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Initial Setup

All individuals and businesses must first go through the initial setup prior to using the CARM Client Portal’s
main functionalities.

To log in to the CARM Client Portal, you must select
either Sign-In Partners or GCKey.

The Sign-In The GCKey allows [[*1 Sz e

Partner allows you to reuse e

you to log in existing o LX)

through the web| ‘ credentials used | " i————
portals of an p— on other

existing set of "_ml'; Government of

financial Canada portals

services. (such as MyCRA)

or create a new
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Login Through GCKey

3. Create your
Username as per
the
specifications
provided and
click the

Homs = GCKey Sgn Up Sip 2014

Create Your Username
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Login Through GCKey

5. Select your Create Your Recovery Questions, Answers and Hints

4 forget your Password. Please o

preferred Recovery
Questions.

6. Click the Continue

My Memorabe Person: (requirea)

button.
7. Click the Continue 14y Memorable Date (YYYY-MM-DD). (required) aton crar posvopne 0
button on the Sign —— il
Up Complete page.
GCKey Sign Up Complete
Sou have successtuty created your GOKey =

Your Usemame Is: COCTest1
Please keep your Usemame secure. For
more information on how your privacy is
protected. pk onal
6 i

Please select Continue 1o leave the GCKey service and return to the Government of Canada oniine
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Setting up Notification

Notification setup is available on account creation and involves selecting On/ Off for receiving notifications.

Francais

] Coermment  Gouernement
of Canada  du Canada

To setup the notification,
follow the steps below: CARM Client Portal SAS4S4996RM0002(S43454996RM002)

ImporterCompany7322 (543454996)

MENU v 2 Upload adocument | A Notifications | G» Logout
1. Click on the Accounts

Last logged in 2020-09-18 14:16 ET

and profiles link. o ] - 8
Manage the access of employees and third  ~View TIGraRion SBoutyour personal View the financial ransaction hiscory,
i party businesses profile, program account() o business statements and involces ofthis program
2. Click on Personal accouns.
profile.

Accounts and profiles

View and make updates to your personal and business profiles.

Services and information

ist of program accounts

Business

portal preteren inctugin formation. Adaress(es) <o your bus)

anc Ownership

Program account profile
Program account profie
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Profile Creation

After your profile creation, you will be greeted with the First time setup page where two options are

available:
1. Create an access request 2. Register a business
Used for employees requesting access to a business account already Used by an authorized user with access to
registered on the portal. privileged information in order to successfully

First time setup complete the business registration on the portal.

Request access to my employer Register my business

Are you a business account
manager who wants to use the
commercial client portal for your

Are you an employee who needs to be associated to your employer's
registered business?

You will need to know your employer's 9-digits business number (BN9). business?
You will need to have access to
Find a business privileged information for this

Business number (BNS) (maximum 9 characters) (required) process.
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Register a Business — Business Account Manager

* Business Account Manager: this role possesses the highest level of management
access over a business account, with complete read, write, and edit privileges.

* Businesses should determine who their Business Account Manager (BAM) is
prior to business account set up.

* BAM will need to have the required legal information to link their business
account in the portal

* Highly recommended that businesses assign at least two Business Account
Managers.

© carm |
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Important Points for Initial Setup

As of Release 1, Customs Brokers, Importers and Trade Consultants will be able to request access to the new
CARM Client Portal to view and verify their client and financial information.

Register a Business

* The user who completes the registration of the business

Login Credentials

« Each user should have their own set of credentials and on the CCP automatically becomes a Business Account
personal profile. Manager (BAM).

+ Only 1 set of credentials can be used on a user's account

(GCKey or Sign-In Partner).

Business Account Managers
* The CBSA can't retrieve lost credentials (username or Y
ABCImports

password), the user must follow the credential provider’s N 5 =
* A business account can only be registered once, but it’s

RHOGESSS BAM can assign other users as a BAM (or other user roles)

through the Employee management page.
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Linking Employees to the Business

The employee that will be the Business Account Manager (BAM) will establish their individual account as well
as the business account. All subsequent employees will request access to the business account.

