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1.0 Il ntroducti on

The eManifest Portal User Guide provides users of the Canada Border ServicesAgency 0 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 fPortalois used as a short-form reference to
the eManifest Portal.

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

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

1.1 What is in this Guide?

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

navigating in the Portal;

creating and managing User and Business Accounts;

creating and managing Trade Documents;

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

= =4 =8 =8 =9

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

1 Highway carriers should refer to the: Electronic Commerce Client
Requirements Document (ECCRD) 1 Chapter 7: Advance Commercial
Information (ACl)/eManifest Highway Portal.

1 Freight forwarders should refer to the: Electronic Commerce Client

| Requirements Document (ECCRD) i 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:

1 Internet Explorer 8 and higher.
i Firefox 34 and above (recommended).

For more information about the technical requirements for using the Portal, highway carriers
may refer to the ECCRD i_Chapter 7: Advance Commercial Information (ACl)/eManifest

PROTECTION = SERVICE « INTEGRITY
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Highway Portal and freight forwarders may refer to the ECCRD i 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 br ows e Uskthe rRdgation fdaturestpamvided 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.

1 The Border Information Service (BIS) is a telephone service that provides general

1

1

information on most CBSA programs, including eManifest.

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

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
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1.4 Features used in this Guide
The legend below shows the features used in this Guide.

Feature Description

[ Important information or tip for the user.

Within a list of task steps, this indicates a reference to an interactive object

Bold text in the Portal, such as a command, and the names of data entry fields.

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

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

1.5 Symbol s 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 t he do cwilhmeedtobesdone anthb e |
resubmitted.
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1.6 Other refere nce information

For additional information on eManifestandt h e CB S A 0 srepaertthy raquicraents for
businesses, refer to the following:

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

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

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

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

1 ECCRD - Chapter 8: Advance Commercial Information (ACl)/eManifest Portal - House
bills (for freight forwarders).
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20 Get t i

ng

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.

Started

/

Getting set up in the Portal

\

\_

(User Account)

Before you start |

(Sect 2.2)

Obtain a

credential

Portal User

Login |
| (Sect 2.4) |

Log in to
Portal and
Accept Terms and
Conditions

Account set-up
(Sect 2.5)

Create
User Account

Request access
to Business
Account

Obtain Shared
Secret

Identifier

Shared
Secret

A 4

A A
| |
Log in to |
Obtain a credentia Portal and Create
credential Accept Terms and User Account
| Conditions
| URN
family name
® e-mail address
li| Obtain Client
Account Owner Identifier | Portal
Business Account if required p
( ) (it req ) Client Business

Account

Create Business
Account

Add users to
Business
Account

/

Figure 2-1 Getting set up in the Portal

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

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

2.2 Before starting

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

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

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 star t 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 c¢ ont asclientidedtdier tedofds. Fordadditionalt he CBSA®G
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.

eManifest Portal C-anad?_fi

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

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

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 Canada

Harma
LIRS

aManifast Portsl Falp and Support =] | Lo st

Befors accessing the sfManifest Pordal, you must crests a User Account or transfer an sxisting User Account which is associsted with another credential

Option 1 or Option 2

Te tranafer an axiating Usar Account which 8 associated
with a Sign-In Partner cradential, select the Transfer
sign-In Partner button below,

Croate Usar Account| J
- Tranafar dign-n Parnep

T cresate a naw User Account, salact the Craate New
User Account button below,

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).

Canadia

Hama = Crasts Ligsr Sooount
CLILM

mManifast Fartsl Help and Suppert I | Log out

Create User Account

Enter Profile Information

All fizld=s are mandatory unless othorwise spocified.

Mote: Salacting = @ ol icon digplaya ralatad halp infermation in a new browasar window.
Pirut Pare:

Family Mama:

E-mail addrmmm:

Fa-typa E-mail Addrass:

Talephona Mumber;

Talaphone Extansion {optional):

Prafarrad Times Zore: I — Sulect Time Zane --|'-| L

prafarrad Languags of Carraspondanca: | English >
Franch

‘ Siibifrilt ,:urn:hll

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

eManifest Portal Canad'é'

Business Accounts My Profile

Home » User Account Created
Portal User(URN: PLUD29479)
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 = J ’

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 1 Profile Information Saved page (see Figure 2-5).

i 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 companyds Buc
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Wit e din mot ekt This s-mai, e S scord o Efended for outhmm e-mab uniy,

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:
Before you start 1 Client identifier (CBSA-issued);

1 CBSA-issued Shared Secret; and
1 Portal User Account.

If you are the authorized representative of your company, you
may create your compainthedPortalBByS i
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 I Welcome page (see Figure 2-7).

1. Select Buiness Accounts  (see Figure 2-7).

eManifest Portal C-anad'ii

Business Accounls My Profile

Hame * Buninais Accounts
Fortal User(URM| FUD294789)

eManifast Portal Halp and Suppert & | Log eut
Welcome Portal

B allows you lo access the Busineas Account{s) you are parmitted to use |l you are the authonzed represantative of your businesa
B a new Business Account(s)

Tha View My Frofile area displaya your Usar Account infarmation and allows yvou ta adit you profila

Prafarred Tima Zona: Eastarn

Figure 2-7 eManifest Portal i Welcome page
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2. Select Create Business Account

eManifest Portal

(see Figure 2-8).

Canadia

Business Accounts My Profile

Home 3 Business Accounts

Business Accounts

Fartal UsarfLIRRN: PLUOZS478)
aMan|fast Portal Halp and Suppart 12 | Log out

Mo Business Accounts
Business Name
Business Accounts list is empty

Create Business Account

Client 1dentifier Business Type Role Action

Prafarrad Tima Zona: Eastarn

Figure 2-8 Business Accounts i 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

Business Accounts My Profile

Home » Business Accounts

Create Business Account - Step

Portal User{URN: PUOZR479)
aManifest Portal Halp and Support 62 | Log out

1of3

Enter Business Information

information balow.

All fields are mandatory.

2]

Client Identifier:

If you are the authorized reprasentative of a businass you may bagin the process of creating a Business Account by providing the

—

Business Type: | _ gajact Business Type |

Shared Sacrat:

=

C———

@

Cancel |

Praferrad Time Zona: Easterm

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

5. Enter all mandatory Account Owner Information. Optional fields are indicated on the page.
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eManifest Portal Canada

Marssnesn Accounts My Profile
Homa » Bustinass Acceents » CTreste Busimass Accownt
Porsl Lsar{URN: PUDZSST 9]
gManifast Sooml Halp and Supgant i Lo oug

Create Business Account - Step 2 of 3

Enter Account Owner Information

Al frelds are mandatory unbess otherwise specified.
Firat Mama: Portsl

Farmily Name) User
Account Dwner Information
Pogition Title: Owner
E-mail Addresa)  chaaficban.gt.ca
Re-type E-mail Address! ':5;:;1'1.;.';.'.;:'.':}_
Talaphone Humber:  513-553-3535
Telaphana Extension (cpticnal):
Fax Numbar [optonal):

Addrass: 123 Main 5t -

Syl Ottawa
Cow i
i Canada E

Provinca/State [Canada/USA lacatians anly s
Ortanio

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

Prefermed Time Zone: Eastern

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

Bartal Usen|URN: FUDZ54TS

sManidegt Posl Helo 1ol L out

s Account - Step 3 of 3

Review Business Information

Buginegs Name: PORTAL 18
Chent Identifier: 5472
Business Type: Carrier

Please review your exsting busmess infarmation below. If this information 1 moorrect you can change it by selecting Request Update. [f
the nformation s comect or you would like to change it at a later bme seledt Continue.

Business Information

Caontact First Name: Portal

Caontact Farmily name: User

Contact Telephona Number: 1234567890
Contact Telephong Extension:

Address | Telephone Number: 250 TREMBLAY RD
City: OTTAWA

ProvincefState: Ontario

Postal/Zip Code: K1ADLE

Country: Canada

Request Update

Contmiug

Preferred Time Zoene: Eastern

If the business information displayed is incorrect, select Reque st Update
| and refer to section 8.0 of this Guide for instructions on updating profile
information.
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eManifest Portal

Bosmeis Arcouanis Hy Pralis

Hame » Bxrineey Acceunty b Burinets Agcoent Crasted

Your Buriness Astoum hais Baan crested and 2 Adaw sctive. An a-mail ket Been cent %4 tha sddratn yoau providad o conlirm your Businazs

Agrounl oreation

Craabon Date Tirme: J013-03-00 15008

Account Owner Information Business Information
WEl P v Butinann Mame: AL 18
Family Mama: Usar Cliwst Idantifar: 3473

Position Titha Owner Buniness Typei Carrier
E-madl Address) portal_shend_secret-porisd_seoet pertage @cbse-ssfogoos  Comtsdt First Name: Portal

Telaphons Numbssi 8133333333 Contett Family namel  User

Telephone Extension: - Contact Telephone Humbaer: 1334367800
Fax Number - Comast Telephorne Extennon -

Addranii Ditawas, Ontada Addrais | Telephone Wumbes: 250 TREMBLAY
City: Critawa it

Sity OTTAWA
Provinca/Stats:  Dntaris

FPostal/Zip Code: ALA 1AL
Countryr Canada

Peerenica Slate 1 Dalaria
Postal/Tip Coder KIAODLE
Fostal/Tip Code: Canads

ol Bavntaad Susiness Atcount Infermatien [POF, 1018581

If you are the suthoreed representative of another businens you cen oeste sn sddtions] Businessn Account by selecting Craaste Ancther
Bussness Astount.

I vou do not sent s reste ancther Business Aicownt ot this timas, O,

Braferred Time Zone: Eagtarn

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

eManifest Portal (hnadﬁ

=% Acoounls My Profile

Business Accounts
Creats Business Anoount

Default log m Business Account: | none [=] [sam | @

Business Accoonts 1-2 of 2

Elient Tdentilier Busingss Tvpg Rale Action
2471 Carmer Account Cwner iy
5472 Carmer Becount Owner Lty

Praforrad Time Fone: Eastermn

Figure 2-13 Business Accounts page

i An e-mail will be sent to the Account Ownerd s-mail address confirming that
the Business Account was successfully created (see Figure 2-14).
i The Business Account information in the e-mail should be saved for future
reference.
Subpech eManifect Portsl Business Adcount Cresfed
Portal User,

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

Businass Name: PORTAL 18
Chent Code: 5472
Business Type: Carrigr

Creation Date,/Time: 201 3-03-00 15:06:00 Eastern

For more information, please visit the eManifest Partal pages of the CBSA Web site at: hitpy//chsa-asto.gocafprogfmanif/portal-portad-eng html

Thank You

Note: Please do not raply to this emad, &5 this account is intendad for outbound amaks

onby,

Figure 2-14 Business Account confirmation e-mail
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2.5.3 Adding usersto 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 Brows er

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.

