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Customs and Border Protection Manifest

Revision History

Name Change and Reason for Change Version
Debbie Tompikins g Initial Release 1.00
Debbie Tompking G Appiication updates from POS pilot 1.01
Debbie Tompkins 0% Modification to Add Hems Button 1.02
Deabbie Tompkins g Changed name to CBPMAN User's Guide & 2.00
modified to support both POS and ACE
workstaiion
Dabbie Tompkins Application modifications from ACE pilot 2.01
feedback: added link to access user's guide;
changed {abel field for barcode to read "2576-
- A Barcode'; added barcode format validation,
Debble Tompking Modification to "ACE User’ section. 2.02
Debbie Tompking Added international sender feature and 2.03
changed recipient phone number field o
oplional,
Debbie Tompkins Maodified POS soreens replacing radio bullens | 2.03a
with dropdown #ists in 'Parcel/Other
Information’ section.
Debbie Tompking Muodified verbiage on Page 12 for on-iing 2.03b
labels.
Debbie Tompkins POS CR718 which provides bypass 3.00

functionality and Census requirement
(EEL/PFC number). Also added a 'Log Out’
link at the top of screen for ACE version.
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Customs and Border Protection Manifest

Overview

The Postal Accountability and Enhancement Act (PAEA) passed in December 2006
requires that the Uniled States Postal Service (USPS) comply with Customs procedures
applied to similar shipments of private companies that are substantially owned and
controlled by U.S. citizens, This implies that the USPS develop a method to
electronically capture and save the Customs Declaration information required for all mai
pieces with a destination address outside the United States (except APO/FPO
destinations), Currently this information is handwritten on PS Forms 2978 and 2976-A.
USPS is required o send this information electrenically to the Customs and Border
Protection (CBP) agency prior to the mail piece leaving the United States. This enables
CBF to target certain itemns for inspection and, if necessary, seize items that are
prohibited to be mailed to/from the United States.

This Customs and Border Protection Manifest (CBPMAN) application was developed to
capture this information as close to real time as possible in order to provide it to
Customs and Border Pretection in a timely manner. It is accessible from POS as well as
from an ACE worksiation. While functionality is very similar, this document contains
instructions for both ic capture the minute differences.

Documentation can be found on-line at:
httoJeagnmnsxfolinesonse/ahoutfiraining/courses.asp?VENDOR=NCR

Getting Help

if you encounter protlems with this application, call the IT Corporate Help Desk at
1-800-USPS-HELP (800-877-7435} and speak one of the following to identify the
application;

C B P Man

Customs Deata Eniry

Customs_Manifest

Customs_Declaration

Say “Yes’ to the confirmation response Electronic Manifest Central Database to be
fransferred {o the help desk




Cusioms and Border Frotection Manifest

POS One Users

The POS One version supports those customers who have either completed a paper
PS Form 2076-A and/or entered their information via the USPS website {Click-n-Ship or
Customs Forms Online) and presents the mail piece to the retail window for mailing.
The Retall Associate will process the form in accordance to provided standard operating
procedures.
0

if technical difficuities occur at any time or there is a need to exit the website for
any reason, press either the [Mailing], [Stamps] or [Customer Services] static keys
on POS One. No data will be saved during this operation. If the website is exited without
selecting the Save/Exit button, the mailing cannot be completed. To complete the
mailing transaction, re-scan the form to begin entering the information.

Tips

= A bypass feature has been added to the International Mailing workflow that will
allow the user to accep! the mail piece, complete the transaction and enter the
customs form information at a later time during the day either at a POS
worksiation or an ACE computer.

= Use the Tab key on your keyboard to move to the next field where you see
<Tab> in the instruction,

*  Using the «Ghift/Tab> keys will allow you to {ab backwards {o the previous field.

= Foritems in the application requiring to be selected (i.e. check boxes, radio
butions, ete.} tab io the selection and hit the spacebar to initiate the action. The
mouse or fouch pad can also be used.

= When making a seiection from a field that has a dropdown list, such as the State
or Country fields, enter the first letter of the selection and the first state or country
beginning with the leiter you entered will be displayed. If your choice is not
immediately disp 3;:;5 continue to hit the first letter of your choice until the
desired selection i3 d s*“»ﬁayed Once your choice is displaved, select the Tab key
to accept your seleciion and move fo the next field (Le. to select Aiaé:;ama ype
the letier A’ conlinue to hif the lefter 'A7 untif Alabama is displaved and hit 'Tab’
to make the selection and move to the next fieid).

