UNCLASSIFIED / NON CLASSIFIE

TSCA DocuSign steps for marine port applicants

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 you a digital signing experience, and a secure location to attach your supporting documentation,
such as pictures of your identification.

Once you submit your TSCA, DocuSign will create a secure, digital envelope to send your application and
supporting documentation only to the people who need to sign it, ensuring they only see the
information they need to. Your 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 complete your application, upload your supporting
documentation, and sign your application.

In this guide:
e 1.The TSCA process

e 2. Definitions

e 3. Completing your Transportation Security Clearance Application (TSCA)

o 3a. Starting from a saved application

o 3b. Sharing an application for review

e 4. Email — TSC application confirmation

e 5. Preparing your supporting documentation

e 6. Email — You have a task in DocuSign

e 7.Signing and uploading documentation in DocuSign
e 8. Next steps after DocuSign submission

e 9. Frequently asked questions

1. The TSCA process

Your company or marine enrolment site will send you a TSCA file via email, with company information
and information about your position already filled in. You can upload this file to the online TSCA and
complete the rest of the application. Once you are done, you can send it back to the marine enrolment
site to review it for accuracy before you submit it.

Once you have submitted your completed TSCA, you will receive an email from TSCA confirming your
submission, and an email from DocuSign asking you to sign your application and upload your supporting
documentation.

Important note: It is extremely important that you prepare high-quality scans or photos of the
supporting documentation you require based on the information you put on your application. Once you
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submit your application, you will receive an email that lists the supporting documentation you need to
attach to your application. Please refer to section 5 in this package for more information on preparing
this documentation.

Once you have signed your application and uploaded your documentation, DocuSign will send your
envelope to the pass control office at your marine port. Please follow your local enrolment site’s process
for booking a verification appointment.

When you go in for your verification appointment, bring all of your original supporting documentation
as well as a piece of government-issued photo ID with you. The enrolment officer will review your
application and attached supporting documentation to make sure everything is correct and can be read,
and will compare it against your original documents to make sure it’s all correct, take your fingerprints,
and send it all to Transport Canada, who will conduct background checks to approve your security
clearance.

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

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.

Authorized signatory: A designated individual at the port office, who is eligible to sign your application.
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
based on who is viewing the document, and guide the appropriate individual to sign, initial, answer
questions, 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 acts as a
conduit between the applicant and Transport Canada. Enrolment sites issue and manage applicants’
security clearances and passes.
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Enrolment officer: An enrolment officer works at an enrolment site. They support an applicant by
reviewing their application and supporting documentation, taking their fingerprints, 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, so applicants need to contact their enrolment site directly for
instructions on how to book.

3. Completing your Transportation Security Clearance Application (TSCA)
You must submit your application through the online (TSC) Application.

To ensure the company’s information is entered correctly, your employer, hiring company, or marine
enrolment site will start your TSCA, then send it to you via email to complete. They will fill out the first
two sections, Application Details and Requesting Authority, with appropriate details. Please wait until
you receive the saved application file to start your application.

3a. Starting from a saved application

Once your company or enrolment site has filled in the first two sections of your TSCA, 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].”

The .tscx file will be attached, along with instructions and the link for you to continue your TSCA. Do not
try to open the file — you won’t be able to as you do not have an app on your device that can read it.
However, the online TSCA can read the file and will populate the saved information.

Step 1 —Save the .tscx file

To save the .tscx file from the email to your
computer or mobile device, select the down arrow
o no-reply-ne-pas-respondre.TSC-HST@tc.gc.ca L on the right side of the attachment to open the

" action menu.

Saved TSCA Application - 10/3/2022

TSCA-Saved-10_03_2022.tscx o
38 KB

TSCA-Saved-10_03 2022.tscx -
38 KB

Preview

Select “Save As” to save it to your device. o contir

Open
1. S
\ ¢ Iﬂ] Quick Print
\? [« [Fr‘/ Save As

3. A
4, C

T['é] Save All Attachments...
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Save Attachment ~ ¥ We recommend saving the file to your
« ~ /4~ B > ThisPC » Desktop < v D £ Search Desktop deSktop or anOther easy'tO'remember
Organize ~ New folder = - (7] Iocatlon

~

# Quick access No items match your search. If you’re working on a public computer,

I Desktop » d | fI h ) d

3 Downlonds . elete your file when you're done.

Documents » . . “

= bures . The file name will populate as “TSCA-

b Music Saved-MM_DD_YYYY.” Do not rename

mVidecs

the file.

3R Microsoft Outlook

I Desktop Ensure it saves as a “TSCX File” type.

File name: | TSCA-Saved-10_19_2022

Save as type: TSCX File <« o Select “Save” to save it.
 Hide Folders Tools ¥ Cancel

Step 2 — Upload the file to the online TSCA

From the email you receive, select the link “Continue my TSC application” 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.” \

Transp\{rtation Security Clearance Application

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

Required fields ake marked with a red asterisk *.

