the Send button.

The email is sent to the CBP Technology Service Desk (TSD)/ACE Service Desk (ASD).
The TSD/ASD will reply when the issue is resolved and/or additional information is needed.

/A3 US. Customs and /
d Border Protection

Incident has been closed.
Summary details

Closed by:
Closed notes: Task has been completed.... Closing ticket

You can view all the details of the incident by following the link below:

[Take me to ihe incident]

Thank you.

If you have any questions and/or concerns, please contact the CEP
Technology Service Desk
CBP.TECHNOLOGY.SERVICE.DESK@cbp.dhs.gov

Phone: 800-927-8729

N
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Modernized ACE Portal Chapter 2: Create Accounts and Add Account Information

CHAPTER 2: CREATE ACCOUNTS AND ADD ACCOUNT
INFORMATION

This Chapter contains the following Sections:

e SECTION 2.1: CREATE A NEW ACCOUNT
e SECTION 2.2: ADD CONTACTS AND ADDRESSES TO AN ACCOUNT
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SECTION 2.1: CREATE A NEW ACCOUNT

INTRODUCTION

Trade Top Account Owners with authorized permissions can create Exporter, Protest Filer, and Vessel Agency
accounts in the Modernized ACE Portal. You can also add the information from the Form 5106 to register an
Importer of Record number.

Trade Account Owners can provide Proxy Account Owners with permission to add accounts (changes to user
permissions are done in the Legacy Portal).

To create a vessel agency account, reference the Vessel Agency Account Type guide for details.

The general steps to create an account are:
1. Select a top account to associate to the account you are creating.
Select which account type to create.
Add the account information.
Add the address information.

Add the contact information.

AN

Review the added information and save the account.

IMPORTANT: For certain account types, additional information is added.

The first four steps are specific to each account type and are included in the specific account type topic. The last
two steps are common to the different account types and are detailed in separate topics in this section. For some
account types, the contact information is added after the account has been created. This is detailed in a separate
add contact topic in the next section.

THIS SECTION CONTAINS THE FOLLOWING TOPICS:

e Topic 2.1.1: Create an Exporter Account

o Topic 2.1.2: Register an Importer of Record Number

e Topic 2.1.3: Create a Protest Filer Account

e Topic 2.1.4: Add Initial Contact Information

e Topic 2.1.5: Review Added Information and Save the Account

24
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Toric 2.1.1: CREATE AN EXPORTER ACCOUNT

INTRODUCTION

This topic covers how to create an exporter account.

How 10 CREATE AN EXPORTER ACCOUNT

1. Select the Accounts tab drop-down menu and select the + New
Account option.

The Select a Top Account pane displays.

I Select a Top Account

2. Select the *Top Account Search text field, and type a partial or _
full top account name or ACE ID.

op Account Search

l I)esﬂ

A drop-down menu of matching top accounts displays.

3. Inthe *Top Account Search drop-down menu, select the top Fa B"“Em”gt Top

account for the new account. 0258202

The Create a New Account pane displays.

Top Account Name: Best Bonnets Top

I Create a New Account

*Please Select an Account Type

4. Select the Exporter radio button.
5. Select the v'"Confirm button.
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6. Inthe Create a New Exporter: Exporter Information pane, in the Exporter Information
section:

I Create a New Exporter: Exporter Information
0

o

v Exporter Information
*Account Name *Taxpayer 1D Type

v Organization Information

v Other Company Names
AKA DBA

In the *Account Name field, type the name of the exporter account.

In the *Taxpayer ID Type drop-down menu, select an option.
c. Inthe *Taxpayer ID field, type the exporter taxpayer ID.

E=u. NOTE: If Taxpayer ID is not properly formatted, an error message displays the
”ﬂ correct format.

7. In the Organization Information section:
a. Inthe *Organizational Structure drop-down menu, select an option.
b. If applicable, in the DUNS # field, type a DUNS number in NN-NNN-NNNN format.

8. If applicable, in the Other Company Names section, in the AKA, DBA, and DIV fields, type
other company name(s) as appropriate.

9. Select the Next > button.

10. In the Create a New Exporter: Address Information pane, in the Street (Physical)
Address Information section, complete the appropriate street address fields.
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I Create a New Exporter: Address Information

] o o
~ Street (Physical) Address Information
* Address Type cio
Street (Physical) Address v
* Countr Stras
United States v

Address Line 2

nal Address Line 1 Additiona

NOTE: The *Address Type and *Country fields are prefilled by default and not
editable.

11. In the Contact Information section, complete the appropriate fields for a contact at the

address.
v Contact Information
Phone Phone Ext
F Fax E

Ema Website

NOTE: Include a dash (-) to separate the parts of a phone number. The Website
field must begin with https://.

¢ Back

12. Select the Next > button.
The Validate Address dialog box displays.

Validate Address

User's Input Address

Street: 100 Main 5t
City: Fairfax
State/Province: VA
Country: US
Postal Code: 22030

Validated Address [J

Street: 100 MAIM ST
City: FAIRFAX
State/Province: VA
Country: US

Postal Code: 22030

13. Select the v"Confirm button to confirm the validated address.

14. Proceed to the Add Initial Contact Information topic for steps to add the account contact

information.
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Toric 2.1.2: REGISTER AN IMPORTER OF RECORD NUMBER

INTRODUCTION

This topic covers how to use the create a new importer account feature to register the Importer of Record (IR)
number based on the information in the Form 5106.

How 10 REGISTER AN IMPORTER OF RECORD NUMBER

1. Select the Accounts tab drop-down menu and select the + New Account

option.

The Select a Top Account pane displays. ‘

I Select a Top Account

Search Top Accounts Q

2. Select the *Top Account Search text field, and type a partial or
full top account name or ACE ID.

op Account Search

best

A drop-down menu of matching top accounts displays.

3. Inthe *Top Account Search drop-down menu, select the top . [Py
account for the new account.

The Create a New Account pane displays.

Top Account Name: Best Bonnets Top

I Create a New Account

*Please Select an Account Type

4. Select the Importer radio button.

IMPORTANT: Selecting the Importer account type equates to completing the Form
5106 to register the Importer of Record (IR) number. This does not create an

importer account and associate it to the top account.
5. Select the v'"Confirm button.

6. Inthe Create a New Importer: Importer Information pane, in the Importer Information
section:
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I Create a New Importer: Importer Information

(o]

w Importer Information

Doing Business As Options
AKA,
DBA
DT

Select an Optlon v

* Request CBP Assigned IR #

ID Utilized

E;. NOTE: Fields with an asterisk are required. The *“Request CBP Assigned IR #
_ ”ﬂ radio buttons are grayed out and not editable.

In the *Abbreviated Importer Name field, type the abbreviated importer name.
In the *Center ID drop-down menu, select a CEE option.

In the *Taxpayer ID Type drop-down menu, select an ID type option.

a0 oo

In the *IR # field, type the taxpayer ID.

E;, NOTE: If taxpayer ID is not properly formatted, an error message displays the
"ﬂ correct format.

e. Inthe *Type of Company drop-down menu, select a type option.
f. Complete other fields, as appropriate.
g. Select the Next > button.
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7. Inthe Create a New Importer: Address Information pane, in the Street (Physical)
Address Information and the Contact Information sections, complete the appropriate
street address and contact fields.

I Create a New Importer: Address Information
o o o

~ Street (Physical) Address Information Use as Malling Address

United States v

w Contact Information

*Country field is also prefilled by default but is editable. Include a dash (-) to

@ NOTE: The *Address Type field is prefilled by default and not editable. The
separate the parts of a phone number. The Website field must begin with https://.
8. Forthe Use as Mailing Address checkbox in the upper right:

a. Select the checkbox to duplicate the Street (Physical) Address and Contact fields in
the Mailing Address and Contact fields.

OR

b. Inthe Mailing Address Information and the Contact Information sections, complete
the appropriate mailing address and contact fields.

9. Select the Next > button.
The Validate Address dialog box displays.

Validate Address
User's Input Address Validated Addressg

Street: 100 Main 5t Street: 100 MAIN 5T
City: Fairfax City: FAIRFAX
State/Province: VA State/Province: VA
Country: US Country: US
Postal Code: 22030 Postal Code: 22030

v Us lidated A

==

@ NOTE: The Validate Address dialog box displays again for the mailing
. ) address.

10. Select the v"Confirm button twice to confirm the validated addresses.
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11. To add related business information, in the Create a New Importer: Related Business
Information pane, in the Add Related Businesses section, select the + New Related
Business button.

12. If applicable, in the expanded Add Related Businesses section, complete the appropriate
fields.

I Create a New Importer: Related Business Information

o ] ] o

Add Related Businesses

~ Remove
" Related Business Status
Current v

*Name of Business Entity " TIN/EIN/SSN/CBP Assigned #

NOTE: Select the Remove button to exit without adding the related business
information.

13. Select the Next > button.

14. If applicable, in the Create a New Importer: Banking & Company Information pane:

I Create a New Importer: Banking & Company Information
° ] ] o]

v Company Information

Business Description

a. Inthe Company Information section, complete the appropriate fields.
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b. In the Banking Information section, complete the appropriate fields.

~ Banking Information

Primary Bank Name

Bank Routing Number

Select an Option
Bank State
Select an Option

Bank City

£ Back Next >

c. Select the Next > button.

15. In the Create a New Importer: Certification Information pane, in the Certification
Information section:

I Create a New Importer: Certification Information

o o o o o (o)

w Certification Information

A filer who transmits data or information through any electronic means to CBP certifies
the data or information transmitted is true, correct, and provided in good faith. The filer

certifies that if there is intentionally false data, or commits deception or fraud in the
5106 submission, that the filer will be fined or imprisoned (18 U.S.C. § 1001).

* Certify Individual's Full Name
* Certify Individual's Title
Certify Individual's Phone
Broker Name

Broker Phone

Electronic Signature

Complete the appropriate fields.

Select the Electronic Signature checkbox.
c. Select the Next > button.

The Create a New Importer: Review pane displays.
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16. Proceed to the Review Added Information and Save the Account topic for steps to review
and save the importer account information.

IMPORTANT: Once saved, the importer account does not display in the Account
Navigation pane on the left; the add process registers the IR number. To add the
importer account to your top account, follow the instructions in the Adding Sub-

Account Types or Account Identifiers to an Existing ACE Portal Account
section in the Managing an ACE Secure Data Portal Account page.

NOTE: Account contacts and their addresses are added after the register an

z:ﬂ importer of record number process is complete. Reference the Add a Contact to an
Account topic for details.
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Toric 2.1.3: CREATE A PROTEST FILER ACCOUNT

INTRODUCTION

This topic covers how to create a protest filer account.

How 70 CREATE A PROTEST FILER ACCOUNT

1. Select the Accounts tab drop-down menu and select the + New
Account option.

The Select a Top Account pane displays.

I Select a Top Account

Search Top Accounts Q

2. Select the *Top Account Search text field, and type a partial or
full top account name or ACE ID.

A drop-down menu of matching top accounts displays.
3. Inthe *Top Account Search drop-down menu, select the top [ Best Bonnets Top
account for the new account. 0000258202

The Create a New Account pane displays.

Top Account Name: Best Bonnets Top

I Create a New Account

*Please Select an Account Type

Exportar

Importer

4. Select the Protest Filer radio button.

5. Select the v'Confirm button.

6. Inthe Create a New Protest Filer: Protest Filer Information pane, in the Protest Filer
Information section:
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I Create a New Protest Filer: Protest Filer Information

o

v Protest Filer Information

* Request Protest Filer Assigned Number

v Organization Information

v Other Company Names

In the *Protest Filer Name field, type the name of the protest filer account.

