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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 Whatis 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:
¢ Highway carriers should refer to the: Electronic Commerce Client
Requirements Document (ECCRD) — Chapter 7: Advance Commercial
Information (ACIl)/eManifest Highway Portal.
e Freight forwarders should refer to the: Electronic Commerce Client
@ Requirements Document (ECCRD) — Chapter 8: Advance Commercial
Information (ACl)/eManifest Portal - House bills.

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.
o Firefox 34 and above (recommended).

For more information about the technical requirements for using the Portal, highway carriers
may refer to the ECCRD — Chapter 7: Advance Commercial Information (ACI)/eManifest
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®
Highway Portal and freight forwarders may refer to the ECCRD — Chapter 8: Advance

Commercial Information (ACl)/eManifest Portal - House bills 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
@ 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.

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

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

e The Technical Commercial Client Unit (TCCU) provides Electronic Data Interchange
(EDI) and Portal technical support by e-mail and telephone for air, marine, highway and
rail carriers, freight forwarders, importers, brokers and service providers.

Complete contact information is available in the eManifest section of the CBSA Web site.

PROTECTION « SERVICE « INTEGRITY

11 of 155


http://www.cbsa-asfc.gc.ca/prog/manif/eccrdhi-deccerout-eng.html
http://www.cbsa-asfc.gc.ca/prog/manif/eccrdhi-deccerout-chap8-eng.html
http://www.cbsa-asfc.gc.ca/prog/manif/eccrdhi-deccerout-chap8-eng.html
http://www.cbsa.gc.ca/prog/manif/contact-eng.html

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

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

7] 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 a Status. The ! symbol is displayed if:

1. Change, an Amendment or a Cancellation made to a 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.

2. Duplicate document number of the same document type has
been submitted, In order to use the duplicate document data, a
change to the document’s number will need to be done and
resubmitted.
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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).

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

« ECCRD - Chapter 8: Advance Commercial Information (ACl)/eManifest Portal - House
bills (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 N\
Before you start | Log in | Account set-up
(Sect 2.2) | (Sect 2.4) | (Sect 2.5)
® | _ |
Obtai Souliniy URN Request access
A [—credential-J» Rotalane o L »{ to Business

credential Accept Terms and User Account

Conditions Account

Portal User |
(User Account) |
+ T N\
Log in to |
Obtain a | credentialp Portal and Create
credential Accept Terms and l User Account
| Conditions
URN
family name
Py e-mail address
: - | | URN
Obtain Client
Account Owner Identifier | | Portal
Business Account; if required
( ) (it req ) Client Business
Identifier Create|BlanES Account Add users to
> Accorm Business
Account
Shared
Secret
Obtain Shared
Secret |

|
\ |

Figure 2-1 Getting set up in the Portal

|
|
|
| J

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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e
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.
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e
New companies
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
GCKey.

Enter your credential information.

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

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

Canadi

eManifest Portal

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

Terms and Conditions of Use

eMANIFEST PORTAL TERMS AND CONDITIONS

fum.] »

I. GEMERAL

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.

o hawve the rinht tn arcess and/nor to corract wonr nerennal information nnder the Privacy Act

‘ | Accept ’DDNDTAccept

e

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.

© ©
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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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1. Select Create User Account (see Figure 2-3).

eManifest Portal Canad'é'

Home
(URM: )
eManifest Portal Help and Support £= | Log out

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 Account| )
—— Transfer Sign-In 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 Canad'él'

Home » Create User Account
(URN: )
eManifest Portal Help and Support 31 | Log out

Create User Account

Enter Profile Information

All fields are mandatory unless otherwise specified.

Mote: Selecting a w or icon displays related help information in a new browser window.

First Name:

Family Name:

E-mail Address:

Re-type E-mail Address:
Telephone Mumber:

Telephone Extension {optional):

Preferred Time Zone: | — Select Time Zone —El L2

Preferred Language of Correspondence: English o
French

‘ Submit 'Z,‘ancel|

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

eManifest Portal Canadﬁ

Business Accounts My Profile

Home » User Account Created
Portal User{URN: PUD29479)
eManifest Portal Help and Support 3 | 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): PU029479
Creation Date/Time: 2013-03-09 13:538:30

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 = 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 & 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.

© o o | ©
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Subject: eManifest Portal User Account Created
Partal 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 unigue number which is associated with your User Account. You should
share your URN, email address and family name with other eManifest Portal users
wishing ta 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);
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).

eManifest Portal Canad'é'

Business Accounts My Profile
Home » Business Accounts

Portal User(URN: PUD29473)
eManifest Portal Help and Support = | Log out

Welcome Portal

e Business Accounts are) allows you to access the Business Account(s) you are permitted to use. If you are the authorized representative of your business
alere vou can sae®e a new Business Account(s).

The Wiew 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'ii

Business Accounts My Profile

Home » Business Accounts

Portal User(URN: PUD29479)
eManifest Portal Help and Support 5 | 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'éi

Business Accounts My Profile

Home » Business Accounts
Portal User{URN: PUD29479)
eManifest Portal Help and Support 13 | 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: 0

Business Type: | _ ggject Business Type —[=]

0 —

Cancel

Preferred Time Zone: Eastern

Shared Secret:

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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Business Accounts My Profile

Home » Businass Accounts » Create Business Accoent

Portal Usear{URN: PUO25473)

rzal Help ang Supgort €2 Log out

aManifest So

Create Business Account - Step 2 of 3

Enter Account Owner Information

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

Family Name: User
Account Owner Information
Position Title: Owner
E-mail Address: cbsacbsa.goca
Re-type E-mail Address! Ebsabcbs;‘gc_:d
Telephone Number: £13-555-5555
Telephone Extension (optional):

Fax Number (optional):

Address: | 123 Main 5t -
City:  Ottawa
Country: E

Province/State (Canada/USA locations only)s

Ortadio M|

Postal/Zip Code (Canada/USA locations only):  A1A 1AL

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).

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

eManifest Portal

Business Accounls My Profile

Hedma ¥ Busineid Ascountd ¥ Creats Business Azcsunt
Portal User{URN: PUOZS479

sMgnifagt Bostal Halp gnd Syppot B | Log out

Create Business Account - Step 3 of :

Review Business Information

Buginess Name: PORTAL 18
Chient Identifier: 5472
Business Type: 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

Contadt First Name: Portal

Contact Family name: User

Contact Telephone Number: 1234567890
Contact Telephone Extension:

Address | Telephone Number: 250 TREMBLAY RD
City: OTTAWA

ProvincefState: Ontario

Postal/Zip Code: K1ADLE

Country: Canada

Reguest Update

< Continue >

Preferred Time Zone: Eastem

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

Busmess Accounts My Profde

Heme > Dusiness Accounts » Butiness Accoont Created

Portsl User{UR

aManifeas Porsal Malp

Busin Account Cre 1

Your Business Account has been crested and iz now active. An e-mail has been sent to the address you provided 2o confierm your Business
Account creation

e .

) Sa s

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

Account Owner Information Business Information
First Na i Business Namae: AL 18
Family Name: User Client Identifier: 5472
Position Title: Owner Business Type! Carrier
E-mail Address: portel_shared_secret-portsl_secet_partage @chss-asfcgecs  Contact First Nama: Portal
Telephone Number: 613-3355-33533 Contact Family name: User
Telephone Extension; - Contact Telephone Number: 12343567890
Fax Number: - Contact Telephone Extension: -
Address: Ottawa, Ontaric Address | Telephone Number: 250 TREMBLAY
City: Ottawa a0

E City: OTTAWA
Province/State: Ontario

Postal/Zip Coder ALA 1AL
Country: Canada

Province/State! Ontario
Postal/Zip Code: K1AOLS
Postal/Zip Code: Canada

Sriot/Ronnioad Suainess Accoyunt information

1f you are the authorized representative of another business you can create an additional Business Account by selecting Create Another
Business Account

Craste Ancther Bussen Ascoust

1If you do not mant to create another Business Account at this time, oK.

Preferred Time Zone: Lastern

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).

Canadi

\..F:-;F"... -:"i P -.-a-.._-.

gManifast Portal Help and Sy Log ol

s Accounts

Creabs Business Actount

Default leg in Business Account: | nnne = P @

Business Accounts 1- 2 of 2
Business Name & Elient Tdentifier Busingss Typa Role Action
2471 Carrier Account Owner Uity

5472 Carrier Account Owner Modify

Prafarred Tima 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.

©

Subgect: eManifest Portal Busine:ss Account Created
Portal User,

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

Business Name: PORTAL 1B
Client Code; 5472
Business Type: Carrier

Creation DateTime: 2013-03-09 15:06:00 Eastern

For more information, please visit the eManifest Portal pages of the CBSA Web site at: httpy//chsa-asfo.ge.cafprogfmanif/portal- portail-eng, html

Thank ¥You

Note: Please do not reply to this emad, as this account is intended for outbound emails

onby,

Figure 2-14 Business Account confirmation e-mail
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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
unigque ability to register and update the Business Account.
The Account Owner has different access privileges
depending on their 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
Account Owner Portal; and view System Messages, Secondary Notices
(Manifest Forwards, Document Not on File notices) ,
Lookups and Useful Links in its associated Business
Account

Brokers and warehouse operators can view System
Messages, Secondary Notices (Manifest Forwards) ,
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
Proxy Account Owner | Messages, Secondary Notices (Manifest Forwards,
Document Not on File notices), Lookups and Useful Links
in the associated Business Account.

Brokers and warehouse operators can view System
Messages, Secondary Notices (Manifest Forwards), and
Useful Links in its associated Business Account.

The Account User is a user granted privileges by an
Account Owner or a Proxy Account Owner.
Account User
Highway carrier and freight forwarder Account Users are
granted the ability to view, create and edit Trade
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Documents, Lookups, Useful Links and view System
Messages, Secondary Notices (Manifest Forwards,
Document Not on File notices), Lookups and Useful Links
in the associated Business Account.

Brokers and warehouse operators can view System
Messages, Secondary Notices (Manifest Forwards), 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, Secondary Notices
(Manifest Forwards, Document Not on File notices), and
Useful Links in the associated Business Account.

Account Browser

Brokers and warehouse operators can view System
Messages, Secondary Notices (Manifest Forwards), and
Useful Links in its associated Business Account.

User statuses in the Portal:

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

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 role:

Account Proxy | Account | Account
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 Secondary Notice v v v v
Delete a Secondary Notice 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

» ) Profie

PORTAL 17 (2471)

m‘“l.(s‘n) sManfoal Poctal o a0d usoen <@ L
s Accoumts_Mam e 2 |

Create Bumress Aot

Default log in Business Account: | noww =  Sew w
Busness Accounts 1. 20f 2
Baniness Name & Choot Identfect Busincss Ives Bole Action
PORIAL 17 2471 Carrler Account Owner Modty
PORIAL 1S 5472 Carrier Account Owner Moty

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: PUD29479)
eManifest Portal Help and Support =2 | Log out

LEEEELEEE] Trade Documents | Lookups l User Access

n)
-
-
=1
=

Messages 2
W
-

Messages 1 - 10 of 145 12345Next> == 5

Subject Published ¥ g
=}

Testing for Rollback 2013-04-04 13:26 g

Test 123 2013-04-03 14:24 %
]

How to Apply for a Shared Secret 2013-03-26 08:55 S
2

Client support 2013-03-26 08:51 2
7]

Why vou should use the eManifest Portal 2013-03-26 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

PROTECTION « SERVICE « INTEGRITY

30 of 155



v

y ¢» 4

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

eManifest Portal Canad'él'

Business Accounts My Profile

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

eManifest Portal Help and Support 'm | Log out

Messages | Trade Documents L ookups User Access

User Access

Add User

Users 1-10of 1
Family Name & First Name URN User Role User Status
User Portal PUD29479 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'ii

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 |RUE=TE . Vala-F1

Add User - Step 1 of 2

All fields are mandatory.

User Reference Number (URN):  1D411833

Last Name: Doe

E-mail Address: | JD@cbsa.gc.ca

Show Trade Document Shortcuts

‘ Submit !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"él

Business Accounts My Profile

Home 2 Business Accounts ¥ PORTAL 17 (2471)
Portal User{URN: PUDZ29479)

eManifest Portal Help and Support @ | Log out

Messages Trade Documents | Lookups User Access

Add User - Step 2 of 2

All fields are mandatory.

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

First Name: John james

Show Trade Document Shortcuts

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

Select a user role for Doe, John James: | account Browser

AccountUser
Proxy Account Owner
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

Businéss Accounits My Profile |

Publizhed ¥

2013-05-07 14:37
20130507 14:38
2013-05-07 14:35

2013-05-07 14:33

Show Trade Document Shortcuts

2013-05-07 14:33
I0L2-05-07 14022
2013-05-07 14:32

2013-05-07 14:31

Process 2013-05-07 14:31

raszmes informstee 2003-0%-07 14:31

Useful Links ?

