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How To Guides

Updating My Account and Billing Profile

Welcome to Transact.

This guide will demonstrate how to update account and
billing profile information through the Transact web portal.
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Transact How To Guides
Updating My Account and Billing Profile

Step 1: Navigating to the Personal Information Webpage Instructions

/3 Transport Canada Transact Home - Microsoft Internet Explorer . =181 x| On OccaS|On’ reg|stered
Mo GEP W e wdb R &l | Transact users will want to
G - S - Q[0 4Y Qe GFerortss Pt 3 EL- 5 W review and update some of

Address I@ http:fjtransact-en.tc. go.cafportal/page?_pageid=75,321538%_dad=portalé_schema=PORTAL j FGD |Links ‘ QSHBQR L= their personal user and

[ £ RS Canada =l | account profile settings. To

[Francais | ContactUs _Help __|Search | Canaa Site | begin:
[Home  [Aboutus [Media raom | Environment | Emergencies|
Bir [Marine  |Rail _____ |Road | Major issues | 1. On the Transact
homepage, select the
Welcome to Transact Update My Account

and Billing Profile link.

{% Register for My Account Access

Ve

My Webstore

= %iewy, Dowvnload or Purchase TC Publications
= Small Commercial Yessel License Applications and Payments ine.

Manage My Account

Pay billz, view invoices, print invoices, etc

Update My Account and Billing Profile

Upclate addressﬂd’rt card and password information.

! and Billing ;I
|®j https: [ftransact ke.ge. caf TChtmlfibeCAcdPersonallnfo. jsp?minisite= 100028y ecpid=22 37 28 anguage=115 l_l_l_ @) Trusted sites A
Step 1: Navigating to the Personal Information Webpage Cont... Instructions
4 store: Sign In - Microsoft Internet Explorer =10]x| 2 . Enter your Username
File Edit ‘iew Favorites Tools  Help ﬁ and Password
dmBack ~ mp - @ ﬁ | @Search @Favoritas @Media @ ‘ %v a 3 C“Ck on the Sign In
Address I@ https:,i,l’transact.tc.gc‘ca,l’TChtmI,l’ibaCAchogin.jsp?reF=https°.r‘03A°.-’o2F°.f02Ftransact.tc‘gc.ca”/o2FTChtm|ﬂfoj @Go | Links | @Snag[t 12 button i

[ L [ e v Canada
[ Francais | ContactUs _[Help ____|Search __[Canada Site |

B - 2 i

) @) ) @

Quick Search |All Products

Sign In

Returning user, please login

UUsername: | janedoel4

Pagawnrd: [y
Sig%ln )

Forgot your Password information?

Forgot your Password information? =l
|2:| https: /ftransact.te.ge. cafTChtmlfibe CAcdEndUserReq. jsprref=https%: 3A%2F % 2Ftransact. te. ge.ca% 2FTChtml% ’_ I_E @) Trusted sites i
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Transact How To Guides
Updating My Account and Billing Profile

Step 2: Changing Your Personal Information Instructions
@ store: Personal Information - Microsoft Internet Explorer =10l x| The Personal Informatlon
File Edit ‘iew Favorites Tools Help ﬁ page |S dlsplayed
A Back - =) - @ @ | @Search @Favorites @Media @ ‘ %v a
Auddress [{€] hetps:jjtransact e, oz, caTC =l g |“”k5| Osnagtt 1 1. Use this page to update
. = personal information
17 [l i Canadi such as:
[FrancaisConiactUs_LHelo I Search ] Canaia Siic I «  Email address:
(az .(B_—B“ o) _’
¥) &) %) e Day and Evening
Cart  Crders Profile Sign Out
Phone Numbers;
and
User Information ° Fax Number.
Quick Search IAH Froducts jl Go ) Advanced Search .
2. If you edit any values,
User Information I €rsonal Information click on the Apply
Personal infarrmation updated button to save your new
Persanal Infarmation S : .
* Indicates required field (_Anply ) personal |nf0rmat|0n.
Change Pasgword
First Mame: TATNE =
Address Book Middle Narne
Payment Book Last Mame: DOE
Preferences * Emai. [Janedee@domain.zom Note: Fields marked with an

* are required fields.

