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Transport Canada’s Transportation Security Clearance (TSC) Modernization team is proud to share that
our TSC application and signing process is all online!

In addition to offering an online TSC application (TSCA), Transport Canada has joined with DocuSign to
offer a digital signing experience, and a secure location for applicants to attach their supporting
documentation.

Once an applicant submits their TSCA, DocuSign will create a secure, digital envelope to send their
application and supporting documentation only to the people who need to sign it, ensuring they only
see the information they need to. Applicants’ personal information is always protected by the Canadian
Privacy Act.

These guidance materials contain everything you need to know about the process, who is involved and
how, and step-by-step instructions on how to review and sign applications.

In this guide:
e 1.The TSCA process
e 2. Definitions

. Starting a TSCA for an applicant

. Reviewing an application

. Signing an application

2
3
A
e 5. Declining an application
6
7

. Frequently asked questions

1. The TSCA process

We recommend that you start a TSCA for an applicant so you can enter company information, including
your own name and email address, correctly. We also recommend that applicants share their
application for review with you or one of your colleagues, so you can help ensure they have completed
everything correctly prior to submitting.

Remember to use the manual print form process for applicants who are under the age of majority per
province of residence and require parental signature, and for any other TSCA processes that are not
currently processed via the online TSCA.

In the “Requesting Authority” section, select “Other” from the “Airport” list and type in the name of the
airport. This will trigger the current manual print form process.

Once an applicant has completed their TSCA, DocuSign will send it via email to you, as the company
signing authority, to sign. You will only be able to see the first page of their application. You can also
decline to sign their application if you’re not expecting an application from this person.
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Once you have signed, the applicant will be directed to sign and upload their supporting
documentation. DocuSign will then send it to the enrolment site, who will use their current local
processes to invite an applicant to book a verification appointment to have their fingerprints taken and
documentation reviewed.

Applicant receives
DocusSign notification
email to sign TSCA and
upload supporting
documentation.

Company signing Company signing
authority receives authority indicates need
DocusSign notification for preclearance and
email to sign application. signs TSCA in DocuSign.

Applicant signs TSCA and Enrolment site receives
uploads supporting TSCA and supporting
documentation via documentation via

DocuSign. DocuSign.

Enrolment officer reviews
TSCA and original Transport Canada
supporting documentation, receives completed TSCA
takes fingerprints via via DocuSign and
LiveSign, and signs TSCA via fingerprints via current
DocuSign during process.
verification appointment.

This guidance package walks you through the process step-by-step. Read and follow it carefully! If you
need any assistance and can’t find the answer here, please reach out to your enrolment site.

2. Definitions
Transport Canada: Transport Canada is the government agency who is responsible for developing
regulations, policies, and services for road, rail, marine and air transportation in Canada.

Transportation Security Clearance Application: The Transportation Security Clearance Application is the
online application that an applicant who is seeking employment at a secured air or marine port
completes, in order to submit their information to Transport Canada for verification.

Transportation Security Clearance program: The Transportation Security Clearance program is the team
at Transport Canada responsible for developing and maintaining the online application, ensuring a
smooth process from application to approval, and facilitating applicant background checks to determine
eligibility for security clearance.

Company signing authority: A designated individual at your employer, or the company sponsoring your
clearance requirement, who is eligible to sign your application on the company’s behalf. Their name,
email address, and signature are on file with Transport Canada to ensure only designated individuals are
signing applications.

DocuSign: DocuSign is a system Transport Canada has procured that allows various signers to sign and
send a document securely and digitally. DocuSign can restrict access to certain personal information
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based on who is viewing the document, and guide the appropriate individual to sign, initial, answer
guestions, or upload documentation, as needed.

DocuSign envelope: A DocuSign envelope is a digital envelope created when an applicant submits a TSCA.
It contains the application and supporting documentation, a unique identification number, and is sent
digitally and securely to all signing parties.

Enrolment site: An enrolment site is the pass control office at airports or marine ports who act as a
conduit between the applicant and Transport Canada. Enrolment sites issue and manage applicants’
security clearances and passes.

Enrolment officer: An enrolment officer works at an enrolment site. They support an applicant by pre-
vetting their application, facilitating verification appointments, and sending the completed application
and fingerprints to Transport Canada.

Verification appointment: An applicant attends a verification appointment at their enrolment site after
they sign their application and upload their supporting documentation. During the verification
appointment, an enrolment officer verifies an applicant’s application, identification, and supporting
documentation, and takes the applicant’s fingerprints. Each enrolment site books verification
appointments in a unique way, and will contact applicants directly with instructions to book.

3. Starting a TSCA for an applicant

DocuSign envelopes are passed through email, and enrolment sites verify that company signing
authorities are registered by comparing the email address on the application to the email address on
their registered signing authority lists; therefore, it is imperative that the emails entered into an
application are correct.

Because of the importance of email addresses being entered correctly, we recommend, as a company
signing authority, that you or the hiring manager initiate an application on behalf of an applicant. This
eliminates the possibility that an applicant enters your email address incorrectly, which would require
them to submit an entirely new application.