Coreate Usedul Link

Not=: ™ = indicat=s the link will op=n in a new Browser window.

Links 1-20of 2

Link Mame Action
Partoers in Protection [PIFS) & Moz
Geegle T !

Prefered Time Zone: Eastern

@ Versiom:  2013-04-25%
Terms and condRkns | Transparency *

About us Mevis Cantact 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).

L |

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 ‘g
Messages E
‘u:_‘
Messages 1- 10 of 149 12345 Next = == 5
Subject Published v E
How to Apply for a Shared Secret 2013-03-26 08:55 §
Client support 2013-03-26 08:51 %
Why you should use the eManifest Portal 2013-03-26 08:50 =
eManifest Portal Demonstrations. 2013-03-26 08:48 E
EDI Hotline 2013-03-26 08:47 il
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-D3-26 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 = =>

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
Print/Download ) )
2 or save the message. The PDF file opens in a new
Message .
browser window.

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 Canad'z'i

Business Accounts My Profile

LTI | Trade Documents | Lookups | User Access

System Message 1 of 149

Subject: How to Apply for a Shared Secret

Published: 2013-03-26 08:55
A Shared Secret is a temporary access code that a business requires to regster for the eManifest Portal the first time. It is issued
to businesses that request access to the Portal and have a valid CBSA-issued camer code, The Shared Secret is used to
authenticate and vakdate a highway carmer company when creating an eManifest Portal Business Account. Only the CBSA and the
authonzed representative of the company have access to thes mformation,

Please read the information below about how to apply for a Shared Secret. For questions about the Shared Secret application
process, please contact the eMansfest Help Desk at eManifest-manifestelectronique@cbsa-asfc.ge.ca,

@ Next Message >» @

@ Pnnt/Download Message (POF, 862x8)12 |<Backio Messages List @

Show Trade Document Shortcuts

Prefarred 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 0

Start at: Messages tab for the selected Business Account (see Figure 5-1).

PROTECTION « SERVICE * INTEGRITY

37 of 155



v

y ¢» 4

1. From the Link Name column, select the link that you want to open (see Figure 5-1).

eManifest Portal Canad!z‘l'

Business Accounts My Profile

Home 3 Busine=s Acoounts » FORTAL 1

=Manifast Fortal Help and Support

LEEEELEEE] Trade Documents Lookups User Access W
-]
| X}
Messages £
=]
&
Messages 1 - 10 of 142 1234S5Next> == f
- E
Subject Published ¥ E
How to Apply for & Shared Secrat 2013-03-26 08:55 B
=]
Client support 2013-03-26 08:51 =
o
Why you should use the eManifest Portal 2013-03-26 08:50 'g
=
=Manifest Partal Demaonstrations. 2013-03-26 08:48 ;
EDI Hotline 2013-03-26 08:47 ;
W
Transmitting Accurate eManifest Cargo Data 2013-03-26 08:47
Canada Border Services Agency’s eManifest reguirements 2013-03-26 08:46
Mew After Hours Support Process 20132-03-26 08:44
Error for missing shipper/consignee information 2013-03-26 08:43
eManifest Highway Extended Informed Compliance 2013-03-26 08:42

12345 Next> ==

Useful Links ¢
Craste Usaful Link

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

Links 1 -4 of 4
Link Name Action

Travel tips @

imes & -
Partnars in Protection (PIPS) &7 Modify

Preferrad 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).

4

Inf English P~
»

7.¢ Favorites { 5% @ Boardroom Schedules ¥, Environment ) Federal Government Of C... [Ej Google B+ Home Page - GEDS

f2 v B -~ ) #m v Pagev Safety~v Toolsv @~

Canada Border Services Agency
: www.cbsa.gc.ca

& L - - <6
|He|p lSearch |canada.gc.ca

Home > Travellers > Travel Tips
el Travel
Canadians and ! Tips
residents e p L

Commercial sector  Crossing the Border
Non-Canadians

s Whether you're returning home o lnfocus ]

visiting, an informed and prepared

By Type traveller crosses the border vith fewer

Programs and delays.
services
RS We understand that while travellers may

Publications and feel anxious when crossing the border,

forms the majority want to comply vith

About the CESA Canada's lavs and regulations. PR S Sowon« |3
Il Resorces The Canada Border Services Agency

A-Z index (CBSA) is committed to providing the

CBSA offices best possible service, which includes PP o] cc o

S TR e helpmrg youtl;r;‘owghatdt.o ne:‘pfgt :uhen

Enterprise Centre  YOU 2Tive at the Canadian border. A RRESs

What's new Iam a:

Job opportunities Resident Returning to Canada

o e e &

Done & Internet | Protected Mode: On o v ®|80% -

Border vait times @ =

Partners in Protection (PIPS) ®2 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)
Paortal User{lURN: PUDZ3473)
eManifest Portal Help and Support B2 | Log out

w

Messages Trade Documents Lookups User Access E

5

Messages 2

(]

a

Messages 1 - 10 of 149 12345 Next> => B

Subject Published ¥ E

- 2]

How to Apply for a Shared Secret 2013-02-26 08:55 g

Client support 2013-03-26 08:51 _g

)

Why yvou should use the eManifest Portal 2013-023-26 08:50 =

eManifest Portal Demonstrations. 2013-02-26 08:48 E

-=

EDI Hotline 2013-03-26 08:47 w
Transmitting Accurate eManifest Cargo Data 2013-03-26 08:47
Canada Border Services Agency’s eManifest reguirements 2013-03-26 08:46
New After Hours Support Process 2013-03-26 03:44
Error for missing shipper/consignee information 2013-03-26 08:43
eManifest Highway Extended Informed Compliance 2013-03-26 08:42

12245 Next> ==

Mote: T = indicates the link will cpen in 2 new browser window.
Links 1 -4 of4
Link Name Action

Canda Border Services Agency "#

Border wait times

Partners in Protection (PIPS) & Modify

Prefarred Time Zone: 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'{i

Business Accounts My Profile
Home » Business Accounts » PORTAL 17 (2471)
Portal User(URN: PUD23473)
eManifest Portal Help and Support = | Log out

LEEEELEEE] Trade Documents | Lookups | User Access

Create Useful Link ?

All fields are mandatory.

Link Name:

Address:

Create 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 Canadia

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (247 1)
Partal User(URN: PUOZ3473)

eManifest Portal Help and Support. B2 | Log out

UEEEEP el Trade Documents | Lookups | User Access

Messages

Messages 1-10 of 149 2245 Mast = ==
Subject Published ¥

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

Client support 2013-03-26 08:51

Why vou should use the eManifest Portal 2013-03-26 08:50
2013-03-26 08:48

eManifest Portal Demonstrations.
EDI Hotline 2013-03-26 08:47

Show Trade Document Shortcuts

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

Canada Border Services Agency’s eManifest reguirements 2013-03-26 08:46
2013-03-26 08:44

New After Hours Support Process

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

eManifest Highway Extended Informed Compliance 2013-03-26 08:42
12345 HNext> >>

Useful Links ?
Cresate Useful Link

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

Links 1-4 of 4
Link Name

Canda Border Services Agency %
Border wait times & =
Fartners in Protection (PIPS)

Preferred Time Zone: 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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Business Accounts My Profile

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

sManifest Portal Help and Support. B | Loa out

Messages Trade Documents User Access

Modify Useful Link

Link Name: Partners in Protection

Address: http:/fwww.cbsa-asfc.gc.ca/security - psemge / pip-pep/ menu-eng.html
@ Delete = Back

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.

Nog s

eManifest Portal Canad'é'

Business Accounts My Profile

Home > Business Accounts > PORTAL 17 (2471)
Fortal User(URN: PUOZS479)
t

eManifest Portal Help and Suppo | Log out

EEECLERE] Trade Documents | Lookups | user Access

All fields are mandatory.

Link Name: Partners in Protection {PIPS]|
Address:  http://www.cbsa-asfc.gc.ca/security-securite/pip-pep/menu-eng.html

‘ Save ’ Cancel

N

Rt
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: PU029473)

eManifest Portal Help and Support 0% | Log out

LEEELEER] Trade Documents | Lookups | User Access

Modify Useful Link

Link Name: Google

Address: http://www.google.ca

Ed -‘D = Back

Show Trade Document Shortcuts

Preferred Time Zone: Eastern

Terms and conditions | Transparency .'\ I ,'.

About us News Contact us Stay connected

Version: 2013-04-25

HEALTH TRAVEL SERVICE CANADA JOBS ECONOMY Canada gc.ca

healthycanadians.gc.ca travel.gc.ca senicecanada.gc.ca jobbank.gc.ca actionplan.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.

PROTECTION « SERVICE * INTEGRITY

44 of 155



e
A Oy
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, editing, and
cancelling 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
Portal - House bills.
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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 Canad4

Business Accounts My Profile

Home » Business Accounts » PORTAL 18 (5472) Test User{URN: TUO41568)
eManifest Portal Help and Support, ara) | Log out

Trade Documents

Trade Document

@ Create Trade Document | Search Submitted Trade Documents |@

| submitted Documents

Show Trade Document Shortcuts

Filter Submitted Documents list to view the following: |All [v][Cument |w][Highway Conveyance Document|v] = Refiesh | €@
MNote: An % Status Wamning icon will be displayed if an update to an existing version of a Trade Document has been rejected by the
CBSA, @

Documents 1-3of 3

Conveyance Reference Estimated Date/Time of Number of Associated Status Date/Time Status

Number (CRN) Arrival CCNs A -
547250976Y51ATPOE? 2016°-08-1723:39 1 2016-08-17 11:44  Accepted
5472CRNTESTCOMPLETE 2016-08-06 10:00 1 2016-08-05 12:50 Accepted_
5472CRNHELDTEST120160805 Eg;&—r{r}]&-[]ﬁ TeaLy 1 2016-08-05 11:40 Accepted_

Customize ListTab
Preferred Time Zone: Eastern
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.

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
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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 | Secondary Notices that have been sent to you by a Trade Chain Partner.
See section 6.9 of this Guide.

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 Secondary Notices 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 Notice Date/Time 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 Cal 1ada

Businesa Accounts My Profile

some 3 Business Accounts > PORTAL 17 (3471)

Forzar UzerfURN: PUOZSSTS)
P =L T - PPNt
Messages Trade Documents Lookups User Access

Create Combined Highway Document ?

Carrier Name=: PORTAL 17
Carrier Code: 2471

All fields are mandatory unless otherwise specified.
Comveyance R=f=r=rc= Numbe=r (CRN): 2471 SORTALUSER: e @
Carge Control Number (CCN): 2471 PORTALUSER2 “@

Complete all mandatory fisifs wilhin the tabs Seiow.

General Ports | Tractor | Trailer |EEEESSSNE] cargo @

Sripper

Enter Shipper Information below or | Select 3 Shipper Locks | W@ @

Nam= (Compary/Parson): «
ASCress Une % .

Acdress Lin= 2 (sptional):

acdress Line 3 (optional):

City: -

Countay: | — Selec: Coumy - = *®

Province/State (Canada/USA localions onty) Select ProvinceSwe [~ ®
Postal/Zip Code (Canada/USA localions oniy): | «

Contact Information (optional)

First Name o
Family Name- «

Telephone Number «

Us= the above information cmaaeaml.ampj « @

» Delivery &ggress (Margstosy i Delivery Sdgeess iz Sifferent than Corsioees Sagrmss )

General Ports Tractor Trailer Addresses Cargo

Compists =il mandstony fislds within the tabs sbovs.

@ @ C (o

Crecxmrerrors | | Sme = cominoe | Semmarhinimer | Swmmbmecssa |
@:.—‘.—uo:m—::: Decument (SDF, 2000KE m:@

Preferred Time Zone: Eastem

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
1 Document and Conveyance Reference Number (CRN)
Highway Conveyance

Document

Combined Highway
2 | Document and Cargo Control Number (CCN)
Highway Cargo Document

Trade Documents tab — Create Trade Document primary tabs

General

Ports

Tractor These are the primary tabs containing required data
Trailer necessary for creating Trade Documents.

Addresses

Cargo

Addresses tab — Fields

Shipper

Consighee . . .
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
available in other areas of the Portal. See section
7.0 of this Guide for details.

5 | Select a Shipper Lookup

Create the shipper data entered as a Lookup for
future use. The Create Lookup function is available
in other areas of the Portal. See section 7.0 of this
Guide for details.

6 | Create a Shipper Lookup
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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

Check for Errors

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
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.

Cancel

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

Save and Finish Later

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.

10

Submit to the CBSA

Transmits your Trade Document to the CBSA. The
document is automatically checked for input errors.
All errors must be corrected before the document
can be transmitted.

11

Save and Continue

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

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.