Billing Profile * Day Phone Number (|B13 5 [995-9539 Ext.l
Evening Phone Murmber (I 3 Ext I |

[&) lilil—g @) Trusted sites S
Step 3: Changing Your Password Instructions
4 store: Personal Information - Microsoft Internet Explorer =10]x| To Change your password
File Edit ‘iew Favorites Tools  Help ﬁ
P Back + =p - @ ﬁ | @Search @Favoritas @Media @ ‘ %v a 1 C“Ck on the Change
Address I@ https:/ftransact.tc.gc.cafTC j PGO |Links| @Snag[t H‘ Password |II"lk Under the
. = User Information
[ L A e vy Canadid section
| Francais | ContactUs __[Help_____|Search___[Canada Sitc S
®) @@ &
Cart  Orders Profile Sign Out
User Information
Quick Search IAH Praducts jl G0 ) Advanced Search
User Information P €rsonal Information
Personal information update,
Persanal Infarmation S
ates required field (_Anply )
Channe Pasgword
First Marne: TAME =
Address Book Middle Name
Fayment Book Last Mame: DOE
Preferences * Ermail Ijanedne@domain com
Billing Profile * Day Phore Mumber. ([513 y[095-0939 | £y |
Evening Phone Mumber (I 3 Ext. I =l
[&] l_l_rg @) Trusted sites v
Transact-05 http://www.tc.gc.caltransact
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Transact How To Guides

Updating My Account and Billing Profile

Step 3: Changing Your Password Cont... Instructions

@ store: Change Password - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

=10 x|
K& | 2. Enteranew password in

Preferences * Retype Password

Billing Profile

P Back - = - @ @ | @Search @Favorites @Media @ ‘ %' a the NeW Password
iddress IE_‘] hittps:jftransact te.ge.caTC = @ | it | Osnagte field.
I*I Transport  Transports Canadlél_ = 3 Retype your new
Canada  Canada password in the Retype
| Francais | ContactUs _[Help_____|Search __[Canada Sitc Password field
%) &) ) 4. Click on the Apply
Cart  Crders Profile Sign Out b tton
@ =1 utton.
User Information
Quick Search IAH Praducts G0 ) advanced Search
User Infoermation Change Password
* Appl
Personal Informatian Indicates reguired field \_Apply )
Uszername: JAMEDOED4
Change Password
Passwords must: (3) be at |
Address Book * New Pagsword CNAFACIErs long, () notinelude the usemame
(¢} inelude no repeating charactars; include atleast at .
Payment Book leaet one lotter 21 one N _| | Note: Passwords must be at

least 7 characters long,

should not include any
Aeply) repeating characters, and
=1/ | include at least one letter

|§'| Done

| | |&@msedstes 2 | and one number.

| Step 4: Address Book Changes Instructions

3 store: Change Password - Microsolt Internet Explorer

File Edit Yiew Favorites Toadls Help

=l0lxl| | The addresses displayed in
[ = | Transact are used to bill

R Back v =p - @ ﬁ | @Search @Favorites @Media @ ‘ %v a your account for gOOdS and

Address I@ https:fftransact, ke, go cafTC

=] @ uns| @naorr 1 services and to ship items to

User Information

User Information
-

Personal Informatian Indicates reguired field
Change Passward

Address Book
35 * New Password

Fayment Book

Transport  Transporis =] N
el GUR" Gnd Canadd Book details for your
[ Francais ] ContactlUs _Help _____|Search __|Canada Site | account:

Quick Search IAH Praducts jl G0 ) sdvanced Search

Change Password

e JANEDOEQ4

Passwords must: (3) be atleast 7

Preferences * Retype Password

2l | you. To edit the Address

DOO D

Cart  Orders Profile Sign Out 1

Click on the Address
Book link in the User
Information section.

(Al )

characters long; (b) notinclude the username;
() include no repeating characters; and (d) include at least at

least one letter and one number.

Billing Profile —
(_Apply )
=
[@pore [ 8@ et
Transact-05 http://www.tc.gc.ca/transact
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Transact How To Guides

Updating My Account and Billing Profile

Step 4: Address Book Changes Cont...