[}



Customs and Border Protection Manifest

Getting Started

Scan the barcode located on the PS Form 2976-A (ex. CP111111111US). <Tab>

5 If the customer completed the form on-line through Click-N-Ship prior to their visit,
the information will display on the screen. The information should be validated per
standard operating procedures. Then, select the Save/Exif button (focated at the
bottorn of the screen) to return to POS to complete the transaction. Packages that do
not have an on-line label with postage affixed or have a third-party label (e-bay, Pitney
Bowes, etc) will not be displayed on the screen.

ﬁ-}‘ 2757 ’T?E

If a customer presents a package with a completed on-line 2976-A form attached
and electronic postage has been applied, follow the POS One Pre-paid Mail Acceptance
workflow to accept the package. Follow the Customs Forms Processing standard
operating procedure for packages that do not have an on-line label with postage affixed
or has a third party label {e-bay, Pitney Bowes, etc) with postage affixed.

0

&  The Same Sender and Same Recipient buttons will appear after the Customs
Manifest Record number has been entered. Use these butions when a customer is
mailing multiple packages and when either the sender and/or recipient information is the

same.

Becord for Customs Manifest CPTT111H111US

e Same Senderss

‘splays after the barcode is scanned, enter all the information as
ciructions below. Use the Tab' key to move from one fisld o

the next, Fortlems | slication requiring to be selected {i.e. check boxes, radio

buttons, etc.) tab to the selection and hit the spacebar to initiate the action. The mouse

or touch pad can also be used.

Hno informetion d
shown on the form pet

[y



Customs and Border Protection Manifest

Sender Information

To enter an international address in the Sender Information section, click on the
international Sender Address link and follow instructions below under Entering an
International Sender Address. This option is used when a customer who resides
otitside of the United States would like fo mail an item using their international address
as their return address.

Entering a Domestic Address (Default)

Enter Sender Last Name <Tab>

Enter Sender First Name <Tab>

Enter Sender Business Name (if applicable) <Tab>

Enter Sender Street Address <Tab>

Enter Sender Zip Code (After entering the zip code the related city and state will
be populated ) <Tab>

Urb o -

O If the zip code is not found in the lookup table a message will prompt you to select
Yes to enter the city, state and zip manually: to select the state <continue hitting the first
letter of the desired state until it is displayed, then hit the Tab key to make the
selection>. Selecting No will allow you to look up another zip code.

EN




Customs and Border Protection Manifest

Entering an International Address

Enter Sender Last Name <Tab>

Enter Sender First Name (oplional) <Tab>

Enter Sender Business Name (if applicable) <Tab>

Enter Sender Street Address <Tab>

Enter Sender City (optional} <Tab>

Enter Sender Postal Code {if applicable) <Tab>

Select Country from dropdown <continue hitting the first letter of the desired
country until it is displayed, then hit the Tab key to make the selection>.

8. Recipient Phone {optional) <Tab>

R o e

"€ Click on the Domestic Sender Address link to go back to the domestic address

format.




Customs and Border Protection Manifest

Recipient Information

Enter Recipient Last Name <Tab>
2. Enter Recipient First Name (If the customer compieted the form on-line prior to their
visit and the full name appears in the last name field, this is acceptable) <Tab>

b

3. Enter Recipient Business Name (if applicable) <Tab>

4. Check P.O. Box Indicator using the if the destination address is a P.O. Box
<Tab/Spacebar>

5. Enter Recipient Street Address <Tab>

6. Enter Recipient City (optional) <Tab>

7. Enter Recinient Postcode (if applicable) <Tab>

8. Select Country from dropdown <continue hitting the first letter of the desired
country until it is displayed, then hit the Tab key to make the selection>.

9. Recipient Phone {optiocnal) <Tab>

]



Customs and Border Protection Manifest

Description of Contents

1. The ltem Number will automatically populate and increments as additional mail
pieces are added

2. Enter a Description <Tab>

3. Enter the Quantity <Tab>

4. Enter Net Weight (Ib and oz} (total weight must be greater than 0) <Tab>

5. Enter Value (US$) <Tab>

6. Enter a 6 digit HS Tariff Number (Commercial Senders Only) <Tab>

7. Enter Country of Origin, this is the country where the goods originated or are

assembled. {Commercial Senders Only) <Tab>

8. To enter additional items click the Add Additional Item bution and repeat Steps

R 2 thru 8 until ali tems are entered. Use <Spacebar> {o select button.

©  The description of contents for the last item entered is saved when the Save/Exit
bution is selected. 1t is not necessary that the item appear in the Current ltems list
however if can be added to the Current ltems list by selecting the Add Additional ltem
button again.

B
& Selecting the Clear All ltems buiton wilt clear all contents allowing the user to

start over. Information will not be saved.

