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1.0 Introduction

The eManifest Portal User Guide provides users of the Canada Border Services Agency’s
(CBSA) eManifest Portal with instructions for completing tasks in the eManifest Portal. This
version of the Guide supports clients that will be transmitting their pre-arrival data electronically
to the CBSA using the eManifest Portal. The term “Portal” is used as a short-form reference to
the eManifest Portal.

The eManifest Portal is a secure data transmission option developed by the CBSA that allows
the trade community to electronically transmit their pre-arrival data through the Internet.

For more information on eManifest and business requirements, including exemptions and exceptions, refer
to the eManifest section of the CBSA Web site.

1.1 What is in this Guide?

This Guide is a reference tool for using the eManifest Portal. It includes step-by-step instructions
for using key features of the Portal such as:

navigating in the Portal;

creating and managing User and Business Accounts;

creating and managing Trade Documents;

viewing and printing status information for Trade Documents; and
creating and printing Lead Sheets to present at the border.

This Guide is not all-inclusive and should be used in conjunction with
audience-specific documentation:

o Highway carriers should refer to the: Electronic Commerce Client
Requirements Document (ECCRD) — Chapter 7: Advance Commercial
Information (ACl)/eManifest Highway Portal.

o Freight forwarders should refer to the: Electronic Commerce Client

@ Requirements Document (ECCRD) — Chapter 8: Advance Commercial
Information (ACl)/eManifest House Bill Portal.

You will also need to read and understand the eManifest business rules and
processes and the requirements for your business type whether you are a
highway carrier, freight forwarder, broker or warehouse operator. Refer to the
eManifest Portal Help and Support page of the CBSA Web site for additional
help documentation.

1.2 Technical requirements

To access the Portal, you must have an Internet connection and one of the following Web
browsers:

e Internet Explorer 8 and higher.
¢ Firefox 2.0 and higher.

For more information about the technical requirements for using the Portal, highway carriers
may refer to the ECCRD — Chapter 7: Advance Commercial Information (ACl)/eManifest
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http://www.cbsa.gc.ca/prog/manif/menu-eng.html
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Highway Portal and freight forwarders may refer to the ECCRD — Chapter 8: Advance
Commercial Information (ACIl)/eManifest House Bill Portal in the eManifest section of the CBSA
Web site.

In order to use the eManifest Portal, each user is now required to ensure that
@ JavaScript is enabled on their computer. This requirement comes as a result
of the new eManifest Portal features which require JavaScript.

To avoid unexpected errors while logged in to the eManifest Portal do not use
@ your Web browser’'s Back button. Use the navigation features provided within
the Portal.

The Portal will log you out after 20 minutes of inactivity. To continue using the
(D Portal, you will be required to log in again. To ensure no loss of information,
you are strongly encouraged to save your work often.

1.3 Client support

The CBSA has established client support units to assist trade chain partners with the
implementation of and compliance with eManifest. These units can be contacted by e-mail
and/or telephone.

o The Border Information Service (BIS) is a telephone service that provides general
information on most CBSA programs, including eManifest.

e The eManifest Helpdesk provides support by e-mail on eManifest policy and operational-
related inquiries.

e The eManifest Technical Support Unit (TSU) provides Electronic Data Interchange (EDI)
and Portal technical support by e-mail and telephone for highway carriers.

e The Electronic Commerce Unit (ECU) provides EDI and Portal technical support by
telephone for freight forwarders, warehouse operators and brokers.

Complete contact information is available in the eManifest section of the CBSA Web site.
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®
1.4 Features used in this Guide
The legend below shows the features used in this Guide.

Feature Description

® Important information or tip for the user.

Bold text Within a list of task steps, this indicates a reference to an interactive object
in the Portal, such as a command, and the names of data entry fields.

Used to highlight the names of figures (e.g. screen images and other

Italic text diagrams) as well as the titles of legislation such as the Customs Act.

1.5 Symbols used in the Portal

The following symbols are used throughout the Portal.

Symbols Description

o This symbol indicates there is help available online. Select the icon to
view the content of the field level help.

This symbol indicates there is help available online. Select the icon to
view help content of the screen level help.

=
This symbol indicates that when you select the link, the information will
be displayed in a new browser window.

This may be displayed next to an Effective Status. The ! symbol is
displayed if a Change, an Amendment or a Cancellation made to a

i Trade Document was Rejected by the CBSA system. If a Change,
Amendment or Cancel of a Trade Document is Rejected, the original
version of your Submitted Document remains in the CBSA system until
you resubmit a Change or Amendment and it is Accepted by the
CBSA.

The L~/ symbol is displayed if the Trade Document has been received
less than an hour before the estimated time of arrival. If this happens, it
is recommended to change the estimated time of arrival on the Trade
Document. Otherwise, arriving before or within the one (1) hour
window may result in a delay and/or an Administrative Monetary

Penalty.
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1.6 Other reference information

For additional information on eManifest and the CBSA’s advance reporting requirements for
businesses, refer to the following:

e eManifest section of the CBSA Web site
For information on eManifest as well as links to related information.

e eManifest Portal Help and Support page of the CBSA Web site
For information on the eManifest Portal as well as links to related information.

For information on the requirements for electronic data transmission using the Portal refer to the
Electronic Commerce Client Requirements Document (ECCRD).

« ECCRD — Chapter 7: Advance Commercial Information (ACl)/eManifest Highway Portal
(for highway carriers).

« ECCRD - Chapter 8: Advance Commercial Information (ACl)/eManifest House Bill Portal
(for freight forwarders).
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2.0 Getting Started
2.1 Getting set up in the Portal

The following diagram provides an overview of the steps that both individuals and businesses
must take to access the Portal. This multi-step process was developed by the CBSA to ensure
the security and integrity of data in the Portal, in accordance with Government of Canada
requirements.

e Getting set up in the Portal I
Before you start | Log in | Account set-up

(Sect 2.2) | (Sect 2.4) | (Sect 2.5)

Login to

Obtain a . Portal and Create
credential Accept Terms and User Account
Conditions

Request access
to Business
Account

Portal User
(User Account)

Log in to
Obtain a N Portal and Create
credential Accept Terms and User Account
Conditions

URN
family name
e-mail address

l_i| Obtain Client

Account Owner Identifier
(Business Account) (if required)

Portal
Business
Account

Client
Identifier

Add users to
Business
Account

Create Business
Account

Shared
Secret

|
| |
|
\_ | |

Figure 2-1 Getting set up in the Portal

Obtain Shared
Secret

/

There are two types of accounts in the Portal — the User Account and the Business Account. All
Portal users must first obtain a credential and then create a Portal User Account. Only the
authorized representative of your company, known as the Account Owner, can create a Portal
Business Account.

Once both the User Account and Business Account have been established, the Account Owner
or Proxy Account Owner can add users to the Business Account and assign each user a role
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and a status. For a list of the tasks that each user role can perform in the Portal, see section
2.5.3 of this Guide.

2.2 Before starting

The following chart summarizes what you need to do before you can create a Portal account.

What You Need
Account Type User Credential Client Shared
Identifier Secret
User Account All users v
Business Account | Account Owner v v v

2.2.1 Credentials

In order to create an eManifest Portal User Account, all users must first obtain a credential that
protects their communications with online government programs and services. There are two
credential options: a commercial credential service (Sign-In Partner) and a government-issued
credential service (GCKey). If you wish to find out more information about each credential option
available please refer to the Cyber Authentication Renewal Initiative Frequently Asked
Questions or the eManifest Portal - Frequently Asked Questions (FAQs) addressed to your
company type.

To obtain a credential, see section 2.3 of this Guide.

Before you start | You will need a valid e-mail address.

2.2.2 Client Identifier

If you are the authorized representative of your business, you must ensure that your business
has a valid Client Identifier.

For additional information about client identifiers, please refer to the eManifest section of the
CBSA Web site.

2.2.3 Shared Secret

A Shared Secret is a temporary access code that a business requires to create a Portal
Business Account in the eManifest Portal. The CBSA issues it to businesses that request
access to the Portal and must be used within 90 days of the issue date. The Shared Secret is
used to authenticate and validate a client when creating an eManifest Portal Business Account.
Only the CBSA and the authorized representative of the company have access to this
information. For additional information, refer to the eManifest section of the CBSA Web site.

New companies
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®
For new companies that must apply for both a client identifier and a Shared Secret, the

application form includes a section that allows you to request both. For additional information,
refer to the Shared Secret page on the CBSA Web site.

Existing companies

If you currently have a valid client identifier, you will not be required to re-apply using the client
identifier application form to obtain your Shared Secret. Existing companies can apply for a
Shared Secret by submitting a signed letter request to the CBSA on company letterhead. The
letter must be signed by an authorized representative (someone with signing authority) who
must be a company contact identified in the CBSA'’s client identifier records. For additional
information, refer to the eManifest section of the CBSA Web site.

2.3 Obtaining a credential

As outlined in section 2.2, all users of the eManifest Portal are required to obtain a credential
before they can access the Portal. A credential, in the information systems context, is an
attestation of identity authentication that protects your communications with online government
programs and services. The two credential options currently available are Sign-In Partner and
GCKey.

For specific information on logging in to the eManifest Portal with either Sign-In Partner or
GCKey, or to transfer credentials, please refer to the eManifest Portal - Quick Reference Guide

(QRG) .

2.4 Logging in to the Portal

This section outlines the steps to log in to the Portal.

Start at: eManifest Portal Log In.

1. Select the credential option with which you would like to log in, either Sign-In Partner or
GCkKey.

Enter your credential information.

Review the eManifest Portal Terms and Conditions of Use (see Figure 2-2).

wn
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4. Select | Accept. You can now create your User Account. See section 2.5.1 of this Guide.

Canada

eManifest Portal

eManifest Portal Terms and Conditions
(URN: )
eManifest Portal Help and Support H3 | Log out

Terms and Conditions of Use

eMANIFEST PORTAL TERMS AND CONDITIONS

[ | »

I. GENERAL

These Terms and Conditions outline the obligations and responsibilities that must be followed as a
condition for accessing the Canada Border Services Agency (CBSA) eManifest Portal and transmitting

prescribed information to the CBSA.

The CBSA reserves the right to make any modifications to the eManifest Portal or to these Terms and
Conditions at any time, as required.

II. PRIVACY STATEMENT
The prescribed information collected through the eManifest Portal is done under the authority of section

12.1 of the Customs Act (Canada). The information will be used by the CBSA to determine the
admissibility of commercial goods, including conveyances, and persons prior to their arrival in Canada.
All prescribed information collected, including personal information, is protected by the CBSA in
accordance with the confidentiality provisions of the Customs Act and the Privacy Act (Canada), and
may only be used or disclosed in strict accordance with the parameters set out therein.

¥ hawve the rinht tn arcess and/ar tn carrect vanr nersanal infarmatinn nnder the Privacy Act

‘ | Accept ’DONOTAccepl

h,

Figure 2-2 eManifest Portal Terms and Conditions page

Every time you log in to the Portal, you must accept the eManifest Portal
Terms and Conditions to be able to continue.

If you select | DO NOT Accept the eManifest Portal Terms and Conditions,
you cannot continue and you will be asked if you want to log out.

© e
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2.5 Account set up

As shown in Figure 2-1, there are two types of Portal accounts that must be set up before you
can enter data in Trade Documents:

A Portal User Account is a standard way for all users to establish
their identity in the Portal. All users of the Portal must create an
User Account eManifest Portal User Account. A Business Account Owner can
then associate your User Account to their Business Account and
assign user roles and statuses.

A Portal Business Account is an area in the eManifest Portal
dedicated to individual companies to conduct secure data
Business Account | transmissions with the CBSA. Portal Business Accounts are
managed by Account Owners who are authorized
representatives of a company.

2.5.1 Setting up a User Account

This section outlines the steps for creating a Portal User Account.

The first time you log in to the Portal with your credential, and accept the Terms and Conditions,
the eManifest Portal Welcome (Create User Account) page will be displayed (see Figure 2-3).

Start at: | eManifest Portal — Welcome (Create User Account) page.

® This page is displayed only when creating a User Account.
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18 of 147



eManifest Portal Canad'é'

Home
(URN: )
eManifest Portal Help and Support B2 | Log out

Welcome

Before accessing the eManifest Portal, you must create a User Account or transfer an existing User Account which is associated with another credential_

Option 1 or Option 2
To create a new User Account, select the Create New To transfer an existing User Account which is associated
User Account button below. with a Sign-In Partner credential, select the Transfer

Sign-In Partner button below.

Create User Accoul
— Transfer Sign-n Partner

Figure 2-3 eManifest Portal (Create User Account) page

2. Enter your profile information. All fields are mandatory unless otherwise indicated on the

screen.
3. Select Submit (see Figure 2-4).

eManifest Portal

Home » Create User Account
(URMN: )
eManifest Pertal Help and Support 15 | Leg out

Create User Account

Enter Profile Information

All fields are mandatory unless otherwise specified.

Note: Selecting a € or B icon displays related help information in a new browser window.

First Name:
Family Name:

E-mail Address:
Re-type E-mail Address:
Telephone Number:

Telephone Extension (optional):

Preferred Time Zone: | - Select Time Zone —-[=] @

Preferred Language of Correspondence: | English (7]
French

‘ Submit ':ancel|

Figure 2-4 Create User Account page
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4. Select Continue (see Figure 2-5).

eManifest Portal Canad'z’i

Business Accounts My Profile

Home » User Account Created
Portal User(URN: PU025473)
eManifest Portal Help and Support 2 | Log out

User Account Created

Your eManifest Portal User Account has been created and your profile information has been saved. An email has been sent to the address
you provided to confirm your registration.

User Reference Number(URN): PUD29479
Creation Date/Time: 2013-03-09 13:58:30

Please note that your URN is a unique number that is associated with your User Account. You should share your URN, family name and
email address with other eManifest Portal users so that they may grant you access to their Business Account(s).

Note: An 5 icon next to a link or button indicates that when that link or button is selected the information will be displayed in a new
browser window.

Print/Download User Account Information (5 PDF 33KB)

If you have any questions regarding your User Account or URN please review the eManifest Portal Help and Support B3 page.

‘ Continue = ’

Preferred Time Zone: Eastern

Figure 2-5 User Account Created

Once you have created a Portal User Account you will be provided with a
User Reference Number (URN). A URN is a system-generated number
uniquely associated with a Portal User Account.

An e-mail confirming that your User Account has been created will be sent
to the e-mail address you provided when creating your User Account. The e-
mail will contain the same information displayed on the User Account
Created — Profile Information Saved page (see Figure 2-5).

The User Account information in the e-mail should be saved for future
reference (see Figure 2-6).

If you are the authorized representative for your company, you may create a
Business Account and register yourself as the Account Owner. If you are not
the authorized representative, you must provide your URN, e-mail address
and family name to the person who is the Account Owner so they can add
you as a user to your company’s Business Account.

© 0 ©  ©
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Subject: eManifest Portal User Account Created
Portal User,
Your eManifest Portal User Account has been created as follows:
User Name: Portal User
User Reference Number (URN): PU029479
Creation Date/Time: 2013-03-09 13:58:30 Eastern
Your URN is a unique number which is associated with your User Account. You should
share your URN, email address and family name with other eManifest Portal users
wishing to grant you access to their Business Account(s).
For more information, please visit the eManifest Portal pages of the CBSA Web site at:
http://cbsa-asfc.gc.ca/prog/manif/portal-portail-eng.html

Thank you.

Note: Please do not reply to this e-mail, as this account is intended for outbound e-mails only.

Figure 2-6 User Account creation confirmation e-mail

2.5.2 Creating a Business Account

This section outlines the steps for creating a Business Account in the Portal.

You will need:
¢ Client identifier (CBSA-issued);
e CBSA-issued Shared Secret; and
e Portal User Account.

Before you start

If you are the authorized representative of your company, you
may create your company’s Business Account in the Portal. By
creating your Business Account, you become the Account

@ Owner. There is only one Account Owner for each Business
Account. You may set up more than one Business Account if you
represent more than one business. Each Business Account must
have a unique client identifier and Shared Secret.

Start at: eManifest Portal — Welcome page (see Figure 2-7).

1. Select Business Accounts (see Figure 2-7).
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eManifest Portal

Business Accounts My Profile

Home > Business Accounts
Portal User(URN: PUD25479)
eManifest Portal Help and Support 12 | Log out

Welcome Portal

allows you to access the Business Account(s) you are permitted to use_ If you are the authorized representative of your business
thi alere vou cag #e a new Business Account(s).

The View My Profile area displays your User Account information and allows you to edit you profile.

Preferred Time Zone: Eastern

Figure 2-7 eManifest Portal — Welcome page
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2. Select Create Business Account (see Figure 2-8).

eManifest Portal Canad'é'

Business Accounts My Profile

Home » Business Accounts

Portal User{URN: PUDZ9473)
eManifest Portal Help and Support =2 | Log out

Business Accounts

Create Business Account ’
Mo Business Accounts

Business Name Client Identifier Business Type Role Action

Business Accounts list is empty

Preferred Time Zone: Eastern

Figure 2-8 Business Accounts — Create Business Account

3. Enter your Client Identifier (e.g. carrier code), Business Type (e.g. carrier) and Shared

Secret.
4. Select Submit (see Figure 2-9).

eManifest Portal Canad'é'

Business Accounts My Profile

Home » Business Accounts
Portal User(URN: PU023479)

eManifest Portal Help and Support =2 | Log out

Create Business Account - Step 1 of 3

Enter Business Information

If you are the authorized representative of a business you may begin the process of creating a Business Account by providing the
information below.

All fields are mandatory.

Client Identifier: 9
Business Type: | _gelectBusiness Type ~[=)
Shared Secret: @

‘ Submit ,Cance\ |

Preferred Time Zone: Eastern

Figure 2-9 Create Business Account — Step 1 of 3

5. Enter all mandatory Account Owner Information. Optional fields are indicated on the page.
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6. Select Submit (see Figure 2-10).

eManifest Portal Canada

Business Accounts My Profile

ts 3 Creste Businass Account

Porzal UsenURMN: PUOZS4T3)
gManifest Porral Help and Support

Create Business Account - Step 2 of 3

Enter Account Owner Information

Al fields are mandatory unless otherwise specified.
First Nama: Portal

Family Narma: Uses
Account Owner Information
Pogition Title: Owner
E-mail Address: chaaficbsa.gr.ca
Re-typs E-mail Address!  chsa@chsa.ge.cal
Talephone Number:  £13-585-2538
Telephone Extension (optional):
Fax Humber (optional):

Address: [ 123 Mo 5 -

City:  Ottawas
Countryi E

Provinca/State (Canadaf/Usa locations anlyli
ang

Podtsl/Zip Code (Canada/USA locations oaly):  AlA 1A%

Submit Cancel

Preferred Time Zone: Eastern

Figure 2-10 Create Business Account — Step 2 of 3

7. Review the business information displayed (see Figure 2-11).
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8. Select Continue (see Figure 2-11).

eManifest Portal Canada

Business Accounts My Profile

Home » Business Accounts » Create Business Account
Portal User(URN: PUDZS473)

eMsznifest Portal Help and Support | Log out

Create Business Account - Step 3 of 3

Review Business Information

Business Name: PORTAL 18
Client Identifier: 5472
Business Type: Bonded Highway Carrier

Please review your existing business information below. If this information is incorrect you can change it by selecting Request Update. If
the information is correct or you would like to change it at a later time select Continue.

Business Information

Contact First Name: Portal

Contact Family name: User

Contact Telephone Number: 12345673890
Contact Telephone Extension:

Address | Telephone Number: 250 TREMBLAY RD
City: OTTAWA

Province/State: Ontario

Postal/Zip Code: K1ADLS

Country: Canada

Request Update

< Continue ’

Preferred Time Zone: Eastern

Figure 2-11 Create Business Account — Step 3 of 3

If the business information displayed is incorrect, select Request Update
@ and refer to section 8.0 of this Guide for instructions on updating profile
information.
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9. Select OK (see Figure 2-12).

eManifest Portal 1ada

Business Accounts My Profile

Home » Business Accounts » Business Account Created
Partal User{URK: PUDZS4TS
eMynifess Portyl Help 3nd Sypoory OB 2q oyt

Your Business Account has been created and is now active. An e-mail has been sent to the address you provided to confirm your Business

AzZount craation.
Creation Date/Time: 2013-03-00 15:06

< Account Owner Information Business Information
First Hama: Busin@ss ! AL 18
Family Hame: User Client Identifier: 5472
Position Title: Owner Business Type: Bonded Highway Carrier
E-mail Addrass: portal_shared_secret-portail sec=t_partage @chsa-msfogoca  Contast First Hama: Pertal
Telephone Number: §13-355-3555 Contact Family name: User
Telephone Extension: - Contact Telephone Humber: 1234567890
Fax Numbar: - Contact Telaphona Extansion: -
Address: Ottawa, Ontario Address | Telephone Number: 250 TREMBLAY
City: Ottawa RO

. City: OTTAWA
Province/State: Ontario

Postal/Zip Code: AlA 1A1

Country: Canada

Provinoe/State: Ontaric
Postal/Zip Code: K1AOLS
Fostal/Zip Code: Canada

Brint/Download Business Account Information (POE, 1018ke) @

If you are the authorized representative of another business you can create an additional Business Account by selacting Create Ancthar
Busineds Ascount.

Create Angther Business Acoount

If you de not want to create ancther Business Account at this time, salect OK,

Prafarred Time Zone: Eastern

Figure 2-12 Business Account Created page
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10. The Business Accounts page is displayed with your Business Account name listed as well
as your Client Identifier, Business Type and Role (see Figure 2-13).

eManifest Portal Canad'a'

Business Accounts My Profile

Home » Business Accounts
Portal User(URN: PUD23473)
eManifest Portal Help and Support A | Log out

Business Accounts ?

Create Business Account
Default log in Business Account: | none [=] | save L

Business Accounts 1-2 of 2

Business Name & Client Identifier Business Type Role Action
PORTAL 17 2471 Bonded Highway Carrier Account Owner Maodify

PORTAL 18 5472 Bonded Highway Carrier Account Owner Modify

Preferred Time Zone: Eastern

Figure 2-13 Business Accounts page

@ An e-mail will be sent to the Account Owner’s e-mail address confirming that
the Business Account was successfully created (see Figure 2-14).
@ The Business Account information in the e-mail should be saved for future
reference.
Subject: eManifest Portal Business Account Created
Portal User,

Your eManifest Portal Business Account has been created and is now active for the
following business:

Business Name: PORTAL18
Client Code: 5472
Business Type: Bonded Highway Carrier

Creation Date/Time: 2013-03-09 15:06:00 Eastern

For more information, please visit the eManifest Partal pages of the CBSA Web site at: http://cbhsa-asfc.ge.ca/prog/manif/portal-portail-eng.html

Thank You

MNote: Please do not reply to this email, as this account is intended for outbound emails
only.
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Figure 2-14 Business Account confirmation e-mail

2.5.3 Adding users to the Business Account

As an Account Owner you are responsible for adding users to your Business Account and
assigning user roles and statuses. These user roles and statuses define what the user can do in
your Business Account.