Instructions

7 Store: Address Book - Microsoft Internet Explorer : 10l =|

File Edit ‘Wiew Favorites Tools  Help ﬁ
A Back - =) - @ @ | @Search @Favorites @Media @ ‘ %v a

Address I@ hittps: jftransact. te.ge.caf TC j @an | Links | @Snag[t 12
== B
i ¢ Mlari i Rail | ¢ Trangpart Dangerous Goods
User Information
Quick Search IAH Products jl G0 )  agvanced Sesrch
User Infermation Address Book
Personal Infarmation Address 1
Change Password 1234 10TH AVENUE Update
OTTAWA
REETEES R %\]C 1v2 Pilot Licence and Invoice
e Els Canada Prirnary Billing Address
Freferences Address 2
4321 JANE DOE AVENUE Update
Billing Profile VANCOUVER L)
BC
WER 219
Canada

@1y register an address for outside of Canada, please contact our help desk between the hours of 7:30 A
and 5:00 PM Eastern Time, at 1-866-949-3262 For areas outside Morth America please call (B13) 948-2387,
country code 1

Hearaa | Liv | karina | Bail | Baad | Tramenant Dannarnns Sands | TE Sarnnesta LI

[&) ’7 lil—g @) Trusted sites S

2. Click on the Update
button for the address
you want to update.

Step 4: Address Book Changes Cont...

Instructions

A} store: Update Address - Microsoft Internet Explorer ' =10 =]

File Edit ‘iew Favorites Tools  Help ﬁ
sk - = - (D[] Y | Qisearch [ifravores Fhveda (A (2 S 5

Auddress [{@] https:ftransact.tc.gc.caf TC -l @ |Links|@5nag1t 12
Update Address = |
* |ndicates required fields Apply

User Infermation

Personal Infarmation

PRIVACY NOTICE STATEMENT: Necessary messures are being taken to ﬂ

Change Passward protect the confidentiality of the personal information you
provide. The information you provide is collected under the

Address Book authority of the Financial Adwinistration Act. The information
will only be used to support Transport Canada'=s on-line ;I

EPayment Book
Personal Information Bank# DOT PPLU 078

Freferences Erivacy Act \
Billing Profile InfoSeuree 3
Mame: JAITE DOE [}S

# Country: Canada

* This address has been identified as your employer’s
address. If this address is changed your pilot licence,
medical certificate and pilot fee invoice will no longer be
sent to your employer. If you require further information
about changing this address, please call 1-800-305-2059.
*= If you wish to have your publications shipped to a
different address please call 1-800-305-2059.

Address Marne: | (e.g. Home, Office)
* Address Line 1: |1234 10TH AWENUE

Address Line 2:

* City: [OTTAWA El

[& [ & |@ Trusted skes >

3. Read the Privacy
Notice Statement and
text below the Country
field before proceeding
to update your address.

Transact-05 http://www.tc.gc.ca/transact
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Transact How To Guides

Updating My Account and Billing Profile

Step 4: Address Book Changes Cont... Instructions
7 store: Update Address - Microsoft Internet Explorer =10 x|
File Edit ‘Wiew Favorites Tools  Help ﬁ 4 Update your add ress
P Back - = - @ @ | @Search @Favorites @Media @ ‘ %' a |nf0rmat|0n |n the fle|dS
Address I@ https: fftransact ko.gc.cafTC j P |Li”k5| @Snag[t L= prOVided.
sent to your employer. If you require further information B i
about changing this address, please call 1-800-305-2059. S. YOU havg the Optlon to
= If you wish to have your publications shipped to a select this address to be
different address please call 1-800-305-2059. Used as yOUr Preferred
Address NMarne: | (e.g. Home, Office) Shlpplng Address or
* Address Line 1: |1234 10TH AVENUE Preferred BI”Ing
Address Line 2: | Address
* City. [OTTAWA k 6. Click on the Apply
* Province: IOmanD j button.
* Pogtal Code: [K2C 172
[ Use as Preferred Shipping Address
¥ Use as Preferred Billing Address
(Apply )
Horne | Air | Marine | Rail | Road | Transport Dangerous Goods | TC Corporate
Car | Order | Profile | Sign Out |
Fag | s d
Last updated : 2004-06-10 Buportant Hotices |
[&) lilil—g @) Trusted sites _A
Step 5: Changing Payment Information Instructions

2} store: Address Book - Microsoft Internet Explorer
Edit Help

P Back v = - @ ﬁ | @Search @Favoritas @Media @ ‘ %v a

=10l

File:

