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Introduction 
 

The Import Clearance Alert (ICA) website provides licensed Customs Brokers 

access to their importers shipment documentation required for Customs 

clearance of UPS Broker of Choicesm or UPS FTZ Facilitatorsm Shipments. Broker 

of Choice and FTZ Facilitator are contractual service between the importer and 

UPS. The importer designates a customs broker to clear US Import small 

packages shipments or a FTZ operator to receive shipments in-bond. The 

authorized customs broker can access shipment documentation required for 

Customs clearance from the ICA website located at: 

https://www.import.ups.com/LoginBOC.aspx. 

 

Some importers require additional releases from other government agencies in 
addition to a US Customs release.  If your importer will require additional releases, 
please contact upsbrokerofchoice@ups.com to discuss the handling of this volume.   
Any shipments that requires a release from Fish & Wildlife should be submitted 
prior to submitting to US Customs.   

This User Guide will show you how to set up your account, email 

notifications, and access shipment documentation. 

The ICA website has two levels of rights, administrative & user. Administrative 

rights will be given to first person to register their brokerage firm on the ICA web 
site.  Administrative rights will allow you to create & delete user IDs, assign users 

to specific UPS ports for customs clearance and reset passwords.  Administrators 

will have access to Contract & Email Management. A back-up broker administrative 
ID can be set up.  Both the administrator and the user can search/view shipment 

documentation. 
 
If you encounter any issues setting up your account on the ICA website, please 
contact upsbrokerofchoice@ups.com for assistance.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.import.ups.com/LoginBOC.aspx
mailto:upsbrokerofchoice@ups.com
mailto:upsbrokerofchoice@ups.com
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ICA Website Access for New Brokers   
 

Register for the Import Clearance website at: 

https://www.import.ups.com/LoginBOC.aspx using the contract ID & account number 

in the registration email. If you received multiple registration emails, use one to 

register & the remaining contract IDs will be linked to your account during set up.   

 

Sample Registration Email –  

 

 

 

ICA Website –  

 

 

 

https://www.import.ups.com/LoginBOC.aspx
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Registration Process 

 

Step 1:  

Create your user ID & password then enter the importer account number & contract ID 

from the registration email & click “Signup” to proceed.      

 

 
 
 

Step 2:  

A window will display with the contract ID & name of the importer.    

If the information is correct, confirm by clicking “Signup”.    
This will link the contract to provide access to your importers shipments.    

 

 
 

Step 3: 

A confirmation will appear confirming the linkage to your account.   
Click “Log in” to continue.        

 



pg. 6 
 

Step 4:  
Add contact information & select a secret question for password resets.   

 

 
 

 
Step 5: 

Create user IDs & select a back-up broker with administrative rights for your firm.  

Click “Skip” if you do not need additional ICA IDs.   
 

 
 
 

Step 6:  

Enter additional contract IDs received in registration emails to link them to your 
account.  You can skip if you do not have any additional contract IDs.  
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Step 7: 
All contracts linked to your account will display in “Contract & Email Management”.  

If all of the contracts are not displayed, return to “Match Contract” and enter the 

contract ID numbers / return to step 5.     

 
Ensure email addresses are added for all contracts linked to your account.  

 

 
 

 

Click “Select all” or “edit selected” to select individual contracts.   
Enter all email address separated by a comma & click save. 

 
 
You can return to this page to add/edit email addresses as needed.   

 

Shipment notifications will now be sent to the email addresses you provided for all 

Broker of Choice or FTZ Import shipments for your importer.     
 

The registration process is now complete! 
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Email Notifications 
 
ICA will send an email notification for all Broker of Choice/ FTZ Import shipments upon 
arrival in the US. The email will include the invoice and arrival notice.  If the documents are 
over 5mb, the notification will not include documents.  You can access the documents on 
the ICA website.    
 
If the arrival information is updated or an additional arrival notice is posted to the site, (due 
to the shipment arriving in the US on two separate aircraft) an update shipment notification 
email will be sent with the additional documents.   
 

If you need to update email addresses receiving these emails, access Contract & Email 
Management in the My Contracts tab on the ICA website. See step 7 of the registration 
process for assistance with adding contracts & updating email addresses.   
 
If you are missing any documentation, please contact upsbrokerofchoice@ups.com.  
If the shipper did not provide the invoice, we will physically check the shipment for an 

invoice for you.  If we cannot provide the invoice, you will need to contact the shipper. 
 
 
 
Storage Fees 
 
A daily shipment storage fee of $25.00 USD and 0.04 USD per pound per day will be 

assessed after 2 days in the import warehouse without Customs clearance.  A storage fee 
warning email will be sent the day before charges are assessed.   

 

 

 

Website Navigation 

 

 

mailto:upsbrokerofchoice@ups.com
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Reports / Find Shipment Query 

 
You can access shipments on the Reports tab using the Find Shipment Query:   

• Select by port, shipment ID or date range to display shipments  

• Enter shipment ID without entering a date range 

• View all shipments within a date range of 7 days forward or backward 

 
 

 

 



pg. 10 
 

 

 
 

 

 
 

 

 
 

 



pg. 11 
 

Status  
 
There are 3 icons in the Status column to reject a shipment, view history & a 

checkmark to indicate a shipment has been submitted for clearance.  

 

 
 

 
 

 
 



pg. 12 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



pg. 13 
 

Viewing Documents 

 

Pending on the origin and service level used the documentation for shipments should 

be available by the planned import date.   

 
 
Contact upsbrokerofchoice@ups.com if you are missing any documentation.   
 
If the shipper did not provide the invoice, we will physically check the shipment for 
an invoice.  If we cannot provide the invoice, you will have to contact the shipper to 
obtain an invoice.  
 
 

 

 
 

 

 

 

 

 

 

 
 

 

mailto:upsbrokerofchoice@ups.com
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Arrival Notice 

 

 
 
Arrival information will be available for US inbound flights at “wheels up” for long-

haul flights and 4 hours prior to arrival for short-haul flights.  
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Split Shipments  
 
Shipments that do not arrive in the US on the same aircraft will have multiple 

arrival notices.  Each master air waybill numbers will have an arrival notice.   

 

 
 

 

Each master air waybill number must be submitted for clearance.  
 

Please contact us if your firm cannot submit entries for split shipments. 
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Using the Cart Function 
 

You can add shipments to the cart by clicking “Add all”, or “Cart” to add individual 

documents.      

 

 
 

Click cart to display the contents in the cart - 

 
 

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 
 



pg. 17 
 

 

ACE Regulatory Information 
 

ICA will dispay the regulatory history messages sent to ACE / US Customs. 
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Broker Administration 
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If you have any questions or problems, contact the BOC / FTZ team at 
upsbrokerofchoice@ups.com for assistance.   

 

 

mailto:upsbrokerofchoice@ups.com
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