ASuspended status removes t
Suspended from the functionality initially granted by the Account Owner
or Proxy Account Owner of the Business Account.

PROTECTION = SERVICE « INTEGRITY

28 of 156



®
2.5.4 Assign ing user roles and statuses

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

i 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 a a a a
Add/update a Business Account a
Add/edit/suspend/remove a Proxy a
Account Owner
Add/edit/suspend/remove an Account a a
User and an Account Browser
Create/submit/edit/save a Trade a a a
Document
Search/view a Trade Document a a a a
Search /view a Secondary Notice a a a a
Delete a Secondary Notice a a a
Print/download a Lead Sheet a a a a
Print /download a Section 12(1) Report a a a a
Create/edit/delete a Lookup a a a
Search/view a Lookup a a a a
Create/edit/delete a Useful Link a a a
View a Useful Link a a a a
View a System Message a a a a

User Role:

You will need the user6 §IRN, 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

B Profie
BOSIAL 17 (2471)
PORTAL 18 (5472) Ml e
at P e g g
B Accomts Mo oo [ ———1
Crvatt Bmurwris Aot
Default log in Business Account: | more = [om | @
Beraness, Accounts 1 - 2 of 2
Duniness Hame & Chent [detiders Busness Tves Bule At
POSTAL 1T 2471 Carvies Account Dwoer [
PORTAL LS AT Corvher Actount Chwres oy

Prefermed Time Jone: Ealtorn

Figure 2-15 Business Account Tab

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

eManifest Portal

a5s Accounts My Profile

Haome ® Businass Accounts » PORTAL 17 (2471)
Portal User{URN: PUO29479)
gManifest Partal Help and Suppert, M | Log.out
4
Massanes Trade Documents Lookups l Usar Act 3
b=
Messages 2
w
Messages 1- 10 of 148 1234E5 Next = ﬁ
Subject Bublished v 3
Tmating for Rollback A013-04-04 13:20
Tast 123 2013-04-03 14:24 %
How to Apply for 3 Shared Secrat 2013-03-26 08:55 ;
Cliant support 2013-03-26 08:51 2
w
why vou should use the eManifest Portal 2013-03-26 08:50
eManifest Portal Demonstrations, 2013-03-26 08:48
EDI Hothne 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 0B:46
Mew After Hours Support Process 2013-03-26 08:44
12345Naxt> =:

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

eManifest Portal Canadi'l'

Busaness Accounls My Profile

Homma » Bumness Accounts » PORTAL 17 (2471 |
Poital Usss{UEN: fnksq e

uMarsfest Perial Help and Supeort £

Lag 2k

[ Messages | Trade Documents | Lookups | [y

EABCREEGHIINLMNOEQASTUNMEYZ
Users]-1al1
Familty Name & First Name uRN User Roba User Status
Lisay Porial PLO294 79 Account Owner Active

Show Trade Document Shortouts

Prefamed Time Zone: Eastem

Figure 2-17 User Access tab i Add User page

4. Enter the userd 8RN, last name and e-mail address (see Figure 2-18).
5. Select Submit (see Figure 2-18).

eManifest Portal Canadi

By Prasfilis

Forted UserfURNT FLU02S478)

aManilest Fortal Help 2nd Supcart. @0 | Log e

Teade Doouments i oekoups Lisar Acoess

Add User - Step 1 of 2

Al fledds are mandatory.

Usar Reference Mumber {URN): 411833
Lesk hame: Dos

E-mail Address: Mdchsa.go.cal

Show Trade Document Shortculs

Bulbemit Camcel

Prefesred Time Zona; Eastem
Figure 2-18 User Access tab i Add User i 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 Canada

Business Accounts My Profile

Messages Trade Documents | Lookups User AcCess

Add User - Step 2 of 2

All fields are mandatory.

Wser Reference Mumber (URN): 411833
Last Mame: Doe

First kame: John james

Show Trade Document Shortcuts

E-mall Address;  portal_shared_secret-portail_secrel_partage@cbsa-asfc.go.ca
Salect a user rale for Doe, John james: [ accounBrowser

Proony Scooun] Cwner

{ Sibmit ’Eunl:rJ:

T —

Preferred Tima Zome: Eastarm

Figure 2-19 User Access tab i Add User i 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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30 Usi hge Port al
3.1 Navigatin g 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).

l*l ol - 2 " S Canada goca

eManifest Portal

Businéss Accounts My Profile

2013-05-07 14:-37
201308507 14:38
2013-05-07 14:35

2013-05-07F 14:33

Show Trade Document Shortouts

2013-05-07 14:33

20020507 14022
2013-05-07 14:32
2013-05-07 14:31
2013-05-07 14:31
0130807 14: 34
L2345 Next > B35
Useful Links ?
Crrests Useh Link
Notz: T = indicsbes the fink will open in @ new Browssr window.
kg 1-20f 2
Link Name Action
Eadtrers in Protectioo [FIPS Mooy
Seegl TP Loz

Prefermed Time Zon=: Easterm

@ Yermiom: 3013-04.25

Tem snd oondRicrs | Transpanency I

About us Mews Contact us Stay connected

TRAVEL

ramlgeca

Canada.gc ca

Figure 3-1 Messages tab i 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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40 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

i 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-

| 1I‘I-I
H [ 2 L s Ca
eManifest Portal Canadi
Business Ac My Profile
Hama » Buslness Accaunts 3 PORTAL 17 {2471)
Portal User{URN| PUOZ5478)
sManifest Portal Halp and Support | Log gut
AP irade bocuments | Lookups | user Acces: g
Messages E
7]
i
Massages 1- 10 of 149 12345 Next > ;
Subject Published ¥ |
How to Apply for 3 Sharad Sagiat 2013-03-26 OB:55 é
Cliant support 2013-03-26 08:51 ":
Why you should usa the aManifest Portal 2013-03-26 0DB:50 ":
aManifast Portal Demonstrationg. 2013-03-26 D8:48 H
7]
EDI Hotling 2013-03-26 08:47
Transmitting Accurate sManifest Cargo Data 2013-03-26 08:47
Canada Border Services Agency’s eManifest requirements 2013-03-26 08:46
Mew A4Trar Holrd Suppoit Procsss 2013-03-26 08:44
Errer for missing shipparf/consignas information 2013-03-26 08:43
aManifest Highway Extanded Informad Complianse 2013-03-26 D842
L2335 Next o o

Figure 4-1 Messages tab i 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 @ 1ad3'1'

Bushness Accounts My Profila

aManifag) Pgersl Heip and Sycpad | Lo gt

Usor Accoss

System Message 1 of 149

Subject: How to Apply for a Shared Secret

Published: 2013-03-26 DB:55
A Shared Secret is a temporary access code that a business requires to regester for the eManifest Portal the first time. It & issued
to businesses that request access to the Portal and have a vahd CBSA-issuad camer coda, The Shared Secret s used to
authenbcate and vabdate a highway camer company when creating an eManifest Portal Business Account. Only the CBSA and the
authonzed representative of the campany have access to thes mformatbion.

Please read the information below about how to apply for 3 Shared Secret: For questions about the Sharad Secrat application
process, pltase contact the eMarsfest Help Dask at eManifast- manifestalec Lmnlqw.-ﬂn:b:a-asﬂ:.gr,.da.

o petiezsse . (B)

@ Prnt/Download Message (POF, 8625811 [« Backin Wessages List @

Show Trade Document Shorlculs

Prefarred Time Zone: Eastemn

Figure 4-2 Messages tab i System Message
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50 Usef ul Li nks

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.

Start at :

Message s tab for the selected Business Account (see Figure 5-1).
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eManifest Portal

Business Accounts My Profile

Home 3 Business Accounts 3 PORTAL 17 {2471)

=Manifast Portal Help and

LEEEELEEE] Trade Documents Lookups User Access

LY

-
5
]
Messages £
-]
&
Messages 1 - 10 of 149 12345Next> >= f
5 = E
Subject Published ¥ E
How to Apply for 5 Shared Secrat 2013-03-26 08:55 B
-]
Client support 2013-03-26 08:51 =]
&
Why you should use the eManifest Portal 2013-03-26 08:50 'g
1
eManifest Portal Demonstrations. 2013-03-26 08:48 ;
EDI Hotline 2013-03-26 08:47 g
7]
Transmitting Accurate eManifest Carogo Data 2013-03-26 08:47
Canada Border Services Agency’s eManifest reguirements 2013-03-26 08:48
liew Aftar Hours Suppoort Process 2013-03-26 08:44
Error for missing shipper/consignes information 2013-03-26 08:43
eManifest Highway Extended Informed Compliance 2013-03-26 08:42

12345 Next> >>

Useful Links ?
Coresta Useful Link

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

Links 1 -4 of 4
Link Name Action

Travel tips @

imes ©# =

Bartners in Protection (PIRS] 7F Wodify

Preferrad Time Zone: Eastern

Figure 5-1 Messages tab i 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).

B | 1'_;' Favorites | 35 @& Boardroom Schedules 3¢ Environment U Federal Government Of C... E Google B+l Home Page - GEDS
By =

T!E?J\ B 2 1P| Qé_] = Page~ Safety~ Tools~- @.v &

| e Crossing the Border

e

Canada Border Agence des sarvices
Senices Agency  Irontaliers du Canada

y o l:.
Canada Border Services Agency
wWww.ch

\ ) & —
; Contact Us

ravellers > Travel Tips

gl

Canadizns and
I residents p=—
Commercia| sector  Crossing the Border
Non-Canadians
| ¥ Whether you're returning home or
Media s 2
visiting, an informed and preparad
By Type traveller crosses the border with fewsr
| Programs and delays.
services

Travel

Tips

We understand that while travellers may

Publications and feal anxious when crossing the border,

forms the majority want to comply with
About the CBSA Canada's laws and regulations.

E rEES The Canada Border Services Agency
A-Z index {CBSA) is committed to providing the
CBSA offices best possible service, which includes

helping you know what to expect when

Smlb A i you arrive at the Canadian border.