The TSCA makes this very easy to do! There are two different ways to do this depending on your
operational needs.

Go to the online TSCA link: https://wwwapps2.tc.gc.ca/Saf-Sec-Sur/12/TSCM-TSCA/tsca/app?lang=en
(English) or https://wwwapps2.tc.gc.ca/Saf-Sec-Sur/12/TSCM-TSCA/tsca/app?lang=fr (French).
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3a. Starting a new TSCA

Step 1 — Completing the “Application
Details” section

!I'ransportation Security Clearance Application

This session will expire after 20 minutes of inactivity. To avoid losing your data, save your progress regularly.

Required fields are marked with a red asterisk *.

Under “Would you like to continue an
application that you already started in a
tscx file format?” Select “No.”

Section menu

X save progress

Application Details
Requesting Authority Application Details

Contact Details |
| o *Would you like to continue an application that you already started in a tscx file format?

Under “What type of transportation
security clearance are you applying

for?” indicate if it is a new applicatio

or a renewal.

Marital Status ‘

Residences ‘ ® Airport
Activities ‘ O Marine port
Travel ‘

) Yes
Name History o e

Birthglace or Citizenship *What type of transportation security clearance are you applying for? ©

® New
Criminal History O Renewal

Fducation Hist * Where will this Security Clearance be used?

Summary / Submission

Under “Where will this security

clearance be used?” select airport or marine port.

Step 2 — Completing the “Requesting Authority” section

Select the applicable airport or enrolment
site, the applicant’s occupation, and the
company’s name from the drop-down lists.

Enter the company signing authority’s name
and email address.

Indicate the reason why the applicant is
applying for security clearance.

Enter the company’s address.

Step 3 — Saving the file and sending it to
the applicant

Once you have completed this page, instead
of selecting “Next”, scroll up to the top of
the page and select “Save progress.”

—
Transportation Security Clearance Application

This session will expire after 20 minutes of inactivity. To avoid losing your data, save your progress regularly.

Required fields are marked with a red asterisk *.

& save progress

Requesting Authority

Contact Details
* Airport or enralment site
Applicant Details

Toranto Pearson International Airport
Name History

.
(a3 s s (P Docupation

e Airport Customer Serviee Agent

* Spansor oF company's name

Menzies Aviation Canada Ltd

£ Signing authority's name and email are required becauise your sponsor is using a digital signature

riminal History ‘

Verify email - make sure you enter it correctly.

Summary / Submission

* signing authority's name @ * Signing authority’s email

Jane Boe jane doe@menties ca

\R:ason for application

I'm applying for a job for which I need a Transportation Security Clearance (TSC) ~

\ Sponsor or company's address @
Find Canadian address ©

Start typing the addrass

Street number Street name and type Unit or suite number

123 Company Street

PO (Post Office) Box

Number
City Province

Toronto Ontario v
Postal code

L5M 5M5
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Select the checkbox next to “I agree and understand it’s my responsibility to keep my file secure.”

Enter the applicant’s email address to send the file to them to complete.

Once you are done, select “Send.”

Save current application

You will see a green banner indicating the file has been
successfully sent.

You'll receive an email with your saved information in a tscx file format.

The contents of a tscx file is visible only when uploaded to the online
application.

eep this file in a safe and secure place, as it contains your personal
formation.

. . . . O Iunderstand and agree that it's my responsibility to keep my file secure.
Transportation Security Clearance Application

This session will expire after 20 minutes of inactivity. To avoid I¢sing your data, save your progress regularly.
* Email address

Required fields are marked with a red asterisk *.
y

Section menu

@ Email sent
+ Application Details

 Requesting Authority

’ Close end

3b. Creating and saving multiple versions of the TSCA to your computer

If you are hiring multiple employees at a time with the same job title, it is simpler to create and save
multiple versions of the saved TSCA to accommaodate various occupations, or other variables, then send
it to applicants via email. For example, you could you create one for new baggage handlers, another for
new cabin crew members, and a third for new customer service agents. You can then save all of these
files in a folder on your computer and send them as

needed via email, instead of starting a new TSCA for
each new appl ica nt You'll receive an email with your saved information in a tscx file format.

Save current application

The contents of a tscx file is visible only when uploaded to the online
application.

Step 1 —Save a .TSCX file for each applicant type

Keep this file in a safe and secure place, as it contains your personal
information.

To do this, complete steps 1-3 for each applicant type.
Instead of emailing the application to an applicant, enter

your own email address. \ * Email address

You will receive an email from
no-reply-ne-pas-respondre. TSC-HST@tc.gc.ca |
with the subject line, “Saved TSCA Application -
[MM/DD/YYYY].”

O Iunderstand and agree that it's my responsibility to keep my file secure.

Close end

To save the .tscx file from the email to your computer or mobile device, select the down arrow on the
right side of the attachment to open the action menu. Select “Save As”
to save it to your

device. Saved TSCA Application - 10/3/2022 Ereview

o contir

= Open
no-reply-ne-pas-respondre. TSC-HST@tc.gc.ca A 1
To ' Iﬁl Quick Print I

D TSCA-Saved-10_03_2022.tscx o
38 KB

—h N

~

P/ Save As

D TSCA-Saved-10_03_2022.tscx
v
38 KB 3.