12

Print/Download Document

Access a PDF version of your Trade Document.
You can then print the document and/or save it in
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).

eManifest Portal Canads

Business Accounts My Profile

Home » Business Accounts » PORTAL 18 (5472) Test User(URN: TUD41588)
eManifest Portal Help and Support, s | Log out

Trade Documents

Trade Document

Create Trade Document | Search Submitted Trade Documents

e e ——

Note: An
CBSA. @

_I Submitted Documents |G el T T BTTol L TGl Tl el

Filter Submitted Documents list to view the following: [Al [w|[Curent [w][[Highway Conveyance Document|v| ~ Refresh &

Documents 1-3of 2

Show Trade Document Shortcuts

. Status Warmning icon will be displayed if an update to an existing version of a Trade Document has been rejected by the

Conveyance Reference Estimated Date/Time of MNumber of Associated Status Date/Time Status
Number (CRN) Arrival CCNs. v Status
547250076Y51ATPOE2 2016-08-1723:39 1 2016-08-17 11:44 Accepted.
5472CRNTESTCOMPLETE 2016-08-06 10:00 1 2016-08-05 12:50 Accepted.
5472CRNHELDTEST120160805 200 08-06 10:00 1 2016-08-05 11:40 Accepted.

Customize ListTab

Eastern

Preferred Time Zone: Eastern

Figure 6-3 Trade Documents tab — Create Trade Document
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2. From the selection box, select Combined Highway Document (see Figure 6-4).

3. Select Submit (see Figure 6-4).

eManifest Portal C-anad?éi

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

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 create: | Highway Conveyance Document w

Combined Highway Document

Use Trade Document Lookup

< Submit ’Cancel|

Preferred Time Zone: Eastern

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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eManifest Portal Canad:?i

Business Accounts My Profile

Home ¥ Business Sccounts » PORTAL 17 (2471)
Portal Us=r{URN: PUDZE47S)
mManifest Porial Help snd Support -E Loy ot

G | Trade Documents | JES05TLER TS gYLEH

Create Combined Highway Document

Carrier Mame: PORTAL 17
Carrier Code: 2471

All fields are mandatory unless otherwise specified.
Caonveyance Reference Number [CRM): 2471 L]
Cargo Control Mumber [CCN): 2471 W

Camplete all mandatery fields within the tabs below.

Cargo

Mote: You may enter up to 399 cargo,

‘ Enter Cargo Information ’
No Cargo

Number Cargo Quantity Cargo Description Edit Delate
Cargo list is empty

Special Instructions [mandatary if available): . ]

General | Ports | Tractor | Trailer | Addresses RIS

Complete all mandatory fields within the tabs above.

Check for Emors | Save and Continue | Save and Finish T | Submit to the CBSA

Erint/Download Document [POF, 2000KEB] | 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.

8. Select OK (see Figure 6-6).
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eManifest Portal

Business Accounts My Profile

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

eManifest Portal Help and Support A | Log out

LS | Trade Documents | IS EETETT o Volol 54

Submitted to the CBSA

Wument has been submitted to the CBSA as separate Highway Conveyance ang
ot

Conveyance Reference Number (CRN): 2471123456789 &
Cargo Control Number (CCN): 2471987654321
Submitted Date/Time: 2013-03-26 08:15

o Documents.

optional Lead Sheet is provided to you from the CBSA. You can access this Lead Sheet by selectmg the Prigske
Sheet belo nt either the eManifest Portal Lead Sheet or your own bar-coded dogiigs order Serwces Officer
upon arrlval 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

"o

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 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 7.2.3 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).

I+l

eManifest Portal Canada

Business Accounts My Profile

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

LS | 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 cr&a y—
g q
D—— e

Use Trade Document Lookup

‘ Submit kance\ |

Preferred Time Zone: Eastern

Figure 6-7 Trade Documents tab — Create Trade Document (Highway Cargo 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),
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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 Canadia

Business Accounts My Prafile

Home » Business Accounts » PORTAL

Portal Us=r{URN: PUOZE475)

=Marilest Portal Felp srd Suppart 8 | Log out

Messages Trade Documents Lookups User Access

Create Highway Cargo Document

Carrier Mame: PORTAL 17
Carrier Code: 2471

All fields are mandatory unless otherwise specified.

Cargo Centrol Number [CCN): 2471 w
Complete all mandatery fields withinthetabs below,
General Ports Addresses I Cargo '
Total Cargo Weight: — Select Unit of Measure — Izl @
Cargo

Mote: ¥ou may enter up te 999 cargo.

Enter Cargo Information
Mo Cargo

Number Cargo Quantity Cargo Description Edit Delete
Cargo list is empty

Special Instructions {mandatory if available): - W

General Ports Addresses JR&ETNN

Complete all mandatery fields within the tabs above.

Check for Emors | Save and Continue | Save 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 A | Log out

LEETTEE | Trade Documents Lookups | User Access

Submitted to the CBSA

pt
< Your Highway Cargo Document has been submitted to the CBSA. >

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

Print/Download Document (PDF. 1905KB)

Show Trade Document Shortcuts

Use submitted Highway Cargo Document information to create Trade Document lookup

o]

—

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 6.8.1 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 7.2.3 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 CRN 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)
Paortal User{URN: PUD29479)
eManifest Partal Help and Support B2 | Log out

Messages Trade Documents Lookups User Access

Create Trade Document

Mote: You hawve space to save 100 Draft Trade Documents for this Business Account. w

p—
Select the type of Trade Document you want to cre{ Highway Conveyance Document
Dlocument
Combined Highway Documen

Use Trade Document Lookup

e |

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 Canada

Business Accounts My Profile

Home  Business Accounts ¥ PORTAL 17 (247 1)
Portal User[URN: PUOZ29479)
eManifest 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 w

andatory fields within the tabs below.

General Trailer

Estittiated Date of Arrival: (YYYYMMDD) 20130425 “

Estimated Time and Time Zone of Arrival: (hh:mm) 1 BT Eastem |z| w

First Port of Arrival: 0211 - St. Stephen - Commercial or Selscts ot | %
Empty/Loaded Status: | Empty L2

General Tractor Trailer

Complete all mandatory fields within the tabs abowve.

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

Print/Download Document (FDF, 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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eManifest Portal

Business Accounts My Profile

Home 2 Business Sccounts 2 PORTAL 17 (2471)
Portal User{URN: PUDZ

=Manifest Portal Help and Support

LEEEEN T | 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 | Tractor |JREETES

Trailer information is mandatory if available. Ngta: You may enter up to 2 Trailers.

Select a Trailer Lookup |, (2]
Mo Trailers

Number Trailer Plate Number of Containers Edit Delete
Trailer list is empty

Enter Trailer Information | g

General | Tractor [[REETEN

Complete all mandatory fields within the tabs above.

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

Erint/Download Document (POF, 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).

eManifest Portal Canad'ii

Business Accounts My Profile

Home > Business Accounts > PORTAL 17 (2472

Portal User{UR

aManfest Podtal Help 300 Suppent

LTIl | Trade Documents |G ETET T Va1

Create Highw. cument

Trailer #1

All fields are mandatory unless otherwise specified.

Enter Trailer information below or = Salect 2 Trailer Lookup |, w

Trailer Lookup Name (mandatory if creating a Lookup): w
Trailer Identifier (mandatory if available): w

Trailer Plate: w

Trailer Plate Country: | — Select Country - E] @

Trailer Plate Province/State: . Sglect Py

ovince/State ~

Use the above information to Create Traier Lookup . v

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) apply.
Cargo Control Number(s) (CCNs)

Enter CCN(s) below or Select a CCN(s) | (if applicable).

List of Associated CCN(s): (If entering multiple CCNs, separate vith commas or select the Enter key after each
CCHN.)
: @

b Do Cargo Exception(s) apply?

Container(s)

Container information is mandatory if available. Note: You may enter up to S containers for trailer # 1.

Enter Container Information
No Containers
Number Container Identifier Edit Delete
Containers 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 Canadi

Business Accounts © My Profile

Home > Business Accounts » PORTAL 18 (5472)
Test User(URN: TUG41568)
eManifest Portal Help and Support. M# | Log out

Lt | Trade Documents | JESS AT

Select a CCN({s) which has been submitted to the CBSA but not yet associated with = Highway Conveyance Document.
Unassociated CCM(s) 1-2af 2
Select Cargo Control Number (CCN) & Consolidated Freight Status

S472EEE123455735 Yes Not Matched |
] 5472111123456783 Yes Not Matched

e

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 ( :fr.ll ]Eldlé.i

Businoos ACCOUNLE My FroTha

Hgemy » Bumngy bpppuoets » FOETAL §T (1471

Lookups | User Sccoss

Create Highway Conveyance Document

Tralar #1

ANTlRHKE are mandatorny uniess otharwise spacad.

Erter Tralier Ivnemation bk o | Belect 8 Trater Lo |. W

Traller Lookun hame [manastary Foreseing 5 Lok L
Trailar [damier [mancatary Favalasie]: -

Tramer Biave: L

Tratier Piate COuery: | _ goicet cocmtny — H -

Traflcr Plote ProvdoceyStote: | oo o -

WA TRE SBive cvnemgnian T Onesse Tealler Lodios w
Trallar Saal Kumber{s) [mandatony Favallabl=): (Yoo may add up bo 20, Hentering multinie Seal Mumbsers, sesarste with commas ar salact the Enter
by aftar a5cT Seml Mumbar. )
-
Traller #1 Cargs Information
Ifcarga ks oaces on Traller =1 e Carga Comonol Momoer[s) [DON] for tnese QOOOL MuSt oo loentified umiess Exoeptions] 2ooiy.
Cargo Control Mumbar(s) [CCMs)
Enter SOWE] SEsw OF | Belecs g SOME) | (e sE).

List of Assoctaesd OCNIS): (Itencering muripie CCNS, SEDSTATE WIER DOMUMES OF SEe0T the Enter key sfter sach OOH. )
-

Cargo Exception(s)

Bres T Surm Der ST CANOD(L] TRAT SR T BN Ty De O BeIeDTas (R aRDIINDE]

Coumier Lo Value Snipmment:
Inmtmsme of Intarmesions Tracs:
Azt

Fryung Trogks:

Emergency Aapairs:

Contalneris)
Taontalner Information ks mandstory Favallable. MNot=- You may amoer oo bo 5 contalness for traller 2 1.
Efvier Cotaing FESranies

Rz Cantainers

Containers Bt i ampty

Preferrad Teme Tona: Eattem

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 Canadf:fi

Business Accounts My Profile

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

eManifest Portal Help and Support A | Log out

TR | Trade Documents | JEGTT g ERVETT Vet 1

Submitted *< Il.. Cooa
Your Highway Conveyance Document has been submitted to the CBSA.
Conveyance Reference Number (CRN): 2471123456 5
Submitted Date/Time: 2013-03-28 08:40
NoTS @gpional Lead Sheet is provided to you from the CES&w®T can access this Lead Sheet by selecting the Print/Download Lead

Sheet below. You moeee —— mreet Porcal 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, 3167KB)

Use submitted Highway Conveyance Document information to create Trade Document Lookup

0

Preferred Time Zone: Eastemn

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
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
7.2.3 of this Guide).
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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

Business Accounts My Profile

Home » Business Accounts » PORTAL 18 (5472) Test User{URN: TU041568)

eManifest Portal Help and Support jural | Log out
Trade Documents

Trade Document

| Create Trade Document | Search Submitted Trade Documents

T Draft Documents .I Secondary Notices

MNote: You may save an additional 99 Draft Trade Documents for this Business Account.

Documents 1 -1 of 1

Show Trade Document Shortcuts

Document Number @ Document Type @ Saved Date/Time ¥ Action
5472CCNHELDIULYO7 Highway Cargo Document 2016-07-07 14:44 Delete |

Customize ListTab |

Preferred Time Zone: Eastern

Figure 6-17 Trade Documents tab — Draft Documents tab (Column Headings)

PROTECTION « SERVICE * INTEGRITY

66 of 155



-

y ¢» 4

Column Heading

Description

1 | Document Number

The CCN or CRN of the associated
document.

For a Combined Highway Document, this
column will display the CRN, if available.
If this data has not been provided in the
document, the carrier code will be
displayed.

2 | Document Type

Indicates the type of Draft Trade
Document:

e Combined Highway Document
e Highway Cargo Document
e Highway Conveyance Document

3 | Saved Date/Time

The date and time the Draft Trade
Document was saved.

4 | Action

Allows you to delete the Draft Trade
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).

eManifest Portal Canadi

Business Accounts

Home » Business Accounts » PORTAL 138 (5472}

Trade Documents

Trade Document

Submitted Documents |EiGlidililelcl] Secondary Notices

Note: You may save an additionzl 99 Draft Trade Documents for this Business Account.