For *Request Protest Filer Assigned Number:
i. Select the Yes radio button to request assigning a protest filer number.
OR
ii. Select the No radio button to enter the protest filer number.
The *Protest Filer Number Type and *Protest Filer Number fields display.

* Protest Filer Name *Request Protest Filer Assigned Number
Yes
® No
Pr Filer Number Type Pr Filer Number
elect an Option v

ii. In the *Protest Filer Number Type drop-down menu, select the type option.
iv. Inthe *Protest Filer Number field, type the protest filer number.

7. In the Organization Information section, in the *Organizational Structure drop-down
menu, select an option.

8. If applicable, in the Other Company Names section, complete the appropriate fields.
9. Select the Next > button.

10. In the Create a New Protest Filer: Address Information pane, in the Street (Physical)
Address Information section, complete the appropriate street address fields.
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I Create a New Protest Filer: Address Information

] o

v Street (Physical) Address Information
* Address Type c/o

Street (Physical) Address v

Lountry Street

United States v
Additional Address Line 1 Additional Address Line 2

Cit

electa tion v

*Pos e C

NOTE: The *Address Type field is prefilled by default and not editable. The
*Country field is also prefilled by default but is editable.

11. In the Contact Information section, complete the appropriate fields for a contact at the
address.

w Contact Information
Phone

< Back

NOTE: Include a dash (-) to separate the parts of a phone number. The Website
field must begin with https://.

12. Select the Next > button.
The Validate Address dialog box displays.

Validate Address

User's Input Address [[J

Street: 2522 5 Brand Blvd
City: Glend
State/Province: CA
Country: US

Postal Code: 91204

Validated Address [

Street: 2522 S BRAND BLVD
City: GLENDALE
State/Province: CA
Country: US

Postal Code: 91204

13. Select the v"Confirm button to confirm the validated address.

14. Proceed to the Add Initial Contact Information topic for steps to add the account contact

information.
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Toric 2.1.4: ADD INITIAL CONTACT INFORMATION

INTRODUCTION

This topic covers how to add contact information during the create account process.

How 10 ADD INITIAL CONTACT INFORMATION

1. Inthe Create a New <Account Type>: Contact Information pane, in the Employee
Information section (For a Protest Filer, Personal Information section):

E‘ﬁ ) NOTE: When <Account Type> is indicated, proceed based on the specific type of

account that you are adding.

I Create a New Exporter: Contact [nformation
] ] (o]

v Employee Information

Primary Polnt of Contact v Selact an Option v

v Address Information

v Contact Information

E‘ﬂ) NOTE: The *Type field is prefilled with the required Primary Point of Contact by

default and is not editable.

a. Inthe *First Name field, type the first name of the primary point of contact.
b. Inthe *Last Name field, type the last name of the primary point of contact.

c. Complete other fields, as appropriate.
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2.

5.
6.

In the Address Information section (For a Protest Filer, Contact Relationship Address
Information section):

E;. ) NOTE: The Address Type and *Country fields may be prefilled by default and

may not be editable.

a. Enter either the *Street or *PO Box:
i. Inthe *Street field, type the street address.
OR
ii. Inthe *PO Box field, type the PO box number.
b. Inthe *City field, type the city.

c. Inthe *State field, type a partial or complete state name or abbreviation and/or select it
from the drop-down menu.

d. Inthe *Postal Code field, type the postal code.
e. Complete other fields, as appropriate.
In the Contact Information section, complete the appropriate contact fields.
- NOTE: Include a dash (-) to separate the parts of a phone number. The Website
@ field must begin with https://.
Select the Next > button.

The Validate Contact Relationship Address dialog box displays.

Validate Contact Relationship Address

ate Contact Relatlonshlp Address Addrass

User's Input Address Valldated Addressg
Street: 120 Glebe Rd Street: 120 GLEBE RD
Clty: Arlington Clty: ARLINGTON
State/Province: VA State /Province: VA
Country: US Country: US
Postal Code: 22207 Postal Code: 22207

Select the v"Confirm button to confirm the validated address.

Proceed to the final Review Added Information and Save the Account topic.
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Toric 2.1.5: REVIEW ADDED INFORMATION AND SAVE THE ACCOUNT

INTRODUCTION

This topic covers how to review the added information and save the new account.

How 10 REVIEW ADDED INFORMATION AND SAVE THE ACCOUNT

1. Inthe Create a New <Account Type>: Review pane, review the added account
information.

— NOTE: When <Account Type> is indicated, proceed based on the specific type of
E‘ﬁ account that you are adding.

I Create a New Exporter: Review
] ] @ 0

ﬂ Best Bonnets Top %
v Exporter Information
Hats Off Exporter Employer 1D Number (EIN) ¥
12-1234567

v Organization Information

LLC v

v Other Company Names

v Address Information

Street (Physical) Address v

United States v 100 MAIN T

FAIRFAX Virginla .

2. Scroll down to review the additional added account information.
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~ Contact Information

~ Employee Information

Roblnson

“ Contact Information

3. Select the Save button to save the new account.

NOTE: Use the < Back button to navigate to previous sections to update
information. Then, select the Next > button to return to the Review pane and
select the Save button. Use the Cancel button to cancel creating the new account.

The Account Successfully Created message displays.

o Success b'e

Account Successfully Created

| 2ccount Navigation Account Name
The associated top account and new account display | - csoeer. IS
in the left Account Navigation pane and the B

Account Name and account information display on
the right. T Details  Contacts Addresses

~ Exporter Exporter

IMPORTANT: The importer account does not display to the left; the add process

. registers the IR number. To add the importer account to your top account, follow
the instructions in the Adding Sub-Account Types or Account Identifiers to an
Existing ACE Portal Account section in the Managing an ACE Secure Data
Portal Account page.
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SECTION 2.2: ADD CONTACTS AND ADDRESSES TO AN ACCOUNT

INTRODUCTION

Users with proper permissions can add contacts and their addresses, and account addresses to an account.

THIS SECTION CONTAINS THE FOLLOWING TOPIC:

e Topic 2.2.1: Add a Contact to an Account
o Topic 2.2.2: Add an Address to an Account
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Toric 2.2.1: ADD A CONTACT TO AN ACCOUNT

INTRODUCTION

To add a contact to a top account or subaccount, select the Add Contact button in the Contacts tab. Fields with
an asterisk are required.

If no contact exists, the Primary Point of Contact type will display by default. Only one Primary Point of
Contact can be added. Once added, the Primary Point of Contact type no longer displays in the list of type
options. Use the Alternate POC type for a backup primary point of contact (POC) or an additional POC.

How 70 ADD A CONTACT TO AN ACCOUNT

1. Search for and select a top account or subaccount.

D -

Accounts v Account Search References

All v yword >earc
Showing 24 [ 24 Results Universal (]
Account Type ~ | Account Name Identification Type v | Identification Num... v | ACEID v Search Filters
Carrier Universal Rails Carrier Code D&FG 0000258161 A
Carrier Universal Truck Carrier Code NIMS 0000258155
Al hd
Exporter EIN 34-3904321 0000254524 T
v
Service Provider Filer Code RHS 0000211052
Impaorter Universal Entries IR= 009-77-2342 0000258514 -

... » TIP: You can select the Accounts tab drop-down menu and select the type of
Q account; then select the account from the list that displays. If you recently
viewed the account, select it in the Recently Viewed Accounts list.

2. Inthe Account Name pane:

Account Name
Universal Providers

Record Type Name ACEID Service Provider Type External Id ABI Status
Service Provider 0000211052 Container Security Ini... RHE No
Details Contacts | Addresses
Related Contacts Add Contact
2 Records
Type Last Name v | First Name v | Phone v | Email ~

Primary Point of
Hasan Mehedy v
Contact
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a. Select the Contacts tab.
b. Select the Add Contact button.
3. Inthe Create a New Contact pane, in the Employee Information section:

Create a New Contact
Contact Info (step 1 of 1)

v Employee Information

a. Inthe *Type drop-down menu, select the type of contact.

E;. NOTE: When adding the initial contact, the Type field defaults to Primary Point
7)) of Contact.

b. Inthe *First Name field, type the contact’s first name.
c. Inthe *Last Name field, type the contact’s last name.
d. Complete other fields, as appropriate.

4. In the Address Information section:

v Address Information

upon the account type. The Address Type field is prefilled by default and not
editable. The *Country field may also be prefilled by default and not editable,
depending upon the account typ.

a. If appropriate, in the *Country drop-down menu, select the country.
b. Enter either the *Street or *PO Box:
i. Inthe *Street field, type the street address.

OR
i. Inthe *PO Box field, type the PO box number.

E:') NOTE: The Address Type field and address section title may vary depending

U.S. Customs and 43

Border Protection April 2024
Publication No. 3608-0324




User Guide Chapter 2: Create Accounts and Add Account Information

Modernized ACE Portal Section 2.2: Add Contacts and Addresses to an Account

c. Inthe *City field, type the city.

In the *State field, type a partial or complete state name or abbreviation and/or select it
from the drop-down menu.

e. Inthe *Postal Code field, type the postal code.
f. Complete other fields, as appropriate.
5. In the Contact Information section:

v Contact Information

=

a. Inthe *Phone field, type the phone number.

6. Select the Save button.
7. Inthe Validate Address dialog box, select the v"Confirm button.

Validate Address

Validate Mailing Address Address

User's Input Address Validated Addressg
Street: 123 Nogo Rd NW Street: 123 NOGO RD NW
City: Washington City: WASHINGTON
State/Province: DC State/Province: DC
Country: US Country: Us
Postal Code: 20001 Postal Code: 20001

| UseVa ed Address?

The Contact created successfully message displays.

Record Saved
Contact created successfully
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Topric 2.2.2: AbD AN ADDRESS TO AN ACCOUNT

INTRODUCTION

Use the Add New Address button in the Addresses tab to add a new address and contact information to an
account. The top account does not include addresses nor display an Addresses tab.

How 1o ADD AN ADDRESS TO AN ACCOUNT

1. Search for and select an account.

(& ace 1
f

Accounts v Account Search References

All A4 * Keyword Search
Showing 24 / 24 Results Universal o
Account Type v | Aceount Name Identification Type v | Identification Num... » | ACEID v Search Filters
Carrier Universal Rails Carrier Code D4FG 0000258161 N -
2 Carrier Universal Truck Carrier Code NIMS 0000258155 -
A -
Exporter Universal Exporters EIN 34-3904321 0000254524 Identification Type
v
4 Service Provider Filer Code RHE 0000211052
Importer Universal Entries IRz 009-77-2342 0000258514

-, TIP: You can select the Accounts tab drop-down menu and select the type of
AL account, then select the account from the list that displays. If the account is in the
Recently Viewed Accounts list, select the account hyperlink.

2. Inthe Account Name pane:

Account Name
Universal Providers
Record Type Name ACEID Service Provider Type External Id ABI Status
Service Provider 0000211052 Container Security Initi... RHS No
Details Contacts | Addresses
Related Addresses Add New Address
2 Records
Address Type Street v | City “w | State w | Postal Code w
1 Street (Physical) Address 5448 N MORGAN ST ALEXANDRIA VA 22312-5524
2 Mailing Address 5440 N MORGAN 5T ALEXANDRIA VA 22312-3524

a. Select the Addresses tab.
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b. Select the Add New Address button.

E;, NOTE: The Add New Address button is not available for the surety account.
::ﬂ Only one address is added during the create surety account process.

3. Inthe Create a New Address pane, in the Address Information section:

Create A New Address
Address Information (step 1 of 1)

v Address Information

a. Inthe *Address Type drop-down menu, select the type of address.
b. If appropriate, in the *Country drop-down menu, select the country.
c. Enter either the *Street or *PO Box:

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

OR

ii. Inthe *PO Box field, type the PO box number.
d. Inthe *City field, type the city where the address is located.

e. Inthe *State field, type a partial or complete state name or abbreviation and/or select it
from the drop-down menu.

f. Inthe *Postal Code field, type the zip code for the address.
g. Complete other fields, as appropriate.

