
Canadian Export 

Reporting System 

(CERS)

Portal User Guide

Version: 1.3



2

The Canadian Export Reporting System (CERS) is a web-

based, self-service portal that enables exporters and 

customs service providers to create and submit electronic 

export declarations and summary reports to the Canada 

Border Services Agency (CBSA).

The following material provides instruction for using the 

CERS Portal.

Introduction
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• Refer to Electronic Commerce Client Requirements Document 

(ECCRD) - Chapter 25 for additional information regarding the 

CERS Portal

• Technical e-mail enquiries should be sent to the Technical 

Commercial Client Unit (TCCU) at tccu-ustcc@cbsa-asfc.gc.ca

or by phone at 1-888-957-7224 (option 2)

• Registration related enquiries should be sent to the Commercial 

Registration Unit at CBSA.Export_Program-

Programme_Exportation.ASFC@cbsa-asfc.gc.ca

• General e-mail enquiries can be sent to CBSA.CERS_Inquiries-

Renseignements_SCDE.ASFC@cbsa-asfc.gc.ca

Help and Support

https://www.cbsa-asfc.gc.ca/eservices/eccrd-eng.html#_s1-25
mailto:tccu-ustcc@cbsa-asfc.gc.ca
mailto:CBSA.Export_Program-Programme_Exportation.ASFC@cbsa-asfc.gc.ca
mailto:CBSA.CERS_Inquiries-Renseignements_SCDE.ASFC@cbsa-asfc.gc.ca
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To create a new CERS Business Account:

1) Access the CBSA web portal

2) Create a new CERS User Account

3) Obtain an account activation code from the CBSA

4) Log into the CERS Portal and access the Business Accounts section

5) Use the activation code to activate a CERS Business Account

1. Creating a CERS Business Account
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The CBSA web site will contain a Log In page for the CERS Portal. You can 

use either a SecureKey Concierge Sign-In Partner or a Government of 

Canada - Online Service account (GC Key) to access the CBSA web portal.

Step 1: Access the CBSA Web Portal

CERS Portal    

The CERS Portal is a secure data transmission option developed by the Canada Border Services

Agency (CBSA) that allows the trade community to complete electronic export trade document 

submissions through the Internet.

Important: If you are using a shared computer, make sure to log out once you have completed 

your session so that no protected data is accessible to other users.

To access your CERS Portal Account you need to log in using one of two methods:

About the CERS Portal

Apply for a Shared Secret

CERS Portal Terms and Conditions

Frequently Asked Questions (FAQs)
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Log In Option 1: 

Use a SecureKey Concierge Sign-In Partner to access the CBSA web portal

Step 1: Access the CBSA Web Portal
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Log In Option 2: 

Use your Government of Canada (GC) Key to log into the CBSA Web Portal

Step 1: Access the CBSA Web Portal

• To sign in, enter the 

username and password 

associated with your 

GCKey account

• NOTE: New users can 

click the Sign Up button 

and complete an online 

registration process to 

obtain a GC Key
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GC Key: Sign Up Process

To sign up and obtain a GC Key, you will need to supply the following information:

1) Enter a unique username
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GC Key: Sign Up Process

To sign up and obtain a GC Key, you will need to supply the following information:

2) Enter an account password
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GC Key: Sign Up Process

To sign up and obtain a GC Key, you will need to supply the following information:

3. Enter information you could use to recover a forgotten password

Note: Your GCKey will be issued after completing this step.
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Within the CBSA web portal, create a new CERS User Account by entering 

your profile information.

Step 2: Create a New CERS User Account
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You will be issued a unique User Reference Number (URN) for your new CERS User 

Account. This URN will be displayed at the top-right corner of the screen when you log 

into the CBSA Portal.

Note: For Account Users and/or Account Browsers, this URN needs to be shared with an 

Account Owner or Proxy Account Owner in order to be granted access to an existing 

CERS Portal Business Account.

Step 3: Create a New CERS User Account

John Smith
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Step 4: Obtain an Activation Code from the CBSA

Activation Process for Existing CAED Accounts

• The CBSA has been working with Statistics Canada (SC) to transfer 

existing Canadian Automated Export Declaration (CAED) accounts and 

Summary Reporting Program (SRP) accounts to the CERS Portal. If 

your company has completed either a valid CAED export declaration 

submission or a valid SRP report submission between December 1, 

2017 and December 1, 2019, your CAED account will automatically be 

transferred to the CERS Portal. The CBSA will mail your company a 

CERS Portal registration letter containing an activation code prior to 

your designated onboarding wave.

• Refer to https://www.cbsa-asfc.gc.ca/prog/cers-scde/menu-eng.html for 

further information regarding the pilot and onboarding events for CERS 

Portal.

https://www.cbsa-asfc.gc.ca/prog/cers-scde/menu-eng.html
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Step 4: Obtain an Activation Code from the CBSA

Activation Process for New Exporters

• If your company has not used the 

CAED software to complete a valid 

export declaration submission 

between December 1, 2017 and 

December 1, 2019, then it can 

complete a standard registration 

process to obtain a “Shared Secret” 

(i.e. activation code) for a new CERS 

Portal Business Account.

John Smith
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Step 4: Obtain an Activation Code from the CBSA

Activation Process for New Exporters

Note that in order to register for a new CERS Portal Business Account, your 

company must possess an active Exporter Business Number:

• The Exporter Business Number consists of a 9-digit Business Number 

combined with an RM program account (Example: 123456789RM0001). 

Both items are issued by the Canada Revenue Agency (CRA).

• The RM program account needs to be configured to support exporter

reporting usage.

Clients may contact the CRA Business enquiries line (1-800-959-5525) to 

obtain a new Exporter Business Number or update an existing RM program 

account.
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Log into the CBSA Portal. Access the Business Accounts section then 

click the “Create Business Account” button. 

2. Activate the CERS Business Account

John Smith

John Smith
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Complete the online activation process:

Activating the CERS Business Account

i. Enter your company’s 

Exporter Business 

Number.

ii. Enter the activation 

code that has been 

issued by the CBSA.
123456789RM0001
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iii. Supply your contact information

Note: The CERS Portal User who 

activates the CERS Business Account will 

be designated as the “Account Owner” 

and will have full control over the Business 

Account (e.g. Add/remove users; Delete 

Business Account).

