Applicant Onboarding Process (TSCA)

This guide is to assist those who are undergoing the onboarding or renewal process with a company at Toronto Pearson
International Airport (YYZ)

The Transportation Security Service program (TSS) introduces a new streamlined process for obtaining a
Transport Canada Security Clearance. This digital portal replaces previous methods involving DocuSign
or paper submissions, offering applicants real-time updates on their application's progress and direct
communication for any required adjustments or updates from the Pass Office or Transport Canada.

1. For the initiation of your TSS program application, the authorized Signing Authority of the hiring
company requires the following information to commence your profile setup:

A. Given name(s).

B. Surname.

C. Email address (A valid email address is required).
D. Phone/contact number.

The authorized Signing Authority is required to specify your role/occupation within the company and
request access to the preclearance area.

2. Upon successful submission of your details to the TSS portal, an email from “TSS
MODERNIZATION” will be sent to you. This email will invite you to either sign-in or create a new
account. An example of the email can be seen below.

e The invitation code is in Green.

e The expiry date of the invitation code is in Red.

Hi,
It is critical to create

an account within
the provided window
To access your TSS account: by Transport Canada.
Go to https://tss-sst.acc.tc.canada.ca/en/ If an account is not
made within the
time frame, your
authorized Signing

Please sign-in to the Transport Security Services (TSS) platform to complete your Transport Security Clearance Application (TSCA).

Sign in with your GCkey username and password.

Don't have a GCkey username or password? Simple, just sign-up with GCKey.

|When redirected to the TSS platform, enter this invitation code: 6f782trd-e23d-1022-a1f2-78ca63bhk9a9 Authority is required
to send you a new

|Your invitation doe will expire in (2 days)|- Please link or activate your GCKey and access your TSS account as soon as possible!

invitation code.

Best regards,
Transport Canada
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IMPORTANT: The completion of the next steps requires an authentication app installed on your device
or SMS confirmation. We recommend using Microsoft Edge or Google Chrome.

. * l Government  Gouvernement
of Canada du Canada

3. Follow and click

Transportation Services de the link in your
Security sécurité des “TSS
Services (TSS) transports MODERNIZATION”

(SST) email and select

your preferred

language.

Terms & conditions - Avis Canad'fll

I * Government  Gouvernement
of Canada du Canada

Transport Canada

To use the TSS Program,

Sign in to view and manage your services and applications. If you already have an online account with the Government of
a new GCKEY is requwed, Canada, you can use the same username and password to sign in.

noting that existing
GCKEY credentials from Please choose an option to sign in:
other services like the

P
CRA will not be *GCKey il Canadian banks
Compatlble. Sign in with your GCKey username and password. Sign in with your Canadian online banking service.
Sign in with GCKey Sign in with Sign-in Partner
» About GCKey » About Sign-In Partners

4. Click on “Sign up

with GCKey”. Don't have a username or password?

ﬁ
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I* Government  Gouvernement
of Canada du Canada

FreauenlyAsked Guestons (AQ)

Home = Sign In/ Sign Up

Welcome to GCKey

You have been redirected from Sign In Canada - Acceptance Test to the Government of Canada’s GCKey service

SignIn
Username: (required)

Username

Password: (required)

Password

Simple Secure Access 5.

Asimple way to securely access Proceed to
Govemnment of Canada online services .
"Sign Up".

One username
One password.

Sign Up

Gzl Your GCKey can be used to access multiple
Government of Canada online Enabled
Forgot your username? - Forgot your password? Services

6. The site will guide you through the account creation. Follow the prompts including the
authentication app/two-step verification and create your personalized security questions.

7. Upon finishing the
setup, you'll be
prompted to enter
the invitation code
provided in your
onboarding email.

Sign up with an invitation code

1
e If you don't have an invitation code, you must ask your employer to send you an invitation code to access your TSS account
1

* Invitation code ‘

memas)

Date Modified: 2024-02-13

Version: 1.0.5

8. Once completed, access "My Dashboard" on the portal, then select "My TSC" to progress with

your application.

My dashboard
My TSC
o
ab
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9. This section of the application necessitates a comprehensive account of your activities over the
past 5 years, encompassing employment, periods of unemployment, education, residential
history of where you have lived, travels exceeding 90 days, your physical and personal
information, and more.

o o 0 O 0O
Complete application Employer certification Enrolment site review Verification appointment Sentto TC
My TSC application

Application number: 2024.02.01-5993

Your next StePS: Complete Application

Complete your application
Upload all documents A

Give consent

Cancel my application

Section menu N +
Applicant Details

Applicant Details

Name History * Date of Birth
Birthplace or Citizenship mm/ddlyyyy @
Marital Status
Criminal History * Gender
Education History