4. Inthe Contact Information section, complete the appropriate fields.

~ Contact Information
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NOTE: Include a dash (-) to separate the parts of a phone number.
The Website field must begin with https://.

For an Importer account, the information in the Contact Information section
for a Street (Physical) Address displays in the Additional Information
section of the Details tab.

5. Select the Submit button.
The Validate Address dialog box displays.

Validate Address

Validate Street (Physical) Address - Pri Address

User's Input Address Validated Address g
Street: 1201 5 Ross Street Street: 1201 S ROSS ST
City: Arlington City: ARLINGTON
State/Province: VA State/Province: VA
Country: US Country: US
Postal Code: 22204 Postal Code: 22204-5071
+| Use Validated Address?

6. Select the v"Confirm button to confirm the validated address.

The Address create successfully message displays.

Success

Address create successfully

The new address displays in the Related Addresses list.

%,
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CHAPTER 3: VIEW AND EDIT ACCOUNT INFORMATION

This Chapter contains the following Sections:

e SECTION 3.1: VIEW AND EDIT ACCOUNT INFORMATION
e SECTION 3.2: ADD AND EDIT DOCUMENT FOLDERS AND DOCUMENTS
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SECTION 3.1: VIEW AND EDIT ACCOUNT INFORMATION

INTRODUCTION

You can view the top account and accounts associated with your top account. If you have the proper permissions,
you can edit the supporting data in certain accounts. For example, in a facility account, you can add and edit
employees, officials, and document folders and documents.

IMPORTANT: Any edits you make in the Modernized ACE Portal are visible in the Legacy ACE
Portal.

The topics in this section include edit steps specific to each account type. The last two topics in this section cover
the Contacts and Addresses tabs, which are common to most account types.

Additional training resources are available for processing account actions for the following Modernized Portal
functionality:

Broker Accounts - reference the broker guides in the Modernized ACE Portal section in the ACE
Training and Reference Guides page for details on broker account processing.

Organizational Broker Account Statements - reference the Statements Calendar and Designation guide
for steps to indicate statement designation and edit statement calendar payment dates.

Carrier Account Ocean Conveyances - reference the Carrier Ocean Conveyances guide for details on
processing ocean conveyances.

Importer Account Statements - reference the Statements Calendar and Designation guide for steps to
edit statement calendar payment dates.

Importer and Organizational Broker Account Declarations - reference the Blanket Declarations guide
for steps to search for, print, and cancel declarations.

Vessel Agency Account - reference the Vessel Agency Account Type guide for steps to view and edit
vessel agency account information.

THIS SECTION CONTAINS THE FOLLOWING TOPICS:

Topic 3.1.1: View and Edit Carrier Account Information

Topic 3.1.2: View and Edit Exporter Account Information

Topic 3.1.3: View and Edit Facility Account Information

Topic 3.1.4: View and Edit Facility Operator Account Information
Topic 3.1.5: View and Edit Filer Account Information

Topic 3.1.6: View and Edit FTZ GP Site Account Information
Topic 3.1.7: View and Edit FTZ Subzone Site Account Information
Topic 3.1.8: View and Edit Importer Account Information

Topic 3.1.9: View and Edit Protest Filer Account Information
Topic 3.1.10: View and Edit Service Provider Account Information

Topic 3.1.11: View and Edit Surety Account Information
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e Topic 3.1.12: View and Edit Top Account Information
e Topic 3.1.13: View and Edit Contact Information
e Topic 3.1.14: View and Edit Address Information
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Toric 3.1.1: VIEw AND EDIT CARRIER ACCOUNT INFORMATION

INTRODUCTION

In a Carrier account, users with proper permissions can view and edit carrier account information; view bonds,
drivers/crew, consignees, conveyances, equipment, and shippers; and process ocean conveyances (MOT Ocean).

The Carrier account has multiple tabs. Use the More tab to display additional tabs in a drop-down menu.

Equipment

For the Contacts and Addresses tabs, reference their separate associated topics for details.

How 10 VIEW AND EDIT CARRIER ACCOUNT INFORMATION

1. In the Accounts tab drop-down menu, select the Carrier account type.

Accounts A Account Search References

__ - Welcome
TIP: If you know the name of the carrier account, type it in the Global Search field

Q and select the Search icon “.. Use the All drop-down menu at the top left to
indicate the Carrier account type to narrow the list.

gy

2. Inthe Carrier Accounts pane, in the Name column, select a carrier account name hyperlink.

Home Accounts v Account Search References

Carrier Accounts
Showing 5 / 5 Results

Name Carrier Code | AKA/DBA/DIV v | IATACode v | AWBPrefix “ | ModeofTransport v | Status “ | Search Filters

RFT sSD WDW Air Active

Universal Truck NIMS AKA Truck Active

E_,‘:_ ) NOTE: Use the Search Filters pane to filter the list of carrier accounts. In the

Keyword Search field, type a partial or full account name or identification number
and select the Search button. A wild card character is not required.
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3. Inthe Account Name pane, in the Details tab:

AI‘?‘J“Z Name . Manifest Trade In-Bond Reports
Universal Carriers
Record Type MName ACEID SCAC Mode of Transport Status
Carrier 0000212093 MSEP Truck Active
Details Contacts  Addresses Bonds Drivers/Crew Consignees  Conveyances Former Conveyances More

v Carrier Information

Universal Carriers 0000212093

Taxpayer ID Type Taxpayer [D

Employer ID Number (EIN}) Va 33-2211222 s
Mode of Transport SCAC

Truck MSEP

U5, Dot Numbe

12345333 Va

> | Other Company Names
» | Organization Information

> | Insurance

NOTE: In the upper right of the Account Name pane, the Manifest Trade
In-Bond button displays the Manifest Trade In-Bond application in a
separate browser window.

a. Select the Expand icon # to expand and view the Other Company Names,
Organization Information, and Insurance sections.

b. Select an Edit icon #' to edit the carrier information.
4. In the edit pane:

Details Contacts  Addresses Bonds Drivers/Crew

v Carrier Information

Employer ID Number (EIN) v
Mode of Transport SCAC
Truck v ASEP
U.5. Dot Numbe:
12345333

a. Edit the appropriate fields, scrolling down for additional information.
NOTE: Grayed out fields are not editable.
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w Other Company Names

AKA

» Organization Information
Organizational Structure

Local(State Government

v Insurance

* Mame of Insurer

o

GEICO

2233322

s ate of [ssuance

11/1/2021

* Insurance Amount

250

@t

¥ Cancel

b. Select the Save button.

The Account Update was Successful message displays.

Success

Account Update was Successful

To view the bonds for associated IR #s, select the Bonds tab.

Account Mame
Universal Carriers

0000212093

009-99-7777

Truck

MSEP

Details Contacts  Addresses Bonds Dirivers/Cre
Related Bonds
& Records
Bond = Importer # ~ | Importer Name

Contalner Importing...

Manlfest Trade In-Bond

Reports

w | Status | Activity Code

Acthve

a.

In the Bond # column, select the bond number hyperlink to view the bond details.

The bond details and subtabs of additional information display.
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Details

~ Bond Information

991000953

Contalner Impaorting LLC

2010-09-23

2010-09-23
1- IMPORTER OR BROKER

Sufficlent

Principal/User

1 Records
Importer # ~ | Importer Mame | Type ~ | Start Date End Date
009997777 Contalmer Importing L. Princlpal 9/23/2010

b. Select a subtab to display additional information.

c. Select the < Back button to return to the Carrier account information.

Accounts w Account Search References

I Account Navigation
Details

s~ Bond Information

6. To view drivers and crew assigned to the carrier, select the Drivers/Crew tab.

Details Contacts  Addresses Bonds Drivers/Crew  Consignees Conveyances Former Conveyances  Maore

Related Drivers/Crew

100 Records
Last Name First Name Date of Birth CDL/EDL v | State/Province | Country v
DOE JOHN 1/1/1990
2 AMcrewllast AMcrewl 11/1/2000 commercial340 CA us

a. Inthe Last Name or First Name column, select the name hyperlink to view the driver
and crew details.

b. Select the < Back button to return to the Carrier account information.
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7. To view consignees assigned to the carrier, select the Consignees tab.

Details  Contacts  Addresses Bonds Drivers/Crew  Consignees  Conveyances Former Conveyances  More
Related Consignees
1069 Records
Nickname Name v | Address v | City v | State/Provi.. v | Zip/Postal.. v | Country v
3265 BISHOPBOUTL.. 123 MADISON.. MANHATTAN NY 10022 us
2 4283 bolAndAccParty... 111 accbolpart.. cccce CA 121341 us
a. Inthe Nickname column, select the nickname hyperlink to view the consignee details.

b. Select the < Back button to return to the carrier account.

8. To view conveyances assigned to the carrier, select the Conveyances tab.

Details  Contacts  Addresses Bonds rivers/Crew  Consignees  Conveyances  Former Conveyances ore
Related Truck Conveyances
536 Records
Conveyance # Type v | VIN/Serial # v
2273 TR JBLTLTLTETLETATAS042T6S
2 147 TR JKHLKJHLKIH
a. Inthe Conveyance # column, select the conveyance hyperlink to view the conveyance

details.
b. Select the < Back button to return to the carrier account.

Conveyances or Former Conveyances tabs.
Reference the Carrier Ocean Conveyances training guide for details.

To process ocean conveyances for an Ocean Mode of Transport carrier, select the

Vessel Code + Vessel Name v | Flag of Registry v | Former Vessel.. v | Effective Start Date

Effective End Date

Account Name Reports
Universal Oceans
Record Type Narr ACEID Vode of Trar Status
Carrier 0000262132 QOcean Active
Details ntact Addresses B 5 Drivers/Crew  Consignees | Conveyances | |Former Conveyances| More
Related Ocean Conveyances fossel
0 Records - Sorted By Vessel Code @
Bulk Upload Download All Add Ocean Conveyance
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10. To view equipment assigned to the carrier, select the Equipment tab or if applicable, select
the More tab and the Equipment option in the drop-down menu.

Details Contacts  Addresses Bonds Drivers/Crew  Consignees  Conveyances  Former Conveyances  Equipment  More

Related Equipment

367 Records
Equipment # Type v | VIN/Serial # v
2040 TL
2 180 BI

a. Inthe Equipment # column, select the equipment hyperlink to view the equipment
details.

b. Select the < Back button to return to the carrier account.

11. To view shippers assigned to the carrier, select the Shippers tab or if applicable, select the
More tab and the Shippers option in the drop-down menu.

Details Contacts  Addresses Bonds Drivers/Crew  Consignees Conveyances Shippers More

Related Shippers
1090 Records

Nickname Name v | Address v | City w | State/Provin.. v | Zip/Postal C... v | Country v
1 bolAndAccPartyC... 111 acc bol party2  ccocc CA 121341 us
2 4286 bolAndAccPartyC.. 111 acc bol party2  cceccc CA 121341 us

a. Inthe Nickname column, select the nickname hyperlink to view the shipper details.
b. Select the < Back button to return to the carrier account.
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Toric 3.1.2: VIEw AND EDIT EXPORTER ACCOUNT INFORMATION

INTRODUCTION

In an Exporter account, users with proper permissions can view and edit exporter account information and
request EIN reports authorization.

For the Contacts and Addresses tabs, reference their separate associated topics for details.

How 10 VIEW AND EDIT EXPORTER ACCOUNT INFORMATION

1. In the Accounts tab drop-down menu, select the Exporter account type.

Accounts A Account Search References

Importer

Welcome

¥ TIP: If you know the name of the exporter account, type it in the Global Search

Q | field and select the Search icon <. Use the All drop-down menu at the top left to
- indicate the Exporter account type to narrow the list.