Enterprise Centre

What's new Iam a:

Job opportunities "

s e byl

Deone & Internet | Protected Mode: On

esident Returning to Canada

Border wait times # =

Partners in Protection (PIPS) Miodify

Preferred Time Zone: Eastern

Figure 5-2 Messages tab i 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.
i Once created, all users in the selected Business Account can view and
access the link.
Start at : Message s tab for the selected business account (see Figure 5-3).

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

eManifest Portal Canadia

Businsus Accounbs My Profile

Home » Businsss Accounts » PORTAL L7 (24871)

Parcal UserflURN PUOZI473
sManifest Partsl Halp and Suppert ar Log auk

:_'l

Meuungea Trade ocuments Lookups Uner Accenn E

Messages E

w

Messages 1 - 10 of 148 1 14 5 ek E

Subject Publishsd ¥ £

How to #pply for p Shared Sacrat 2D13-03-26 OB 190 5

Clignt support 2013-03-26 0851 "}'E

Why vau iheuld uss the sManifsst Portal 2013-03-26 08150 =

aManifest Fartal Bemanstratigns, 2013-03-26 O848 E

EQT Hotling 2013-03-26 08147 ]
Transrriitking Accurats sManifaut Cargos Deata 2013-03-28 08147
Canmin Barder Services Aamney s sManifsat reguiramsnts 2013-03-26 0848
My Aftgr Hours Support Procags 2013-03-26 08144
Error for milgging shippar/conglanas informatian 2013-03-26 08143
mMenifmst Highemy Extandad Infarmad Semelisncs 2013-03-26 08432

123450exi> 3=

Us=etfuil Links

Nots: T8 = ndicatse the link will cpsn in & new brovesr window.

Links 1 -4 of £
Link Nams Action
Cands Border Services Agancy
fipia sl s
Bardar voalt timus

Partnarg In Protection (PR 0 eI fy

Prafarrad Times Zone: Eastern

Figure 5-3 Messages tab i 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'

Basiness Accounts My Proflle

Create Useful Link

Al fields are mandatong.
Link Meame:

address:

Praferred Tima Zona: Eastemn

Figure 5-4 Messages tab i 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 Modify ing a Useful Link

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

Business Account.

Useful Links section on the Messages tab for the selecte
Account.

Start at:

d Business

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

Figure 5-5).

eManifest Portal

Rusiness Accounts My Prafile

Ars » BORTAL 17 (2471)

Homa » Bus

miianifent Parcal Melp snd Support.

Partal Ugar{URNI FUDZS473)

dn

| kg out

Messages 1- 10 of 149

Subject

Hiayile Apply for a Bhared Secral

Sli=nt auppark

Vhy vou should use the aManifest Poctal
aManifast Pordal Damonstrations.

EC HQF|IH§_

Tranarmitbing Sccuints sianifsst Caras Cats

Ganads Border Ssrvices Anensy's sManifest requirsments
Haw After HoUurg Subport Procass

Errer formissing shigger/cansiaome infacmatian

eManifost Highway Extended Informed Cormpliance

Graate Usalul Link |
fiate: 8 = |ndicates the link will ocpsn in & new brovwssr window.

Links 1 -4 of 4
Link Name

Candas Bordmr Sarvicms Aguncy

el Hima
Bordar wmit timag &

Eartnamm in Protection (PIPS]) g

123
Bublished ¥

2013-03-26 0BS5S

& 5 Mawt

2613-63-268 0851
2013-03-26 08150
2013-03-26 08.:48
2013-03-26 0B 147
2013-03-26 08:47
2013-03-26 0846
2013-03-26 0Btdd
2013-03-268 08,43
2013-03-26 08142

12433 Nk

Useful Links

Action

>

hortouts

5

Show Trade Document

Brafarred Time Zone: Eastarn

Figure 5-5 Messages tab i Modify Useful Links

2. The Modify Useful Link page is displayed (see Figure 5-6).
3. Select Edit.
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i Accomants By Prostibe

I PR iroce Documenes | ootps § e accos B

M ey Wsa= ol ko

Lotk Maimd | Inaertmedss b rwotaciion
fuscdrenn | BETR S S e, chan- asfc. g, cm f secisriing- F PR e e - s el
gt

Prafemed Time Fons: Gantsm

Show Trade Document Sharinuls

Figure 5-6 Messages tab i 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.

Noaks

eManifest Portal Canadia

(Tl Y My Pwnffer

Il rove pocumants | Lookups | iinar Access |

A Niplels sro anadalory .
| Link hiams:  Partrars m Protaceon (PIPS)] -

| meidemmnt  BERR S v, SRR - AR G R B A O Ty SE-CLI b P et - ar g bl Lo

(== e T

Prafarred Tima Fone: Castsmn
Figure 5-7 Messages tab i 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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Buosiness Acoomnts My Profile

s Ll Sl gl == | Lo DR
@
| P ..o Documents | Lookups | tser Access | Z
-1
. . £
Modify Useful Link L
Lirk Mama: Googla £
Addrass: http:f fwww.googie.ca 5
r-_' = Boicn 2
E
-
B
2
#

Praferrad Tima Zonme: Eagbarn

Temms and condftions | Transgarency *

Abaut us Hews Coantast us ity connhected

vergisn: 2013-04-35

HEALTH : : ] LAVEL '.r F.f'.-'lll'.l -'.'a'l.!"'- .:: ". il.'.:ZlI..'-EZ-I " ;:arl-alj-ﬂ.-l_:ﬂ:.l:a

Figure 5-8 Messages tab i Delete Useful Link

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

B'C?Chﬁgn?argo 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).

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
gggj%neenci Highway by a CRN) and one Highway Cargo Document (identified by a
CCN)by the CBSAds system for
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.
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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

i 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.

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

i 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 i Chapter 7: Advance
Commercial Information (ACl)/eManifest Highway Portal and freight forwarders may
refer to the ECCRD i Chapter 8: Advance Commercial Information (ACl)/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 C-anadﬁ

Business Accounts My Profile

Home » Business Accounts » PORTAL 18 {5472} Test User{URN: TUO41568)
eManifest Portal Help and Support. T8 | Log out

Trade Documents

Trade Document

@ Create Trade Document | Search Submitted Trade Documents i@

| submitted Documents

Filter Submitted Documents list to view the following: |All [V][Current |~|[Highway Conveyance Document|v| | Refresh &

Show Trade Document Shortcuts

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

Number (CRN) Arrival CCNs v S
547250076Y51ATPOE2 R 1 2016-08-17 11:44  Accepted
5472CRNTESTCOMPLETE e 1 2016-08-0512:50 Accepted
5472CRNHELDTEST120160805 Eg;gr?]&% Lt 1 2016-08-05 11:40 Accepted

Customize ListTab
Preferred Time Zong: 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

i Document s, 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  2ak 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 T 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.

i 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 Canadi

P ke DL RN T,
sblansess Foma sec ans Sescac, TR i

I e Docurents | TR EFTTyI——

Craate Combined Highway Documeni

Cwmar Name PFORTAL A7
Carriar Code: 471

Al fiwlds wre rendetory unless atharwise specified.

Corvayance RAafererce Humbsr [CRN): 2471 SOATALUSERL w (:1)
Campe Cantrmi esebar (CCH) Z4F1 pORTALLCERD “@ -
Compiate il mandstory Meide =Sren the tabe Seise =

T T T T e HETTEL (3

= grapgpr (&
Erlnr Stapprs nfermaloe foire oo AN E BRD Lo | @
Bumeim [ O mee gy B -
AHOCrEEE Lire 3 L

Acaress Lins 3 [sptenal)

dddrawn Lna T {optisnal]

City -
Cmantry — Saimm O oumry - I'I -
Frovirte/ Sale (Carails/ UL meslivre orbel e il [ -
Ematal/ Zip Code (Caned/UES mcatisne sy o
Conkect Information {opkionsl )
First Hmime -
Famity Nare wi
Tulmphors Mumbet: wa

Lizw the sbove information o | S 8 Seeee Lo | =2 {:;:)

e Lmandatery I asnlabing {ﬂ‘:l

Ealivery so2-wyy [ Mardatery & Delvecy S&Sdrsuy in 0iffgrged thgr Compgess SI0rmEs, )
Complets il mardatory fiaide =ichm the tabe showes
(7) Ca) (9 (10)

thu\ou| A TR | Sl B FORN LR | m!nﬂm|

C-:l-_'-l-}.-'.-.:l.;-.‘:. s RRRmRrd (500, JO0oHD :mli[‘l::!:]

Frufarred Tima Zone: Cactam

Figure 6-2 Trade Documents tab i Create Combined Highway Document
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Trade Documents tab

T Create Trade Document h eader elements

Document type

Description of information r  equired

Combined Highway
Document and
Highway Conveyance
Document

Conveyance Reference Number (CRN)

Combined Highway
Document and
Highway Cargo Document

Cargo Control Number (CCN)

Trade Documentst ab 1 Create Trade Document primary tabs

General

Ports

Tractor

These are the primary tabs containing required data

Trailer

necessary for creating Trade Documents.

Address es

Cargo

Address es tab T Fields

Shipper

Consignee

Notify Party

These Addresses tab fields contain required data.

Delivery Address

Trade Documentst ab i Create Trade Document 1 Shipper field

Function /Navigation

Description

Select a Shipper Lookup

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.

Create 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.
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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 Documentst ab i 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 busi ne sistghanceeystemn. Nate: |
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 C-anad'é'

Business Accounts My Profile

Home » Business Accounts 3 PORTAL 18 (5472)

Trade Documents

Trade Document

Test User{URN: TUO41568)

eManifest Portal Helo and Support, ™ | Log out

Greate Trade Document | Search Submitted Trade Documents

CBSA, @

_I S gl iol|  Draft Documents | Secondary Notices

Filter Submitted Documents list to vizw the following: |Al [w[[Current [w|[Highway Conveyance Document|v| — Refrssh &

Note: An & Status Waming icon will be displayed if an update to an existing version of a Trade Document has been rejected by the

Documents 1-3of 2

Show Trade Document Shortcuts

Conveyance Reference Estimated Date/Time of MNumber of Associated Status Date/Time Status
Number (CRN) Arrival CCNs L 2Aatus,
547250076Y51 ATPOE? e di 1 2016-08-17 11344 Accented.
astern
5472CRNTESTCOMPLETE S0 % o niedlnl 1 2016-08-05 12:50 Accepted.
5472CRNHELDTEST120160805 Eg;gn[ff'% 10:00 1 2016-08-05 11:40 Accented.
Customize ListTab

Preferred Time Zone: Eastermn

Figure 6-3 Trade Documents tab i 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 Canadi

Business ACoounts My Profila

Home * Buteess Acooinmg» PORTEL 17 (2471]

Mote: You have space bo save 100 Oraft Trade Documents for this Business Account.