Bel S Seme

CARM Client Portal

Pending employee access request details

Request details

Name Telephone

Email Request date

Comment

need access to perform transactions

«preio m Click Approve
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Delegation in the CARM
Client Portal
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Delegation of Authority via the CCP

Importers will be able to delegate their customs broker(s) to manage their account and perform transactions
on their behalf.

Goverment  Gouvernement
of Canada  du Canada.

CARM Client Portal This shows which account the user is working in.

For an importer that has multiple accounts, they will
be able to switch between them here.

2 Upload a document | A Notfications | G

Setup my portal

Manage the acess of this portal account. Delegation of Authority will:

+ Allow flexibility in managing access to specific
employees based on roles and visibility rules

Services and information

Mmeqs:‘mvmnmm: . . t‘tini:LhvamfmhmuniM ) * Provide Trade Chain Partners with greater
pendiog requests, pending requests. control and visibility over who has access to their

business account
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Key steps to delegate access to a business account

The first user that registers the
business inherits the Business Account

Manager (BAM) user role by default.

Every individual must create their
user account before requesting access
to their company’s business account.

¢
Third-Parties Importers

|
{ )

Business Account Manager requests
access to their client’s business

Employees request access to their
company’s business account

Employees request access to their
company’s business account

account
. !
Business Account Manager manages Business Account Manager delegates Business Account Manager manages
access requests from employees and access to the client account to their access requests from employees and/or
specifies the type of access and employees and specifies the type of third party service providers and specifies
visibility granted access granted the type of access and visibility granted
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Role differentiation within the portal

Business Account Manager (BAM) will assign roles and visibility rules to employees

User Role Description

Full management access at the business and program account levels, with the ability to accept new
employees to the business and request Third-Party relationships with clients.
This role should be given to an active operational user, and not necessarily the owner of the company,

Ability to modify program registration information, grant access to employees of their Program and create,
edit and view all Program transaction information.

Has created her personal profile on the CARM Client Portal, but she has not yet been accepted as an
employee of their business.

Ability to create, edit and view all transaction information for a Program.

Ability to see all transaction information for a Program but is unable to create or edit information.

Transaction visibility for businesses can be set to allow third-party service providers to access transactions that are:
*  Submitted by your third-party service provider business
*  Submitted by the client
+  Submitted by another third-party service provider business

CARM | & simmenns
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Next Steps,
Additional Resources,
Contact Information
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Next steps — preparing for the CARM Client Portal

Important Takeaways:

parties)

All importers must be registered prior to Release 2 (May 2022) to import goods through Canada. This applies
to both importers that work third parties and those that do not work with third parties. It is a smoother
process for your broker to register first then for you to register your business.

Discuss CARM with your broker and/ or trade consultant (if your business works with third

Select your Business Account Manager(s) and determine your access structure
Prior to registering, your organization needs to select the individual(s) who will assume the role of Business

Account Manager; and determine access privileges for the rest of your organization

CA R M CBSA Assessment and
Revenue Management
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Additional Resources

Google Drive will be an easy-access and easy to share location for information.

I S T S

Contact Contact Card Reference sheet on the ways to contact CARM for more information.
Guide that provides onboarding information such as checklists for pre-/post- Go-live, and
Onboarding Guides (NEW) summary information on key R functionality.
Three tailored versions: Custom Brokers, Trade Consultants, Importers.
R1 Playbook (NEW) Clarification document on concepts, terms, processes, etc. that are referenced on the new portal.
Educational
el [ Detaied information on specific functionality, inc.screenshots and step-by-step guided
information.
D :.::t :;f‘ Videos to access on the CBSA YouTube Channel. Videos that walk through sections of the
Solution Spotiights Existing short information packages on specific functionality or process information.
News CARM Newsletters Past quarterly newsletters and the upcoming May publication
Project and Infographic Brief overview of CARM Release 1 and Release 2 features.
Background ——
nen ‘C"a‘::;‘:"' Infof fiaion foclmparting It Brief overview of CARM and its key changes to importing into Canada.