Documents 1-10f 1

Document Number Document Type Saved Date/Time ¥ Action
¢ 5472CCNHELDIULYO7 Highway Cargo Document 2016-07-07 14:44 Delete

Customize ListTab |

My Profile

Test User{URMN: TU041568)
eManifest Portal Help and Support jural | Log out

| Create Trade Document | Search Submitted Trade Documents

Show Trade Document Shortcuts

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 Caj 1ad'51'

Business Accounts My Profile

Home » Business A

Portal Us=r{UR

gMani’est Portal Help aod Su

Messages |RIELEHLGUEINIIE] Lookups | User Access
Create Combined Highway Document 2

Carrier Name: PORTAL 17
Carrier Code: 2471

All fields are mandatory unless otherwise specified.
Convayance Reference Number (CRN): 2471 DRAFTCOMBINEDCRN w
Cargo Control Number (CCN): 2471 DRAFTCOMBINEDCNN @

Complete all mandatory fields within the tabs below.

[V FIM] Ports | Tractor | Trailer | Addresses | Cargo

Estimated Date of Arrival: (YYYYMMDD) 20 130425 ©

Estimated Time and Time Zone of Arrival (hh:mm) 1 : 00 ’ Eastem E] w

¥ Is this 3 CSA Shipment?

CSA Shipment: m w

Yes

If yes, enter the Business Number of the CSA approved Importer: v

Consolidation Indicator: m ¥
Yes

Ocean Bill of Lading (optional): w

Unique Consignment Reference (UCR) Number {optional): v

Cargo Location: ‘ Tractor w

| Container

[EIMl Ports | Tractor | Trailer | Addresses | Cargo

Complete all mandatory fizlds within the tabs abova.

Check for Errors SaveandContime? SaveananishLa

Print/Download Document (PDF, 2000k8)  [Cancel|

Preferred Time Zone: Eastern

Figure 6-19 Trade Documents tab — Combined Highway Document

PROTECTION « SERVICE * INTEGRITY

69 of 155



y ¢» 4

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).

eManifest Portal

Business Accounts My Profile

Home » Business Accounts » PORTAL 18 (5472) Test User(URN: TUO41568)
eManifest Portal Halp and Support ur | Log out

Trade Documents

Trade Document

| Create Trade Document | Search Submitted Trade Documents

Submitted Documents RGNl Secondary Notices

Note: You may save an additional 99 Draft Trade Documents for this Business Account.

Show Trade Document Shortcuts

Documents 1 -1 of 1
Document Number Document Type Saved Date/Time ¥ Action
5472CCNHELDIULYO7 Highway Cargo Document 2016-07-07 14:44 Delete

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).

PROTECTION « SERVICE * INTEGRITY

70 of 155



y ¢» 4

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

eManifest Portal

Business Accounts My Profile

Home » Business Accounts » PORTAL 18 (3472)

Trade Documents

Canadi

Test User{URN: TUD41558)

eManifest Portal Help and Support,

| Log out

Customize List/Tab

Customize Draft Documents List %
Number of items to display per page: FLEN
25

50

Customize Trade Document Tab @

Default Trade Document Sub-Tab: Bl
Draft Documents
| Secondary Notices

Save Cancel |

Default Submitted Documents List Filtering: |AII ﬂl Current ﬂlHighWEn-r Conveyance Document | |

Show Trade Document Shortcuts

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:

- Status (All, Accepted, Acquitted, Arrived, Authorized to Deliver, Cancelled,
Cargo Complete, Deconsolidated, Document Package Complete, Held for
CBSA, Matched, Not Matched, Rejected, Released, Reported or Updating...)

- Status (Current or Historical); and,

- Trade Document type (Highway Conveyance Document or 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 1000 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.

PROTECTION « SERVICE * INTEGRITY

72 of 155



®
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
Efrtil\gzlited Date/Time of v v v v
Number of Associated CCNs v v
Tractor Plate v v
Status Date/Time v v v v
Status v v v v
Consignee Name 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).

eManifest Portal Canadi

Business Accounts My Profile

Home » Business Accounts » PORTAL 18 (5472) Test User[URN: TUD41568) |
eManifest Portal Help and Suppore [ | Log out

L EEFTETN | Trade Documents | IEGTTTLIS

Trade Document

| Create Trade Document | Search Submitted Trade Documents | @

| submitted Documents
Highway Conveyance Document Refresh
Accepted Histonical Highway Cargo Document
Cancelled

MNote: An . Status Warning icon will be displayed if Rejected n existing version of a Trade Document has been rejected by the

cesa. @ Reparted
®

Filter Submitted Documents list to view the following:

Show Trade Document Shortcuts

Updating. .
Documents 1-3of 3 @ @

Conveyance Reference Estimated Date/Time of Number of Associated Status Date/Time Statu
Number (CRN) Arrival CCNs_ v =tatus
S547250976Y5S1ATPOEZ Eg:tse_r[rlf-ly 23208 1 2016-08-17 11:44  Accepted
S472CRNTESTCOMPLETE @ Eg:tse_r?js_us to:00 1 2015-08-05 12:50 Accepted_

2016-08-06 10:00
Eastern

1 2016-08-05 11:40 Accepted

Customize ListTab |@

Preferred Time Zone: Eastern

Figure 6-22 Trade Documents tab — Submitted Documents tab (Highway Conveyance Documents)
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Documents 11 - 14 of 14 @

Cargo Control Number (CCN)

3472CCNHELDTEST120160805

5472CNHELDIULYO7?
5472CCNHELDIULYOT

347250584HIGHWAYIULYDSA

Customize ListTab

Consignee Name

Consignee Name

Consignee Name

Consignee Name

CONSIGNEE NAME

Estimated Date /Time of

Arrival
2016-08-06 10:00
Eastern

2016-07-08 10:00
Eastern

2016-07-08 10:00
Eastern

2016-07-05 23:59
Eastern

Status Date/Time
v

2016-08-05 11:40

2016-07-07 14:38

2016-07-07 14:25

2016-07-05 10:26

Status @

Held for CBSA
Cargo Complete
Amved

Cargoe Complete

=< _< Previous

12

Preferred Time Zone: Eastern

Figure 6-23 Trade Documents tab — Submitted Documents tab (Highway Cargo Documents)
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Search Submitted
Trade Documents

Allows you to search for a specific previously-submitted
Trade Document. See section 6.5.3 of this Guide for
detailed procedures.

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

Status

The Status represents the latest status of the Trade

(Cargo/House bhill
Documents only)

Document.
. Al All submitted Trade Documents Statuses will be
displayed.
e Accented Indicates a Trade Document has passed validation
P checks and has been accepted by the CBSA.
_ Indicates goods are no longer controlled by a
e Acquitted

Highway Cargo Document (for highway carriers).

Indicates goods are no longer controlled by a House
bill (for freight forwarders).

e Arrived
(Cargo/House bhill
Documents only)

Indicates the client’s Cargo has arrived at its Port of
Destination (for highway carriers).

Indicates that the client’s House bill has arrived at its
Port of Destination (for freight forwarders).

e Authorized to
Deliver (Cargo
Documents only)

Indicates the CSA goods can be delivered to the
intended recipient.

e Cancelled

Indicates a Trade Document submission has been
cancelled by the client or internally by the CBSA.

e Cargo Complete
(Cargo/House bhill
Documents only)

Indicates a non-consolidated Primary Cargo
Document has been transmitted to the CBSA and
Accepted. If consolidated, it indicates that all of the
related secondary cargo (i.e. House bills) has been
transmitted as well.

e Deconsolidated
(Cargo/House bill
Documents only)

Indicates that the CBSA has authorized the transfer
of Cargo Control from a consolidated shipment to the
related secondary House bills that were submitted to
CBSA.

e Document

(Cargo/House bhill
Documents only)

Package Complete | Indicates all shipments described by a Cargo

Document are linked to a pre-arrival Release.
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e Held for CBSA
(Cargo/House bill
Documents only)

Indicates the cargo is being held for further
determination/processing and cannot be released.

e Matched
(Cargo/House bill
Documents only)

Indicates a specific Trade Document is linked to a
related Trade Document (for highway carriers).

Indicates a Close Message is linked to one or more
House bills (for freight forwarders).

e Not Matched
(Cargo/House bill
Documents only)

Indicates either no links to a related Trade Document
have been established, or a document that has
previously been Matched to another document
becomes unlinked through a change or cancellation
(for highway carriers).

Indicates a House bill has no links to a Close
Message (for freight forwarders).

¢ Rejected

Indicates a Trade Document has been rejected by the
CBSA and the rejection reason(s) is provided.

e Released
(Cargo/House hill
Documents only)

Indicates when goods have been authorized to be
removed from the CBSA office, a sufferance
warehouse, or a bonded warehouse for use in
Canada.

e Reported

Indicates a Highway Conveyance Document and
associated Highway Cargo Document(s), if
applicable, have reported at First Canadian Port of
Arrival as per the requirements of Section 12(1) of the
Customs Act (for highway carriers).

Indicates goods declared on the House bill have
reported at the First Canadian Port of Arrival as per
the requirements of Section 12(1) of the Customs Act
(for freight forwarders).

e Updating...

Indicates a Trade Document submitted to the CBSA
using the Portal is being processed.

Current

Submitted Trade Documents remain on the Current
list for 24 hours after reaching a final Status.

After the 24-hour period, the Trade Documents are
moved to the Historical Documents list.

Historical

Trade Documents remain on the Historical list for
approximately 60 days and are then removed. Once
removed from the Historical list, Trade Documents
may be found using the Search Submitted
Documents feature..

Highway Conveyance
Document

Only Highway Conveyance Documents will be
displayed in the list.
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Highway Cargo Only Highway Cargo Documents will be displayed in
Document the list.
5 | Refresh Selecting R_efresh generates a_md produces the
requested filtered documents list.
Highway Conveyance Documents List (see Figure 6-22)
Column Headings Description
Conveyance . . .
6 | Reference Number ggléaucrtrzré%;[he CRN from the list will open the Trade
(CRN) '
7 Estimated Date/Time | The estimated date and time the conveyance will arrive
of Arrival at the border.
3 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 | 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 1000 Trade Documents for each
document type can be displayed in the list.
, : Allows you to customize the look of the page. See
12 | Customize List/Tab section 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.
15 Estimated Date/Time | The estimated date/time of arrival when the specified
of Arrival goods will first arrive in Canada.
16 | Status Date/Time The date and time the Trade Document was submitted.
17 | Status Displays the status of the Trade Document.
Displays the list of Trade Documents available for the
18 T_rade Documents selections.
List Note: A maximum of 1000 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.

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 the
original Trade Document Submission or to Changes, Amendments or
Cancellations to Highway Cargo or Highway Conveyance Documents. It
means that a Carrier submission has not passed business validation checks
performed by the CBSA system and that the Trade Document Submission is
currently rejected by the CBSA system. If a Trade Document Submission is

rejected and the ¥ symbol is displayed, a Change or an Amendment must
be made to that document and resubmitted to the CBSA. When a Change,

Amendment or Cancel of a Trade Document is rejected and the ¥ symbol
is displayed, if the previous version of the Trade Document was accepted it
remains in the CBSA system until such time as the carrier resubmits the
Trade Document Change, Amendment or Cancel again and passes the
CBSA system’s business validation rules. If there is no accepted version, it
will need to be updated until it passes the CBSA system business validation
rules.

If a duplicate document number has been submitted, the <** symbol will be
displayed on the submitted list. In order to use the duplicate document data,
a change to the document’s CCN or CRN will need to be done and
resubmitted.

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 Submission 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.

6.5.2.1 Status History
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®
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 Status of a Submitted Trade
Document (see Figure 6-23, item 17).

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 18 (5472) Test User{URN: TUD41558) |
eManifest Portal Help and Support r | Log out

Trade Documents

Status History

Conveyance Reference Number (CRN): 547250976Y51ATPOE2
Daocument Type: Highway Conveyance Document
Carrier Name: PORTAL 18

Carrier Code: 5472 @
Status: Accepted ( 2016-08-17 11:44)

Show Trade Document Shortcuts

Status History 1 - 2
Date/Time ¥ Status Message

This Conveyance Document has been

2016-08-17 11:44 Accepted accepted by the CBSA.
. ) This Conveyance Document has been
2016-08-17 11:44 Submitted @ submitted to the CESA.

Status History Details

Top Of List @

Date/Time: 2016-08-17 11:44
Status: Accepted
Message: This Conveyance Document has been accepted by the CBSA.

Preferred Time Zone: Eastern

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

Description

Trade Document
Information

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

Type of document (Cargo or Conveyance);

Carrier Name;

Carrier Code; and

Status

2 | Status History

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.

Status History

Details of the selected document status will be displayed in
Status History Details, including any Trade messages

Status History

3 Details associated with the document. This allows the user to view
the reason(s) a document has been rejected.
Print/D load To Print/Download the Status History, see section 6.8 of this
4 rint’Downloa Guide. The Print/Download process is the same for all

available reports in the Portal.

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

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

the Portal.

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 downloads 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
(ACh/eManifest Highway Portal (for highway carriers).