Salact the bype of Trade Document you want bo creabs; | Highway Corveyance Docomsnt N

< Combaned Higiaay Document >

Usa Trada Documant Laakug

Preferred Time Zone: Eastemn

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

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

select the fiShow Trade Docume@GreateSho
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).

i If you have additional cargo being transported under one CCN (one
consignee and one shipper), select Enter Cargo Information .
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Business Accounts My Profile

Hom= % Business Sccounts » PORTAL 17 {2471}

eMarnil==t Portal Hel

Messages [IRIELERLTSTEISE] Lookups | User Access

Create Combined Highway Document

Carrier Mame: PORTAL 17
Carrier Code: 2471

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

Complete all mandatery fields within the tabs below.

Felect Unit of Measure — E “
Cargo
Mote: You may enter up to 399 cargo,
Enwﬁafwlnionnaﬁm|
Mo Cergo
Number Cargo Quantity Cargo Description Edit Delete

Cargo list is empty

Special Instructions (mandatery if available): |

General | Porkts | Tractor | Trailer | Addresses JR&TGT

Complete all mandatery fields within the tabs above.

Check for Erors | Save and Continee | Save and Finish

Brint/Download Document (PDF, 2000KEB)

Preferred Time Zone: Eastern

Figure 6-5 Trade Documents tab i 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 Submit ted 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 RoCounls My Pradilss

Trade Documents

Suibmitted o the CBSA

wummr has baan submittad to the CESA as separata Highway Convayance

Convayancs Reference Number [CRN): 2471123456789 &
Carge Control Number (CCN): 2471987654331
Submitted Date/Time: 2003-03-26 DE:15

pptional Lead SI'll:El i previded b you from the CBSA. You can access this Lead Sheet by SI:IELIJW; I.I||.- [SaTETE
'-'\.he-er ek either tha eManifest Portal Laad Sheset or wour own bar-cods = F

| upgn .rm.-.:l mi Canada.

go Dacumankts.

ricad Lead

| EnntRawplsad Lead Sheat (PRE, BH5KE)

| Pont/pownlsad Conveyance Document (POF, 3167K8)

| PontiDyveendad Carmo Document [POFE, J9ISKR

| ¥ LUsa cubmitted Comisnsd Highsay Documant infemmaton Do craate Tigds Dacimant Kokup

oK
NS’

Prafarred Tima Zona: Eastam

Figure 6-6 Trade Documents tab i 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).

I 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.

i 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

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

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

Start at : Trade Documents tab.

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

eManifest Portal Cal lad:':'i'

Business Acoounts By Profile

A2

Trade Doecumenis

| Use Trads Documant Lookup

Freferred Time Zone: Eastam

Figure 6-7 Trade Documents tab i Create Trade Document (Highway Cargo Document)

i 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 fAiShow Trade Doc umeiiCteateS h -
Highway Cargo Documento(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 Canad'éi

Business Accounts My Profile

=t | Trade Documents | R0 TP Vot

Create Highway Cargo Document

Carrier Mame: PORTAL 17
Carrier Code: 2471

All fields are mandatory unless otherwise specified.

Cargo Control Number [CCN): 2471 L]

Complete all mandatory fields withinthetabs balow,
General Porks Addresses I Cargo '

Total Cargo Weight: - Select Unit of Measure — Izl “

Cargo
Mote: ¥ou may enter up to 999 cargo,
Enter Cango Information
Mo Cargo
Number Cargo Quantity Cargo Description Edit Delete
Cargo list is emphy

Special Instructions {mandatary if available}: . W

General Ports Addresses JR&ETGN
Complete all mandatory fields within the tabs above.

CheH:lezws| Save and Continde | "Save and Finish La Submit to the CBSA

Erint/Download Document (PDF, S66KB} | Cancel

Praferred Time Zone: Eastern
Figure 6-8 Trade Documents tab i 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 Submit ted 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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eManifest Portal

Businass Accounts My Profile

LT U GE | Trade Documents User ACCess

L el prs

Submitted to the CBSA

3
-]
g
£
&
< Your Highway Cargo Document has baen submitted to the CBSA, E
—— 2 = E
El
Cargo Control Numbar (CCN): 24711122334455 i
Submitted Date/Time: 3013-03-26 09:34 I
=
B
Ponl Cownlead Document (PO, 1905KH)] =
@

Usa submittad |-|-_'|h|'.-_'|r Cargo Document mfematan to cmaake Trade Documant Iﬂ-n-'._-"_

D)
—

Prafarred Tuna Zone: Eastem

Figure 6-9 Trade Documents tab i 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).

i You can also choose to select the option Use submitted Highway
Cargo Document information to create Trade Do cument 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 Document s tab.

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

PROTECTION « SERVICE * INTEGRITY

58 of 156



eManifest Portal

sim Arorrsnibs My Profile

Cambmed Hig ¥ LIoCusmem

Lise Trads Documeni Lookoip

Datirid Cancn|

-

Praferred Tima Tana: Eastam

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

Another path to creating a Trade Document is as follows: starting from any

i of the main tabs (Messages, Trade Documents, Lookups or User Access),
select the AShow Trade Docume@GreateSh

Highway Conveyance Document (see Figure 6-1, item 6).
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eManifest Portal

Businéss Accoiiils My Prafile

Homa ¥ Businsss Accounts ¥ PFORTAL 17 (2471]
Dol Usar{URN: BUDZSSTS)
aManifsst Poresl Melo and Supgare el | haa aut

PR vrode oocument | IEETINES NUTTyTY

Create Highway Conveyance Document

Carrier Name! PORTAL 17
Carrier Code: 2471

All fimlds are mandatory unlass otherwise spacified.

Convayancs Refarance Numbar (CRMN): 2471 111722333444555 w
nandatory fields within the tabs belaw.
‘ [ Ganaral
N
ES Crate of arrvall (YYY¥YMMDOD) 20130425 we
Estimated Time and Time Zone of Arrivali (hhimm) 1 ¢ oo Exstem  |w|
First Port of Arrivali 0211 - St Stephen - Cammearcial or Balems Pas | W
Empty/Losdad Status: | Empt L
|-

Complete all mandatory fields within the tabs above

Check for Emroo | Save und Continus Save mnd Finish Later | Bubmit to the CBSA

Erint/Download Dooument (POF, 1034KR7 fnlm:-||

Freferred Time Zonel Eastern

Figure 6-11 Trade Documents tab i 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 3 Business fAccounts » PORTALL

LECEN 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 i L

Complete all mandatory fields within the tabs below,

General | Tractor |RrETEN

Trailer information is mandatory if available. Ngta: You may enter up to 3 Trailers.

Mo Trailers

Number Trailer Plate Edit Delete
Trailer list is empty
General | Tractor [REETEYS

Complete zll mandatory fields within the tabs above.

Mmamsi Sa-.'eandﬁmlirm| Saue 2nd Finish Later | Sa;htﬁtwﬂhet'.ﬁSAI

Brint/Download Document (POF, 1034KB Cancel |

Preferred Time Zone: Eastern

Figure 6-12 Trade Documents tab i Enter Trailer Information
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eManifest Portal

Business Accounts My Profile

Home ¥ Business Accounts 3 PORTAL 17 {2471

Podtal Us=s{URN: PUOZS4TS)

gHgnitest Paral Help snd Suppad

L eTieE | Trade Documents Lookups User Access

ate Highway Conveyance Document

Tratler #1

All fields are mandatory unless otherwise specified.

Enter Trailer information below ar S_*:la Tm!.wmp I w

Trailer Lookup Name (mandatory if creating a Lookup): W
Trailer Identifier {mandatory if available): ¥

Trailer Plata: L

Trailer Plate Country: | _ Gelact Country — |E| L2

Trailer Plate Province/State: | - Select Province/ State - . W

Use the above information to  Creste Traies Lookup | W

Trailer Seal Number(s) (mandatory If available): (You may add up to 20. If entering multiple Seal Numbers, separate with

Trailer #1 Cargo Information
1f cargo iz loaded on Trailer #1 the Cargo Contral Number{s) (CCN) for these aocods must be identified unless
Exception(s) apply.

Cargo Contrel Number{s) {CCNs)
Enter CCN(s) below or Salecta CCNia) | (If applicable).

List of Associated CCNiz): (If entering multiple CCNs, separate with commas or selact the Enter key after aach
CCN.)
~ @

b Do Carqo Exeeption(s] apply?

Container(s)
Container information is mandatory if available. Note: You may enter up to 5 containars for trailer # 1.
Enter Contamer [nformation |

No Containers

Number Container Tdentifier Edit Delete
Containers list is empty

Save | Canosl

Preferrad Time Zons: Eastern

Figure 6-13 Trade Documents tab i 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

i 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

Unasso ciated CCN(s) list (see Figure 6-14).

eManifest Portal Canadi

Musneas Accnunts My Pratiis

i piesnages |ERSTTEEE] | oouun: B

Select a OCMN{s)

Swlact m CCM{n) which has bean subméited to the CHEA Buk nzt yet

Emccistad with m Highmay Convwyance Document.
Urassocied GO -20f 2

Saleck Carup Cantred Mumber (CDH) Caranlidated Fresgin Fratuy
SATIEEELI M SITES i
SaFiil1T482785

B Mubchad

Mot Matched

Erefarmid Tira Zona: Esalars

Figure 6-14 Trade Documents tab i 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.

e —

eManifest Portal Canadi

Buste s ACCOUTLE My FroThe
Ay Eommgus bgprosds o FIETAL |T (14T

Il racs pocument: | I TR
Create Highway Conveyance Document

Tralier &1

AlTIRHE are ma@ndatory uniass otharwise speomad.

Erter Traner S ation bekw o [SEmct 8 Trase Locee | W

Tramer Loakin MName [maniyrarny I resring 8 Lo L
Trafier [osmsifes [mandetary Favatse): o
Traser Fave: L

Trasier Paats Soummry

| —Eaiwss Courmy - E -

Traller Piste Provinc="State: .