The Total Weight may not reflect the actual weight due to the weight of the
shipping box and malerials, However, the Total Weight entered must not exceed the
POS One scale weight, but must be greater than 0.

AT ATETGE RS e
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Customs and Border Protection Manifest

Updating a Current item

As items are added. the user will have the option to Edit, Copy or Delete a specific
item. The mouse or touch pad shouid be used for these options.

Select Edit to modify an item. The item will appear on the screen for editing in the
Description of Contents section.

Selecting Copy will copy an existing item. The item will appear on the screen for
editing.

Selecting Delete wili remove the item from the list.

© The description of contents for the last item entered is saved when the Save/Exit
button is selected. It iz not necessary that the item appears in the Current ltems list

however it can be added to the Current items list by selecting the Add Additional ltem
button again.

i Detailed tem Description 2

ABUsingss Doouments -

Filetier

41
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Customs and Border Protection Manifest

Customs/importers Information

3

The Customs Information, Importers References, and Importers Fax/Email fields
are opi:onal buf should ke entered if they appear on the customer’s form.

Enter License Number <Tab>

Enter Certificate Number <Tab>
Enter Invoice Number <Tab>

Enter the addressee’s Customs Reference <Tab>
Enter Insured Number <Tab>

Enter Insured Amount <Tab>

Enter SDR Value <Tab>

Enter Tax Code <Tab>

Enter importer's VAT Number <Tab>
’lB Enter Importer's Code <Tab>
11.Enter Importer's Fax or Email <Tab>

©WNOD ;BN
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Customs and Border Protection Manifest

Parcel Information

1. Select Content Type from dropdown <hit the first letter of the desired
Content Type to display it, and then hit the Tab key to make the selection>.
Enter Content Explanation if Other is selected as Content Type <Tab>
Select Resftrictions from dropdown <hit the first letter of the desired
Restriction to display it, and then hit the Tab key to make the selection>.
Enter specific conditions or Restriction Remarks if Other is selected <Tab>
Select an EEL exsmpition code from the dropdown list (default is NOEEI
30.37(a}; <Tab>

SEN

o

"

C  Toenter an EEL that does not appear in the dropdown or 1o enter a PFC code,
select ENTER AN EEL/PFC from the dropdown and enter the new code in the
EEL/PFC field. If no EEL or PFC code appears on the form, select Not Provided.

Canada, no licensa raquirad
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Customs and Border Protection Manifest

Other Information

1. Enter Sender’s Instructions for Non-Delivery from the drop down < hit the
first letter of the desired Sender’s Instruction to display if, and then hit the

Tab key tc make the seiection>,
2. Select the Save/Exit bulton to save the information and return to POS to
complete the fransaction. All mandatory fields must be completed in order o

proceed.

K Selecting the Clear Form button will clear all entered fields and information will
not be saved. The Record for Customs Manifest barcode will remain on the screen and
the user will be aliowed 1o re-enter the information from the PS Form 2978-A.




Customs and Border Profection Manifest

ACE Users

The ACE workstalion version supports the manual (IR7T, CPUs and non-ACE) sites. The
CPU and non-ACE sies will send their 2975-A forms 1o their host post office 1o be
entered into the system,

Existing POS users can access the application using their ACE iD and password. Users
at IRT sites should submit an eAccess request for the Customs and Border
Protection Manifest application for the role of CBPMAN DATA ENTRY USER,

Tips

The mouse can be used, however the following tips are being provided as another way
to maneuver through the appiication.

Customs forms that were bypassed in POS can be entered. Proceed to the
Entering Incomplete Customs Forms section for instructions.

Use the Tab key on your keyboard to move to the next fieid where you see
<Tah> in the instruction.

Using the <Shift/Tab> keys will allow you to tab backwards to the previous field.

When making a selaction from a field that has a dropdown list, such as the State
or Country fields, enter the first letter of the selection and the first state or country
beginning with the letter vou entered will be displayed. If your choice is not
immediately displayed, continue to hit the first letter of your choice until the
desired selection is displayed. Once your choice is displayed, select the Tab key
to accept your selection and move to the next field (i.e. to select 'Alabama’, type
the letter “4" continue to hit the letter ‘A’ until Alabama is displayed and hit ‘Tab’
to make the selection and move o the next field).

The application session will iime-out after 20 minutes of inactivity. When entering
information, please ensure to complete the eniry and hit the Save/Exit button
prior to leaving the worksiation. If not, the information will not be saved and must

bhe re-enterad.

