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How To Guides

Existing Individual Customer Registration

Welcome to Transact.

This guide demonstrates how individuals who are already
Transport Canada customers can sign-up for access to their
personal account.
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Transact How To Guides

Existing Individual Customer Registration

Instructions

Step 1: Re= isterin= for Account Access
2} Transport Canada Transact Home - Microsoft Internat Explorer =&l x|

Ele Edt Wiew Favorites Tools Help | i

Gaa(k - @ |_L| |EL| jj‘/“iarch \‘?:‘\?Favuntes 4‘ - e -

Adcress [{€] hitp: ftransact-en. k. gc.cajportal/pagefport|[TC_EN_PAGE_GROUP/TC_EN_MAIN_PAGE

Qe s >

T T s =
| L Canadi =
[ Frangais | ContactUs _[Help |Search | Canada Site |
[Home  [Aboutus  [Media room [Environment [Emergencies]
[Air __ [Marine _[Rail _____[Road ___[Major issues]

Welcome to Transact \

¥o My Webstore

wiew, Download o Purchase TC Publications

4

j Manage My Account l

Pay bills, view invoices, print invaices, et

™ Update My Account and Billing Profile

P
SR Lgete audress, crecit card and passward information.

|

€] pene CT

|@ Trust=d sites

Transport  Transports
Canada  Canada

[ L4 | Canadi

| Francais | ContactUs _[Help _____|Search | Canada Site |

Loginto access your account to manage and pay invoices

= Username |
* |ndicates Required Field

* Password

Forgot your Sign In information?

Forgot my username  Forgot my password

Never used our Transact website before 7 See below for tips on registering
Existing Individual TC Client Organizations

If you have ever been billed for Transport Canada goods or
SErvices

Do you represent an organization (comrmercial, non-profit,
or governmental)? Click here to obtain a registration form |
or contact our call centre.

Click Here to Register

Existing individual customers
can easily sign-up for online
access to their Transport
Canada (TC) account. To
begin:

1. On the Transact home
page, click on the
Manage My Account
link.

Note: Commercial, non-
profit or governmental
organizations who want to
register users for online
access to their existing or
new organization account
can contact Technical
Support between the hours
of 7:30 AM and 5:00 PM
Eastern Time at 1-866-949-
2262. For areas outside
North America, please call
613-949-2387, country code
1.

i. Alternatively, organizations
may access an online
registration form by clicking
on the Manage My Account
link and selecting the
Registration Form link in
the Organizations column.
The form can then be
completed and mailed to the
address indicated on the
form itself.
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Existing Individual Customer Registration

Never used our Transact website before ? See below for tips on registering

Existing Individual TC Client QOrganizations
If you have ever been billed for Transport Canada goods or Do you represent an organization (commercial, non-profit,
sarvices or governmental)? Click here to obtain a registration form ,

or contact our call cenre

Click Here to Regist:

To register, you will need to provide your custol
account number, which can be found in your invoi
statemnent,

Click here to enlarge image

If you do not have your customer number available, contact
our call centre and we would be pleased to help you

Step 1: Re= isterin= for Account Access Cont... Instructions

< null - Microsoft Internet Explorer =&l x| =

& o o 55 5h e | 2 On the Login page,

Qe - © - [¥] [F] (0] O seset fpramoness @) (- o W - scroll down to the

Address |@j https: ftransact be.ge.cafOA_HTMLITCAppsLogin.jsp?langCode=USS B> G |Uﬂks > “Never used our
Forgot my username  Forgot my password -

4 o

Transact website
before?” section.

3. Click on the Click Here
to Register link.

€l pore [

|@ Trusted sites

* Customer
133323
Murnber I

frorn top leff o

* Username Ijanednem § characters )

* Email [ -
anedoelEdomain.com le: nameig@domain. com %
Address IJ @ )
*
Phone - [513-655-5555] (999-555-1234 )
Mumber
* Billing I j
Preferences
* Terms of i’
Use 1. ACCEFTANCE OF TERM3 OF USE:
By accessing or using the Webhsite, you agree, to be hound by these terms and
conditions of use (the "Terms of Use") and such agreemwent constitutes & binding
contract between yvou and Transport Canada (the "Agreement™) . Transport Canadsa
reserves the right to modify the Terms of Use at any time without notice to ||

wou. It is your responsibility to keep wourself apprised of the Terms of Use
applicable at the time of access or use of the Website. By using the Wehsite
after Transport Canads has made modificstions, wyou agree to he bound by such ;I

[T Ihereby certify that [ have read the Terms of Tee above and I agree to comply with the Terms of Tlze.