Activating the CERS Business Account

John

Smith
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The CERS Portal User activating the CERS Business Account will be able to 

continue to Create Another Business Account, should it be necessary.  The 

same rule applies with any additional Business account the user creates, they 

will have full control over the Business Account (e.g. Add/remove users; Delete 

Business Account).

Activating the CERS Business Account

John

Smith

John.Smith@email.com

123-456-7890

555 Main Street

ABC Company Inc.

123456789RM0001

John

Smith

123-456-7890

John.Smith@email.com

555 Main Street
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• Accessing an Exporter Business Account

• Accessing a Customs Service Provider Business Account

• Applying a Default Log In for Business Account

3. Managing User Access for a CERS Business Account
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When you log into the CERS Portal, the Business Accounts section will 

display a list of accounts that you are permitted to access. (Click the 

Business Name hyperlink to access the associated CERS Business 

Account). 

Accessing a CERS Business Account

123456789RM0001ABC Company Inc.

John Smith
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Within a CERS Business Account, use the tabs to access various 

account sections (Bulletins, Export Documents, Lookups, Templates, 

and User Access).

CERS Business Account

ABC Company Inc. (123456789RM0001)
John Smith
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When accessing an Exporter Business Account, the tabs below pertain to 

all program features used by the exporter company (Bulletins, Export 

Documents, Lookups, Templates, and User Access).

Exporter Business Account

o Example: The 

Export Documents 

section permits 

users to view CERS 

Export Declarations 

and Summary 

Reports that the 

exporter company 

had submitted to 

the CBSA.

ABC Company Inc. (123456789RM0001 John Smith
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After logging into the CERS Portal, a customs service provider (CSP) 

member will be able to use “Business Accounts” section to access 

his/her company’s Customs Service Provider Business Account.

Customs Service Provider Business Account

ABC Service Provider Inc. (123456789RM0001

ABC Service Provider Inc. 123456789RM0001

John Smith
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When accessing a Customs Service Provider (CSP) Business 

Account, the tabs below pertain to account features used by the CSP. 

(e.g. Export Documents, User Access, etc…)

Customs Service Provider Business Account

o Example: The Export 

Documents section permits 

users to view CERS Export 

Declarations and Summary 

Reports that the CSP had 

submitted to the CBSA on 

behalf of itself (i.e. The CSP 

was identified as the 

exporter of the goods).

ABC Service Provider Inc. (123456789RM0001 John Smith
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To submit Export Documents on behalf of one of its exporter company 

clients, a CSP user must do the following:

Customs Service Provider Business Account

1) Access the Customs Service Provider Business Account.

2) Select the Exporter Accounts link (located at the top of the screen).

3) Within the Exporter Accounts section, click the Business Name hyperlink that 

refers to the exporter company of interest.

ABC Exporter Company

DEF Frozen Foods Inc.

GHI Toys Company

987654321RM0001

187667321RM0002

958421389RM0001

ABC Service Provider Inc. (123456789RM0001)
John Smith
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After completing steps 1 to 3, the CSP user will gain access to the CSP 

client’s Exporter Business Account.

Customs Service Provider Business Account

o Note: The navigation label (Home > … ) displayed at the top of the screen 

identifies that an Exporter Account is being accessed through the CSP’s 

Business Account.

Home > Business Accounts > ABC Service Provider Inc. (123456789RM0001) > Exporter Accounts > ABC Exporter Company (987654321RM0001) John Smith
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By default, when a user logs into CERS Portal, the application will display the 

Business Accounts section. (Multiple entries will be shown if the user has been 

granted access to two or more CERS Portal Business Accounts.)

Applying a Default Log In for Business Account

987456789RM0001

987456789RM0002

ABC COMPANY ATLANTIC

ABC COMPANY PACIFIC

John Smith



30

Within the Business Accounts section, a user can apply a default log in Business 

Account setting:

o Use the Default log in Business Account drop-down menu to select a 

Business Account name; and

o Click Save.

Applying a Default Log In for Business Account

987456789RM0001

987456789RM0002

ABC COMPANY ATLANTIC (987456789RM0001)

ABC COMPANY PACIFIC

ABC COMPANY PACIFIC (987456789RM0002)

ABC COMPANY ATLANTIC

John Smith
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Outcome: The next time the user logs into CERS Portal, the application will 

automatically load and display the default log in Business Account

Applying a Default Log In for Business Account

ABC COMPANY ATLANTIC (987456789RM0001)
John Smith
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To remove a default log in Business Account setting:

o Access the Business Accounts section;

o Change the Default log in Business Account drop-down menu to option 

“none”; and

o Click Save.

Applying a Default Log In for Business Account

ABC COMPANY ATLANTIC (987456789RM0001)

ABC COMPANY PACIFIC (987456789RM0002)
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• Adding a CERS user to a company’s CERS Business Account

• Removing a CERS user’s access to the CERS Business 

Account

• Editing a CERS user’s account access privileges

4. Managing User Access for a CERS Business Account
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To grant a person access to your company’s CERS Business Account:

Adding a User to a CERS Business Account

1) Log into the CERS Portal and access your company’s Business Account.

2) Select the User Access tab.

3) Click the Add User button.

• The User Access 

section will display 

a list of all CERS 

Users that have 

been granted 

access to the 

CERS Business 

Account.

ABC Company Inc. (123456789RM0001)

Smith John

Smith Robert

John Smith
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Within the Add User page, enter the following information:

• The CERS User’s URN (i.e. User Reference Number);

• The CERS User’s last name; and

• The CERS User’s e-mail address

Adding a CERS User to a CERS Business Account

ABC Company Inc. (123456789RM0001)
John Smith
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You will need to specify the account privileges that are to be granted to 

the CERS User by selecting a user role:

• Account Browser

• Account User

• Proxy Account Owner

Adding a CERS User to a CERS Business Account

John.Smith@email.com

John

Smith

Smith, John

ABC Company Inc. (123456789RM0001)
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Adding a CERS User to a CERS Business Account

• A Proxy Account Owner has almost the same (full) privileges as the official CERS 

Portal business Account Owner, with the following exceptions: 

o This user cannot add or remove other Proxy Account Owners; and

o This user cannot edit or delete the Business Account

• An Account User can create/edit/delete Export Documents, Lookups, and Templates. 

This user cannot edit or delete the Business Account. This user cannot view or edit 

User Access.

