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Topic 1: Create and Maintain a Single Employee Record

Topic 1: Create and Maintain a Single Employee Record

Introduction Brokers have the ability to individually create and maintain employee
information in their ACE Portal Account. ACE users will navigate

through a four-step process to add employee information into ACE. All
required data elements are marked with an asterisk next to the respective
field name. Adding employee information in the ACE Portal will allow a

broker to comply with the Code of Federal Regulations (CFR) 111.

Table 1: How to Create and Maintain Broker Employee Data

Step

Action

1.

tab.

After logging into your ACE Portal account, select the Accounts

ii:ace secure data portal

account to reveal the sub accounts of the broker account.

View Settings
Sort by: --Select-- -
Accounts %
CEIF'. Incorporated r
ey W |

Select the ‘+' next to the sub account that needs to have
employee data added.
A—mmﬂﬂ

Account Selector List ?7 =0

View Settings

Sort by: --Select-- hd
>

Accounts %

= CBP, Incorporated ; 3
CEIF' BROKERAGE, INC +

a

>

2

£

I
T R L B s 2 a1
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From the Account Selector List, select the ‘+' next to the top
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usiness Lice

a artnca

Step | Action
4, Select the Broker permit number hyperlink associated with the
new employee.
Account Selector List
View Settings
Sort by: --Select-- -
Accounts r%]
= CBP. Incorporated ) }
=] CBP BROKERAGE, INC ¥
#HLocal Permit1234 | ¥
|
B s i
5. From the Broker Permit View screen, select the Employees
tab.

L.---q,-_—-LA.J‘-\._..-_--._.r\..-—F\F\-_I—'-'L-]

[rISa

Contacts Addresses Licensed Brokers Waiver Requests Permit User Fees jl
)

ey g i T e iy e

Select the Add Employee hyperlink.

[=] Add Employee

Telephone
e ey e T
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Step

Action

a. From the Account Details screen, type the following
required information:

e Last Name
e First Name
e Date of Birth
e Birth City
e Birth State/Province
e Birth Country
e Social Security Number
e Start Date
b. Select Continue.

Broker

*Indicates field is required
Account Information

Organization Name:
Employee Information
* Last Name:

CBP Brokerage, INC

Middle Name in full:
* First Name:
* Date of Birth: = tenmn/dd /vy
3| * Birth city:
* Birth State/Province:
* Birth Country: us

* Social Security Number:
{

Phone & Email
Telephone (W): Ext:

Email:

Date of Employment
* Start Date: 07/16/2013

H
1
i Continue > Cancel

e

B (mmiddivyyy)

e T T v vy

S R S S ST S TN e S
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Step

Action

a. From the Address Details screen, type the following
required current home address information:

e Country
e Street Address
e City

b. Select Continue.

Indicates field i= required
Account Information
Organization Name:
Employee Information
Name:

CBP Brokerage, INC

Betty Lewis

Address Type: Current Address I
Address

* Country: Usa
*Street Address:

4

Additional Address Line 1:
Additional Address Line 2:
* City:
State/Province: --Select-- -
Zip/Postal Code:

Phone
Telephone (H):

e L e i et Y e g g e ey g W

[ < Previous ]l Continue > l[ Cancel ]

NOTE: The country defaults to USA. Use the drop-

/ down menu to select another country, if applicable. If
using the default of USA, the state and zip code are
required.
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Step

Action

If the current address passes validation, the message, Address
has been standardized will be displayed.

Select Continue.

i i @

ddress has been standardized
*Indicates field is required
Account Information
1 Organization Name: F.H. Kaysing Company, LLC
Employee Information
Mame: Betty Lewis
Address Information
Address Type: Current Address
Address
* Country: UsA -

*Street Address: 1801 N Beauregard St
Additional Address Line 1:

et Ao pn

Additional Address Line 2:
* City: Alexandria
State/Province: Virginia -

Zip/Postal Code: 22311-1701

i e Tty

Phone
Telephone (H):

[ < Previous || Continue > | cancel e e e ;

g ot P I gL et e
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Topic 1: Create and Maintain a Single Employee Record

Step

Action

10. |a. From the Address Details screen, type the following
required previous home address information:
e Country
e Street Address
e City
b. Select Continue.
t
2
*Indicates field is required I
Account Information i
Organization Name: CBP Brokerage, INC “J
jEmployee Information {
MName: Betty Lewis _‘)
Address Information I
{|Address Type: Previous Address | 4
| ddress E
* Country: UsA hd E
*Street Address: I
Additional Address Line 1: >
Additional Address Line 2: {
* City: 3
State/Province: --Select-- - J\;
Zip/Postal Code: f
?
Phone 3
Telephone (H): i
< Previous I Continue > ' Cancel o ,F
@’ NOTE: The country defaults to USA. Use the drop-
/ down menu to select another country, if applicable. If
using the default of USA, the state and zip code are
required.
11. If the previous address passes validation, the message,

Address has been standardized displays.