Section menu X save progress

Application Details

Requesting Authority \ Application Details

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

Applicant Details
Name History

O No

Birthplace or Citizenship

Please choose the .tscx file that contains your saved application.
Restore data
Marital Status

Choose File

Select “Choose File” to browse for your .tscx file.
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Select your file from the @ o0er .
location where you saved—__
it ~ < v I » This PC » Desktop v O /2 Search Desktop
Organize ~ New folder - [ e

# Quick access 2 ID TSCA-Saved-10_19_2022.tscx I

I Desktop b g

¥ Downloads b g

Documents o+

&= Pictures »

J5 Music

= v < >
Once you have selected o
your file, select “Open.” File name: v | Al Files v

> Open Cancel

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

Transportation Security Clearanke Application

This session will expire after 20 minutes of inactivity. Tp 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

Contact Details

* Would you like to continue gh application that you already started in a tscx file format?
Applicant Details

® Yes

O No
Birthplace or Citizenship

\ 4
Please choose the .tscx file that contains your saved application.
Restore data
Marital Status

Choose File | TSCA-Saved-10_19_2022.tscx

Name History

Criminal History

Select “Restore data.”

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

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 ‘

You will also see green checkmarks next to “Application Details” and “Requesting Authority” indicating
these sections of the application are completed.

February 2023



UNCLASSIFIED / NON CLASSIFIE

TSCA DocuSign steps for marine port applicants

Step 3 — Review the saved information

Review the information in the “Application Details” section and the “Requesting Authority” section and
select “Next.”

Step 4 — Enter your information

Enter your information into each section as directed and required.

3b. Sharing an application for review

We recommend you share your application with your enrolment site before you submit it, so they can
review it for accuracy. By having them review your application, you're less likely to submit your
application with a mistake or incomplete information and are more likely to receive your security
clearance sooner.

Step 1 — Email yourself a back-up copy of your application.

Before sending it for review, we recommend you save a copy of your application to your local device as
a back-up copy.

Once you have completed the application, on the “Application Summary/Submission” page, select “Save
progress.”

Transportation Security Clearance Application /

This session will expire after 20 minutes of inactivity. To avoeid 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 Summary

seoniactstail ‘

Save current application

The “Save current application” pop-up will
appear.

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.

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

Read the notice, then check the box stating you
agree.

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

* Email address

The email address you entered into the “Contact
Details” section of the TSCA will auto-populate
here. If you would like, you can change it, then
select “Send.”
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Step 2 — Share the application for review

Once you have saved or sent yourself a copy, select “Share for review” at the bottom of the “Application
Summary/Submission” page.

+ Applicant Details
+ Name History

+ Birthplace or Citizenship

»  Review your Submission Details

If you want to include additional details to your application, add them here:

Add text here

© Save your progress!

Your saved .tscx file can be uploaded to continue your application. Your data will only be visible when
uploaded to the online application.

' Activities
+ Travel . L . . - . .
f someone needs to review your application, click on *Share for review'. You can save this version as a

Summary / Submission ‘ r print it to share it.

ertain that your application is complete, click on 'Submit my application’.

Review Share for review | Submit my application

Enter the email address of the individual you want to review your application, then select “Send.”

Share application fr review

We'll send an ema]l to the person who needs to review your application.

Send to signing guthority/authorized signatory for review

.

A green banner will appear at the top of the screen indicating that your email has been sent. You can
close this page.

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
© Email sent
« Application Details ‘

The individual will review your application and make or mark changes for you to make, as necessary.

They will send the application back to you as a .tscx file for you to upload and submit.
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Follow the guidance in section 3a. “Starting from a saved application” to load your saved file, make the
appropriate changes, if necessary, and submit it.

4. Email — Transportation Security Clearance (TSC) application confirmation
Once you submit your TSCA, you will receive a confirmation email.

Start preparing your documents now!

e Scan or take a good quality picture of each document.
e Include images of front and back side of each card, certificate and document. If you don't include every document, front and back, your application will be Declined!
e Save your documents in one folder, on your phone or electronic device.

ocuments to scan or photograph:

¢ Passport
e Canadian birth certificate
e Police certificate: France, from 2020-01 to 2020-08

To see examples of documents that may be provided as proof of time spent out-of-country, read the:
Guideline for transportation security clearance (TSC) applications with extended out-of-country (OOC) implications. .

This email tells you which documents you need to prepare based on the information you entered into
your application.

START PREPARING THESE DOCUMENTS NOW! You will need to upload these documents to DocuSign via
the DocuSign email. Some documents may take time to collect which could delay your application.

This email also provides guidance to print your application; however, your application is sent digitally to
all required signing parties via DocuSign, so you are not required to print it.

There is also a link along with your personal TSC number so you can check the status of your application.

5. Preparing your supporting documentation
It’s very important that you take, clear, legible, high-quality photos or scans of your supporting
documentation to attach to your application via DocuSign.

If you don’t upload all the documents that you are required to provide, or your supporting
documentation is blurry, missing information or signatures, or illegible, your application will be declined,
which will delay the process of obtaining your TSC.

Step 1 — Gather your documents

The email you receive once you submit your application, as well as the list on your application when you
are uploading your documents, will tell you exactly which documents you will need to include based on
the information you entered.

If you spent six months or more out of the country, go to the Guidelines for transportation security
clearance (TSC) applications with extended out-of-country (OOC) implications to learn which documents
you need to include with your application. Depending on your time spent out of the country, you may be
required to gather police records from several countries, and this can take time — so start right away!
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Step 2 — Document parameters
Make sure your document uploads are clear, in colour, and signed where required.