w s "

13
|&] Dore l_l_ré_ @) Trusted sites 4

Step 2: Entering Registration Details Instructions
1/ /transact.tc.gc.ca/0A_HTML/jsp/por/services/TC_jrec_login.jsp?displayLangu. i =] 3] All f|e|d3 on the registration
File Edit VYiew Favaorites Tools Help ﬁ page must be Completed
ek - S - () [ AY Disewrdh Gfreores Press P - G before an account can be
Address I@ https: [ftransact.be.ge.cafOa_HTMLjspfparfservices/TC_irec_login. jsprdisplayLanguage=US j @Gn |Links ‘ ﬁSnagIt L Created TO proceed
Register Person ]

1. Enter your account
number in the
Customer Number
field. It can be found in
the top left section of
your TC statement or
invoice.

2. Enter your preferred
username in the
Username field. The
username must be at
least 8 characters in
length.

3. Enter your email
address in the Email
Address field. This
address will be used for
all Transact email
correspondence with

you (e.g. your
registration confirmation
email).

Transact-01
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Existing Individual Customer Registration

Step 2: Entering Registration Details Cont

Instructions

transact.tc.gc.ca/0A_HTML/j:
File Edit View Tools  Help

A Back = =p - @ ﬁ ‘ @Search @Favnrites @Media ® ‘ %v E

Address I@ https: [ftransact.ke.ge. ca/Oa_HTMLjspfporfservices/TC _rec_login. jsprdisplayLanguage=US

=101 x|

j @eo |Links ‘ 65nag1t L=t

-

or /services/TC_irec_login.jsp?displayLangua:

Favorites

Register Person

* Customer

133323 from tap left of statement
Nurnber I ( P )
* Username  [janedoe0] [ ust be at least 8 characters )
* i " F
Enal Ijanedoem@damam com [evarnple: nargibe
Address “
* Phone
999-555-1234
MNurnber ( J
* Billing d
Prefarences
* Terms of i’
Use 1. ACCEFTANCE OF TERMI OF USE:
By accessing or using the Website, you agree, to he bound by these terms and
conditions of use (the "Terms of Use") and such agreement constitutes a binding
contract between you and Transport Canada (the "Agreement™). Transport Canada
reserves the right to modify the Terms of Use at any time without notice to ||

vou. It is your responsibility to keep yourself apprised of the Terms of Use
applicahle at the time of access or use of the Website.
after Transport Canada has made modifications,

By using the Website

you agree to he bound by such LI
[T I hereby certify that T have read the Terms of Tse above and I agree to comply with the Terms of Use.

Ly - =

|&] Dore l_l_rg @) Trusted sites v

4.

Enter your phone
number in the Phone
Number field. The
number must include
both your area code and
local number.

Step 2: Entering Registration Details Cont...

Instructions

transact.tc.gc.ca/0A_HTML/jsp;
File Edit View Toals  Help

LBack - = - @ @ ‘ @Search @Favorites @Media @ ‘ %v E

Address I@ https: [ftransact.be.ge.cafOa_HTMLjspfparfservices/TC_irec_login. jsprdisplayLanguage=US

S (=3

j @a0 |Links ‘ S snaglt '

or/services,/TC_irec_login.jsp?displayLangua

Favotites

Register Person ;I
* Customer
133323
Murmber I [ fram top left of statement )

* Username  [janedoe0] [ rust be at least § characters )
* Email [; ; A
Address fianedoe01@domain.com [ example: name@domain.com

* Phone  [5r35eceees [ 999-555-1234)
MNumber

* Billing  [Emai - -
rnail Motification of Irvoices and Staterments only >
Preferences I YJ
* Tarme of Email Motification of [ = 5nd Staternants anly =
Use Faper Invoices and Staternents onl :I

By accessing or using the Webhsite, you agree, to be hound by these terms and
conditions of use (the "Terms of Use") and such agreemwent constitutes & binding
contract between yvou and Transport Canada (the "Agreement™) . Transport Canadsa
reserves the right to modify the Terms of Use at any time without notice to
wou. It is your responsibility to keep wourself apprised of the Terms of Use
applicable at the time of access or use of the Website. By using the Wehsite

[T Ihereby certify that [ have read the Terms of Tee above and I agree to comply with the Terms of Tlze.

after Transport Canads has made modificstions, wyou agree to he bound by such ;I
- e =

o E il

13
|&] Dore l_l_ré_ @) Trusted sites 4

5.

a)

b)

In the Billing
Preferences field, select
one of the two different
methods for receiving
billing correspondence
from Transport Canada:

Email Notification of
Invoices and
Statements only: Once
you have selected this
option, each time a new
invoice or interest
charge is added to your
account you will only
receive email
notifications.