T | - s SmncasEne
WS TRE SBIVE SEIe AT 1o Dreene Teeoer Loowon w
Treaiier S2al kumbed{s) (mandscony Bavailani=); (Yoo may add up o 20 Fenrering mutini= Senl Mumbers, secamste with commes ar salact the Sxer
oy Efrar Snom Sami husmbar. )

-

Traler &1 Cangs Dafomanon

L CaTga s aoaces on Tratier 1 The Carga Donmndl Romber]s) (00N 1or thasse Qoods MuSt oe ioenuiied uniess Excagmionis] 200y
Cargo Control Mumbar(s) {CCrs)
Enver OONIZ] Dafaw OF | Baipcs g OOME) | [T aOOOCaE)

LISt of ASSacistss SONIS): (1" emeering mastinee CENS, SEDATHDE WER DOMUITIES. OF SEiecy the Bnar key sferanon OO, )
-

Cargo Exception(c] W

Brass The Som Der ST CSNER2] TR BRI B BN TyEe & Bxlenties [Fanhuiang
Caemier Lo VLS Smipemene:

It of Intarmesions Trads
2zt
Faprmgg Trumins

Emerpency AEpais:

Containeris]
Taetainer infoation s mandstory Favaiable, Mote: You may ameer oo bo 5 containers for Trafler 2 1,

Ervdr Corainar rerilais
faz Sanpaners

Containers B i ampty

-

Prefernad Tome Tons! Excterm

Figure 6-15 Trade Documents tab i 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 Submit ted 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 Canada

Dusiness Aocounls My Profile

LTl Lociups | ser Access |

Subimittes *= 5 oo

¥our Highway Comvayanca Documant has baen submitted to tha CESA
Corveyance Reference Number (CEN): 2471123456 5
Submittad Date/ Time: 2013-03-28 0840

"_-lhEI:'t bedaw. ¥ou m PITEEL Fovtal Lead Sheset of your own bar- r_u-ded du-cumcnl ba the Enu:h:r Senices Ufﬁ:-er
upon amwval in Canada

g Show Trade Docurment Shortouls

Prnt/Dewniesd [ axd Sheat (ODE, BASKE]

Print/Downlpad Dacument (POF. 3167KE)

* Use submitted Highway Canvevance Document mformation to create Trade Document Laokug

O,

Praferred Tima Zone: Eastemn

Figure 6-16 Trade Documents tab i 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 informationto create Trade Document
Lookup for which you need to provide a Lookup name (see section
7.2.3 of this Guide).

PROTECTION « SERVICE * INTEGRITY

65 of 156



‘é—

6.4 Draft Documen tstab

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
Test User{URN: TUO415568)

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

Trade Documents

Trade Document

| Create Trade Document | Search Submitizd Trade Documents

[ Draft Documents .I Secondary Notices

MNote: You may save an additional 89 Draft Trade Documents for this Business Account.,

Documents 1- 1 of 1

Submitted Documents 1

Show Trade Document Shortcuts

Document Number @ Document Type @ Saved Date/Time v @ Action
5472CCNHELDIULYD? Highway Carga Document 2016-07-07 14:44 Delste |

Customize ListTab |

Preferrad Time Zone: Eastern

Figure 6-17 Trade Documents tab i Draft Documents tab (Column Headings)
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Column Headi ng

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:

1 Combined Highway Document
1 Highway Cargo Document
1 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

i 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
tmeas only one userdés data can be

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 Canad'fi

Business Accounts My Profile

Test User{URN: TUD41568)

Home » Business Accounts » PORTAL 18 (5472}
eManifest Portal Help and Support =2 | Log out

Trade Documents

Trade Document

| Create Trade Document | Search Submitted Trade Documents

Submitted Documents |Eiclidilitell o8l Secondary Notices

Mote: 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
¢ 5472CCNHELDIULYOD7 Highway Cargo Document 2016-07-07 14:44 Dl

Customize ListTab |

Preferred Time Zone: Eastern

Figure 6-18 Trade Documents tab i Draft Documents tab

2. Complete all tabs and remaining fields in the selected Trade Document.
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eManifest Portal

Business Accounks My Profile

Home ¥ Busine=s Aooarts» PORTAL 17 [2471)

Messages |RIEGE SNl Lookups | User Access

eate Combined

Carrier Name: PORTAL 17
Carrier Ceca: 2471

All fields are mandatory unless otherwise specified.
Canveyance Reference Numbaer (CRN): 2471 DRAFTCOMBINEDCRN W
Cargo Contrel Mumber [CCN): 2471 DRAFTCOMBINEDCNN @

Camplete all mandatory fields within the tabs below.

General Tractor Trailes Addrecces

Estimated Date of Arrival: (YYYYMMDD) 20130225 ¥

Estimated Tima and Time Zone of Arrival (hh:mm) 1 1 B0 |Ewm |:| L

¥ 1s this = C5A Shipment?

C5A Shipment: E_ W

Yes

If yes, entar the Business Number of the C54 zpproved Importer: L

Consolidation Indicator: m W

Yes
Ocean Bill ef Lading (optional}: w
Unique Censignment Reference (UCR] Mumber {optional}: W
Cargo Location: [ Tractor W
Contamer

[V EIM Ports | Tractor | Trailer | Addresses | Cargo

Complete all mandatory fizlds within the tabs abova.

Check foe Erors. | Save =nd Gontinue | 'Save and Finish ..;

Print/Download Documant (POF. 2000KE] Cannll|

Preferred Time Zone: Eastern

Figure 6-19 Trade Documents tab i Combined Highway Document
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If you are submitting a Combined Highway Document, proceed to section

6.3.2, step 6.

i 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 Custom ize Draft Documents List function.

i 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: TUD41568)

eManifest Portal Help and Support = | Log out
LT Ll | Trade Documents

Trade Document

| Create Trade Document | Search Submitted Trade Documents

Submitted Documents [EiGldiElGE ol 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
5472CCNHELDIULYO? Highway Carga Document 2016-07-07 14:44 Delete

Customize ListTab )
1

Preferred Time Zone: Eastern

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

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

eManifest Portal

Business Accounts

Home » Business Accounts » PORTAL 18 (3472)

Trade Documents

Customize List/Tab

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

Customize Trade Document Tab %

Default Trade Document Sub-Tab:

Default Submitted Documents List Filtering: [al [M][Current [~|[Highway Conveyance Document[]

My Profile
Test User{URN: TUO41558]
eManifest Dortal Help and Suppert B2 | Log out

|50

Show Trade Document Shortcuts

| Draft Dacuments
| Secondary Notices

Cancel |
cal

Preferred Time Zone: Eastern

Figure 6-21 Trade Documents tab i Draft Document i 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 Document s 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, ReportedorUp dat ) ng é
- 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.
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The following table provides an overview of the data presented for each view of
Submitted Documents:

Highway Conveyance Highway Cargo
Column Name

Current Historical Current Historical
Conveyance Reference a a
Number (CRN)
Cargo Control Number (CCN) a a
if:il\g?ted Date/Time of a a a a
Number of Associated CCNs a a
Tractor Plate a a
Status Date/Time a a a a
Status a a a a
Consignee Name a a
Submitted Date/Time a a a a
Consolidated Freight a a
First Port of Arrival a a
Shipper Name a a
Source of Transmission a a a a
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6.5.1 Navigatin g the Submitted Documentst ab

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

Business Accounts My Profile

Home » Business Accounts 3 PORTAL 18 (5472)

eManifest Portal Help and Support

Messages

Trade Documents

Lookups

Canadi

Test User[URN: TUD41568)
| logow

Trade Document

Sesrch Submiited Trade Documents

®

Highway Conveyance Document

| Create Trade Document |

| Submitted Documents | il TaT T oo Wl T T ]

Current
Historical

[©)

®

Refresh

| @

Filter Submitted Documents list to view the following:

Show Trade Document Shortcuts

Accepted Highway Cargo Document
- . / .| Cancelled ] — : i
MNote: An % Status Warning icon will be displayved if Rejected |n existing version of a Trade Document has been rejected by the
cBss, @ Reported |

Updating. -

Documents 1 - 3 of 3 @ @ ' @

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

Number (CRN) Arrival CCNs_ v Status

547250076Y51ATPOEZ Ezit‘;'r?js'l_" b 1 2016-08-17 11:44  Accepted_

547 2CRNTESTCOMPLETE @ Eg:tse-r?‘s-os 1p:00 1 2016-08-05 12:50 Accepted_
5 2016-08-06 10:00 3 i osios e iesied:

Eastern

Customize ListTab |®

Preferred Time Zone: Eastern

Figure 6-22 Trade Documents tab i Submitted Documents tab (Highway Conveyance Documents)
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Documents 11 - 14 of 14 2z < 12 |
® ® =
Cargo Control Number (CCN} Consignee Name ﬁ:::::tEd froe iz ftatus i e @ é
W
o8- . -]
S472CCNHELDTEST120160805 Consignee Name ég;;r?_ls 05 TED 2016-08-05 11:40 Held for CBSA E
]
— e . 2016-07-08 10:00 - -]

2 -07- : go Comp
S472CNHELDIULYD Consignee Name Eastern 2016-07-07 14:38 Carago Complete ﬁ

2016-07-08 10:00

S472CCNHELDIULYQT i 2 -07- 3 ]
Consignee Name Eastern 2016-07-07 14:25 Arrived
5472509 84HIGHWAYIULYDSA CONSIGNEE MAME ég;;_ri?_os 23153 2016-07-05 10:26 Cargo Complete

Customize ListTab <= _< Previous 12

Preferred Time Zone: Eastern

Figure 6-23 Trade Documents tab i 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

The Status represents the latest status of the Trade

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

(Cargo/House bill
Documents only)

Highway Cargo Document (for highway carriers).

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

Arrived
(Cargo/House bill
Documents only)

I ndicates the clientobs Cidg

Destination (for highway carriers).

I ndicates that the cl
Port of Destination (for freight forwarders).

i ent

Authorized to
Deliver (Cargo
Documents only)

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

Cancelled

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

Cargo Complete
(Cargo/House bill
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.

Deconsolidated
(Cargo/House bill
Documents only)

Indicates that the CBSA has authorized the transfer
of Cargo Control from a Previous Cargo Control
Document (representing a consolidated shipment) to
the related secondary House bills that were submitted
toCBSA.One of the foll owing
messages may be displayed in the Status History
Details:

A (8001)

The Rel ated Doc|
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type warehouse.