Save All Attachments...
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Save the .tscx file with the name of the applicant type, for example, “New Baggage Handler” and be sure
to save it as a .tscx file. Do not change the file type, otherwise it cannot be opened by the TSCA portal.

File name: | New Baggage Handler v
Save as type: TSCX File ~
» Hide Folders Tools ~ Save Cancel

Step 2 — Sending a saved .tscx file to an applicant from your computer

You can send the saved .tscx file to multiple applicants at one time if needed. Add the .tscx file to your
email as an attachment, and provide the following instructions to your applicants:

| have started your Transportation Security Clearance (TSC) application for you by entering

information into the “Application Details” and “Requesting Authority” sections. To complete your
application:

1. Right click on the .tscx file attached to this email.
2. Save as a local file to your computer.
3. Launch the online TSC application using these links:
a. English: https://wwwapps2.tc.gc.ca/Saf-Sec-Sur/12/TSCM-TSCA/tsca/app?lang=en
b. French: https://wwwapps2.tc.gc.ca/Saf-Sec-Sur/12/TSCM-TSCA/tsca/app?lang=fr
4. Answer “Yes” to the first question to continue an application that has already been started.
5. Choose your saved .tscx file and click on “Restore data.”

This will populate the information | have entered into the first two sections. Please do not change or
delete this information. Continue the application to enter your personal information. | have also
attached guidance material here that walks you through how to complete the TSC application, and
guidance material that walks you through how to sign your TSC application and upload your
supporting documentation via DocuSign.

We also recommend you attach the applicant guidance documentation for both the TSCA and DocuSign
to this email.

4. Reviewing an application

We recommend that applicants send their applications to a company signing authority or hiring
manager/support prior to submitting. This helps to ensure they are correct and complete. Applicants will
use the “Share for review” function on the TSCA to send their completed application for review.

Once the applicant has completed the TSCA, they will “Share for review” and you will receive an email
from no-reply-ne-pas-respondre. TSC-HST@tc.gc.ca with the subject line, “Saved TSCA Application —
[MM/DD/YYYY].”



https://wwwapps2.tc.gc.ca/Saf-Sec-Sur/12/TSCM-TSCA/tsca/app?lang=en
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The .tscx file will be attached, along with instructions and the link for you to access the applicant’s TSCA.

The .tscx file cannot be opened, do not

try to open the file. However, the online TSCA can read the file

and will populate the saved information.

Step 1 —Save the .tscx file

To

"5 TSCA-Saved-10_26_2022.tscx &
56 KB

Shared TSCA - Docusign , Brigitte Testing To save the .tscx file from the email to your

computer or mobile device, select the down arrow

° no-reply-ne-pas-respondre TSC-HST@tc.gcca | on the right side of the attachment to open the

action menu.

D TSCA-Saved-10 03 2022.tscx o
38 KB

Preview
o contir

= Open
Select “Save As” to save it to your device. 1. s
i @ Quick Print
T

» d F‘/ Save As

3.
4. C Save All Attachments... f

« I We recommend saving it to your
£ Search Desktop desktop or another easy-to-remember

Save Attachment
<« v 4 [ » ThisPC » Desktop g v D
<
Organize ~ New folder

5 Quick access
[ Desktop
¥ Downloads
Documents
= Pictures
b Music

3 Microsoft Outlook

I Desktop v

= - @ I location.

No items match your search. The file name will populate as “TSCA-

Saved-MM_DD_YYYY.” Do not rename
the file.

»

»

»

»

/ L Ensure it saves as a “TSCX File” type.
mVideos /

Select “Save.”

Step 2 — Upload the file to the TSCA

File name: | TSCA-Saved-10_19_2022

Save as type: TSCX File

~ Hide Folders Tools ~

From the email you received, select the

- link “TSCA” or click this link:

—_— ] https://wwwapps2.tc.gc.ca/Saf-Sec-

Sur/12/TSCM-TSCA/tsca/app?lang=en

Under “Would you like to continue an application that you already started in a .tscx file format?” select

“Yes.”

Select “Choose File” to browse to
the location where you saved the
file.

Transportation Security Clearance Application

This session will expire after 20 minutes of inactivity. To avoid losing your data, save your progress regularly.

Required fields are marked with a red asterisk *.

Section menu X save progress

Application Details
Requesting Authority Application Details

* Would you like to continue an application that you already started in a tscx file format?
® Yes
No

ame History
LIRSS O AV Z ST Please choose the .tscx file that contains your saved application. P
Marital Status
Choose File | No file chosen
Criminal History
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Select the .tscx file from -
@ open X
the location whereyou
saved it ~ < v I > This PC » Desktop v | D /2 Search Desktop
Organize ~ New folder - [ e
Once you have selected "
the file, select “Open.” # Quick access ID TSCA-Saved-10_19_2022.tscx I
\ I Desktop g
Downloads »
Docd o+
&= Pictures »
J5 Music
- v < >
File name: \ ~ | All Files v
\ Open Cancel

Once you have attached the file, the file name will be displayed next to the “Choose File” button.