- al

2. Inthe Exporter Accounts pane, in the Account Name column, select an exporter account
name hyperlink.

Home Accounts v Account Search References

Exporter Accounts

Showing 5 | 5 Results p

Account Name AKA/DBA/DIV v | Identification Type v | Identification Nu... v | Status v | ACEID v Search Filters
Mickey Exporter LACE 42523155 EIN 458978734 EIN Pending 0000261452
Mickey Exporter LACE2 ~ 4.24.23 3:.07 EIN 08-3783434 EIN Pending 0000261445

v
Mouseporters Mouseport EIN 39-1928147 EIN Pending 0000261349

Universal Exporter of
MIRA AKA EIN 23-33445353 EIN Pending 0000250881

America

Uhi Exp EIN 34-3904321 EIN Pending 0000234524

Authorization for Reports.
e

NOTE: Use the Search Filters pane to filter the list of exporter accounts. In the
Keyword Search field, type a partial or full account name or identification number
and select the Search button. A wild card character is not required.

The Account Name pane displays.
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3. Inthe Account Name pane, in the Details tab:

Account Name Reports Submit AES Filing
Universal Exporters -
Racord Type Name ACE ID El Status
Exporter 0000254524 34-3904321 EIN Pending
Details Contacts  Addresses
v Exporter Information Request EIN Reports Autharization
Exporter Mame
Universal Exporters

ACE ID
0000254524
EIR
343004321
» | Other Company Names

» | Organization Information

> |Account Status

NOTE: In the upper right of the Account Name pane, the Submit AES Filing
button displays the AESdirect application in a separate browser window.

a. Select the Expand icon ~# to expand and view the Other Company Names,
Organization Information, and Account Status sections.

b. Select an Edit icon # to edit the exporter information.
4. In the edit pane:

Details Contacts Addresses

~v Exporter Information

Exparter Mame
Universal Exporters
ACEID
0000254524

EIMN

v Other Company Names

AKA DBEA DIV
Uhi Exp

~ Organization Information
Crganizaticnal Structure DUNS #

Individual A d 33-030-0099

v Account Status

EIN Pending v Pending v
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a. Edit the appropriate fields.
NOTE: Grayed out fields are not editable.

b. Select the Save button.
The Account Update was Successful message displays.

Success b 4

Account Update was Successful

5. To request EIN reports authorization and complete the Certification of Authority form, select
the Request EIN Reports Authorization button.

Details Contacts Addresses
v Exporter Information Request EIN Reports Authorization
Exporter Name
Universal Exporters ra

The Request EIN Reports Authorization dialog box displays.

Request EIN Reports Authorization

US Census requires additional information before they will approve access to historical export data. Please complete the following
Certification ofAuthorl’t‘jland submit to (% exportreports@census.gov.

Note: This vetting is only required for accessing historical data for the past five years and does not impact your ability to file in ACE.

El I understand that I need to submit the Certification of Authority (CoA) to US Census
Cance Request EIN Reports Authorization

a. Select the Certification of Authority hyperlink to complete and email the form.

NOTE: Download the pdf form and follow the included instructions.

b. Select the | understand that | need to submit the Certification of Authority (CoA) to
US Census checkbox.

c. Select the Request EIN Reports Authorization button to request report authorization.
The Request for EIN Reports Authorization was Successful message displays.

o Success

Request for EIMN Reports Authorization was Successful

%,
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Toric 3.1.3: VIEw AND EDIT FACILITY ACCOUNT INFORMATION

INTRODUCTION

In a Facility account, users with proper permissions can view and edit facility account information; add, edit, and
remove employees and officials; and view, edit, and add document folders and documents.

For the Contacts and Addresses tabs, reference their separate associated topics for details.

How 10 VIEW AND EDIT FACILITY ACCOUNT INFORMATION

1. In the Accounts tab drop-down menu, select the Facility account type.

Accounts A Account Search References
+ New Account
Exporter
Facility W |
e Facility Operator e C O m e

A TIP: If you know the name of the facility account, type it in the Global Search field
9) and select the Search icon ©.. Use the All drop-down menu at the top left to
indicate the Facility account type to narrow the list.
2. In the Facility Accounts pane, in the Account Name column, select a facility account
name hyperlink.

Home Accounts v Account Search References

Facility Accounts
Showing 1 / 1 Results

Account Name ACEID v | FIRMS Code “ | Classification v | Owner Type w Status 4 Port W

Search Filters
0000279596 AATO Pier Private Active

Identification Numbe

ces

E‘ﬁ) NOTE: Use the Search Filters pane to filter the list of facility accounts. In the

Keyword Search field, type a partial or full account name or identification number
and select the Search button. A wild card character is not required.
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3. Inthe Account Name pane, in the Details tab:

Account Name
Scotsdale

~ Facility Information
Facility Name
Scotsdale
FIRMS Code
AATC

0952
Description of Warehouse

Test

Bonds

Record Type Name ACEID FIRMS Code Port of Application Status
Facility 0000279696 AATO 0952 Active
Details Contacts  Addresses Employees  Officials  Documents

/
P
atus Effective Date
/ 2024-02-13
Proprieto
7 Jeffrey Scotsdales
/

a. Select the Expand icon # to expand and view the Bonds section.

NOTE: The facility must be bonded to display the Bonds section.

b. Select an Edit icon # to edit the facility account information.

4. In the edit pane:

Details Contacts Addresses

v Facility Information

Scotsdale

Active
B o952
et

v Bonds

Bond 1

990841113

Bond 2

(=} L4
v :‘r!'-.-'B;E_- -
- Feb 13, 2024 =]
x o
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a. Edit the appropriate fields.

s NOTE: Grayed out fields are not editable. The Bond Type field is filled from
_ E'ﬁ the eBond system based on the bond number entered and is not editable.

b. Select the Save button.
The Account Update was Successful message displays.

Success X
Account Update was Successful

5. To add an employee to the facility account, select the Employees tab and the Add Facility
Employee button.

Account Name
Scotsdale

Faclllty 00002796596 AATD 0952 Active

Details Contacts  Addresses  Employees  Officials Documents
Related Facility Employees Add Facliity Employes
0 Records
Name Phone s | Emall W

a. Inthe Create a new Facility Employee Employee Information (step 1 of 3) pane, in
the Employee Information section, complete the appropriate employee fields.

E;, NOTE: Include a dash (-) to separate the parts of a phone number.
7] For example, 703-234-5432.

Create a new Facility Employee
Employee Information (step 1 of 3)

v Employee Information

i}

i}
i}

b. Select the Next > button.
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c. Inthe Create a new Facility Employee Address Information (step 2 of 3) pane, in the
Home Address Information and the Contact Information sections, complete the
appropriate address and contact fields.

NOTE: Include a dash (-) to separate the parts of a phone number. For
example, 703-234-5432. The Website field must begin with https://.

Create a new Facility Employee
Address Information (step 2 of 3)

v Employee Information

w Home Address Information

v Contact Information

d. Select the Next > button.
The Validate Address dialog box displays.

Validate Address

Valldate Home Add

User's Input Address Valldated Address g
Street: 1200 Wilson Blvd Street: 1200 WILSOM BLVD
Clty: Arlington Clty: ARLINGTON
State/Province: VA State/Province: VA
Country: US Country: U5
Postal Code: 20350 Postal Code: 22203-2305

=

e. Select the v"Confirm button to confirm the validated address.
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f. Inthe Create a new Facility Employee Review (step 3 of 3) pane, review the added
information,

Create a new Facility Employee
Review (step 3 of 3)
v Employee Information

10/17/2023

v Home Address Information

...........

scrolling down to review all fields.

w Contact Information

g. Select the Save button to save the facility employee.
The Success message displays.

° Success

MNew Employee has been successfully create
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The new employee displays in the Related Facility Employees list.

Account Mame
Scotsdale

Facllity

AATD 0952 Actlve
Details Contacts  Addresses  Employees  Officials Documents
Related Facility Employees
1 Records
Name Phone ~ | Emall v
Mike Willlams 703-234-5678 -

NOTE: In the Name column, select the name hyperlink to display the employee
information and an Edit icon #' to update the employee information.

6. To add an official to the facility account, select the Officials tab and the Add Facility
Official button.

Account Mame
Scotsdale

Faclllty

AATD 0952 Actlve
Details Contacts Addresses Employees Officials Documents
Related Facility Officials |
0 Records
Mame Phone ~ | Ema ~

a. Inthe Create a new Facility Official Facility Official Information (step 1 of 3) pane, in
the Official Information section, complete the appropriate official fields.

Create a new Facility Official
Facility Official Information (step 1 of 3)

v Official Information

il

un

ted States hd Select an Optlon v

50}
50}

b. Select the Next > button.
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c. Inthe Create a new Facility Official Address Information (step 2 of 3) pane, in the
Home Address Information and the Contact Information sections, complete the
appropriate address and contact fields.

NOTE: Include a dash (-) to separate the parts of a phone number.
For example, 703-234-5432.

Create a new Facility Official

Address Information (step 2 of 3)
w Official Information

“ Home Address Information

v Contact Information

d. Select the Next > button.
The Validate Address dialog box displays.

Validate Address

Valldate Home Address
User’s Input Address Valldated Addressg
Street: 123 Prince Ave Street: 123 PRIMCE 5T
Clty: Alexandrla Cliy: ALEXAN
State/Province: VA State/Province: VA
Country: US Country: US
Postal Code: 22314 Postal Code: 22314-3311

=

e. Select the v"Confirm button to confirm the validated address.
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f. Inthe Create a new Facility Official Review (step 3 of 3) pane, review the added
information,

Create a new Facility Official

Review (step 3 of 3)

v Employee Information

scrolling down to review all fields.

v Contact Information

g. Select the Save button to save the facility official.

The Success message displays.

Success
New Employee has been successfully create
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The new official displays in the Related Facility Officials list.

Account Name
Scotsdale
Record Type Mame ACEID FIRMS Code Port of Application
Facility 0000279696 AATO 0952
Details Contacts Addresses Employees Officials Documents
Related Facility Officials
1 Records
Name Phone
Tom Bean 703-765-4321

Add Facility Official

v | Email

NOTE: In the Name column, select the name hyperlink to display the official
information and an Edit icon #" to update the official information.

7. To add and edit document folders and documents, select the Documents tab.

Account Name
Scotsdale

e Name

Reco
Facility

d Type Nar

Contacts Addresses

Details

Related Document Folders
11 Records

L =

* Premise Inspection Results
Date of Last Update: 2/13/2024 -

* Date of Inspection
Date of Last Update: 2/13/2024 -

f Decord Keenino System meetine resylatory o

oyees

On File: Not on File

On File: Not on File

ntory and control ouidelines of g

Add Document Folder

ction 1912

ort

Reference the Add and Edit Document Folders and Documents section for details.
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Toric 3.1.4: VIEw AND EDIT FACILITY OPERATOR ACCOUNT INFORMATION

INTRODUCTION

In a Facility Operator account, users can view and edit facility operator information and view lists of the
associated facilities, FTZ subzone sites, and FTZ GP sites.

For the Contacts and Addresses tabs, reference their separate associated topics for details.

How 10 VIEW AND EDIT FACILITY OPERATOR ACCOUNT INFORMATION

1. In the Accounts tab drop-down menu, select Facility Operator account type.

Accounts A Account Search References

Welcome

TIP: If you know the name of the facility operator account, type it in the Global

9) Search field and select the Search icon “.. Use the All drop-down menu at the top
i left to indicate the Facility Operator account type to narrow the list.