A (8002) The Related Doc
CW type warehouse and there is movement on the
House Bill.

A (8003) The Rtdslaaitecdala nbre c U
CW type warehouse and the house bill became
acquitted.

A (8004) The Related Doc
house bills are in-transit.

A (8005) The Related Doc
paper-based cargo report.

A (8006) Und didationevent. d e c o n s

(For these AAuthorizati orn

-ARel ated Documento is r
Cargo Control Document; and
-iéthere i s movement on

referring to the House hill possessing a different Port
of Destination i Sub-Port than the Previous Cargo
Control Document.)

1 Document
Package Complete | Indicates all shipments described by a Cargo
(Cargo/House hill Document are linked to a pre-arrival Release.
Documents only)

1 Held for CBSA
(Cargo/House bill
Documents only)

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

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).

1 Matched
(Cargo/House bill
Documents only)

Indicates either no links to a related Trade Document
have been established, or a document that has

1 Not Matched previously been Matched to another document
(Cargo/House hill becomes unlinked through a change or cancellation
Documents only) (for highway carriers).

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

Indicates a Trade Document has been rejected by the

T Rejected CBSA and the rejection reason(s) is provided.

Indicates when goods have been authorized to be
removed from the CBSA office, a sufferance
warehouse, or a bonded warehouse for use in
Canada.
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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
1 Reported 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).
1 Updatingsé Indicates a Trade Document submitted to the CBSA
P 9 using the Portal is being processed.
Submitted Trade Documents remain on the Current
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.
3 Trade Documents remain on the Historical list for
approximately 60 days and are then removed. Once
Historical removed from the Historical list, Trade Documents
may be found using the Search Submitted
Documents feature.
Highway Conveyance Only Highway Conveyance Documents will be
Document displayed in the list.
4
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 Heading s Description
Conveyance . . .
6 | Reference Number g(e;lgzlj:rt%r;%: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 Document s selections.
List Note: A maximum of 1000 Trade Documents for each
document type can be displayed in the list.
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12

Customize List /Tab

Allows you to customize the look of the page. See
section 6.5.4 in this Guide for detailed procedures.

Highway Cargo Documents List  (see Figure 6-23)

Column Headings

Description

13

Cargo Control
Number (CCN)

Selecting the CCN from the list will open the Trade
Document.

14

Consignee Name

The name of the Consignee of the cargo.

15

Estimated Date/Time
of Arrival

The estimated date/time of arrival when the specified
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.

18

Trade Documents
List

Displays the list of Trade Documents available for the
selections.

Note: A maximum of 1000 Trade Documents for each
document type can be displayed in the list.

19

Customize List /Tab

Allows you to change the appearance of the page. See
section 6.5.4 in this Guide for detailed procedures.

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 Document s 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 i 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
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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
CB S A sy susiaessdvalidation 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 documentédés CCN or (
resubmitted.

If a Portal user sees the «** s y mb o | next to a Trade
user should view the Trade Document Status History. The Status History will
indicate the carrierds most recent
the reason(s) for the rejection. If another Change, Amendment or Cancel is
submitted for the Trade Document ar

business validation, the «** symbol will no longer be shown.

6.5.2.1 Status History

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

The Status History page can be accessed by selecting the 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).
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eManifest Portal

Business Accounts My Profile
Test User{URN: TUO41558)

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

Trade Documents

Status History

Conveyance Reference Number (CRN): 547250976Y51ATPOE2
Document 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
T _ 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 @ Sibrtia B the BHSA.

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.

, — P— <m®]

Preferred Time Zone: Eastern

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

Description

Trade Document
Information

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

Type of document (Cargo or Conveyance);

Carrier Name;

Carrier Code; and

Status

EE K

2 | Status History

Provides a list of all statuses that the Trade Document has

undergone since being submitted to the CBSA.

Notes:

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

1 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

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 rin/Downloa Guide. The Print/Download process is the same for all
Status History available reports in the Portal.
. Submitted isdisplayedi n your Tr ad eatubldistonynoedafldctd s
| 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 i Chapter 7: Advance Commercial Information
(ACl/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.

i 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 Canada

Business Accounts My Profile

Home » Bussness Accounts » North Pole Camier (zrzz)

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

L= Trade Documents | Lookups | User Access

Submitted Highway Conveyance Document

Edit Document | Cancel Submession

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

Print/Download Document (Salect to view PDF siza) < Back

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

Siw Trade Document Shortcuts

print/Download Section 12(1) Report (Select to view PDF siza) i@

Conveyance Reference Number (CRN): ZZZZB75

| Irncll:rrl Trailer

General

Estimated Date of Amival: 2007-04-30

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

General Bl Taiig | Trailer

Edit Document | Cancel Submission.

Prnt/Downlead Document [Select to ywiew PDF size)  =<Back

Praferred Time Zone: Mountain

Figure 6-25 Trade Documents tab i Submitted Highway Conveyance Document (Status)
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I*I Canada Border Agance des sarvices i
Services Agancy  fronlakars du Canada 'S Services 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 Document s

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
i CRN, you will receive an error message. Only exact matches will be

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

i 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 1 item 1).

In Search in, select either Submitted Highway Conveyance Documents  or
Submitted Hi ghway 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

eManifest Portal Canadi

Bassdrmss Aooounts My Profile

TR trode pocument- | TN [EY——Y

Search Submitted Trade Documents

e — o

Praferaed Time Zona: Easoem

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

Business Accounts My Profile

Test User[URN: TUO41388)

Home » Business Accounts » PORTAL 18 (5472)
eManifest Portal Help and Support 080 | Log out

1[I FT G | Trade Documents | RIS

View Submitted Highway Conveyance Document

Edit Document | Cancei Submission.., |
|

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

Pont/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 (CRNE547250976Y51ATPOE2

General |[icl=cl8 BicTES

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 |JEcl=ol T

Edit Document Cancel Submission... |

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

< Back

Preferred Time Zone: Eastern

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

i 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

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

CBSAb Fechnical Commercial Client Unit (TCCU).
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6.5.4 Customiz ing the Submitted Documents List /Tab

You can change the number of documents displayed on the Submitted Documents list
with the Customiz e 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.

i 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, Curre nt and Highway
Conveyance Document .

Select Refresh .

Select Customize List /Tab (see Figure 6-23 7 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).

a rwbd
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eManifest Portal

Business Accounts My Profile

Home » Business Accounts » PORTAL 18 (5472} Test User{URN: TUO41558)

eManifest Portal Help and Support | Log out
Trade Documents

4
g
Customize lict f T2k E
i — 9
Customize Submitted Current Highway Conveyance Documents List %2 f
NUMBEE O T T e me——a 5
25 E
50 %]
-]
a
]
-]
&
=
:
Available Columns: Displayed Columns {(up to 5 columns may be displayed): g
Tractor Plate e | 1.-Conveyance Reference Number 5

Source of Transmission . |2 -Estimated Date/Time of Arrival

Submitted Date/Time T — |3.-Number of Associated CCNs
Pl ealhits |4.-Status Date/Time
|5.-Status

Customize Trade Document Tab ¥

st ua e EUH Submitted Documents
| Draft Documents
| Secondary Notices
Default Submitted Decuments List Filtering: [an [»||Current | ||Highway Conveyance Document|s |

( Save P Cancel |

Preferred Time Zone: Eastern

Figure 6-29 Trade Documents tab i Customize List View

6. Select OK to save your customized settings.

You can customize the List Columns displayed in the Submitted Documen ts 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-
2271 item 12).
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2. Under List Colum ns, select the columns you would like displayed from the following
list:

1 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).

1 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.

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

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

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

Start at : Trade Documents tab.

1. From the Submitted Documents sub-tab, select Customize List/Tab (see Figure 6-
22171 item 12).

2. Under Customize Trade Documen t 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-
22171 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, ReportedorUp d at ); ng é
- 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 i _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 7 Item 11).

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

eManifest Portal Canad4

Business Accounts My Profile

Test User{lURN: TUO41568) [

Home 3 Business Accounts  PORTAL 18 (5472)
eManifest Portal Help and Support ot | Log out

Trade Documents

View Submitted Highway Conveyance Document

: D (S r i PDF size) < Back |

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

Show Trade Document Shortcuts

Conveyance Reference Number (CRN):5472S0976Y51ATPOE2

General Trailer

Estimated Date of Arrival: 2016-08-17

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

Empty/Loaded Status: Loaded

General Trailer

Edit Document | Cancel Submission... |

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

Print/Download Document (Select to view PDF size}

< Back |

Preferred Time Zone: Eastern

Figure 6-30 Trade Documents tab i 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 i Chapter 7: Advance Commercial Information

(ACl)/eManifest Highway Portal for more information.

6. Enter the correct information in the fields that need to be amended.
7. Run the Check for Er rors function (see Figure 6-31).

PROTECTION « SERVICE * INTEGRITY

91 of 156


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

‘é—

8. If no errors are detected, select Resubmit to the CBSA (see Figure 6-31).

eManifest Portal

Nuwmess Accmists My #rofile

Trade ocumenia

Edit Subsmibtted Highway Colnveyanos Daourment

Carriar faowt: PORTAL 18
Carrigr Cods) 3473
Sawtud: Mcoepted [ PO16-08-17 11:44 )

All falds are mandatory unless obhereies spaciliad,

Deos—ant Change/Amandmant I=Sicabe “

Conveysrcs Esfsrwrce Humbasr [CHA ) 3473508767 SLATPOLD

Complete all masdabery fipcdn within o baee bafo,

Estsated Dot of Arvivall {YYYYMEHDD) | J0160017 L
Estimated Tirw s=d Tima Zone of Arval (hhimend [23 o[ 28 | [Bestem

Pt Boct of vl Wiagirn Faly - DE2T or Gmemcz n PO -

Empity/Lassad Sastiigs | Emply L
=

Comohite all misdabary Tabds within e lats sbavae

Brafarvad Time Zonel Sdatasn

Figure 6-31 Trade Documents tab i 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.
I 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 Accounls My Profile

Fortal Usar{UAN: PUTISERS]

eManifest Porad Seip aod Susood

Mlassagns Trade Documeants Lenbops Lisar ACoRes

Select Reason bor the Amendment

Mote: Whan submitiing a post armval change, you must select ondy oneg raason for tha amandment. The amandments ane listed in ondar
of priority. When more than one reason applies o a sngle amendment, usa onfy tha reason that = closest to the top of the st balow.
Conweyanca Amandment Reasons 1-6

Conveysioe Amendment Reason

Clerscal armor whan keying convayanca data. (Code: 40)

upficate Highway Cargo Documant (alsa known as a Cargo Contral Document (CCD)), need to cancel ona ? @.g9. one

rpment, 2 Hghway Cargo Documents with 2 differant Cargo Control Numbers {CChs) for the same shipment. To be used
hen cargo is to b de-inked from the conweyanca. If reguired, a reguest bo than cancel the cargo must be providad on
per. {Code 45)

Show Trade Document Shortouts [l

tre shipment not laden. To be used when cargo i= to ba de-inked from the conveyance. If required, a reguest to then
ricel the carpa must be providad on paper. (Coda: 50)

mendmant not alsewhers spacified. (Coda: 60)
hange request delayed by chent systems outage. {Code: 80)

Change request dalayed by CBSA systams outaga. (Coda: B5)

Selert | Cancsl

Preferred Time Zone: Eastem

Figure 6-32 Trade Documents tab i Edit Submitted Highway Conveyance Document (Select Reason for the Amendment)
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10. A Resubmit ted 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 Canadi

Business Accounts My Profile

Home 3 Business Accounts » PORTAL 17 {2471)

Portal L

eManife=t Porfal Help and Sup

LES=NEEE | Trade Documents Lookups User Access

Resubmitted to the CBSA

Your Highway Conveyance Document has been resubmitted to the CBSA.
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 (CRN): 24712013-04-02-002
Submitted Date/Time: 2013-04-15 11:49
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.