The Account Owner has the option to delegate the responsibility of setting up and managing
user access by assigning the Proxy Account Owner role to one or more users within the
Business Account.

User roles in the Portal:

An Account Owner is a user role in the Portal that has the
unique ability to register and update the Business Account.
The Account Owner has different access privileges
depending on his business type. They are defined as
follows:

Highway carriers and freight forwarders can view, create
and edit Trade Documents, Lookups and Useful Links;
grant access and assign user roles to other users in the
Portal ; and view System Messages, Manifest Forwards
(Received Documents), prescribed information, Lookups
and Useful Links in its associated Business Account

Account Owner

Brokers and warehouse operators can view System
Messages, Manifest Forwards (Received Documents),
prescribed information, Lookups and Useful Links in its
associated Business Account.

The Proxy Account Owner is a user granted privileges by
an Account Owner.

Highway carrier and freight forwarder Proxy Account
Owners are granted the ability to view, create and edit
Trade Documents, Lookups and Useful Links; grant access
and assign user roles to Portal Users; and view System
Messages, Manifest Forwards (Received Documents),
prescribed information, Lookups and Useful Links in the
associated Business Account.

Proxy Account Owner

Brokers and warehouse operators can view System
Messages, Manifest Forwards (Received Documents),
prescribed information and Useful Links in its associated
Business Account.
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The Account User is a user granted privileges by an
Account Owner or a Proxy Account Owner.

Highway carrier and freight forwarder Account Users are
granted the ability to view, create and edit Trade
Documents, Lookups, Useful Links and view System
Messages, Manifest Forwards (Received Documents),
Account User prescribed information, Lookups and Useful Links in the
associated Business Account.

Brokers and warehouse operators can view System
Messages, Manifest Forwards (Received Documents),
prescribed information and Useful Links in its associated
Business Account.

The Account Browser is a user granted read-only access
privilege by an Account Owner or Proxy Account Owner in
the associated Business Account.

Highway carrier and freight forwarder Account Browsers
are granted the ability to view Trade Documents, Lookups,
Useful Links, System Messages, Manifest Forwards
Account Browser (Received Documents) and Useful Links in the associated
Business Account.

Brokers and warehouse operators can view System
Messages, Manifest Forwards (Received Documents),
prescribed information and Useful Links in its associated
Business Account.

User statuses in the Portal:

An Active status gives the user the ability to benefit from
the functionality they have been granted by the Account
Owner or Proxy Account Owner of the Business Account.

Active

A Suspended status removes the user’s ability to benefit
Suspended from the functionality initially granted by the Account Owner
or Proxy Account Owner of the Business Account.
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2.5.4 Assigning user roles and statuses

This section outlines the steps for assigning user roles and statuses.

@ Only an Account Owner or Proxy Account Owner can assign user roles or

statuses.

Features by user fole: Comment [SK1]: For HTML version,
check marks will need “Available” to be
coded i_n _the background for

Account | Proxy | Account | Account ceeasliliy aLeses
Features Owner | Account User Browser
Owner

Create/edit My Profile v v v v

Add/update a Business Account v

Add/edit/suspend/remove a Proxy v

Account Owner

Add/edit/suspend/remove an Account v v

User and an Account Browser

Create/submit/edit/save a Trade v v v

Document

Search/view a Trade Document v v v v

Search /view a Received Document v v v v

Delete a Received Document v v v

Print/download a Lead Sheet v v v v

Print /download a Section 12(1) Report v v v v

Create/edit/delete a Lookup v v v

Search/view a Lookup v v v v

Create/edit/delete a Useful Link v v v

View a Useful Link v v v v

View a System Message v v v v

User Role:

You will need the user’'s URN, family name and e-mail address

Before you start entered in their profile.

1. Select the Business Account from the Business Accounts top bar menu (see Figure 2-15).
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eManifest Portal

Business ACCOUNTS = » Yy Profile

PORTAL 17 (2471]
PORTAL 18 (5472)
o N
Create Business Account
Default kog In Business Account; [m = B L]
Business Accounts 1- 2 of 2
Business Hame & Chiend Identifier Business Type Eole Action |
PORTAL 17 2471 Bonded Highway Carrier Account Omwner Modify
PORTAL 18 5472 Bonded Highway Carrler Account Craner Moddy

Preferred Time Zone: Eastern

Figure 2-15 Business Account Tab

2. Select User Access tab (see Figure 2-16).

eManifest Portal

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User{URN: PUD25479)
eManifest Portal Help and Support o] | Log out

YEFEYTEN] Trade Documents | Lookups | User Access

)
H)
-
3]
T
Messages ]
[}
-
Messages 1- 10 of 148 == 5
Subject g
Q
Testing for Rollback 2013-04-04 13:26 g
Test 123 2013-04-02 14:24 %
2]
How to Apply for a Shared Secret 2013-03-26 08:55 =
H
Client support 2012-03-26 08:51 2
@
Why you should use the eManifest Portal 2012-03-26 08:50
eManifest Portal Demonstrations. 2013-03-26 08:48
EDI Hotline 2013-03-26 08:47
Transmitting Accurate eManifest Cargo Data 2013-03-26 08:47
Canada Border Services Agency's eManifest requirements 2013-03-26 08:46
New After Hours Support Process 2013-03-26 08:44
12345Next > >=>

Figure 2-16 User Access tab
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3. Select Add User (see Figure 2-17).

eManifest Portal

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User(URN: PU029479)

eManifest Portal Help and Support 'E | Log out

Messages | Trade Documents | L ookups |RUEGE Vo1

User Access

Add User

Users 1-1of 1

Family Name & First Name URN User Role User Status
User Portal PU029479 Account Owner Active

Show Trade Document Shortcuts

Preferred Time Zone: Eastern

Figure 2-17 User Access tab — Add User page

4. Enter the user's URN, last name and e-mail address (see Figure 2-18).
5. Select Submit (see Figure 2-18).

eManifest Portal Canad'éi

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User{URN: PU029479)

eManifest Portal Help and Support A | Log out

Messages | Trade Documents | Lookups |RIEETENLETETS

Add User - Step 1 of 2

All fields are mandatory.
User Reference Number (URN):  1D411833

Last Name: Doe

E-mail Address: | ID@chsa.ge.ca|

Show Trade Document Shortcuts

Subi Cancel

Preferred Time Zone: Eastern

Figure 2-18 User Access tab — Add User — Step 1 of 2

6. Review the user information displayed (see Figure 2-19).
7. Select a user role for the user.
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8. Select Submit (see Figure 2-19).

eManifest Portal Canad'z'i

Business Accounts My Profile

Home 2 Business Accounts » PORTAL 17 (2471)
Portal User(URN: PU022479)

eManifest Portal Help and Support @ | Log out

Messages | Trade Documents | Lookups |RUSTRENCT

Add User - Step 2 of 2

All fields are mandatory.

User Reference Number (URN): JD411833
Last Name: Doe

First Name: John james

E-mail Address: portal_shared_secret-portail_secret_partage@cbsa-asfc.gc.ca

Show Trade Document Shortcuts

Select a user role for Doe, John james: | account Browser
AccountUser
Proxy Account Qwner

Submit Cancel

Preferred Time Zone: Eastern

Figure 2-19 User Access tab — Add User — Step 2 of 2

9. A User Added message will appear to confirm that the user has been added.
10. Select OK.

@ To edit the User Status see section 9.1 of this guide.
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3.0 Using the Portal
3.1 Navigating the Portal

The following are the standard information and navigation features that you will find on every
Portal page. You will see this page after your User Account has been created and the Account
Owner has added you to a Business Account (see Figure 3-1).

eManifest Portal

Publizhed ¥

2013-05-07 14:37
2013-08-07 14:34
2013-D5-07 14:35

2013-D5-07 14:33

Show Trade Document Shortouts

2013-05-07 14:33
2013-0E-07 24:32
2013-D5-07 14:32

2013-05-07 14:31

2013-05-07 14:31

2013-05-07 2

Useful Links ?

Create Usedul Link

T = indicates the link will opan in 2 new Browsar window.

Linkg 1-2¢f 2

Link Name Action
Parfrmers in P Mooy
Geogle —
Preferred Time Zze=: Easter
@ Versism:  2013-04-25
Terme and condRions. Transparency *
About us News Contact us Stay connected

Canada.gc.ca

Figure 3-1 Messages tab — System Messages and Useful Links
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Option

Description

CBSA Top and bottom
Menu Bar

If you select any of the CBSA menu bar options you will
be prompted to confirm that you want to close your
Portal session before being taken to the selected web
site.

Navigation Path

Provides links back to the previous pages that you
navigated through in order to get to the current page.
You can select any of the links in the path to go directly
to that page.

Portal Top Bar

Provides access to your Business Accounts and to your
profile information (My Profile).

Show Trade Document
Shortcuts Sidebar

Hide Trade Document
Shortcuts Sidebar

Allows you to show the sidebar and consists of a
shortcut to create Trade Documents. The sidebar
remains open until you select Hide Trade Document
Shortcuts Sidebar.

Allows you to hide the sidebar. The sidebar remains
hidden until you select Show Trade Document
Shortcuts Sidebar or until your next Portal session.

Provides access to help information for this screen.

Tabs

A navigation tool that allows you to quickly access a
major area of functionality in the Portal, e.g. Trade
Documents.

eManifest Portal Help
and Support

Takes you to the eManifest Portal Help and Support
page on the CBSA Web site to access Portal help
information and documents. A new browser window will
open when this link is selected.

Log out

Allows you to log out of the Portal and end your
session.

Name and URN (User
Reference Number)

Your name and URN. Your URN is a system-generated
number that uniquely identifies you as a Portal user.

10

Terms and conditions

Takes you to the terms and conditions of the CBSA web
site (previously Important notices).

11

Transparency

Takes you to the Proactive Disclosure on the CBSA
Web site.
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4.0 System Messages

When beginning your Portal session it will open by default to the Messages tab.

Under the Messages tab, you will see System Messages sent by the CBSA to Portal users of a
Business Account. These messages include, for example, changes to regulations or policy and
systems maintenance messages and are not related to the status of Trade Documents.

You can view, print and download System Messages.

4.1 Viewing System Messages

@ If there are no System Messages, the following will be displayed:
Message list is empty.

® Messages are listed in the order in which they are received,
starting with most recent at the top.

Start at: Messages tab for the selected Business Account (see Figure 4-1).

To view the body of a message, select the applicable link in the Subject column (see Figure 4-

1).

eManifest Portal C-anad'él'

Business Accounts My Profile

Home » Business Accounts > PORTAL 17 (2471)
Portal User(URN: PU029479)
eManifest Portal Help and Support | Log out

Messages Trade Documents Lookups User Access

i)
4
3
=3
T

Messages 2
]
-

Messages 1 - 10 of 149 12345MNext = = 5

Subject Published ¥ ]
I~

How to Apply for a Shared Secret 2013-03-26 08:55 g

Client support 2013-03-26 08:51 %
=

Why you should use the eManifest Portal 2013-03-26 08:50 Il;-

eManifest Portal Demonstrations. 2012-03-26 08:48 e
]

EDI Hotline 2013-03-26 08:47

Transmitting Accurate eManifest Cargo Data 2013-03-26 08:47

Canada Border Services Agency's eManifest requirements 2013-03-26 08:46

MNew After Hours Support Process 2013-03-26 08:44

Error for missing shipper/consignee information 2013-03-26 08:43

eManifest Highway Extended Informed Compliance 2013-03-26 08:42

12345Next > ==

Figure 4-1 Messages tab — System Messages List
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4.2 Navigating System Messages

The navigation options outlined below are available on all System Messages (see Figure
4-2).

Option Description

Select to view the previous message in the System

1 | Previous Message Messages list.

Select to open the message as a PDF file and either print
or save the message. The PDF file opens in a new
browser window.

Print/Download
Message

3 | Back to Messages List | Select to return to the Messages tab.

Select to view the next message in the System Messages

4 | Next Message list.

eManifest Portal Callad?i

Business Accounts My Profile

Home ¥ Business Accownts » PORTAL 17 (2471)

Messages Trade Documents Lookups User Access

System Message 1 of 149

Subject: How to Apply for a8 Shared Secret

Published: 2013-03-26 08:55
A Shared Secrel i3 a temporary access code that a business requires to regester for the eManifest Portal the first tme. It is issued
to businesses that request access to the Portal and have a valid CBS5A-issued camer code. The Shared Secret is usad to
authenticate and vabdate a highway camer company when creating an eMamifest Portal Business Account. Only the CBSA and the
authonzed representative of the company have access to thes nformaton.

Daocument Shortculs

Please read the information below about how to apply for a Shared Secret. For questions about the Shared Secret application
process, please contact the eMarsfest Help Desk at eManifest-manifestelectroniquedcbsa- asfc.gc.ca. .

@ Hest Message »» @

@ Print/Download Message (PDF, 662K} [<Backi Messages List @

Show Trade

Preferred Time Zone: Eastern

Figure 4-2 Messages tab — System Message
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5.0 Useful Links

Useful Links are similar to bookmarks or favourites in a Web browser. They can be
created by users in a Business Account or by the CBSA.

Useful Links are found on the Messages tab of the Portal.

User-created Useful Links are displayed alphabetically.

5.1 Opening a Useful Link

@ The links at the top of the list are created and maintained by the CBSA
and cannot be modified or removed.

Portal users can create a Useful Link.

Once a Useful Link is created, all users in the selected Business
Account can view and access the link.

A maximum of 50 user-created links can be displayed per Business
Account in addition to the links created by the CBSA.

Once a Useful Link is selected, the associated Web site will open in a
new browser window. Your Portal session remains active.

© © 0 ©

Start at: Messages tab for the selected Business Account (see Figure 5-1).
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1. From the Link Name column, select the link that you want to open (see Figure 5-1).

eManifest Portal

Business Accounts My Profile

Home 3 Business Accounts 3 PORTAL 17 (2471)

21 Us=r{URN: P

=Manilz=t Portsl Help and Support

REEEET.EER] Trade Documents Lookups User Access

9
-]
Messages £
(-]
&
Messages 1 - 10 of 148 1232435 Next> = :”_
Subject Published v g
[
How to Apply for a Shared Secret 2013-03-26 08:55 B8
-]
Client support 2013-03-26 08:51 G
@
Why vou should use the eManifest Portal 2013-03-26 08:50 H
=
eMznifast Portal Demonstrations. 2013-03-26 08:48 ;
EDI Hotline 2013-03-26 08:47 ;
v
Transmitting Accurate eManifest Cargo Data 2012-032-26 08:47
Canada Border Services Agency’s eManifest requirements 2013-03-26 08:46
New After Hours Support Process 2013-03-26 08:44
Errar for missing shipper/consignee information 2013-03-26 08:43
eManifest Highway Extended Informed Compliance 2013-03-26 08:142

122345 Next> ==

Useful

Create Useful Link

Note: ™ = indicates the link will open in a8 new browser window.

Links 1 -4 of 4
Action
[ -
Partners in Protection (PIPS) Modify

Preferred Time Zone: Eastern

Figure 5-1 Messages tab — Useful Links section
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2. The associated Web site will open in a new browser window.
3. Close the new browser window when you have finished viewing the information (see
Figure 5-2).

| 5i7 Favorites | 515 @ Boardroom Schedules 3¢ Environment §) Federal Government Of C... E Google B+0 Home Page - GEDS
B I = = -3
M| | e Crossing the Border M- ~ [ @ ~ Page~ Safety~ Tools~ @~
e
@ S, e, Canadi

nada Border Servic

- £ ) Pl \
I www.cbsa.gc.ca (et 7
Contact Us |Ha|p ]Saarch canada.gc.ca

Travel
Canadians and =
residents P . Y TlpS
Commercial sector  Crossing the Border

Non-Canadians heth , ina b
e Whether you're returning home or |

visiting, an informed and prepared

By Type traveller crosses the border with fewer
Programs and delays.
services

e We understand that while travellers may
Publications and feel anxicus when crossing the border,
forms the majority want to comply with

About the CBSA Canada's laws and regulations. PeceacEs - oy -

II The Canada Border Services Agency
A-Z index

(CBSA) is committed to providing the

CBSA offices best possible service, which includes CII . e a— cc -
. helping you know what to expect when

Small and Medium ! -

Eriemrame B you arrive at the Canadian border. » Larger video

What's new Iam a:

Job opportunities

e o b

Done € Internet | Protected Made: On 1 -

Resident Returning to Canada

Border wait times @ =

Partners in Protection (PIPS) @ Modify

Preferred Time Zone: Eastern

Figure 5-2 Messages tab — Useful Links and new browser window
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5.2 Creating a Useful Link

This section outlines the steps for creating a Useful Link for your selected Business

Account.
@ Once created, all users in the selected Business Account can view and
access the link.
Start at: Messages tab for the selected business account (see Figure 5-3).

1. Select Create Useful Link (see Figure 5-3).

eManifest Portal Canadia

Business Accounts My Profile

Home» Business Accounts » PORTAL 17 (2471)
Portal User{URN: PUOZS47 )

eManifest Portal Help and Support B2 | Log out

PESEEL RS Trade Documents | Lookups | User Access

Messages

Messages 1 - 10 of 148 12245 HNext> ==
Subject Publishaed ¥
How to Apply for a Shared Sacrat 2012-03-26 08:55

Client support 2013-03-26 08:51

Show Trade Document Shortcuts

Why you should use the eManifest Portal 2013-03-26 08:50
eManifest Portal Demonstrations. 2013-03-26 08:48
EDI Hotline 20132-03-26 08:47
Transmitting Accurate eManifest Carge Data 2012-02-26 08:47
Canada Border Services Agency’s eManifest reguirements 2013-03-26 08:46
Mew After Hours Support Process 2013-03-26 08:44
Error for missing shipper/consignee information 2013-03-26 08:43
eManifest Highway Extended Informed Compliance 2013-03-26 08:42

12245 Next> ==

Useful Links ?
o D

Note: @ = indicates the link will cpen in a new browser window.

Links 1-4of &4
Link Name Action
Cands Border Services Agency "%

it

Border wait times & =

Partners in Protection (PIPS) & Medify

Prefaerred Time Zona: Eastern

Figure 5-3 Messages tab — Useful Links section (Create Useful Link)
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2. Inthe Link Name field, enter a name for the link that you want displayed in the
Portal.
3. Inthe Address field, enter or copy and paste the URL (Web site address) that you
want to be associated with the link name.
4. Select Create (see Figure 5-4).

eManifest Portal Canad'z’i

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User(URN: PUD29479)

eManifest Portal Help and Support =2 | Log out

LEELLLELE] Trade Documents | Lookups | User Access

Create Useful Link ?

All fields are mandatory.

(2}

Link Name:

Address: i

@ ancel

Preferred Time Zone: Eastern

Figure 5-4 Messages tab — Create Useful Link page

5. The Useful Link Created page is displayed, confirming that the link has been created.
6. Select OK. The Messages tab is displayed and the new Useful Link will now be
visible on the list of Useful Links.
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5.3 Modifying a Useful Link

This section outlines the steps for modifying an existing Useful Link for your selected
Business Account.

Start at: Useful Links section on the Messages tab for the selected Business
Account.

1. Under the Action column, select Modify for the link that you want to change (see
Figure 5-5).

eManifest Portal

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (247 1)
Portal User{URN: PUD29479)
Portal Help and Support. B | Log out

[Tl Trade Documents | Lookups | User Access T;:
£
Messages 2
w
Messages 1-10 of 149 12245 et > >> [
Subject Published ¥ E
How to Applv for & Shared Secret 2012-03-26 08:55 é
Client support 2013-03-26 08:51 %
Why vou should use the eManifest Portal 2013-03-26 08:50 E
eManifest Portal Demonstrations. 2013-03-26 08:48 g
EDI Hotline 2013-03-26 08:47 ﬁ
Transmitting Accurate eManifest Cargo Data 2013-03-26 08:47
Canada Border Services Agency’s eManifest reguirements 20132-03-26 08:46
MNew After Hours Support Process 2013-03-26 08:44
Error for missing shipper/consignee information 2012-03-26 08:43
eManifest Highway Extended Informed Compliance 20132-03-26 08:42

12345 Next> ==

Useful Links T
Create Useful Link

Mote: ™ = indicates the link will open in 2 new browser window.

Links 1 -4 of 4
Link Name Action
Cands Border Services Agency 7

e

Border vait times

Partners in Protection (PIPS) %@ w'
——

Preferrad Time Zona: Eastern

Figure 5-5 Messages tab — Modify Useful Links

2. The Modify Useful Link page is displayed (see Figure 5-6).
3. Select Edit.
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eManifest Portal

Business Accounts My Profile

Home > Business Accounts > PORTAL 17 (2471)
Portal User(URN: PUD234793)
eManifest Portal Help and Suppert. 021 | Log out

Messages Trade Documents User Access

Modify Useful Link

Link Name: Partners in Protection

Address: http://www.cbsa-asfc.gc.ca/security-segydite/pip-pep/menu-eng.html
@’ Delete = Back
S

Preferred Time Zone: Eastern

Show Trade Document Shortcuts

Figure 5-6 Messages tab — Modify Useful Link page

The Edit Useful Link page is displayed (see Figure 5-6).

Make the changes to the Link Name and/or Address fields, as required.
Select Save (see Figure 5-7).

The Useful Link Updated page is displayed, confirming that the link has been
updated.

Nookr

eManifest Portal Canada

Business Accounts My Profile

Home > Business Accounts » PORTAL 17 (2471)
Portal User(URN: PUDZ29479)
sManifest Portal Help and Support | Loa out

IRl ] Trade Documents User Access

All fields are mandatory.

Link Name: partners in Protection {(PIPS)| had
Address: http://www.cbsa-asfc.ge.ca/security-securite/pip-pep/menu-eng.html «
‘ save , Cancel
A~ 4
N

Preferred Time Zone: Eastern
Figure 5-7 Messages tab — Edit Useful Link page
8. Select OK. The Messages tab for the selected Business Account is displayed.

5.4 Deleting a Useful Link

This section outlines the steps for deleting an existing Useful Link.

Start at: Useful Links section of the Messages tab.