It is your responsibility to save a copy of the Section 12(1) Report for audit

@ purposes. 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.
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You will be able to print and download the Section 12(1) Report by viewing the
Submitted Highway Conveyance Document after the conveyance has arrived (see

Figure 6-25).

eManifest Portal

Business Accounts My Profile

Home » Business Accounts » North Pole Carmier (zz32)

L Tl Trade Documents T gl g Ve e =2

Canadi

Test User (URN: TUL23456)
eManifest Portal Help and Support £ | Log out

Submitted Highway Conveyance Document

Edit Document

Cancel Submission

Pront/Download Lead Sheet (Select to view PDF size)

Print/Download Document (Select to view PDF siza)

007-04-30 02:34)
bow Bridge (0125)

= Back

General |JIgT=C IR

Print/Download Section 12(1) Report (Select to vigw PD
Conveyance Reference Number (CRN): ZZZZ875 I S i

Estimated Date of Armival: 2007-04-30

Estimated Time and Time Zone of Arrival: 05:45 Eastern
First Port of Arrival: Rainbow Bridge (0125)
Empty/Loaded Status: Loaded

Tractor | Trailer

General

Edit Document | Cancel Submission
1aw PDFE si

Print/Dawnl h {

Print/Download Document [Salect to view PDF size) < Back

Siw Trade Document Shortouts

Preferred Time Zone: Mountain

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

du Canada . N
Declarationvisee a I'article 12{1)

Comreyance Reference Humber - Numéro de réfdrance du moyen de trancport :

A RAE

‘Carrier Mame - Hom du francporisur Fo of Fepod — Bwean de declamion DateTime of Repod -Date ef hewe de la déclamion
"orkll IT Blue Water Eddge — Commencal (0440) DWTOEIT LT EDT

Cago Confmod Momibenis) (00N — Nomdmds) de conipile du fmi NCF)

T4 TIOE04-I0 1 4002

Canada 1

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.

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

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).

N

[ hd ]

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

Search Submitted Trade Documents

Show Trade Document Shortcuts

( Search 9ncel|
S —

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 18 (5472) Test User[URN: TUD413588)
eManifest Portal Help and Support = | Leg out

[ [T+ T | Trade Documents | IS

View Submitted Highway Conveyance Document

Edit Document Cancel Submission... |

Print/Download Lead Sheet (Select to view PDF size)

Print/Download Document {Select to view PDF size) < Back

Carrier Name: PORTAL 18
Carrier Code: 5472
Status: Accepted ( 2016-08-17 11:44 )

Conveyance Reference Number (CRNEF547250976Y51ATPOE2

General |Qicl=cll RICTES

Show Trade Document Shortcuts

Estimated Date of Arrival: 2016-08-17

Estimated Time and Time Zone of Arrival: 23:59 Eastern
First Port of Arrival: Miagara Falls (0427)

Empty/Loaded Status: Loaded

General |JLcl=oll TS

Edit Document | Cancel Submission... |

Print/Download Lead Sheet (Select to view PDF size)

- . (s iew PDF size) < 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.

If the Trade Document is found in archived status, the details will not be
(D available for viewing in the Portal. If you require a copy, contact the
CBSA’s Technical Commercial Client Unit (TCCU).
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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).

o ApwN
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eManifest Portal

Business Accounts My Profile
Test User{URN: TUO41568) |

Home » Business Accounts » PORTAL 18 (5472)
eManifest Portal Help and Suppart @ | Log out

Trade Documents

Customize 1ict /T=h
Customize Submitted Current Highway Conveyance Documents List %

Number or T T i i e
25
50

Show Trade Document Shortcuts

Available Columns: Displayed Columns (up to 5 columns may be displayed):
Tractor Plate A 1.-Conveyance Reference Mumber
Source of Transmission _ 2 -Estimated Date/Time of Arrival
Submitted Date/Time = —— 3.-Numker of Associated CCNs
S 4 -Status Date/Time
5.-Status

Customize Trade Document Tab W

Dalam B - Submitted Documents
Draft Documents
Secondary Notices

Default Submitted Documents List Filtering: [an [s||Current [ |[Highway Conveyance Document||

( Save P Cancel |

Preferred Time Zone: Eastern

Figure 6-29 Trade Documents tab — Customize List View

6. Select OK to save your customized settings.

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 Status.

Submitted Cargo Documents: Cargo Control Number, Consignee Name,
Estimated Date/Time of Arrival, Status Date/Time and Status.

Start at: Trade Documents tab.

1. From the Submitted Documents sub-tab, select Customize List/Tab (see Figure 6-
22 —item 12).
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2.

3.
4.

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

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

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

Select Save (see Figure 6-29).
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 —item 12).

2. Under Customize Trade Document Tab, select the default sub-tab between:
Submitted Documents, Draft Documents and Secondary Notices (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,
Highway Conveyance Document.
Start at: Trade Documents tab.
1. From the Submitted Documents sub-tab, select Customize List/Tab (see Figure 6-
22 —item 12).
2. Under Customize Trade Document Tab, select your default Submitted Documents
List-filtering preferences by selecting the:
- Status (All, Accepted, Acquitted, Arrived, Authorized to Deliver, Cancelled,
Cargo Complete, Deconsolidated, Document Package Complete, Held for
CBSA, Matched, Not Matched, Rejected, Released, Reported or Updating...);
- Status (Current or Historical); and,
- Trade Document type (Highway Conveyance Document or 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 (ACI)/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).

Select Refresh.

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

wnN
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4. Select Edit Document (see Figure 6-30).

y ¢» 4

eManifest Portal Canad4

Business Accounts My Profile

Home » Business Accounts  PORTAL 13 (5472) Test User{URN: TUO41568) |

eManifest Portal Help and Support urs | Log out

Trade Documents

View Submitted Highway Conveyance Document

Edit Document Cancel Submission... |

[ ——

Print/Download Document (Select to view PDF size) < Back

Carrier Name: PORTAL 18
Carrier Code: 5472
Status: Accepted ( 2016-08-17 11:44 )

Conveyance Reference Number (CRN):547250976Y51ATPOE2

General Trailer

Estimated Date of Arrival: 2016-08-17

Estimated Time and Time Zone of Arrival: 23:59 Eastern
First Port of Arrival: Niagara Falls (0427)

Empty/Loaded Status: Loaded

General Trailer

Edit Document Cancel Submission... |

Print/Download Lead Sheet (Select to view PDF size)

Print/Download Document (Select to view PDF size) =Back

Show Trade Document Shortcuts

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. Runthe 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 Canada

Business Accounts ~ My Profile

Home » Business Accounts » PORTAL 18 (3472)
Test User[URN: TUD41568)

=Manifest Portsl Help =nd Support M2 | Log out

Messages ade Documents | G0

ed Highway Conveyance Document

Carrier Namea: PORTAL 18
Carrier Code: 5472
Status: Accepted ( 2016-08-17 11:44 )

All fields are mandatory unless otherwise specified.

Document Change/Amendment Indicatal i i
Amendment

Conveyance Reference Number (CRN): 547250976Y51ATPOE2

Complete all mandatory fields within the tabs below.

Trailer

General

Estimatad Date of Arrival: (¥YYYMMDD)} | 20160817 L]

Estimatad Time and Time Zone of Arrival: (hh:mm) : Eastem L

First Port of Arrival: | MNiagara Falls - 0427 er

2]

Select a Port “

Empty/Loaded Status: | Emy
0

Trailer

General

Complete all mandstory filds within the tabs above.

Check for Errors E Resubmit to the CE';S.QEy

[ ]
Print/Download Document (Select to view PDF size]  Gancel

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 Canadi

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User(URN: PU0234793)

eManifest Portal Help and Support = | Log out

LEELTEE | Trade Documents | JEGTUCT RN JIETT Yelelt 2

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
Col e Amend

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

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

Show Trade Document Shortcuts

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

mendment not elsewhere specified. (Code: 60)
hange 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

Business Accounts My Profile

Home 3 Business Sccounts » PORTAL 17 {2471)
Portal Us=r{URN: PUD

=Manilest Portal Help and Support. 155 Log oult
9
LEEN TN | Trade Documents Lockups User Access S
T
Resubmitted to the CBSA H
W
B
Your Highway Conveyance Document has been resubmitted to the CBSA. g
15
]

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 regarding your submission.

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

Show Trade Do«

Mote: 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.

Erint/Download Lead Sheet (POF, 885KB]

Print/Download Document (PDF, 2167KB)

0K
S —

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 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 — Item 11).

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

Business Accounts My Profile

Test Us=r{URN: TUD4156E)

eManifest Portal Help and Support e Log out

Home ¥ Business Accounts 3 PORTAL 18 [5472)

W El | Trade Documents | [T

View Submitted Highway Conveyance Document

Edit Document Canecel Submission...
e ————

Print/Download Lead Sheet (Select to view PDF size)

Print/Download Document (Select to view PDF size < Back

Carrier Name: PORTAL 18
Carrier Code: 5472
Status: Accepted ( 2016-08-05 11:40 )

Conveyance Reference Mumber [CRN): 547 2CRNHELDTEST120160805

Show Trade Document Shortcuts

General |JIET=<T 8 RICTET

Estimated Date of Arrival: 2016-08-06

Estimated Time and Time Zone of Arrival: 10:00 Eastern
First Port of Arrival: Niagara Falls (0427)

Empty/Loaded Status: Loaded

General |RELCT=000 B ST EN

Edit Document | Cancel Submission. . |

Brint/Download Lead Shest (Select to view PDF size

Print/Download Document (Select to view PDF size) < Back

Preferred Time Zone: Eastern

Figure 6-34 Trade Documents tab — Submitted Highway Conveyance Document (Cancel Submission)
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4. Select Yes to confirm your action (see Figure 6-35).

17 11:44 )

) Cancel Submission »

Wote: Cancelling this verzion will zlso cancel any submitted Highwray Convevance Diocuments that share the sams
document number. Are you sure vou want to cancel thiz Highway Convevance Document submnizzion?

Convevance Feference Number (CRIN): S4T25087T6YS1IATPOE?

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 Ca.nadi'l'

Business Accounts My Profile

Home » Business Accounts » PORTAL 18 (5472) Test User[URN: TUO41568)
=Manilest Portal Help and Support jurl | Log out

Wt el | Trade Documents | RGN

Trade Document

Create Trade Document | Search Submitted Trade Documents

_I L a2 Nl T PN Sl | Draft Documents | Secondary Notices

Filtar Submitted Documents list ta view the fallowing: [Al [v||Cumrent [ [[Highway Comveyznce Document|v| Refrzsh L

Show Trade Document Shortcuts

Mote: An A Status Warning icon will be displayed if an update to an existing version of a Trade Document has been rejected by the
casa, @

Documents 1-3of 2

Conveyance Reference Estimated Date/Time of MNumber of Associated Status Date/Time Status
Number (CRN} Arrival CCNs v B
347250976Y51ATPOER E::bi_r?'la_l? = 1 2016-08-17 11:44  Accepted_

S472CANTESTCOMPLETE E:s]:ii-r?'ls-os 10:00 1 2016-08-05 12:50  Accepted

S472CRNHELDTEST120160805 Egife_:_la_us oL 1 2016-08-05 11:40 Acceptad_

Customize ListTab |

Preferred Time Zone: Eastern

Figure 6-36 Trade Documents tab — Submitted Documents tab
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3. Select Print/Download Document (see Figure 6-37).

eManifest Portal Canad'él'

Business Accounts My Profile

Home » Business Accounts » PORTAL 18 (5472) Test User{URN: TUO41568)
eManifest Portal Help and Support_ ur | Log out

Trade Documents

View Submitted Highway Conveyance Document

Edit Document Cancel Submission...

Carrier Name: PORTAL 18
Carrier Code: 5472
Status: Accepted ( 2016-08-05 11:40)

Show Trade Document Shortcuts

Conveyance Reference Number (CRN):5472CRNHELDTEST120160805

General |ICT« T BEGTIEY

Estimated Date of Arrival: 2016-08-06

Estimated Time and Time Zone of Arrival: 10:00 Eastern
First Port of Armival: Niagara Falls (0427)

Empty/Loaded Status: Loaded

Trailer

General |Jicleild
Edit Document Cancel Submission... |

Print/Download Lead Shest (Select to view PDF size)

Print/Download Document (Select to view PDF size = 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.
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File Download L

Do you want to open or save this file?

lﬁi: Name: 2471123456789.pdf
(S| Type: Adobe Acrobat Document, 541 KB

From: apps-hol.cbsa-asfc.gc.ca

‘ [ Open ]) Save ] [ Cancel ]

20

ZRM = g | While files from the Intemet can be useful, some files can potentially
e ham your computer.  you do not trust the source. do not open or

I = save this file. What's the risk?