Click here CARM Google Drive to access the above resources. Following Release 1 implementation onboarding
materials will also be shared directly on the CARM Client Portal main page

CARM | & simmenns
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I* I Canada Border Agence des services
Services Agency  frontaliers du Canada

Importers

Onboarding to the CARM
Client Portal

1«1 CBSA Assessment and
Canada CAR M Revenue Manageme.
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Viewing Megan Wambolt's

CARM phased approach to support adoption
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Release 1
Basic portal introduction

Key Functionality:
CARM Client Portal is accessible to Importers,
Customs Brokers, and Trade Consultants
Ability to manage account data and delegate
authority to customs brokers
Ability to view statements of account and
make electronic payments (pre-authorized
debit, credit card, etc.)
Tool to help classify goods
Ability to request advance rulings

CBSA Assessment and
Revenue Management

Spring
2022

Release 2
All CARM functionality

Key Functionality:
Ability to register and enroll in CBSA programs
Portal is accessible to all existing CBSA clients
Customizable electronic notification options
Ability to submit new commercial accounting
declarations, ability to make corrections and
adjustments
Harmonized billing cycle that aligns payment
due dates and provides more time to make
interest-free corrections
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Today’s Agenda

* Portal Registration

* Delegation of Authority
* Next Steps

* Additional Resources

* Getting Assistance
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CARM Client Portal Onboarding

Onboarding process once CARM Client Portal is available with Release 1

This step will only be
required if an importer
has not previously
transacted business with
the CBSA.

2. Create Individual User
Portal Account

Login to the CARM Client Portal
(available only once Release 1 is
live) using one of the following
login credentials and create your
individual user account:

¢ GCKey
* Sign-In Partner

4. Grant Access to Employees or
Representatives

Navigate to the Delegation of Authority page
on the portal and select the appropriate access
type for each employee or representative you
wish to delegate access to. The employee or
representative must have already created an

individual user portal account and requested
access.

1. Obtain Business

Number and RM

Follow the current process to
obtain a Business Number (BN)
and RM account through the
Canada Revenue Agency (CRA)

CA R M CBSA Assessment and
Revenue Management

3. Link User Account with
Business Account

To set up your business account on the
portal, you must link your user account
to your company’s business account in
the portal.

The Business Account Manager (BAM)

in your company must complete this
process.

5. Conduct Business with the
CBSA

You are now set up to conduct
business with the CBSA on the
CARM Client Portal (e.g. request a
ruling, view transaction history, view
your statement of account, make
payments, use self-service tools)
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CARM Client Portal

Portal will bring together all account information

CARM Client Portal Importer Program East (RM0001)

001) The main dashboard
view is always from
the perspective of a

MENU

Setupmy_portal Accounts and profiles

e ebccesso enpioyes s pary | view iormationaboutvourpersontprotie, | view n anct arscton sty sttemens specific program
= = (RM). It is ntft an
o] s e saymens apions. R A aggregated view of
N y all programs under a
e Delegation of Authority Recent transactions @ Most requested BNO.
TanSacton  peserpuon Amount(cAD)  satus o e
3 X 20190110 Cash Desk 5650000 Credi posted but no allocated « Manage pending emplayee requests
Accounting Overview | 2orsaron gl Asessmenc S 330000 Dabitopen notyecdve. « Manage pending third party_requests
and Payment Processing

20190105 Reassessment 5 200000 Debit open and due  TaniashiGhinag,

20190103 Customs Duties 5 650000 Debitopen and due + Beuestaulng

Rulings Financial @ Rulings @ Access requests @

Current open balance Ongoing ruling requests Pending employee requests.

$72,025.60 4 6

Make 2 payment Viewall uilngs Viewall access requests
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Accessing the CARM Client Portal

To access the CARM Client Portal, all users must first open the CBSA public web page.

On the Home page, under Services
and information, you will see the
Log in to the CARM Client Portal

link.

Click to access the
CARM Client Portal
(ccp)
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1 Government  Gouvernoment
of Canada du Canada

Search Canada.ca Q

MENU +

CARM Client Portal

View public information related to the Commercial Client Portal; Login or register for a portal account.

Services and information

Bulletins
CARM system information; Program
updates; Form specifications: Process
updates

Access documentation about the portal's
onboarding process and it functionaities

List of Licensed customs brokers
Name and contact information of icensed
customs brokers

CARM Open API Catalog
CARM APIS published for the purposes of

discovery and lfecycie management and for

public consumption

Other resources
+ Logintothe eManifest ortal

* Logiin to the Trusted Trader
Portal