Once you upload your documents to DocuSign, it automatically creates a PDF of your uploads. DocuSign
accepts these format types:

.doc, .docm, .docx, .dot, .dotm, .dotx, .htm, .html, .msg, .pdf, .pot, .potx, .pps, .ppt,
.pptm, .pptx, .rtf, .txt, .wpd, .xhtml, .xps
IMAGE .bmp, .gif, .jpg, .jpeg, .png, .tif, .tiff

DOCUMENT

We recommend uploading files around 5MB, to maintain DocuSign’s performance. However, DocuSign
accepts files up to 25MB.

Step 3 — How to capture your documentation

You can use a mobile device to simply take photos of your documentation and upload them directly to
your application.

You can also use a mobile app to take photos of documentation that the app then converts to scans. To
do this, you can use one of the following scanning apps:

- The Notes app on an Apple device

- The Google Drive app on an Android device

- Adobe Scan (downloadable from the Apple App Store and Google Play)

- Microsoft Lens (downloadable from the Apple App Store and Google Play)

If you can’t use your mobile device, you can use a high-quality scanner.
Save your uploads to a folder where you can retrieve them later.

Step 4 — What to capture

Some documents need scans of both the front and back.

Reminder: Make sure your document uploads are clear, in colour, and signed where required.
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Here is what is required of each document type:

1. Passport
a. Signature page — ensure your signature and photo can
be clearly read, as well as the endorsements and
limitations at the top of the page, and the barcode

on the right-hand side of the page. Make sure you —3
sign this page if you are over 16 years of age! ‘ ' E:
b. Photo page — ensure your photo and your personal "T{',';\)' "\;/‘,;\.L\‘-"'\' E
information can be clearly read, including the barcode o E:
at the bottom. ’ '
2. Canadian birth certificate St
a. Front of certificate CANADA =
b. Back of certificate '.'.T.“ﬁ‘. Tt zf"?\‘;’{”

3. Canadian citizenship certificate or card
a. Front of certificate
b. Back of certificate

4. Naturalization certificate

G oo ey
SARAM

ZC'S“""“T‘Q\\ >

| [orra ; Et JE
s u S
ﬁg. T2 M Z

ATINEAU

a. Front of certificate —)\2
e P< RTINCCSARAHCCCLCCLLCLLLLLCLCCLLCCCCCC<C
b. Back of certificate ZE001355<3CANBS0T019F2301147<<<<<LC<LLLL<<00

5. Certificate of registration of birth abroad
a. Front of certificate
b. Back of certificate

6. Certificate of retention P S —
a. Front of certificate
b. Back of certificate

7. Permanent residence card
a. Front of card —>
b. Back of card e LY

8. Work permit / B e 20 s Canadid
a. Front of permit O NI soc0s00ae

9. Study permit sarp
a. Front of permit

10. Visitor record
a. Front of document

SPECIMEN
BELKA KOVA

e b o {
0018-5978 S8

Se/Sox  Nealry e pﬂll»
L) uTtp
|

-of- CACAN9DDO000242<00185978<<<<<5
11. Out-of Country documents 8504010M2512244UTP<201224<01<3
a. Front of documents SPECIMEN<<BELKA<KOVA<<<<<<<<<<

b. Back of documents
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Goverrmart  Gouvamemant

12. Confirmation of permanent residence Bol S
a. Front of document e

CONFIRMATION OF PERMANENT RESIDENCE

Family name: ygsy

Given names): JOHN LTI T
Date of birth:  1985/03/03 uck: §77007s6

Sex i LR
Citizenship:  UNITED STATES OF App. no.; E00005048

Document no.: TOO0002E37

PERSONAL DETALS - PA

Marital statss;  SINOLE Place of bum:  NEW YORK CO8: UNITED STATES OF AMERICA
Meight (em): 183 CM -

or: mow COR: UNITED STATES OF AMERICA
Lastentryat:  VANCOUVERIN  Last entry date: 20170501 Orig. entry date: 2017801
Became PR at: MONTHEALWM  Became P.R. on: 20210714 Undertaking (mos):
Travel doc. no: 123456 Expiry date: JOM21
‘Country of issue: UNITED STATES OF AMERICA
APPLICATION DETALS
Issued at: Port of Spain Issued date: 0310710 Valdto:  sanoea
Category: SW. Prov. of dest:  ON ity of dest.: Toronto
Special program: PRSI0 Trans. loan no.: Flight no.
€SQne. ESOC no. PNC:
Condiions.
00 wove
MEDICAL DETAILS
IME no.: 20002855 Surveilance cod; | Valid to: a22n21
vet e 1 deme: o
0OB: o N TRetationship: na
Address: 1en e
DEPENDANTIS WFORMATION
" 3
NONE

Canadi

-

13. Record of landing document g e
. FICHE RELATIVE Al OROIT D ETABUSSEMENT r&"‘v - —‘\—‘
a. Front of document — this sample document has o
information redacted from it; however, please ensure | B ' >
your document has all information visible and clear.

| i poppasol wam ”;
Y R Y R —
L = 8 5

2740-88-07372

TGS ID 2487-4201
RI4(1) RXRMPTION 1L 7,PARAGRAPH 4

e P
oCmes o e oot 1 YA PV T 1OCAMNG VBECE T e e e e o P
ey T o e st
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6. Email — You have a task in DocuSign
You will receive an email from “TSCA via DocuSign” with a
link to review and sign your application, and upload your

supporting documents. @

el o e

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

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

ModernisationHST@tc.gc.ca.

e This email tells you what to expect once you have
uploaded your documents, including scheduling an appointment with your enrolment site at
your local marine port to have your fingerprints taken and your identification verified.