1. Under the Action column, select Modify for the link that you want to delete (see
Figure 5-3). The Modify Useful Link page is displayed (see Figure 5-8).
2. Select Delete (see Figure 5-8).
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eManifest Portal

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User(URN: PU02947%)
eManifest Portal Help and Support 2 | Loq out

LEEEEL L] Trade Documents | Lookups | User Access

Modify Useful Link

Link Name: Google

Address: http://www.google.ca

o o

Show Trade Document Shortcuts

Preferred Time Zone: Eastern

Terms and conditions | Transparency \*

About us News Contact us Stay connected

Version: 2013-04-25

HEALTH SERVICE CANADA JOBS ECONOMY

nealt ca e T : na 3 jobbank.ge.ca actionplan. Canada.gc.ca

Figure 5-8 Messages tab — Delete Useful Link

3. The Delete Useful Link page is displayed.
4. Confirm that you want to delete the link by selecting Yes. The Messages tab for the
selected Business Account is displayed.
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6.0 Trade Documents

Highway carriers:

Highway carriers using the Portal to transmit pre-arrival data to the CBSA will complete
and submit Trade Documents (Highway Cargo Documents, Highway Conveyance
Documents and Combined Highway Documents).

This section of the user guide outlines the steps for creating, submitting and editing your
Trade Documents.

Freight forwarders:

Freight forwarders using the Portal to transmit pre-arrival data to the CBSA will complete
and submit Trade Documents (House bills and Close Messages).

Although this section of the user guide only outlines the steps for creating, submitting
and editing Trade Documents used by carriers, it can be useful in assisting with the
creation, submission and edits of Trade Documents used by Freight Forwarders.

6.1 Types of Trade Documents created in the Portal

The three different Trade Documents used by highway carriers in the Portal are:

A Highway Cargo Document represents the initial record of a
shipment that will arrive in Canada and enables the CBSA to
control the movement of imported goods. This type of
document is also known as a Cargo Control Document (CCD)
and is identified by a Cargo Control Number (CCN).

Highway Cargo
Document

A Highway Conveyance Document provides information
Highway Conveyance | about the vehicle being used to transport goods entering
Document Canada. This document is identified by a Conveyance
Reference Number (CRN).

A Combined Highway Document merges a Highway Cargo
Document and a Highway Conveyance Document into a
single document for easier data entry. However, once
submitted through the Portal, the Combined Highway
Document is split into one Highway Conveyance (identified
by a CRN) and one Highway Cargo Document (identified by a
CCN) by the CBSA’s system for processing as separate
Trade Documents. Note: If you wish to check the status of
your Combined Highway Document you must check the
Highway Cargo and Highway Conveyance Document
statuses separately.

Combined Highway
Document
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A Combined Highway Document can only be used if there is one CRN, one
CCN (one consignee and one shipper) and cargo is located either in the
@ Tractor, Trailer or Container. If there is a Container on a Trailer, both the

Trailer and Container information must be provided. Anything other than this
combination requires the user to submit separate Highway Cargo and
Highway Conveyance Documents.

Your submitted Highway Cargo Documents must be accepted by the CBSA

prior to your submission of a Highway Conveyance Document (unless it is an
@ empty conveyance or only carrying goods qualifying as an exception). Failure
to do so will lead to a rejection of your Highway Conveyance Document by the
CBSA.

@ Mandatory Fields: These fields must be completed prior to submitting your
Trade Document to the CBSA.

@ Trade Documents must be received and validated by the CBSA at least one
hour prior to arrival at the First Canadian Port of Arrival (FPOA).

For a complete description of the data elements and the business rules for Trade
Documents, highway carriers may refer to the ECCRD — Chapter 7: Advance
Commercial Information (ACl)/eManifest Highway Portal and freight forwarders may
refer to the ECCRD — Chapter 8: Advance Commercial Information (ACI)/eManifest
House Bill Portal.
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6.2 Navigating the Trade Documents tab

The navigation options outlined below are available when working in the Trade
Documents tab (see Figure 6-1).

Refer to individual sections within this Guide for details on each option.

eManifest Portal Canad?d

Business AcCounts My Profile

sMandfes Pyl Hlp afd Sedood 2 aul
b
| icssago. |[EERIYTERRTRY| Lookups | usor Access | B
Trade Document é
@ Create Trade Document | Search SubmiSed Trace Documents @ ﬂ ;.-
| ST | 0ot Documents | Received Documents | E
Fiter Submitted Documents kSt 1o viaw the followng: | Al | ! Casrant - : Heghaay Conveyance Document | = Rutraah - [
£
| note: an & icon will be displayed if an update to a Trade Document has been rejected by the CBSA. An ("1 scon will ba =
| dsplayed if a Trade Document was received less than one (1) hour before the Estimated Tme of Amival (ETA). &
M Decument s
G I e 1 Estimated Date/ Time of Number of Asseciated Status Effective
(CRN) Arrival CCMs Date/ Time Status

Mo Documents matching filter criteria

Customize LisATas

Prafermed Tong Zone: Easbem

Figure 6-1 Trade Documents tab

Option Description

Allows highway carriers to create a Highway Cargo,
1 | Create Trade Document | Highway Conveyance or Combined Highway
Document. See section 6.3 of this Guide.

5 Search Submitted Trade | Allows you to search for a previously submitted Trade
Documents Document. See section 6.5.3 of this Guide.

Provides you with a list of Trade Documents that have
been sent using the Portal to the CBSA. This list also
includes data transmitted using Electronic Data
Interchange (EDI). See section 6.5 of this Guide.

3 | Submitted Documents

Provides you with a list of all Trade Documents that
4 | Draft Documents have been partially completed and not yet submitted to
the CBSA. See section 6.4 of this Guide.

Provides you with a list of House bill Manifest Forwards
5 | Received Documents that have been sent to you by a Trade Chain Partner.
See section 6.9 of this Guide.
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Provides you with a list of shortcuts to creating any type
of Trade Document available to the user. See section
6.3 of this Guide.

Trade Documents
Shortcuts

You can browse or scroll through the lists of documents under the Draft

@ Documents, Submitted Documents and Received Documents tabs. If a list
cannot be presented on one page, you can navigate to the next, or previous

page, by selecting the Previous, 1 2... or Next option.

All lists can be sorted (in ascending or descending order) by selecting the
@ Saved Date/Time, Status Date/Time or Date/Time of Notice Generation
column headings (see section 6.5.4).
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6.3 Creating a Trade Document — Highway Carriers

This section outlines the information within the Trade Documents tab and how to
navigate within the tab to create different types of Trade Documents.

@ It is not recommended to have multiple users editing the same Trade
Document.

6.3.1 Creating a Trade Document - Highway Carriers

The following are the required data elements and navigation features within the Trade
Documents tab when creating Trade Documents (see Figure 6-2).

eManifest Portal Canada

Business Accounts My Profile

Home 3 Buginecs Accounes 3 RORTAL 17 [34TL)

Messsges IRETT T ol tookups | User Access
Create Combined Highway Document rd

Carrimr Name: PORTAL 17
Carver Code: 2471

Al fields are mandatory unless otherwise specified.
Commpmrem Brtm o gnty 27 (SO e (1)

Cargs Control Number (CCN): 2471  PORTALUSERZ *“@l

Complete all mandstory ficlds within the tabs bolow

Enter Shipper Information Beiow or | Sl 8 SHppar Lockp a@

Mame (Comparny/Parson) L
Asdress Line L «
Asdress Line 2 (optional):

Asgress Lne 3 (splisnal):

City: L

Countoys | S Gy — = =

Previree/ State (Canada/USA ieatisns snly) Seiss: ProvinesSuna L
PostalfZip Code (Canada/USA locations oniy)s -

Contaet Information (optional )

First Name L

Family Name: Lo

Telephone Number: s

Us= he sfows informalion 0o Creste = Seisper Lookn | 99 @

General | Porks | Tractor | Trailer |eihaciel| caroo

{:haﬂirEnnrsl Smue snd Cortinue | Saue and Firish Lster am-nncas.\|
@:nrb‘i':v—'::i Document (PDF, J000KEN Cancel @

Pr=forr=d Time Zome:  Easlems

Complete all mandstony Tiekis within the tabs sbove.

Figure 6-2 Trade Documents tab — Create Combined Highway Document
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Trade Documents tab — Create Trade Document header elements

Document type

Description of information required

Combined Highway
Document and
Highway Conveyance
Document

Conveyance Reference Number (CRN)

Combined Highway

2 | Document and Cargo Control Number (CCN)
Highway Cargo Document
Trade Documents tab — Create Trade Document primary tabs
General
Ports
3 Tractor These are the primary tabs containing required data
Trailer necessary for creating Trade Documents.
Addresses
Cargo
Addresses tab - Fields
Shipper
Consignee i ) )
4 - These Addresses tab fields contain required data.
Notify Party
Delivery Address
Trade Documents tab — Create Trade Document — Shipper field
Function/Navigation Description
Search for and select a previously saved Shipper
. Lookup. The Select Lookup function is also
5 | Select a Shipper Lookup available in other areas of the Portal. See section
7.0 of this Guide for details.
Create the shipper data entered as a Lookup for
6 | Create a Shipper Looku future use. The Create Lookup function is available
PP P in other areas of the Portal. See section 7.0 of this
Guide for details.
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A Lookup is a feature of the Portal designed to save time by allowing users to
@ create and store frequently used data for reuse. This can be done for Trailer,

Tractor, Shipper, Consignee, Notify Party, Delivery Address and Trade
Document. See section 7.0 of this Guide.

Trade Documents tab — Create Trade Document footer elements

Function/Navigation Description

Checks your document for input errors such as no
data in mandatory fields or invalid characters
entered.

Note: The entire Trade Document is checked for
7 Check for Errors input errors, not just the tab that you are working
on.

Note: The Check for Errors feature will run
automatically when you select Submit to the
CBSA.

Cancels the creation of the Trade Document. You
8 Cancel will be asked to confirm the cancellation. Note: No
data is saved when you cancel.

Saves a version of the Trade Document you are
creating for future use. You will receive a message
confirming that your document has been saved as
a draft.

Note: To access the saved version of the Trade
Document, navigate to the Draft Documents tab.

9 Save and Finish Later

Transmits your Trade Document to the CBSA. The

: document is automatically checked for input errors.
10 | Submit to the CBSA All errors must be corrected before the document
can be transmitted.

Saves a version of the Trade Document you are
creating without navigating away from the Trade
Document.

11 | Save and Continue The name of the document will be the CCN for a
Highway Cargo Document or the CRN for a
Highway Conveyance Document. For a Combined
Highway Document, the document name will be the
CCN.

Access a PDF version of your Trade Document.
You can then print the document and/or save it in
12 | Print/Download Document | your business’ records maintenance system. Note:
The PDF document will open in a new browser
window.
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6.3.2 Creating a Combined Highway Document

This section outlines the steps for creating and submitting a Combined Highway
Document to the CBSA.

If you choose to submit a Combined Highway Document, please ensure that
@ the CRN and CCN that you enter are different. If the numbers are identical

this will generate an error message when submitting the Combined Highway
Document.

Maximum number of drafts: The Portal will store a maximum of 100 Draft
Trade Documents per Business Account. You will see a note on the Draft
@ Documents page telling you how many more Draft Documents you can
create and store. If the system indicates you have no more room, you must
delete a Draft Document before you can begin to create a new one.

Start at: | Trade Documents tab.

1. Select Create Trade Document (see Figure 6-3).

(L4}

eManifest Portal C-anada

Business Accounts My Profile

Home > Business Accounts > PORTAL 17 (2471)
Portal User(URN: PUD29479)
eManifest Portal Help and Support. 02 | Log out

Messages |[RISEENEEENIER] 1 ookups | user Access

Trade Document

Create Trade Document Fearch Submitted Trade Documents

J Submitted Documents Draft Documents | received Documents

Filter Submitted Documents list to view the following: | Al [=] [ cument [=] | Highway Conveyance Document[+] | Refresh | €@

Note: an A icon will be displayed if an update to a Trade Document has been rejected by the CBSA. An @ icon will be
displayed if a Trade Document was received less than one (1) hour before the Estimated Time of Arrival (ETA).

Show Trade Document Shortcuts

Mo Documents

Convey Estimated Date/Time of Number of Associated Status Effective
(CRN) Arrival CCNs Date/Time Status

No Documents matching filter criteria

Customize ListiTab

Preferred Time Zone: Eastern

Figure 6-3 Trade Documents tab — Create Trade Document

2. From the selection box, select Combined Highway Document (see Figure 6-4).
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3. Select Submit (see Figure 6-4).

eManifest Portal Canad?i

Business Accounts My Profile

Home > Business Accounts » PORTAL 17 (2471)
Portal User(URN: PUD29479)
eManifest Portal Help and Support [ | Log out

Messages Trade Documents Lookups User Access

Create Trade Document

Note: You have space to save 100 Draft Trade Documents for this Business Account. wd

Select the type of Trade Document you want to create: | Highway Conveyance Document w0

ombined Highway Document

Use Trade Document Lookup
< Submit ,Cancel |

Preferred Time Zone: Eastemn

Figure 6-4 Trade Documents tab — Create Trade Document (Combined Highway Document)

Another path to creating a Trade Document is as follows: starting from any of
@ the main tabs (Messages, Trade Documents, Lookups or User Access), select

the “Show Trade Document Shortcuts” side bar and select Create Combined
Highway Document (see Figure 6-1, item 6).

4. Complete all tabs (General, Ports, Tractor, Trailer, Addresses, and Cargo) and
mandatory fields (see Figure 6-5).

® If you have additional cargo being transported under one CCN (one
consignee and one shipper), select Enter Cargo Information.
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5. Select Submit to the CBSA (see Figure 6-5).

eManifest Portal C—anad'éi

Business Accounts My Profile

Home » Business Aocounts » FORTAL 1

=Manifest Portal Help and Su

Messages |IELENGTLENIEE] Lookups | User Access

Create Combined Highway Document

Carrier Name: PORTAL 17
Carrier Cade: 2471

All fields are mandatory unless otherwise specified.
Conveyance Reference Number [CRN): 2471 w
Carge Contrel Mumber [CCN): 2471 L

Complete all mandatory fields within the tabs below.

General

Tractor | Trailer

Total Carge Weig Select Unit of Measure - E @

Cargo

Mote: ¥ou may enter up te 399 cargoe.

Enter Cargo Information '

————
Mo Cargo
Number Cargo Quantity Cargo Description Edit Delete
Cargo list is empty
Special Instructions [mandatory if available): o ]

General | Ports | Tractor | Trailer | Addresses |E&T00]

Complete all mandatory fields within the tabs above.

Check for Errors | Save and Continue | Save and Finish Late{| Submit to the CBSA

Erint/Download Document (BOF, 2000KB] | Cancel

Preferred Time Zone: Eastern

Figure 6-5 Trade Documents tab — Create Combined Highway Document (Cargo tab)

6. If no errors are detected, a submission confirmation message will appear. Select Yes
to continue or No to cancel the Trade Document submission.

7. If Yes was selected, a Submitted to the CBSA message will be displayed under the
Trade Documents tab confirming the Combined Highway Document was
successfully submitted.
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8. Select OK (see Figure 6-6).

eManifest Portal Canad'z’i

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User(URN: PU029479)
eManifest Portal Help and Support = | Log out

LEEEELEER | Trade Documents | GLINTTERY IIETT - Yelol-T 13

Submitted to the CBSA

thay Document has been submitted to the CBSA as separate Highway Conveyance

way Cargo Documents.

Conveyance Reference Number (CRN): 2471123456789
Cargo Control Number (CCN): 2471987654321 “«
Submitted Date/Time: 2013-03-26 08:15
y
Note: An eet is provided to you from the CBSA. You can access this L ecting the Print/Download Lead
Sheet below. You must presen TP — — n bar-coded document to the Border Services Officer

upon arrival in Canada.

Print/Download Lead Sheet (PDF, 885KB)

Print/Download Conveyance Document (PDF, 3167KB)

Print/Download Cargo Document (PDF, 1905KB)

Use submitted Combined Highway Document information to create Trade Document lookup

oK
S’

Preferred Time Zone: Eastern

Figure 6-6 Trade Documents tab — Submitted to the CBSA (Combined Highway Document)

You can print or download the Lead Sheet, the Conveyance Document
and/or the Cargo Document by selecting the associated link (see section
6.8.2 of this Guide).

@ You can also choose to select the option Use submitted Combined
Highway Document information to create Trade Document Lookup
for which you need to provide a Lookup name (see section 7.3.3 of this
Guide).
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6.3.3 Creating a Highway Cargo Document

This section outlines the steps for creating and submitting a Highway Cargo Document
to the CBSA.

Order of submission: All Highway Cargo Documents must be
submitted to and accepted by the CBSA before submitting the Highway
@ Conveyance Document to which the cargo will link. Failure to do so will
lead to a rejection of your Highway Conveyance Document by the
CBSA.

@ The cargo will not link if your Highway Conveyance Document is an
empty conveyance or only carrying goods qualifying as an exception.

If a Highway Cargo Document is created using a previously submitted

@ CCN, the system will reject the Trade Document as a duplicate. The
document will then be available on the Submitted list. Users can only

resubmit the document to the CBSA once they have modified the CCN.

Start at: Trade Documents tab.

1. Select Create Trade Document (see Figure 6-3).
2. From the selection box, select Highway Cargo Document (see Figure 6-7).
3. Select Submit (see Figure 6-7).

eManifest Portal

Business Accounts My Profile

Home > Business Accounts » PORTAL 17 (2471)
Portal User(URN: PUD29479)

eManifest Portal Help and Support A | Log out

LESTLETY | Trade Documents Lookups User Access
Create Trade Document

Mote: You have space to save 100 Draft Trade Documents for this Business Account. w0

Select the type of Trade Document you want to create:

i :
W&I‘May Document

Use Trade Document Lookup

‘ Submit ’L‘ancel|
——

Preferred Time Zone: Eastern

Figure 6-7 Trade Documents tab — Create Trade Document (Highway Cargo Document)
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Another path to creating a Trade Document is as follows: starting from any
® of the main tabs (Messages, Trade Documents, Lookups or User Access),

select the “Show Trade Document Shortcuts” side bar and select “Create
Highway Cargo Document” (see Figure 6-1, item 6).

4. Complete all tabs (General, Ports, Addresses, Cargo) and mandatory fields (see
Figure 6-8).
5. Select Submit to the CBSA (see Figure 6-8).

eManifest Portal Canada

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User{URN: F

=Marifest Portal Help and Support [0

[l | Trade Documents | [T g

Create Highway Cargo Document

Carrier Mame: PORTAL 17
Carrier Code: 2471

All fields are mandatory unlass otherwise specified.

Cargo Control Mumber (CCM): 2471 “w
Cemplete all mandatory fields withinghe tabs below.
Ceneral | Ports | Addresses ([(ENOYD
Total Carge Weight: — Select Unit of Measure - |Z| @
Cargo
Mote: You may enter up to 399 cargo.
Enter Cargo Information
Mo Cargo
Number Cargo Quantity Cargo Description Edit Delete
Cargo list is empty
Special Instructiens (mandatary if available): . @

General Ports Addresses [N

Cemplete all mandataory fields within the tabs abowve,

Check fior Ermors. | Save and Continue | Sawe and Finish Submit to the CBSA

Erint/Download Document (PDF, S66KB] | Cancel

Preferred Time Zone: Eastern
Figure 6-8 Trade Documents tab — Create Highway Cargo Document (Cargo tab)

6. If no errors are detected, a submission confirmation will appear. Select Yes to
continue or No to cancel the Trade Document submission.

7. If Yes was selected, a Submitted to the CBSA message will be displayed under the
Trade Documents tab confirming the Highway Cargo Document was successfully
submitted (see Figure 6-9).
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8. Select OK (see Figure 6-9).

—

eManifest Portal

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User(URN: PU029479)

eManifest Portal Help and Support a4 | Log out

LCEETTEE | Trade Documents | R ER IVETUR V-1

Submitted to the CBSA

pp— >
< ‘Your Highway Cargo Document has been submitted to the CBSA.
—

Cargo Control Number (CCN): 24711122334455
Submitted Date/Time: 2013-03-26 09:34

Show Trade Document Shortcuts

Print/Download Document (PDF, 1905KB)

Use submitted Highway Cargo Document information to create Trade Document lookup

]

—

Preferred Time Zone: Eastern

Figure 6-9 Trade Documents tab — Submit to the CBSA (Highway Cargo Document)

You can print or download the Highway Cargo Document by selecting
the associated link (see section 6.8.2 of this Guide).

@ You can also choose to select the option Use submitted Highway

Cargo Document information to create Trade Document Lookup for
which you need to provide a Lookup name (see section 7.3.3 of this
Guide).

6.3.4 Creating a Highway Conveyance Document

This section outlines the steps for creating, adding Cargo and submitting a Highway
Conveyance Document to the CBSA.

If a Highway Conveyance Document is created using a previously
submitted CRN, the system will reject the Trade Document as a

@ duplicate. The document will then be available on the Submitted list and
only once the users have modified the CCN can they resubmit the
document to the CBSA.

Start at: Trade Documents tab.

1. Select Create Trade Document (see Figure 6-3).
2. From the selection box, select Highway Conveyance Document (see Figure 6-10).
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3. Select Submit (see Figure 6-10).

eManifest Portal Canad'él'

Business Accounts My Profile

Home > Business Accounts > PORTAL 17 (2471)

Portal User(URN: FUD29473)
eManifest Portal Help and Support | Log out

Messages Trade Documents Lookups User Access

Create Trade Document

Note: You have space to save 100 Draft Trade Documents for this Business Account. w

Select the type of Trade Document you want to creatdy

Use Trade Document Lookup
Cancel |
—

Preferred Time Zone: Eastern

Figure 6-10 Trade Documents tab — Create Trade Document (Highway Conveyance Document)

Another path to creating a Trade Document is as follows: starting from any
@ of the main tabs (Messages, Trade Documents, Lookups or User Access),

select the “Show Trade Document Shortcuts” side bar and select Create
Highway Conveyance Document (see Figure 6-1, item 6).
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4. Complete all mandatory fields within the General tab (see Figure 6-11).

eManifest Portal

Business Accounts My Profile

Home 3 Business Accounts ¥ PORTAL 17 (2471)
Portal User{URN: PUD29479)
Portal Help and Support ] | Log out

Messages Trade Documents Lookups User Access

Create Highway Conveyance Document

Carrier Name: PORTAL 17
Carrier Code: 2471

All fields are mandatory unless otherwise specified.

Conveyance Reference Number (CRN): 2471 111222333444555 L

Estimated Date of Arrival: (YYYYMMDD) 20130425 L

Estimated Time and Time Zone of Arrival: (hh:mm) 1 : oo Eastem E L

First Port of Arrival: 0211 - St. Stephen - Commercial or Selecta Port | €9

Empty/Loaded Status: | Empty w0

General Trailer

Complete all mandatory fields within the tabs above.

