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OBJECTIVES

ACE Portal Update Modify ACE 
Reports

Schedule ACE 
Reports

ACE Reports & 
Modifications for 
Risk Analysis

ACE Reports & 
Modifications for 
Recon

Recommended 
Reports & 
References
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ACE Portal Update
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Ace Reports Resources 

uhttps://www.cbp.gov/tr
ade/ace/training-and-
reference-guides
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https://www.cbp.gov/trade/ace/training-and-reference-guides
https://www.cbp.gov/trade/ace/training-and-reference-guides
https://www.cbp.gov/trade/ace/training-and-reference-guides


ACE Portal Login 
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Password Expired?
TAO
Proxy 
CBP Help Desk

Are you still under another 
Importer/Broker portal?

1. Trouble accessing the ACE portal/password issues/trouble 
running a report call:  866-530-4172

       Email: ACE.Support@cbp.dhs.gov
2. Report issues with report results/data integrity
      Email: ACE.Reports@cbp.dhs.gov

ACE and Automated Systems | U.S. Customs and Border Protection (cbp.gov)

mailto:ACE.Support@cbp.dhs.gov
mailto:ACE.Reports@cbp.dhs.gov
https://www.cbp.gov/trade/automated


Accessing ACE Reports (Modernized Portal)
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Accessing ACE Reports (Modernized Portal)
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Modify ACE Reports 
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Modify  Reports – Design Mode
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Run Standard 
Report and Cancel 
Prompt

1. Click Reading 
Mode to change 
to Design Mode 

2. Click Query 
Button



Modify Saved Report
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Modify Saved Report 
Ellipsis  



Query Panel - Results Objects
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1. Search word
2. Expand Data 

Objects
3. Scroll 
4. Add / Remove 

Results Objects 
5. Data Element 

Description
6. Run or Apply and 

CloseACE REPORTS DATA DICTIONARY: 
https://www.cbp.gov/ace-reports-data-dictionary
 

https://www.cbp.gov/ace-reports-data-dictionary


Query Panel - Query Filters
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Drag and drop a 
data object from 
the universe 
outline menu pane 
to the Query 
Filters pane.



Modify Query Filters
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In the operator drop-down, select an operator: 
In List, Between, Equals to, Matches Pattern, 
Not Equal to, Is not Null  

Filter Type: 
Constant type any required data.
Value(s) from list: List will display if available 
Prompt will prompt value in Query Panel each 
time  
Object from this query is selected as a filter 
type, select an object in the Objects dialog box. 



Adding an Optional Prompt to Filters

Add Query Filter
Select Prompt 
Click on Gear 
Select Optional Prompt 
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Adding an Optional Prompt to Filters

15



Modify Query Filters – Dynamic Dates
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• For recurring scheduled reports where the 
date range needs to update for each 
instance, a dynamic date range that 
automatically adjusts based on the report 
run date is available 

• In the operator drop-down: select 
Between

• Filter Type: select Object from this Query 



Modify to Schedule Recurrence 
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Select a date object 
Select the OK button. 
Repeat Steps for the second date field 



Dynamic Dates
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v Previous week 
Begin and Previous 
Week End 

v Data runs previous 
week Monday to 
Sunday  



Modify – Add / Remove Objects to 
Report Results
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Modify – Add / Remove Objects to 
Report Results
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1. In Design Mode
2. Click wrench icon
3. Click in the report 

cell
4. Drag items in from 

Dimensions 
5. Move items up down 

in column 



Modify Report – Set Sort 
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Save As – Export – Refresh Report in Design Mode 
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Save the report
Export Report in Design 
Mode 
Refresh the report 



Schedule ACE Reports 
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Schedule Report 
u Must complete all steps to successfully Schedule a 

report 
uUse Dynamic Dates
uSchedule Delivery Destination
uSet Destination email 
uSchedule Recurrence 
uSet Format
uSelect Schedule Button
uIf necessary – Modify Prompts
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Schedule Report 
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• Personal Folder
• Click on ellipsis for the 

report you wish to 
schedule

• Select Schedule 



Schedule –Delivery Destination
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General -> Delivery 
Destination -> Add



Schedule Email Destination
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1. Tick Email  
2. Click in the body of the 

window to open the 
email detail options in 
destination pane



Schedule –Delivery Destination
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Destination Window Displays
• DO NOT fill in From: 
• Add To: email address
• Add Subject 
• Click Confirm 



Schedule Recurrence 
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Recurrence
• Now to run the report 

immediately in the 
background while you 
continue to work.