2. Inthe Facility Operator Accounts pane, in the Name column, select a facility operator
account name hyperlink.

Home Accounts Account Search Referances
Facility Operator Accounts
Showlng 1 / 1 Results
Mame ACEID ~ | TaxpayerID Type ~ | Taxpayer ID ~ Search Filters

0000256065 Employer ID Number (EIN)  77-8675309

the Keyword Search field, type a partial or full account name or identification

Eu‘: ) NOTE: Use the Search Filters pane to filter the list of facility operator accounts. In
number and select the Search button. A wild card character is not required.
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3.

In the Account Name pane, in the Details tab, select an Edit icon /" to edit the facility
operator information:

Account Name
Field Maintenence

Record Type Mame ACEID Taxpayer ID
Facility Operator 0000256065 77-8675309
Details Contacts Addresses Facilities FTZ Subzone Sites FTZ GP Sites

v Facility Operator Information

Propristor Name ACEID

Field Maintenence Va 0000256065
Taxpayer ID Type Taxpayer ID
Employer ID Number (EIN) ra 77-8675309 Vi

In the edit pane:

Account Name
Field Maintenence

Record Type Name ACEID Taxpayer ID
Facility Operator 0000256065 T7-8675309
Details Contacts Addresses Facilities FTZ Subzone Sites FTZ GP Sites

~ Facility Operator Information

Proprietor Name ACEID

Field Maintenence

Taxpayer ID Type

Employer ID Mumber (EIN) v

a. Edit the appropriate fields.

NOTE: Grayed out fields are not editable. Only the Proprietor Name field is
editable.

b. Select the Save button.

The Account Update was Successful message displays.

Success
Account Update was Successful
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5. To view the list of associated facilities, select the Facilities tab.

Account Name

Field Maintenence

!t Type Name ACEID Taxpayer ID

Facility Operator 0000256065 77-8675309

Details Contacts  Addresses  Facilities FTZ Subzone Sites  FTZ GP Sites
Related Facilities
7 Records
Facility Name FIRMS Code “ | Port Code v | Classification “ | Bonded v | ACEID £

1 Field Proprietors LABS 1401 CES Yes 0000261816

2 Labradors LAB1 1401 Customs Container5...  Yes 0000258621

To view the list of associated FTZ subzone sites, select the FTZ Subzone Sites tab.

Jetalls

Contacts  Addresses Facilities FTZ Subzone Sites FTZ GP Sites

Related FTZ Subzone Sites

1 Records
Zone ID # Site # w Zone Number ~ FIRMS Code v Port v Status W
1 TBSA1ATES 765 765 LACT 1401 Activated

7. To view the list of associated FTZ GP sites, select the FTZ GP Sites tab.

Contacts Addresses Facilities FTZ S

Subzone Sites  FTZ GP Sites

etalls

Related FTZ GP Sites

2 Records
Zone ID # GP Zone Site # v | Site # v | Zone Name v | FIRMSCode v | Port v | Status v
1 989001042 001 0AZ2 Emily GP Site 69 ...  AAP2 1171 Activated
2 2992992N9 299 2N9 Noahs Playgroud AADE 1301 Activated
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Toric 3.1.5: VIEw AND EDIT FILER ACCOUNT INFORMATION

INTRODUCTION
In a Filer account, users with proper permissions can view and edit filer account information.

For the Contacts and Addresses tabs, reference their separate associated topics for details.

How 10 VIEW AND EDIT FILER ACCOUNT INFORMATION

1. In the Accounts tab drop-down menu, select the Filer account type.

Accounts A Account Search References

FTZ Subzone Site

Filer

Organizational Broker We | C 0 m e

TIP: If you know the name of the filer account, type it in the Global Search field

9) and select the Search icon .. Use the All drop-down menu at the top left to
indicate the Filer account type to narrow the list.

2. Inthe Filer Accounts pane, in the Account Name column, select a filer account name
hyperlink.

Home Accounts v Account Search References

Filer Accounts

Showing 2 / 2 Results
Account Name ACEID v | Filer Code v | Status v
Search Filters
0000210292 EFM EIN Pending
Accour
0000130525 L1s Active -

NOTE: Use the Search Filters pane to filter the list of filer accounts. In the
Ey Keyword Search field, type a partial or full account name or identification number
and select the Search button. A wild card character is not required.
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3. Inthe Account Name pane, in the Details tab:

A-ZE(?-U!"I', Na-ne. Reports
Universal Filers Inc
Record Type Name ACEID Filer Code Status
Filer 0000210252 EFM EIN Pending
Details Contacts  Addresses

v Filer Information

Filer Name Filer Code

Universal Filers Inc 5 EFM

Filer Type

Carrier r

Taxpayer ID Type Taxpayer ID a

Social Security Number g 112-34-6767 ya ya
(S5N)

90-09-09:

y
Cross Reference Type Date Effective
3/20/2023
Date of Expiration AEI Status Check Digit Facto
No 7

Other Company Names

a. Select the Expand icon ~ to expand and view the Other Company Names section.
b. Select an Edit icon 7 to edit the filer information.

4. In the edit pane:

Details Contacts  Addresses

v Filer Information

Filer Name Filer Code

Universal Filers Inc EFM
Filer Type

Carrier - EIN Pending -
Taxpayer ID Type Taxpayer ID Drganizational Structure

Social Security Num. v 112-34-6767 Corporation v
¥ 5= Cr

~ Other Company Names

AKA DBA DIV

* ene

a. Edit the appropriate fields.

NOTE: Grayed out fields are not editable.

b. Select the Save button.

The Account Update was Successful message displays.

° Success %

Account Update was Successful
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Toric 3.1.6: VIEW AND EDIT FTZ GP SITE ACCOUNT INFORMATION

INTRODUCTION

In an FTZ GP Site account, users with proper permissions can view FTZ GP site information and view, edit, and
add document folders and documents.

For the Addresses tab, reference the separate associated topic for details.

How 10 VIEw AND EDIT FTZ GP SITE ACCOUNT INFORMATION

1. In the Accounts tab drop-down menu, select the FTZ GP Site account type.

Account Search

e S Welcome

..« TIP: If you know the name of the FTZ GP site account, type it in the Global
Search field and select the Search icon .. Use the All drop-down menu at the
top left to indicate the FTZ GP Site account type to narrow the list.

2. Inthe FTZ GP Site Accounts pane, in the Site Name column, select an FTZ GP site
account name hyperlink.

Home Accounts w Account Search References

FTZ GP Site Accounts
Showing 2 | 2 Results
Search Filters
Slte Name Zone ID A4 Zone # A4 GP Zone .. w Slte # ~ FIRMS Co... w Status b4 Port Code s ACEID A S| n

0A1 T178 Actlvated 5312 0000257858

7620010R1 762 001 OR1 LACE Actlvated 1401 0000263417

E=». NOTE: Use the Search Filters pane to filter the list of FTZ GP site accounts.
*ﬂ Filter criteria specific to an FTZ GP site account are included.
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In the Account Name pane, in the Details tab, view the FTZ GP Site Information,
Description, and Bonds sections.

Account Mame
Orange GP Site

FTZ GP 5ite LACE Actlvatad

Details Addresses  Documents

v FTZ GP Site Information

7620010R1

Emlly Facllity Operator 71423 1

1401 Actlvated

2023-07-15

~ Description
v Bonds
Bond
990841231 &

Bond 2

To view, edit, and add document folders and documents, select the Documents tab.

Account Name
Orange GP Site

FTZ GP She

Details Documents

Related Document Folders

Add Document Folder

1 Records
i Slte Documents
Date ast Update: + On Flla:

Reference the Add and Edit Document Folders and Documents section for details.
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Topic 3.1.7: VIEW AND EDIT FTZ SuBZONE SITE ACCOUNT INFORMATION

INTRODUCTION

In an FTZ Subzone Site account, users with proper permissions can view FTZ subzone site information and
view, edit, and add document folders and documents.

For the Addresses tab, reference the separate associated topic for details.

How 10 VIEW AND EDIT FTZ SUBZONE SITE ACCOUNT INFORMATION

1. In the Accounts tab drop-down menu, select the FTZ Subzone Site account type.

Accounts A Account Search References

Welcome

TIP: If you know the name of the FTZ subzone site account, type it in the Global

Search field and select the Search icon “.. Use the All drop-down menu at the top
left to indicate the FTZ Subzone Site account type to narrow the list.

Sy

2. Inthe FTZ Subzone Site Accounts pane, in the Site Name column, select an FTZ subzone
site account name hyperlink.

FTZ Subzone Site Accounts
Showing 2 [ 2 Results

Skte Name Zone ID w | Zone # SubzoneS.. v | Slte# « | FIRMS Code ~ Status v | Port Code

E'ﬂ) NOTE: Use the Search Filters pane to filter the list of FTZ subzone site accounts.

Filter criteria specific to an FTZ subzone site account are included.
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3. Inthe Account Name pane, in the Details tab, view the FTZ Subzone Site Information,
Description, and Bonds sections.

Account Name
Lucy Goose Inc 001

FTZ Subzone Slte 0000263320 T0000AOOL 700 004

Details Addresses  Documents

» FTZ Subzone Site Information

AALE R Faclilty Operator
1101 Board Approved
2023-07-13 2023-07-13
No
w Description

Teeters and Toddlers Palnt Teatar-Toddlers

Blg empty warehouse with no windows and security fence

4. To view, edit, and add document folders and documents, select the Documents tab.

Account Name
Lucy Goose Inc 001

70 00A 001 1101 AALE
Details Addresses  Documents

Related Document Folders
1 Records
i Blueprints

Date of Last Update: 7/13/2023 - On Fle: Flled on Slte

Reference the Add and Edit Document Folders and Documents section for details.

U.S. Customs and 77

Border Protection April 2024
Publication No. 3608-0324




User Guide Chapter 3: View and Edit Account Information

Modernized ACE Portal Section 3.1: View and Edit Account Information

Toric 3.1.8: VIEw AND EDIT IMPORTER ACCOUNT INFORMATION

INTRODUCTION

In an Importer account, users with proper permissions can view importer information; notify parties; add and
delete drawback privileges; view bonds information; search for, print, and cancel declarations; and edit statement
calendar payment dates.

For the Contacts and Addresses tabs, reference their separate associated topics for details.

How 10 VIEW AND EDIT IMPORTER ACCOUNT INFORMATION

1. In the Accounts tab drop-down menu, select the Importer account type.

Accounts A Account Search References

Welcome

i TIP: If you know the name of the importer account, type it in the Global Search

field and select the Search icon “.. Use the All drop-down menu at the top left to
indicate the Importer account type to narrow the list.

2. Inthe Importer Accounts pane, in the Account Name column, select an importer account
name hyperlink.

Home Accounts s Account Search References

Importer Accounts
Showlng 2 | 2 Results

Account Name AKA[DBA/DIV ~ | Identification.. » | Identification.. s | Status w | ACEID W
Search Filters
Canterbury® 151 IRz 34-5678095 EIN Pending 0000257843

NOTE: Use the Search Filters pane to filter the list of importer accounts. In the
E‘ﬂ Keyword Search field, type a partial or full account name or identification number
and select the Search button. A wild card character is not required.
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3. Inthe Account Name pane, in the Details tab:

Account Name Forms Reports
Bob the Importer
Importer 0000213425 541-54-2463 Actlve

Details  Contacts  Addresses  Related Businesses  Notify Parties  Drawback Bonds More

v Importer Information

Bab the Importer z Full Legal Mame Vi

Soclal Securlty Mumber (S5N) 7
S:_-EL-ZLEE- C-EE:HZIE_- Agriculture and Prepared Products 7
:5 # Sole Proprietor p,
N ) 7

» | Other Company Names

% | Additional Information

» | Company Details

» | Banking Details

» | Partnership Details

% | Administration Control Information

% | Certified Details

5| Mode of Communication

NOTE: In the upper right of the Account Name pane, the Forms button displays
the Forms application in a separate browser window.

a. Select the Expand icon -~ to expand and view the additional sections.
b. Select an Edit icon#" to update the information.