Chedk for Emors Save and Continue Save and Finish Later | Submit to the CBSA

Print/Download Document (PDF, 1034KB) Cancel

Preferred Time Zone: Eastern

Figure 6-11 Trade Documents tab — Create Highway Conveyance Document

5. You will need to complete the fields within either or both the Tractor and Trailer tabs
as required.

All submitted and accepted Highway Cargo Documents (CCNs) should be
linked to either one, or both of, the Tractor and Trailer tabs as required. The
@ process and available options for linking CCN(s) are the same in both tabs. For
the purpose of this example, the Trailer tab has been selected to describe how
to link cargo to the Highway Conveyance Document and add another container.
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6. Select Enter Trailer Information (see Figure 6-12).

eManifest Portal

Business Accounts My Profile

Home 3 Business &ccounts » PORTAL 17

Fortal User{ URN: FU
ural

=Manifest Portal Help and Support

el | Trade Documents Lookups User Access

Create Highway Conveyance Document ?

Carrier Name: PORTAL 17
Carrier Code: 2471

All fields are mandatory unless otherwise specified.
Conveyance Reference Number (CRN): 2471 w

Complete all mandatory fields within the tabs below.

General Trailer

cu may enter up to 3 Trailers.

Trailer information is mandataory if available. Note;

Select a Trailer Lookup |, @

Enter Trailer Information b
R —

Mo Trailers

HNumber Trailer Plate HNumber of Containers Edit Delate
Trailer list is empty

Trailer

General | Tractor

Complete all mandatory fields within the tabs above.

Check for Emors | Save 2nd Continue | Szve 2nd Finish Later | Submit to the CESA |

Print/Download Docurnent (PDF, 1034KB) Cancel

Preferred Time Zone: Eastern

Figure 6-12 Trade Documents tab — Enter Trailer Information
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7. Enter the Trailer information (see Figure 6-13).

=1

eManifest Portal Canada

Business Accounts My Profile

Home 3 Business Accounts 3 PORTAL

el | Trade Documents Lookups User Access

Create Highway Conveyance Document

Trailer #1

All fields are mandatory unless otherwise specified.

Enter Trailar information below or | Selest 2 Trailer Loskup | L
Trailer Lookup Name {mandstory if creating a Lookup): w
Trailer Identifier (mandatory if available): @

Trailer Plata: w

Trailer Plate Country: | - Sedect Country - |z| “

Trailer Plate Province/State: . Szlect Province/State —

Use the above information to  Create Traier Lookup |. L2

Trailer Seal Number(s) (mandatory if available): (You may add up to 20. If entering multiple Seal Numbers, separate with
commas or select the Enter key after each Seal Number.)
-
Trailer #1 Cargo Information
If cargo is loaded on Trailer #1 the Cargo Control Number(s) (CCN) for these goods must be identified unless
Exception(s) =pply.

Cargo Control Number(s) (CCNs)
Enter CCN(s) below or | Select a CCN(s) | (if applicable).

List of Assodated CCN{=): (If entering multiple CCNs, separate with commas or select the Enter key after each

CCH.
-~
¥ Do Cargo Exceptionis) apply?

Container(s)
Container information is mandatory if available. Note: You may enter up to 5 containers for trailer # 1.
Enter Container Information

No Containers
Number Container Identifier Edit Delete
Centainers list is empty

Save Cancel

Preferred Time Zone: Eastern

Figure 6-13 Trade Documents tab — Enter Trailer Information #01
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8. Link all related Cargo Documents to this conveyance and select Select (see Figure
6-14).

You can add Highway Cargo Documents to the Highway Conveyance

@ Document manually by entering the known CCN(s), or you can use the Select a
CCN(s) option to link to the Highway Conveyance Document from the
Unassociated CCN(s) list (see Figure 6-14).

eManifest Portal C-anad'éi

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User{URN: PUD29479)
eManifest Portal Help and Support aa | Log out

LEEELEE | Trade Documents | G [ETECT VoY

Select a CCN{s) which has been submitted to the CBSA but not yet associated with a Highway Conveyance Document.

Unassociated CCN(s) 1 -1 of 1
Select Cargo Control Number (CCN) & Consolidated Freight Matched
24711122334455 o o

Preferred Time Zone: Eastern

Figure 6-14 Trade Documents tab — Select a CCN(s)
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9. Enter any Cargo Exceptions if applicable (see Figure 6-15).

@ If cargo is loaded on Trailer #01, the Cargo Control Number(s) (CCN) for these
goods must be identified unless exception(s) apply.

eManifest Portal

Canadi

Busing ss ACCOUNts My Frofile

Mescoges |RICEERSSNLER R Lookups | User Accocc

Create Highway Conveyance Document

Traler #1

Al TGS 21e MAndatory unicos otherwise specinied.
Erter Trame: imeration bew or [Select s Tratler ook |. W

Traller Lookup hame [mandatory # cresting & Lookus)

w
Trafler [demtifies [mandatary I avalstie): -
Traver Pate: b
Trasier Pigte CouEn: | g oisa moumey - = -
Traller Plate ProvinceyStete: [ oo e -

e The BD0VE e aTION To | Cresee Trater Locks | W

W avalianla): (Yo mmy Asd up ta 20 EFantaring mainie Saal Numbars, Sesarste with Commas ar Salact the Snear

Traller #1 Carga Information

Efcanga i koaces an Traller =1 the Canga Canorol Marmber(s) (OO for thase goods mMest e ioantitad umiecs. Exoaptionis] aoofy.
Cargo Control Mumber(s) [TCMs)

Evear SONIE] Destwr OF | Betectm OOME) | [ asoecacee).

List of Axsocmess OONES): (I eneering mumisic OCMS, SSROSNS with SOMUMES oF SSiest the Enter key sfter sach CCN. )
-

Cargo Exception(s)

Brver oo mumoer OTCATDNIS ] TNAT SRDY T 837 TyDe of ExIeITan [F snoiiaTee]

(Cirier Lo \Valus Snimmene:
ImsTment of Intarmecionsl Trads:
Posta

Frying Trusks:

Emergency Repairs:

Contalner(s)
Tontalner Information ks mandatory Favallable. Kote: You may enber oo to 5 containers %or traller 2 1.

Erter Commmimer iiormanion
N Cantainers

EdR: Debkte
‘Containers Bt ks empty

Preferced Teme Done: Eastem

Figure 6-15 Trade Documents tab — Highway Conveyance Document (Trailer tab)

10. Select Save (see Figure 6-15).
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11. Select Submit to the CBSA.
12. If no errors are detected, a submission confirmation will appear. Select Yes to
continue or No to cancel the Trade Document submission.
13. If Yes was selected, a Submitted to the CBSA message will be displayed under the
Trade Documents tab confirming the Highway Conveyance Document was

successfully submitted.
14. Select OK (see Figure 6-16).

eManifest Portal Canad'z’i

Business Accounts My Profile

Home * Business Accounts » PORTAL 17 (2471)
Portal User{URN: PUD29473)

eManifest Portal Help and Support | Log out

LEEELEN | Trade Documents | IEGTATT N JRVETelel-T o

Submitted <2 (e LBSA

Conveyance Reference Number (CRN): 2471123456 S

N ubmitted Date/Time: 2013-03-28 08:40

Note: An optional L3t = ¥ v e Le CBSA. You can access this Lead Sheet by selecting the Print/Download Lead
Sheet below. You must present en:her the eManifest Portal Lead Sheet or your own bar-coded document to the Border Services Officer
upon arrival in Canada.

<' Your Highway Conveyance Document has been submitted to the CBSA.

Show Trade Document Shortcuts

Print/Download Lead Sheet {PDF, B85KB)

Print/Download Document {PDF, 3167KB)

Use submitted Highway Conveyance Document information to create Trade Document Looku

Preferred Time Zone: Eastern

Figure 6-16 Trade Documents tab — Highway Conveyance Document (Submit to the CBSA)

You can print or download the Lead Sheet and/or the Highway
Conveyance Document by selecting the associated link (see section
6.8.2 of this Guide).

@ You can also choose to select the option Use submitted Highway
Conveyance Document information to create Trade Document
Lookup for which you need to provide a Lookup name (see section
7.3.3 of this Guide).

PROTECTION = SERVICE « INTEGRITY

66 of 147



e
AN © T
6.4 Draft Documents tab

The Draft Documents tab provides you with a list of all Draft Trade Documents
previously saved by all users in your Business Account.

When you select the option to Save and Finish Later or Save and Continue while
creating a Trade Document, your document is saved as a Draft Trade Document in the
Portal and is available for future editing.

The figure below provides an overview of the column heading names within the Draft
Documents tab (see Figure 6-17).

eManifest Portal Canadi

Accounts My Profile

"
[ Mossagos |[EERFIFIRIRIAN| Lookups | user Access |
Trade Document _E
[
Create Trade Document | Search Submied Trade Documents t
— : ¥
Submitted Documer s |RESHIHIETREZILE ] Recs ved Documents | E
MNobé: You may Sivé an Additbon. rade Documents fod thid Budsieéss ACCount. E
@
Documents 1-3of 3 b
2A7IDRAFTCOMBINEDCCH Combinad Highway Dacumant 2013-03-28 0B:47 D#late g

237 1DRAFTCOCH Highway Cargo Document 2013-03- 28 0B:46 Dielate

247 1DRAFTCRN Highwiay Conveyance Docurmmnt 2013-03-28 08:46 Delate

Cuslomize ListTas

Preferred Tirne Zone: EaStér

Figure 6-17 Trade Documents tab — Draft Documents tab (Column Headings)
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Column Heading Description
The CCN or CRN of the associated
document.
For a Combined Highway Document, this
1 | Document Number column will display the CRN, if available.

If this data has not been provided in the
document, the carrier code will be
displayed.

Indicates the type of Draft Trade
Document:

2 | Document Type e Combined Highway Document
¢ Highway Cargo Document
¢ Highway Conveyance Document

The date and time the Draft Trade
Document was saved.

3 | Saved Date/Time

Allows you to delete the Draft Trade

4 | Action Document from the Draft Documents list.
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6.4.1 Completing a Draft Trade Document

@ You can complete any of the available Draft Trade Documents from the list
within the Business Account.

@ It is recommended that only one user edits a Draft Trade Document at a
time as only one user’s data can be saved or submitted.

Selecting Delete will permanently remove the Trade Document from your
@ Business Account. You are prompted to confirm or cancel the Delete
action.

Start at: Trade Documents tab.

1. Select the Draft Documents sub-tab. In the first column of the Draft Trade
Documents, select the Document Number of the Trade Document that you want
to complete (see Figure 6-18).

1+l

eManifest Portal Canada

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User{URN: PU029479)

eManifest Portal Help and Support ar | Log out

LEEE T | Trade Documents Lookups | User Access

Trade Document

Create Trade Document | Search Submitted Trade Documents

Submitted Documenis JEVE LT ENICE] Received Documents

Note: You may save an additional 97 Draft Trade Documents for this Business Account.

Documents 1-3 of 3

Show Trade Document Shortcuts

Document Number Document Type Saved Date/Time ¥ Action
< 2471 DRAFTCOMBINEDCCN Combined Highway Document 2013-03-28 08:47 Delete
2471DRAFTCCN Highway Cargo Document 2013-03-28 08:46 Delete
2471DRAFTCRN Highway Conveyance Document 2013-03-28 08:46 Delete

Customize ListTab |

Preferred Time Zone: Eastern

Figure 6-18 Trade Documents tab — Draft Documents tab

2. Complete all tabs and remaining fields in the selected Trade Document.
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3. Select Submit to the CBSA (see Figure 6-19).

eManifest Portal

Business Accounts My Profile

Home » Busine=s Acounts » PORTAL 17

Portal Us:

eManiest Pordal Help and Supp:

Messages |RIEFCDNTUETICE] Lookups | User Access

Create Combined Highway Document

Carrier Name: PORTAL 17
Carrier Code: 2471

All fields are mandatory unless otherwise specified.
Conveyance Reference Number (CRN): 2471 DRAFTCOMBINEDCRN %@
Cargo Contrel Number (CCN): 2471 DRAFTCOMBINEDCNN L0

Complete all mandatary fields within the tabs below.

Tractor | Trailer | Addresses

Estimated Date of Arrivzl: (YYYYMMDD) 20130225 ¥

Estimated Time and Time Zone of Arrival (hh:mm) 1 r 00 | Eastem |:I w
* 1s this 3 CSA Shipment?

s shipment: |00 @

Yes

If yes, enter the Business Mumber of the C5A approved Importer: W

Consolidation Indicator: m L

Yes
Ocean Bill of Lading [optienal): W
Unigue Consignment Reference (UCR] Number [optianal): w
Cargo Location: | Tractor w
Container

(=YC M Ports | Tractor | Trailer | Addresses | Carge

Complete all mandatory fizlds within the tabs above.

Check for Erors | S2ve =nd Continus | Szve 2nd Frich ..=.
—_—

Brint/Download Dogument (POF, 2000KE) Canoni|

Preferred Time Zone: Eastern

Figure 6-19 Trade Documents tab — Combined Highway Document
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If you are submitting a Combined Highway Document, proceed to section
6.3.2, step 6.

@ If you are submitting a Highway Cargo Document, proceed to section
6.3.3, step 6.

If you are submitting a Highway Conveyance Document, proceed to
section 6.3.4, step 11.

6.4.2 Customizing the Draft Documents List/Tab

You can change the number of documents displayed on the Draft Documents list with
the Customize Draft Documents List function.

@ By default, 10 documents are displayed on each Draft Documents page.

Start at: Trade Documents tab

1. Select the Draft Documents sub-tab and then Customize List/Tab (see Figure 6-
20).

1+l

eManifest Portal Canada

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User(URN: PU029473)

eManifest Portal Help and Support | Log out

LESTIEEY | Trade Documents Lookups | User Access

Trade Document

Create Trade Document | Search Submitted Trade Documents

Submitted Documents JEVMEHLETGELIEE] Received Documents

Note: You may save an additional 97 Draft Trade Documents for this Business Account.

Documents 1-3 of 3

Show Trade Document Shortcuts

Document Number Document Type Saved Date/Time ¥ Action
2471DRAFTCOMBINEDCCN Combined Highway Document 2013-04-11 07:42 Delete
2471DRAFTCCN Highway Cargo Document 2013-03-28 08:46 Delete
247, Highway Conveyance Document 2013-03-28 08:46 Delete

N

Customize ListTab ‘
—

Preferred Time Zone: Eastern

Figure 6-20 Trade Documents tab — Draft Document — Customized List/Tab

2. Under Customize Draft Documents List, select the number (10, 25 or 50) of
documents you want to be displayed (see Figure 6-21).
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3. Select Save (see Figure 6-21).

eManifest Portal

Business Accounts My Profile

Home > Business Accounts » PORTAL 17 (2471)
Portal User(URN: PUD29479)

cManifest Portal Help and Support [ | Log out

LEEEENEER | Trade Documents | [T ER UETT R Xelol-T-1

Customize List/Tab

Customize Draft Documents List @
Number of items to display per page: [i0 |

25
50

Customize Trade Document Tab @

Default Trade Document Sub-Tab: | R, o
Draft Documents
Received Documents

Show Trade Document Shortcuts

Default Submitted Documents List Filtering: |A\I |z| | Current |z| ‘ Highway Conveyance DncumemE

‘ Save )ance\‘

Preferred Time Zone: Eastern

Figure 6-21 Trade Documents tab — Draft Document — Save Customization

4. Select OK to save your customized settings.

You can customize the Trade Document sub-tab default in the Trade
@ Documents tab with the Customize Trade Document Tab function.
By default, the Submitted Documents sub-tab will appear when selecting
@ the Trade Documents tab.
Start at: Trade Documents tab.

1. Select the Draft Documents sub-tab and then Customize List/Tab (see Figure 6-
20).

2. Under Customize Trade Document Tab, select the default sub-tab between:
Submitted Documents, Draft Documents and Received Documents (see Figure 6-
21).

3. Select Save (see Figure 6-21).

4. Select OK to save your customized settings.

You can customize the Submitted Documents list filtering default in the
@ Trade Documents tab with the Customize Trade Document Tab
function.

By default, the Submitted Documents List filtering is set to All, Current,
@ Highway Conveyance Document.
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Start at: Trade Documents tab.

1. Select the Draft Documents sub-tab and then Customize List/Tab (see Figure 6-
20).

2. Under Customize Trade Document Tab, select your default Submitted Documents
List filtering preferences by selecting the:

- Effective status (All, Rejected, Accepted, Reported, Updating..., Acquitted
and Cancelled);

- Status (Current or Historical); and,

- Trade Document type (Highway Conveyance Document and Highway Cargo
Document) (see Figure 6-21).

3. Select Save (see Figure 6-21).
4. Select OK to save your customized settings.

6.5 Submitted Documents tab

All electronic data transmitted to the CBSA will be available in the Portal, whether
submitted through the Portal or by EDI. Electronic data can be viewed,
changed/amended or cancelled and their status verified within the Submitted
Documents tab.

Up to 500 of your most recent Submitted Trade Documents will be
@ displayed for each document type, based on the Status Date and Time of
the Trade Document.

When you select the Submitted Documents tab, the list of documents
shown by default is the current Highway Conveyance Documents for

@ highway carriers and is the current Close Messages for freight forwarders.
The list is sorted by the Status Date/Time column, with the most recent
date/time at the top of the list.

If your company submits a very high volume of Trade Documents to the
CBSA (whether through the Portal or EDI), the CBSA system may not be
able to present a list of your most recent Trade Documents. If this is the
@ case, use the Search Submitted Trade Documents feature in the Trade
Documents tab to locate documents by Cargo Control Number or
Conveyance Reference Number for highway carriers and by Cargo
Control Number or Close Message Number for freight forwarders.
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The following table provides an overview of the data presented for each view of
Submitted Documents:

Highway Conveyance Highway Cargo
Column Name

Current Historical Current Historical
Conveyance Reference v v
Number (CRN)
Cargo Control Number (CCN) v v
,Ef:il\;g?ted Date/Time of v v v v
Number of Associated CCNs v v
Tractor Plate v v
Status Date/Time v v v v
Effective Status v v v v
Consignee Name v v
Matched v v
Submitted Date/Time v v v v
Consolidated Freight v v
First Port of Arrival v v
Shipper Name v v
Source of Transmission v v v v
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6.5.1 Navigating the Submitted Documents tab

This section contains figures and tables that provide an overview of the Submitted
Documents tab, navigation features, the data that can be accessed and the available
functions (see Figure 6-22 and Figure 6-23).

Poctal User{URN: PUO33479)

Manfecs Borts) Help grd Suopert DB | Log out

[ bicsoge. | RPRTPRRRR] | ookupe | usor access |

Trade Document

Create Trade Document  Search Submited Trade Documents o

Submitted Documents
) M— ) ®)
Filter Submitted Decuments kst to view the following: [A_] = I{;.,.m.n - I ghway Conveyance Document[=] | Ramesn | @
A Cunent | ay Conveyance Document
Repected Histoncal Highway Cargo Documant
CESA. An

H 5
Note: an A icon will be dplayed if an update to a Taccopied 0t has bean rejected by the Ca con will be
displayed if a Trade Document was received less than lRepoted  pefore the Estmated Time of Arrival (ETA).

ELLT
Documants 1-Jof 3 ; g:jcell;]d o @

2013-04-25 01:00

Show Trade Document Shortouts

HATIRARTCOMBINEDCEN Eastermn 1 2013-03-28 08:54 Bajectad
287113345 2013-04-25 01:00 . _
Az - @ Eastem 1 2013-03-28 08:40 Rejectad
= 5 2013-04-25 01:00 )
A1123Y Eastem 1 2013-02-26 08:16 Rejectad

Cusdomizs ListTas | (12

Preferred Tame Zone: Eastern

Figure 6-22 Trade Documents tab — Submitted Documents tab (Highway Conveyance Documents)

Documents 1 - 4 of 4 @ (€L (1_5) (1_6) (173 ™
Cargo Control Number (CCN) Consignee Name Matched Status Date/Time ¥ Effective Status
247102-04-2013-002 Consignee no 1 No 2013-04-02 08:47 Accepted
2471DRAFTCOMBINEDCCN Consignee no 1 No 2013-03-28 08:54 Accepted
24711122334455 Consignee no 1 No 2013-03-26 09:34 Accepted
2471987654321 Consignee no 1 No 2013-03-26 08:16 Accepted

Customize ListTab |

Preferred Time Zone: Eastern

Figure 6-23 Trade Documents tab — Submitted Documents tab (Highway Cargo Documents)
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Allows you to search for a specific previously-submitted
Trade Document. See section 6.5.3 of this Guide for
detailed procedures.

Search Submitted
Trade Documents

Filtering Submitted Documents allows you to specify criteria which will narrow the type of
Trade Documents displayed in the list. The following table summarizes the filter options,
the column headings for the different lists and the available functions.

Filter Submitted Documents (see Figure 6-22)

Filter Options Description

The Effective Status represents the latest status of the

Effective Status Trade Document.

All submitted Trade Documents Effective Statuses will be

« Al displayed.
« Reiected Indicates a Trade Document has been Rejected by the
] CBSA and the rejection reason(s) is provided.
e Accepted Indicates a Trade Document has passed validation
P checks and has been Accepted by the CBSA.
Indicates a Highway Conveyance Document and
2
¢ ?Ce:n?/retsgnce associated Highway Cargo Document(s) have been

Reported at First Canadian Port of Arrival as per the

Document only) requirements of Section 12(1) of the Customs Act.

Indicates the processing of a Trade Document submitted

* Updating... to the CBSA using the Portal.

Indicates a Trade Document submission has been

* Cancelled Cancelled by the client or by the CBSA.

e Acquitted
(Cargo
Document only)

Indicates goods are no longer controlled by a Highway
Cargo Document.

Submitted Trade Documents remain on the Current list for
24 hours after reaching an Effective Status.

Current .
After the 24-hour period, the Trade Documents are
3 moved to the Historical Documents list.
Trade Documents remain on the Historical list for
Historical approximately 90 days and are then removed. Once

removed from the Historical list, Trade Documents are no
longer accessible through your Portal Business Account.