Yiew Favorites  Tools

|| | The payment details for your

account can be changed in

Address I@ https:/ftransact.tc.gc.cafTC

j e |Links| @Snag[t =

two places: the Payment
Book page or the Manage

‘ Transport Dangerous Goods |

User Information

Go ) advanced Search

Quick Search IAH Praducts

=l

Address Book

User Infermation
Address 1

Personal Infarmation

Change Password

Address Book Pilot Licence and Invoice

Fayment Book Canada Prirnary Billing Address
Preferences Address 2

4321 JANE DOE AVENUE Updats )
Billing Profile WANCOLWER R

BC

wBR 219

Canada

@10 register an address for outside of Canada, please contact our help desk batween the AoUrs of 7:30 A
and 5:00 PM Eastern Time, at 1-866-949-2262. For areas outside Morth Armerica please call (613) 948-2387,
country code 1

Harma | fiv | Marina | Dail | Haad | Teanenant Dannarnne Sande | TC S armorato

I_E @) Trusted sites

]

-

My Account Advanced
Payment page. Beginning
on the Payment Book page

you can:
e Add a new credit card
(see Step 6);
o Delete a credit card (see
Step 7); or
e Make an existing credit
card the default payment
method for your account
(see Step 8).
To proceed:
1. Select the Payment
| | Book link.
=]
A

Transact-05
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Transact How To Guides
Updating My Account and Billing Profile

Step 6: Adding a New Credit Card Instructions
7 Store: Payment Book - Microsoft Internet Explorer =10l x| If yOU Want tO add a new
File Edit Wiew Favorites Tools  Help ﬁ Credlt Card for use as a
P Back - = - @ @ | @Search @Favorites @Media @ ‘ %' a payment methOd W|th yOUF
Address IE:] https:Jftransact..te.gc.cafTC j ﬁGU | Links | GSnagIt L= aCCOUnt:
Bl GRE GRE™ Canadd 1. Enter the name that
[ Francais | ContactUs _[Help _____|Search __[Canada Site | appears on your credit
I Jal D) .
%) (=) @) &) card in the Card Holder
Cart  Crders Profile Sign Out Name f|e|d
A ) ( Rail | L 2. Select the type of credit
User Infarration card from the list of
Quick Search IAH Froducts jl Go ) sdvanced Search avallal_:)le Credlt Car,d
types in the Type field.
User information | PAYMENt Book 3. Enter the Number and
Expiration date of your
Persanal Infarmation Add New Payment MejHod credit card.
Change Password » Card Holder Narme: B Type: 4. Click on the Add button.
Address Boak |Jane Daoe |MasterCard j
BementEonk 4 Number: Expiration: .
P | 05 ~| B Note: Visa, MasterCard and
_ _ g? American Express are
Billing Profile
accepted by Transport
B - =l | Canada.
|§‘| lilil—g @) Trusted sites v
Step 7: Deleting a Credit Card Instructions
4} store: Payment Book - Microsoft Internet Explorer =10]x| If you Want tO Stop uSIng an
File Edit ¥iew Favorites Tools  Help ﬁ existing credit card as a
Geack - = - QD [3) A | Qeach [gravortes Preda | 24 Sp A payment method with your
Address [€] hitps:jjtransact e, oz, calTC x| ee |Li”k5| ©snagtt 1 account, you can delete it

2l | from the list of cards

Payment Book .
available for use by:

User Information

Personal Infarmation Add New Payment Method

1. Clicking on the Select
circle for the existing

Channe Password
4 Card Holder Mame Type:

Address Book | |American Express j
ayment Book credit card.
MNumber: E tion: L
* e el 2. Then, clicking on the
Preferences | o1 z] 2005 =]
- Delete button.
Billing Profile A
Payment Method
Select a payment method Make Default ) | Update )
Select Payment Method Details Default
- ; Master Card  Mumber: xeoceeseses0004
(: Enisting Credit Card Jane Doe Expiration: IDS -”2007 'l v
- o ) yisa Murnber: scoseeescced 111 i
Existing Credit Gard Jane Doe Expiration ID‘I '”2006 'l
=]
[&] l_l_rg @) Trusted sites v
Transact-05 http://www.tc.gc.caltransact
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Transact How To Guides
Updating My Account and Billing Profile

Step 8: Selecting a Default Payment Method

Instructions

/3 store: Payment Book - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help

=10/ x|

A Back - =) - @ @ | @Search @Favorites @Media @ ‘ @v a

Address |§‘| https:/ftransact.tc.gc. cafTC

j 6o |Lir|k5| ©snagt 12

Payment Book

User Information

Add New Payment Method

Persanal Information

Change Password

4 Card Halder Name: Type:

Address Boak | |Amer|can Express j

Payment Book

| Delete AU Make Default )) Update
(o Y e ) i)