4. In the edit pane:
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Details Contacts Addresses

v Importer Information

Bob the Importer

v
941-54-2463 CEEQ02 - Agriculture and Prepared Products v
<3 hd Sole Proprietor N
Request CBP Assigned IR # ID Utilized
- aca
e MNo - Ultimate e

Program Code

w Other Company Mames

Bob Incorporated

v Additional Information

IMPORTANT: In the Additional Information section, fields are grayed out and
not editable. This information is editable in the Addresses tab, in the Street
(Physical) Address information, in the Contact Information section.

v Contact Information

Phone
703-222-1211

Emai lebsite
bob@gmail.com bobsimporters.com

80
April 2024
Publication No. 3608-0324

U.S. Customs and

Border Protection




User Guide Chapter 3: View and Edit Account Information

Modernized ACE Portal Section 3.1: View and Edit Account Information

b. Select the Save button.

The Account Update was Successful message displays.

Success

Account Update was Successful

5. To view the list of related businesses, select the Related Businesses tab.

Details Contacts  Addresses  Related Businesses  MNotify Parties  Drawback Bonds Declarations  Meore

Related Businesses

2 Records
Related Business Status “ | Name of Business Entity v | TIN/EIN/SSN/CBP Assigned # v
1 JASHANSZ2 IMPORT NAME T77-55-2384
2 Missle Head 222-33-7777

6. To view the notify parties list, select the Notify Parties tab.

ontacts  Addresses  Related Businesses  Notify Parties  Drawback Bonds Declarations  More

Related Notified Parties
3 Records

ACEId v | Name v | Type v | IR# v | Process Date Create By v

1 0000213393 Express Containers 10 009-00-9993 6/9/2023 FIZ55RQ v

7. To view the drawback privileges list, select the Drawback tab.

Details Contacts  Addresses  Related Businesses  Motify Parties  Drawback Bonds Declarations  More

Drawback Privileges

1 Records
Provislon Privilege ~ | Application Date Approval Date Revoke Date Port of Appro... v
05 - 1313{ck(3) Accelarated Paym...  3/24/2023 3/27i2023 3901 - Chicago, IL o

a. Inthe Provision column, select the hyperlink to display the drawback information.
b. Select the < Back button to return to the Importer account information.

Accounts v Account Search Refarences

I Account MNavigation Detail

~ Major League Rugby v Drawback Detail
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8. To view the list of bonds, select the Bonds tab.

Datails Contacts Addresses Related Businessas Matify Parties Drawback Bonds Declarations

Related Bonds

12 Records
Bond # Importer # | Importer Name w | Status | Activity Code ~

991201024 334441211 Bob the Importer Active 2

NOTE: The bond information is provided by the eBond application.

a. Inthe Bond # column, select the bond number hyperlink to display the bond information.
b. Select a subtab to display the principal/user, surety, rider, and sufficiency information.
c. Select the < Back button to return to the Importer account information.

Accounts v Account Search References

| Account Navigation

Details

~ Bond Information

9. To search for, add, print, and cancel a declaration, select the Declarations tab.

Details Contacts Addresses Related Businesses MNotify Parties Drawback Bonds Declarations More

Related Declarations

20 Records Add Declaration Enter ID # or Keyword X
Advanced Search

Declaration # Declaration ... » | Created By Fi... v | Status “ | Valid From Valid Until

0000051442 Non-Reimburse... Active 12/1/2022 02/24/2023 v

Reference the Blanket Declarations training guide for details.

10. To edit the statement calendar payment dates, select the Statements tab or if applicable,
select the More tab and the Statements option in the drop-down menu.

Details Contacts  Addresses Related Businesses  Notify Parties Drawback  Statements More

~ Periodic Statement Calendar o
Mar/ 2024 Apr/2024 May/2024 Jun/2024 Jul/2024 Aug/2024
3/15/2024 4/17/2024 4 5/15/2024 4 6/15/2024 4 7/18/2024 4 8/15/2024 4
Sep/2024 Oct/2024 Nov/2024 Dec/2024 Jan/2025 Feb/2025
9/18/2024 » 10/17/2024 » 11/15/2024 » 12/16/2024 4 1/15/2025 4 2/17/2025 »

Reference the Statement Calendar and Designation training guide for details.
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Toric 3.1.9: VIEw AND EDIT PROTEST FILER ACCOUNT INFORMATION

INTRODUCTION

In a Protest Filer account, users with proper permissions can view and edit protest filer account information.

For the Contacts and Addresses tabs, reference their separate associated topics for details.

How 10 VIEW AND EDIT PROTEST FILER ACCOUNT INFORMATION

1. In the Accounts tab drop-down menu, select the Protest Filer account type.

Accounts Account Search References

Organizational Broker

Protest Filer

e o Welcome

o | Surety

TIP: If you know the name of the protest filer account, type it in the Global Search

Q field and select the Search icon “.. Use the All drop-down menu at the top left to
\ indicate the Protest Filer account type to narrow the list.

2. Inthe Protest Filer Accounts pane, in the Name column, select a protest filer account
name hyperlink.

Home Accounts v Account Search References

Protest Filer Accounts
Showing 1 / 1 Results Keyword

Name ACE ID v | Taxpayer ID ¥ | Search Filters

0000255025 22P000-00145

Search Clear

NOTE: Use the Search Filters pane to filter the list of protest filer accounts. In the
Eﬂ Keyword Search field, type a partial or full account name or identification number
and select the Search button. A wild card character is not required.
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3. Inthe Account Name pane, in the Details tab:

Account Name Protest Reports
Coach s Challenge
Record Type Name Protest Filer Numbe ACEID
Protest Filer 22P000-0014500 0000255025
Details Contacts Addresses
~ Protest Filer Information
Protest Filer Name
Coach s Challenge ya

CEP Protest Filer Assigned Number
»| Organization Information
»| Other Company Names

» | Account Status

NOTE: In the upper right of the Account Name pane, the Protest button displays
the Protest application in a separate browser window.

a. Select the Expand icon ~ to expand and view the Organization Information, Other
Company Names, and Account Status sections.

b. Select an Edit icon 7 to edit the protest filer information.

4. In the edit pane:

Details Contacts Addresses

v Protest Filer Information
Protest Filer Name
Coach s Challenge

0000255025

Protest Filer Number
22P000-0014500

CBP Protest Filer Assigned Number v
v Organization Information
Organizational Structure
LLC v
v Other Company Names
AKA DBA
v Account Status
otatus
v
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a. Edit the appropriate fields.
NOTE: Grayed out fields are not editable.

b. Select the Save button.

The Account Update was Successful message displays.

Success

Account Update was Successful
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Toric 3.1.10: VIEw AND EDIT SERVICE PROVIDER ACCOUNT INFORMATION

INTRODUCTION

In a Service Provider account, users with proper permissions can view and edit service provider account
information.

For the Contacts and Addresses tabs, reference their separate associated topics for details.

How 10 VIEW AND EDIT SERVICE PROVIDER ACCOUNT INFORMATION

1. Inthe Accounts tab drop-down menu, select the Service Provider account type.

Accounts A Account Search References

Protest Filer

Service Provider

Welcome

=l Vessel Agency
L v3.12.0

TIP: If you know the name of the service provider account, type it in the Global

9) Search field and select the Search icon “.. Use the All drop-down menu at the top
i left to indicate the Service Provider account type to narrow the list.

2. Inthe Service Provider Accounts pane, in the Account Name column, select a service
provider account name hyperlink.

Home Accounts v Account Search References

Service Provider Accounts
Showing 1 / 1 Results

Account Name Account Type v ACEID v Carrier Code v | Status W

Service Provider 0000256226 RUGBE

the Keyword Search field, type a partial or full account name or identification

Eu‘: ) NOTE: Use the Search Filters pane to filter the list of service provider accounts. In
number and select the Search button. A wild card character is not required.
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3. Inthe Account Name pane, in the Details tab:

Account Name
In-Game Analytics

Record Type Mame ACEID External ABI Stat
Service Provider 0000256226 RUGE e
Details Contacts Addresses

~ Service Provider Information

Service Provider Type

Software Vendor 7 7
Service Provider Mame

In-Game Analytics 7 7
Taxpayer ID

33-1298765 7 fes 7

> | 1D Type
> | Other Company Names

a. Select the Expand icon ~ to expand and view the ID Type and Other Company
Names sections.

b. Select an Edit icon 7" to edit the service provider information.

4. In the edit pane:

Details Contacts Addresses

v Service Provider Information

Software Vendor v Corporation v
* Service Provider Name *Taxpayer ID Type

In-Game Analytics Employer ID Number (EIN) v
*Taxpayer ID ABI Status

33-1298765 Yes v

v ID Type
Filer Cade SCAC
RUGE

DUNS #

v Other Company Names

ttps:/

X
e}
&

2
@

Edit the appropriate fields.
Select the Save button.
The Account Update was Successful message displays.

Success
Account Update was Successful
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Toric 3.1.11: VIEw AND EDIT SURETY ACCOUNT INFORMATION

INTRODUCTION

In a Surety account, users with proper permissions can view and edit surety account information, view bond
information, edit CSPOA information, and add power of attorneys (CSPOAs).

For the Contacts and Addresses tabs, reference their separate associated topics for details.

How 10 VIEW AND EDIT SURETY ACCOUNT INFORMATION

1. In the Accounts tab drop-down menu, select the Surety account type.

Accounts Account Search References

Protest Filer

Service Provider

Welcome

s~ TIP: If you know the name of the surety account, type it in the Global Search field
‘Q‘ and select the Search icon ©.. Use the All drop-down menu at the top left to
indicate the Surety account type to narrow the list.

2. Inthe Surety Accounts pane, in the Account Name column, select a surety account name
hyperlink.

Surety Accounts

Showing 9 / 9 Results Enter keyword
Account Name ACEID “ | ACE Taxpayer L.. ™ | ACE Taxpayer ID v | Surety Code | NAICS Code v | status v Filter Results
Margaret Surety
0000263402 Social Security Nu 234-01-0298 YUl 12098 Active
717
Social Security Nu 012-21-2011 MHE AOMJIH Active

Employer ID Numb... 43-4543223 (el]:) 33344 EIN Pending

Eﬂ:_ ) NOTE: Use the Search Filters pane to filter the list of surety accounts. In the

Keyword Search field, type a partial or full account name or identification number
and select the Search button. A wild card character is not required.
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3. Inthe Account Name pane, in the Details tab:

Account Name Reports
Universal Surety

Record Type Nama ACEID

Surety Code  Status

Suraty 0000254564 098 EIN Pending

Details Contacts  Adc

v Surety Information

ACEID

Universal Surety 7 0000234564

Employer ID Number (EIN)

rganizatior‘ Information

a. Select the Expand icon ~ to expand and view the Organization Information section.
b. Select an Edit icon 7" to edit the surety account information.
4. In the edit pane:

v 43-4543223

Details Contacts  Addresses Bonds CSPOA's

v Surety Information

ACEID
Universal Surety 0000254564
Taxpayer [D Type Taxpayer D
Employer ID Number (EIN) v 43-4543223

v Organization Information

Crganizational Structure

Corporation

v

a. Edit the appropriate fields.
NOTE: Grayed out fields are not editable.

b. Select the Save button.

The Account Update was Successful message displays.

Success
Account Update was Successful
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5. To view the list of bonds carried by the surety company, select the Bonds tab.

