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AGENDA – B3 to CAD Conversion
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• Search & confirm the B3 entry

• B3 to CAD Conversion
• General Details
• Invoice & commodities
• Review & submit

• Confirmation of converted file

• Maintenance of Records
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Converting a B3 to a CAD

Why do we need to convert a B3 to a CAD?

After October 21, 2024, when the CARM 3 portal goes live, only 
claims submitted through the portal will be processed by CBSA.

There are exceptions for Mass Adjustments and Drawbacks. 
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Converting a B3 to a CAD

In the CCP, navigate to List of Submitted Declarations page;
Home page > Declarations > List of submitted declarations
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Converting a B3 to a CAD

In the List of Submitted Declarations page, select Convert a pre-CARM B3
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Converting a B3 to a CAD

In the Convert B3 to CAD page, add the original B3 transaction in the Search for B3 field 
and click on Next
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Converting a B3 to a CAD

The next page in the Convert B3 to CAD function, confirm the following;
• Transaction Number, Type of declaration & CBSA office code
• If all are correct and reflect the most recent version of the entry, click on Next.
• If there are any errors or unpopulated fields, make the necessary corrections and 

click on Next.
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Converting a B3 to a CAD

The next page confirm all fields and click Start

DCC Client Name

#######

DCC Client Address
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Converting a B3 to a CAD

Step 1: General Details add the required information only, confirm and click Next
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Converting a B3 to a CAD

Step 2: Invoice & Commodities select the invoice to be converted and click Next

Supplier Name

Supplier Name
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Converting a B3 to a CAD

Step 2: Invoice & Commodities – Invoice details Confirm the select the invoice to be 
converted and click Next
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Converting a B3 to a CAD

Step 2: Invoice & Commodities – Invoice details – Vendor
Confirm the vendor name and complete only the required fields and click Next

Vendor Name
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Converting a B3 to a CAD

Step 2: Invoice & Commodities – Invoice details – Commodity (screen 1)
Complete only the required fields
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Converting a B3 to a CAD

Step 2: Invoice & Commodities – Invoice details – Commodity (screen 2)
Complete only the required fields
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Converting a B3 to a CAD

Step 2: Invoice & Commodities – Invoice details – Commodity (screen 3)
Complete only the required fields
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Converting a B3 to a CAD

Step 2: Invoice & Commodities – Invoice details – Commodity (screen 4)
Complete only the required fields and click Next
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Converting a B3 to a CAD

Step 2: Invoice & Commodities – Invoice details – Commodity 
• The previous steps of completing the invoice details for each commodity line are 

required for each commodity line.
• The additional commodity lines can be viewed by clicking on the “expand” button
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Converting a B3 to a CAD

Upon completion of the details for the first invoice, you will be returned to 
Step 2: Invoices & commodities.  The details for each invoice must be completed.

When the invoice & commodity details for each invoice have been added click on Next
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Converting a B3 to a CAD

Step 2: Invoices & commodities 

• After completing the details for each invoice, any errors or incomplete fields will 
appear after Next is clicked.  

• The errors will need to be resolved before proceeding.

• Understanding the errors and how to resolve was trail & error during testing.

• If you are unable to resolve the errors, a Help Desk ticket may provide some 
assistance.
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Converting a B3 to a CAD

Step 3: Review & submit
Upon correctly completing the details for each invoice, the screen below and next slides 
should appear. (Screen 1)
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Converting a B3 to a CAD

Step 3: Review & submit - (Screen 2)
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Converting a B3 to a CAD

Step 3: Review & submit (Screen 3)
• After confirming the details, click on the Certification box and Submit Declaration.
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Converting a B3 to a CAD

Declaration Submitted
This is your confirmation that the B3 was successfully converted to a CAD.
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Converting a B3 to a CAD

Declaration Submitted
• The CAD can be downloaded and printed.
• This step is not necessary as it will be available in the CCP.
• Any documents uploaded to the CCP will not be available after uploading and 

should be maintained by the import or service provider.
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Converting a B3 to a CAD

Declaration Submitted
• The CAD should now be listed on the List of submitted declarations.
• The CAD can now be adjusted.



26

Maintenance of Records

• The CARM portal was not designed to and does not provide for the maintenance 
of records.

• The only documents  that a portal user will be able to access, and download are 
the files posted on the portal by CBSA such as rulings, assessments and decisions.

• Importers will be required to maintain their own records in accordance with 
section 2(1) of the Imported Goods Records Regulations and CBSA memo D11-8-6.

• Records should be stored for six years in a record repository that can be made 
available to CBSA upon request.
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Maintenance of Records

• An importer will be able to revoke access to their portal account for any  
employee or Trade Chain Partner.

• Non-resident importers require an agreement to maintain records outside of 
Canada and provide the signed agreement to CBSA.

• Best Practice will have Trade Chain Partners maintaining a record of any work 
performed in the CARM portal on behalf of the importer.

• Maintenance of records will be a focus for CBSA enforcement in the not-so-distant 
future.



Thank You 
For Viewing 

Converting a B3 to a CAD
(Customs Accounting Declaration)
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