• Select Once to choose a 
date and time to run a 
single instance of the 
report

• Select Recurring to 
choose how often and 
the dates and times to 
run the report



Schedule Recurring Report
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Schedule Report Features -  Formats
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Select Desired Format 
– Web Intelligence – (file you 

can open and edit only in 
ACE Reports - History)

– Excel – Data (returns just the 
Data no formatting and not 
in the report column order) 

– Excel – Reports (retains all 
the ACE Reports formatting 
and order of columns)

– Click Schedule when all 
steps are complete



Schedule Report Features - Prompts
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If necessary, in Prompts, review or 
modify the prompt values.

– Report Features 
– Prompts
– Edit Prompt Values



Schedule History 
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Click on ellipsis of 
the selected report 
Select History 



Cancel a Scheduled Report 
• Navigate to the 

scheduled report 
saved in your 
personal folder

• Right click on the 
name of the report 
and select “History”

• When the history 
screen displays, 
look for the 
scheduled report 
instance, right click 
over the title of the 
report and select 
Delete. 
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Cancel a Scheduled Report 
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Email Sender for Scheduled Reports 
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Email may go to spam or get blocked!
Work with your IT department



Best Practices when Modifying & Running 
Reports

37

u Patience – Check for an ACE Outage or switch to a different Browser (Edge, Chrome, Firefox).

u Ensure to “Always Allow Pop-Ups” from ACE so that the Report Browser can Open.

u Save often when creating a modified report.

u Certain report elements are specific to the Entry Header and not the Entry Line.  These data 
elements will cause duplication of values if put in a modified Entry Line report.

u Entry Line Data exported from ACE will not have tariff sequence lines rolled up onto one data 
line.  Additional tariff sequences will be reported on separate lines with the corresponding 
duty amount.  The value of the entry line will be included on only one of the tariff sequence 
lines and will need to be rolled up manually in Excel.

u Run a Header Only report (ES-001 or ES-006) after modifying a report to ensure your Values 
and Duties tie. Reasons for variances could be the result of: Multiple Protest Lines, Sets (X/V 
Lines), Missing or Duplicate Tariff Sequence Lines.

u Use a consistent Date Type (i.e. Entry Date, Entry Summary Date) - CBP utilizes “Entry Date”.



ACE Reports & 
Modifications for Risk 
Analysis
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Risk Analysis

REASONABLE CARE MONITORING

& RISK ASSESSMENT

IDENTIFY & REDUCE 
RISKS
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ACE Reports for Risk Analysis
Our Favorites…and CBP’s too!

Modified ES-003 Entry Line Tariff Details

ES-006 Entry Summary Dimensions by Value 

ES-013 CBP Form 28, 29, 4647,6051D Status Report

ES-012 Entry Summary Census Warning and Override Report

ES-601 Drawback Claim Details
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Risk Analysis - Quantitative Data Fields
Modify the ES-003 Entry Line Tariff Details Report to bring in additional detail, 
including: 

u Importer Name, Port of Entry Name, MOT Code

u Entry Type & Entry Type Short Description

u Filer Code & Filer Name

u Country of Origin Name & Country of Export Name

u Related Party Indicator & Manufacturer Name

u HTS Short Description, Line Article Set Code, Line Article Set

u Section 232 Exclusion ID & Exclusion Approved Quantity

u Antidumping (ADD) Case Number, ADD Ad Valorem Rate, ADD Specific Rate, 
ADD Duty Amount

u Countervailing (CVD) Case Number, CVD Ad Valorem Rate, CVD Specific Rate, 
CVD Duty Amount

u Reconciliation Indicator, Recon Issue, and Recon Due Date
41



Risk Analysis – Qualitative Data Fields

Additional Data Fields
u Entry Summary Adjustments

Ø Entry Summary Status

Ø Entry Summary Version Number

Ø Protest Status & Protest Number

Ø Post Summary Correction (PSC) Indicator

Ø PSC Reason 

Ø Bill Amount & Refund Amount

u Liquidation Date & Liquidation Status

u Reconciliation Issue & Reconciliation Due Date

u Entry Summary Census Warning Status 42



Monitoring

Ø Ensure instructions provided to your Broker are correct and 
being followed: 
u Review entries with values that are excessively Low or High

u Review entries with unexpected FTA/SPI claims

u Review entries with unexpected Tariff Classifications & Basket Provisions

u Review new Tariff Classifications 

u Review entries under Chapter 98

u Analyze Section 232 Exclusion Quantity Usage

u Validate Section 301 Exclusions Applied

u Review AD/CVD Flags based on HTS-COO Combinations

u Verify Mill Certificates for HTS CH 72 and 7301-73

u Review Census Warnings
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ACE Reports & 
Modifications for 
Reconciliation
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ACE Reports for Reconciliation