Details tact Addresses Bonds CSPOA’s
Related Bonds
100 Records
Bond # Importer # ~ | Importer Name ~ | Status v | Activity Code v
1 9008A0645 246-T8-3455 Century 5 Imports Active 5
2 57-803456900 THREE DIGIT ADDR .. Active 1A1
990900562 149-11-2026 SFiveBPrinrl2 Active 1

NOTE: The bond information is provided by the eBond application.

a. Inthe Bond # column, select the bond number hyperlink.

The bond details and subtabs of additional information display.

Details

v Bond Information

109200011

Principal Number
57-8034£56900

ond Status

Principal Name

THREE DIGIT ADDR NUM & POBOX

1A1 - IMPORTER/ BROKER DRAWBACK

Amount S
5000000.00
Sufficiency Status

Sufficient

Principal/User  Surety  Rider  Sufficiency

Principal /User
1 Records

Importer # v | Importer Name v | Type “ | Start Date End Date

57-803456900 THREE DIGIT ADDR N... Principa 47 /1992

b. Select a subtab to display additional information.
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c. Select the < Back button to return to the Surety account information.

Accounts v Account Search References

I Account Navigation

Details

~ Bond Information

6. To view and edit related CSPOAs information, select the CSPOA’s tab.

Details Contacts Addresses Bonds CSPOA's
Related CSPOAs Keyword
1 Records - Sorted By Name Add CSPOA ¢ .,
CSPOA Name + Agent Id v | Status v | Surety Code v
1 CSPOAT1 123-78-9654 Active 0SB

NOTE: Use the Keyword search field to type a partial or full CSPOA name or
identification number and select the Search button to narrow the list of CSPOAs.

a. Inthe CSPOA Name column, select the CSPOA name hyperlink to display the CSPOA
Information.

CSPOA Name
CSPOAT1
123-78-9654 Active 098

Details Addresses

v CSPOA Information
Agent Id

Vi 123-78-9654

7/8/2023 7/26/2023
District Port Code

Active /7 9900
v District Limits
Mational Declaration

Maticnal District Mational District Limit
99 $10,000.00 7

b. Inthe CSPOA Name pane, in the Details tab, select an Edit icon # to edit the CSPOA
information.
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Details Addresses

v CSPOA Information

CSPOA Name

CSPOATI

Active v

s District Limits

99 $10,000.00

1y save

c. Inthe edit pane, edit the appropriate fields.
NOTE: Grayed out fields are not editable.

d. Select the Save button.
The Confirm dialog box displays.

Entering and saving this data is the legal eguivalent of submitting a properly executed CBP
Form 5297, If 'OK' is selected, the data entered will be saved. If 'Cancel’ is selected, no data

entered will be saved,

e. Select the OK button.
The CSPOA Updated Successfully message displays.

Success b4
CSPOA Updated Successfully

7. To edit the CSPOA address and contact information, select the Addresses tab.

CSPOA Name
CSPOATL
123-78-9654 Active 098

Details Addresses

Related Addresses
1 Records

Address Type Street w | City ~ | State * | Postal Code “

1221 WILSON BLVD DALLAS TX 75001

a. Inthe Address Type column, select the address type hyperlink to display the CSPOA
address information.
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Address Type
I Street (Physical) Address

v Address Information

Street (Physlcal) Address

Unitad Statas

DALLAS

75001

v Contact Information

098

;
;

/ /

/ Tex 4

P

s ’

b. Inthe Address Type pane, select an Edit icon # to edit the CSPOA address

information.

c. Inthe edit pane, edit the appropriate fields.

v Address Information

Unlted States

w Contact Information

DALLAS

v 75001

X Cancel B Save

d. Select the Save button.

The Validate Street (Physical) Address dialog box displays.

User's Input Address

Street: 1221 Wiison Blvd
Clty: Dallas
State/Province: TX
Country: Us

Postal Code: 75001

Validate Street (Physical) Address

Valldate Street (Physlcal

) Address Add

Valldated Address [

Street: 1221 WILSON BLVD
Clty: DALLAS
State/Province: T
Country: US
Postal Code: 75

001

e. Select the v"Confirm button to confirm the validated address.
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The Address Updated Successfully message displays.

@ Success
Address Updated Successtuly

f. Select the < Back button twice to return to the CSPOA'’s tab.
8. To add a power of attorney to the surety, in the CSPOA'’s tab, select the Add CSPOA

button.

Details Contacts Addresses Bonds CSPOA's

Related _CSPOAS Keyword

1 Records - Sorted By Name o) .

CSPOA Name T Agent Id | Status “ | Surety Code %
The Create a New CSPOA pane displays.
Create a New CSPOA
CSPCA Informatlion (step 1 of 1)
w CSPOA Informatlon
- B - %
» District Limits
» Contact Informatlon
&=

a. Inthe *CSPOA Name field, type a name.
b. Inthe *Agent Id field, type an agent identification.
c. Inthe *Date Received field, type a date or use the calendar icon to select the date.
d. Inthe *Date Effective field, type a date or use the calendar icon to select the date.
e. Inthe *Status drop-down menu, select an option.
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NOTE: The Port field is prefilled with 9900 and not editable, the National

Eﬂ Declaration checkbox is checked by default, and the National District field is
prefilled with 99 and not editable. The *National District Limit field is prefilled
with the minimum 10000 amount but is editable. The Address Type is prefilled
and not editable.

If applicable, in the *National District Limit field, type the limit amount.

If applicable, in the *Country drop-down menu, select the country.

> @ o=

In the *Street field, type the street address.

In the *City field, type the name of the city.

j- Inthe *State drop-down menu, select the state.
k. Inthe *Postal Code field, type the postal code.
I.  Complete other fields, as appropriate.

m. Select the Save button.

The Validate Street (Physical) Address dialog box displays.

Validate Street (Physical) Address

Valldate Street (Physical) Addrass Addn

User's Input Address Valldated Address g
Street: 1221 Wiison Blvd Street: 1221 WILSON BLVD
Clty: Dallas Clty: DALLAS
State/Province: TX State/Province: TX
Country: Us Country: US
Postal Code: 75001 Postal Code: 75001

n. Select the v"Confirm button to confirm the validated address.

The Confirm dialog box displays.

Entering and saving this data is the legal equivalent of submitting a properly executed CBP
Form 5297. If 'OK' is selected, the data entered will be saved. If 'Cancel’ is selected, no data
entered will be saved.

0. Select the OK button.
The CSPOA Created Successfully message displays.

° Success

CSPOA Created Successfully

The added power of attorney displays in the Related CSPOAs list.

95

¥ Border Protection April 2024
Publication No. 3608-0324




User Guide Chapter 3: View and Edit Account Information

Modernized ACE Portal Section 3.1: View and Edit Account Information

Toric 3.1.12: VIEw AND EDIT TOP ACCOUNT INFORMATION

INTRODUCTION

You can view and edit general information of the top account in the Details tab. For the Contacts and Change
History tabs, reference the contacts and change history topics in this section.

How 10 VIEW AND EDIT TOP ACCOUNT INFORMATION

1. In the Accounts tab drop-down menu, select the Top account type.

Accounts A~ Account Search References
+ New Account
Top
Broker Permit W |
me
S Carrier e C O

All your top accounts display.

.. TIP: If you know the name of the top account, type it in the Global Search field

9) and select the Search icon “.. Use the All drop-down menu at the top left to
i indicate the Top account type to narrow the list.

2. Inthe Top Accounts pane, in the Account Name column, select a top account name
hyperlink.

Home Accounts v Account Search References
Top Accounts
Showing 2 / 2 Results
Account Name ACEID v | Status v Search Filters

0000258202

Major League Rugby 0000254547 Identi

NOTE: Use the Search Filters pane to filter the list of top accounts. In the
E'ﬂ Keyword Search field, type a partial or full top account name or identification
number and select the Search button. A wild card character is not required.

The Account Name pane displays.
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3. In the Details tab, select an Edit icon 7.
Account Name
I Best Bonnets Top
';5-5-3155202
Details  Contacts
v Top Account Information
;eB‘cnnets}co o;é:-éaazaz
Pro
4. In the edit pane:

Details Contacts

v Top Account Information

https:

Program Participation

X Cancel

September

14 Save

a. Edit the appropriate fields.

b. Select the Save button.

NOTE: Grayed out fields are not editable.

The Account Update was Successful message displays.

Success

Account Update was Successful
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Toric 3.1.13: VIEw AND EDIT CONTACT INFORMATION

INTRODUCTION

You can view contact information in the Contacts tab of an account, but you cannot edit the contact type and
name information. However, users with proper permissions can remove the contact and add the contact to update
the name or type or replace the current contact with a different contact.

Reference the Add a Contact to an Account topic to add a contact to the account.

In the Addresses tab of the contact, users with proper permissions can view and edit the addresses and contact
data (mailing address, phone, email, etc.).

How 10 VIEW AND EDIT CONTACT INFORMATION

1. Search for and select the account.

.
Accounts v Account Search References
All v
Showing 24 | 24 Results universa >
Account Type v | Account Name Identification Type v | Identification Number v | ACEID v | Search Filters
Exporter EIN 34-3904321 0000254524
Importer Universal Entries Rz 0000258514
All v
Exporter Universal Exporter of America  EIN 23-3344555 0000250881

o TIP: You can also select the Accounts tab drop-down menu and select the
Q account type, then select the account from the list that displays. If you recently
= viewed the account, select it in the Recently Viewed Accounts list.

2. Inthe Account Name pane:

Account Name Reports
Universal Exporters
Record Type Name ACEID EIN Status
Exporter 0000254524 34-2904321 EIM Pending
Details Contacts Addresses Change History
Related Contacts Add Contact
2 Records
Type Last Name N First Name e Phone W Email W

Johnson John v

Primary Point of

@
m
R

ABBBY v

Contact

a. Select the Contacts tab.
b. Inthe Type column, select the contact type hyperlink.
The contact Full Name pane displays the Details tab by default.

U.S. Customs and 98

Border Protection April 2024
Publication No. 3608-0324




User Guide
Modernized ACE Portal

Chapter 3: View and Edit Account Information

Section 3.1: View and Edit Account Information

Full Name
John Johnson

e First Name Last Name
Technical POC John Johnson

Details Addresses

v Contact Information

Technical POC
First Name
John

Last Name

Johnson

NOTE: The contact details fields are not editable.

3. To edit the contact address, in the Full Name pane:

Full Name

John Johnson

Type
Technical POC

Details

Addresses

First Name
John

Last Name
Johnson

Related Addresses

1 Records

Address Type Street v | city v | State v | Postal Code

Contact Relationship
100 MAIN ST FREDERICK 21702

Address

a. Select the Addresses tab.

b. Inthe Address Type column, select the address type hyperlink.

c. Inthe Contact Type pane, select an Edit icon /.

4. Inthe address edit pane:

a. Inthe Address Information section, complete the appropriate address fields.

v Address Information

United States

*Stroct
100 MAIN ST

ditional Address Line 1

FREDERICK

21702

NOTE: Grayed out fields are not editable. You must enter fields with an
asterisk.
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b. Inthe Contact Information section, complete the appropriate contact fields.

Chapter 3: View and Edit Account Information
Section 3.1: View and Edit Account Information

v Contact Information
Phone

Ema

NOTE: Include a dash (-) to separate the parts of a phone number. The
Website field must begin with https://.

c. Select the Save button.

d. Inthe Validate Address dialog box, select the v'"Confirm button.

User's Input Address

Street: 100 MAIN ST
City: FREDERICK
State/Province: MD
Country: US

Postal Code: 21702

Walidate Contact Relationship Address Address

Validate Address

Validated Address [

Street: 100 MAIN 5T
City: FREDERICK
State/Province: MD
Country: US

Postal Code: 21702

The Address Update Successful message displays.