Show Trade Document Shortcuts

Print/Dovnload Lead Sheet (PDF, 885KEB)

Print/Dovnload Document (PDF, 3167KBE]

@D

S —

Preferred Time Zone: Eastern

Figure 6-33 Trade Documents tab i 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 i _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 7 Item 11).

3. Select Cancel Submission €& (see Figure 6-34).
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eManifest Portal C anada

Business Accounts My Profile

Test Us=r{URK- TUDL1558)
eManif=st Portal Help and Supgost = Log out

Home » Business Accounts » PORTAL 1B (5472}

LTt | Trade Documents | TS5

View Submitted Highway Conveyance Document

Eds Document

Print/Downioad Lead Shest {Select to view PDF sizal

Brint/Download Document (Select to view PDFE sizal < Back |

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

Conveyancs Reference Mumber [CRN):5472CRNHELDTEST120160805

RN rractor | Trailer |

Estimated Date of Arrival: 2016-08-06

Show Trade Document Shortculs

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

General | Tractor | Trailer

Edit Docoment i Cancel Submission... |

Brint/Download Lead Shest {Select to view PDF size)

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

Preferred Tima Zone: Eastern

Figure 6-34 Trade Documents tab i 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 i 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/Download ing

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/Download ing 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).

2 s S 151
eManifest Portal Canadi
Business Accounts My Profile
Home » Busin=ss Accounts > PORTAL 18 {53472) Test User(URN: TUD41568)

=Manilfe=t Sorlal Help and Support & | Log out

atE= 0l | Trade Documents | EGET

Trade Document

Create Trade Document | Search Submitted Trade Documents

I T T L LT TN Sl | Draft Documents | Secondary Notices

Filtar Submitted Deocuments list ta view the following: [Al [v||Currant [v ||Highw=y Comveyznce Document] v Refrash L

Show Trade Document Shortcuts

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

Doouments 1-32of 3

Reference Estimated Date/Time of MNumber of Associated Status Date/Time Stat
Number (CRN Arrival CCNs v e rna
S47250976YS1ATROER SO0 L7 ) L 2016-08-17 11:44 Accepted

Eastern

S472CRNTESTCOMPLETE Eg;ti_:_ls-ﬂs 100 o 2016-08-05 12:50 Accepted

S472CRNHELDTEST120160805 Eg:bi_‘_nna_ﬁs 10-00 1 2016-08-05 11:40 Accepted

Cussomize ListTab |

Preferred Time Zone: Eastern

Figure 6-36 Trade Documents tab i Submitted Documents tab
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3. Select Print/Download Docume nt (see Figure 6-37).

eManifest Portal Canad??i

Business Accounts My Profile

Home » Business Acoounts » PORTAL 18 (5472) Test User{URN: TUO41568)
eManifest Portal Help and Support_ ferd | Log aut

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 Refarence Number (CRN):5472CRNHELDTEST120160805

Trailer

General |GG

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

Tractor | Trailer

General

Edit Document | Cancel Submission... |

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

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

Preferred Time Zone: Eastern

Figure 6-37 Trade Documents tab i 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 Z8

Do you want to open or save this file?

l:a: Name: 2471123456789, pdf
Type: Adobe Acrobat Document, 541KE
From: apps-hol.cbsa-asfc.go.ca

‘ [ Open ]) Save | | Cancel |

ZRMN | "-| While files fram the Intemet can be useful, some files can potentially
e ham your computer. F you do not trust the source. do not open or

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

3 'u-l_ ”

of Arrival: 01:00 Eastern

20

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 i I Canada Border Agance oes sarvices Highway Conveyance Document
Services Agancy  Pronlabars 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 i Page 1
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I*I .;:-;,r,l-"-];, Border AGAnce oEs Farvicas Highway Conveyance Document
Sefvices Apgency  Pronlalsrs du Canada Document de moyen de transport routier

Conveyance Refersncs Numbsr - Mumséro de rélérencs du moysn de traneport
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

Lo ENtEptions Courer Low Yake Enlpment — Expadition e falie vaewr 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 E=al Numbens) — Numéros du (des) sceauy) du conenewr

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 E=al Numbens) — Numéros du (des) sceauy) du conenewr

‘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 i Page 2
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I I*I Canada Border Agance des sarvicas Highway Conveyance Document
Services Agancy Fromakars 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 i Page 3

6. To download (save) the Highway Conveyance Document on your computer, select
Save.
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6.8.2 Printing/Download ing 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 Lea d 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:

1 The confirmation message page when a Highway Conveyance or
] Combined Highway Document is initially submitted to the CBSA (see
| Figure 6-7).

1 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).

1 Onthe General tab of a Submitted Conveyance Trade Document
(see Figure 6-37).
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l * ' 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).

1 Itis the user® 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).

1 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).

1 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
Notice s tab, navigation features, the data that can be accessed and the available
functions (see Figure 6-43).
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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. B8 | Lo out

(L T=+Ti T2 | Trade Documents | @IEGE TS

Secondary Notices

| Create Trade Document | Search Submitted Trade Documents

Submitted Documents | Draft Documents | BSEGGETE G Tl

@ ‘Search Secondary Mofices

Filter list to view the following : [EalEiaseil s VAN =] Refresh | w @
- Document Naot on File House bl
Secondary Nofices 1 -7 of 7 fantest Eoriaid
Action @

Document Number @ Document Type @ HNotice Date/Time Status

Show Trade Document Shortcuts

S472NOF20160912 - 2016-09-12 10:01 Document Mot on File Delete
5472CCNHELDTEST220160808 - 2016-08-08 11:10 Document Not on File Delete
5472CCNHELDTEST120160808 - 2016-08-08 09:53 Document Not on Fils elece st
5472CCNHELDTEST120160805 2016-08-05 11:35 Document Not on File e
8264HBADIUST20160804V3 House hill 2016-08-04 14:46 - Delete
8264HBADIUST20160804V2 House bill 2016-08-04 14:27 - Helete
8264HBADIUST20160804 House bill 2016-08-04 14:06 - Heisie

Customize ListTab | @

Preferred Time Zone: Eastern

Figure 6-43 Trade Documents tab i Secondary Notices tab

1 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 Notice s (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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Boc_ument Not on File Only Document Not on File notices will be displayed.
otices
All Docu ment Types S_econdary Notices for all Document Types will be
displayed.
3
House bills iny 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 At is displayed if the D
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 Notice s 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 Notice s (see Figure 6-43 71 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).

whh e

eManifest Portal

Business Accounts My Profile
Test User{URN: TUD41568)

Home » Business Accounts » PORTAL 13 (5472}
eManifast Portal Helo and Support 2 | Logout

Trade Documents

Search Secondary Notices

[ Cargo Control Number (CCN){| )
( Search ) Cancel |

Preferrad Time Zone: Eastern

Show Trade Document Shortcuts

Figure 6-44 Trade Documents tab i 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

cenmnts - My Profils

Tiest Upns{RN | TLOW] S5
LA g | s L BN T T mns

Cargs Tonairsl Mlumbar (C08
p— | ... |
Bunivmis to Budenemay commantai -
Drimaey Carga Cantral Fumdan 547 Evbedjusi20160804
Mowamp=a Tysa- Lmport
Maza Type Maghway
Cantamerived Gaode
Mo Consairers
Fumber Cantsinsr Tdentifies
Contadiner Liel o sompty

Shew Trads DeCamen| Shorlculs

Uniama Consgnmes Aalarunea (LCR) Nosbur -

Specal Izstrectioomr -

JEERERN] rocis | Adsremaen | Caroo | Comualidation |

i/ Peunicad Dorumend (Buiect et SOF gipn)  Dsme. | | = fac

Pewlermid Time Zosei Easbern

Figure 6-45 Trade Documents tab i Search Secondary Notices Search Results i Manifest Forward
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eManifest Portal

Hussnass Accounts My Profils

Capo Contred Mumber (CC SATINOFI0 16000 F
Document Tigs: -

Carvai hama MOATAL 18
Carar Code: BT
Sagtug Documast Mok os Fila | 20010-09-17F 10:04 )

Show Trade Documand Shortoets IE

EL L Rt e
Dt/ Tinm « Sladbus Hazsags
2006-00-13 10601 DBocurmsent Mot on Fila Thin Decment m Mot on Fila.