Paper Invoices and
Statements only: By
selecting this option, you
will continue to receive
hard copy invoices and
statements from TC in
the mail.
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Existing Individual Customer Registration

Step 3: Agreeing to the Terms of Use

Instructions

=101 x|

j @eo |Links ‘ 65nag1t L=t

-

3 https://transact.tc.gc.ca/0A_HTML/jsp,/por/services/TC_irec_login.jsp?displaylanguag;

File Edit View Tools  Help

A Back = =p - @ ﬁ ‘ @Search @Favnrites @Media @ ‘ %v E

Address I@:l https: [ftransact.ke.ge. ca/Oa_HTMLjspfporfservices/TC _rec_login. jsprdisplayLanguage=US

Favorites

¥ Phene g5 ges5ees (9995551234 )
Murmber
* Billing ; ; ;
Email Motification of Invoices and Statements anly ¥
Preferences I yJ
* Terms of ﬂ
Use |1. ACCEPTANCE OF TERMZ OF USE:

By accessing or using the Websigef you agree, to he bound by these terms and
conditions of use (the "Ter of T=ze") and such agreement constitutes a binding
contract hEtLWEen you &I ransport Canada (the "Agreement™). Transport Canada
reserves the right odify the Terms of Use at any time without notice to

It iz youresponsibility to keep wyourself apprised of the Terms of Use

he time of access or use of the Website. By using the Website

port Canada has made modifications, vou agree to be bound by such LI

Fou.
applicsble
after T

i IThereby certify that Thave read the Terms of Use above and T agree to comply with the Terms of Tse.
Personal Information Bank | Privacy Act | InfoSource

Submit Request

* Indicates a required field
2
Important Hotices

Kl | o
|@ javascript:get_check_box_walue() l_l_rg @) Trusted sites 4

1. Read Transport
Canada’s Terms of Use
completely.

2. If you agree to the
Terms of Use, click on
the check box to indicate
that you have read,
understood and agree to
comply with the Terms
of Use.

3. Then, click on the
Submit Request button.

Note: You cannot register
for Transact access without
accepting the Terms of Use.

Instructions

Step 4: Completing Registration

=/ /transact.tc.gc.ca/0A_HTML /jsp/por/services, TC_irec_challenge.jsp#displayLan ;lglﬂ
File Edit View Favorites Tools  Help ﬁ
LBack - = - @ @ ‘ @Search @Favorites @Media @ ‘ %v E
Address I@ https:I,ftransact.tc.gc.ca,|’OA_HTML,l’jsp,l’pnr,l’sarvices,l’TC_\rac_chaIIange‘jsp7displayLanguage:us&:ustnmer_type:Trx&user_name:yatj 6)GU
— —— ;I
@
Please answer either of the following questi hefore tinuing !
What is the Date of your most recent Invoice
Date Format (DD-MM-Y YY)
*0R
What is your Canadian Awiation Permit/Licence number ? k
This option is available to pilots and air traffic controllers |
izgued a permit or license number. =
* |ndicates a required field Submit Request )
How Do | Find My Most Recent Invoice Date?
[~

@ [ [ B [@msedstes

Have a copy of your most
recent invoice or Transport
Canada statement ready so
you can answer the
challenge response question
and complete the
registration process.

OR

Enter your Canadian
Aviation Permit/Licence
number to complete the
registration process.

Transact-01
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Step 4: Completing Registration Cont...

Instructions

Statement / Etat de compte

I*l Transpart  Transporis
Canaca  Canada Page 1 of/de 1
Customer No. Statement Date
No du client Date de I'état de compte GST/HST No. /N° de TPS / TVH: 121491807 RT141 \
133323 29-AUG-05

Remit to / Remettre &

Bill to / Facturer & TRANSPORT CANADA / TRANSPORTS CANADA (N
PLACE DE VILLE AFFAH, 330 SPARKS ST. / RU|
JANE ANNE DOE TOWER / TOUR "C", 22nd FLOOR / 2iéme E
1234 MAIN STREET OTTAWA, ON, K1A ON5
OTTAWA ON K1C 5R4 (613) 990-3191
If you have questions regarding this plea?ﬂ?umﬂ'l
Si vous avez des questions a propos de cet état de cerfipte,
contactez:
Tel / Tél. :
Invoice No. T Date | Type Due Date )Bveleﬂce mount mount Due
N° de facture Date de Genre Date d'échéan; Référence Montant Montant da

05-FEB-2005 55.00 55.00
nvoice 13-JUL-2005 55.00 55.00

401700211745
401700282404

05-JAN-2005
13-JUN-2005

A.