To exit out of the appiication at anylime, select the ‘Logout’ iink located at the

top of the web page.

s
9]



Customs and Border Protection Manifest

Accessing the Application

From the Intranel, type in the URL: CBPMAN in the address field. From the Welcome
Page, select the Enfer Application button.

ACE login 1D and

For security pu
y it an CEPMAN

password, i 4
group in Active I

Heed Access?

14 ¢

YARHING! FOR OF
Thisis a U5, Governm
ey stbiect visiators
irformetion on this oo

cied mred oiher suthorized use ondy. Uneudhorized aocess of use of this sestam
won widder the Unitad States Crimingl Cotle (Tt 18 UE €L fs@ 13208, A4
e, s, resd, copied, of captured and disciosed by angd o authorized
ARy euthorized or unethorized use of this computer system sigrifies consent o

E0- USES-HELP or 1-B00-877-7435,

Enter your ACE D

Enter your Password

Enter vour site Finance Number
Enter your Unit 1D

CREFSES

UNITEL STATES

POSTAL 32OV
stoms and Borda I ﬁaés':;wziziﬁ“éﬁ;%“,_ iyl

o
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Customs and Border Protection Manifest

Getting Started

d on the PS5 Form 2876-A (ex. CP111111111U8). <Tab>

Enter the barcode loc

Logout  User Guide

The following error message will appear if the barcode is not entered in the correct
format.

Logont  User Guide

2976-A Barcode 4588999D9DIDY

Py
]



Customs and Border Protection Manifest

The Same Sender and Same Recipient buttons will appear after the Customs
Manifest Record number has been entered. Use these buttons when a customer is
mailing multiple packages and when either the sender and/or recipient information is the

same.

g//‘____\\ i «%
. Legout w
|

When clicking the Logout link, a confirmation popup message appears. Select
Yes to exit or No to remain in the application.

Begin entering all the information as shown on the form per instructions below. iis
easier to use the Tab' key to move from one fieid to the next but the mouse can be
used as weil. For iterns in the application requiring to be selected (i.e. check boxes,
dropdown lists, eic.) use the mouse.

18



Customs and Border Protection Manifest

Sender Information

To enter an international address in the Sender information section, click on the
international Sender Address link and follow instructions below under Entering an
international Sender Address. This option is used when a customer who resides
outside of the Uniled States would like 1o mail an item using their international address
as their return address.

Entering a Domestic Address (Default)

1.
2.
3.
4.
5.

Enter Sender Last Name <Tab>

Enter Sender First Name <Tab>

Enter Sender Business Name (if applicable) <Tab>

Enter Sender Street Address <Tab>

Enter Sender Zip Code (Alter entering the zip code the related city and state wilt

be populated.) <Tab>

& If the zip code is not found in the lookup table a message will prompt you to select
Yes to enter the city, state and zip manually: to select the state <continue hitting the first
letter of the desired state until it is displayed, then hit the Tab key to make the
selection>. Selecting No wilt allow you to ook up another zip code.

—
o



Customs and Border Protection Manifest

Entering an international Address

Enter Sender Last Name <Tab>

Enter Sender First Name {optional) <Tab>

Enfer Sender Business Name (if applicable) <Tab>

Enter Sender Street Address <Tab>

Enter Sender City (optional) <Tab>

Enter Sender Postal Code {(if applicable} <Tab>

Select Country from dropdown <continue hitting the first letter of the desired
country until it is displayed, then hit the Tab key to make the selection>.
Recipient Phone (optionaly <Tab>

R ol

@

RO E
F

& Click on the Domestic Sender Address link to go back to the domestic address

format.

NI
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Customs and Border Protection Manifest

Recipient information

ity

B

o~ m o

Enter Recipient Last Name <Tab>

Enter Recipient First Name (If the customer compleied the form on-line prior to their
visit and the full name appears in the last name field, this is acceptable) <Tab>
Enter Recipient Business Name {if applicable}) <Tab>

Check P.O. Box Indicator using the if the destination address is a P.0O. Box
<Tab/Spacebar>

Enter Recipient Street Address <Tab>

Enter Recipient City {optional) <Tab>

Enter Recipient Postcode (if applicable} <Tab>

Select Country from dropdown <continue hitting the first letter of the desired
country until it is displayed, then hit the Tab key to make the selection>.
Recipient Phone [optional} <Tab>




Customs and Border Protection Manifest

Description of Contents

1. Tne ltem Number will autematically populate and increments as additional mail
pieces are added

2. Enter s Description <Tab>

3. Enter the Quantity <Tab>

4. Enter Net Weight {Ib and oz) {total weight must be greater than 0) <Tab>

5. Enter Value (US$} <Tab>

6. Enter a 5 digit HS Tariff Number {Commercial Senders Only) <Tab>

7. Enter Cavnt;‘y of Origin, this is the country where the goods originated or are

assembicd. fCamvwefc al Senders Only) <Tab>

8. To entar additional items click the Add Additional Item button and repeat Steps

“ 2 thru & untii all tems are entered. Use the mouse to select button.