4 | Highway Conveyance Only Highway Conveyance Documents will be displayed in
Document the list.
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Highway Cargo Only Highway Cargo Documents will be displayed in the
Document list.
Selecting Refresh generates and produces the requested
5 | Refresh filtered documents list.
Highway Conveyance Documents List (see Figure 6-22)
Column Headings Description
Conveyance . o
6 | Reference Number gifﬁ;g%’:he CRN from the list will open the Trade
(CRN) :
7 Estimated Date/Time | The estimated date and time the conveyance will arrive at
of Arrival the border.
8 Number of The total number of CCNs associated to the Trade
Associated CCNs Document.
9 | Status Date/Time The date and time the Trade Document was submitted.
10 | Effective Status Displays the status of the Trade Document.
Displays the list of Trade Documents available for the
11 Trade Documents selections.
List Note: A maximum of 500 Trade Documents for each
document type can be displayed in the list.
. . Allows you to customize the look of the page. See section
12| Customize List/Tab 6.5.4 in this Guide for detailed procedures.
Highway Cargo Documents List (see Figure 6-23)
Column Headings Description
13 Cargo Control Selecting the CCN from the list will open the Trade
Number (CCN) Document.
14 | Consignee Name The name of the Consignee of the cargo.
In the event that the cargo is non-consolidated, “Matched”
means that your Highway Cargo Document is linked to a
15 | Matched pre-arrival release submitted by a broker/importer. If the
cargo is consolidated, “Matched” means that your
Highway Cargo Document is linked to a Close Message
submitted by a freight forwarder.
16 | Status Date/Time The date and time the Trade Document was submitted.
17 | Effective Status Displays the status of the Trade Document.
Displays the list of Trade Documents available for the
18 Trade Documents selections.
List Note: A maximum of 500 Trade Documents for each
document type can be displayed in the list.
. . Allows you to change the appearance of the page. See
19 | Customize List/Tab section 6.5.4 in this Guide for detailed procedures.
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6.5.2 Checking the status of Submitted Trade Documents
The status of your Submitted Trade Documents with the CBSA can be found under the

Trade Documents tab. To view details of a particular document, including its status
history, select and open the desired document.

Effective Status refers to the status of the latest version of a Trade Document received
by the CBSA.

This section provides an overview of statuses only detailed business rules are outlined in
the ECCRD — Chapter 7: Advance Commercial Information (ACl)/eManifest Highway
Portal.

To check the status of your Combined Highway Document, you must check
the status of the Highway Cargo and Highway Conveyance Documents
@ separately. Once a Combined Highway Document has been submitted, it is

split into one Highway Conveyance and one Highway Cargo Document for
processing as separate Trade Documents. Refer to section 6.3.4 of this
Guide for detailed information.

The «*" symbol is only displayed in special circumstances in relation to
submitted Changes, Amendments or Cancels to Highway Cargo or Highway
Conveyance Documents. It means a Change, Amendment or Cancel the
carrier has submitted has not passed business validation checks performed
by the CBSA system and the Trade Document Change, Amendment or
Cancel has been rejected. When this situation arises, the previous version
of the carrier’s submitted Trade Document remains in the CBSA system until
such time as the carrier re-submits the Trade Document Change,
Amendment or Cancel again and passes the CBSA system’s business

® validation rules.

If a Portal user sees the ¥ symbol next to a Trade Document’s status, the
user should view the Trade Document Status History. The Status History will
indicate the carrier's most recent Change, Amendment or Cancel was
rejected and will provide the reason(s) for the rejection. If another Change,
Amendment or Cancel is submitted for the Trade Document and it passes

the CBSA system’s business validation, the «** symbol will no longer be
shown.

Once the submitted information is accepted by the CBSA, any previous
version will be cleared and any previous information will be lost.

6.5.2.1 Status History

This section outlines the data contained within the Status History page. The Status
History page provides a list of all statuses related to the selected Trade Documents as
well as associated messages, including error messages (see Figure 6-24).

The Status History page can be accessed by selecting the Effective Status of a
Submitted Trade Document (see Figure 6-23, item 17).
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The Status History for a Trade Document can also be downloaded and/or printed when
viewing the Status History page (see Figure 6-24).

eManifest Portal

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User(URN: PU029479)

eManifest Portal Help and Support | Log out

LEETTIE | Trade Documents Lookups | User Access

Status History

Cargo Control Number (CCN): _247102-04-2013-002
Document Type: Highway Cargo Document

Carrier Name: PORTAL 17

Carrier Code: 2471 @

Matched:
Effective Status: Accepted ( 2013-04-02 08:47 )

Show Trade Document Shortcuts

Status History 1 - 2

Date/Time ¥ Status Message
2013-04-02 08:47 Accepted This Cargo Document has been accepted by the CBSA.
2013-04-02 08:47 Submitted This Cargo Document has been submitted to the CBSA.

Status History Details

Date/Time: 2013-04-02 08:47 @
Status: Accepted
Message: This Cargo Document has been accepted by the CBSA.

I Print/Download Status History (PDF, 1271KB) ' =Back @I
I

Preferred Time Zone: Eastern

Figure 6-24 Trade Documents tab — Status History (Highway Conveyance Document)
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Section Description

For all Trade Documents, provide the following information:
e Trade Document Number (CRN or CCN);

Type of document (Cargo or Conveyance);

Client Identifier;

Carrier Code; and

Effective Status.

4 | Trade Document | For Cargo Trade Documents only, the following additional

Information information is provided:

e Matched - Yes or No
If your Highway Cargo Document is Matched (Yes), it
means the CBSA has received a declaration from the
importer for the goods you have Reported and the CBSA
is awaiting arrival of the shipment at the First Canadian
Port of Arrival.

Provides a list of all statuses that the Trade Document has

undergone since being submitted to the CBSA.

Notes:

e The list can be sorted by ascending or descending order
of the Date/Time column heading.

e You can get additional information by selecting any
document Status from the list. The information will be
displayed in Status Details.

2 | Status History

Details of the selected document status will be displayed in
Status History Status History Details, including any Trade messages
Details associated with the document. This allows the user to view
the reason(s) a document has been rejected.

. To Print/Download the Status History, see section 6.8 of this
4 grlnt/DoHv_vnload Guide. The Print/Download process is the same for all
tatus History available reports in the Portal.

the date and time your Trade Document was submitted to the CBSA using
the Portal.

@ Submitted is displayed in your Trade Document’s Status History to reflect

6.5.2.2 Section 12 (1) Report

Section 12(1) is part of the Customs Act. A Section 12(1) Report is available for print
and/or download once your goods have arrived on the conveyance at the First Canadian
Port of Arrival. This report is used for auditing and record-keeping purposes and is proof
the imported goods have been reported to the CBSA (see Figure 6-26).

For more information, see the ECCRD — Chapter 7: Advance Commercial Information
(ACl)eManifest Highway Portal (for highway carriers).
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®
It is your responsibility to save a copy of the Section 12(1) Report for audit

@ purposes. This report will remain in the Portal for 90 days only. The Portal
should not be used to store the Section 12(1) Report or Trade Documents.

@ The option to download and print a Section 12(1) Report is available after
the Conveyance Trade Document status is Reported.

You will be able to print and download the Section 12(1) Report by viewing the Trade
Document Status History after the cargo has arrived (see Figure 6-25).

eManifest Portal

Business Accounts My Profile

Home 3 Busine=s Accounts » PORTAL 17 (2471)

=Manifest Portal Help and Support 55

LEEEEN Pl | Trade Documents Lookups User Access

View Submitted Highway Conveyance Document

Edit Document | ‘Cancel Submission. .. |

Print/Download Lead Sheet (PDF, 885KB

Print/Download Docurmnent (PDF, 3167KB] < Back

Carrier Name: PORTAL 17

Carrier Code: 2
: Reported (JR013-04-1511:23)

Effective Statu
ridge - Commercial (0440)

Port of Report:
 Pbrint/Dovnload Section 12(1) Report (PDF, 1104KB) E >

Conveyance Reference Number (CRN): 24712012-04-02-002

Show Trade Document Shortcuts

General Trailer

Estimated Date of Arrival: 2013-04-25

Estimated Time and Time Zone of Arrival: 01:00 Eastern
First Port of Arrival: St. Stephen - Commercial {0211)
Empty/Loaded Status: Loaded

Trailer

General

Edit Document | (Cancel Submission... |

Print/Download Lead Shest (PDF, 885KB

Print/Download Docurmnent (PDF, 3167KB] < Back

Preferred Time Zone: Eastern

Figure 6-25 Trade Documents tab — Submitted Highway Conveyance Document (Status)
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Canada Border Agence des services -
I * Services Agency  frontaliers du Canada Section 12{1) Report

Déclaration visée a I'article 12(1)

Conveyance Refersnca Numbsr - NUmSno de rafsrencs ou moysn de transport ©

DATIHA 0402002

Carrler Mame - Nom du transportsur © First Port of Amival - Premier port d'amfvée © DateTime of Report - Date et heurs de la déclaraton :
PORTAL 17

Bilue Waier Bridge - Commertial {D440) 230415 1122 EDT

Cange Control Numbes(s) (CCN) - NUMenD|s) de eontroie du fred (NCF) :

247102-04-20123-002

Canada

Figure 6-26 Section 12(1) Report
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6.5.3 Searching Submitted Trade Documents

This section outlines the different ways to search for a Submitted Document.

The Search Submitted Trade Documents function allows you to search for a specific
Highway Cargo or Highway Conveyance Document that has been submitted to the
CBSA. The Trade Document number (CRN or CCN) is required and only exact matches
of the number will be displayed.

The full CCN or CRN must be entered. If you enter only a partial CCN or
@ CRN, you will receive an error message. Only exact matches will be

displayed. Please note that the carrier code is already entered for
convenience.

@ The Portal will search both current and historical documents that meet your
search criteria exactly as entered.

Start at: | Trade Documents tab.

1. Select Search Submitted Trade Documents (see Figure 6-22 — item 1).

2. In Search in, select either Submitted Highway Conveyance Documents or
Submitted Highway Cargo Documents. Then enter the Document Number, either
the CCN or the CRN of the Trade Document you want to find (see Figure 6-27).

3. Select Search (see Figure 6-27).

eManifest Portal

Business Accounts My Profile

Home > Business Accounts > PORTAL 17 (2471)
Portal User(URN: PU029473)

eManifest Portal Help and Support M2 | Log out

Messages |[RIETENBEIINIEN] Lookups | User Access

Document Number

Show Trade Document Shortcuts

‘ Search :’nce\ ‘
N ——

Preferred Time Zone: Eastern

Figure 6-27 Trade Documents tab — Search Submitted Trade Documents
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eManifest Portal

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User{URN: PUDZ29479)
eManifest Portal Help and Support D8 | Log out

LEETLECY | Trade Documents Lookups User Access

View Submitted Highway Conveyance Document

Edit Document | Cancel Submission... |

Print/Download Lead Sheet (PDF, 885KE)

Print/Download Document (PDF, 3167KB) | <Back

Carrier Name: PORTAL 17
Carrier Code: 2471
Effective Status: Accepted ( 2013-03-28 09:40 )

Conveyance Reference Number (CRE 2471123456789

General |IRIGTSCT IECTIE

Show Trade Document Shortcuts

Estimated Date of Arrival: 2013-04-25

Estimated Time and Time Zone of Arrival: 01:00 Eastern
First Port of Arrival: St. Stephen - Commercial (0211)
Empty/Loaded Status: Loaded

(=1 Tractor | Trailer

Edit Document | Cancel Submission... |

Print/Download Lead Sheet (PDF. 885KE)

Print/Download Document (PDF, 3167KB) | =Back

Preferred Time Zone: Eastern

Figure 6-28 Trade Documents tab — Submitted Trade Documents Search Results

If no matching document is found, you can either change your search
criteria or cancel the search.

©

available for viewing in the Portal. If you require a copy, contact the

® If the Trade Document is found in archived status, the details will not be
CBSA'’s Technical Support Unit (TSU).
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6.5.4 Customizing the Submitted Documents List/Tab
You can change the number of documents displayed on the Submitted Documents list
with the Customize List/Tab function. By using your filter, you can choose to customize

your Submitted Documents tab differently by selecting the status, version type (current
or historical) and Submitted Document type.

@ By default, 10 documents are displayed on each Submitted Documents
page.
Start at: Trade Documents tab.

1. From the Submitted Documents sub-tab, by using the filter, select the Document
Type you would like to customize. As an example, select All, Current and Highway
Conveyance Document.

Select Refresh.

Select Customize List/Tab (see Figure 6-23 — item 12).

Under Customize Submitted Current Highway Conveyance Documents List,
select the number (10, 25 or 50) of documents you want displayed (see Figure 6-29).
Select Save (see Figure 6-29).

2.
3.
4.
5.

eManifest Portal

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User(URN: PUO2S473)
=Manifast Portsl Halp and Support. [ | Log out

Messages Trade Documents Lookups User Access

Customize | ict /T=0

Customize Submitted Current Highway Conveyance Documents List

PR E=

25
-:
<. List Columns @

50

Show Trade Document Shortcuts

Available Columns: Displayed Columns (up to 5 columns may be displayed):
Tractor Plate 1.-Conveyance Reference Number
Source of Transmission 2.-Estimated Date/Time of Amival
Submitted Date/Time 3.-Number of Associated CCNs
4 -Status Date/Time
5 -Effective Status
- Customize Trade Document Tab >
e
Draft Documents
Received Documents
Default Submitted Documents List Filtering: | 4 EI Cument EI Highway Conveyance Document EI
( Save ’ance\ |
o ——

Preferred Time Zone: Eastern

Figure 6-29 Trade Documents tab — Customize List View

6. Select OK to save your customized settings.
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You can customize the List Columns displayed in the Submitted Documents tab with
the List Columns function.

By default, the following columns are displayed:

Submitted Conveyance Documents: Conveyance Reference Number,
Estimated Date/Time of Arrival, Number of Associated CCNs, Status
@ Date/Time and Effective Status.

Submitted Cargo Documents: Cargo Control Number, Consignee Name,
Matched, Status Date/Time and Effective Status.

Start at: Trade Documents tab.

1. From the Submitted Documents sub-tab, select Customize List/Tab (see Figure 6-
22 —jtem 12).

2. Under List Columns, select the columns you would like displayed from the following
list:

e Submitted Conveyance Documents: Conveyance Reference Number, Estimated
Date/Time of Arrival, Number of Associated CCNs, Status Date/Time, Effective
Status, Tractor Plate, Source of Transmission and Submitted Date/Time (see
Figure 6-29).

e Submitted Cargo Documents: Cargo Control Number, Consignee Name,
Matched, Status Date/Time, Effective Status, Submitted Date/Time, Consolidated
Freight, Estimated Date/Time of Arrival, First Port of Arrival, Shipper Name and
Source of Transmission.

3. Select Save (see Figure 6-29).
4. Select OK to save your customized settings.

You can customize the Trade Document sub-tab default in the Trade Documents tab
with the Customize Trade Document Tab function.

By default, the Submitted Documents sub-tab will appear when selecting
@ the Trade Documents tab.

Start at: Trade Documents tab.

1. From the Submitted Documents sub-tab, select Customize List/Tab (see Figure 6-
22— jtem 12).

2. Under Customize Trade Document Tab, select the default sub-tab between:
Submitted Documents, Draft Documents and Received Documents (see Figure 6-
29).

3. Select Save (see Figure 6-29).

4. Select OK to save your customized settings.

You can customize the Submitted Documents list-filtering default in the Trade
Documents tab with the Customize Trade Document Tab function.

@ By default, the Submitted Documents List filtering is set to All, Current,
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‘ Highway Conveyance Document.

Start at: Trade Documents tab.

1. From the Submitted Documents sub-tab, select Customize List/Tab (see Figure 6-
22 —jtem 12).

2. Under Customize Trade Document Tab, select your default Submitted Documents
List-filtering preferences by selecting the:

- Effective status (All, Rejected, Accepted, Reported, Updating..., Acquitted
and Cancelled);

- Status (Current or Historical); and,

- Trade Document type (Highway Conveyance Document and Highway Cargo
Document (see Figure 6-29).

3. Select Save (see Figure 6-29).
4. Select OK to save your customized settings.
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6.6 Editing a Submitted Document
This section outlines how to edit (change or amend) a Submitted Trade Document. All

Highway Cargo and Highway Conveyance Documents can be edited after being
submitted to the CBSA.

For additional information on the Change/Amendment rules for Highway Cargo and
Highway Conveyance Documents, refer to the ECCRD — Chapter 7: Advance
Commercial Information (ACl)/eManifest Highway Portal.

The following example provides instructions for making an Amendment to a Submitted
Highway Conveyance Document.

Start at: | Trade Documents tab.

1. From the Submitted Documents tab, select: Accepted, Current, Highway
Conveyance Document from filter list (see Figure 6-22).

2. Select Refresh.

3. Select the Trade Document that you want to edit from the list of available Trade
Documents (see Figure 6-22 — Item 11).
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4. Select Edit Document (see Figure 6-30).

eManifest Portal

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (247 1)
Portal User{URN: PUDZ3473)

eManifest Dortal Help and Support. B2 | Log out

LESET R | Trade Documents Lookups User Access

View Submitted Highway Conveyance Document

Erint/Download Lead Sheet (PDF, 885KB

Print/Download Document (PDF, 3167KB] < Badt

Carrier Name: PORTAL 17

Carrier Code: 2471

Effective Status: Reported (2013-04-1511:23)

Port of Report: Blue Water Bridge - Commercial (0440)

Show Trade Document Shortcuts

Print/Download Section 12(1) Report (PDF, 1104KB] «

Conveyance Reference Number (CRN): 247120132-04-02-002

LT Tractor | Trailer

Estimated Date of Arrival: 2013-04-25
Estimated Time and Time Zone of Arrival: 01:00 Eastern

First Port of Arrival: St. Stephen - Commercial (0211)

Empty/Loaded Status: Loaded

General Trailer

Edit D Cancel issi |

Erint/Download Lead Sheet (PDF, 885KB

Erint/Download Document (PDF, 3167KB) < Badk

Preferred Time Zone: Eastern

Figure 6-30 Trade Documents tab — Submitted Highway Conveyance Document (Edit Document)

5. Select Amendment as the Document Change/Amendment Indicator.

Change or Amendment can be selected depending on the status of the
@ Document. Refer to the ECCRD — Chapter 7: Advance Commercial Information
(ACl)/eManifest Highway Portal for more information.

6. Enter the correct information in the fields that need to be amended.
7. Run the Check for Errors function (see Figure 6-31).
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8. If no errors are detected, select Resubmit to the CBSA (see Figure 6-31).

eManifest Portal

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 [2471)
Portal User(URN: PUDZ3479)
eManifest Portal Help and Support M@ | Log out

Messages Trade Documents Lookups User Access

Edit Submitted Highway Conveyance Document
Carrier Name: PORTAL 17
Carrier Code: 2471
Effective Status: Reported ( 2013-04-1511:23)

All fields are mandatory unless otherwise specified.

Document Change/Amendment Indicator: | Change W

II Amendmert I

Conveyance Reference Number (CRN): 24712013-04-02-002

Complete all mandatary fields within the tabs balow.
(LR Tractor | Tra

Estimated Date of Arrival: (YY¥YYMMDD) 201320425 °

Estimated Time and Time Zone of Arrival: (hhimm) 01 00 Eastem |z| ¥
First Port of Arrival: 0211 - St. Stephen - Commercial or Select s Port w

Empty/Loaded Status: w

General |[RICTaT 0 BREET

Complate all mandstory fields within the tabs above.

Check for Emors | IREU bmit o the CBSAI

Erint/Download Document (POF, 3167KB) Cancel

Preferred Time Zone: Eastern

Figure 6-31 Trade Documents tab — Edit Submitted Highway Conveyance Document
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9. Alist of Conveyance Amendment Reasons will be displayed. Select the appropriate
reason (see Figure 6-32).

When submitting a post-arrival change, you must select only one reason

for amendment. The amendment reasons will be listed in order of priority.
@ When more than one reason applies to a single amendment, use only the
reason that is closest to the top of the available list.

eManifest Portal Canad'é'

Business Accounts My Profile

Home > Business Accounts > PORTAL 17 (2471)
Portal User(URN: PUD29479)
eManifest Portal Help and Support 02 | Log out

LEEELEE | Trade Documents | G LT Volol-2 13

Select Reason for the Amendment

Note: When submitting a post arrival change, you must select only one reason for the amendment. The amendments are listed in order
of priority. When more than one reason applies to a single amendment, use only the reason that is closest to the top of the list below.

Conveyance Amendment Reasons 1-6
Conv A d

Clerical error when keying conveyance data. (Code: 40)

Duplicate Highway Cargo Document {also known as a Cargo Control Document (CCD)), need to cancel one ? e.g. one
shipment, 2 Highway Cargo Documents with 2 different Cargo Control Numbers (CCNs) for the same shipment. To be used
when cargo is to be de-linked from the conveyance. If required, a request to then cancel the cargo must be provided on
aper. (Code 45)

Show Trade Document Shortcuts

ntire shipment not laden. To be used when cargo is to be de-linked from the conveyance. If required, a request to then
ancel the cargo must be provided on paper. (Code: 50)

‘Amendment not elsewhere specified. (Code: 60)
Change request delayed by client systems outage. (Code: 80)

Change request delayed by CBSA systems outage. (Code: 85)

Select ‘ Cancel |

Preferred Time Zone: Eastern

Figure 6-32 Trade Documents tab — Edit Submitted Highway Conveyance Document (Select Reason for the Amendment)
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10. A Resubmitted to the CBSA message will be displayed confirming that the Highway

Conveyance Document was successfully resubmitted.
11. Select OK (see Figure 6-33).

eManifest Portal Canadia

Business Accounts My Profile

Home 2 Business Acoounts » PORTAL 17

Fartal User{URN: FU
fural

LEEEE NPl | Trade Documents Lookups User Access

Resubmitted to the CBSA

Your Highway Conveyance Document has been resubmitted to the CESA.

Please note that since you have submitted a change to your original document, it is essential that you review the Status

History for this transaction in order to see important information reg g your

Conveyance Reference Number (CRN): 24712013-04-02-002
Submitted Date/Time: 2013-04-15 11:49

Show Trade Document Shortcuts

Note: An optional Lead Sheet is provided to you from the CBSA. You can access this Lead Sheet by salecting the
Print/Download Lead Sheet below. You must present either the eManifest Portal Lead Sheet or your own bar-coded document to
the Border Services Officer upon arrival in Canada.

Print/Download Lead Sheet (PDF, 885KB

Erint/Download Docurmnent (PDF, 3167KB

o]

N —

Preferred Time Zone: Eastern

Figure 6-33 Trade Documents tab — Resubmitted to the CBSA
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6.7 Cancelling a Submitted Document
This section outlines how to Cancel (or delete) a Submitted Document.
There is a specific sequence that must be followed when cancelling a Submitted

Document. The sequence depends on the status of the Trade Document, and whether it
is associated with another Trade Document.