3-Di

of Arrival: 01:00 Eastern

Figure 6-38 File Download

File Download (see Figure 6-38)

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 o Canada Border Agence des services Highway Conveyance Document
. Services Agency  frontaliers du Canada Document de moyen de transport routier
Convayance Referance Numiber - Huméro de réérence du moysn de transport
24T 234567 ED
Carrier Mame - Nom ou fransportsur Amandment Reason - Ralson pour modification
FORTAL 17
Est. Date / Time of Arha Emective Status at Frining - Statut en vigeur & Nimpression ; CateTime of Stahus - Dot &2 haure o stane
Drabe =% Feure darrfvte prévues
2013-0+-25 01:00 Exst=m Arrepted 20130328 0940 Exsiem
First Fort of Amival - Premier bureau darhde Correeypance Emply or Loaded - Moyen de transport vide ou chanpé
291 5% Stephen - Commenzial O Empesrviss [ LoassThams
Tractor Information - Infermation sur la tracteur
Tragtor Plabe - Plague dimmatriculation du fraoteur @ Traator Identifiar - identifloateur du faoteur
Traeoplabe 1 Mova Sootla Canada
Tirachor Sl Mumibans) - MUTErs(s) G (Ses) SCEuE) du racsr
Cargo Exceptions Conrier Low YValue Shipment - Expédition de falbie waleur Flying Trucks - Expédiions adriennes ransporides par camion
Exceptions. du fret Instrument of Imematonal Trade - INSIUMEN: PO e ommence memational Postsl - Fosties Emargency Repairs - RAparations. furgence
Trallsr 1 Information - Information sur ka remorque 1 -
Trailer Plzis - Plague dimimabriculation ob L3 Femongus @ Trallar idsntifiar - Mot Sotsur 46 & Nemngss -
traiplated Nova Bootla Canada
Traler Exal Numbens) - Mumemas) du (des) coeauin) de |a remonmue
Cargo Exceptions Courier Low Value Shipment — Expeidiion de falbie valeur Flying Trucks — Expeidiions aériennes ransporbées par camion
Excepiions du fret Instnument of Infemational Trade — Instrument pour l= commerce inbematonal Fuosial - Posiales Emergency Repairs - Réparations dupence
Comtalner ldantifier - Identifloateur du sonteneur :
Container E=al Mumbens) - Mumér(s) du ides) scesax) du confeneusr
Cargo Exceptions Conrier Low alue Shipment — Expeidiion de falbie valeur Flying Trucks — Expeédiions. aériennes fransportées par camion
Exceptions. du fet Instrument of Imermatonsl Trade — InSirament pour & commerte inkematona Postyl - Postaies Emarpency Rapairs - Rkparstions dhuence

: Canadi

Figure 6-39 Highway Conveyance Document — Page 1
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I e Canada Border Agence des services Highway Conveyance Document
Services Agency  frontaliers du Canada Document de moyen de transport routier

Conveyance Referance Number - Huméro de référencs du moysn de transport
24T 234587 ED

Traller 1 Information — information sur la remorgua 1:

Traller Plate — Plague dimmatriculation de la mmorgus © Traller identifler - identfloat=ur de la remamue °

tralpisbe] Nova Sootla Canada

Traler Bl NUmBers) — NUmans du {des) SOssu) de |3 remomus

Cargo Exteptions: (Couner Low Vake Enlpment — Expaation de falbis vaieur Fining Trucks — EXpEItons J&riennes Tansporises par camion

Ewceplions du fret © Insirument of Infemational Trade — Instnument pour e commene infemabional Paostal — Posinles Emerpency Repairs - Réparaions durpence

Comtalner Identifler — kdentifoatewr du conbemsur :

Container S=al Numben|s)— Muméros du jdes) soeauy) du contenewr:

Cargo Exteptions: (Couner Low Vil Enlpment — Expadtion de falbis vaieur Fining Trucks — EXp&Itions J&riennes Tansporiees par camion
Ewceplions du fret © Insirument of Infemational Trade — Instnument pour e commenoe infemational Paostal — Posinles Emerpency Repairs - Réparaions durpence

Comtainer Idantifler — kdentifloabewr du conbemsaur :

Container S=al Numben|s)— Muméros du jdes) soeauy) du contenewr:

‘Cargo ENteptions (Courer Low Vi Enipment — Expadtion o falie vaieur Fising Trucks — EXpATToNS a&riannes Fansporises par camion
Ewceplions du fret © Insirument of Infemational Trade — Instnument pour e commenoe infemational Paostal — Posinles Emerpency Repairs - Réparaions durpence

Comtainer Idantifler — kdentifloabewr du conbemsaur :

Container S=al Numben(s)— Muméros du jdes) sceaux) du contenewr:

‘Cargo ENteptions Coursr Low Vaiue Enipment — Expadition de fale vaewr Fising Trucks — EXpATToNS a&riannes Fansporises par camion
EXCEptons du et | Instrument of Infemational Trade — INSUment pour e Commence imemational Postal - Fostaies Emergency Repairs - Reparatons qurgenc:

Containsr |Gantier — KentifNaabsur 0 sonbensur

Container S=al Numben(s)— Muméros du jdes) sceaux) du contenewr:

Cargo Exteptions Courier Low Value Ehipment — Expédition de falbie valewr Fiying Trucks — Expéditions adriennes fransporifes par camion
Exceptions du fret Instrument of Intemational Trade — INSnament pour le commerce inemational Postal - Fostaies Emergency Repairs - Reparatons qurgence

Containsr |Gantier — KentifNaabsur 0 sonbensur

Container S=al Numben|s)— Muméros du jdes) soeauy) du contenewr:

Cargo Exteptions Courier Low Value Ehipment — Expédition de falbie valewr Fiying Trucks — Expéditions adriennes fransporifes par camion
Exceptions du et Instrument of Intemational Trade — INSnament pour e Commerce inemational Postal - Foctaies Emergency REpairs - Renaratons qurgence

Canada

8]

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

Conveyancs Reference Numibsar - NUm&ro de réfsrencs du moyen ds transport

2471123456783

Carge Confrol Humbsers - Humercs de contréle du fret:
Cargo Location - Tractor - Emplacamant du frat - Tracteur -
Tracplata Nowa Sootla Canada

Cargo Location - Traller - Emplacamant du frat - Remorgqus -
tralpiat=1 Nova Scotla Canada

247158765431

Carge Location © Confainer - Emplacement du fret : Contemeur -

; Canada

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).

¢ 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 N e o e PASFG
Lead Sheet

Portail du Manifeste électronigque
Feuille maitresse

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

1123456789

24711

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

~ traiplate1 Mova Scotia
Trailer F'Iate(s}

Plaque(s) dimmatriculation de la remorque -

Submitted - Transmis :

2013-04-02 07:15

Cargo Control Number(s) (CCN) — Numéro(s) de contréle du fret (NCF) -

2471087654321

1 Canada

Figure 6-42 eManifest Portal Lead Sheet
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6.9 Secondary Notices

This section outlines the information in regards to Secondary Notices (Manifest
Forwards and Document Not on File notices).

e ltis the user’s responsibility to manage the Secondary Notices in their Business
Account.

6.9.1 What are Secondary Notices?

Secondary Notices are Trade Document related notices that are forwarded to your
attention on behalf of another Trade Chain Partner (Manifest Forward) or the CBSA
(Document Not on File notices).

¢ Manifest Forward is an electronic copy of a House bill submitted to the CBSA, by
a freight forwarder, which has been sent to your client identifier (carrier code).

¢ Document Not on File notice indicates that a Cargo Control Number containing
your carrier code was quoted on a submitted Trade Document. This could be a
Release or a House bill Close Message, but note that Document Not on File
would not relate to a Conveyance quoting a CCN that is not on file.

6.9.2 Navigating the Secondary Notices Tab

This section contains figures and tables that provide an overview of the Secondary
Notices tab, navigation features, the data that can be accessed and the available
functions (see Figure 6-43).

PROTECTION « SERVICE * INTEGRITY

105 of 155



eManifest Portal Canad4

Business Accounts My Profile

Home # Business Accounts  PORTAL 18 (5472) Test User[URN: TUD41568)
eManifest Portal Help and Support = | Leg out

L CT=FTiTE | Trade Documents | IEGE T TS

Secondary Notices

| Creste Trade Document | Search Submitted Trade Documents
Submitted Documents | Draft Documents | RSN ETLU G il

@ Search Secondary Motices @

Filter list to view the following : RNl ERAETEs All Document Types Refrash | [z @
. Document Not on File House bill
Secondary Notices 1-7 of 7 Manifest Formard A

Document Number @ Document Type @ Notice Date/Time 7V Status Action @

Show Trade Document Shortcuts

5472NOF20160912 - 2016-09-12 10:01 Document Not on File Delete
5472CCNHELDTEST220160808 - 2016-08-08 11:10 Document Not on File Delete
5472CCNHELDTEST120160808 - 2016-08-08 09:53 Document Not on File Delete
5472CCNHELDTEST120160805 2016-08-05 11:35 Document Not on File Delete
8264HBADIUST20160804V3 House bill 2016-08-04 14:46 - Delete
8264HBADIUST20160804V2 House hill 2016-08-04 14:27 - Delete
8264HBADIUST20160804 House bill 2016-08-04 14:06 - EEE

Customize ListTab | @

Preferred Time Zone: Eastern

Figure 6-43 Trade Documents tab — Secondary Notices tab

Search Secondary Allows you to search for a specific Secondary Notice. See
Notices Section 6.9.3 of this Guide for detailed procedures.

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

Filter Secondary Notices (see Figure 6-43)
Filter Options Description
All Secondary Notices All Secondary Notice types will be displayed.
2
Manifest Forwards Only Manifest Forwards will be displayed.
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ﬁoc_ument Not on File Only Document Not on File notices will be displayed.
otices
All Document Types S_econdary Notices for all Document Types will be
displayed.
3
House bills O_nly Secondary Notices for House bills will be
displayed.
Selecting Refresh generates and produces the
4 | Refresh requested filtered documents list.
Secondary Notices List (see Figure 6-43)
Column Headings Description
Selecting the Document Number from the list will open
5 | Document Number the Manifest Forwarded Trade Document (see Figure
6-43, item 10).
The Document Type of the Secondary Notice. Note:
6 | Document Type A “-“is displayed if the Document Type is not known.
7 | Notice Date/Time The date and time the Secondary Notice was created.
Selecting the Status from the list will open the
8 | Status Document Not on File notice (see Figure 6-43, item
11).
9 | Action Allows you to delete the Secondary Notice from the
Secondary Notices list (see Section 6.9.5).
: . Allows you to view the details of the Manifest
10 | Manifest Forward link Forwarded document (see Figure 6-45)
: Allows you to view the details of the Document Not on
11 | Status link File notice (see Figure 6-46)
: : Allows you to customize the look of the page. See
12 | Customize List/Tab section 6.9.4 in this Guide for detailed procedures.

6.9.3 Searching Secondary Notices

This section outlines the different ways to search for a Secondary Notice.

The Search Secondary Notices function allows you to search for a specific Secondary
Notice that has been sent to you. The Document number (CCN) is required and only
exact matches of the number will be displayed.

®

will be displayed.

The full Document Number must be entered. If you enter only a partial
Document Number, you will receive an error message. Only exact matches
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The Search Secondary Notices function only searches the Secondary
@ Notices which are found in your Secondary Notices List. Deleted Secondary

Notice(s) are permanently removed from the Secondary Notices list and are
not included in the Search Secondary Notices function.

Start at: | Trade Documents tab.

Select Secondary Notices tab.

Select Search Secondary Notices (see Figure 6-43 — item 1).

Enter the Document Number (CCN) of the Secondary Notice you want to find (see
Figure 6-44).

4. Select Search (see Figure 6-44).

wNh e

eManifest Portal

Business Accounts My Profile
Test User(URN: TUD41568)

Home » Business Accounts » PORTAL 18 (5472)
eManifest Portal Help and Support jurl | Log out

Trade Documents

Search Secondary Notices

¢ Cargo Control Number (CCN){| )
{ Seach [y Cancel |

Preferred Time Zone: Eastern

Show Trade Document Shortcuts

Figure 6-44 Trade Documents tab — Search Secondary Notices
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5. The matching Secondary Notice will be displayed, either a Manifest Forward (see
Figure 6-45) or a Document Not on File notice (see Figure 6-46).

eManifest Portal Canadi

Business Accounts My Profile

Home » Business Accounts » PORTAL 18 (5472)
Test User[URN: TUD41568)

eManifest Portal Help and Support. & | Log out

LI rrel | Trade Documents | JIRS T

Secondary Notice - Manifest Forward

Erint/Download Document {Select to view PDF siza) Delete. .. = Back

Cargo Control Number (CCM{_8264HBADIUST20160804V3
S| ports | Addresses | cargo | Consolidation

Business to Business comments: -

Primary Cargo Contral Number: 5472hbadjust20160804

Show Trade Document Shortcuts

Movement Type: Import
Mode Type: Highway

Containerized Goods
Mo Containers
Number Container Identifier

Container List is empty

Unigus Cansignment Referance (UCR) Number: -

Special Instructions: -

General Ports | Addresses | Cargo Consolidation

Print/Download Document {Select to view PDF size} Delete. .. = Back

Preferred Time Zone: Eastern

Figure 6-45 Trade Documents tab — Search Secondary Notices Search Results — Manifest Forward
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Business Accounts~ My Profile

Home » Business Accounts » PORTAL 18 (5472)
Test User(URN: TUG41568)

eManifest Portal Help znd Support M2 | Log out

et rel | Trade Documents | RSN

Secondary Notice - Document Not on File Notice

Cargo Control Number (CCH{: 5472NOF20160912
Documant Type: -

Carrier Nama: PORTAL 18
Carrier Code: 5472
Status: Document Not on File ( 2016-09-12 10:01 )

Show Trade Document Shortcuts

Status History 1 -1
Date/Time ¥ Status Message
2016-09-12 10:01 Document Not on File This Decument is Not on File.