] TSCA Transport Canada
% 1SC T@icqcca

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

If, once you click on “Review Documents,” you’re not able to upload your documents and sign your
application right away, you can select “Finish Later” in DocuSign to save your progress. Keep this email
so you have the DocusSign link, as there is no other way to access your application.

7. Signing and uploading documentation in DocuSign
Once you select “Review Documents” you will be guided to DocuSign where you can review your
application, sign and initial where required, and upload your supporting documentation.

You can use DocuSign in Edge, Firefox, Chrome, Safari, or on a mobile device. You do not need a
DocuSign account to sign your application or upload your documents.

Step 1 — Review the disclosure and agree to the terms and conditions

When you open DocuSign, you will be asked to review some additional information and agree to use
electronic records and signatures.

FHase Reviaw. Acton ThesDocumeote Select “View More” to see the reminders and next

steps from Transport Canada.

L M YSCA Transport Cenada
Traraport Canaca

GOCUMENTE ) U BE UPLOADED?

- Please read the Elactronic Facosd and Sonstire Disclosure
B 1 sgree to use electaonic records and signatcres.

Please review the “Electronic Record and I

. . » 7 1 o
Slgnature Disclosure.” - Please read the Electronic Record and Signature Disclosure

. | agree to use electronic records and signatures.
. 4
Once you have read it, select the checkbox indicating that you agree to use electronic records and
signatures, and select “Continue” to keep reviewing your application.ﬁ

Please read B m OTHER ACTIONS =

e e
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Step 2 — Other actions

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

If at any point your DocuSign session times out, CONTINUE OTHER ACTIONS v
simply return to the email from DocuSign to reopen
your application and pick up where you left off.

DocusSign will save your progress. De:l@lsf‘

Please do not select “Decline to Sign” for any reason. Help & Support

Finish Later
—

If something is wrong with your application, it may About DocuSign
be amendable — please speak with your enrolment View Certificate (POF) &
officer during your verification appointment.

View Electronic Record and Signature
Disclosure

If you do select it by accident, please speak with
your employer or hiring company to start a new
application.

Session Information

Step 3 — Start signing

Once you select “Continue,” DocuSign will start flagging where you need to sign. The first flag will read
“Start.” Select the “Start” flag to review your application for accuracy and proceed to the first signing
spot.

DocuSign Envedope 10 C13764C2-7T7E5-4708-938 1-4FOFB52403F9

Transportation Security Clearance Appllcah

[T B PROTECTED "A" (WHEN COMPLETED)
Canacs  Canede PROTEGE “A" (LORSQUE REMPLI)
APPLICATION FOR TRANSPORTATION OEMANDE D'MABILITATION OE SECURITE
SECURITY CLEARANCE EN MATIERE DE TRANSPORT

TSCA - DHSMT#: ccb9eb8e-b173-41bb-87b5-979e218b5256

Step 4 — Attaching supporting documentation

This section requires you to upload your supporting documentation. Based on the information you
provided in your application, there

. . . e . Transportation Security Clearance Application'(V.2.5)
will be a list of all the identification g
R
you are required to upload copies of.
Your has been - Votre demande a été soumise avec succés
Click the paperclip icon next to the ;)
I
“" ”
yel IOW AttaCh fl ag to u p | oa d yo u r You must attach the following documents: Veuillez joindre les documents suivants :
. . . NEXT Upload each document In the order presented: Téléchargez chaque document dans I'ordre présenté :

required supporting documentation. « Candian bt cartficte (o and back side ofdocument)  OROICHE Ol canso (R U5 O Gt

« Passport (2 inside pages only - page with your signature and page « Passeport (2 pages intérieures seulement - page incluant votre
H with your picture and details) signature et page incluant votre photo et vos détails)

Until you upload your documents, the

You don't need to print your application! Vous n'avez pas besoin d'imprimer votre demande!
H H DocuSign will send your completed file to your enrolment site. DocuSign enverra votre dossier complété & votre point dinscription.
note next to the paperclip will read, o " I
“ . ” va.:‘;‘nm bring all the documents listed above with you to the Vous devez fournir tous vos documents au point d'inscription
— it site it be Il fied t: ). i t étre | Ll rifie fort
Required Attachment. S Dloats o Fotha of youx Dunt cousery socimance e iceptnd’ || Lok SasiiaiE o Comes DS SoCLRAaeS hore pev Sont Renepede:
You must also bring with you a valid photo-bearing identification| Vous devez aussi présenter une carte d'identité avec photo ou
card, or a document issued by the Government of Canada or by a un document émis par le gouvernement du Canada ou par une
province or by a municipality in Canada. province ou municipalité canadienne.
—E———
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The “Upload Attachment” pop-up will
appear. Select “Upload a file” to attach
your documents.