The rules and sequence for cancelling (deleting) a Submitted Document are outlined in
the ECCRD — Chapter 7: Advance Commercial Information (ACl)/eManifest Highway
Portal.

The following example provides instructions for cancelling a Submitted Highway
Conveyance Document.

Start at: | Trade Documents tab.

1. From the Submitted Documents tab, select: All, Current and Highway
Conveyance Document from filter list (see Figure 6-22).

2. Select the Trade Document that you want to cancel from the list of available Trade
Documents (see Figure 6-22 — Iltem 11).

3. Select Cancel Submission... (see Figure 6-34).

eManifest Portal

Business Accounts My Profile

Home 3 Businass Accounts > PORTAL 17 (2471)
Portal User{URN: PUD25473)

=Manifest Portal Help and Support T | Log out

Messages Trade Documents Lookups User Access

View Submitted Highway Conveyance Document

Edit Document { Cancel Submission

Erint/Download Lead Sheet (PDF, 885KB)

Print/Download Document (PDF, 3167KB) < Back

Carrier Name: PORTAL 17
Carrier Code: 2471
Effective Status: Rejected ( 2013-03-28 08:54 )

Conveyance Reference Number (CRN): 247 1DRAFTCOMBINEDCRN

Show Trade Document Shortcuts

General Trailer

Estimated Date of Arrival: 2013-04-25

Estimated Time and Time Zone of Arrival: 01:00 Eastern
First Port of Arrival: St. Stephen - Commercial (0211)
Empty/Loaded Status: Loaded

General Trailer

Edit Document | Cancel Submission ‘

Erint/Download Lead Sheet (PDF, 885KB)

Print/Download Document (PDF, 31567KB < Back

pPreferred Time Zone: Eastern

Figure 6-34 Trade Documents tab — Submitted Highway Conveyance Document (Cancel Submission)

PROTECTION = SERVICE « INTEGRITY

93 of 147


http://www.cbsa-asfc.gc.ca/prog/manif/eccrdhi-deccerout-eng.html
http://www.cbsa-asfc.gc.ca/prog/manif/eccrdhi-deccerout-eng.html

@
4. Select Yes to confirm your action (see Figure 6-35).

Submitted Highway Conveyance Document

Edit Document | Cancel Submission...

Cancel Submission ®

Are you sure you want to cancel this Highway Conveyance Document submission?
jer Name: P Conveyance Reference Number (CRN): 247 1DRAFTCOMBINEDCRN
ier Code: 24
ctive Status:

rance Referg

sral | GO EES

ated Date of Arrival: 2013-04-25

Figure 6-35 Trade Documents tab — Cancel Submission

5. A Request to Cancel Submission Sent message will be displayed confirming that
the request to cancel the Highway Conveyance Document was sent to the CBSA.
6. Select OK.
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6.8 Printing/Downloading

The Print/Download option is available throughout the Trade Documents tab. It allows
the user to print or download (save) Trade Documents or Lead Sheets in PDF format.

Users are encouraged to place a copy of downloaded Trade Documents on their own
computer for record-keeping purposes.
6.8.1 Printing/Downloading a Trade Document

This section outlines how to open and print or download (save) a submitted Trade
Document.

Start at: | Trade Documents tab.

1. Select the Draft Documents tab or the Submitted Documents tab to find the Trade
Document you want to Print/Download.
2. Select the Trade Document you want to Print/Download (see Figure 6-36).

eManifest Portal Canada

Business Accounts My Profile

Home 3 Business Accounts » PORTAL 17 (2471)
Portal User(URN: PLUD25473)

eManifest Portal Help and Support jural | Log out

Messages JIRICHENGINEYNIEE] Lookups | User Access

Trade Document
Create Trade Document | Search Submitted Trade Documents

SN LN ] Draft Documents | Received Documents

Filter Submitted Documents list to view the following: | Al [=] | Cumert [=] | Highway Conveyance Document [«] | Refresn | @

Note: An " icon will be displayed if an update to a Trade Document has been rejected by the CBSA. An (‘ii icon will be displayed
if a Trade Document was received less than one (1) hour before the Estimated Time of Arrival (ETA).

Show Trade Document Shortcuts

Documents 1-3 of 3

Conveyance Reference Estimated Date/Time of Mumber of Associated . .
Number (CRN) Arrival CCNs Status Date/Time ¥ Effective Status
247 1DRAFTCOMBINEDCRN 2013.04-2501:00 1 2013-04-02 07:17 Cancelled

471123456789 ) Egslféfn“'zs 01:00 1 2013-03-28 09:40 Accepted

2013-04-25 01:00 . .
2471123456 Eastern 1 2013-03-28 08:40 Rejected

Customize ListTab |

Preferred Time Zone: Eastern

Figure 6-36 Trade Documents tab — Submitted Documents tab

3. Select Print/Download Document (see Figure 6-37).
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eManifest Portal Canadia

Business Accounts My Profile

Home 3 Business Accounts > PORTAL 17 (2471)
Portal User(URN: PUO2S479)

=Manifest Portal Help and Support. [ | Log out

[Pl | Trade Documents |[IEOTTR [ITETSo voe

View Submitted Highway Conveyance Document

Print/Download Lead Sheet (PDF., 885KB

Erint/Download Document (PDE, 3167KB] < Back

Carrier Name: PORTAL 17
Carrier Code: 2471
Effective Status: Accepted ( 2013-03-28 09:40 )

Show Trade Document Shortcuts

Conveyance Reference Number (CRN): 2471123456789

General Trailer

Estimated Date of Arrival: 2013-04-25

Estimated Time and Time Zone of Arrival: 01:00 Eastern
First Port of Arrival: St. Stephen - Commercial (0211)
Empty/Loaded Status: Loaded

General Trailer

Edit Document | Cancel Submission. ‘

Erint/Download Lead Sheet (PDF. 885KB)

Print/Download Document (PDF. 3167KB = Back

Preferred Time Zone: Eastern

Figure 6-37 Trade Documents tab — Submitted Highway Conveyance Document

4. Select Open if you want to print the Submitted Highway Conveyance Document (see
Figure 6-38). Proceed to step 6 if you want to Save the document.

— - E . | =
File Download
1

Do you want to open or sawve this file?

lﬁi: MName: 2471123456789.pdf
i Type: Adobe Acrobat Document, 541KB
From: apps-hol.cbsa-asfc.gc.ca

[ COpen ] ) Save ] [ Cancel ]

20
ZRM While files from the Intemet can be useful, some files can potentially
ham your computer. f you do not trust the source, do not open or
I save this file. What 's the rsk?
3-04 o

of Arrival: 01:00 Eastern

Figure 6-38 File Download

File Download (see Figure 6-38)
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o Opens a PDF document and allows the user to print or save
pen
the document.
Save Allows the user to save a copy of the document
Cancel Cancels the Print/Download request.

5. The Highway Conveyance Document will open in a PDF file format and will be
available to print (see Figures 6-39, 6-40 6-41).
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I L Canada Border Agence des services Highway Conveyance Document
Services Agency  frontaliers du Canada -
Document de moyen de transport routier

Conveyance Refersncs Numbsr - MUmaro de réfansncs ou moysn de transport
2471123456789
Carmler Name - Nom du fransporteur - Amandment Reason - Ralson pour modification :
PORTAL1T
Ext Date / Time of A ESzctive Stahus at Printng - St en vigaur & Aimpression : Db Time of Stabus - Dot &2 heare du shne :
Diabe o heeure d'arrivie prévues
2013-0<-35 0100 Easi=m Aroephed 2013-03-28 05440 Easiern
First Fort of Awmival - Fremier bureau darhee Comveyance Empty or Loaded - Moyen de transport wide ou changé
211 8¢ Stephen - Commencial [ Emotyide [] Loaded/Chamge
Tractor Information - Information sur ks tractewr :
Traotor Plate - Plague @immatriculation du tragteur © Traator identifier - identifosteur du Tacteur
Tracplate 1 Nova footla Carada
Tractor Beal Murmiben!s) - Muméro(s) du [des) sceauix du Facieur
Carge Exteplions Courier Low Value Shipment - Expédition de fable valeur Flying Trucks - Expéditions adrennes ransporides par camion
Exceptions dutet Instrument o Internatioral Trade - InsTUmer: pour = commence intmatioral Posti - Eoshies Emergency Repais - Reparatons durgenos
Traller 1 Infeamiation - Information sur ka remonque 1 -
Traller Plate - Plague d'immatrioulation de ka remorgue - Traller identifler - identifioateur de & remorgue -
traipiats] Nova Sootia Canada
Traler Seml Nurmben's) - NUMSm:s) du (des) scesu(r de |3 remamue
Cango Exceptions Courier Low Value Shipment — Expedion de taibie valeur Fiying Trucks — Expedisions adrennes Tansportes par camion
Excepiions du frek Instrument of Intermafional Trade — Instrument pour le commerte: Intematonal Fosial - Posiales Emergency Rapairs - Rdparations dupence
Caontalner lsantifiar - Identifoatsur du contensur ©
Conbainer Saal Murrbaris) - Mumdrols) du fdes) scesds) du conssneur
Carge Exteplions Courier Low Value Shipment — Expédiiion de falbie valeur Flying Trucks — Expsaitons adriennes ansportées par camion
Exceplions du fret Instrument of Infermaional Trade — Instrument pour e commerte intematonal Fosial - Postales Ememgency Repairs - Rtparalions dugence:

Canada 1

Figure 6-39 Highway Conveyance Document — Page 1
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I * Canada Border Agence des services
Services Agency  frontaliers du Canada

Highway Conveyance Document
Document de moyen de transport routier

Conveyance Reference Numbar - Numéro de réfrence du moysn de tranaport

2471123456785

Trallar 1 Information — information sur la ramorgus 1:

Traller Plade - Flague dimmatricuiation de la emorgue :

‘traipiated Mova Zootia Canada

Traller identifler - kdentifloateur do la remomue -

Traler Sesl Numbens) — Mumsns du (des) scesuly) de |3 remomue

Cange Exceptions
Excepsons du fret

Couner Low Value Shipment — Expéaition de falis vaewr

Instrument of Remational Trade — INSament poUr e ComMmEncE intemational

Fiying Tracks — EXp&Cions SETiennes. Fansporites par camion
Postal — Postaies Emergency Repairs - Rsparations durgence

Container |dantifier — ldeniiflaateur du conbenswr :

‘Container Exal Mumbern!s) — Numénos du [des) sceaur) du combeneur

Cango ENTEptions.
Excrptions ou fret :

Courer Low Value Shipmisnt — Expédition de fable vaer

Insinument of In=mational Trade — Instnument pour e commence inemational

Fiying Trucks — EXpA&Itions aériannes. Fansporiees ar camicn
Poestal — Postales Emerpency Repairs - REparatons furpenoe

Contalner santifisr — kdentifoataur du oontensur

Continer el Numbens) — NUMEMS i [085) SCEaUT) dU comensur

Cange Exceptions
Excepsons du fret

Couner Low Value Shipment — Expéaition de falbie vaewr

Instrument of Inemational Trade — INSnament poUr e ComPEnce intemational

Fiying Tracks — EXp&Ctions S&Tiennes. fansporises par camion
Postal — Postaies Emergency Repairs - Rsparations durgence

Contalner |santifisr — kdentifoateur du o0 nbensur -

‘Container Exal Mumbern!s) — Numénos du [des) sceaur) du combeneur

‘Cango Exteption:
Excepbions du fret :

Courier Low Value Enipment — Expédition de falie vaiewr

Instrument of IRemational Trade — Insirumen? pour e commence inemational

Fhying Trucks — Expéditions adriennes Fansporides par camion
Postal - Fostales Emergency Repairs - Réparations durpence

Contalner Idantifier — kdeniiflosbewr du oonbensur ©

‘Container Sani Mumibsns) — NUMENCS o (0e3) SCESUT) U Comensyr

‘Cango Exteption:
Excepbions du fret :

Courier Low Value Enipment — Expédition de falie vaiewr

Instrument of IRemational Trade — Insirumen? pour e commence inemational

Fhying Trucks — Expéditions adriennes Fansporides par camion
Postal - Fostales Emergency Repairs - Réparations durpence

Container |dantifier — ldeniiflaateur du conbenswr :

Container Sanl Numbens)

NUFEICS o (085 SCEaUT) 0U CoMmeEnswr

Cango ENTEptions.
Excrptions ou fret :

Courer Low Value Shipmisnt — Expédition de fable vaer

Insinument of In=mational Trade — Instnument pour e commence inemational

Fiying Trucks — EXpA&Itions aériannes. Fansporiees ar camicn
Poestal — Postales Emerpency Repairs - REparatons furpenoe

Canada

[}

Figure 6-40 Highway Conveyance Document — Page 2
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I * Canada Border Agence des services Highway Conveyance Document
Services Agency  frontaliers du Canada Document de moyen de transport routier

Conveyance Refersncs Number - NUmaro de refsrence du moyen de ransport

2471123456783

Carge Control Humbars - Huméros de contrile du fref
Carge Locatlon : Tractor - Emplacement du fret - Tractsur :
Tracpiate Mova Scotia Canada

Ccargo Location - Tralsr - Emplacement du frat : Remorqus -
traiplate1 Nova Socotla Canada

2471987654321

Carge Location © Container - Emplacemant du fret @ Contensur -

dl-l
Canada 3
Figure 6-41 Highway Conveyance Document — Page 3

6. To download (save) the Highway Conveyance Document on your computer, select
Save.
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6.8.2 Printing/Downloading a Lead Sheet
To print a Lead Sheet, follow steps 1 through 4 in section 6.8.1 of this Guide and select

Print/Download Lead Sheet instead of Print/Download Document (see Figure 6-37).

The Portal-generated Lead Sheet includes a machine-readable bar code of the
Conveyance Reference Number (CRN) as well as a list of all associated Cargo Control
Numbers (CCN) (see Figure 6-42).

The lead sheet is a document with a machine-readable bar code which
the carrier will be required to present at the First Port of Arrival (FPOA).
The information provided on this document assists the CBSA in
retrieving the advance commercial information you have submitted
through the Portal. The lead sheet should contain either a bar-coded
CRN, a bar-coded CCN with a handwritten CRN or a handwritten CRN if
@ an alternate bar-coded document is also being presented with the lead
sheet (e.g. PARS document with a bar-coded PARS number). The
CBSA recommends you print the Portal generated Lead Sheet once
your Highway Conveyance Document has reached Accepted Status.

If the carrier chooses to produce their own bar codes, see Memorandum
D3-1-1, available on the CBSA Web site, for bar code specifications.

The option to generate a Lead Sheet is only available after a Highway
Conveyance or Combined Highway Document is submitted to the CBSA.

This option is available on the following pages in the Portal:

e The confirmation message page when a Highway Conveyance or
Combined Highway Document is initially submitted to the CBSA (see

@ Figure 6-7).

e The confirmation page when a Highway Conveyance Document is
resubmitted to the CBSA, after a Change or Amendment is made to
the original Trade Document (see Figure 6-33).

¢ On the General tab of a Submitted Conveyance Trade Document
(see Figure 6-37).
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I * I Canada Border Agence des services
Services Agency  frontaliers du Canada

eManifest Portal Frerere i ko o TASFG
Lead Sheet

Portail du Manifeste électronique
Feuille maitresse

Conveyance Reference Number
Numéro de référence du moyen de transport - 2471123456789

2471123456789

Tractor Plate Tracplate1 Mova Scotia
Plague d'immatriculation du tracteur :

_ traiplate 1 Mowa Scotia
Trailer Plate(s)
Plague(s) d'immatriculation de la remorque :

Submitted - Transmis : 2013-04-02 0715

Cargo Control Number{s) (CCN}) — Numéro(s) de contrdle du fret (NCF) :

2471987654321

i+l
add 1
Figure 6-42 eManifest Portal Lead Sheet
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6.9 Received Documents

This section outlines the information in regards to Received Documents (Manifest
Forwards) sent on behalf of Trade Chain Partners.

o |tis the user’s responsibility to manage the Received Documents in his Business
Account.

6.9.1 What is a Received Document?

A Received Document is an electronic copy of a Trade Document submitted to the
CBSA, by a Trade Chain Partner, which has been sent to your client identifier. These
Received Documents are referred to as Manifest Forwards and are defined as electronic
notices that contain the data of a House bill submitted to the CBSA by a freight
forwarder.

6.9.2 Customizing the Received Documents List/Tab

You can change the number of documents displayed on the Received Documents list
with the Customize Received Documents List function.

@ By default, 10 documents are displayed on each Received Documents
page.
Start at: Trade Documents tab.

1. Select the Received Documents sub-tab and then Customize List/Tab (see Figure
6-43).

="

eManifest Portal

Business Accounts My Profile

Home » Business Accounts > PORTAL 17 (2471)
Portal User{URN: PU029479)

eManifest Portal Help and Support | Log out

LEETTEE | Trade Documents Lookups | User Access

Received Documents

Create Trade Document | Search Submitted Trade Documents

Received Documents

Search Received Documents

Draft Documents

Submitted Documents

No Documents

Cargo Control Number (CCN) Notice Type Date/Time of Notice Generation Action

Show Trade Document Shortcuts

Received Documents list is empty

Customize ListTab

Preferred Time Zone: Eastern

Figure 6-43 Received Documents Tab
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2. Under Customize Received Documents List, select the number (10, 25 or 50) of
documents you want to be displayed (see Figure 6-44).

(L1}

eManifest Portal Canada

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User(URN: PUD29479)

eManifest Portal Help and Support | Log out

Messages Trade Documents Lookups User Access

Customize List/Tab

Customize Received Documents Lig)

Number of items to display per page, [0 ]
25
50

Customize Trade Document Tab @ T —

Default Trade Document Sub-Tab AT
‘ Draft Documents

Received Documents
Default Submitted Documents List FilterigQ: | a)

Show Trade Document Shortcuts

S —

E| | Current EI | H\ghwayConveyanceW
@:ancel |

Preferred Time Zone: Eastern

Figure 6-44 Trade Document tab — Customized Received Documents

3. Select Save (see Figure 6-44).
4. Select OK to save your customized settings.

You can customize the Trade Document sub-tab default in the Trade Documents tab
with the Customize Trade Document Tab function.

By default, the Submitted Documents sub-tab will appear when selecting
@ the Trade Documents tab.

Start at: Trade Documents tab.

1. From the Received Documents sub-tab, select Customize List/Tab (see Figure 6-
43).

2. Under Customize Trade Document Tab, select the default sub-tab between:
Submitted Documents, Draft Documents and Received Documents (see Figure 6-
44).

3. Select Save (see Figure 6-44).

4. Select OK to save your customized settings.

You can customize the Submitted Documents list filtering default in the Trade
Documents tab with the Customize Trade Document Tab function.

Start at: Trade Documents tab.

1. From the Received Documents sub-tab, select Customize List/Tab (see Figure 6-
43).
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2. Under Customize Trade Document tab, select your default Submitted Documents
List filtering preferences by selecting the:

- Effective status (All, Rejected, Accepted, Reported, Updating..., Acquitted
and Cancelled);

- Status (Current or Historical); and,

- Trade Document type (Highway Conveyance Document and Highway Cargo
Document (see Figure 6-44).

3. Select Save (see Figure 6-44).
4. Select OK to save your customized settings.

6.10 Deleting a Received Document
This section outlines how to delete a Received Document.

The following example provides instructions for deleting a House bill Manifest Forward
(Received Document).

Start at: | Trade Documents tab.

1. Select the Received Documents sub-tab (see Figure 6-45).

eManifest Portal

Business Accounts My Profile
Home > Business Accoun ts » PORTAL FREIGHT FORWARDER 3 (8666)
Portal User(URN: PU029479)
eManifest Portal Help and Support | Log out
TPl [ Trade Documents | JIERETNE

Received Documents

Create Trade Dg - guiitted Trade Documents

Submitted Documents

2

g

T

S

&2

@

E

ents g

Documents 1-7 of 7 3

Cargo Control Number (CCN) Notice Tvpe Date/Time of Notice Generation v Action H

@

B002REPORTING-MARCH-26 MANIFEST FORWARD 2012-03-26 11:19 Delete B

=

B800ZREPORTING-2 MANIFEST FORWARD 2013-03-25 15:25 2

=

@
8002HE-MARCH23-10H31 MANIFEST FORWARD 2012-03-23 10:32 Delete
B8002TEST-LOGPASS MANIFEST FORWARD 2012-03-19 17:08 Delete
8002HB-MARCH19-8H16 MANIFEST FORWARD 2013-03-19 08:27 Delete
B666HBCMIDCHANGE MANIFEST FORWARD 2013-03-16 15:27 Delete
B8666MANIFESTEFORWARD10 MANIFEST FORWARD 2013-03-16 12:55 Delete

Customize ListTab

Preferred Time Zone: Eastern

Figure 6-45 Trade Document tab — Received Documents

2. Under the Action column, select Delete aligned to the CCN of the House bill Manifest
Forward you want to delete (see Figure 6-45).
3. Select Yes to confirm your action (see Figure 6-46).
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Delete Received Document x

Are you sure you want to permanently delete this Received Document?

Figure 6-46 Trade Document tab — Delete Received Document

4. Select OK to delete your Received Document.
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7.0 Lookups

This section outlines how to create, search for and delete a Lookup.

A Lookup is a Portal feature designed to save time by allowing both highway carrier and
freight forwarder Account Users to create and store frequently used information: Tractor,
Trailer, Shipper, Consignee, Notify Party, Delivery Address and Trade Documents for
highway carriers and Shipper, Consignee, Notify Party, Delivery Address, Consolidator,
SNP ID and Trade Documents for freight forwarders. A Lookup can be created when you
are working in a Trade Document, or within the Lookup tab.

For example, if you do business with the same Shipper on a regular basis, you can
create a Lookup and recall their information (name, address, postal code, phone
number, etc.) to avoid re-keying this information in future Trade Documents.

7.1 Types of Lookups

The Lookups tab contains multiple sub-tabs. Each sub-tab allows the Account User to
create a new Lookup, edit, delete or search for an existing Lookup and/or display a list of
previously created Lookups.

@ The Search Lookups option will not be available if Lookups have not been
created.

@ All users within a Business Account can create, view and use Lookups
created by any Account User within the Business Account.