Status History Details

Top Of List
Date/Time: 2016-09-12 10:01
Status: Document Not on File
Message: This Document is Not on File.
Related Document Type: Pre-arrival Review System (PARS)
Related Document Number: 20412000000362

Delete | < Back |

Preferred Time Zone: Eastern

Figure 6-46 Trade Documents tab — Search Secondary Notices Search Results — Document Not on File notice

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

6.9.4 Customizing the Secondary Notices List/Tab

You can change the number of documents displayed on the Secondary Notices list with
the Customize Secondary Notices List function.

@ By default, 10 documents are displayed on each Secondary Notices page.

Start at: Trade Documents tab.

1. Select the Secondary Notices sub-tab and then Customize List/Tab (see Figure
6-47).
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eManifest Portal

Business Accounts My Profile

Home # Business Accounts # PORTAL 18 (5472) Tast User[URN: TUD41568)
eManifest Portal Help and Support or] | Leg out

L GCECETECE | Trade Documents | IEGET TS

Secondary Notices

| Create Trade Document | Search Submitted Trade Documents

Submitted Documents | Draft Documents |ESNT ETSYE T il

Show Trade Document Shortcuts

Search Secondary Motices

Filter list to view the following : 1Al Secondary Notices |&ll Document Types|v| | Refresh | @@

Secondary Motices 1-7 of 7
Document Number Document Type Notice Date/Time ¥ Status Action
5472N0OF20160512 = 2016-09-12 10:01 Document Mot on File Delete
S5472CCNHELDTEST220160808 - 2016-08-08 11:10 Document Not on File PEEE
5472CCNHELDTEST120160808 - 2016-08-08 09:53 Document Not on File Delete
S472CCNHELDTEST120160805 - 2016-08-05 11:35 Document Mot on File Delete
8264HBADIUST20160804Y3 House bill 2016-08-04 14:45 = Delete
8264HBADIUSTZ0160804W2 House bill 2016-08-04 14:27 - PEEE
B264HBADIUST20160804 House bill 2016-08-04 14:06 - Elel=is
"'--_____-_-—"

Preferred Time Zone: Eastern

Figure 6-47 Secondary Notices Tab

2. Under Customize Secondary Notices List, select the number (10, 25 or 50) of
documents you want to be displayed (see Figure 6-48).
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Business Accounts My Profile

Test User{URN: TUD41568)

Home # Business Accounts * PORTAL 18 (3472)
eManifest Portal Help and Support A | Log out

|0 | Trade Documents | GTTOTS

Customize List/Tab

Customize Secondary Notices Lis
v i

Mumber of items to display per page‘l 10 l

Customize Trade Document Tab ¥

Default Trade Document Sub-Tgd: BTG
Draft Decuments
Secondary Notices

___H-_
Default Submitted Documents List Filter@ﬂﬁiurr&nt [w[[Highway Conveyanc:ew

Save Cancel |

Show Trade Document Shortcuts

Preferred Time Zone: Eastern
Figure 6-48 Trade Document tab — Customize Secondary Notices

3. Select Save (see Figure 6-48).
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 Secondary Notices sub-tab, select Customize List/Tab (see Figure 6-
43).

2. Under Customize Trade Document section, select the default sub-tab between:
Submitted Documents, Draft Documents and Secondary Notices (see Figure 6-48).

3. Select Save (see Figure 6-48).

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

- Status;

- Status (Current or Historical); and,

- Trade Document type (Cargo document or Conveyance document) (see
Figure 6-48).

3. Select Save (see Figure 6-48).
4. Select OK to save your customized settings.

6.9.5 Deleting a Secondary Notice

This section outlines how to delete a Secondary Notice.

The following example provides instructions for deleting a Manifest Forward (Secondary
Notice).

Start at: | Trade Documents tab.

1. Select the Secondary Notices sub-tab (see Figure 6-49).
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eManifest Portal

Business Accounts My Profile

Home ¥ Business Accounts * PORTAL 18 (5472) Test User[URN: TUD41568)
eManifest Portal Help and Support = | Leg out

| TR | Trade Documents |G

Secondary Notices

| Create Trade Document | Search Submitted Trade Documents

Submitted Documents | Draft Documents (LA L=y >

Search Secondarny Notices

Filter list to view the following : &/l Secondary Notices |4l Dacument Types|v| | Refresh | @
Secondary Motices 1-7of 7

Show Trade Document Shortcuts

Document Number Document Type Notice Date/Time ¥ Status Action
5472NOF20160512 = 2016-09-12 10:01 Document Not on File
5472CCNHELDTEST220160808 - 2016-08-08 11:10 Document Not on File Dalste
S472CCNHELDTEST120160808 - 2016-08-08 09:53 Document Not on File Delete
5472CCNHELDTEST120160805 - 2016-08-05 11:35 Document Not on File plekie
8264HBADIUSTZ01 608043 House bill 2016-08-04 14:46 = plekie
8264HBADIUSTZ0160804V2 House bill 2016-08-04 14:27 - Delete
8264HBADIUST20160804 House bill 2016-08-04 14:06 - ks
Customize ListTab

Preferred Time Zona: Eastern

Figure 6-49 Trade Document tab — Secondary Notices

2. Under the Action column, select Delete aligned to the Document Number of the
Manifest Forward you want to delete (see Figure 6-49).
3. Select Yes to confirm your action (see Figure 6-50).

Delete Secondary Notice x

Are you sure you want to permanently delete the Secondary Notice(s)?

OF

Figure 6-50 Trade Document tab — Delete Secondary Notice

4. Select OK to delete your Secondary Notice.

A
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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.

Highway Carrier Lookup Types

Mandatory

Fields Tractor | Trailer | Shipper | Consignee Notify Delivery Trade

Party Address Document

Name v v v v v

Identifier

Plate Number

Province/State

Country

AN Y NN
AN Y NN

City

Street Address

IR IR RN
NI IRNE RN
NI IRNE RN
AU ERNE RN

Province/State
and Postal/Zip
Code (If
Canada or
USA)

Freight Forwarder Lookup Types

Mandatory

Fields Shippe | Consigne | Notify Delivery Consolidat SNP Trade

r e Party Address or Document

Name v v v v v v v

Street

v
Address

v v

Clty v v

Country

SN XX
SN XX
AN NI RN

Province/State
and Postal/Zip
Code (If
Canada or
USA)

Business Type v

Client v
Identifier

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

Business Accounts My Profile

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

eManifest Portal Help and Support aal | Log out

Messages | Trade Documents JEELIGLEE] User Access

Lookups

Tractor | Trailer |LGLIIITR] Trade Document

L] Consignee | Notify Party | Deliv~—- *--ragg

Create Shipper Lookup | gSearch Shipper Lookups

Show Trade Document Shortcuts

Shipper Lookups 1 - 1 of 1

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).

7.2.1 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).

eManifest Portal

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User{URN: PUD25479)

eManifest Portal Help and Support aa| | Log out

Messages | Trade Documents JEEGLIALER] User Access

Lookups

e
Tractor 1 Addresses | Trade Document

Trailer Lookups 1-2 of 2
Trailer Plate

(e}
@
3
@
o
o
o
-
o
a
=
=
°
@
-4
[=]
=)
=
o
)
-
o
a
=
B
L=
@
Show Trade Document Shortcuts

Trailer Lookup Name & Trailer Identifier Trailer Plate Province /State
look up 2 traiplatel Nova Scotia
Trailer look up 1 trailerplatel MNova Scotia

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 Canadi

Business Accounts My Profile

Home » Business Accounts > PORTAL 17 (2471)
Portal User(URN: PUD25473)

eManifest Portal Help and Support A | Log out

Messages | Trade Documents JRELINIEE] User Access

Create Trailer Lookup

All fields are mandatory unless otherwise specified.
Trailer Lookup Name:  portal User Trucking
Trailer Identifier {(mandatory if available):

(2]

Trailer Plate:  puT 123

Trailer Plate Country: | Canada |Z| @
Trailer Plate Province/State: | EET I -] @

( Create ,an cel |
g

Preferred Time Zone: Eastern

Show Trade Document Shortcuts

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.

NG WNE
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eManifest Portal

Business ACCOUNts My Profiie

Mescages |REEh BRI Lookups | User ACcess

Create Highway Cargo Document (i

Carrier Mame: PORTAL 17

Carrier Cods: 2471
Al flields are mandatory unless otherwise spacified.
‘Carga Cantral Mumber [OCN): 2471 111227333

Complete all mandatary § The tabs baloe.

e
General | Ports (RS -
Ente=r Shippsr Infarmatian balow or | Select & Shipper Lok L

Wames [Companmy/Persan): | wBC Shipping

Agddress Line 1@ 173 Ship St
Address Line 2 [optianal):

Address Line 3 [optianal):
Oiry: | Ottaws

Cauntry: | B L

Provinoa State [Canada LS. locations anly): B w
s

Rostal/Zin Code [Canada/USA locations anly): | als 181 L
‘Contact Informmathen [opticnal)

FirsT Mam.s:

Famihy Mamea:

Tl=phane kumbsr:

Use the above imtormation @@ | Cremes & Shipper Lockun | %

General | Ports |ESGIE- Cargo
Complete all mandatary Selds within the tabs abave.

E‘.hectiorarasl Sy mppd CorEins S.uae.!'thm_merl Sairemil: io T CESA
¥ C.!rnell

Preferred Time Zans: Exstern

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.

o=

o 0

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.
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7. Select Use submitted Highway Document information to create Trade
Document Lookup (see Figure 7-5).

eManifest Portal C-anad?i

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Fortal User{URN: FUD25475)

eManifest Portal Help and Support axal | Log out

LN | Trade Documents | JEGTRTTE TETN el

Submitted to the CBSA

Your Highway Conveyance Document has been submitted to the CBSA.

Conveyance Reference Number (CRN): 2471LO0OKUPEXAMPLE
Submitted Date/Time: 2013-04-17 07:30
Note: 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 Docy t (DQE_JoodLs

< Use submitted Highway Conveyance Document information to create Trade Document LOD
T —
—
Trade Document Lookup Name: Lookup example| reate Lookup @

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 v
Plate Number v v
Province/State v v v 4 v v
City v 4 v v
Freight Forwarder Lookup Types
Fields Shipper Consignee Notify Delivery | Consolidato SNP
Party Address r
Name v v v v v v
Province/State v 4 v 4 v
City v v v v v
Number of SNP v
ID’s
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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 Consignhee 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 e

eManifest Portal Canadf:fi

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)
Portal User(URN: PUDZ29473)

eManifest Portal Help and Support =2 | Log out

Messages Trade Documents Lookups User Access

Search Consignee Lookups

Name (Company/Person] (]
City
Province/State

Searcior: | ¢ 9
Search‘ ancel|

.

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: PUD29473)

eManifest Portal Help and Support A | Log out

Messages | Trade Documents JELLINLIE] 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 MNew 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).

PN
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eManifest Portal

Business ACCoUunts My Proflie

Hoes 3 Sumieca Accousiy 3 FOSTAL LT (T471)

Messages |REch BRG] Lookups | User Access

Create Combined Highway Document

Carrimr Name: PORTAL 17
Carrier Cods: 2471

Al Tields are mandatory undess othenwise specified.

Camveyancs Aafsrence Mumber [OAN): 2471 L
Carga Contral Mumber [OCN): 2471 W
Emtar Shipper Information baiofor | Sslact & Shipper Lookan L
Mame [CompayPersan): L
Auddress Line 10 w
Bgddress Line 2 [apthonal):
Bgddress Line 3 [aptional):
[= (¥]
- . W
Country:
¥ | - St Courtry - B
Prowince/State [Canada/UISA koations anly): _ _ . L
— Eadant Frovince'Stats —
Pastal/Zip Code [Canada/UISA locatkons anlty]: W
Contact Information [optional)
First Kama: w
Family hiame: wd
Tl=phane Numbar: L
Lis= the abowve Infarmation to | Cheste & Shipper Lookun L

General | Ports | Tractor | Tralier JELLESESEEI Cargo

Compl=t= all mandatary fialds within the tabs above.

