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INTRODUCTION 
The ACE Portal Notify Parties tab within the Importer Account view enables members of the trade community 
with proper permissions to input notify parties to receive electronic refunds. This automated process replaces 
submission of the CBP Form 4811 – Special Address Notification. 

ACE Portal Trade Account Owners (TAOs) with an associated importer account view use the new Notify Parties 
tab in the Importer Account to add their notify party information to receive refunds. 

IMPORTANT: Only the TAO user can add notify parties. Trade users with view authorization to the 
Importer account can view the Notify Parties tab. Removal or editing of notify party information is still 
accomplished via email to the appropriate Center of Excellence and Expertise (CEE). 

Importers without an ACE Portal account can utilize the automated process to request their new top account with 
the importer view. Reference the Automated ACE Portal Account Application training guide for details. 

ADD NOTIFY PARTY INFORMATION 
1. Log in to the ACE Portal as the TAO.

The ACE Portal home page displays. 

https://www.cbp.gov/document/guidance/automated-ace-portal-account-application-importers
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2. In the ACE Portal home page, in the Accounts drop-down menu, 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 notify party.

NOTE: For multiple importers, 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 Notify Parties tab.
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5. In the Notify Parties tab, select the Add Notify Party button.

6. In the Create a New Notify Party dialog box:

a. In the *Notification Type drop-down menu, select the notification type.
b. In the *Notify Party IR # field, type the identifying number of the notify party.

NOTE: An error message displays if the number in the IR # field does not 
match an active account or is entered in the wrong format. 

c. Select the checkbox of the I acknowledge statement to acknowledge authorization to
add the notify party.

NOTE: An error message displays if the checkbox is not selected. 

d. Select the Submit button.
The Notify Party Created Successfully message displays.

The added notify party displays in the Related Notified Parties list. 
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