Transportation Security Clearance Application

This session will expire after 20 minutes of inactivity. To avoid losing your data, save your progress regularly.

Select “Restore data.”

Required fields are marked with a red asterisk *.

Section menu & Saveprogress

Application Details
Requesting Authority Application Details

+Would you like to continue an application that you already started in a tsex file format?
Applicant Detalls

® Yes
Name Hi

No

Please choose the .tscx file that contains your saved applicatign.
I Choose File | TSCA-Saved-10_19_2022.tscx I

You will see a green banner confirming you can continue the application.

You will also see green checkmarks next to each section, indicating that they are complete and have no

errors.

_Transportation Security Clearance Application

This session will expire after 20 minutes of inactivity. To avoid losing your data, save your progress regularly.

Required fields are marked with a red asterisk *.

Section menu

© You can continue filling out your previous application.
+ Application Details ‘

+ Requesting Authority

Step 3 — Review the saved information and make updates if needed
The ‘Shared TSCA’ email that you receive will contain the following instructions:
Please review the attached application to confirm if it's complete:

1. Right click on attached .tscx file
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Save as a local copy of the .tscx file

Click on link: TSCA

Answer “Yes”, to continue an application that has already been started
Choose the saved .tscx file and click on “Restore data”

Click on “Summary / Submission'” section

Click on “Review” (click 'ok' on pop-up blocker to continue)

+" Application Details
+ Requesting Authority Application Summary
+ Contact Details

+ Applicant Details

bmission Deta

" Name History

+ Birthpl, it hi . . " P
Birthplace or Citizenship If you want to include additional details to your application, add them here:

+ Marital Status Add text here
+ Criminal History
» Education History

+ Residences
© Save your progress!

+ Acti
Your saved .tscx file can be uploaded to continue your application. Your data will only be visible when
 Travel uploaded to the online application.
I Summary / Submission I If someone needs to review your application, click on *Share for review'. You can save this version as a

pdf or print it to share it.

If you are certain that your application is complete, click on "Submit my application'.

SRR

8. Carry-out review of completed application in “Review” mode. You will see a “for review only”
watermark. Make note of any possible errors to share with the applicant for correction.

TSCA - DHSMT#:

Type of application - Type de Transportation facility / Enrolment site - Installation de | Applicant's Pass ID / Numéro File No. - N©
demande transport / Point d'inscription d'identification de la passe du de référence
New / Nouveau Calgary International Airport demandeur

Applicant’s surname / last name - Nom du [ Applicant's given name(s) - Prénom(s) du Date of birth (yyyy-mm-dd) Date de naissance
demandeur demandeur (2a23-mm-ij)

Demo Tuesday 1990-01-01

PART - PARTIE A - REQUESTING AUTHORITY - AUTORITE REQUERANTE

1, the undersigned, certify that the applicant named Je, soussigné, atteste que le demandeur susmetionné doit avoir ou devra avoir une
above requires or will require a security clearance for the | habilitation de sécurité pour la raison suivante:

following reason(s):

Signing authority's name - Nom du signataire autorisé Signing authority's email - Courriel du signataire autorisé

Demo Testing t: d i d igndh c.gc.ca

1, the undersigned, certify that the applicant named Je, soussigné, atteste que le demandeur susmentionné doit avoir accés  la zone de
above requires access to the preclearance area. précontréle.

Yes O No O oui O Non O

Occupation - Poste Reason - Raison

Aircraft Fueler Need access to restricted area, for my current job

Sponsor or company's full name - Nom complet de I'entreprise ou du parrain
Jazz Aviation LP

Sponsor or company's address - Adresse de I'entreprise ou du parrain
CANADA

APPLICATION NOT SUBMITTED - DEMANDE NON SOUMISE
# Signature of authorized official - Signature de I'agent autorisé

PART - PARTIE B - ENROLMENT OFFICIAL - AGENT DINSCRIPTION

1, the undersigned, am responsible for taking fingerprints and hereby Je, soussigné(e), responsable de la prise des empreintes digitales,
certify that at the time of taking the fingerprints of the applicant named | certifie par la présente qu'au moment de prendre les empreintes
above, I confirmed the applicant's identity by requesting a valid photo- | digitales du demandeur susnommé, j'ai confirmé son identité en
bearing identification. demandant une piece d'identité valide avec photo.

APPLICATION NOT SUBMITTED EMANDE NON SOUMISE I

9. When you're done, respond to applicant: [applicant’s email address]


https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwwwapps2test.tc.gc.ca%2FSaf-Sec-Sur%2F12%2FTSCM-TSCA-QA%2Ftsca%2Fapp%3Flang%3Den&data=05%7C01%7Cbrigitte.beauchamp%40tc.gc.ca%7C93bc8a94aafb4780939708dabb5914a6%7C2008ffa9c9b24d979ad94ace25386be7%7C0%7C0%7C638028288534582745%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=7cnglFRp5vd0PJJIsqwUcgFfz8PMLo1Pq4qzMEzo228%3D&reserved=0
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10. You must edit your response to confirm if there are errors AND you must attach the .tscx file to
the email before sending it

NOTE: You must delete the .tscx file that you saved on your computer, as well as this email, after you've
responded to the applicant. Apply best practices and empty 'deleted' folders and waste baskets
regularly.