• An Account Browser is similar to an Account User, with the exception that the 

browser can only view Export Documents, Lookups, and Templates.

Note: It is highly recommended that companies have more than one account owner by 

ensuring a Proxy Account Owner is assigned to all Business Accounts.
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Within the User Access tab, click the Last Name entry for the CERS 

User of interest.

• NOTE: Only the Account Owner and Proxy Account Owner(s) can reach the 

User Access tab (and therefore control which CERS Users are granted access 

to the CERS Business Account).

Editing a CERS User’s Business Account Privileges

ABC Company Inc. (123456789RM0001)

Smith

Smith

John

Robert

John Smith
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Within the User Details page:

Editing a CERS User’s Business Account Privileges

o You can click the Remove button to remove the CERS User’s access to 

the Business Account

o You can click the Edit button to modify the CERS User’s account privilege 

settings (e.g. Convert an Account User into an Account Browser)

Smith

Robert

Robert.Smith@email.com

555-123-4567

ABC Company Inc. (123456789RM0001)
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• Export Documents tab

• Lookup feature

• Help icon

• Check for Errors

• Save features

• Print/Download submitted Export Document (PDF)

• Create Template from submitted Export Declaration

4. Creating and Submitting a New Export Declaration
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Within a CERS Business Account, the Export Documents section 

provides resources for creating, viewing, and editing Export Documents 

(i.e. CERS Export Declarations and Summary Reports)

Creating a New CERS Export Declaration

• Click the 

Create Export 

Document

button to begin 

creating a new 

document

ABC Company Inc. (123456789RM0001)
John Smith
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Within the Create Export Document page, the user is presented with the 

following options:

Creating a New CERS Export Declaration

1) Create a new, draft Export 

Declaration

2) Create a new, draft Summary 

Report

3) Use a text file to upload one or 

more draft Export Declarations 

into CERS (Bulk Load)

4) Use an existing Document 

Template to create a draft 

Export Declaration or 

Summary Report

ABC Company Inc. (123456789RM0001)
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5) (For CSPs) Create a new, draft “One Time Submission”

Creating a New CERS Export Declaration

Home > Business Accounts > ABC Service Provider Inc. (123456789RM0001)
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The Create Export Declaration page is divided into various additional 

tabs:

Create Export Declaration: Exporter Section

• Select the Exporter tab to 

begin entering information 

regarding the exporter of the 

commercial goods

ABC Company Inc. (123456789RM0001)

ABC Company Inc.

123456789RM0001

123456789RM0001
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Create Export Declaration: Consignee Section

• Select the Consignee

tab to begin entering 

information regarding 

the consignee
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Create Export Declaration: Service Provider Section

• Select the Service

Provider tab to begin 

entering information 

regarding the applicable 

customs service provider

Reporting Scenario 

1: When an exporter 

company creates a 

CERS Export 

Declaration, all fields 

contained within the 

Service Provider 

section will be 

disabled.
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Create Export Declaration: Service Provider Section

Reporting Scenario 2: 

When a customs service 

provider (CSP) creates a 

CERS Export Declaration for 

itself (i.e. The CSP is being 

identified as the exporter of 

the goods), all fields 

contained within the Service 

Provider section will be 

disabled. The CSP will be 

required to complete the 

Exporter section and supply 

information regarding its 

company name, address, and 

contact information.

Home > Business Accounts > ABC Service Provider Inc.  (123456789RM0001)

Exporter Name: ABC Service Provider Inc.

Exporter Business Number: 123456789RM0001

123456789RM0001
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Create Export Declaration: Service Provider Section

Reporting Scenario 3: 

When a CSP creates a CERS 

Export Declaration on behalf of a 

client (i.e. Another entity is being 

identified as the exporter of the 

goods), all fields contained within 

the Service Provider section will 

be enabled. The CSP will be 

required to complete the Service 

Provider section to supply 

information regarding itself and 

complete the Exporter section to 

supply name, address, and 

contact information regarding its 

client.

Home > Business Accounts > ABC Service Provider Inc.  (123456789RM0001) > Exporter Accounts > ABC Exporter Company Inc. (987654321RM0002)

ABC Exporter Company Inc.

987654321RM0002
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Create Export Declaration: Certifier Section

• Select the Certifier tab to 

begin entering information 

regarding the individual who 

is responsible for creating 

and submitting this Export 

Declaration to the CBSA



50

Create Export Declaration: Commodity Section

• Select the 

Commodity tab to 

begin entering 

information regarding 

the commercial 

goods that are being 

exported from 

Canada
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Create Export Declaration: Commodity Entry

• Within the Commodity tab, click the Add 

Commodity button to begin assigning a 

new commodity entry to the Export 

Declaration



52

Commodity Entry: HS Commodity Code Search

• When creating a commodity entry, you can use a search feature to find the 

applicable 8-digit Canadian Export Classification code
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Commodity Entry: HS Commodity Code Search

NOTE: Within an Export Declaration or Summary Report, the reporter must 

supply an 8-digit Canadian Export Classification code (HS code) to identify each 

unique type of commercial good that is being exported from Canada. The codes 

are obtained from Statistics Canada’s Canadian Export Classification system.

Reference: https://www150.statcan.gc.ca/n1/en/catalogue/65-209-X

https://www150.statcan.gc.ca/n1/en/catalogue/65-209-X
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Commodity Entry: HS Commodity Code Search

Search Option 1:

Search by Code

Within the Search HS8 Code

page:

- Select radio button 

option Code;

- Enter at least 2 digits 

into the Search for text 

field; and

- Click Search.

CERS will display a list of 

matching Canadian Export 

Classification code that 

begin with the specified 

digits.
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Commodity Entry: HS Commodity Code Search

Search Option 2:

Search by Description

Within the Search HS8 Code

page:

- Select radio button option 

Description;

- Enter one or more 

keywords into the Search 

for text field; and

- Click Search.

