
HOW TO PROCESS CBP APPLICATION PRIOR TO RENEWAL OF THE BADGE: 

 

 

 

If you want the CBP seal ready before the applicant renews their badge you must first submit a Badge Edit. You can only process the 
Customs request and no other edit: 

 

Scroll down to Active Badges – Find the person you would like to Edit their badge and select EDIT 

 

 

 

 

 

 

 

 

 

 



You can only change the Customs Designation and upload documents – CBP Application and Letter of Intent (LOI) 

Step 1 – Select the Customs Designation – Zone 1, 2, or 3 

Step 2 – If you do not have the CBP Application or LOI Template you can click on Download template.  Complete the application and letter 
completely and save.  Once saved - Click on Choose File and follow the prompts to upload separately, this will add the CBP application and 
CBP Letter of Intent 

Step 3 – Click I AGREE, SUBMIT APPLICATION. 

Once the SEAL Edit is in place, the RENEW button will be available in the AS Portal to select: Renew the Badge as you normally would.

 

If you receive an error email or the application is rejected, to submit documents or update a form you must process a badge edit.  Correct 
the error or update the information requested by CBP and then follow the steps to process the badge edit. 
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