CBPMAN – CUSTOMS & BORDER PROTECTION MANIFEST
Manual & IRT offices - DAILY (if any PS 2976-A Custom form acceptance)
Regeana Arrowood, Atalissa, IA 52720………4/19/2011
2976-A Scanning Procedures: With IMD scanner, scan or enter customs form barcode label from customer’s pre-printed or manual label. Press: ENTER Press: 3 – Accept. When prompted for a zip code, press ENTER to bypass. 
We DO scan APO/FPO custom forms with the above instructions, but do NOT enter them into CBPMAN.
Request access for CBPMAN in eAccess: Role – CBPMAN Data Entry User. Do not enter Special Instructions.

The Postal Accountability & Enhancement Act (PAEA) requires that the USPS electronically capture & save Customs information required for all mail destined outside of the US (except APO/FPO)

For help, call IT Corporate Help Desk (1-800-USPS-HELP / 1-800-877-7435). Say one of the following: C-B-P-Man; 
Customs-Data-Entry, Customs-Manifest, or Customs-Declaration. Say “Yes” to the response “Electronic Manifest Central Database.”
Questions about CBPMAN (eCustoms) procedures – http://rse2/posone/about/training/courses.asp?VENDOR=NCR 
___________________________________________________________________________________________________________________
Forms printed from https://webapps.usps.com/customsforms/ or a Click-N-Ship Online Label (eLabels) with postage affixed are automatically in system-Do not re-enter. Enter eBay & other online generated 2976-A.
ACE users: From the Intranet, in address line, type: CBPMAN. Press: Enter (on keyboard) > Enter Application
Logon ID (ACE): _________________________

Password (ACE): _________________________

Finance number: ___________________

Unit ID: ________________

> Log On

Customs Manifest Record For                                     Enter barcode on PS 2976-A. (Tab)

 Record for Customs Manifest CP_____________US: Same Sender    Same Recipient
Use these buttons when customer is mailing multiple packages & either the sender and/or recipient information is the same.

Sender Information

Sender Last Name _______________________ (Tab)

Sender First Name _______________________ (Tab)

Sender Business Name (if applicable) _______________ (Tab)

Sender Street Address ____________________ (Tab)

5 or 9 digit Sender Zip Code _ _ _ _ _ - _ _ _ _ (city & state will appear) (Tab)

If zip code is not found: > Yes to enter city, state, & zip manually OR > No to look up another zip code.

Recipient Information: Enter all information, using “Tab” button to navigate. 
If “PO Box Indicator” is checked, Recipient Phone is required.
Description of Contents: Enter all information (must enter exact items- not a general term, such as “food”) -  (Tab) 
Net weight (lb & oz) must be greater than 0.  The total weight might not reflect actual weight due to box & materials, but Total Weight must not exceed the scale weight & be greater than 0.

Country of Origin – Commercial senders only.

To enter additional items: > Add Additional Item. Enter information. Repeat until all items are entered. 
As items are entered, you will have option to Edit, Copy, or Delete each item.
When finished: > Save/Exit
To clear & discard information: > Clear All Items. Information will not be saved.

Customs/Importers Information: The Customs Information, Importers References & Importers Fax/email fields are optional, but should be entered if on the customer’s form.

Parcel/Other Information: Content Type:               (  > ( (down arrow) & select.

Enter Content Explanation if “Other” is selected.

Restrictions                (  > ( (down arrow) & select. In Restriction Remarks, enter specific conditions if “Other” is selected.
Sender’s Instructions for Non-Delivery               (  > ( (down arrow) & select.
To clear & not save form: > Clear Form. To save information & exit: > Save/Exit
Message: Do you want to enter another form? > Yes (to enter another) OR > No (if done)

When finished: > Log out          (PS 2976-A submission instructions on next page) 
PS FORM 2976-A SUBMISSION 

 (if any to countries listed)
As of April 2010, do not mail ANY PS 2976-A 
Custom forms to Scanning & Imaging.

If a copy of a scanned PS 2976-A is needed or you have questions, send an email to: BSA@USPS.gov 