Search for your documents in the folder to
which you saved them when you took
pictures or scans.

Upload Attachment

UPLOAD A FILE

You can only select one file at a time; however, you
can upload multiple files at once.

Click “Done” once you have added all your
documents.

Upload Attachment

v Passport sample 4.pdf

1 page - Upload Complete

UPLOAD A FILE

DONE

Once you have added a file, the paperclip will change to silver and the note will read, “Required —

Attachment Applied.”

DocuSign Envelope ID: C13784C2.77E5-4798-83B 1-4FOFB52403F9

Transportation Security Clearance A
i+l

Transport

Transports
Coracs Carada

e /

a éré

]>F{eq.1i'ed - Attachment Applied

- Votre

avec succes

2]

NEXT

A

Select “Next” to continue to the next signing area.

Please note: DocuSign cannot validate that you have uploaded all the documents required based on

your application inputs. It only recognizes that an attachment has been uploaded. It is your

responsibility to ensure that all of your supporting documents are attached, upright, in colour, and

can be clearly read. If you are missing documentation or it cannot be read, your application will be

declined and you will have to start the application process over, which will delay your job start.
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Step 5 — Signing your application — PART C - APPLICANT

Next, DocuSign will guide you to review “PART C — APPLICANT” of your application.
Z

SUMENT ONLY

DocuSign Envelope 10 C!B‘!MC?-"EMNMJB!AAMFD ONLUINE SIGNING SERVICE

NEXT [Fut name - Nom complet Date of Birth - Date de naissance® . 700+ BReveCHips N e RN Compienats) 2ol
| Tester, Testing T 1988-01-01 40 PROTEGE "A" (LORSQUE REMPLI)

PART - PARTIE G - APPLICANT - DEMANDEUR

1. Surname - Nom 2. All given name(s) (no initials) - Taus les prénom(s) (pas ¢'initisles)

Tester Testing T

4. Date of Birth - Date de S. Sumname at birth - Nom & la 6a. All other name(s) used - 6. All other Surname(s) used -

neissance naissance Nickname(s) or Alias(es): - Autre(s) nom(s) utilisé(s)
Autre(s) nom(s) utilisé(s) -

1988-01-01 Tester Surmom(s) ou Alias

Indicate any legal change of name - Indiquer tout changement de nom légal

Review all your information carefully to ensure it is correct. If you notice any errors, please speak with
your enrolment officer during your verification appointment.

a. Ifyou find an error that can be corrected by comparing it to a piece of supporting
documentation, your enrolment officer may be able to correct it.

b. If you find an error that cannot be corrected by comparing it to a piece of supporting
documentation, you may need to submit a new TSC application.

Add your initials next to
DocuSign Envelope 1D C13764C2-77E5-4798-8381-4F0FA52403F9 .
NEXT Enn name - Nom complet Date of Birth - Date de nass . Su o R oM G sections 32, 34a.’ and 34d_
Tester, Testing T 1988-01-01 -
to confirm the information

PAST - BARTIE C - APPLIGANY (contivued! - CEMANDEUR

28. Do you possess 3 vakd passport? - Possédez-vous un passeport valice?

Yes / Oui H

you entered is correct.
29. Country of Issue - Pays de délivrance l 30. Passport No. - N° de passeport | 31. Date of Expiry - Date d'expiration /

CANADA

PP123456 2025-01-01 /
Note: Bring oniginal of your Birth Certificate / Immigraticn / Citzenship | Nota: Apportez Foriginal de votre Certificat de naissance / Do(ummt/

Documents / Passport dimmigration / Citoyenneté / Passeport
‘ ' ,P(
1f Yes - i oui

33. Name and address of institution(s) - Nom et I'adresse de/des établissement(s) Rom=re || -t
University of Calgary, 2500 University Dr NW, Calgary, Alberta, CANADA, T2N 1N4 2012 9 2016/
34a. Have you aver been convicted in Canada or eisewhere of an offence for which you have not been granted a P mw‘? s - Inj

pardon? - Avez-vous d€jd été condamné ¢'une infraction criminelle au Canada ou allieurs pour laquelle vous n'avez

pas été gracié(e)? ¥

No / Non

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 dé)3 été condamné{e) d'une Infraction pour laquelle vous n‘avez pas été gracié(e), veurlez
indiquer ie pays

32. Qutside of the last 5 years, did you ever attend a post secondary institution? - En dehors de la période des cing
dernidres anndes, avez-vous déjd fréquanté un établissement post secondaire?