-

Default

=l
B @

4 Number: Expiration:
Preferences | [o1 =] [2005 ~]
Billing Profile &dd
Payment Method
Select a payment met
Select Payment Method Details
o . Master Card  Mumber: xesccecocex004
(‘ EestipoleediiCard Jane Doe Expiration: IDE 'HZDD? vl v
- o _ Visa Murnber: we0eeee0000 111
(XTI ChEe G Jane Doe Expiration: |D1 v”2DDB 'l
5]

If your account has more
than one credit card setup
for use you may want to
select one of the cards as
the default payment method.
To proceed:

1. Click the Select circle
for the credit card you
want to use as your
default.

2. Then, click on the Make
Default button.

Note: Once a default
payment method is selected,
every time you begin making
a payment with Transact,
that credit card will
automatically be listed as the
payment method. At that

time you may either accept

the default card or select
another credit card for use
before completing that
specific payment.

Transact-05
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Transact How To Guides
Updating My Account and Billing Profile

Step 9: Changing a Credit Card’s Expiry Date

Instructions

/2 Store: Payment Book - Microsoft Internet Explorer =10l I
File Edit Yiew Favorites Todls Help ﬁ
daBack ~ = - @ @ | @Search @Favorites @Media @ ‘ %v a
Address |§'| https:jftransact.te.ge.caf TC j @GD | Links | 65”59“ L=
]
User Information Payment Book
Fersanal Informatian Add New Payment Method
Change Password
% Card Holder Name: Type:
Address Book |American Express j
Payment Book & Mumber: Esxpiration:
Preferences I |D1 ﬂ IEDDS ﬂ
Billing Profile (LAdd
Payment Method
Select a payment meth . Delete ) | Make Default | Update
Select Payment Method Details Default
- . Master Card | Mumber: weceeeeoces0004
(: Euisting Credit Card | oo Expiration: IDS v”2DD? 'I
c Wi Mumber. weooooeoc0ec 111 b
(ST CEEh CEnE Jane Doe Expiration: |D1 -”2006 'l
=

]

’_ I_E @) Trusted sites v

To update the expiration
date stored for a credit card:

1. Click the Select circle of
the credit card you want
to update.

2. Update the Expiration
Date.

3. Then, click on the
Update button.

Transact-05
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Transact How To Guides
Updating My Account and Billing Profile

Step 10: Billing Profile Changes Instructions
/3 store: Billing Profile - Microsoft Internet Explorer : =10l Transport Canada a”OWS
File Edit ‘iew Favorites Tools Help ﬁ CUStomerS to Choose thelr
P Back - = - @ @ | @Search @Favorites @Media @ ‘ %' a preferred methOd for
Address I@ https:{ftransact. ke, gc.cafTC j P |Li”k5| Oonegte 2 receiVing notices of new
=l | invoices and finance
Transpoert  Transports (=) X
I*I Canada Canada Cal'lada Charges paper Cop|es or
[Francais I Coniact Us Help—[Search ] Canaila Sitc | email notifications. Please
I Ju] D) . '
¥) (=) @) &) note the following before
Cart  Crders Profile Sign Out proceedlng
el A’ " ’ e The default notification
User Information method is paper.
Quick Search |All Products =l Go)  dvanced Search ° Paper and electronic

billing notifications

Billing Profile cannot be combined.

User Information

Berssnallnormallon | b ferences If you wish to update your

Change Password g Billing Profile:

illing Prefer . i
Address Book — | 1. Click on the Billing
PAETERG: Ry Profile link in the User

Preferences Information section.
SRS @ Transport Canada now offers two billing preferences: (1) Paper Invoices and Statements 2

and; 2 Ernail Motification of Invoices and Statements for customers. Please choose your Select your bllllng
hilling preference for Invoices and Statements. preference by Choosing
= an option from the
& [ |18 @ msedstss 4 Billing Preference
drop-down box.
3. Click on the Apply
button.

Billing Profile

Notes: All users are
encouraged to review
Transport Canada’s Terms
of Use before changing the
Billing Preferences for their
account. There are links to
the Terms of Use at the
bottom of most Transact
pages.

For more information on
other Transact features and
services, please see the
other How to Guides,
including Navigation and
General Features and
Payment Options, found at
the Transact home page.

Transact-05 http://www.tc.gc.ca/transact
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