What you should look out for, in particular:

- Part A - Applicant surname, given name(s) and date of birth are correct

- Part A— Authorized signatory’s name and email are correct

- Q.36 includes current employment at company for which a TSC is required, if employment has
started

Step 4 — Send the application back to the applicant

Send a response to the applicant via email template. When you click on the applicant’s email in your
“Shared TSCA email”, a new outgoing email with the pre-populated response will show-up. You must
edit the contents to reflect required changes if any or to confirm that the application is complete AND
you must attach the saved .tscx file before sending your response to the applicant.

Here’s what that pre-populated email looks like:

No errors were found
Or
Please fix the following errors:

To complete your application:

. Right click on the .tscx file attached to this email

. Save as a local copy file

. Launch the TSCA (online application)

. Answer 'Yes', to continue an application that has already been started
. Choose your saved .tscx file and click on 'Restore data'

. Fix errors listed above (if errors were found)

. Go to 'Summary / Submission' section and submit your application

NOoO b, wWwN R

The applicant will submit their final application, once they receive your response.

5. Declining an application
Once an applicant submits their TSCA, DocuSign will send you the application to sign. You have the
option to decline to sign an application if needed.

Step 1 — Reasons to decline an application

If you receive an application from someone you are not expecting, please decline the application
through DocusSign. Declining to sign the DocuSign envelope and application sends a notification back to
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the applicant advising them that the application has been declined. Please speak with the individual
directly once you have declined their application.

Step 2 — Declining to sign an envelope in DocuSign

From the “Other Actions” drop-down, select “Decline to

. FINISH o R ACTIO
Sign.”
A pop-up will appear with additional information from Finish Later /
DocuSign on what it means to decline an envelope. SERlELI LT
Hu sig
Select “Continue.” Help & Support 4

If yobi select CONTINUE, this document will be voided.

To refjuest changes to this document, please select CANCEL and contact the sender directly with your

YYou cqn exit signing and save the information you've entered by using the FINISH LATER option in the
OTHER ACTIONS menu.

CONTINUE CANCEL

Step 3 — Entering your reasons for declining an
app“cation Decline to Sign

Please provide a reason for declining: *

Enter your reasons for declining the application in
the text box.

Declining as applicant was missing their passport in their supporting documentation.

Characters remaining: 415

. ’ .
Th ese C0 m m e nts go | nto the e nve I 0 pe S h | Sto ry, D 1 with ronic Record and Signature Disclosure consent for this and all subsequent
envel sender's company. Checking this box effectively disselves this electronic signing
relation:

Be as professional, clear, and specific as possible, as
|_oecuine 1o sion |
these comments can be used to collect feedback m

and improve the process moving forward.

Do not select the checkbox to withdraw your consent.
Select “Decline to sign.”
Step 4 — Communicating with an applicant about the decline

When you decline to sign a DocuSign envelope, DocuSign sends a notification back to the applicant
advising them that the application has been declined. However, it does not tell them the reason why.

We recommend you get in touch with the applicant using current local contact processes to advise them
why their application was declined.
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6. Signing an application

Step 1 - Open the envelope

Once the applicant submits application, you will receive an
email from “TSCA DHSMT via DocuSign” with a link to
review and sign their application. @

Bl T Lo

TSCA Transport Canada sent you a document to review and sign.

e For security purposes, ensure the email address
listed is TSCModernization-

l\/lodernisationHST@tc.gc.ca,\

Click on the “Review Documents” link to open your file in
DocuSign.

REVIEW DOCUMENTS

~—p L 4 TSCA Transport Canada
g TSCI

T@tcqcca

Step 2 — Review the information from Transport Canada

When you open DocuSign, you will be )
. L Please Review & Act on These Documents
asked to review some additional ﬁ‘ﬁ 1SCA Transport Ganada
. . . Transport Canada
information. Select “View More” to see the
reminders and next steps from Transpor

Hi Demo Testing,
YOU'VE BEEN IDENTIFIED AS THE SIGNING AUTHORITY/AUTHORIZED SIGNATORY IN A TRANSPORTATION SECURITY

View More

se electronic records and signatures.

Canada. Please read the Electronic Record and Signature Disclosure.
- B 'egctou

Please review the Electronic Record and Signature Disclosure, then select the checkbox indicating you
agree to use electronic records and signatures.

Once you have read it, select the checkbox indicating that you agree to use electronic records and
signatures, and select “Continue.”

Please read the Electronic Record and Signature Disclosure.
D : : CONTINUE
| agree to use electronic records and signatures.

Step 3 — Other actions i ALTIORES

Finish Later

If you need to save your progress and come back to it, at any time select
“Other Actions” then “Finish Later.”