Modified ES-003 Entry Line Tariff Details

ES-004 Rejected and Cancelled Entry Summaries

ES-006 Entry Summary Dimensions by Value 

ES-501 Reconciliation No Files

ES-504 Associated Entry Summaries  

ES-505 Reconciliation Entry Summary Amounts
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Report Modifiers for Reconciliation

Ø ES-003 Data Fields to Add:
u Reconciliation Indicator

u Reconciliation Issue Code

u Reconciliation Issue

u Reconciliation Due Date

u Reconciliation Status
u Continuous Bond Number

u Line MPF

u Line HMF

u Total Estimated Fee Amount
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Report Modifiers for Reconciliation

Ø ES-003 Entry Summary Line Tariff Details - Recon Fee Detail

Using an existing Modified ES-003 Report, create a new and separate report with the following Data 
Fields:

u Line Fee Amount

u Line Fee Accounting Class

u Line Fee Accounting Class Code

u These fields will result in duplication of the entry lines for each Accounting Class Code applicable to 
the entry line.

Ø ES-501 Data Fields to Add:

u Entry Date

u Bond Number

u Surety Code

u This report should be run with no date parameters!
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Overview of 
Recommended Reports 
and Reference Modules
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ACE Reports Catalog

https://www.cbp.gov/ace-reports-catalog-trade
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https://www.cbp.gov/ace-reports-catalog-trade


Useful ACE Reports
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Entry Summary 

Ø ES-001 Entry Summary Header Details
Ø ES-003 Entry Summary Line Tariff 

Details
Ø ES-004 Rejected and Cancelled Entry 

Summaries
Ø ES-005 Late Filed Entry Summaries
Ø ES-006 Entry Summary by Value
Ø ES-007 Warehouse Entry Summaries 

Without Final Withdrawal
Ø ES-008 TIB Expiration Notice
Ø ES-011 Unpaid Entries
Ø ES-012 Entry Summary Census 

Warning and Override
Ø ES-013 CBP Form 28, 29, 4647,6051D 

Status Report

Revenue

Ø REV - 405 Trade Open Bills
Ø REV - 603 Trade Refund Report

Liquidation

Ø ES-701 Courtesy Notice of Liquidation

Cargo Release

Ø CR - 009 Cargo Release Entry Status



Useful ACE Reports
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Reconciliation 
Trade Remedy 

Ø Sec 201/ Sec 232 /Sec 301

ITRAC 

Ø Carrier / Bill of Lading data not in the 
E/S Universe 

PGA Message Set

Ø PGA-101 PGA Message Set

AD/CVD

Statement 
Protest Report 

Ø ES-501 Recon No-Files
Ø ES-504 Associated Entry Summaries
Ø ES-505 Reconciliation Entry Summary 

Amounts

Ø REF-202 ADCVD Active Case Details
Ø REF-208 ADCVD Active Principal Case 

Other Certification Required 

Ø ES-404 Protest Entry Details (Filer Only) Ø REV-103   Periodic Daily Statement 
Entry Summary List 



ES-006 Entry Summary Dimensions by Value 
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Modify ES-001 Entry Summary Header 
Detail
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Entry 
Summary 
Number

Post 
Summ
ary 
Correc
tion 
Indicat
or

Entry 
Summa
ry 
Version 
Numbe
r

Entry Summary Update 
Date

Entry 
Summary Date

Entry Summary 
Create Date

Entry 
Type Code Entry Date Liquidatio

n Date
Liquidation 

Status Grand Total 
Ascertained 
Amount

Grand Total 
Estimated Amount Difference

XXXYYYYYYYY N 1.01 08/12/2024 03/14/2023 03/02/2023 01 03/02/2023 01/26/2024 Liquidated $279.21 $594.21 -$315.00

XXXYYYYYYYY Y 2.01 08/13/2024 10/25/2023 10/17/2023 01 10/14/2023 08/09/2024 Liquidated $1,234.72 $1,239.95 -$5.23