Success

Address Update Successful

5. Toremove a contact, in the Contacts tab, in the Related Contacts list:

Account Name
Universal Exporters

Boorer | boosasesae
Details Contacts Addresses
Related Contacts
2 Records
Type Last Name
Technical POC Johnson
2 Primary Point of Contact GIBSY

Reports Submit AES Filing
EIN Status
34-3004321 EIN Pending
Add Contact
v | First Name v | Phone v | Email v
o D
ABBBY v

a. To the far right of the specific contact type row, select the down arrow to display the

drop-down menu.
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b. Select the Remove Contact option. ’T

Remove Contact

The Confirm dialog box displays.

Are you sure you want to remove this contact?

c. Select the OK button to remove the contact.

The Contact Removed Successfully message displays.

Success b4

Contact Removed Successfully

The contact is removed from the Related Contacts list.

%,
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Toric 3.1.14: VIEw AND EDIT ADDRESS INFORMATION

INTRODUCTION

Users with proper permissions can view and edit account address information in the Addresses tab. For some
account types, the Edit icons #* do not display and the address information is not editable.

Reference the Add an Address to an Account topic to add an address to the account.

How 10 VIEw AND EDIT ADDRESS INFORMATION

1. Search for and select the account.

CEEE -

Accounts v Account Search References
Al v eyword Seard
Showing 24 | 24 Results Universal L
Account Type ~ | Account Name Identification Type v | Identification Number v | ACE ID v Search Filters
Carrier Universal R Carrier Code D4FG .
Carrier Universal T Carrier Code NIMS 5 ccount Ty
A -
Exporter EIN 34-3904321 00254524
v
Service Provider Filer Code RH8 0000211052
Importer IR# T-2342 0025 &
Exporter Universal Exporter of America  EIN 23-3344555 0000250881 m ce
: TIP: You can also select the Accounts tab drop-down menu and select the

Q account type, then select the account from the list that displays. If you recently
viewed the account, select it in the Recently Viewed Accounts list.

2. Inthe Account Name pane:

Account Name

Universal Providers

Record Type Name ACEID Service Provider Type External Id 4B

Service Provider 0000211052 Container Security Initia.. RH8 No

Details Contacts

Related Addresses Add New Address

2 Records
Address Type Street v | City v | State wv | Postal Code v
Street (Physical) Address 5448 N MORGAN 5T ALEXANDRIA WA 22312-5524

2 5440 N MORGAN 5T ALEXANDRIA WA 22312-5524

a. Select the Addresses tab.
b. Inthe Address Type column, select the address type hyperlink.
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3. Inthe Address Information and Contact Information pane, select an Edit icon /.

v Address Information

Malllng Address i
;l'.tec: States rd
-5-"-£I+D N Margan St Fa rd

# o #
Alexandrla Vs ra
Virginia # 22312-5524 &

w Contact Information

# #
# #
# #

a. Inthe edit pane, complete the appropriate address and contact information fields.

~ Address Informaticn
Address Type

Mailing Address bt
Country

United States v
*Street PO Box

5440 N Morgan St

Additional Address Line 1 Additional Address Line 2

*City County

Alexandria
State Postal Code
Virginia v 22312-5524

~ Contact Information

Phone Phone Ext
F Fax Ext
Email

NOTE: Grayed out fields are not editable. You must enter fields with an
asterisk. Include a dash (-) to separate the parts of a phone number. The
Website field must begin with https://.

b. Select the Save button.
c. Inthe Validate Address dialog box, select the v'"Confirm button:
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Validate Address

Validate Mailing Address Address

User's Input Address Validated Address o
Street: 5440 N Morgan 5t Street: 5440 N MORGAN ST
City: Alexandria City: ALEXANDRIA
State/Province: VA State/Province: VA
Country: US Country: US
Postal Code: 22312-5524 Postal Code: 22312-5524

v UseVa ed Addre

The Address Update Successful message displays.

Success

Address Update Successful
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SECTION 3.2: ADD AND EDIT DOCUMENT FOLDERS AND DOCUMENTS

INTRODUCTION

The Documents feature applies to the Facility, FTZ GP Site, and FTZ Subzone Site accounts. In the Facility
account, the Documents tab displays eleven predefined document folders that correspond to the Document Types
in the facility account in Legacy ACE.

You can add custom document folders to organize documents and add documents to both predefined and custom
document folders. You can delete a custom document folder. Doing so also deletes all documents in the custom
document folder.

THIS SECTION CONTAINS THE FOLLOWING TOPIC:

e Topic 3.2.1: View Document Folders and Documents
o Topic 3.2.2: Add a Custom Document Folder

e Topic 3.2.3: Delete a Custom Document Folder

e Topic 3.2.4: Edit a Document Folder

e Topic 3.2.5: Add a Document to a Document Folder

U.S. Customs and 105

Border Protection April 2024
Publication No. 3608-0324




User Guide

Modernized ACE Portal

Chapter 3: View and Edit Account Information
Section 3.2: Add and Edit Document Folders and Documents

Toric 3.2.1: VIEw DOCUMENT FOLDERS AND DOCUMENTS

INTRODUCTION

View document folders and documents by selecting the Documents tab in the specific account.

How 10 VIEW DOCUMENT FOLDERS AND DOCUMENTS

1. In the Accounts tab drop-down menu, select the Facility account type.

Home

Accounts A

Importer

Exporter

Account Search References

e

Facility

el |

Facility Operator

Welcome

2. Inthe accounts pane, in the Account Name column, select the account hyperlink.
Home Accounts v Account Search References
Facility Accounts
Showing 3 / 3 Results
Enter keyworc
Account Name ACE ID v FIRMS Code v Classification v Owner Type v Status v Port v
Search Filters
Facilities Unlimited L214 Warehouse CBP Active
0022 7 Warehouse CBP Deactivated
00255157 AACE Warehouse Private Act
3. Inthe Account Name pane, select the Documents tab.

Account Name

Record Type Mame

Facility

Details Contacts

Facility Name

Universal's Facility

Universal's Facility

ACEID
0000221657

Addresses

“ Facility Information

w382 Deactivated

Employees Officials

ACEID
Va 0000221657
Bonded

Yes

A
A
i
G

U.S. Customs and
Border Protection
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Details Contacts  Addresses  Employees Officials Documents

Related Document Folders
12 Records

i ” Premise Inspection Results
Date of Last Update: - On File:

i Additional Documents
Date of Last Update: - On File:

i " Date of Inspection
Date of Last Update: - On File:

NOTE: The Records count at the top indicates the number of document folders.

4. Inthe Related Document Folders list, select a document folder name hyperlink.

Detalls Contacts  Addresses  Employees Officials Documents

Related Document Folders
12 Records

i * Premise Inspection Results
Date of Last Update: - On File:

i Additional Documents
Date of Last Update: - On File:

Documents added to the document folder display in the Related Documents list.

Details Contacts  Addresses  Employees Officials Dd

< Back to Document Folders

Additional Documents
Date of Last Update: » On File:

Related Documents
1 Records

Name Extension W

user_req_matrix_3 pdf

5. In the Name column, select the document name hyperlink to display the document.

6. Select the < Back to Document Folders hyperlink to return to the Related Document
Folders list.
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Toric 3.2.2: Abb A CusSTOM DOCUMENT FOLDER

INTRODUCTION

You can add a custom document folder to an account.

How 10 ADD A CuSTOM DOCUMENT FOLDER

1. In the Documents tab, select the Add Document Folder button.

Details Contacts  Addresses Employees Officials Documents

Related Document Folders Add Document Folder

12 Records

™ " Premise Inspection Results

Date of Last Update: - On File:

2. Inthe Create a new Document Folder pane:

Create a new Document Folder

]
T
T
4

X _Cancel m

a. Inthe *Name field, type the folder name.

b. If applicable, in the Date of Last Update field, type a date or use the calendar icon to
select a date.

c. If applicable, in the On File drop-down menu, select an option.

d. Select the Submit button.

The new custom document folder displays in the Related Document Folders list and
the Records count increases by one.
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ToriC 3.2.3: DELETE A CusTom DOCUMENT FOLDER

INTRODUCTION
You can delete a custom document folder.

NOTE: Folders with an asterisk * are required and cannot be deleted. You can only delete custom
@ document folders.

IMPORTANT: When a custom document folder is deleted, all documents in the folder are also
( ) ) deleted.

How 70 DELETE A CUSTOM DOCUMENT FOLDER

1. In the Documents tab, in the Related Document Folders list, select a custom document
folder name hyperlink.

Details Contacts Addresses Employees Officials Documents

Related Document Folders
12 Records

i * Premise Inspection Results
Date of Last Update: - On File:

i |Ac|t:itic-na Documents

Date of Last Update: - On File:

2. In the custom document folder pane:

a. Select the Delete button.

Details Contacts Addresses Employees Officials Documents  Change History

< Back to Document Folders

Additional Documents Edit | Delete
Date of Last Update: = On File:

The Confirm dialog box displays.

Are you sure you want to delete this Documents Folder?

b. Select the OK button to delete the document folder.
The document folder is removed from the Related Document Folders list.
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ToriC 3.2.4: EDIT A DOCUMENT FOLDER

INTRODUCTION
You can edit document folder information. You can edit the name of a custom document folder but not a
predefined document folder.

How 10 EDIT A DOCUMENT FOLDER

1. In the Documents tab, in the Related Document Folders list, select the document folder
name hyperlink.

Details Contacts  Addresses Employees Officials Documents

Related Document Folders
11 Records

- * Premise Inspection Results
Date of Last Update: * On File:

: » On File:

2. Select the Edit button.

Details Contacts Addresses Employees Officials Documents

< Back to Document Foldars

Date of Inspection Edlit
Date of Last Update: - On File:

3. Inthe Document Folder Details pane:

Document Folder Details

Date of Inspectlon

7/12/2023 B Fllzd on Site

i o-— m

a. If applicable, in the *Name field, type a name.

- NOTE: The predefined folder name is not editable. Custom document folder
E‘ﬁ names are editable.

b. If applicable, in the *Date of Last Update field, type a date or use the calendar icon to
select a date.

E‘ﬂ ’ NOTE: The Date of Last Update field is not required for custom folders.
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c. If applicable, in the *On File drop-down menu, select an option.

ras NOTE: The On File field is not required for custom folders.
G‘ﬂ The N/A and Not on File options do not require adding documents.
d. Select the Submit button.

4. Select the < Back to Document Folders hyperlink to return to the Related Document
Folders list.

Details Contacts Acldresses Emplayees Officials Documents

< Back to Document Folders

Date of Inspection
Date of Last Update: - On File:
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Topic 3.2.5: Abb A DOCUMENT TO A DOCUMENT FOLDER

INTRODUCTION

You can add a document to a predefined or custom document folder.

How 1o ADD A DOCUMENT TO A DOCUMENT FOLDER

1. In the Documents tab, in the Related Document Folders list, select the document folder
name hyperlink.

Details Contacts  Addresses  Employees Officials Documents

Related Document Folders
12 Records

i " Premise Inspection Results
Date of Last Update: - On File:

i |faclc;iti<:-na Documents |

Date of Last Update: - On File:

2. Inthe Related Documents section, select the Upload Files button.

Related Documents
1 Records

&, Upload Files | Ordrop files

Name Extension v | Uploaded Date v

9) TIP: You can drag and drop the selected file to the Or drop files button.
3. In the Open dialog box, locate and select the file to upload.

Select the Open button.

The Upload Files dialog box displays the progress of the file upload.

Upload Files
Test Document.pdf
31KB 0
1 of 1 file uplocaded m

The Done button is highlighted when the upload is complete.
5. Select the highlighted Done button.

The uploaded document displays in the Related Documents list.
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6. Select the < Back to Document Folders hyperlink to return to the Related Document
Folders list.

Details Contacts Addresses Employees Officials Documents

< Back to Document Folders

Additional Documents
Date of Last Update: - On File:
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