Select Continue.

I

(Address has been standardizedl
ngicates field Is require

Account Information

Organization Name: CBP Brokerage, INC
Employee Information
Name: Betty Lewis
Address Information
Address Type: Previous Address
Address
*Country: UsA -
*Street Address: 1801 N Beauregard St

Additional Address Line 1:

Additional Address Line 2:

* City: Alexandria
State/Province: Virginia -
Zip/Postal Code: 22311-1701

Phone

Telephone (H):

T T AN P P A i b A e W i,

T

[ < Previous ] I Continue = I [ Cancel ]

September 2013




Quick Reference Guide
Broker Employee Data
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Step

Action

12.

a. From the Employer History Details screen, type the
following required information:

e Employer Name

e Country

e P.O.Box

e Street Address

e City

e Start Date
b. Selectthe Add to History Button.
OR

c. If the Employer history is three years or more, or if this
employment history does not apply, select the No
additional employment history checkbox to override.

d. Select Continue.

i

}Account Information 3:r
Organization Name: CBF Brokerage, INC }
JEmponee Information S
g Name: Betty Lewis 1
£ Employer Information i
4* Employer Name: &
Address }
{* Country: UsA v}

1801 North Beauregard
Additional Address Line 1:

Additional Address Line 2:

* City: Alexandria
State/Province: --Select-- -
Zip/Postal Code:

Phone & Website
Telephone (W): Ext:
Website Address:

§j|pate of Employment

{| = Start Date: B (mm/rddivyyy)

End Date: % (mm/ddiyyyy)

Employment History

Showing 1 -1 of 1
Emplover Name

5 CBP Brokerage, Inc

T T R ¥ D VL WY W

Street Address Citwv, State
1801 N. Beauregard St.  Alexandria VA

W

< Frevious Add to History Continue >
i
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Step | Action

13. If successful with the three year requirement, the following
message: Current employment satisfies 3 year requirement,
select Continue displays. Select Continue.

ey,

ey

urrent employment satisfies 3 year requirement, select Continue. I’

Account Information

Organization Name:

Employee Information CBP Incorporated, Inc.
MName: Betty Lewis
Employer Information

* Employer Name:

Address

* Country: USA

*Either a P.O. Box or Street Address is required.
* P.0. Box:

* Street Address:

b s B A i gy T b

Additional Address Line 1:

Additional Address Line 2:

* City:

State/Province: --Select-- -

Zip/Postal Code:

At i,

YPhone & Website
Telephone (W): Exct:

Website Address:

iDate of Employment
* Start Date:

End Date:

% {mm/dd/yyyy)
% (mm/dd/yyyy)
Employment History

P——

Showing 1 - 2 of 2
Employer Name Street Address
CBP Incorporated 4833 Kingston Dr

Ay Tt Tt U U e T L e U e g e S e

[
< Previous Add to History I Continue = I Cancel

T I e e e e e

iy

g

0 NOTE: If the Zip Code entered only contains 6 digits
/ instead of the zip code plus 4, ACE will add the 4
digits automatically and display, Address has been
standardized message.

14. Review the employee information. If information needs to be
changed, select Previous. If the information is correct, select
Save.

Step 1: Step 2: }
Account Details Address Datg
[Account Information l
{| organization Name: CBP Brokerage, INC ;
Employee Information 1
Name: Betty Lewis {
[Current Address Previous Address i
Address Type: Current Address ~ Address Type: Previous Address
Street Address: 4833 Kingston Dr  Street Address: 1801 N Beauregard St
Additional Address Line 1: Additional Address Line 1: ¥
Additional Address Line 2: Additional Address Line 2: I
City: Annandale City: Alexandria H
State/Province: VA State/Province: VA ;
Zip/Postal Code: 22003-6148 Zip/Postal Code: 22311-1701
Country: usa Country: UsA {
Phone H
Telephone (H): Telephone (H): 3
Employment History l,
! ;
f| shoving 1 -2 of2 ]
Emplover Name Street Address Citv State/Province Zin/Postal Code Countrv Start Date~ End Date *}
CBP Incorporated 1801 N Beauregard S5t Alexandria VA 22311-1701 USA 07/17/2009 4‘
\
3
| o T ) }
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Topic 2: Download Employee Record Template for Upload

Introduction ACE provides a quick and easy way to download a template to add, edit,
and delete multiple employee records in an account simultaneously. The
template can be saved to your computer and retrieved for easy access or
to make updates to employee record data.