XXXYYYYYYYY Y 2 08/14/2024 03/25/2024 03/13/2024 03 03/13/2024 Suspended $438.82 $104.66 $334.16

XXXYYYYYYYY N 1.04 08/13/2024 12/26/2017 12/20/2017 03 12/13/2017 08/09/2024 Re-liquidated $6,050.99 $2,092.55 $3,958.44

XXXYYYYYYYY Y 2.01 08/15/2024 12/13/2021 12/10/2021 03 12/01/2021 Suspended $303.26 $149.28 $153.98

XXXYYYYYYYY Y 2 08/18/2024 03/02/2023 02/28/2023 03 02/19/2023 08/23/2024 Pending $2,835.71 $2,831.53 $4.18

XXXYYYYYYYY N 1.03 08/17/2024 02/24/2021 12/10/2020 07 02/19/2021 08/09/2024 Liquidated $8,184.66 $8,457.98 -$273.32



Modify ES-003 Entry Summary Line 
Detail

54

Entry Date Entry 
Summary Date

Entry 
Summary 

Create Date

Entry 
Summary Line 

Number
Entry Summary Census Warning 
Status

Entry 
Summa
ry 
Census 
Warnin
g Status 
Code

Entry 
Summary 
Create 
Date

01/03/2025 01/03/2025 1 Census Warning 1
01/03/202

5

01/02/2025 01/02/2025 1 Census Warning Overridden 6
01/02/202

5

12/20/2024 01/07/2025 12/18/2024 5 No Census Warnings 0
12/18/202

4



Modify ES-003 Entry Summary Line 
Detail
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Line Detail – Note Value issues for 
XVV – Include “Line Article Set Code” 
to identify 



ES-701 – Courtesy Notice of Liquidation 
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57

ES-008 TIB Expiration Notice

Entry Summary 
Number

Entry 
Type 
Code

Control 
Team 

Number
Port of Entry 

Code Release Date Entry Date Entry Summary 
Date

Liquidation 
Status Liquidation Date

XXXYYYYYYYY 23 IAB 3802 08/25/2023 08/25/2023 09/07/2023 Extended 08/25/2025

XXXYYYYYYYY 23 FBD 3423 08/27/2023 08/27/2023 09/07/2023 Open 08/27/2024

XXXYYYYYYYY 23 IAA 3803 09/05/2023 09/05/2023 09/14/2023 Open 09/05/2024

XXXYYYYYYYY 23 IAA 0209 09/11/2023 09/11/2023 09/20/2023 Open 09/11/2024

XXXYYYYYYYY 23 JBN 3801 09/12/2023 09/12/2023 09/21/2023 Open 09/12/2024

XXXYYYYYYYY 23 IAA 0901 09/12/2023 09/12/2023 09/21/2023 Open 09/12/2024

XXXYYYYYYYY 23 JBN 0901 09/17/2023 09/17/2023 09/27/2023 Open 09/17/2024

XXXYYYYYYYY 23 GBS 3613 09/17/2023 09/17/2023 09/28/2023 Open 09/17/2024



REV-603 Trade Refund Report
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Payee ID Company Name C/O Address Refund Date Refund Type
Document 

Number
Total Refund 

Amount
Check Number / ACH 

Trace Number Check or ACH

XX-YYYYYYYYY C/O XZY CO 08/02/2024 Administrative XXXYYYYYYYY $13,749.07 xxxxx840 Check

XX-YYYYYYYYY C/O XZY CO 08/02/2024 Drawback XXXYYYYYYYY $616.27 xxxxx259 Check

XX-YYYYYYYYY 08/09/2024 Drawback Payment XXXYYYYYYYY $3,006.03 xxxxx726 Check

XX-YYYYYYYYY C/O XZY CO 08/02/2024 Entry Liquidation XXXYYYYYYYY $304.25 xxxxx418 Check

Document Number = Entry Number!



Rev-405 Trade Open Bills
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Bill Number
Bill Version 

Number Bill Date
Last Notice 

Date Debtor Number Debtor Name
Transaction 

Date Bill Type

600XXXXX 25 7/29/2022 7/19/2024 XX-XXXXXXXXXX 5/19/2021 Supplemental Duty

Accounting Class 
Code Type of Charge Amount

Interest 
Accrued to 

Date

Full Amount 
Due Upon 
Receipt

Amount Due 
After Date

Amount Due after 
Amount (incl. 