Residences

Activities

Travel
* Height and Weight

* Centimeters * Kilograms Units

* Hair colour * Eye colour

Select v Select -
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10. This stage demands the inclusion of all relevant documents referenced in your Transportation
Security Clearance application (TSCA). If your application requires the submission of out of

country documents, they will be requested as well. Only submit requested documents that are
listed as seen below.

o O O O O
Complete application Employer certification Enrolment site review Verification appointment Sentto TC
My TSC application

Application number: 2024.02.01-5993

Your next steps:

v Edit application Document upload
+ Complete your application
Upload all documents A
Give consent
Cancel my application
TORONTO PEARSON INTERNATIONAL AIRPORT

Application file upload

Canadian birth certificate - Front Side 2 Upload
Only JPG, PNG, TIFF, BMP and PDF formats are accepted. Max size of 10 Mb

Canadian birth certificate - Back Side

X, Upload
Only JPG. PNG, TIFF, BMP and PDF formats are accepted. Max size of 10 Mb.

Cancel Add supplement document | Bel TN CATVAEY
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11. You'll be directed to digitally "sign" at designated points within the application, marked not by a
visible signature but by a sequence of numbers. This is how Transport Canada ensures and
acknowledges your personal submission. Once all designated areas are signed, you will be given
the option to submit your application for review or to be verified by your designated Signing
Authority.

o

Complete application

My TSC application

o o o o

Employer certification

Enrolment site review Verification appointment Sent to TC

Application number: 2024.02.01-5993

Your next steps:
« Complete your application
v Upload all documents

Give consent

Cancel my application

+ Edit application

v Document upload

h

Examples of designated signature areas.

Provic
cane

miscading oc alsc information oa this application may resultin a refsslor
n ofthe security clearunce.

Foumi dos renscignements e ou rompeess sur cetie demande pewt ntraine b refs o Fanelasion de

sécurite

# Initlals - Initiales :

Sign

Comen oy b give by an il who s he g of oy, Wher s
spplicantis a minor, he sigasture of a parent, gusrdian or utor is manchlcry. (See st page
o information on e age o |.m,mm

For se

e
dersandenr

ment e peut ése doso gue par une personne ayant aieis g de s majoits. Dans es cas oi e
Ta signature dum parent, u

dernidre page pour oblenir davantage de renseignements 3 propas de Iige de ls majorié)

Aux i de Thabilition desécurt, envera de Trtice 4.8 de n Lo sur Fadronauique et du Programene

matiée de tansports (PHST) destiné 3ax ravalleurs aéroportuaies et confor
I

Trngoraton ety Clesan Progrus |

porpoce’) | consen o
mfocrmatan provided by me n support o thi
Palice,the Canadisn Security Inelligence

Haputc u tanspet et s
de i) ot e s e erasgnemont

Transports

yale du

(SCRS) 4 Choyennat
Sant g il i e

dela o oot

ny Canadian or Foreign law cafon
forcgoing, his includes nformalion rc

Hikory,mploymentistory, o

shcod ot ow cforcment pupies and nforlon
o ctizcnship sans, as well s any and all imformat
 security ssassment

i o foesign I eofocos

soch s any
e bl

iz sny ) C o gy

el inclut
e, s mbciens ot
que mes empeeines digiales et man image fciale soxr

S
jubes e ulisdes ux fins

De mie oo Trspors Cnads o, v, b

5 epplcton o i o0 S it g s ot il
Fcillera une évaluston de sécurié.

08 e o o g B i Ve
canaticn o u i persams, tut rganism putlic, parsprblic,prive ou gouvsencmental. venfic f
it Tratuprs Canads o o GRC tous s s dn) oo iy n s,

les ossers et

cir control. | i

Juscnitle. e

such as any
on o organization, whether public
el 0 rck.ue o TosporCarads o the RCMP ary

o
parapubisc privae or

o o o s For Wl st pot | g s RCUP pomione

release o Transport Canads, in whole or i part, the nformation it hascollected during my
security assessment

urty clearance purpescs. Uless withdrawn by me

1 cerfy thtalthe information st out by e in this spplcation for 8 securityclearance
inclcing aey supperting atio, i rc 2 comect 1 he st of my knowledge ard

it
Sign

également tout
érnger, blc, ctre
Transpors Canad oa I GRC fou esegnement permetian de fui: o sur mes friquentaions 1, por e
fait méme, de vérife s e sus de bannes merurs. Au nséme effe, e cansens  ce que |a GRC traesmetis
Transports Canadh en loul, o & parte, ks senscigaements qu'ellc sura ecucills dsns le cadre de mon évalsation
de stcurité

o ok cope e

Ce consentemmest n'est Jmmqn s tion de surité. A mins goe

estera vaide e temps que soic

viriBaion, b i
mise & jour subséquentes.