Stalus Mistory Duiails

Top O Lisk
Db i A0TH-0r9-12 101
=R Dhasuiviniil Mol ai Fle
Mascage This Document ks Mot on File,
Ralabind Docurmant Type: Pra-arrival Review System [ FARS)
Reiabed Document Rumiber: 2041300000036

DOwiwis = = Bace

Proferred Time Zooe | Fagterm

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

i 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.

i 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

Test User[URN: TUD41568) |

Home # Business Accounts 2 PORTAL 18 (5472)
eManifest Portal Help and Support = | Leg out

L CECETTEOE | Trade Documents | EEGTT TS

Secondary Notices

| Create Trade Document | Zearch Submitted Trade Documents

Submitted Documenis | Draft Documents |RSNT ETTE T ala=

Show Trade Document Shortculs

Search Secondary Notices

Filter list to view the following : JAll Secondary Notices [v| |All Document Types|w| | Refresh | 4

Secondary MNotices 1-7 of 7

Document Number Document Type Notice Date/Time ¥ Status Action
5472NOF20160912 - 2016-09-12 10:01 Discument Not on Fils Dslete
5472CCNHELDTEST220160808 - 2016-08-08 11:10 Document Not on File Heete
5472CCNHELDTEST120160808 - 2016-08-08 09:53 Document Not on File Lielete
5472CCNHELDTEST120160805 - 2016-08-05 11:35 Document Not on File Delete
8264HBADIUST20160804V3 House bill 2016-08-04 14:46 - Delete
B264HBADIUST201560804V2 House bill 2016-08-04 14:27 - feiee
B264HBADIUSTI0160804 House bill 2016-08-04 14:06 - Lo
"'b-_______-—"

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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eManifest Portal Canad'z'i

Business Accounts My Profile

Test User{URN: TUD41568)

Home » Business Accounts * PORTAL 18 (3472)
eManifest Porta! Help and Support A | Log out

(ST 0 | Trade Documents |G

Customize List/Tab

Customize Secondary Notices List
s £

Mumber of items to display per page‘l 10 l

Customize Trade Document Tab ¥ ——

Default Trade Document Sub-Talt Bl
| Draft Documents
| Secondary Notices
___H__
Default Submitted Documents List Filter@ﬂﬁiurmnt [ [[Highway Conwyancew
( Save s Cancel |

Preferred Time Zone: Eastemn

Show Trade Document Shortcuts

Figure 6-48 Trade Document tab i 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.

From the Secondary Notices sub-tab, select Customize List/Tab (see Figure 6-
43).

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

Select OK to save your customized settings.

Pw N P

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: TUO41568)
eManifest Portal Help and Support. B2 | Log out

[ T E M | Trade Documents | ETINITIS

Secondary Notices

| Create Trade Document | Search Submitted Trade Documents

Submitted Documents | Draft Documents (UL AL i==c »

Search Secondary Motices

Filter list to view the following : |4l Secondary Notices  [w| [All Document Types|v| | Refrzsh | w
Secondary Notices 1-7 of 7

Show Trade Document Shortcuts

Document Number Document Type Notice Date/Time ¥ Status Action
5472NOF20160312 - 2016-09-12 10:01 Document Not on File
5472CCNHELDTEST220160808 - 2016-08-08 11:10 Document Not on File Deiste
5472CCNHELDTEST120160808 - 2016-08-08 09:53 Document Not on File Delete
5472CCNHELDTEST120160805 - 2016-08-05 11:35 Document Not on File Deiste
8264HBADIUSTI0160804V3 House bill 2016-08-04 14:46 - RS
§264HBADIUST20160804V2 House bill 2016-08-04 14:27 - Delste
8264HBADIUST20160804 House bill 2016-08-04 14:06 - Deiste
Customize ListiTab

Preferred Time Zone: Eastern

Figure 6-49 Trade Document tab i 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 i Delete Secondary Notice

4. Select OK to delete your Secondary Notice.

A

PROTECTION « SERVICE * INTEGRITY

115 of 156



e
y ¢ 4
70L oo ksup

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
I created.

i 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

i 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 \ \ Vv V Vv

Identifier

Plate Number

Province/State

Country

< K |I<|I<K<|<
< K |I<K<|I<K< <

City

Street Address

< I < | <<
< I < | <<
< I < | <<
I < | <<

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 \Y \Y \Y

Street
Address v v

City

Country

I << <
I << <
I < | < < [|<

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

Business Type \%

Client
\Y
Identifier

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

My Profilon

ortal Userf URM| FUOZ5479)

e¥innifegt Portyl Helg and Sugport 00 | Log o

Hessadqas Trade Doouments llsar Accass

Laokups

[ioper | NS I

Dolise——- & Adenyy

m Show Trade Dooument Shortouts

ZEABCDEEGHIJELMHEOGPRDRESTUMMW
Shipper Lookaps 1-10f 1
Home {Company./Person) Address Lty Province State
Shpping company_ng 1 123 Anywhare St St. Stephan Hew Brunswick

Preferrad Time Zone: Eastem

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 Lookup s 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 (ﬁ.ﬂ_llad:'c‘ll

My Profile

A

]

g

1

&

a

E

E

7

i gt Tradies Logkip HEICN Tralkar Locaups E':

EABCDEFGHIJELMHOPORSTUYWEYZ 'E

2

Trabes Lookups 1-2 ol 2 x

Traler Lockup Mame & Traller [dentifier Trailer Plafe Trpliee Plate 4

Brovinoe Stals 9

kak up 2 traiplatal Meva Scotis |
Tredar ook up | trailerplate 1 Mova Scotia

Prafermed Time Zona: Eastarn

Figure 7-2 Lookups tab i 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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RBusiness Accounts My Profile

efMani eyt

Lookiups Liser ACOess

Messanes

Create Trailer Lookup

All fields are mandatory unless otherwise specified.
| Trabar Lackup Name: Portal User Truckng

Tradar Identifier {mandatory if availabba): L
| Traser piste:  puT 123 “

Traber Plate Countryi | Canada - w

y Show Trade Bocument Shortools

Traer Plate Province/state: | EIET M - ¥

Cragte ogE |
S —

Prelarrad Time Zodai Eastam

Figure 7-3 Lookups tab i 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
i 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 Document s 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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Hores 3 Scaincas Accoonls 3 FOSTALTT (1471

Meccages |REch Nl il R i8] Lookups | User Access

Create Highway Cargo Document (i

Carriar Mama: PORTAL 17
Carriar Dode: 2471

Al Tields are mandatory wnlzss otharwise specifked.
Canga Toncrod Mumbar [OON): 2471 111227333
Caomplat= all mandatary f=iis RLh= tanc Dl
Ports [JERTEEEEE I argo

Ganeral

Emuer Ehipper Information beiow or | Ssiecd s Shinoer Lookia |

Kame [Comoany/Parson): | ABC S .-|.::|n=1i

Sodress Une 1D 173 Smip St

Address Uine 2 [ootianal):

Bgdress Line 3 footianal):

Oy | Dttaws

Caumry: :- -E 9
|

Prowinca STats [Canads/USA jocatians anty): | B Lo
| s

Fostal/Tip Code [Canssa/USA wcavons onil:  aia 1l 0
Contact Information [optional)
Firgt Mame:
Famihy damea: i Lt

Talsanana Humber: L

Lisa the aboyve fnnmation @

General | Ports |ESGEESCER Cargo

Complats all mandatary fzids within the tans abave.

d i o asEr il

Praferned Thme Zone: Exstern

Figure 7-4 Trade Documents tab i 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 s ubmitt ing 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.

PwbN P

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 Canadi

Business Accounts My Profile
teomie ® Buminess Soooonks 3 BORTAL 1T (2471

bbhitile Povtsl Helo and Susonr [STHRNT

Mossages |IEETCHRTTNEREN] | oohups | Usar Accass

Submitted to the CRBSA

wWour Highway Corveyance Document has been submitted b the CBSA
Comvayance Rafarenca Numbar (CRN): 24 71L00HUPEXAMPLE
Submitted Date/Time: 2013-04- 17 0F:30

Mota: An optional Lead Shast & provided to you from the CBSA, You can accass this Laad Shagt by selectng tha Print/Download Laad
Sheat below. You must present eithar the eManifast Portal Lead Shaet or wour own bar-cofed documant to the Border Samices Officer
upon aral i Canada.

Show Trade Becunment Shortouts

FrntrDownlead Lo Sheet (POF, AESKEY

Ll AT g Deie =1 Iul G
Brivib Dl ae eant (OOE L

ot
< w Lge il ted Highway Conyveyatge Decument mfommelnon 16 create Trade Dboipisrit ”D
N —
Trade Decument Lockup Name: | ookup &xemple] ﬂ

o

Praferred Time Tona: Exskem

Figure 7-5 Trade Documents tab i 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 fiSowill return all Lookups starting with the

letter fiSa
Highway Carrier Lookup Types
Fields Tractor Trailer Shipper Consignee Notify Party Delivery
Address
Name \ \ \ V \Y vV
Identifier \ \
Plate Number \ \
Province/State \Y Vv \ \Y Vv vV
City \Y \% Vv \%
Freight Forwarder Lookup Types
Fields Shipper Consignee Notify Delivery | Consolidato SNP
Party Address r
Name V V V V V V
Province/State \Y, \Y \% Vv \VJ
City vV \ \Y V V
Number of SNP Vv
| D6 s
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7.3.2 From the Lookup s tab

The following example provides instructions on searching for a Consignee Lookup. The
process is the same to search any other Lookup (Tractor, Trailer, Shipper, Notify Party,
Delivery Address, Consolidator and SNP).

Start at: | Lookups tab.

Select the Addresses tab.

Select the Consignee sub-tab.

Select the Search Consignee Lookups field, enter the name of the Consignee
youwanttofindunder f Se(aee Eigure7-@).r : 0

4. Select Search (see Figure 7-6).

wN e

eManifest Portal Canadi

Husiness Acoounts My Frofile

Messaqes | Trade Documents lisar ACTRss

Search Consignee Lookups

Search i | [EETEREEOE Y
| City
Province/Siate

Prefermed Time Zone: Essbern

Show Trade Document Shortcuts

Figure 7-6 Lookups tab i 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 Canadi

Husiness Accounts Bty Profile

Home ¥ Somress Accourds B O0ETAL 17 |

widmpifmet Fortnl Help and Sappart | b g

Massages | Trade Docomants User ACCoss

Search Consignec | ookups
Saarch Criteria:

HNama (Company/Parson): ©

n Show Trade Document Shorbouts

FABCDEFGHIJELMNOPQRSTUY WY Z
Consagnes f.ookups 1 - 2 of 2
Hame [Company/Fersen] & Addiress Cily Province/Stale
Consignes fo 1 122 Nawhara St Otkawa New Brunswck
Consgnes na 3 321 Everywhara 5t Ottawa Dintano

Faw Search  Moddy Szarch | Canosl

Praferred Tima Zana: Eadtem

Figure 7-7 Lookups tab i Consignee Lookup Search Results

i Selecting any of the underlined column headings will sort the list using the
information in that column.

i 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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