CERS will display a list of 

Canadian Export 

Classification codes 

possessing a description 

entry that contains the 

specified keyword(s).
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Commodity Entry: HS Commodity Code Search

Search Option 2:

Search by Description

When performing a 

search, you can select 

the All Inclusive (and)

checkbox to limit the 

search results to those 

entries where all of the 

specified Search for

characters are 

assigned to the 

Canadian Export 

Classification code

(HS Code - Description 

entry).
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Commodity Entry: HS Commodity Code Search

Search Option 2:

Search by Description

When performing a search, 

you can select the Whole 

words checkbox to limit the 

search results to those 

entries where at least one

of the specified Search for

keyword(s) matches a 

whole word assigned to the 

Canadian Export 

Classification code (HS 

Code - Description entry).
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Commodity Entry: HS Commodity Code Search

Search Option 2:

Search by Description

When performing a 

search, you can select 

both the Whole words 

and the All Inclusive 

(and) checkboxes to limit 

the search results to 

those entries where all of 

the specified Search for

keywords match whole 

words assigned to the 

Canadian Export 

Classification code (HS 

Code - Description entry).
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Following a successful search operation, 

click the Select button to transfer the chosen 

Canadian Export Classification code entry to 

the Create Export Declaration – Commodity 

page.

Commodity Entry: HS Commodity Code Search
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Note: 

The Create Export Declaration page 

will retrieve and display a Statistics 

Canada – Export Classification system 

description of goods that is associated 

with the HS Commodity code entry. 

(This information is displayed within 

the “Official Description” field.) The 

reporter is required to assign his/her 

own description of the commercial 

goods within the “Your Description” 

field. 

Commodity Entry: HS Commodity Code Search
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• Select the Other Export 

Details tab to begin entering 

miscellaneous information 

regarding the commercial 

export movement

Create Export Declaration: Other Export Details Tab
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Note: To enter information regarding 

containerized goods:

(i) Select radio button option “Yes” for “Are the goods 

controlled?”

(ii) If the goods are being stored in one or more 

standard transport containers, then enter the 

applicable Container Number(s) if known. 

Otherwise, use the Container type drop-down menu 

to specify “To be determined” or to supply information 

regarding the applicable container storage (e.g. “Bulk”; 

“Less than Container Load”)

Other Export Details Tab: Reporting Containerized Goods
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If the applicable Container Number(s) are not known to the reporter at the time of 

completing the advance (original) export declaration submission, it is acceptable for the 

reporter to leave the Container Number(s) field empty and assign the Container type 

drop-down menu setting “To be determined”. 

 When this action is performed, the reporter is obligated to amend the export 

declaration once he/she receives information regarding the applicable Container 

Number(s).

Other Export Details Tab: Reporting Containerized Goods
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Note that by design, the CERS Export 

Declaration page will not permit users to specify 

Container Number(s) and a Container type 

selection:

Other Export Details Tab: Reporting Containerized Goods

• Once the reporter enters data into the 

Container Number(s) field, the Container 

type drop-down menu will become disabled

• Once the reporter applies a setting to the 

Container type drop-down menu, the 

Container Number(s) field will become 

disabled
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• Select the Customs Details

tab to begin entering customs 

information regarding the 

outbound commercial goods

Create Export Declaration: Customs Details Tab
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Certain data entries (e.g. 

Exporter name and address) 

can be saved to a Lookup

record so that this information 

can be retrieved and assigned 

to subsequent new Export 

Declarations.

Create Export Declaration: Lookup Feature

• Within the Create Export 

Declaration page, click the 

Create … Lookup button to 

create a new Lookup record
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Create Export Declaration: Lookup Feature

• Click the “Select a Lookup” button; and

• Select one of the existing Lookup records then click Select.

To apply an existing Lookup to a new (draft) Export Document:
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Create Export Declaration: Lookup Feature

Result: CERS will automatically 

transfer the Lookup record’s business 

data entries to the new (draft) Export 

Document.
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Within the Create Export Declaration page, a user can click a Help icon 

(     ) to obtain more information regarding a certain data field.

Create Export Declaration: Help Icon
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Within the Create Export 

Declaration page, a user can 

click the Check for Errors

button (located at the bottom 

of the screen) to have CERS 

identify any business data 

validation errors present in 

the various sections.

Create Export Declaration: Check for Errors Feature

123456789RM0001

Exporter Name: ABC Exporter Company

Exporter Business Number: 123456789RM0001
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Create Export Declaration: Check for Errors Feature

Examples:

o Missing mandatory 

data entry

o A Canadian or US 

address has been 

assigned an 

invalid Postal/ZIP 

code format

Exporter Name: ABC Exporter Company

Exporter Business Number: 123456789RM0001

123456789RM0001
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Within the Create Export Declaration page, a user can click one of two 

buttons to save the current, work-in-progress version of the Export 

Declaration as a new, “draft” Export Document:

Create Export Declaration: Save Features

• Click Save and Continue to 

remain within the Create Export 

Declaration page

• Click Save and Finish Later to 

exit the Create Export 

Declaration page
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Within the Create Export Declaration page, a user can click the Submit 

to the CBSA button to have CERS transmit the Export Declaration to the 

Canada Border Services Agency.

Create new Export Declaration: Submit to the CBSA

• Following a successful submission, CERS 

Portal will display a confirmation page 

identifying the date/time of submission and 

the Proof of Report Number that was 

assigned to the submitted Export 

Declaration ABC Company Inc. (123456789RM0001
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Within the Submitted to the CBSA (confirmation) page, a user can 

click the Print/Download Document link to access a PDF file 

containing a printable version of the submitted Export Document.

Print/Download a Submitted Export Document (PDF)

ABC Company Inc. (123456789RM0001
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Sample CERS Export 

Declaration printout 

(PDF file):

Print/Download a Submitted Export Document (PDF)

123456789RM0001
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Within the Submitted to the CBSA (confirmation) page, a user can click 

the “Use submitted … information to create Export Document 

template” link to save the submitted Export Document’s business data 

entries to a new Template record. This Template can be used in the 

future to quickly create a new, draft Export Document.

Save a Submitted Export Document as a Template

ABC Company Inc. (123456789RM0001
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• Submitted Documents section

o Submitted Documents table

o Status History

o Search features (Filter textbox; Search Submitted Export 

Documents button)

• Viewing a submitted Export Document

• Voiding a submitted Export Document

• Amending a submitted Export Document

5. Managing Submitted Export Documents
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Within the Export Documents section, select the Submitted Documents

tab to view a table identifying Export Declarations or Summary Reports 

that were submitted to the CBSA.

Export Documents: Submitted Documents Tab

• In addition to original 

Export Document 

submissions, this table 

also contains entries for 

amended and voided 

documents

ABC Company Inc. (123456789RM0001 John Smith
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By default, the Submitted Documents section will display a list of 

submitted Export Declarations. To view a list of submitted Summary 

Reports, change the setting for the Export Document Type drop-down 

menu then click the Refresh button.