Je v o el o o do oy s s g e doos i
ette derunde ¢ habilaton de sécurs, y compri fus s documents fournis & Fappas,somt vérwliques ot exacts

# Applicant's signature - Signature du demandeur

7 Signature Date - Date de signature Y-A /M / D-J

Work telephone -
Téléphone travail

Telephone - Téléphone

Email - Adresse courriel

Language of preference -
Langue de préférence

28. Do you possess a valid passport? - Possédez-vous un passeport valide?

If Yes - Si oui

29, Country of Issue - Pays de délivrance 30. Passport No, - N° de passeport 31, Date of Expiry - Date d'expiration

Note: Bring original of your Birth Centificate / Immigration / Nota: Apportez 'original de votre Certificat de naissance /

Citizenship Documents / Passport Document d'immigration / Citoyenneté / Passeport
32. Did you ever atend a post secondary institution? - Avez-vous déja fréquenté un établissement post # Initigls - [nitiales
secondaire? Sign
If Yes - Si oui —
. i From - De To-A
33, Name and address of institution(s) - Nom et I'adresse de/des établissement(s)
) ) YA M YA M

34a. Have you ever been convicted in Canada or elsewhere of an offence for which you have not been
granted a pardon?  Avez-vous déja été condamné d'une infraction criminelle au Canada ou ailleurs pour
laquelle vous n'avez pas été gracié(e)?

# Initials - Initiales

34b. If you have been convicted of an offence for which you have not been granted a pardon, please indicate
the country - Si vous avez déja été condamné(e) d'une infraction pour laquelle vous n’'avez pas été gracié(e),
veuillez indiquer le pays

Sign

4

34c. Have you ever been charged in Canada or elsewhere of an offence which remains outstanding, and has
not yet been dealt with by the courts? - 34c. Avez-vous déji é1é accusé au Canada ou ailleurs d'une infraction
qui demeure en suspens et n’a pas été traitée par les tribunaux ?

o ceux qul o
ares gowmervemer

Fos appbcuc who have rsided cutad Cmada dming he it v )y o o Howe ks have

vranca s darog e ot fve () o, cours des cinq (5) demidres sandes

O Yes-0ui O No-Non| # Initials - Initiales

Consent 1o allow Transpars Canada to dissbase personal information o governmen of forcign staics. Cansemement & pesmettre & Transports Canado de divuliur des renscignements personnels s

1, the undersigned, do st nspart C: tothe foreig whore
Fhave cesided or sraveled during the past five (5) years,the persoeal informatian | have provided in this
sopicaionan s rslin o h ek e veriitions o he e of viyng e

Je, somssigni(e), storise Transprts Canada & divelguer s gouvernements des
rsidé ou voyagé au cours des cing (5) derniéres annéss, s r

ésente demande et ceux recoeills lors de virifications, dans b but e vérifie les

wgers od sl
que i fowmis

Twould fike Tramsport Cang ut iy

cvmril s romeigoemeat s i Habilaton e

S oo
e transport. Le demandeur post

Consent time. - Faimerais que Transports Canad menvoe, par
0 comscnlement n out s,

ﬁ

nts qui e conceme
Refusa s0 o Transpoet € P of forcign | Refus d pemmetire & Trassports Canada de divulguer des renscignesments personnels
e o v de s g,
Tundersiand thata reusa o grane my co in Transport Canada's insbility to casure dhat it qoe Transports Camads soit dans
the information | have provided is eliabl and further inabilty 1o estal Mocapocid desammer e s essgpements e bles e¢ vérifisbles et en onre

he isk 1 may

établic e ri Je pours consuerpo I st e ou i, Do b cat
Transports Canad e capab d assures o e rmsei premests ue [ e sod bl 1
viifibles, o commpocnds e habilion d i e i Srs pas ceenic

e and
I the event Transport Canada s unable to ens

pose 1o the aviatian or marine secury
e,  understand that | will not be granted 3 security

Informaticn | have pravided is ve
dleannce

Sign

# Signature Date - Date de signature Y-A / M/ D-J

# Signature
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12. Your designated Signing Authority is required to confirm your eligibility for Transport Canada
Clearance. Following this verification, your application will be forwarded to the Pass Office for
review.

For applicants below 18 years of age, the application will be sent to a parent or legal guardian
for consent before proceeding to the Signing Authority for the clearance request.

13. Once assessed by Pass Office, you might be prompted to adjust your document submissions or
TSCA. A notification to schedule a “Verification Appointment” will be sent if no modifications
are needed or if any applicable revisions have been completed successfully.

Ensure all requested changes are made before attempting to book an appointment with Pass
Office.

Only with a "Book Verification Appointment" notification should you arrange an appointment
through our online portal, bringing all necessary forms, supporting documents and original IDs
for verification.

A Verification Appointment does not automatically indicate your application is approved. It signifies that
your application seems to be in order but necessitates further validation at the Pass Office.
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