Table 2: How to Download the Employee Template

Step | Action
1. From the Broker Permit View screen, select the Employees
tab.

L.---q,-_-—-LA.J‘-\._..-_--._.r\..-—F\F\-_I—'-'L-]

J

Contacts Addresses Licensed Brokers Employees Waiver Requests Permit User Feas 3
)

e T e e e iy T e T

LIsIiness

Y

2. Select the Upload Employees button.

C Upload Emplo EES
"'f_“f_'\ﬂ_l—}

P e

3. Select the Download Template hyperlink.
rﬂh}—‘-ﬂ—w—-—m—hﬂ

Download Template

Status

R T o S LV

e W e gy,
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Step | Action
4, Select the Open button to open the blank template.
-ﬂ\wm-ﬁw_ﬁmﬂwr-]
File Download ||t
1
3
E. Do you want to open or save this file? g
; }
[ @ j MName: 1374164950749.xls 3
Hl Type: Microsoft Excel 97-2003 Worksheet, 333KB 1_5_‘
From: dssl.d4.devl.cbp.dhs.gov i
F
b
I Open ] ’ Save ] [ Cancel ] }
>
Always ask before apening this type of file :5.
™ | ‘While files fram the Intemet can be useful, some files can potertially F
) harm your computer.  you do not trust the source, do not apen or 1
= save this file. What's the risk? 3
LWM u"—"\..r'—J"lr
s
e B T By Fo S S
0 NOTE: The blank template displays.
j’ N L ’”E
3 CActon [Emn “Sucial
F T — “Date of Swte/ [‘Bith |Seeurty
i“ Drodedote) o |"First Name Middle Name  [*Last Name [ Birt I'Dnn City Provinge [Country|Number
e e e e e bE Lonn e
5. Save the blank template to your computer by selecting from the

Main Menu:
a. File
b. Save As

September 2013
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Step

Action

Open th

e saved template to enter broker employee data.

a) Use the keyboard shortcut (Ctrl+S) to save the file. Two
files, an Excel 97-2003 Workbook (*.xIs) and a Comma

O
~

e N S A e

b T T o W L}

T

Save as type: | Excel 97-2003 Template (*xlt)

Folders Web Page (*.htm;*.html}

Delimited (CSV) (*.csv) will be automatically created to

your designated location.

If a SECURITY WARNING displays, Macros have been

disabled, please select the Enable Content button.

|
ruthore | EXCEl Workbook (*.xis) {
AuEarE Excel Macro-Enabled Workbook (*xlsm) 5
Excel Binary Workbook (*.xlsh) 3
Excel 97-2003 Workbook (*.xls) 3
XKML Data (*xml) 1
Single File Web Page (*.mht*.mhtrml) 3
!

}

t

Y

Excel Template (*xlt)

Excel Macro-Enabled Template (*.xltm)
Excel 97-2003 Template (*.xlt)

Text (Tab delimited) (*.bd)

Unicode Text (*.bd)

AML Spreadsheet 2003 (*xml)
Microsoft Excel 5.0,/95 Workbook (*xls)
CSV (Comma delimited) (*.csv)

L L e

NOTE: The CSV file will be used to upload broker
employee data into the ACE Portal. To review the
.csv file, please use your computer’s Notepad
application instead of the Excel application.

September 2013
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Topic 3: View Existing Employee Uploads
Introduction The ACE portal allows for the review of all uploaded employee data.

ACE will provide feedback if the upload was successful or occurred with

errors or warnings to allow for review and the ability to make
corrections.

Table 3: How to View Existing Employee Uploads

Step | Action

From the Broker Permit View screen, select the Employees
tab.

LIsIiness

Lﬂhlqp_-—lLl\,—f‘-\_,—._.-—n—._.r\r-"\l\-_l—"&']
Contacts Addresses Licensed Brokers Employees Waiver Requests Permit User Feas }1

Y

)
e Ty,

e iy e T e Y

2. Select the View Uploads button.

—]

5 = view Uploads i

i Upload Employees Submissions

Showing 1 - 20 of 165
g|Batch - Submit
Sequence # == Date/Time
00000001738
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Step | Action

4, ACE displays the record file and provides:
e Total # of Records
e Total # of Successes
e Total # of Warnings
e Total # of Errors
e Detail information on any warnings or errors for updates.
Select:
a. Ok if there are no warnings or errors.
OR

b. The Original File hyperlink to view any warnings or
correct errors.