Export Documents: Submitted Documents Tab
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The list of Submitted Documents will display up to 500 of the most recent 

submissions completed within the past 180 days.

Export Documents: Submitted Documents Tab

• If your company 

submits a large 

number of export 

documents to the 

CBSA or needs to 

locate an older 

declaration, use the 

Search Submitted 

Export Documents

feature to locate the 

document based on its 

Export Proof of Report 

Number
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Within the Submitted Documents table, a user can click a Status link to 

view the full “Status History” for an Export Document.

Submitted Documents: Status History
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The Status History page will display information regarding past 

reporting events, such as:

Status History

o (Original submission)  

The date/time when the 

Export Document was first 

submitted to the CBSA

o The date/time when the 

Export Document was 

Amended (i.e. New 

version submitted to the 

CBSA)

o The date/time when the 

Export Document was 

Voided (i.e. Cancellation 

request)

ABC Company Inc. (123456789RM0001
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Search Feature 1: 

Within the Submitted Documents tab, a user can enter data into the Filter text box 

to prompt CERS to display only those Export Documents possessing a particular 

entry value for Proof of Report Number, Date of exportation, Submission 

date/time, and/or Status.

Submitted Documents: Search Features

ABC Company Inc. (123456789RM0001
John Smith
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• Filter Example: Export Proof of Report contains “201908”

Submitted Documents: Search Features

ABC Company Inc. (123456789RM0001
John Smith
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• Filter Example: Date of Exportation contains “2019-08”

Submitted Documents: Search Features

ABC Company Inc. (123456789RM0001
John Smith
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Note that the Filter feature will perform a keyword search among all 

four fields.

Submitted Documents: Search Features

1) One Export Document in 

which the Proof of 

Report Number contains 

“06”

2) Five Export Documents 

in which the Submitted 

Date/Time contains “06”

3) One Export Document in 

which the Date of 

Exportation contains “06”

• Example: When performing a keyword search for “06”, CERS found the following 

results:
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Submitted Documents: Search Features

Search Feature 2: 

Within the Submitted Documents tab, a user can click the Search Submitted 

Export Documents button to initiate a precise search for a particular Export 

Declaration or Summary Report possessing a certain Proof of Report Number.

123456789RM0001

ABC Company Inc. (123456789RM0001

ABC Company Inc. (123456789RM0001
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Search Feature 2: 

Note regarding CAED Proof of Report Number

CBSA has migrated CAED export declaration submissions completed from 

December 1, 2017 to present day to CERS Portal.

- The Search Submitted Export 

Documents feature can be used 

to retrieve and view a CAED 

export document

- A user has the ability to void a 

CAED export document, 

provided it had been submitted 

within the past 90 days

Exporter Name: ABC EXPORTERS INC

Exporter Business Number: 123456789RM0001

Proof of Report: 05X222SC12342019-12-00006

Submitted Date/Time: 2019-12-20 16:19 

Status: Amended

Business Number

123456789RM0001

Exporter Name

ABC EXPORTERS INC

City

Ottawa

Street Address

123 Main Street

Postal/Zip Code

K2P0X5

Telephone Number

(613) 608-8972
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Search Feature 2: 

Note regarding CAED Proof of Report Number

Within CBSA’s IT systems, the CAED Proof of Report Number gets re-formatted in 

the following manner:

i. A hyphen ( - ) is added to the end of the YEAR component

ii. A hyphen ( - ) is added to the end of the MONTH component

Example:

CAED Proof of Report Number 05X222SC123420191200006 is stored 

within CBSA’s IT systems as 05X222SC12342019-12-00006



90

Search Feature 2: 

Note regarding CAED Proof of Report Number

When using the Search Submitted Export Documents page, make sure to 

enter the CAED Export Proof of Report Number using CBSA’s formatting 

convention (i.e. Add hyphens to the end of the YEAR and MONTH components).

Example:

Conduct a search for CAED 

Proof of Report Number 

05X222SC12342019-12-00006
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Within the Submitted Documents tab, a user can click a Proof of 

Report link in order to view the information included in the submitted 

Export Document.

View Submitted Export Document

ABC Company Inc. (123456789RM0001)

ABC Company Inc. (123456789RM0001)

123456789RM0001
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While viewing a 

submitted export 

document, a user 

can click a 

Print/Download

link in order to 

view the document 

within a PDF file.

View Submitted Export Document

123456789RM0001

123456789RM0001

Original

Exporter Name: ABC Company Inc.

Exporter Business Number: 123456789RM0001
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• A user could submit an updated 

version of the Export Document to 

the CBSA (Amend); or

• A user could submit a cancellation 

request to the CBSA (Void).

Follow-up Reporting Options (Amend or Void)

When viewing a submitted Export 

Document, a user could choose to 

initiate a follow-up reporting action:
123456789RM0001
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A user can submit an Amend request to provide the CBSA with an 

updated version of an existing Export Document.

• When viewing a submitted Export Document, click the Amend button to have 

CERS display an editable version of the document

Amending an Export Document

ABC Company Inc. (123456789RM0001
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Note: When submitting an amended Export Document to the CBSA, the user 

will be required to select an Amendment Reason to specify why it was 

necessary to update the existing Export Document.

Amending an Export Document
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From the Submitted Documents section, a user can access the Status 

History page to confirm that a particular Export Document has been 

amended.

Amending an Export Document
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A user can submit a Void request to have the CBSA cancel/void an 

existing Export Document submission.

• Note: As per Memorandum D20-1-1 (Exporter Reporting), the exporter is liable 

for ensuring that commercial goods being exported from Canada are reported 

to the CBSA within prescribed timeframes. An Export Document should only 

be voided for the purposes of correcting a reporting error.

Voiding an Export Document
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From the Submitted Documents section, a user can access the Status 

History page to confirm that a particular Export Document has been 

voided.

Voiding an Export Document

ABC Company Inc. (123456789RM0001
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• Draft Documents section

• Deleting a draft Export Document

• Updating a draft Export Document

6. Managing Draft Export Documents
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The Draft Documents tab acts as the storage location for all draft Export 

Documents (i.e. Export Declarations and Summary Reports).

