
Support guide-Entry filing



Entry filing

In order to create a new 
Entry, choose “Add new 
Entry” or press + in the 
Entry menu.



Entry filing

When filing a new Entry, you are requested 
to choose between Broker Entry and Self 
Entry.

Please note that in order to file a Self entry 
you need to have:

1. Assigned Filer code
2. Updated ABI client representative
3. Assigned PUN
4. Full local US HTS code combined from 

10 digits 
5. No PGA is required for clearance of 

your products.

*You can see the service price below the action link. 
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Broker Entry - Ocean

Make sure to have the 
required information and 
choose the mode of 
transport of your 
shipment.Oce
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Broker Entry - Ocean

Shipment details

Make sure to fill in the details 
according to the information in 
your documents (BL, invoice, 
Arrival Notice, etc.)

Important note:
VIA field is required for shipments 
where entrance port is not the final 
unload port.
Make sure to fill it in so that your 
shipment will be operated as 
required.
If the Port of Entry and the Port of 
Unlading are different, you will 
need to set Immediate(In-Bond) 
transfer number and date provided 
by the forwarder in the Arrival 
Notice.



Broker Entry - Ocean

Make sure to fill in the 
details according to the 
information in your 
documents, and upload the 
Bill of Lading and your 
Arrival notice to the 
request.



Broker Entry - Ocean

Supplier info

Fill in supplier information as 
shown in your shipment 
documents.

Autocomplete is enabled on 
the 4th letter from previously 
used entities. 

If you have based the entry on 
a filed ISF, the info will be taken 
automatically into the Entry 
and can be changed if needed.

Press  “Add products HTS 
code” and fill in the required 
information in the new window 
opened.
 



Broker Entry - Ocean

In this section you will be asked to fill in the HTS code and the 
country of origin, according to the information in your invoice.

Do note that you are required to fill in all the HTS lines fully 
and correctly according to the lines on your invoice.
Different items require different HTS codes, and in case you 
have more than one manufacturer, you will need to fill in a 
different line for each manufacturer.
If you have more than 5 lines, there will be an additional cost.

In case you have a trade certificate for the shipment, check 
the Trade Certificate box, and make sure to upload it in the 
Summary page.

For Broker module only - If you do not have the full and 
correct U.S. HTS 10-digit classification number, you can leave it 
blank and fill in the description as provided in the invoice 
correctly.
Updates and additional fees may be added by the Broker 
(adding HTS for the current product, extra handling,  and PGAs 
if applicable).

When done - press the “save” button



Broker Entry - Ocean

In this section you will find 
the invoice summary 
according to the details 
inserted to the system.
If you wish to add products 
press the “Add product HTS 
code #2” and so on.

For shipments with 
multiple invoices, you are 
requested to declare each 
invoice and upload it to 
your request, simply press 
the “Add another invoice” 
button.



Broker Entry - Ocean

Customs bond

In case you have a continuous bond on file with the CBP,  the bond 
information will be saved to your business profile so that it can be 
used for your future shipments. 

If you purchased a single customs bond outside of eezyimport, you can 
press “Add new bond” and fill in the bond information.

In case you don’t have a bond you may purchase one with us (prices 
for the different bond services can be found on our website - 
https://www.eezyimport.com/price/ ).
Please note that in case the port on entry is not the final port, the port 
details to insert when purchasing the bond are the final port details.

https://www.eezyimport.com/price/


Broker Entry - Ocean

Once all the information is inserted to the 
system, you will find the entry summary.
In case there is missing or wrong 
information, the system will highlight it in 
red.
After correcting the invalid field, the 
information will turn black, meaning you 
may proceed with your request.
 
In case your shipment has multiple BLs 
you will be asked to upload the second BL 
to your entry.

After making sure that all the information 
is correct, finalize the filing by payment for 
the Entry.



Broker Entry - Air+ Ocean

Entry Summary - POA

Filing an Entry using our Broker 
module requires that you will fill 
in a POA (Power Of Attorney) so 
that broker would be able to file 
the Entry on your behalf.

Note that all entities excluding 
corporations are required to 
notarize the POA for it to be 
valid.



1.Check relevant entity type

2.Fill in full name of entity

3.DBA (doing business as), if applicable

4.Fill in entity IRS/EIN number, for 
individuals SSN number

5.Fill in the name of the state where the 
company is located ,for individual home 
address

6.Fill in full address (not PO box)



1. Leave empty

2. Fill in the full name of the company

3. Sign

4. Position of the signatory

5. Fill in the name of the state where 
the company is located ,for 
individual home address

6. Witness signature (Notary)



This section is only required only if 
partnership or individual

Notary section will be filled in and 
signed by the Notary.



This section is only required only 
for corporations

1.Name of the signatory

2.Position of the signatory

3.Full name of the company

4.Country under which the company is 
registered

5.Name of the signatory of the POA

6.Position of the signatory of the POA

7.Day and Month of the meeting

8.Name of the city where signatory took 
place

9. Date when signatory took place

10. signatory signature and date 


