
Set the flag 
for buying 

terms

Input 
HTSUS 

information

CHB Broker 
Partner
Setup

Set the 
carrier flag

Set insurance 
for each 
importer 

profile

NVOCC or 
VOCC?

Will 
importer 

control sku 
data?

Will 
importer 

supply PO?

Obtain 
Tradetech 
contract

Obtain 
signed 

letter of 
indemnity

Set up 
broker 
profile

Get list of 
log-ins for 

broker 
profile

Assign broker 
sub profile 

code to 
importer sub 
profile code

Setup 
log-ins in 

appropriate 
sub profile

Scan/attach 
copy of LOI

Setup sub 
profiles for 
each office

EDI Excel Manual
no 

further 
action

Pre-
classified 

parts 
database?

Attach 
POA/ Bond 
to Account 

Profile

Enter Bond 
Number

Fill out 
Importer 
Name

Fill in the 
Importer 
Customs 
Number

Create 
additional 

profiles for all 
divisions/ship 
to locations

Fill in the 
Ship To 
location

Use Importer’s 
parent code 

and Port code/ 
Department to 
designate as a 

Warehouse

PRIVATE

No further 
action required

SAME

No further 
action required

NOYES

YES

YES NO

Requires 
CHB Broker 

Partner 

NO

Set 
method

YES

Requires 
CHB Broker 

Partner 

NODIFFERENTPUBLIC

Assign public 
profile codeto 
coresponding 

Consignee 
Profile 

Note whether 
Importer 

Name and 
Consignee will 
be the same

Insure 
Consignee # is 

filled in on 
Importer Profile 
if there is a 1:1 

relationship

If mulitple 
Consignees, 

insure there is 
a profile for 

each

Buy direct 
or via a 
Trading 

Company?

Using 
Consolidator?

Create 
consolidator 

code

Assign 
consolidator 

code to 
importer profile

Create 
consolidator 

profile for each 
location

In consolidator 
section input 
appropriate 
port code

Send ISF 
Packet to 
Customer

Receive ISF 
packet from 
Customer

Set up 
Customer 
Profile in 

Tradetech

ONBOARDING PROCESS FOR ISF

CUSTOMER PROFILE SETUP

specify 
who will 
classify