Draft Documents Section

• When creating a new Export Document in CERS, a user can click the “Save and 

Continue” or “Save and Exit” button to have the current, work-in-progress version 

of the document saved to the CERS Business Account’s Draft Documents tab
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Within the Draft Documents tab, a user can click a Delete button to 

permanently remove a draft Export Document from the CERS Business 

Account.

Deleting a Draft Export Document

ABC Company Inc. (123456789RM0001 John Smith
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Within the Draft Documents section, a user can click a Draft Document Name link 

to have CERS display the chosen document within a Create Export Document 

page.

• The user will be able to resume assigning business data entries to the draft Export 

Document. Once completed, the draft document could then be submitted to the CBSA.

Resuming Work on a Draft Export Document
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• Lookups section

• Lookup records

o Trade Chain Partners, HS Codes, Summary Report Lines

• Viewing, Deleting, and Editing Lookup records

7. Managing Lookups



104

The Lookups tab acts as the storage location for all Lookup records.

Lookups Section

• When creating a new (draft) Export Document, a user has the option of 

saving certain business data entries as a “Lookup” record so that the 

information can be retrieved and assigned to subsequent new Export 

Declarations
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The Lookup records are organized based on their subject matter:

• Exporter, Consignee, Service Provider, and Certifier Lookup records contain name and 

address information for certain trade chain partners

Lookup Records for Trade Chain Partners

Sample Certifier Lookup Record

ABC Company Inc. (123456789RM0001 John Smith
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Lookup Records for Trade Chain Partners

A CERS Business 

Account can be assigned 

up to 1000 Lookup 

records of each type. 

(Examples: Maximum 

1000 Exporter Lookup 

records; Maximum 1000 

Consignee Lookup 

records; …)
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• HS Code Lookup records contain an 8-digit Export HS Code (based on 

Statistics Canada’s Export Classification system) and a user-based 

description of the commodity being exported from Canada.

Lookup Records for HS Codes

ABC Company Inc. (123456789RM0001

ABC Company Inc. (123456789RM0001

John Smith
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Lookup Records for Summary Report Lines

• Summary Report (SR) Line Lookup 

records contain information regarding an 

SR commodity line item entry (e.g. Export 

HS Code, user-based cargo description, 

country of final destination, etc). These 

Lookup records can be used to transfer 

commodity line entries to a new (draft) 

Summary Report.
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To view a Lookup record:

1) Access the Lookups section;

2) Select the Lookup tab of interest (e.g. Certifier);

3) Click the link provided for the name of the Lookup record.

Viewing a Lookup Record

1
2

3

ABC Company Inc. (123456789RM0001) John Smith
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While viewing a Lookup record, the user can perform the following 

maintenance actions:

Deleting a Lookup Record

• Click the Delete button to permanently remove the Lookup record from 

the CERS Business Account
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Editing a Lookup Record

• Click the Edit button to access the Lookup record in “edit mode”
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While editing a Lookup record, a 

user can:

o Click the Submit button to 

save the modifications made 

to the Lookup record’s 

business data entries;

o Click the Save As button to 

assign the updated business 

data entries to a separate, 

new Lookup record; or

o Click the Cancel button to 

undo any modifications that 

have been applied to the 

Lookup record’s business 

data entries and return to the 

Lookup section.

Editing a Lookup Record
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Editing a Lookup Record

Lookup records are organized based on their subject matter. CERS Portal does 

not permit more than one Lookup record of a particular type to be assigned the 

same Lookup Name. 

Example: CERS will not permit more than 

one Certifier Lookup record to be assigned 

Lookup Name ”Certifier John Smith”.
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• Templates Section

• Viewing, Editing, and Deleting a Template record

• Making use of a Template record

8. Managing and Using Templates
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Within a CERS Business Account, the Templates tab acts as the 

storage location for all Template records.

Templates Section

• After submitting an Export Declaration or a Summary Report to the CBSA, 

the user can save the document’s business data entries to a new 

Template record.

ABC Company Inc. (123456789RM0001)
John Smith
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To view an existing Export Document template:

Viewing a Template

1) Access the Templates tab.

2) Click one of the links provided 

in the Template Name 

section.

1

2
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While viewing a Template record, the user can perform the following 

maintenance actions:

Deleting a Template

• Click the Delete button to permanently remove the Template record from 

the CERS Business Account
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• Click the Edit button to access the Template record in “edit mode”

Editing a Template Record
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When editing a Template record, a user can:

o Click the Save button to save the modifications that have been applied to 

the Template record’s business data entries;

o Click the Save As button to assign the updated business data entries to a 

separate, new Template record; or

o Click the Cancel button to undo any modifications that have been applied to 

the Template record’s business data entries and return to the Template 

section.

Editing a Template Record
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Making Use of a Template

To use a Template record to create a new (draft) Export Document:

1) Access the Export Documents tab.

2) Click the Create Export Document button.

3) Within the Create Export Document page, select option Use Document 

Template then click the Submit button.

1

2

3

ABC Company Inc. (123456789RM0001)
ABC Company Inc. (123456789RM0001)
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Making Use of a Template

4) Within the “Select … Template” page, choose one of the existing Export 

Declaration or Summary Report Template records then click the Select 

button.

4

ABC Company Inc. (123456789RM0001)
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Making Use of a Template

Result: CERS will automatically 

create a new (draft) Export Document 

containing the same business data 

entries that were assigned to the 

Template record.

ABC Company Inc. (123456789RM0001)
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• Bulletins Section

o Viewing Bulletins

• Viewing Useful Links

9. Viewing Bulletins and Links
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Within a CERS Business Account, the Bulletins tab enables the CBSA to 

share informational resources with CERS users:

Bulletins Section

1) CBSA will publish 

Bulletins to advise 

CERS users of matters 

related to exporter 

reporting.

2) CBSA will publish 

Useful Links to direct 

CERS users to web 

pages related to 

exporter reporting.

ABC Company Inc. (123456789RM0001) John Smith
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To view an informational bulletin from the CBSA:

Viewing Bulletins

1) Access the Bulletins tab.

2) Within the Bulletins table, click the link provided for a Subject 

heading of interest.

2

1

ABC Company Inc. (123456789RM0001)
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Viewing Bulletins

NOTE: CBSA will publish Bulletins to advise CERS users of matters 

related to exporter reporting (e.g. system maintenance events). Clients 

should periodically check the Bulletins section to see if any new 

notifications have been published by the CBSA.
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• When viewing a bulletin, the user can click a “Print/Download Bulletin” link to 

access the bulletin in PDF file format.