Each Business Account is limited to a maximum of 1,000 Lookups for the

@ following types (i.e. Tractor, Trailer, Shipper, Consignee, Notify Party, Delivery
Address, Consolidator and SNP). The maximum limit for Trade Document

Lookups is 100.
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The following table outlines the mandatory fields within each of the five different Lookup

types.
Mandatory Highway Carrier Lookup Types
. Tractor Trailer Shipper Consignee Notify Party Delivery Trade
Fields
Address Document
Name v v 4 v v v v
Identifier v v
Plate Number v v
Province/State v v
Country v v v v v v
City v v v v
Street Address v v v v
Province/State 4 v v v
and Postal/Zip
Code (If Canada
or USA)
Mandatory Freight Forwarder Lookup Types
. Shipper | Consignee Notify Delivery Consolidator SNP Trade
Fields
Party Address Document

Name v v v v v v v
Street Address v v v v v
City v v v v v
Country v v v v v
Province/State v v v v v
and Postal/Zip
Code (If Canada
or USA)
Business Type v
Client Identifier v

@ All fields within each tab are mandatory unless otherwise indicated.

PROTECTION = SERVICE « INTEGRITY

108 of 147



eManifest Portal Canad'é'

Business Accounts My Profile

Home > Business Accounts » PORTAL 17 (2471)
Portal User(URN: PUD29479)
eManifest Portal Help and Support 2 | Log out

Messages | Trade Documents JEEGNINTEN] User Access

Lookups

Tractor | Trailer JLULIEEEEER] Trade Document

ELILBET] Consignee | Notify Party | Delivery Address

Create Shipper Lookup ) Search Shipper Lookups

Show Trade Document Shortcuts

Shipper Lookups 1-10of1

Name (Company/Person) & Address City Province/State
Shipping company no 1 123 Anywhere St St.Stephen New Brunswick

Preferred Time Zone: Eastern

Figure 7-1 Lookups tab

The Search Lookups option will only be available if Lookups have been
@ created. If there are no Lookups, only the Create Lookup option will be
available.
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7.2 Creating a Lookup

This section outlines how to create a Lookup.

A Lookup can be created within the Lookups tab (see Figure 7-1), or when working in a
Trade Document (see Figure 6-2, item 6).

7.21 Creating a Lookup from within the Lookups tab

Account Users can create Lookups for a Business Account before creating a Trade
Document.

The following example provides instructions for creating a Trailer Lookup. The same
process would be used to create any other Lookup (Tractor, Shipper, Consignee, Notify
Party, Delivery address, Consolidator, SNP or Trade Document) within the Lookups tab.

Start at: | Lookups tab.

1. Select the Trailer tab.
2. Select Create Trailer Lookup (see Figure 7-2).

1+l

eManifest Portal Canada

Business Accounts My Profile

Home 2 Business Accounts » PORTAL 17 (2471)
Portal User(URN: PUD29479)

eManifest Portal Help and Support =2 | Log out

L EEE N G T E LTSI T | Lookups User Access

Lookups

Tractor (QIEEY ' Addresses | Trade Document

Trailer Lookups 1-2 of 2

Show Trade Document Shortcuts

Trailer Plate

Trailer Lookup Name & Trailer Identifier Trailer Plate Province/State
look up 2 traiplatel Nova Scotia
trailerplatel Nova Scotia

Trailer look up 1

Preferred Time Zone: Eastern

Figure 7-2 Lookups tab — Trailer tab (Create Trailer Lookup)

3. Enter all mandatory information in the Lookup fields (see Figure 7-3).
4. Select Create (see Figure 7-3).
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eManifest Portal Canad'é'

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User(URN: PU029475)

eManifest Portal Help and Support =2 | Log out

Messages | Trade Documents [T User Access

Create Trailer Lookup

All fields are mandatory unless otherwise specified.

Trailer Lookup Name:  Portal User Trucking

Trailer Identifier (mandatory if available): L

Trailer Plate:  pyuT 123 w

Trailer Plate Country: | Canada @

Show Trade Document Shortcuts

Trailer Plate Province/State: | -] @

< Create ‘ ,)ancel |

Preferred Time Zone: Eastern

Figure 7-3 Lookups tab — Create Trailer Lookup

5. A Trailer Lookup Created message will be displayed confirming that the Lookup
has been created.
6. Select OK.

If the Lookup name that you entered already exists, a Lookup Name Already
Exists message will be displayed.

@ 1. Select Yes to confirm that you want to use the same name.
2. Trailer Lookup Created message will be displayed.
3. Select OK.

Once 1,000 Lookups have been created for this Lookup type, a Maximum
Lookup Limit Reached message will be displayed. You must delete an
@ existing Trailer Lookup before creating another.

1. Select OK.
2. Delete the Lookup that you no longer use.
3. Create a new Lookup.

7.2.2 Creating a Lookup when working in a Trade Document

Creating a Lookup while working in a Trade Document follows the same steps as
creating a Lookup within the Lookups tab. See section 6.3 of this Guide for details on
creating Trade Documents.
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The following example provides instructions for creating a Shipper Lookup. The same
process would be used to create any other Lookup type except a Trade Document

Lookup, see section 7.3.3 for instructions on creating a Trade Document Lookup when in
a Trade Document.

Start at: | Trade Documents tab.

Select Create Trade Document.

Select Highway Cargo Document.

Select Submit.

Enter the Trade Document information.

Select Addresses tab.

Enter data in all mandatory fields in the Shipper section.

Select Create a Shipper Lookup (See Figure 7-4).

A Shipper Lookup Created message will be displayed confirming that the Lookup has
been created.

NGO R LN =
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9. Select OK.

eManifest Portal Canada

BUSIneSs ACCOUNTS My Proflia

mifegt Perial Hols gmd

LES T | Trade Dooumants Lo-okups Lser Atcass

Create Highway Cargo Document ¥

oyrrizr Name: PORTAL 17
Carrber Code: 2471

Al fields are mandatory undess otherwise specified.

Carga Comoral Numbsr [OON): 2471 111237333 L

Camiplete il mandatary ghe tabs balow.
g N
General Ports Mdmsses I Aargo
Enter Shipper Infrmation below or | Select & Shipoer Lookun L]

mama [Compsmy PERSON): | ABC Shipping w

BAgdress Line 1: | 173 Ship St o
Addresz Lin= 2 [optional):

Agdrecs Line 3 [optianal):

SRy Otmawa
L]
Carmda

Prowince/State [Canada/ US4 locations only): B L

Country:

PostslZip Cods (Cansds/UISA loostlons anly): | ALA 141 w
Contact Information [optional)
First Mamea: w
Family Mame: L

Tal=phane Kumber: L

Use= the above information@  Creafe & Shipper Lookup s

Motiy Party Imandatore I Svaikape’

Daitvary Sddracs MMandatory i Deltvery Addrecs Iy JHeerent than Conglgnee Addracs

General Ports Addresses Cango

Compiete all mandatory fieids within the tabs abowe.

mmamr:l Saes and TonTinus SM:I'IZIFHMJ’.\:I’| Suiomik 10 e TESA
ErintDoniasd Dooyment IO0E, SoqoRy  |Cance]

Preferrad Time Zane: Esstern

Figure 7-4 Trade Documents tab — Addresses tab (Shipper section, Create a Shipper Lookup)

10. The Shipper Lookup is created and you can continue creating your Trade
Document.
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If the Lookup name that you entered already exists, a Lookup Name Already
Exists message will be displayed.

@ 1. Select Yes to confirm that you want to use the same name.
2. Shipper Lookup Created message will be displayed.
3. Select OK.

4. Select No to stop the Lookup name from being duplicated.

Once 1,000 Lookups have been created for the Lookup type, a Maximum
Lookup Limit Reached message will be displayed.

1. Select OK.
@ 2. The Shipper Lookup list will be displayed with the following message:
This Business Account has reached the limit of 1,000 Trailer
Lookups. You must delete an existing Shipper Lookup before creating
another.

7.2.3 Creating a Trade Document Lookup when submitting a Trade
Document

You are able to create a Trade Document Lookup when submitting a Trade Document.
You would use this function when you frequently send similar Trade Documents with the
same information.

Start at: | Trade Documents tab.

Select Create Trade Document.

Select Trade Document of choice.

Select Submit.

Enter the required information for your trade document submission (see section
6.3.1).

Select Submit to the CBSA.

Verify the information submitted is correct, select Yes if correct or No if any changes
are required.

Pob=

oo
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7. Select Use submitted Highway Document information to create Trade
Document Lookup (see Figure 7-5).

eManifest Portal C-anad'éi

Business Accounts My Profile

Home » Business Accounts > PORTAL 17 (2471)
Portal User(URN: PU023473)

eManifest Portal Help and Support ac | Log out

LEETTERY | Trade Documents Lookups | User Access

Submitted to the CBSA

Your Highway Conveyance Document has been submitted to the CBSA.

Conveyance Reference Number (CRN): 2471LOOKUPEXAMPLE
Submitted Date/Time: 2013-04-17 07:30
MNote: An optional Lead Sheet is provided to you from the CBSA. You can access this Lead Sheet by selecting the Print/Download Lead

Sheet below. You must present either the eManifest Portal Lead Sheet or your own bar-coded document to the Border Services Officer
upon arrival in Canada.

Show Trade Document Shortcuts

Print/Download Lead Sheet (PDF, 885KB)

Print/Download Document {PDF, 1034KB)

I Use submitted Highway Convevance Document information to create Trade Document Lookugl
Trade Document Lookup Name: | Lookup example| ICreate Lookup I @

o]

Preferred Time Zone: Eastern

Figure 7-5 Trade Documents tab — Create a Lookup from a submitted Trade Document

8. Enter a Lookup name.

9. Select Create Lookup (see figure 7-5).

10. A confirmation message will appear to let you know that a new Lookup has been
created.

11. Select OK.
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7.3 Searching for and using a Lookup
This section outlines how to search for and use Lookups.

Searching for a Lookup is useful in the following instances:
— using a Lookup in a Trade Document;
— updating the details of a Lookup; and/or
— deleting a Lookup.

You can search for a Lookup in the Lookups tab (see Figure 7-1), or when creating a
Trade Document (see Figure 6-2, item 5).

7.3.1 Searching for Lookups Criteria

The following table outlines the information fields that can be used to search all the
different Lookup types. For example, if you are looking for a Shipper Lookup, you can
filter and sort the existing list by: Name, City, or Province/State.

The Lookup search criteria do not have to be an exact spelling to the saved Lookup
name. For example, searching with letter “S” will return all Lookups starting with the

letter “S”.
Highway Carrier Lookup Types
Fields Tractor Trailer Shipper Consignee Notify Party Delivery
Address
Name v v v v v v
Identifier v 4
Plate Number v v
Province/State v v v v v v
City v v v v
Freight Forwarder Lookup Types
Fields Shipper Consignee Notify Party Delivery Consolidator SNP
Address

Name v v v v v v
Province/State v v 4 v v
City v v v v v
Number of SNP ID’s 4
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7.3.2 From the Lookups tab

The following example provides instructions on searching for a Consignee Lookup. The
process is the same to search any other Lookup (Tractor, Trailer, Shipper, Notify Party,
Delivery Address, Consolidator and SNP).

Start at: | Lookups tab.

Select the Addresses tab.

Select the Consignee sub-tab.

Select the Search Consignee Lookups field, enter the name of the Consignee
you want to find under “Search for:” (see Figure 7-6).

4. Select Search (see Figure 7-6).

wn =

eManifest Portal Canad'é'

Business Accounts My Profile

Home > Business Accounts » PORTAL 17 (2471)
Portal User(URN: PUD29479)

eManifest Portal Help and Support 2 | Log out

Messages | Trade Documents JEEGNINTEN] User Access

Search Consignee Lookups

Name (Company/Person) w
City

Province/State

Search Qr: d ’)
< Search ’ance\‘
N ——

Preferred Time Zone: Eastern

Search in:

Show Trade Document Shortcuts

Figure 7-6 Lookups tab — Search Consignee Lookups

5. The results of the search Consignee Lookups will be displayed.
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6. Select the appropriate Consignee Lookup from the available list (see Figure 7-7).
Should no similar company exist, you will be brought directly to the Consignee
Lookup Details page.

eManifest Portal Canad'é'

Business Accounts My Profile

Home » Business Accounts > PORTAL 17 (2471)
Portal User{URN: PUD23479)

eManifest Fortal Help and Support 02 | Log out

Messages | Trade Documents |EELINTER] User Access

Search Consignee Lookups
Search Criteria:

Name (Company/Person): c

Consignee Lookups 1-2 of 2

Show Trade Document Shortcuts

Name (Company/Person) & Address City Province /State
Consignee no 1 123 Nowhere St Ottawa New Brunswick
Consignee no 2 321 Everywhere St Ottawa Ontario

Mew Search | Modify Search ‘ Cancel |

Preferred Time Zone: Eastern

Figure 7-7 Lookups tab — Consignee Lookup Search Results

@ Selecting any of the underlined column headings will sort the list using the
information in that column.

@ The alpha/numeric characters available can be used to display any/all
Lookup Names starting with the selected letter or number.
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7.3.3 Using a Lookup While Working in a Trade Document

The following example provides instructions for using the Shipper Lookup while creating
a Combined Highway Document. The process is the same for using any other Lookup
(Tractor, Trailer, Consignee, Notify Party, Delivery Address, Consolidator and SNP) in
any of the following Trade Document types: Conveyance, Cargo, Combined or House
bill.

Start at: Trade Documents tab.

Select Create Trade Document.

Select Combined Highway Document.

Select the Addresses tab.

Select a Select a Shipper Lookup in the Shipper section to find a Lookup to use
within this Trade Document (see Figure 7-8).

PON =
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Messages Trade Doouments Lioodiupes Usar Ao

Al fleids are mandatory uniess otherwise spacified.

Comvevance Aaterence Numser [CAN): 2471 L
Carga Cantral Mumioer [OON): 2471 L

Camplst= all mandatory fi=ids within the tabs

Enter Shippar Information balowigr

hame [Campany Persan]: L

Address Line 1: w

Agaress Line 2 [opthanal):

Agdracs Line 3 [opthanal):

City: L]

= - W
SR — Salact Counkny — E
ProvinosState= [Canada/ US4 locatlons anly): N L

Fostal Tin Code [Canada/USE locatians anfy): L

Contact Information [optienal)

First hame: L
Family Mam=: L
Tedaphans kumiber: L

Us= the above information to | Creafe & Shipper Lookup L

¢ Imamndspore BFavalishis)

Dallvery Brdrees fandstars B Dallyery ddrecs e dfSsrant than Conplanss bddrees 3

Geneal Ports | Tractor | Traler |EEREIESSTEE Cargo

Campiste &l mandytory feids within the tabs above.

mmaml Sﬂenml SM“FHM_!’.\H' S 20 e TESA
Brint/Downiond Dooyment [BOF, 2000621 [= 0

Preferred Time Zona: Bastern

Figure 7-8 Trade Documents tab — Create Combined Highway Document (Select Shipper Lookup)

5. The Select a Shipper Lookup page will be displayed.
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6. Select the appropriate Lookup from the available list or use the Search Shipper
Lookups option (see Figure 7-9).

eManifest Portal Canad'éi

Business Accounts My Profile

Home > Business Accounts > PORTAL 17 (2471)
Portal User(URN: PUD29479)
eManifest Portal Help and Support = | Log out

LTI | Trade Documents | JJIGTIRIT N [ETET el F 13

Select a Shipper Lookup ?
Search Shipper Lookups

Shipper Lookups 1-2 of 2

A Address City Province /State
100 International Dr Montreal Quebec
Shipping company no 1 123 Anywhere St St.Stephen New Brunswick

Se\ect| Cancel ‘

Preferred Time Zone: Eastern

Figure 7-9 Trade Documents tab — Shipper Lookup Search Results
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7. The information from the selected Lookup will be displayed in the Shipper fields (see
Figure 7-10).

Canadi

Create Combined Highway Document ?

Carrier Mame: PORTAL 17
Canmar Code: 2471

All flelds are mandatory unless othe nlse spectiad.

Cameyance Raterence Mumber [DRN): 2471 L
Canga Cantral Number (OON): 2471 L
‘Campi=te all Mandatary fsids within the tabs Delaw.

Ganaral Ports | Tractor | Traller |ECLLIESS2 Cargo

Shupoer

Emter Shipper Iormatian balow o | Selecs a Shipper Lookun v
hame [Company/Persan): | Shippers Dnternstions w
Agdress Line 10 100 Dntarnatians] Dr L

Address Line 2 [aptional):

Address Line 3 [optional):

Tity: | Haontrest “

- " LT

Ea— ]

Prar ‘Etate [Ca VLS A locatians anly): L
=t I Y P B

Postal Zin Code [Cansds USA lacatians anfy):  ALla 141 L

Contact Information [optional]

First Mam.e: L
Samity Mame: wd
Tasephane Mumbar: v

Ls=thmatove Motmatonis  Crestem Siope Lok | W

jatity Earty Imandatore I vyt
Dalbvary Addrecs MMandatory I Dallvary Addracs ks dierant than Conglgnes fddrecs
Ganeral Ports | Tractor | Traner [ELLEEEER Cargo

Campiate sl MaNIALAry Nelis wWithin the tahs abave.

mem:w:l Smenml Sﬂl&ﬂ'ﬂFhmml Sulnemiiz 80 e CESA
Brink/Downioad Docymans [BDF, Z2000WEY | Camost

Pref=rred Time Zane: Eactern

Figure 7-10 Trade Documents tab — Shipper Information Populated by Selected Lookup
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7.3.4 Using a Trade Document Lookup to create a Trade Document

The following example provides instructions for using the Trade Document Lookup to
create a Combined Highway Document.

Start at: Trade Documents tab.

1. Select Create Trade Document.
2. Select Use Trade Document Lookup.
3. Select Submit (see Figure 7-11).

eManifest Portal Canad?!i

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User(URN: PUD29479)
eManifest Portal Help and Support = | Log out

LESTLE | Trade Documents | [ETTVEY [TET - Xelel=1

Create Trade Document

Note: You have space to save 98 Draft Trade Documents for this Business Account. w

Select the type of Trade Document you want to create: | Highway Conveyance Document
Highway Cargo Document
Combined Highway Document

Use Trade Document Lookup

Gy
—

Preferred Time Zone: Eastern

Figure 7-11 Use Trade Documents Lookup
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4. Select the Trade Document Lookup you would like to use and select Select (See
Figure 7-12).

eManifest Portal Canad'éi

Business Accounts My Profile

Home # Business Accounts * PORTAL 17 (2471)
Portal User{URN: PUD29473)

eManifest Portal Help and Support [ | Log out

Messages Trade Documents Lookups User Access

Create Trade Document

Use Trade Document Lookup

Filter your Trade Document Lookups list to view the following: | All Trade Document Lookups IZ‘ Refresh @

Show Trade Document Shortcuts

Trade Document Lookups 1 - 3 of 3

Select Trade Document L ookup Name & Document Type

@ Combined example Combined Highway Document
Convenyance look up 1 Highway Conveyance Document
1D look up Highway Conveyance Document

Preferred Time Zone: Eastern

Figure 7-12 Select Trade Documents Lookup

5. Enter the CRN, CCN, Estimated Date of Arrival and Estimated Time and Time
Zone of Arrival and any other missing mandatory elements (See Figure 7-13).

6. Select each of the tabs to verify that the information is complete and valid. Make
any changes needed (See Figure 7-13).

7. Select Submit to the CBSA (See Figure 7-13).
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eManifest Portal

Business Accounts My Profile

Home 3 Business Accounts x PORTAL 17 [

Camizr Nam=: PORTAL 17
Camizr Code: 2471

All fields are mandatory unless otherwise specified.

Comreyance Refer=nce Number {CRN): 2471 [

Carge Control Number (CCN) - 2471 W

Estimat=d Date of &mival: {YYMMDD) L

Estimat=d Time and Tim= Zone of Amival {hh:mm) E - E L

Is this a C5 ipment?

CSA Shipment: _ W
Yes

If y==, =nt=r the Busine=ss Number of the CS8 approved Import=r: L

Comsolidation Indicator: _ L

s

Ocman Bill of Lading {opticnal): w

Unique Consignmeant Refz=rence {UCR) Number {opticnal): L

Cargo Location: L

Check for Emors Sane andl Continue s.wea-nan_mer| SI.I:I'HI‘.'.\O‘PI&CBSA'

scument [PDF, OKE) Tl

Prefemed Time Zone: East=m

Figure 7-13 Use Trade Documents Lookup

7.4 Editing a Lookup
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This section outlines how to edit a previously created Lookup. To find a previously
created Lookup, refer to section 7.3 in this Guide.

The following example provides instructions for editing the Tractor Lookup. The process
is the same for any other Lookup (Trailer, Shipper, Consignee and Notify Party, Delivery
Address, SNP or Trade Document).

Start at: Lookups tab.

1. Select Tractor tab.
2. Select the Lookup you want to edit (see Figure 7-14).

eManifest Portal Canad'é'

Business Accounts My Profile

Home * Business Accounts » PORTAL 17 (2471)
Portal User{URN: PUD29473)

eManifest Portal Help and Support | Log out

Messages | Trade Documents |EELIRIT User Access

Lookups

licle @] Trailer | Addresses | Trade Document

Create Tractor Lookup | Search Tractor Lookups

Tractor Lookups 1-2 of 2

Show Trade Document Shortcuts

- Tractor Plate
Iractor Lookup Name ot e - i f
Tractor Lookup Name & Tractor Identifier Tractor Plate Province/State

Look up 1 Tractorplatel Nova Scotia
Look up 2 , Newplate Nova Scotia

Preferred Time Zone: Eastern

7\

Figure 7-14 Lookups tab — Tractor sub-tab

3. The Tractor Lookup Details page will be displayed.
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4. Select Edit (see Figure 7-15).

eManifest Portal

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User(URN: PUD29479)

eManifest Portal Help and Support | Leg out

Messages Trade Documents Lookups User Access

Tractor Lookup Details

Tractor Lookup Name: Look up 2

Tractor Identifier:

Tractor Plate: Newplate

Tractor Plate Province/State: Nova Scotia

Tractor Plate Country: Canada

Show Trade Document Shortcuts

@' Delete <<=Back

Preferred Time Zone: Eastern

Figure 7-15 Lookups tab — Tractor Lookup Details

5. Edit Tractor Lookup information and select Submit (see Figure 7-16).

@ Information edited within the Lookup will not be saved if the Cancel option is
selected.

eManifest Portal Canad"él'

Business Accounts My Profile

Home > Business Accounts » PORTAL 17 (2471)
Portal User(URN: PUD22478)

eManifest Portal Help and Support (2 | Log out

Messages | Trade Documents Lookups User ACCess

Edit Tractor Lookup

All fields are mandatory unless otherwise specified.