Broker

Update Employees Submission

Batch Sequence #: 0000000173 Status: Complete
Submit Date/Time: 07/22/2013 2:58 PM Submitted By: John Jay
Purge Date: 10/20/2013 Original File:

Update Employees Results
i Total # of Records: 157
Total # of Successes: 157
g Total # of Warnings: 0
Total # of Errors: 0
Warning/Error Detail:

ﬂ@.\,_ww_\,w e g Nt

@’ NOTE: File upload size must be less than or equal to
/ 20971520 bytes (20MB).

[ P R T
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Topic 4: Download Employee List for a Specific Permit

Introduction

ACE allows for the download of employee records associated with a port
code for a specific permit.

Table 4: How to Download Employee List for a Specific Permit

Step | Action

1. Drill down the Account Selector List until you find the specific
permit associated with the employees you wish to download.

Account Selector List

View Settings
Sort by: --Select-- -
Accounts %

=l CBP. Incorporated 3
=l CBP BROKERAGE, INC ¥+

#fl ocal Permit 1234 IT

L T T PP T T |

*vaﬁww

Y

usiness License artnca

2. From the Broker Permit View screen, select the Employees
tab.

L.---q,-_—-LA.J‘-\._..-_--._.r\..-—F\F\-_I—'-'L-]

[rISa

Contacts Addresses Licensed Brokers Waiver Requests Permit User Fees ]L
)

e i T e Y e

r—ey

3. Select the Download Current tab.

g _‘_'_\l—i—glﬂr.-ﬁ-‘—ﬂﬁﬁﬁhl
{ B pownload current |7
Lv"‘\l‘ wr
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Step | Action
4, Select Open.
L, Tl T e 2 ¥ sk B ettt W 2 T W e i W e T e e L it
File Downlaad %
Do you want to open or save this file?
@j Mame: ..G-3127_Employee_Records_20130723114257.C5V
IH] Type: Microsoft Excel 97-2003 Worksheet, 8.36KB
From: dssl.d4.devl.cbp.dhs.gov
(oo ) Com ]
Always ask before opening this type of file
{
i % | While files from the Intemet can be useful, some files can potentialhy
Q- harm your computer. F you do not trust the source, do not open ar
= save this file. What's the risk?
0 NOTE: The spreadsheet displays with the employees
/ associated with the port based on the selection of the
local permit number in step 1.
it r-—-\_o\'—'u‘-\...._.,
Employee Data i
*First Name Middle Name ¥Last Name}
12348Betty Lewis 3
3
im C White Z
im lohn Whitesmithz
!
ack Jackson ¢
5. If desired, save the spreadsheet to your computer by selecting

from the Main Menu:
a. File
b. Save As

lg Save As

September 2013
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Topic 5: Download Employee List for a Specific Filer

Introduction

There are certain trade accounts that may have multiple filers at different
ports. ACE provides a way for brokers to view all employees associated
with the account regardless of the assigned port.

Table 5: How to Download an Employee List for a Specific Filer

Step

Action

1.

Drill down the Account Selector List and select the + sign next
to the sub-account to list the permits associated with the filer.

At A AT b i,
CCoun

F srsaTTa T
=l SAT Broker Name Change T
=l Local Permit 3801

Detroit, MI

I

RL T T )

! Port Huron, MI

Sault Ste Marig, MI
Saginaw/Bay City, MI
Battle Creek, MI

Grand Rapids, MI
Detroit Metroplin Airport

ey s T

Ezcanaba, MI

Marguette, MI
Algonac, MI

Muskegon, MI
Grand Haven, MI

!_ucal Permit 3127 1

Rt ST e, W

s o

O i T T T e Y L AN TI e T TE L W L I L DTS

:]I Local Permit 1101 ¥
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Step

Action

Select the Local Permit hyperlink in the Account Selector List.

A AR n %

_FiEEDUﬁEM_
oFl sRAT TA T

% El SAT Broker Name Change 3
r Detroit, MI
u Port Huron, MI

j| Sault Ste Marie, MI

1y Saginaw/Bav City, MI

2 Battle Creek, MI

[i Grand Rapids, MI

! Detroit Metropltn Airport
% Ezcanaba, MI

{

]

Marguette, MI
Algonac, MI

i Muskegon, MI
Grand Haven, MI

Local Permit 3127 1

: [ Local Permit 1101 3

LVt W e, et I i, s e U T e e

LISIness

Contacts

Addresses

e Y

From the Broker Permit View screen, select the Employees

tab.