Viewing Bulletins

ABC Company Inc. (123456789RM0001)
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The Useful Links table contains hyperlinks to web resources 

recommended by the CBSA. Click a Link Name entry to access its 

associated web page.

Viewing Useful Links
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• Overview of the CBSA Summary Reporting Program (SRP)

• Creating a Summary Report

• Submitting a Summary Report to the CBSA

• View, Amending, and Voiding a Submitted Summary Report

• “Upload Summary Report” feature

10. Summary Reports
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Upon application, exporters who ship bulk or homogeneous goods 

from Canada may be granted permission to participate in the CBSA 

Export Summary Reporting Program (SRP).

Overview of the Summary Reporting Program (SRP)

o For the SRP, an exporter must complete a new SRP report 

submission each month to supply summary information regarding 

export transactions that had occurred during the previous month. 

(An exporter must complete a NIL report submission if no eligible 

export transactions occurred during the previous month)

o The electronic SRP report submission must be completed within 

five business days following the end of the month in which the 

goods were exported.
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1) Within the Export Documents tab, click the Create Export 

Document button.

2) Within the “Create Export Document” page, select option Summary 

Report then click Submit.

Creating a Summary Report
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• The Create Export Document - “Summary Report” option will only be 

available if the associated Business Account has been configured by CBSA 

to support Summary Reporting. 

• Exporter companies need to complete a registration process and receive 

approval from CBSA to participate in the Export Summary Reporting 

Program (SRP). For existing SRP clients, CBSA will ensure that the existing 

SRP account information will be transferred over to the exporter’s CERS 

Business Account.

Creating a Summary Report: Additional Info
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Within the Create Summary Report page, the SRP report is organized 

into two sections:

Create Summary Report: General Tab

1) General tab (Report Header info)

o Reporting Period

o Export Company Name

o Certifier Name and Address; Contact info
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Create Summary Report: Commodities Tab

2) Commodities tab (Entry lines)

o Place of Exit

o Country of Final Destination

o Export HS Code

o Description of Goods

o Quantity and applicable Unit of Measure
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• When entering information into the Create Summary Report page, the user 

has the option to save a Commodity Line entry as a “Summary Report Line 

Lookup” record.

Summary Report Line Lookup
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Within the Lookups section, a user can access the Summary Report Line 

sub-section to view the associated Lookup records.

Summary Report Line Lookup

ABC Company Inc. (123456789RM0001)

John Smith
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Summary Report Line Lookup

Within the Create Summary Report page, Commodity tab, a user can 

click the “Select Summary Report Line Item Lookup” button to initiate a 

process for transferring an existing Commodity Line Lookup record’s 

business data entries to the new, draft Summary Report.
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Within the Create Summary Report page, the user can perform the 

following options:

Create Summary Report: Program Options

• Save a draft version 

of the Summary 

Report

• Check for business 

data entry errors

• Submit the Summary 

Report to the CBSA

ABC Company Inc. (123456789RM0001) John Smith
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After submitting a draft Summary Report to the CBSA, the user can:

Save or Print a Summary Report

• Save the SRP report as a new Export Document Template

• Print/download a PDF file version of the submitted Summary Report

ABC Company Inc. (123456789RM0001)
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Print/Download CERS Summary Report

ABC Company Inc. (123456789RM0001)

123456789RM0001
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Within the Export Documents - Submitted Documents tab, a user can 

change the Export Document Type setting to have CERS display 

information related to Summary Reports that were submitted to the 

CBSA.

Export Documents - Submitted Documents Tab



142

Within the Submitted Documents tab, a user can click a Status link to 

view information regarding the entire history of reporting events for the 

chosen Summary Report:

Summary Report: Status History

• Date/time of Original 

report submission

• Date/time amended

• Date/time voided
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Within the Submitted Documents tab, a user can click a Proof of Report 

link in order to view a submitted Summary Report.

View Submitted Summary Report
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Within the View Submitted Summary Report page, a user can click the 

Amend button in order to edit the report and submit an updated version to 

the CBSA.

Amending a Summary Report
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Within the View Submitted Summary Report page, a user can click the 

Void button to have the CBSA cancel/void the submitted Summary 

Report.

Voiding a Summary Report
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To accommodate current SRP reporting practices, the CERS Portal has 

been assigned an “Upload Summary Report” feature that can be used 

to transfer commodity line item entries from an MS Excel file to a CERS 

Summary Report.

“Upload Summary Report” Feature

Process:

1) Create an SRP report that is saved to a Microsoft Excel file.

2) Transfer the SRP report’s Commodity Line entries to a CBSA Summary Report 

Line Template file (MS Excel).

3) Use Excel’s “Save as” feature to save the contents of the Summary Report Line 

Template to a new XML data file.

4) Within CERS, access the Create/Amend Summary Report page. Navigate to the 

Commodities section and click the “Upload Summary Report” – Browse button.

5) Select the XML data file (from Step 3).

(Screenshots provided on following pages)
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“Upload Summary Report” Feature

1) Create an SRP report using Microsoft Excel.

2) Transfer the SRP report’s Commodity Lines to a CBSA Summary Report Line 

Template file (MS Excel).
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“Upload Summary Report” Feature

3) Use Excel’s Save as feature to save the contents of the Summary Report Line 

Template to a new XML data file.
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4) Within the Create/Amend Summary Report page, access the Commodities tab and 

click the “Upload Summary Report” – Browse button.

5) Select the XML data file that was created in Step 3.

“Upload Summary Report” Feature
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Result: The Commodity Line entries will be transferred from the XML file to 

the CERS Summary Report.

“Upload Summary Report” Feature

Exporter Business Number: 123456789RM0001

Exporter Name: ABC Company Inc.

Summary ID: SUM6519
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“Upload Summary Report” Feature

• Access the General tab and 

enter information regarding the 

submitter of the report

• Click the Check for Errors

button to receive feedback 

regarding any business data 

validation errors

• Click the Save and Continue or 

Save and Finish Later button to 

save a draft copy of the 

Summary Report

• Click the Submit to the CBSA 

button to transmit the completed 

Summary Report to the CBSA

Once your data has been uploaded to the Summary Report, you can:

Exporter Business Number: 123456789RM0001

Exporter Name: ABC Company Inc.