B3 The description of contents for the last ifem entered is saved when the Save/Exit
button is selecied. | “mt necessary that the item appear in the Current ltems list
however it can be added o the Current ltems list by selecting the Add Additional ltem

button again.

8]

¢ Selecting the Ciear All items button will clear all contents allowing the user io
start over. information will not be saved.

ot reflect the actual weight due to the weight of the

R ] The Total ng T
shipping box and n“a‘fem 5.

,
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A Bdditionalitem

Detnited lbom Description iCneinne)
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Customs and Border Protection Manifest

Updating @ Current [tem

As ftems are added, the user will have the option to Edit, Copy or Delete a specific
item. The mouse shouid be used for these options.

Select Edit to modify an item. The item will appear on the screen for editing in the
Description of Contents section,

Selecting Copy will copy an existing item. The item wili appear on the screen for
editing.

Selecting Delete will remove the item from the list.

& The description of contents for the last item entered is saved when the Save/Exit

button is selecied. It is not necessary that the item appears in the Current tems list
however it can be added ‘o the Current ltems list by selecting the Add Additional ltem

button again.

: Detailed ltem i}i}is:[';l:;.}}ii I
A Businges L

B
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Customs and Border Protection Manifest

Customs/Importers Information

5 The Cusioms Information, Importers References, and importers Fax/Email fields
are optional but should be entered if they appear on the customer’s form.

Enter License Number <Tab>
Enter Cortificate Number <Tab>
Enter Invoice Number <Tab>
Enter the addressee’s Customs Reference <Tab>
Enter insured Number <Tab>
Enter Insured Amount <Tab>
Enter SDR Value <Tab>
Enter Tax Code <Tab>
. Enter importer's VAT Number <Tab>
10.Enter Importer’'s Code <Tab>
11 Enter importer’s Fax or Email <Tab>

O WO O s W




Customs and Border Protection Manifest

Parcel information

Select Content Type <use the mouse>

Enter Content Explanation if Other is selected as Content Type <Tab>
Select Ras%rsctzmwg <use the mouse>

Enter specific conditions or Restriction Remarks if Other is selected <Tab>
Select an £EL EXQ,;:;Q§E33 code from the dropdown list {default is NOEE!
30.377ay; <Tab>

1AW

& Toenter an EEL that does not appear in the dropdown or to enter a PFC code.
select ENTER AN EEL/PFC from the dropdown and enter the new code in the
EEL/PFC field If no EEL or PFC code appears on the form, select Not Provided.




Customs and Border Protection Manifest

Other Informeation

1. Enter Sender’s Instructions for Non-Delivery <use the mouse>

2. Select the SavelExit buiton to save the information and exit. All mandatory fieids
must be completed in order to procesd. The below popup will display

3. Select Yes to save the information and a new form will appear to enter
information for another Customs form or select No to exit the CBPMAN Welcome
Page.

& Seiectwag the Clear Form button will clear all entered fields and information will
not be saved. The Record for © ’z<*9m3 Manifest bharcode will remain on the screen and
the user will be aliowed 1o re-enter the information from the PS Form 2876-A

r

& When selecting the _c}gsut button the popup message below appears. Select
Yes to exii. if No is seiec data enfry screen rema ins.

o The ap Hot ime out after 20 minutes of inactivity. When entering
information, plezsa enst compiete the entry and hit the SavefExit bution prior (O
leaving the w ion. | nformation will not be saved and must be re-entered.

™
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Customs and Rorder Protection Manifest

Entering incomplete Customs Forms

1. Click the Incomplete Customs Forms (POS Only) button to view the list of
barcodes. <use the mousce>

2. Click on a %“ara.,@u\, from the list. <use the mouse>

3 Enter the information as it appears on the form and select the Save/Exit button
to save iéee inform and exit. Or, refer to instructions beginning on Page 18.

d

if the barcode is selected from the dropdown, it gets populated in the 2976-A
Barcode field. The barcode can &lso be manually keyed in to the field.

Legout User Guide

JCPT730552108US -
Pfem@ Sedect
’EEC]EEOU'"&&JS
by

Y8 When selac ng the ;mo*ng} iate Customs Form (POS Only) button, the No Data

Found! popup messag ting hat there are no Customs Forms to be

antered,