Tractor Lookup Name: ook up 2
Tractor Identifier (mandatory if available):

Tractor Plate: | Newplate 2 @

Tractor Plate Country: | Canada [=] @

Tractor Plate Province/State: I MNova Scotia EI L]

< Submit | C"Ice\ |
N ——

Preferred Time Zone: Eastern

Show Trade Document Shortcuts

Figure 7-16 Lookups tab — Edit Tractor Lookup

6. A Tractor Lookup Updated message will be displayed confirming that the Lookup
has been updated.
7. Select OK.
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7.5 Deleting a Lookup

This section provides instructions for deleting a previously created Lookup. To find a
previously saved Lookup, refer to section 7.4 in this Guide.

The following example provides instructions for deleting a Tractor Lookup. The process
is the same for any other Lookup (Trailer, Shipper, Consignee, Delivery Address, Notify
Party, Consolidator, SNP and Trade Documents).

Start at: Lookups tab.

1. Select Tractor tab.
2. Select the Lookup you want to delete (see Figure 7-14).
3. The Tractor Lookup Details page will be displayed.

(4]

eManifest Portal Canada

Business Accounts My Profile

Home » Business Accounts > PORTAL 17 (2471)
Pertal User{URN: PUD29479)

eManifest Portal Help and Support 08 | Log out

Messages Trade Documents Lookups User Access

Tractor Lookup Details

Tractor Lookup Name: Look up 2

Tractor Identifier:

Tractor Plate: Newplate

Tractor Plate Province/State: Nova Scotia

Tractor Plate Country: Canada

Show Trade Document Shortcuts

Edit << Back

Preferred Time Zone: Eastern

Figure 7-17 Lookups tab — Tractor Lookup Details

4. Select Delete (see Figure 7-17).

5. A Delete Tractor Lookup message will be displayed prompting you to confirm that
you want to delete the Lookup.

6. Select Yes to continue or No to cancel deleting the Lookup (see Figure 7-18).

Delete Tractor Lookup ®

Are you sure you want to permanently delete this Tractor Lookup?

Figure 7-18 Lookups tab — Delete Tractor Lookup
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8.0 Updating Profile Information

This section outlines how to update the Account User and Account Owner information.

Whenever there is a change to your personal information (i.e. name, telephone number,
e-mail address, etc.), you are required to make these changes in your My Profile.

You are responsible for keeping your Profile information up to date.

8.1 Updating User Account Profile Information
This section outlines the steps for updating your profile information.

Start at: eManifest Portal.

1. Select My Profile in the top menu bar (see Figure 8-1).

(L]

eManifest Portal C-anada

Business Accounts My Profile

Home » Business Accounts » PORTERE L/ (2471)
Portal User(URN: PUD29479)
eManifest Portal Help and Support =2 | Log out

LECGLETE | Trade Documents | IGTTTER) QRUETT - Velol-T 1

Trade Document

Create Trade Document | Search Submitted Trade Documents |
J Submitted Documents | ol i TolTTGTET o [CToETET W oTolel i) Tl e

Filter Submitted Documents list to view the following: |AII |Z| ‘ Current |Z| | Highway Conveyance DccumentE Refresh @

Note: an " icon will be displayed if an update to a Trade Document has been rejected by the CBSA. An Eﬂ icon will be
displayed if a Trade Document was received less than one (1) hour before the Estimated Time of Arrival (ETA).

Show Trade Document Shortcuts

Documents 1-3 of 3
Conveyance Reference Number Estimated Date/Time of Number of Associated

i M Status Date/Time Effective Status

CRN Arrival CCNs Status Date/Time ¥ Effective Status

2471DRAFTCOMBINEDCRN ZUIRFTS=25 (ST 1 2013-04-02 07:17 Cancelled
Eastern

2471123456789 2013-04-25 01:00 1 2013-03-28 09:40 Accepted
Eastern

2471123456 Eg;ﬁ;:"zs GES 1 2013-03-28 08:40 Rejected

Customize ListTab

Preferred Time Zone: Eastern

Figure 8-1 Updating Profile Information
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2. The My Profile page will be displayed.
3. Select Edit (see Figure 8-2).

eManifest Portal Canad'é'

Business Accounts My Profile

Home » My Profile

Portal User(URN: PU029473)
eManifest Portal Help and Support = | Log out

My Profile

User Reference Number (URN): PUD29479
w

Credential Provider: GC Key | Change Credential Provider...

Personal Information

First Name: Portal

Last Name: User

E-mail Address: portal_shared_secret_portail_secret_partage@cbsa-asfc.gc.ca
Telephone Number: 8135555555

Show Trade Document Shortcuts

Telephone Extension:

Preferred Time Zone: Eastern

Preferred Language of Correspondence: English -

Delete User Account

Preferred Time Zone: Eastern

Figure 8-2 My Profile - Edit
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4. Edit the information as needed.
5. Select Save to save the changes or Cancel saving the changes (see Figure 8-3).

eManifest Portal Canad'z'l'

Business Accounts My Profile

Home > My Profile

Portal User(URN: PUD29479)
eManifest Portal Help and Support [ | Log out

Edit My Profile

all fields are mandatory unless otherwise specified.

Note: Selecting a @ orflicon displays related help information in a new browser window.
First Name: Portal

Last Name: yUser

E-mail Address: portal_shared_secret_portail_secret_partage@cbsa-asfc.gc.ca

Re-type E-mail Address: portal_shared_secret_portail_secret_partage@cbsa-asfc.gc.ca

Show Trade Document Shortcuts

Telephone Number: §135555555

Telephone Extension {optional): 123

Preferred Time Zone: | Eastern E| @
Preferred Language of Correspondence: EnglishE| @

Preferred Time Zone: Eastern

Figure 8-3 Edit My Profile — Edit Profile Information

6. A My Profile Updated message will be displayed confirming that your profile has

been updated.
7. Select OK.

@ Updated profile information is displayed on My Profile page.

8.2 Deleting a User Account
This section outlines the steps to delete your User Account.

Start at: eManifest Portal.

1. Select My Profile in the top menu bar (see Figure 8-1).
2. The My Profile page will be displayed (see Figure 8-2).
3. Select Delete User Account...
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4. A User Account Deletion confirmation message will appear, select Yes (see Figure
8-4).

Delete User Account x

Are you sure you want to permanently delete your User Account?

You will no longer have access to the eManifest Portal and the following Business Accounts:
PORTAL 17(2471), PORTAL 18(5472), PORTAL FREIGHT FORWARDER 3(8666) P

Cres Do |

g

Figure 8-4 Edit My Profile — Delete User Account

5. A User Account Deleted page will be displayed confirming that your User Account
has been deleted.

6. An e-mail will be sent to the user’s e-mail address to confirm the User Account
deletion.
7. Select OK and your eManifest Portal session will end.
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9.0 Managing User Accounts

This section outlines how to edit the role of an Account User, and the steps to suspend
or remove Account Users associated with your Business Account.

Only Account Owners or Proxy Account Owners will be able to perform these
administrative functions.

9.1 Editing an Account User Role

This section outlines the steps to edit the role of an Account User associated with your
Business Account. To modify the Account Owner of a Business Account, the Business
Contact will need to contact the Technical Support Unit (TSU) by telephone, see the
eManifest Portal - Frequently Asked Questions (FAQs) addressed to your company type.
For more information on user roles, see section 2.5.4 of this Guide.

Start at: eManifest Portal.

—_

Select User Access tab (see Figure 9-1).

2. Alist of all Account Users will be displayed, including their assigned user role and
user status. The list of Account Users is sorted alphabetically by default.

3. Ifthe Account User you are looking for is not displayed, select the first letter of the
Account User’s family name to see a list of all Account Users whose family name
begins with the same letter.

4. Select the User (see Figure 9-1).

=1

eManifest Portal C-anada

Business Accounts My Profile

Home > Business Accounts » PORTAL 17 (2471)
Portal User(URN: PUD25479)

eManifest Portal Help and Support A | Log out

Messages | Trade Documents | Lookups (QIELTE.Xe«-T33

User Access

Add User

Users 1-20f2
Family Name & First Name URN User Role User Status

D John james JD411833 Account User Active
< User > Paortal PU029479 Account Owner Active

Preferred Time Zone: Eastem

Show Trade Document Shortcuts

Figure 9-1 User Access tab — User Access (Account Users)

5. Select Edit (see Figure 9-2).
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eManifest Portal Canad'z‘l'

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User(URN: PU02S479)
eManifest Portal Help and Support | Log out

Messages Trade Documents Lookups User Access

User Details

Family Name: Doe
First Name: John james
User Reference Number (URN): IJD411833

E-mail Address: portal_shared_secret-portail_secret_partage@cbsa-asfc.gc.ca

Show Trade Document Shortcuts

Telephone Number: 9999999999
Telephone Extension: 214

User Role And Status
User Role: Account User

User Status: Active

Remove ... | < Back ‘

Preferred Time Zone: Eastern

Figure 9-2 User Access tab — User Details (Edit)

6. Edit the Account User Role and/or the User Status (see Figure 9-3).
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7. Select Submit (see Figure 9-3).

eManifest Portal Canad'z’i

Business Accounts My Profile

Home » Business Accounts > PORTAL 17 (2471)
Portal User{URN: PUD29475)

eManifest Portal Help and Support a4 | Log out

Messages | Trade Documents | Lookups |RIECTS-Velel Y-

Edit User Role and Status

Doe, John james

User Role: | Account Browser @
Account User

Proxy Account Owner

Show Trade Document Shortcuts

User Status: vd
Suspended

Submit ancel

Preferred Time Zone: Eastern

Figure 9-3 User Access tab — Edit User Role

8. A User Profile Updated message will be displayed confirming the User Role and
Status has been updated.
9. Select OK.
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9.2 Suspending an Account User

This section outlines the steps to Suspend an Account User associated with your
Business Account.

Start at: | eManifest Portal.

1. Select User Access tab.
2. Select the User (see Figure 9-1).
3. Select Edit (see Figure 9-4).

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User{URN: PUDZ29473)
eManifest Portal Help and Support a2l | Log out

Messages | Trade Documents | Lookups User Access

User Details

Family Name: Doe

First Name: John james

User Reference Number (URN): JD411833

E-mail Address: portal_shared_secret-portail_secret_partage@chsa-asfc.gc.ca
Telephone Number: 9999999999

Telephone Extension: 214

User Role And Status
User Role: Account User

User Status: Active

Show Trade Document Shortcuts

Remove ... < Back

Preferred Time Zone: Eastern

Figure 9-4 User Access tab — User Details (Modify)
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4. Select Suspended as the User Status (see Figure 9-5).

eManifest Portal Canad'él'

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User(URN: PUD29479)

eManifest Portal Help and Support =2 | Log out

Messages | Trade Documents | Lookups User Access

Edit User Role and Status

Doe, John james

User Role: | Account Browser ¥
Account User

Proxy Account Qwner

User Stat e ¥
‘Susended )

Show Trade Document Shortcuts

< Submit }ncel |

Preferred Time Zone: Eastern

Figure 9-5 User Access tab — Edit User Role and Status (Suspend)

5. Select Submit (see Figure 9-5).

6. A User Profile Updated message will be displayed confirming the User Role and
Status has been updated.

7. Select OK.

8. The Account User role will be displayed as suspended (see Figure 9-6).

eManifest Portal

Business Accounts My Profile

Home » Business Accounts > PORTAL 17 (2471)
Portal User(URN: PU0Z29479)

eManifest Portal Help and Support. B | Log out

Messages | Trade Documents | Lookups |ETEECNCIEE]

User ACCess

Add User

Users 1 -2 of 2
Eamily Name a Eirst Name URN User Role —oimrae.

Doe John james JD411833 Proxy Account Owner Suspended

User Portal PUD29479 Account Owner

Show Trade Document Shortcuts

Preferred Time Zone: Eastern

Figure 9-6 User Access tab — Suspend User (User Role Suspended)
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9.3 Removing an Account User

This section outlines the steps to remove an Account User associated with your
Business Account.

Once an Account User has been removed from a Business Account, they will no longer
have access to the Business Account and their association with that Business Account
will be severed. The Account User’s own Portal profile will remain unchanged and the
user will still have access to other authorized business accounts.

Start at: | eManifest Portal.

1. Select User Access tab.
2. Select the User (see Figure 9-1).
3. Select Remove (see Figure 9-7).

eManifest Portal

Business Accounts My Profile

Home > Business Accounts > PORTAL 17 (2471)
Portal User(URN: PUD29473)

eManifest Portal Help and Support | Leg out

Messages Trade Documents Lookups User Access

User Details

Family Name: Doe

First Name: John james

User Reference Number (URN]): JD411833

E-mail Address: portal_shared_secret-portail_secret_partage@cbsa-asfc.gc.ca

Show Trade Document Shortcuts

Telephone Number: 9999999999
Telephone Extension: 214

User Role And Status
User Role: Proxy Account Owner

User Status: Suspended

Edit

‘ Remove ... ’ < Back |
> 4

g

Preferred Time Zone: Eastern

Figure 9-7 User Access tab — User Details (Remove)

4. A Remove User message will be displayed prompting you to confirm that you want to
remove the user (see Figure 9-8).
5. Select Yes to remove the Account User or No to cancel removing the Account User

(see Figure 9-8).
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Remove User 4

Are you sure you want to remove Doe, John james from Business Account PORTAL 177

Figure 9-8 User Access tab — User Details (Remove User)

6. The User Account is successfully removed and will no longer be displayed in the
User Access list (see Figure 9-9).

eManifest Portal Canadﬁ'

Business Accounts My Profile

Home » Business Accounts > PORTAL 17 (2471)
Portal User(URN: PU025479)

eManifest Portal Help and Support = | Log out

Messages | Trade Documents Lookups User Access

User Access

Add User

Users 1-10of1

Family Name & First Name URN User Role User Status
User Portal PU029479 Account Owner Active

Show Trade Document Shortcuts

Preferred Time Zone: Eastern

Figure 9-9 User Access tab — User Access (Account User Removed)
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10.0 Managing Business Accounts

This section outlines how to edit the Account Owner or Business Account Information
and how to delete the Business Account.

Only Account Owners will be able to perform these administrative functions.

10.1 Updating Business Account Information

This section outlines how to update the Account Owner and Business Account
information. All updates made to the Business Account information will be sent to the
CBSA to be verified before the information is updated in the Portal. You will receive an
e-mail when the updates have been processed by the CBSA.

10.1.1 Edit the Account Owner Information

Start at: eManifest Portal.

1. Select Business Accounts in the top menu bar.
2. Select Modify from the Action column next to the Business Account you want to
update (see Figure 10-1).

=1

eManifest Portal Canada

Business Accounts My Profile

Home » Business Accounts
Portal User(URN: PU023479)
eManifest Portal Help and Support = | Log out

Business Accounts ?
Create Business Account

Default log in Business Account: ‘ PORTAL 17 (2471) E Save | @

Business Accounts 1-3 of 3

Business Name & Client Identifier Business Type Role Action

PORTAL 17 2471 Bonded Highway Carrier Account Owner Modify

PORTAL 18 5472 Bonded Highway Carrier Account Owner

PORTAL FREIGHT FORWARDER 3 8666 Freight Forwarders Account User -

Preferred Time Zone: Eastern

Figure 10-1 Business Accounts — Updating Business Account Information

3. The Modify Business Account page will be displayed which will default to the
Account Owner Information page.
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4. Select Modify (see Figure 10-2).

eManifest Portal Canadi

Business Accounts My Profile

Home ? Business Accounts » PORTAL 18 (5472) Modify Busines:

Portal User(URN: PU029479)
eManifest Portal Help and Support 08 | Log out

Modify Business Account

J Account Owner Information |J:ITELTEEER OV I

First Name: Portal

Family Name: User

Account Owner Information

Position Title: Owner

E-mail Address: tracy.perkins@cbsa-asfc.gc.ca
Telephone Number: 6135555555

Telephone Extension:

Show Trade Document Shortcuts

Fax Number;

Address: Ottawa, Ontario
City: Ottawa

Country: Canada
Province/State: Ontario

Postal/Zip Code: AlA 1Al

.—

Delete Business Account ‘ < Back

Preferrad Time Zone: Eastern

Figure 10-2 Business Accounts — Account Owner Information tab
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5. Update the required information and select Save (see Figure 10-3).

eManifest Portal Canada

Business Accounts My Profile

Home 3 Business Accounts 3 PORTAL 18 (5472) Medify Business Account
Portal User{URN: PUDZS473)

eManifest Portal Help and Support @ | Log out

PORTAL 18 (5472)

Edit Account Owner Information

All fields are mandatory unless otherwise specified.
Position Title:  Owner

E-mail Address: tracy.perkins@cbsa-asfc.gc.ca
Re-type E-mail Address:  tracy.perkins@cbsa-asfc.gc.ca

Telephone Number: £135555555

Show Trade Document Shortcuts

Telephone Extension (optional):

Fax Number (optional):

Address: Dttawa, Ontario s

City: Ottawa

Country: | canada =

Province/State (Canada/USA locations only): | gniario [=l

Postal/Zip Code (Canada/USA locations only):  A1A 141

Save ancel |

Preferred Time Zone: Eastern
Figure 10-3 Business Accounts — Editing Account Owner Information

6. A confirmation message will appear, select OK.

10.1.2 Edit the Business Account Information

Start at: eManifest Portal.

—_

Select Business Accounts in the top menu bar.

2. Select Modify from the Action column next to the Business Account you want to
update (see Figure 10-1).

3. The Modify Business Account page will be displayed.

4. Select the Business Information tab (see Figure 10-4).
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eManifest Portal

Business Accounts My Profile

Home 3 Business Accounts » PORTAL 1B

2) Madify Business Acssunt

Portal User{URN: P

eManif==t Portal Help and Support

PORTAL 18(5472)

Modify Business Account

Account Owner Information Business Informa

Business Name: PORTAL 18
Client Identifier: 5472
Business Type: Bonded Highway Carrier

Business Information

Show Trade Document Shortcuts

Contact First Name: Portal

Contact Family name: User

Contact Telephone Number: 1224567890
Contact Telephone Extension:

Address | Telephone Number: 250 TREMBLAY RD
City: OTTAWA

Country: Canada

Province/State: Ontario

Postal/Zip Code: K1AOLS

Delete Business Account < Back

Preferred Time Zone: Eastern Wersion: 2013-03-27

Figure 10-4 Business Accounts — Request Business Account Update

5. Select Request Update.
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6. Update the required information and select Submit (see Figure 10-5).

Business Accounts My Profile

Home » Business Accounts » PORTAL 13 (5472) Modify Business Account
Portal User{URN: PU029479)

eManifest Portal Help and Support | Log out

Request Update to Business Information

2
3
Request Update to Business Information g
&
All fields are mandatory unless otherwise specified. 2
i &
Contact First Name:  portal «“ E
]
. g
Contact Family name:  User L 8
]
Contact Telephone Number: 1234567890 3
9
=
Contact Telephone Extension (optional): g
o
Address | Telephone Number: |250 TREMBLAY RD - &
City: OTTAWA
Country: | canada |z|
Province/State {Canada/USA locations only): | Ontario El
Postal/Zip Code {Canada/USA locations only):  K1AOLS
ancel

Preferred Time Zone: Eastern

Figure 10-5 Business Accounts — Request Business Account Update

7. A confirmation message will appear, select OK.

@ The Business Information Updates Submitted screen indicates that you will
receive an e-mail once your request has been processed.
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10.2 Setting a Default Business Account

This section outlines the steps for setting one Business Account as the default in cases
when you are managing several Business Accounts.

Start at: eManifest Portal.

1. Select Business Accounts (see Figure 10-6).

eManifest Portal Canad'éi

Business Accounts My Profile

Home » Business Accounts
Portal User(URN: PU02347%)

eManifest Portal Help and Support | Log out

Business Accounts ?

Create Business Account

Default log in Business Account: | PORTAL 17 (2471)
none

. PORTAL 17 (2471)

Business Accounts 1-3 of 3 PORTAL 18 [ 5472)

Business Name & PORTAL FREIGHT FORWARDER 3 (8666) [pe Role Action
PORTAL 17 2471 Bonded Highway Carrier Account Owner M
PORTAL 18 5472 Bonded Highway Carrier Account Owner M
PORTAL FREIGHT FORWARDER 2 8666 Freight Forwarders Account User

Preferred Time Zone: Eastern
Figure 10-6 Business Accounts — Default log in Business Account

2. Select the default Business Account from the drop-down list and select Save (see
Figure 10-6).

3. A Default Log In Preference Updated message will be displayed confirming the
default Business Account has been updated.

4. Select OK.
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10.3 Deleting a Business Account
This section outlines the steps to delete your Business Account.

Start at: | eManifest Portal Home page.

1. Select Modify under the Action column next to the Business Account you want to
delete (see Figure 10-7).

eManifest Portal Canad';'l'

Business Accounts My Profile

Home > Business Accounts
Portal User(URN: PU029473)

eManifest Portal Help and Support | Log out
Business Accounts ?
Create Business Account
Default log in Business Account: ‘ PORTAL 17 (2477) |Z| Save @
Business Accounts 1-3 of 3
Business Name & Client Identifier Business Type Role Action
PORTAL 17 2471 Bonded Highway Carrier Account Owner m
PORTAL 18 5472 Bonded Highway Carrier Account Owner M
PORTAL FREIGHT FORWARDER 3 8666 Freight Forwarders Account User =

Preferred Time Zone: Eastern

Figure 10-7 Business Accounts — Modifying a business account

2. The Modify Business Account page will be displayed.
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3. Select Delete Business Account...(see Figure 10-8)

(5]

eManifest Portal Canada

Business Accounts My Profile

Home > Business Accounts > PORTAL 17 (2471) Modify Business Account
Portal User(URN: PU029475)
eManifest Portal Help and Support 02 | Log out

Modify Business Account

| Account owner Information | [T g ot

First Name: Portal

Family Name: User

Account Owner Information

Position Title: Owner

E-mail Address: portal_shared_secret_portail_secret_partage@cbsa-asfc.gc.ca
Telephone Number: 6135555555

Show Trade Document Shortcuts

Telephone Extension:

Fax Number:

Address: Ottawa, Ontario
City: Ottawa

Country: Canada
Province/State: Ontario

Postal/Zip Code: Al1A 1A1

Edit

Glete Business Account !< Back

Preferred Time Zone: Eastern

Figure 10-8 Business Accounts — Deleting a business account

4. A Business Account Deletion confirmation message will appear, select Yes (see
Figure 10-9).

Delete Business Account x

Are you sure you want to delete business Account PORTAL 17 (2471) from the eManifest
Portal?

Mote: All users including yourself will no longer have access to this Business Account in the
eManifest Portal.

Figure 10-9 Business Accounts — Delete Business Account confirmation message

5. A Business Account Deleted page will be displayed confirming that your Business
Account has been deleted.

6. Select OK.

7. An e-mail will be sent to the Account Owner e-mail address provided to confirm the
Business Account deletion.
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