Summary ID: SUM6519
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• Overview

• Using the “Bulk Upload” feature

• Bulk Upload section

• Deleting, Editing, and Submitting draft Export Declarations

• Error Report

11. Using the Bulk Loads Feature
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The CERS Portal application enables users to create and submit 

Export Declarations to the CBSA. When using the standard creation 

method ("Export Declaration"), a user must manually enter information 

into an online form in order to create one new, draft Export 

Declaration.

Overview of the Bulk Upload Feature
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Alternatively, a user can use the "Bulk Upload" feature to have CERS 

extract data records from a source text file and automatically create one 

or more draft Export Declarations.

Overview of the Bulk Upload Feature

o This program functionality replicates the "Data Load Module (DLM)" 

feature that was available for use with the Canadian Automated 

Export Declaration (CAED) system
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1) Prepare a “Bulk Load” text file containing one or more draft Export 

Declaration records. 

Using the Bulk Upload Feature

Note: The CBSA has produced a technical guide (ECCRD Chapter 25 

(CERS Portal)) containing specifications regarding how to assign Export 

Declaration records to a “Bulk Load” text file.
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2) Upload the contents of the “Bulk Load” text file to the CERS Portal 

Business Account.

Using the Bulk Upload Feature

ABC Company Inc. (123456789RM0001)

ABC Company Inc. (123456789RM0001)
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Result: CERS will extract information from the “Bulk Load” file and 

will use it to create one or more new, draft Export Declarations. These 

draft documents will be assigned to the Export Documents - Bulk 

Upload section.

Using the Bulk Upload Feature
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Note: Within the Bulk Load file, each draft Export Declaration should be 

assigned an 11-character “Form Key”. This “Form Key” will be used as an 

identifier value within the Bulk Upload section to enable the user to distinguish 

one draft Export Declaration from another.

Bulk Upload Tab
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A user can select one or more draft Export Declaration entries then click 

the “Deleted Selected” button to have these entries removed from the 

Bulk Upload section.

Bulk Upload Tab: Deleting Draft Export Declarations

BEFORE

AFTER

John Smith
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A user can select one or more draft Export Declaration entries then click 

the “Submit Selected” button to submit these declarations to the CBSA.

Bulk Upload Tab: Submitting Draft Export Declarations

John Smith
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After submitting one or more draft Export Declarations to the CBSA, 

the user can choose to print out a confirmation report (containing a 

list of the associated Proof of Report Numbers).

Bulk Upload Tab: Submitting Draft Export Documents
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Within the Bulk Upload section, a user can click a Form Key link in 

order to view and edit the contents of a draft Export Declaration.

Bulk Upload Tab: Editing a Draft Export Document
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When performing a Bulk Upload operation, CERS may detect one or more 

syntax or business data validation errors present in the “Bulk Load” text file 

that will prevent it from transferring data to a draft Export Declaration. 

Bulk Upload: Error Report
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When this event occurs, CERS will abort the Bulk Upload operation and 

generate an Error Report that identifies the issue(s) found in the Bulk Load 

text file.

Bulk Upload: Error Report
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A “One Time” Export Declaration submission is nearly identical to a 

standard Export Declaration submission, except for the following:

• For a standard Export Declaration submission, the reporter must 

specify the Exporter Business Number and Exporter Authorization 

ID that belongs to the associated exporter company.

• For a “One Time” Export Declaration submission, the Customs 

Service Provider (CSP) can report on behalf of an individual or 

company that does not possess an Exporter Business Number. 

The “One Time” Export Declaration submission will be assigned 

the CSP’s Exporter Business Number and a special Exporter 

Authorization ID issued to the CSP for use with “One Time” 

submissions.

13. One Time Submission
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Note: A “One Time” submission is not to be completed for an 

individual or company that has exported commercial goods from 

Canada on several occasions. Such companies are required to 

obtain their own Exporter Business Number (i.e. CRA Business 

Number and RM exporter program account) from the Canada 

Revenue Agency for the purposes of declaring their commercial 

exports to the CBSA.

13. One Time Submission
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To create a “One Time” submission:

1. Access a CERS Business Account (belonging to a CSP).

2. Access the Export Documents tab, then click the Create Export 

Document button.

3. Within the Create Export Document page, select option “One Time 

Submission” then click Submit.

13. One Time Submission
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CERS Portal will display the 

Create Export Declaration 

page, which has automatically 

been assigned an Exporter 

Business Number and Exporter 

Authorization ID entry.

This “One Time” submission 

can be treated like any other 

draft export document.

• Available program options: 

Check for Errors; Save and 

Continue; Save (as draft) 

and Finish Later; Submit to 

the CBSA; Cancel.

13. One Time Submission

ABC Service Provider

123456789RM0001

123456789RM0001
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• Electronic Commerce Client Requirements Document (ECCRD) - Chapter 25 for additional 

information regarding the CERS Portal: https://www.cbsa-asfc.gc.ca/eservices/eccrd-

eng.html#_s1-25

• Refer to https://www.cbsa-asfc.gc.ca/prog/cers-scde/menu-eng.html for further information on 

CERS Portal.

• General e-mail enquiries can be sent to CBSA.CERS_Inquiries-

Renseignements_SCDE.ASFC@cbsa-asfc.gc.ca

• SecureKey Concierge FAQs: https://www.canada.ca/en/revenue-agency/services/e-services/cra-

login-services/sign-partners-help-faqs/using-a-sign-partner.html

• Government of Canada GCKey FAQs: https://www.canada.ca/en/revenue-agency/services/e-

services/cra-login-services/sign-partners-help-faqs/general-secure-key-faqs.html

• HS Code Information: https://www150.statcan.gc.ca/n1/en/catalogue/65-209-X

14. Helpful Links

https://www.cbsa-asfc.gc.ca/eservices/eccrd-eng.html#_s1-25
https://www.cbsa-asfc.gc.ca/prog/cers-scde/menu-eng.html
mailto:CBSA.CERS_Inquiries-Renseignements_SCDE.ASFC@cbsa-asfc.gc.ca
https://www.canada.ca/en/revenue-agency/services/e-services/cra-login-services/sign-partners-help-faqs/using-a-sign-partner.html
https://www.canada.ca/en/revenue-agency/services/e-services/cra-login-services/sign-partners-help-faqs/general-secure-key-faqs.html
https://www150.statcan.gc.ca/n1/en/catalogue/65-209-X
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END