Interest)
Bill Sanction 

Status
Protest 
Number

Protest 
Status

012 ANTIDUMPING 8/16/2024 Active

013 CNTVAL DUTY 8/16/2024 Active

044 INTEREST 8/16/2024 Active



ES-013 CBP Form 28,29,4647, 605ID
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Importer Number
Notice 
Type 
Code

Notice Date
Trade 

Response 
Due Date

Status Trade Response Date Entry Summary 
Number

Notice Issuing 
Team

XX-XXXXXXXX 46 11/3/20XX  10:02:01 AM12/3/20XX Closed XXXXXXXXX XXX

XXXXX-XXXXX 29 4/11/20XX 2:35:27 PM5/2/20XX Sent XXXXXXXXX XXX

XX-XXXXXXXX 28 9/22/20XX  6:01:10 PM10/12/20XX Response Received 10/6/20XX  4:00:00 AMXXXXXXXXX XXX

XX-XXXXXXXX 60 4/12/2024 5:42:59 PM4/12/2024 Closed (Sent in Error) XXXXXXXXX XXX



ACE Forms (CF-28/CF-29)
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TR-002
Section 232 Steel

Entry Summary Number

Entry 
Summar
y Line 

Number

Product 
Exclusion 

ID

Issued 
Quantity

Issued 
Quantit
y UOM 
Code

Line 
Tariff 

Quantity 
(1)

Contr
ol 

Status

Entry 
Summary 

Status

Collection 
Status

Liquidatio
n Status

HTS Code

xxx0867147x 8 SPR258xxx 24000 KG 5,603 CBP Accepted Paid Pending 7304591000

xxx0867147x 8 SPR258xxx 24000 KG CBP Accepted Paid Pending 99038180
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REF-202 AD/CVD Active Case Details 
Report 
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The ACE Report REF-202 
does not show a “Principal 
Case Other Certificate 
Required Indicator” 

Modify the Report to add 
the “Principal Case Other 
Certificate Required 
Indicator” in the results 
objects and/or Query 
Filters  
• Compliance with 

Certification 
Requirements 

• Federal Register

• CSMS # 60429628 - 
Antidumping 
Countervailing Duties 
(AD/CVD) Certification 
Designation Deployed 
to Production on May 2, 
2024

https://urldefense.com/v3/__https:/lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDEsInVyaSI6ImJwMjpjbGljayIsInVybCI6Imh0dHBzOi8vd3d3LmdvdmluZm8uZ292L2NvbnRlbnQvcGtnL0ZSLTIwMjQtMDItMDIvcGRmLzIwMjQtMDIxMzkucGRmIiwiYnVsbGV0aW5faWQiOiIyMDI0MDcwMi45NzA5NDU5MSJ9.Zqkq9IwS9ZjCIHAjKik6aOh1S1MoY67DTP1GkEs4U9M/s/605322194/br/245174493036-l__;!!BIjHE3oTu5E!SInf5dsGyLifWqqMo1T1Fetb87BK_ZdvE_nAFN7UTmYLiFF9r0SPYWJJxsy4Pquj2pjH5aPsdrR_vQD7HAk$
https://urldefense.com/v3/__https:/lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDEsInVyaSI6ImJwMjpjbGljayIsInVybCI6Imh0dHBzOi8vd3d3LmdvdmluZm8uZ292L2NvbnRlbnQvcGtnL0ZSLTIwMjQtMDItMDIvcGRmLzIwMjQtMDIxMzkucGRmIiwiYnVsbGV0aW5faWQiOiIyMDI0MDcwMi45NzA5NDU5MSJ9.Zqkq9IwS9ZjCIHAjKik6aOh1S1MoY67DTP1GkEs4U9M/s/605322194/br/245174493036-l__;!!BIjHE3oTu5E!SInf5dsGyLifWqqMo1T1Fetb87BK_ZdvE_nAFN7UTmYLiFF9r0SPYWJJxsy4Pquj2pjH5aPsdrR_vQD7HAk$
https://urldefense.com/v3/__https:/lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDEsInVyaSI6ImJwMjpjbGljayIsInVybCI6Imh0dHBzOi8vd3d3LmdvdmluZm8uZ292L2NvbnRlbnQvcGtnL0ZSLTIwMjQtMDItMDIvcGRmLzIwMjQtMDIxMzkucGRmIiwiYnVsbGV0aW5faWQiOiIyMDI0MDcwMi45NzA5NDU5MSJ9.Zqkq9IwS9ZjCIHAjKik6aOh1S1MoY67DTP1GkEs4U9M/s/605322194/br/245174493036-l__;!!BIjHE3oTu5E!SInf5dsGyLifWqqMo1T1Fetb87BK_ZdvE_nAFN7UTmYLiFF9r0SPYWJJxsy4Pquj2pjH5aPsdrR_vQD7HAk$
https://urldefense.com/v3/__https:/lnks.gd/l/eyJhbGciOiJIUzI1NiJ9.eyJidWxsZXRpbl9saW5rX2lkIjoxMDIsInVyaSI6ImJwMjpjbGljayIsInVybCI6Imh0dHBzOi8vd3d3LmZlZGVyYWxyZWdpc3Rlci5nb3YvZG9jdW1lbnRzLzIwMjQvMDIvMDIvMjAyNC0wMjExNC9hbm5vdW5jaW5nLWFuLWltcG9ydGVycy1hZGRpdGlvbmFsLWRlY2xhcmF0aW9uLWluLXRoZS1hdXRvbWF0ZWQtY29tbWVyY2lhbC1lbnZpcm9ubWVudC1zcGVjaWZpYy10byIsImJ1bGxldGluX2lkIjoiMjAyNDA3MDIuOTcwOTQ1OTEifQ.rVVqYgPT79goQ6MqI-ZoIkLy0OJyzLzkJ_zS66dLITg/s/605322194/br/245174493036-l__;!!BIjHE3oTu5E!SInf5dsGyLifWqqMo1T1Fetb87BK_ZdvE_nAFN7UTmYLiFF9r0SPYWJJxsy4Pquj2pjH5aPsdrR_bC0AyIs$