Yes / Oui

34c. Have you ever been charged in Canads or sisewhere of an offence which remains Outstanding, and has not yet
been dealt with by the courts? - Avez-vous déja été accusé au Canada ou ailleurs d'une infraction qui demeure en

| suspens et n'a pas €€ traitée par les tribunaux 7

| No / Non

| 34d. IF you have outstanding charges against you, for which 3 final disposition has not yet been rendered by the Initial

| courts, please indicate the country - Si vous faites 'objet dune accusation en instance pour laquesie une décision 0'a
| pas ét¢ rendue par fes tribunaux, veuiliez indiquer e pays

Select the yellow “Next” flag to be guided to the next section.
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Step 6 — Creating a signature

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

X

You also have the option
to:
e Draw your own

Here you can enter =
your full name and  \
i n iti a IS . E your name, initials, and signature.

r Signature

signature (must
DocusSign will create ccome match supporting
an approved digital — documentation)

PREVIEW GChange Style

signature and initials ~ S " X e Upload an existing
and show you a ‘Eitg(omj;j‘csﬁx @ signature (must
preview. match supporting
documentation)
SO e e Change the style of
- . your digital

When you are happy with your signature, select “Adopt signature

and Sign.”

By selecting Adopt and Sign, | agree thet the signature and intials will be the electronic representation of my signeture and i
my agent) use them on documents, including legally binding contracts - just the seme as a pen-end-peper signeture or initiel.

als for all purposes when | or

Step 7 — Signing your application — PART E — CONSENT AND CONFIRMATION

Read the consent ~ DEMONSTRATION DOCUMENT ONLY
DocuSign Envelope I0: C13764C2-T7E6-4795-8381-4FOF852403F9 PROVIDED BY DOCUSIGN ONLINE SIGNING SERVIGE
statement ca refu I Iy Oate of 8irth - Date de naissancd™ g, Suite 1700 « bnmdzgémvmmw%ﬁw 00
Lo www.doousian.com PROTI "A" (LORSQUE REMPLI)
and add your initials DR
and signature to ang neses

PART - PARTIE € - v, I “ENT AND CERTIFICATION - CC T T CERTIFICATION
“PART E — CONSENT pra—

,’Full name - Nom complet

FILAAE oS 1EVS DS TIK T IOMPEATS SAF C1n DRTOREE JEE ENRITET be (efas 05 VWIS de T ROt
e secure

casceisacn

Lancont ey orily B gven Dy o0 (MIWGUS W) Da3 roached Ehe 3¢ of Majary. Wen: % LE CoraEriemET pe pEut ST 5ENé GUE POF NE FETYErNe Bysrt clteh Fige O 1 melerts. Dors e os ¢ Je

AND FECICt (1 & mirer, e WA e arace, Geerdein OF e (k madptory. (S (et swge & Semarcir 1t rvzore TR, 6 ©FARI CUP FENVCR, 37 HEIARS 0w 40 funer it SEAGHITe (Corieiter W deret
frrcemmtiar 2o the ege of maraty. FUGR POLE AR A CAEAGH B8 TETAMGWTIR B FXD5CH S (3G O O SLaj3 AL
5 SO CRUILE FLIBUAS HAGRT SEXION 4.8 6 I ASUMIEES AL 11 e ranssurtonce Aat s g [To0IstN 48 S6U LA €1 YL 36 FHOE 4.6 08 © L s [roNactae & o agroTene 4 naseaen o0
” ooty Crmarasce Peogrars far aiport werkers an¢ pumsssst to Part 3 of the Maroe Faracortstion [l securne en misters de tranapa=s (MWST) destrs reck & s parte §
. iy Recuistians fo mertine fxciicees warkars dreres S ry one'), | Saghemnat st 45 1
srsast U the disd esre by Tranvsport Covade of ey ovi e - @ Gourti

b s Gopacinen o 113 ol Canasan Meureas Peber. i
u <

ek of BYU, SO E, (T3] NALA T, ATSRITHIT PSEiry. S ITVISEIN 10 CLZEAS
Prstue o Caraa. & aiie comsent 1o the dudsture ens sse of my Fogenseinh end focunl eges for

fowtrcasce oarponan. et EaiGubes ot LAV
SO AT 00 F0E00T CANTR 10 SARL. warfy, S50asE, CORCT 300 (e8aN 307 AW M D0 mdve, | 300066 W20600T5 CRFA0D 3 CORENC virdw, Satuty, ACIONIC & 3 COOGRW T0ute IV MITON (040 3

Jrioe=atiar rcievant to tha xx"l- DEaranc epakaton, OWa g niormats l‘ vy arrviel cetie dorvende SHatiRaton de 1ecuitd, ¢ CaManis colie COMICrut d6r0 MON Caakr JudCaire AnS QL Lt sstre

e o e, b Ee— “ETTATTamAnES PG £30 Cet Somers S AURCIOn £ 1 151, TOEYTITIAE CoLn LISl WY n CAhe G [A0pCatIE e

[vciod 1 rm €asonceerem 341owses ol detwvgin regarare an i rogrotn cnd Creansvt ] I {Eux FEOLIS & v SIS O TPTIGTO S O€ CRIYEY B0 GUE T MIRTAEUN €18 MO Vot B VOPED 3¢

s, 36 wat a6 ary 200 31 AOTRIEON AR 7F RHaAs The CVIE o

rihar 3utharae any ond 31 Cxandien or fars Oa P, 30 conasnc § 08 que tsek organieTa d shcation .s' I i iomitod o 4w o Vol il A ol
330080 e feomgn powce I o [
frivete oo govemrmeres te cvect, ot Ci the RCME 38 of iy crf ey
precrs, crarges, coort arcens Garseing nie coriined o ary ecomie