Licensed Brokers

P ey Ty

PR T S S T R Y

Employees Waiver Requests Permit User Feas

e L T e Y e 3

J

3

J

Select the Download All tab.

e
% Cownload All
e e Y —

September 2013
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Step

Action

Select Open.

e T, T et ¥t W, T W W O N et o

File Download

%

Do you want to open or save this file?

@J Type:

Always ask before opening this type of file

i " | While files from the Intemet can be useful, some files can potentially
\e

Mame: ...G-3127_Employee_Records_20130723114257.C5V
Microsoft Excel 97-2003 Worksheet, 8.36KE
From: dssl.d4.devl.cbp.dhs.gov

[ Save ][ Cancel ]

e

harm your computer. F you do not trust the source, do not open ar
= save this file. What 's the risk?

L=

NOTE: The spreadsheet displays with all the names
of employees associated to the filer regardless of the
selection of local permit number.

*First Mame Middle Name *Last Name.f
Wright  §
Stanley
Donahue
Beasley

C Cohen
Bouk
Slade
Arlexis
Cosme

um.-r"-'\-nf\-fﬁm

Mg e e L A e ey

f

If desi
from t

a.

b. Save As

H Save

lg Save As

red, save the spreadsheet to your computer by selecting
he Main Menu:

File

)
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Topic 6: Additional ACE Resources

Introduction For additional information on web-based training and documentation
relating to trade functionality, please visit the ACE Modernization home
page at :

http://www.cbp.gov/xp/cgov/trade/automated/modernization/ace welco
me/

gov

Securing America’s Borders

About CBP Newsroom Border Security Trade

Home | Trade / Systems And O support | ACE: Systems |

RV R S P R S SRS

ini 1 Search ACE Training and Reference
S ——— ACE Training and Reference Guides e
e e G oL ACE Web-based training and step-by-step procedural m
P e ol instructions guide account holders through creating an
Exporting electronic manifest, running reports and utilizing account N a
section sitemap for
. management features via the ACE Secure Data Portal. ACE Training and Reference Guides
Cargo Security
. _ For more specific help or assistance on the ACE Secure Data
Legal Deci Publicat ;
€99 signs/Publications Portal, call Technology Support at 1-866-530-4172 or e-mail I
i e o T i T e ACE.Support@cbp.dhs.gov. see also:
Quicklinks (> in ACE: Modernization
uicklint R i .
- Create and Maintain Ocean Conveyances Information Systems:
. © featured see also Benefits of ACE Entry S
Trade Transformation Saroaanis . F\ﬁ;; its o ntry Summary
[ e — Provides instructions on creating, maintaining and viewing (pdf - 4,305 KB.)
ocean conveyance records via the ACE Portal. Importance of the Single Windaw
Trade Programs oo - 476 KB, (jpg - 1,687 KB.)

Accelerating ACE At a Faster

- ACE Resources for the Trade (pa;; 2,506 KB.)

- 02/06/2013
Provides a comprehensive list of training resources available to Video: ACE: Fulfilling the
Report assist in using the features of the ACE Secure Data Portal. Promise of Automated Trade
Suspicious Activity to Processing
1-800-BE-ALERT pdf - 2,971 KB. What's New with ACE?
- ACE Portal Navigational Changes & Changes That What is ACE?
Accommodate the Western Hemisphere Travel Exports
E-ALLEGATIONS Initiative (WHTI) \..more
Online Trade Viclation - 04/29/2009
Reporting System On April 12 changes will be made to the ACE Portal screens
that will create new ways for carriers to navigate through the (> on cbp.gov:
Whafs NeW Portal. On April 26 ACE will deliver new screens that will accept Application Procedures far
C new WHTI compliant travel document types. This presentation Electronic Truck Manifest Via EDI
in Trade shows both sets of new screens. In-Bend Guide for ACE Electronic
For Accessibilty Information: OITS08GONTACT@cbp.dhs.gov Truck Manifest

(doc - 230 KB.)

Cargo Systems Messaging

mpdf 1,473 K8

- e-Manifest: Rail and Sea (M1): In-Bond Service
; Authorization User Guide Create and Maintain Ocean
1 - 05/30/2012 Conveyances
e WY PP i SRRV P PP RPN —

For more specific help or assistance on the ACE Secure Data Portal, call
Technology Support at 1-866-530-4172 or e-mail
ACE.Support@cbp.dhs.gov.
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