Cheﬂ:‘bramsl Saaea'liml Sa.lea'liFhm_awl Sl 50 She TESA

Praf=rred Time Zans: Exstern

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'ii

Business Accounts My Profile

Home » Business Accounts » PORTAL 17 (2471)

Portal User(URN: PU0D29479)
gManifest Portal Help and Support

| Log out
LEEELEEY | Trade Documents User Access
Select a Shipper Lookup ?

Search Shipper Lookups

Shipper Lookups 1-2 of 2

n Address City Province /State
100 International Dr Montreal Quebec
Shipping company no 1 123 Anywhere St St.Stephen New Brunswick

Select | 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).

Canada

Messages Trade Documents Lo=odoups Usar ACCess

Create Combined Highway Document i

Carrier Mama: PORTAL 17
Carrier Code: 2471

Al Tields are mandatory unkess otherwice cpacified.

Canveyance Rafsrance Mumber [ORN): 2471 L
‘Carga Domoral Mumiber [DDN): 2471 L
Complete all mandatory feids wiithin the tabs below.

Ganeral Forts Tractor Tralker Addresces Cargo

Shipper

Erter Shipper Information below ar | Select & Shipper Lockus L

Kame [Comaamy/Rercan)l | Shippers Intarnations w
Agdress Line 11 100 Drt=rnatianal Dr L
Agdress Line 2 [opthanall:

Agdress Line 3 [opthanall:
City: | Mo

Country: - B L

Frovince/State [Cansds LS A locatians anky): E L

Postal Zip Code [(Canada /US4 locathons anfy):  ala 14l v
‘Contact Informa thon [optional)

First hame: w
Family kame: L

Tel=phane humiber: L

Uis= the above information to | Creste & Shilpper Lookun w4

Ganeral Forts Tractor Tralker Addresces Cargo

Compkets all mandatary felds within the tabs abowe.

E‘hecl:t:\rarasl Saae.!'l:lnon:ruel Sa.ie.rliFhuh_.r.u'l Saiinerils 30 The SESA

Praferrad Thme Zana: Escberm

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 Canadi

Business Accounts My Profile

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

eManifest Portal Help and Support aa| | Log out

LEEELEN | Trade Documents | JEGTTT Rl [IET-T: Yolol-t=

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

‘ Submit 'EII"ICE| |

T ——

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'é'

Business Accounts My Profile

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

eManifest Portal Help and Support | Log out

LEEETTEE | Trade Documents | R OT PR TETTgNelol-V7

Create Trade Document

Use Trade Document Lookup

wd

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 Lookup Name & Document Type

@ Combined example Combined Highway Document
Convenyance look up 1 Highway Conveyance Document
TD look up Highway Conveyance Document

@’ ancel

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 [2471)

Trade Documents User Access

Create Combined Highway Document

Camizr Hame=: PORTAL 17
Camizr Code: 2471

All fields are

Smreyanoz Reference Number (CRN): 2471

o Control Number {CCN): 2471

Compilete all mandalc

of Amival: {VYMMDD)

Estimated Tim= and Time Zone of &mival {hh:mm)

¥ Is this a LS54 Shipment

CSA Shipment: _ wd

ez

If yos, mnter the Business Numbser of the CS8 approved Importer: L

Consolidation Indicator: _ L

e
Oczan Gill of Lading {optional): w
Unigue Consignment Refzr=no= {UCR) Number {optional) - w
o Location: L
Cango Location: T
Contamer

< ses | Corgo D

Check for Emors SM-:I'IIOOH‘.!’IJ:| Sm:.:rlithh_m:r| Sq.brnl:'.\ochEm|

Prrinty/ Download Document {FDF, OKE) Canosl

Prefem=d Time Zon=: Easztem

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: PU025473)

eManifest Portal Help and Support =2 | Log out

Messages | Trade Documents |QELINLEE] User Access

Lookups

Mi:le Il Trailer | Addresses | Trade Document

Create Tractor Lookup | Search Tractor Lookups

Tractor Lookups 1-2 of 2

Show Trade Document Shortcuts

Tractor Plate

Tractor Lookup Name . Tractor Identifier Tractor Plate vl

Tractor Lookup Name & Tractor Identifier Tractor Plate Province/State

( Look up 1 Tractorplatel MNova Scotia
Look tp Newplate Nova Scotia

Preferred Time Zone: Eastern

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 Canad'é'

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

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 Eelele =< 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'é'

Business Accounis 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

Edit Tractor Lookup
All fields are mandatory unless otherwise specified.

Tractor Lookup Name: | ook up 2
Tractor Identifier {(mandatory if available):

Tractor Plate: Nepr L

Tractor Plate Country: I Canada [=] «@

Tractor Plate Province/State: I Mowva Scotia El w@

Submit Cghcel

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.

eManifest Portal Canad!éi

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

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

e

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).

eManifest Portal Canad'él'

Business Accounts My Profile

Test User (URN: TU123456)
eManifest Portal Help and Support 2 | Log out

ST el| Trade Documents | Lookups | User Access

Trade Documents

Create Trade Document | Search Submitted Trade Documents

JSubmilted PITSTHIERISN | Draft Documents | Secondary Notices

Filter your Submitted Documents list to view the following: I Al ™ IC“"°"‘ v IH’9'""‘“' Conveyance[V| Refresn | @

Note: An I icon will be displayed if an update to an existing version of a Trade Document has been rejected by the CBSA. @

Show Trade Document Shortcuts

Documents 1-3
Number (CRN) Time of Arrival Aeoriated cons Status Date/Time s Slatus
Z2Z298978764987564586543  2007-04-30 15:00 ET s 2007-04-30 12:45 Updating...
Z22Z977287456475 2007-04-30 13:00 MT 4 2007-04-30 02:45 Accepted
2Z27875638929592355622362 2007-04-30 05:45 ET 11 2007-04-30 02:34 Reported
Customize List/Tab

Preferred Time Zone: Mountain

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

Business Accounts My Profile

Home > My Profile

Portal User(URN: PUD25479)
eManifest Portal Help and Support A | Log out

My Profile

User Reference Number (URN): PUD29479

(2]

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

Show Trade Document Shortcuts

Telephone Number: 6135555555
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'é'

Business Accounts My Profile

Home » My Profile

Paortal User{URN: PUD25479)
eManifest Portal Help and Support = | Log out

Edit My Profile

All fields are mandatory unless otherwise specified.

Note: Selecting a @ o flicon displays related help information in a new browser window.
First Name: portal

Last Name: |ser

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: | Eastemn |Z| @
Preferred Language of Correspondence: EnglishE @

‘ Save %n cel

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.

Select My Profile in the top menu bar (see Figure 8-1).

The My Profile page will be displayed (see Figure 8-2).

Select Delete User Account...

A User Account Deletion confirmation message will appear, select Yes (see Figure
8-4).

PROTECTION « SERVICE * INTEGRITY

139 of 155

PwnN P



-

Delete User Account ®

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) -

>No

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 Commercial Client Unit (TCCU) 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).

A list 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. If the 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).

N

1+1

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

User Access

Users 1-20f2

Show Trade Document Shortcuts

Family Name & First Name URN User Role User Status
P John james JD411833 Account User Active
< User Portal PUD29479 Account Owner Active

Preferred Time Zone: Eastern

Figure 9-1 User Access tab — User Access (Account Users)

5. Select Edit (see Figure 9-2).
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eManifest Portal Canad'ii

Business Accounts My Profile

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

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): 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: 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 Canadi

Business Accounts My Profile

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

eManifest Portal Help and Support A | Leg out

Messages | Trade Documents | Lookups User Access

Edit User Role and Status

Doe, John james

Show Trade Document Shortcuts

User Status gfa=i=
‘ Suspended

Submit ancel

T

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: PUD29479)
eManifest Portal Help and Support uEd | Log out

Messages | Trade Documents | Lookups |QIEEGE.IETS

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
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'ii

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 | Velel111

Edit User Role and Status

Doe, John james

User Role: | Account Browser 2]
Account User

User Statusg » wJ
C

Show Trade Document Shortcuts

< Submit Encel

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 Canad'é'

Business Accounts My Profile

Home » Business Accounts 3 PORTAL 17 (2471)
Portal User(URN: PUD29479)

eManifest Portal Help and Support = | Log out
a
Messages | Trade Documents | Lookups User Access 2
T
User Access 2
w
B
Add User g
H
#ZABCDEEGHIJKLMNOPORSTUWWXYZ 2
=
Users 1-2 of 2 %
Eamily Name & Eirst Name URN User Role e Gy .._'E
Doe John james JD411833 Proxy Account Owner Suspended g
User Portal PU0Z29479 Account Owner » &

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).

i+l

eManifest Portal Canada

Business Accounts My Profile

Home > Business Accounts > PORTAL 17 (2471)
Portal User(URN: PUD25473)

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): 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 x

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 C-anad'él'

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 |RIEETE YelelY-13

User Access

Add User

Users 1-10of1

Family Name & First Name URN User Role User Status
User Portal PUD29479 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).

eManifest Portal Canadﬁ'

Business Accounts My Profile

Portal U URN: P
Mandast Poctal Helo and Suspert. @ | Leg o
Create Business Account
Default log in Business Account: I PORTAL 17(2471) v s @
Business Accounts 1-30of 3
Business Name & Client Identifier Business Type Role Action
PORTAL 17 2471 Highway Camer Account Owner Moddy
BORTAL 18 5472 Highway Camer Account Owner
PORTAL EREIGHT FORWARDER 3 8666 Freight Forwarders Account User -

Preferred Time Zone: Eastemn

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 Canad':?i

Business Accounts My Profile

Home » Business Accounts ® PORTAL 18 (5472) Madify Business Account

Portal User{URN: PUDZ3473)
eManifest Portal Help and Support aral | Log out

Modify Business Account

J Account Owner Information |JTETEEERU{TgELT)]

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: A1A 1A1

@

Delete Business Account | < Back |

Preferred 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 Canadi

Business Accounts My Profile

Home ¥ Business Accounts ® PORTAL 18 (5472) Modify Business Account
Portal User(URN: PU0Z29473)

eManifest Portal Help and Support a2} | 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: ‘Ottawa, Ontario o

City: Ottawa

Country: | Canada =

Province/State (Canada/USA locations only): | Ortario =

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.

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).

N
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eManifest Portal

Business Accounts My Profile

gMantys: Pooral Hal ard Suppon

PORTAL 18(5472)

Modify Business Account

m_l Business Information
Business Nama: PORTAL 18
Clignt [dantifiar: S472
Busingss Type: Highway Carrier

Business Infermation

Show Trade Document Shortouts

Cantact First Name: Portal

Contact Family name: User

Contact Telephone Number: 1234567890
Contact Telaphone Extension:

Addrass | Talaphone Number: 250 TREMBELAY RD
City: DTTAWA

Country: Canadas

Province/State: Ontario

Postal/Zip Code: KLAOLE

Dalete Business Actount | < Back

Prafarrad Tima Zona: Eastern Vargion: 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 18 (5472) Modify Business Account
Portal User(URN: PUD29479)
eManifest Portal Help and Support = | Log out

Request Update to Business Information

Request Update to Business Information

All fields are mandatory unless otherwise specified.

Contact First Name: Pportal ud
Contact Family name: User @
Contact Telephone Number: 1234567890

Contact Telephone Extension {optional):

Show Trade Document Shortcuts

Address | Telephone Number: |250 TREMBLAY RD -

City: OTTAWA

Country: | ~anada E

Province/State (Canada/USA locations only): | Ontario |Z|

ancel

Preferred Time Zone: Eastern

Postal/Zip Code (Canada/USA locations only):  K1AOLS

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).

—— e —

Canada

eManifest Portal

Business Accounts My Profile

siacufant Fotal Halo : ;v.'.:-.; 3 . ol
Create Buremess Account
Default log m Busness Account: [ PORTAL 17(2471) 7
NO

Business Accounts 1.3 0of 3 ‘

Business Name & [PORTAL FREIGHT FORWARDER 3 (8665) _‘ng Role Action

BORTALLZ 2471 Highway Camier Account Owner Mooty

PORTAL 18 5472 Hghway Carier Account Owner Mooy

PORTAL FREIGHT FORWARDER ) 8666 Freight Forwarders Account User

Preferred Time Zone: Eastem
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'él'

Business Accounts My Profile

Business Accounts

Create Business Account

Default log i Business Account: I PORTAL17(2471) v ‘Saw | @

Business Accounts 1-30f3

Business Nome 4 Client Identifier Business Type Role Acticg
PORTAL 17 2471 Highway Camer Account Owner @

PORTAL 18 5472 Highway Camer Account Owner Moaey
PORTAL FREIGHT FORWARDER 3 8666 Fresght Forwarders Account User

Preferred Teme Zone: Easten

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)

eManifest Portal Canad'éi

Business Accounts My Profile

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

?

Modify Business Account

J Account Owner Information Business Information

First Name: Portal

Family Mame: 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 ®

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.

Mo

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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