Coomtuties € 4308 M Cortodle, 6 CHTOraPON I8 1% Sredars ConmmTIAIATE SCRS NS OV i
10 S0 65 ¥ CAPINY € GECMHY - T8 TEAL CNDR 03 HOUTE CHVMNNT v STINGHGC — S INER FETSENA, IHE
& pualc. omasubiic, BivE cu GoaeemETVoNtsle, & TaNImtie 3 Tiaroperts Cods 45 3 e GAL ot

les s es remiriors: . por s St s, vt o o s co Boen

bectying setem nscn of e 26 tharpcter. Ko fhs seme 30D, [ Qe the RONF = 1y GRL Ceanamette b Tanfoets Canads o 1uf, 06 &0 partie, s
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7 Applicant's signature - Signature du demandeur i 7 Date Y-A/ M /D)
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Step 8 — Reviewing your application and supporting documentation

Review the Privacy Act Statement.
/

y4
DEMONSTRATION DOCUMENT ONLY
NEXT DocuSign Envelope 1D: C1376402-77E5-4798-838 1-4FOF652403F9 PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE
[y AT ST T osce sn Lrer )\ G8104 « (206) 2199200

IRAVIILOS have BN G L6 1V £13IEXTOn nd Lol recon o, st!a..unx,lewnuwb W e wuaxum ORI M DRrIONAE, HE0 o ok § '8 patection o & &

ey S e ok i, oo G o e S, = s & o aremars o

formanis by B T Conass, '1'!"20-#9’(( M\(wﬁ((ﬂm#m,mwtk'lwm«\'u proegnener nnmﬂm«nr IO ey B Gbece, Um baTar, 1 §VIenen of L CongeTaston des

avatatie on the dq—vun- s dev) S h e sy % por Trarwports Canada, Io‘ s mmnb»“hw bo -l ' Wl garers By

{L UL 8 SN | piones

e
he Gurposss G sesring deprenc
s 0% o e PR 9 gt et O, o O S
s O SOy Shark e e Pl (et 85 o€ i Tanspest
Canecla; arefar rminal Irvestigations i the UG,

e

s o aeaueies 0% O (TOAGIRTITES 3 S 5 T APLACRORTIS

oo o o8 ooas0o%s OFmbe Conwe T pven s € S oY rereres ddemrabies dmov Sgerd,
ek

B Farsperts Ca
o Ctata-Unis.

The age of majority Is: "dge ce la majorité est 1

19 years - NL, NB, NS, BC, YT, NU and NT 9 ans - NL, NB, NS, BC, YT, NU et NT

18 years - PE, QC, ON, MB, SK and AB 8 ans - PE, QC, ON, MB, SK et AB

Check your attachments to ensure they are legible, right-side up, and clear.

Z1E001355¢< 147

Step 9 — Deleting and reuploading supporting documentation, if required

If you need to reupload your documents, return to the attachment page, and click the paper clip to open
your current attachments.

- -
Transportation Security Clearance Application(V.2.0)
Bel Dz L
Your app has been y d - Votre de a été ise avec é
—
You must the foll d Veuillez joindre les documents suivants :
Upload each document in the order presented: Téléchargez chaque document dans |'ordre présenté :
« Canadian birth certificate + Certificat de naissance canadien
« Passport « Passeport
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Select the “X” next to attachment you would like to delete, then reupload your documents.

Upload Attachment

v Passport sample 4.pdf E

1 page - Upload Complete
UPLOAD A FILE

DONE

Step 10 — Finishing your application
Once you have confirmed that your application and attachments are correct, select “Finish” from the
top toolbar.

Done! Select Finish to send the completed document. m OTHER ACTIONS

A pop-up will confirm that you’re done signing and will give you the option to download or print your
documents if you would like to.

You do not have to print or save your application at this point, since DocuSign will send you a complete
package after the enrolment site signs your application.

You're Done Signing

You may download or print using the icons ebove.

CONTINUE

Select the yellow “Continue” button once you are done.
DocuSign will confirm that you’ve finished signing, and you can close your browser.

8. Next steps after DocuSign submission
DocuSign will send your application and attachments securely to your marine port’s enrolment site, at
which point you will need to book a verification appointment to have your application reviewed and
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your fingerprints taken. Please follow your enrolment site’s local processes for booking this
appointment. Your signing authority or enrolment site can support you with this.

Note: If you are under the age of majority in your province, after you submit your completed envelope,
and prior to your enrolment site receiving it, DocuSign will send an email to the parent, guardian, or
tutor you listed in your TSCA for them to sign your application as well.

Step 1 - If an enrolment officer declines your application

An enrolment officer may review your application prior to your appointment and decline it if you are
missing required supporting documentation, your supporting documentation does not match the
information entered into the application, or is missing a signature or required component, the
supporting documentation cannot be read, or there is a significant error with your application.
Supporting documentation cannot be reattached or corrected once you have submitted your
application, nor do you have the option to edit your application, so it’s important to ensure everything is
correct and legible upon submission.

If the enrolment officer declines your application, you will receive an email advising you the application
has been declined.