Decline to Sign

Help & Support &

About DocuSign &

If at any point your DocuSign session times out, simply return to the email e

from DocuSign to reopen your application and pick up where you left off. i Siectome Fecord and Sineture
Disclosure

DocuSign will save your progress.

Session Information

Step 4 — Indicate if the applicant requires access to the preclearance
area and sign

DocuSign will start flagging where you need to sign or select an option. The first flag will read “Start.”
Select the “Start” flag to proceed to the first signing spot.
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Please review the documents below. m OTHER ACTIONS v

DocuSign Envelope 1D CBCS320A-A479-4C55-82DE-2CA35F 38365 . N SIGH G S Cl
Transportation Security Clearance Application (V. 1.g)"" "o

Tnapert  Tramsperia Pno’r!crm A [WNFN COMPLETED)
AR STt Sapti
APPLICATION FOR TRANSPORTATION DEMANDE Dm\sn.nmun D: SlCURHE
SECURITY CLEARANCE EN MATIERE DE TRANSPORT

TSCA - DHSMT#: f2bb720¢c-255f-4730-abb2-fab9d4e7d81f

Type of application - Type de Transportation facility / Enrolment site - Installstion de | Applicant’s Pass 1D / Numéro File No. - N*

demande transport / Point dnscription didentification de Ia passe du de référence
New / Nouveau Teronto Pearson International Airport S——

Agplicant’s sumame / last name - Nom du | Applicant’s given name(s) - Prénom(s) cu Date of birth (yyyy-mm-dd) Date de naissance
demandeur demandeur (aaaa-mm-{j)

Diego Maradona 1991-01-01

You will be directed to choose a radio button and sign in one place under “PART A — REQUESTING
AUTHORITY.”

As appropriate, choose either the “Yes” _

“« ” . . . . Q a »w 8 B 0
No radlo bUtton to Indlcate If the TSCA - DHSMT#: c3a8c6ff-3841-4dd8-ad28-23406672ab40

applicant requires access to the Tyoe of svcatan ~Tvoe de | Mansooration ety ] Envoment e - Intaiotion 02| Aeoicants Pess 10/ Numdra | Pl e, e
demande transport / Point dinscription didentification de la passe du de référence.
. New / Nouveau Calgary Alrport demandeur
preclearance area, then click the yellow Aoplicants sumame 7 last nare - Nom du | Appfcants given name(s) - Prinorne) du o ———" S epeper—
4 demandeur demandeur (saa-mm-1j)
. ‘e Monday Testing 1990-01-01
flag to sign under “Signature of e T A
. . . ” T, the undersigned, certify that the applicant named 36, soussigné, atteste que le demandeur susmetionné doit avoir ou devra avoir une
authorlzed OffICIal above requires or will require a security clearance for the | habilitation de sécurité pour Ia raison suivante:
. following reason(s):
Signing authority's name - Nom du signataire autorisé Signing authority’s email - Courriel du signataire autorisé
John Doe John.doe@company.com
1, the undersigned, certify that the applicant named Je, soussigné, atteste que le demandeur susmentionné doit avoir accés A la zone de
above requires access to the preclearance area précontrble.
ExT Yesou_(®) Noon ()
sere— = T —
Flight Attendant Need access to restricted area, for my current job

‘Sponsor or company’s full name - Nom complet de I'entreprise ou 0 parrain
Jazz Aviation LB

mpany’s address - Adresse de 'entreprise ou du parrain
cA¥ilon

E3

# Signature of authorized official - Signature de I'agent autorisé

Step 5 — Creating a signature

The first time you click to sign, the “Adopt Your Signature” pop-up box will display.

Here you can enter —— x You also have the
your full name and option to:

initials. N e Draw your
- own signature
DocuSign will create an ~ - e Upload an
approved digital —— T R existing
signature and initials ~_ ™" _ m— signature
and show you a v Tusing T Tuser @ \o Change the
preview. B style of your
digital
ADOPTANDSIGN  CANCEL signature

ur Signature

B seckiog Aiopd anc Son. | agres el e Sk and ks wif e iie elecirocks reppeaeniation of sy sorahus end s for o upcses when | for
my agent) use them on documents, including legally binding contracts - just the seme as a pen-and-paper signature

When you are happy with your signature, select ”aaopt
and sign.”

DocuSign will also save your signature preferences to future applications. If you have a saved signature,
when you click to sign, the “My Signatures and Initials” pop-up will appear. Here you can edit an existing
signature, use a saved one, or adopt a new one.
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My Signatures and Initials

Choose a saved signaturs and initials or adopt new ones to uss when signing the documents in this envelops.
DocuSigned by: DS
@ Enroiment Officer Ennslment OQM £0 Edit x
ceoTacassce 2
-DocuSigned by:
Signing Authority YYZ N Qj Edit X
CED78C383CE4412.

Docusigned by:
Signing Authority YYZ Toronto i Edit X

CEDT8C383Co4412.

USE SAVED ADOPT NEW

Step 6 — Submitting the application

Once you have signed where required, select the yellow “FINISH” flag in the top toolbar.

