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Applicant Onboarding Process. 

This guide is to help those who are being onboarded by a company at YYC International Airport. 

 

The TSS (Transportation Security Service) program, is the new Transport Canada Security Clearance 

Application process. Instead of going through DocuSign or paper applications, it is all done through one 

portal. You will be able to see the status of your application and to complete any requested 

modifications from the Pass Office and amendments sent from Transportation Canada, directly.  

 

1. To get started, the ADMIN or SIGNING AUTHORITY of the company you are being onboarded 

with, must have the following information to start your file in the TSS program.  

a. Given name. 

b. Surname. 

c. Email address (You MUST have access to this email address). 

d. Phone number. 

The ADMIN or SIGNING AUTHORITY is required to fill your Occupation with the company and to request 

access to preclearance area.  

 

2. After they have submitted all this information in the TSS portal, you will receive an email from 

TSS MODERNIZATION, which asks you to sign in or create and account.  

 

In Red, this is 

where the 

invitation code 

will be.  

In Blue, this is 

where you will 

know when 

that invitation 

code will 

expire.  

 

Email example LEFT. 

It’s very important to create your account within the window that is given to you. Transportation 

Canada has provided a 48-to-96-hour window to create your account. If you do not create an account 

within this time frame, you will need your ADMIN or SIGNING AUTHORITY to send you a new invitation 

code.  
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IMPORTANT NOTICE: You will need an authentication app on your phone/device to complete the next 

steps. It doesn’t matter which type you use; we suggest using Microsoft or Google (You do not need an 

account to use this app) Authentication app.  

 

3. Click on the website link in your TSS MODERNIZATION email. 

 

4. Click on 

“Sign up 

with 

GCKEY”.  

 

If you have a 

GCKEY with the 

CRA, this will not 

work for this 

system. You will 

need to create a 

new file, to use the 

TSS program.  

 

 

 

5. Select 

“Sign Up”  

 

 

 

 

 

 

 

6. Follow the prompts that the website gives you to set up your account; this is where you will 

use the authentication apps and create security questions.  
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7. Once completed step 6, it will ask you for the invitation code. This is the long code you 

received in your onboarding email from TSS. For example:  

 

 

 

 

 

 

 

 

 

 

8. Once you are into your account, go to 

“MY DASHBOARD” from the top menu 

and select “MY TSC” 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use the 16-digit code listed in your TSS email 
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9. This part of the application requires you to fill out everything you have done in the last 5 

years. This includes employment, unemployment, schooling, where you have lived, travel over 

90 days and more.  
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10. In this part of the application process, you must include all documents that you have used on 

your TSCA. If you have out of country documents, they will be requested here as well. DO NOT 

include documents that are not listed here, as you will be asked to remove them from your 

application.  
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11. In this section, you must “sign” each location the form directs you to. There will be no 

signature shown, just a number. This is how Transportation Canada confirms that you have 

used your account to sign the form.  Once everything has been signed, you have the option to 

submit your application to be reviewed or you can submit it to be verified by your SIGNING 

AUTHORITY.   
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12. Your signing authority must verify that you need Transport Canada Clearance. Once this has 

been completed, your application is sent to the Pass Office for Review.  

For applicants who are under the age of 18 (Alberta), your application will be sent to your 

parent/guardian to be approved, before it is sent to your ADMIN or SIGNING AUTHORITY.  

 

13. Once the Pass Office has reviewed your application, you may need to make modifications to 

your uploaded documents or TSCA, or you may receive a message from TSS saying that you 

can book a Verification Appointment.  

Requested Modifications must be made first; if you have not received a “Book Verification 

Appointment” after you have made modifications, do not book an appointment with the Pass Office. 

You must receive this notification before you book.  

If you have not received a modification request, and have received a “Book Verification Appointment”, 

book an appointment with the Pass Office through our online portal. You must bring all Forms, 

Documents, and IDS (Everything used on your TSCA) to your appointment or we will not be able to process 

your application.  

A Verification Appointment doesn’t always mean your application is good to go. It means that your 

application appears to be good, but the information must be verified at the Pass Office.   

 

 