REF-208 ADCVD Active Principal Case 
Other Certification Required

u Commerce is imposing certification requirements on an increasing number of AD/CVD 
cases. When required, the importer must provide importer and exporter certifications 
concerning the applicability of an AD/CVD order to merchandise that they are 
importing.

CSMS # 63470689
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REV-103   Periodic Daily Statement Entry 
Summary List 
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Questions?

Sandy Coty

Director of Operational Development, A.N. Deringer, Inc

NCBFAA Customs Committee Chair 

Ashley Adducci

Senior Trade Auditor, Deleon Trade LLC
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Running a Standard 
ACE Report 
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ACE Reports – Landing Page - Home
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Public Folders – Running Standard 
Reports
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Folders is a directory of all the folders 
you have access to in the system 
Click on desired report to open the 
prompts window and run the canned 
report 



Public Folders –  Favorites
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Opened Report Navigation Icons
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• Back – Folders 
• Home –> Landing Page
• Undo/Redo 
• Refresh Prompt 

Window
• Favorite



ACE Reports: New Mandatory Prompt for 
Trade Account ACE ID

u The mandatory prompt for a company’s Trade Account ACE ID has been 
created to identify the subject company when a report is run. 

u When running or scheduling a standard, customized, or ad-hoc report, all 
users must select the Trade Account ACE ID of the subject company from the 
mandatory prompt labeled “Trade Account ACE ID”.

u All existing scheduled reports will need to be updated to include the new 
mandatory Trade Account ACE ID prompt after this change has taken effect, or 
the scheduled reports will fail. 
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Prompts – Trade Account ACE ID
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Prompts Pane - Mandatory Prompt 
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“Run” 
greyed out if 
‘Mandatory 
prompt” is 
not 
Completed 



Prompts Pane – Run Report
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§ Enter Entry Number with no dash or 
space

 XXX00000000

§ IRS Number or Customs Assigned 
Number search format 

 XX-XXXXXXXXX / XXXXXX-XXXXX
§ Enter “list”. i.e. You can add multiple 

values separated by ; 
 For example: 

XXX00000000;XXX11111111 
§ HTS: 4011101050



Prompts Pane –  Functionality and 
Pasting a String of Values
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Prompts Pane – Search Value from List  
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Prompts Pane– Calendar 
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Type the data manually or use calendar 
icon



Save As – Personal Folders
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Save In Personal Folder 
– Wait for folder to 
display



Save As – Options (Description)
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Save As – Public Folder – Shared Reports
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Export Results
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The exported file 
downloads to 
your browser 
download 
location



Personal Folder - Organize Reports 

83

To Organize saved reports at a Sub Folder Level         
Within the personal folder click on the (+) -> New 
Folder