Donel Select Finish to send the completed document. m OTHER ACTIONS ¥

DocuSign may prompt you to create an account. For privacy reasons, please select “no thanks” and do
not create a DocuSign account.

DocuSign will notify you that you’ve finished signing, and will send an email to the applicant directing
them to sign their application and upload their supporting documentation. Once they have done that,
the application will go to the enrolment site for review.

7. Frequently asked questions

7a. General
Q: Why are we switching to DocuSign?

A: DocuSign allows the TSC Modernization (TSCM) program to pass an application seamlessly and
securely between the applicant, signing authority, enrolment site, and Transport Canada Vault, while
giving us the ability to protect applicant information, indicate to specific signing parties exactly where
they are required to sign and initial based on who they are, and require that applicants upload
supporting documentation prior to the application being sent to the enrolment site.

This is part of TSCM'’s long-term roadmap to continue enhancing the application process to reduce
manual work, reduce application errors, and reduce missing application information and supporting
documentation, and supports continued TSCA enhancements.

7b. Supporting an applicant with submitting their TSCA
Q: Is my email address as a company signing authority embedded in the back end of DocuSign?
A: No, the company signing authority’s email is added manually to the TSCA.

Q: Why do | need to start the TSCA for the applicant?
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A: You starting the TSCA as the company signing authority helps to ensure your email address and other
company information are entered correctly. Because DocuSign, and enrolment officers, use your email
address to ensure they have the correct signer, it is important that this email address is entered
correctly. There is less room for error if you complete this portion of the application.

7c. Signing an application
Q: What parts of the application can | see when | am signing?

A: You can only see page one of the application, which includes the applicant’s name, email address,
date of birth, position, reason for applying, and the company’s information.

Q: What is the signing order?

A: Once the applicant submits their TSCA, they receive a confirmation email which shares with them
what supporting documentation they need to have ready to upload based on their application entries.
All signing parties will receive a notification via email that it is their turn to sign.

1. The applicant completes and submits their TSCA.

2. The company signing authority signs the application and confirms if the applicant needs
preclearance access.

3. The applicant signs their application and uploads their supporting documentation.

4. The enrolment officer vets the application, and they preapprove it, they invite the applicant to a
verification appointment using their current local process.

5. The applicant books a verification appointment and arrives to the enrolment site.

6. The enrolment officer reviews the applicant’s original supporting documentation against their
application, complete their AFIS processes, and signs the DocuSign envelope.

Q: When do we sign the application?

A: Company signing authorities sign the application as soon as the applicant submits it. As you need to
indicate if the employee needs access to the preclearance area or not, which will prompt the employee
to sign, if necessary, you are the first to sign the DocuSign envelope.

Q: Will we be able to see anyone else’s signature?

A: No; company signing authorities are the first to sign an application, which means you will not see any
other signatures.

Q: How will an enrolment officer know that | am a registered company signing authority? Do | have to
sign my actual signature?

A: DocuSign uses digital signatures, which are very secure! Instead of signing manually, you can select a
stylized digital signature. You can also draw your signature using your mouse or trackpad, or upload an
image of your signature. Moving forward, the enrolment officer will use your email address to verify
that you are a registered company signing authority as opposed to your signature.

Q: Will I, or new company signing authorities, still have to register with our enrolment sites?
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A: Yes, you will still be required to register with your enrolment site to indicate that you are an
authorized signing authority.

Q: Can we accept printed applications?

A: No; because printed applications must follow the same process as today, whereby an enrolment
officer takes verified copies of an applicant’s application and supporting documentation, and mails them
to Transport Canada who then has to complete the application process manually, we are not accepting
printed applications. We recommend the applicant completes a TSCA and sends it through the DocuSign
process.

Q: What if | receive an application that | am not the company signing authority for?

A: Please forward the email notification to the correct company signing authority, or have the applicant
complete a new TSCA with the correct information inputted.

7d. DocusSign functionality

Q: Do | need a DocuSign account to sign applications?

A: No, neither company signing authorities nor applicants require DocuSign accounts.
Q: Can we turn off emails from DocuSign?

A: No, emails are the only way to notify you that you have an application to sign. As such, they cannot
be turned off.

Q: Do DocuSign envelopes expire?

A: No, currently, we do not have envelopes set to expire. This is functionality DocuSign offers; however,
we want to understand what these parameters need to look like based on the pilot testing we are
conducting.

Q: Can we download applications?

A: No; Transport Canada policies and the Privacy Act of Canada prohibit company signing authorities
from downloading envelopes or any of its contents.

Q: How do we protect applications from being view by someone else outside of the signing chain?

A: One of the benefits of DocuSign is that we can easily control who can see an application and who
cannot. Company signing authorities for example, can only see the first page of an application, while
enrolment officers can see the whole application. We have email addresses coded in the backend to
ensure the correct applications flow to the correct enrolment sites. The applicant’s email address and
their company signing authority’s email address are manually into the application.

Q: How does an “N.A.” last name appear in DocuSign?
A: It appears as “N.A. / S.0.” in DocuSign and on the TSCA.

