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The ACE Portal home page displays. 

2. In the ACE Portal home page, in the Accounts drop-down menu at the top, select Importer
to list your importer or IOR account(s).

TIP: If you know the name of the importer account, type it in the Global Search 
field. If you recently viewed the importer account, select it from the Recently 
Viewed Accounts pane. 

3. In the Importer Accounts list, in the Account Name column, select the importer account
name to which you want to add the ACH bank information.
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NOTE: Use the Search Filters pane to filter the list of importer accounts. In the 
Keyword Search field, type a partial or full importer account name or identification 
number and select the Search button. A wild card character is not required. 

4. In the Account Name pane, select the ACH Refund Authorization tab.

NOTE: Use the More tab to display the drop-
down menu of additional tabs to select ACH 
Refund Authorization. 

5. To add the initial bank information, in the ACH Refund Authorization tab:

a. Select the Get Info/Refresh button to check for existing bank information.
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NOTE: If the ACH bank information has not been added, a warning message: 
No ACH data found displays. 

Also, the Add ACH Info button displays. 

b. Select the Add ACH Info button to add the bank information.
c. In the Submit Banking Information (US Banks Only) pane:

i. In the *Bank Control Key drop-down menu, select the bank account type.
ii. In the *Bank Routing Number (must be 9 digits) field, type the bank routing

number.
iii. In the *Re-enter - Bank Routing Number (must be 9 digits) field, type the bank

routing number again.
NOTE: An error message displays if the re-entered bank routing number 
does not match the initial number entered. 

iv. In the *Bank Account Number (up to 17 digits) field, type the bank account
number.

v. In the *Re-enter - Bank Account Number (up to 17 digits) field, type the bank
account number again.

NOTE: An error message displays if the re-entered bank account number 
does not match the initial number entered. 

vi. Select the Submit button.
NOTE: If the bank routing number entered is not valid, an error message 
Bank Master does not exist for supplied Bank Routing No displays. 
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The ACH info submitted successfully. Click “Get Info/Refresh” to view the 
updated info message displays. 

vii. Select the Get Info/Refresh button to display the bank information.
The Banking Details for ACH Refunds (US Banks Only) section displays the
added bank information.

NOTE: Only the last four digits of the account number display. 

6. To view and update the existing bank information, in the ACH Refund Authorization tab:

a. Select the Get Info/Refresh button to retrieve the existing bank information.
The Banking Details for ACH Refunds (US Banks Only) section displays the bank
information returned from the CBP financial system and the Update button displays.

b. Select the Update button to update the ACH bank information.
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The Submit Banking Information (US Banks Only) pane displays. 

c. Enter the updated bank information.
d. Select the Submit button.

NOTE: If the bank routing number entered is not valid, an error message Bank 
Master does not exist for supplied Bank Routing No displays. 

The ACH info submitted successfully. Click “Get Info/Refresh” to view the updated 
info message displays. 

e. Select the Get Info/Refresh button to display the bank information.
The Banking Details for ACH Refunds (US Banks Only) section displays the updated
bank information.
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