If this happens, discuss the situation with the marine enrolment site who can advise you what areas of
your application may need to be corrected. When an application has been declined in DocuSign, it
cannot be reactivated, so you will need to complete a new Transportation Security Clearance
Application, and you will need to sign and reupload documentation as required.

Step 2 — Attending your verification appointment

You must bring your original or certified copies of your required supporting documentation to your
verification appointment so it can be verified against your application for accuracy. Non-certified scans
or photocopies are not accepted.

You must also bring government-issued photo identification to your verification appointment, such as a
driver’s license.

You do not need to bring a printed copy of your application. Your enrolment site will have access to it
digitally.

During your appointment, the enrolment officer will take your fingerprints, then sign their portion of
your application, and submit it to Transport Canada’s Security Screening Programs (TC SSP). TC SSP will
conduct appropriate background checks and verify your information. Once TC SSP has approved your
application for security clearance, your enrolment site will contact you to book another appointment to
pick up your security pass.

If the enrolment officer determines during your verification appointment that your application is
incorrect or incomplete, or your attached supporting documentation is incorrect, incomplete, or
illegible, they will decline your application at this time. They can make minor changes or corrections
without having to decline it, such as typos, or other mistakes that can be confirmed by your attached
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supporting documentation; however, they are not able to add or change the supporting documentation
that you attached.

If you don’t add the documents you need to, or the scans or photos can’t be read, you will have to
complete a new application and reupload your supporting documentation.

9. Frequently asked questions

9a. Personal information
Q: How is my personal information being protected?

A: Your privacy and personal information is always protected by the Canadian Privacy Act. DocuSign
allows us to better protect your personal information by sending secure, digital files between
signatories. We can configure DocuSign to only show certain information to those who require it to
complete their tasks.

Q: Who can see my personal information?
A: An enrolment site and Transport Canada can see all your information and supporting documentation.
Q: Does DocuSign store my personal information?

A: DocusSign stores your personal information only through your application and envelope. It is not saved
anywhere else in DocuSign. Once your completed application is sent to Transport Canada for review, it is
deleted from DocuSign.

9b. Application process
Q: What would cause an enrolment site to decline my application?

A: An enrolment site will decline your application if you are missing supporting documents, important
information is missing from your documents or your application, or if your supporting documentation is
not clearly legible. This may be done before or during the verification appointment.

Q: Will my application expire if | don’t sign it?

A: Yes; DocuSign will expire your envelope 120 days after it's been created if there is no activity. It's
important to complete your signing tasks and upload your supporting documentation as soon as
possible to ensure there are no delays with your job start.

Q: Will | receive a reminder from DocuSign if | don’t sign my envelope?
A: Yes, DocuSign will send you a reminder after 30 days of inactivity.
Q: Can I download and save my application? Can | print my application?

A: Yes, you can download and print your application throughout the process and when you have finished
signing it. Remember, since your application is being sent securely via DocuSign to all required parties,
there is no need to save or print it.
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Q: What should | do if | see a mistake on my application?

A: If you notice a mistake on your application, please let your enrolment officer know of the mistake
when you go in for your verification appointment. If it’s a typo or another mistake that can be confirmed
by supporting documentation, the enrolment officer can make a note of the correction in your DocuSign
envelope. Your enrolment officer will let you know if you need to submit a new application or not.

9c. Supporting documentation
Q: What supporting documentation do | need to attach to my application?

A: The supporting documentation you need to attach to your application varies depending on the
information you entered. You will see a list of required supporting documentation in the emails from
DocuSign. There is also a checklist in your DocuSign envelope application advising you which documents
to upload.

Read this list carefully. Remember some documentation such as out-of-country documentation can take
a few weeks to obtain, so review the list as soon as you submit your application and start collecting your
documentation right away. It is your responsibility to ensure you have attached the correct required
documentation.

Note: If you are missing supporting documentation, your application will be declined which will delay
your job start.

Q: Does DocuSign know that | have attached exactly the documents required?

A: No, DocuSign cannot confirm that your supporting documentation is correct. DocuSign only knows
that it requires an attachment, and that an attachment has been added, whether that be a picture of
your passport or a picture of your dog; it cannot verify or confirm that you have attached the correct
documents, or that your documents are clear and legible.

It is your responsibility to ensure the attachments are correct, match the documents you are required to
upload, and that the pictures or scans can be clearly read.

Remember, if your uploads are blurry, incomplete, or illegible, your application will be declined which
will delay your job start.

9d. DocusSign
Q: Will DocusSign tell me where | need to sign?

A: Yes, DocuSign will guide you with yellow flags to show you where you sign, initial, or upload a
document. It won’t allow you to submit your envelope until all the required fields are completed.

Q: Will DocuSign let me submit my application with signatures or initials missing?
A: No, you will not be able to submit your application with missing signatures or initials.

Q: What should | do if | don’t receive a confirmation email once | submit my application?
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A: Check your junk mail or spam, or “other” inbox. Upload your most recently saved version, double
check your email address and resubmit it. Reach out to the authorized signatory to confirm if they
received a DocuSign email. Inform them that you will submit a new application with your updated email.

Q: Can I sign my application manually or does it have to go through DocuSign?

A: No, you cannot sign your application manually. If DocuSign or the TSCA are down or unavailable,
Transport Canada will have back-up processes in place to support you.
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