Q: Does the “review documents” link | receive in the email from DocuSign expire?
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A: Yes, this link may expire; however, DocuSign will send you a new link if you try to use an expired link.
7e. Declining an application
Q: What happens to an envelope when | decline it?

A: If you decline to sign an envelope, you will be asked to enter a reason for declining the envelope. This
reason is only visible to enrolment sites; it is not visible to the applicant. When you decline an envelope,
the applicant receives an email indicating it has been declined. Once an envelope is declined, it cannot
be reactivated, and there is a cost associated to them, so please use discretion when declining
envelopes.

Q: Can you customize a message to the applicant when you decline an envelope?

A: No, please speak with the applicant directly about declining an envelope.

Q: In what instances would we decline an envelope?

A: If you receive an application from someone you are not expecting, please decline it.
7f. Supporting an applicant

Q: How does the applicant know what their next steps are once they’ve completed their application and
signed it?

A: Once an applicant completes an application, they will receive an email from TSC advising them to get
their supporting documentation ready to upload. Once they have signed their application, it is sent to
the enrolment site. The enrolment site will let the applicant know when they can book their verification
appointment.

Q: How will enrolment sites notify applicants that they are ready to have them book an appointment?
A: Each enrolment site books appointments according to their current, local processes.
Q: Under what circumstances will an enrolment officer decline an envelope?

A: If an enrolment officer notices something in the application that would immediately require an
amendment, i.e., something that cannot be verified by supporting documentation, they can decline to
sign the application. This includes missing or unclear supporting documentation. If the applicant does
not attach clear, legible documentation, they will be required to submit a new TSCA. Enrolment officers
cannot change the application or attach new supporting documentation to the DocuSign envelope. They
will decline to sign the envelope and advise the applicant to reapply (i.e., submit a new TSCA) with the
correct documentation. Enrolment officers can also decline the application on site during a verification
appointment if the applicant does not present appropriate supporting documentation.

Q: Under what circumstances will an enrolment officer add a change notation to an envelope as
opposed to declining it?

A: If they notice something in the application that is incorrect based on the attached supporting
documentation, an enrolment officer can still invite the applicant for an appointment, and sign and
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submit the envelope to Transport Canada. There is a space for them to enter comments advising where
corrections need to be noted, that TC Security Screening Officers can read once the envelope is
submitted.

Q: What does the applicant have to do in DocuSign?

A: The applicant is asked to sign their portion of the application where required, and uploading high-
quality copies of their supporting documentation via DocuSign.

Q: Does DocusSign guide the applicant through the signing process?
A: Yes, similar to how it does for you, DocuSign also tells applicants exactly where they need to sign.

Q: Can the applicant sign their application and submit it to their enrolment site without uploading
supporting documentation?

A: No. DocuSign requires that an attachment be added to the application before it will allow an
applicant to finish signing and submit it.

Q: Does DocuSign know what supporting documentation the applicant needs to attach?

A: The TSCA advises the applicant what supporting documentation they need to attach based on the
information they entered into their application. However, DocuSign cannot validate that the
attachments the applicant adds are clear, correct, and valid. It only knows that the applicant has added
an attachment.

Q: When will the applicant know if the supporting documentation they attached is clear and correct?

A: Once the applicant signs their application, it is sent to the enrolment site. DocuSign allows enrolment
sites the opportunity to review applications before inviting an applicant in for a verification
appointment. During this review, the enrolment officer will determine if the applicant’s supporting
documentation is valid, clear, and correct. If it is not, the enrolment officer will decline the application.

Q: What does the applicant need to do if their application is declined?

A: If their application is declined, the applicant needs to complete a new TSCA. You will need to resign it,
and they will need to resign and re-attach documentation.

Q: Will the applicant be notified if their application is declined? Will | be notified?

A: Yes, you will both be notified if an application is declined. The enrolment officer will add comments to
the file that you will be able to view in the email notification you receive.

Q: What is the best way for an applicant to attach their supporting documentation?

A: We recommend that an applicant uses a high-quality scanner or camera to takes scans or photos of
their supporting documentation. There are also a handful of mobile apps that applicants can use to
convert photos to scans. Please refer to the Supporting Documentation Guidance document for more
information on how applicants can capture their supporting documentation and the required
paraments.
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Q: What if an applicant doesn’t have a scanner or camera/mobile device?

A: If you have access to a scanner or mobile device, you can support the applicant with capturing their
supporting documentation, and then send it to them to upload. Please note that the supporting
documentation must be clear, legible, and in colour. Documentation must be uploaded through
DocuSign by the applicant.

Q: Can enrolment officers add copies of supporting documentation to the application when the
applicant goes in for their verification appointment?

A: No, enrolment officers cannot add scans or photos of supporting documentation to the application
during an appointment. Doing so requires activating a manual process, which DocuSign is meant to
eliminate.

Q: What if an applicant needs my support with signing their application and uploading their
documentation?

A: If the applicant consents, you can walk them through the process together. We have also developed
step-by-step guidance material that they can follow in both English and French.
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