If you have a Transport
Canada Statement, your
most recent invoice date
can be found in the
second column
“Transaction Date”.

Step 4: Completing Registration Cont...

Instructions

I*l Eransgort Eransgmks Invoice / Facture| B. If you have a Transport
anada anada H
Invoice No. / N° de facture Canada |nV0|Ce, your
401700282404 H :
most recent invoice date
Date (D/J-M-Y/A) 13-06-2005 Page: 1 of/de 1 i
Customer No. / N° du client : 133323 Clan be fO-Und in the top
Bill to / Facturer & B GST /HST No. /N° de TPS / TVH: 121491807 RT141 r|ght section of the
invoice in the box
1’2*;\‘45’\?::55?2&1_ Remit to / Remettre & named “Date”
TRANSPORT CANADA / TRANSPORTS CANADA (N .
OTTAWA ON K1C 5R4 PLACE DE VILLE AFFAH, 330 SPARKS ST/ RUE
TOWER / TOUR "C", 22nd FLOOR / 22ieme ETAGE
OTTAWA, ON, K1A ON5
(613) 990-3191
Description / Détails Price Quantity Amount
Prix Quantité Montant
401P DAPLS Invoices NCR 55.00 1 55.00
730564 Charge for processing of medical
certificate - MER date 2005/03/17 CAR
104.06(a) Schedule IV - 20 / 730564 Un
frais a I'égard du traitement du
certificat médical - date du REM
2005/03/17 RAC 104.06 (a) Annexe IV - 20
Transact-01 http://www.tc.gc.cal/transact
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Step 4: Completing Registration Cont...

Instructions

w B bty /b B L G20, TR _HTML fp, 0k services TC_inec_chinmnge. e flsnl oyl agunge = ! =]
Fle Edt ew Favorbes Tosk  Help -
ik - = - 3 [3) 2h Qoo [Slreeones e (F T S )

Aubdress [ 4] rkapskraneact b, gz, cal M _HTMLciporfsemacesiTC rec_challenge ispTdspleyt anguage=Lisboustoner_typesTrosss rame=yat ™| (G0

|

Plirass answer althar of tho fallnwsdaig i bafare coptinuing |
Wehal = fhe Date aof Foas mngt ecend Immice 13062005

- Diate Foamad (DDA Y 1Y) -
::l 4

* DR

1A. Enter the date of your
most recent invoice
using the date format
“‘DD-MM-YYYY”.

OR
1B. Enter your Canadian
Aviation Permit/Licence

number.

2. Click on the Submit

Request button

Wehal = your Canatian Smaton PermildLicance rumber 7 |;-G
| This cgdion is avaisbls 1o plcts ard air fraffic corgrollars 123456

issued a permil or icerse number.
|

* Indicales a requited field

How Do | Fingd by Most Becen wpics Diadas
il i 5 1 Trusted st
Step 4: Completing Registration Cont... Instructions

=1olx|

; https://transact.tc.gc.ca/0A_HTML/jsp/por/services,TC_irec_login.jsp?displayLanguage=|

File Edit WYiew Favorites Tools Help

P Back - =) - @ ﬁ | @Search @Favnrites @Media @ | @v a

Address Iﬂj htkps: fftransact, bo,go, ca/Oa_HTML jsp/porfservices/TC _rec_login, jsprdisplayLanguage=L5

I+l

j @GD ‘ L\nks| eﬁnaglt ET'
Canada

Transport  Trans|
Canada Canada

[l [soarch |

@[ —

'
Ll

L Self Registration Confirmation

CONFIRMATION: Your request for user registration has been processed. You will receive a confirmation email
containing your password. Once you receive this email, you can use your username and password to login at

httpz//wosnw.tc.gc.calffransact %
- I
[&] Termine ’_ ’_ @) Trusted sites Y

3. A confirmation page will
appear that informs you
that your registration
request has been
processed.

4. You will also receive an
email with the password
you will need to login to
Transact and access
your account.

5. Close this window.

Note: You should receive a
confirmation email
containing your Transact
password within 30 minutes.
If you have not received the
confirmation email after 30
minutes, please contact
Technical Support between
the hours of 7:30 AM and
5:00 PM Eastern time at 1-
866-949-2262. For areas
outside North America,
please call 613-949-2387,
country code 1.

Transact-01
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Step 5: Logging in Using Your Account for the First Time

Instructions

7 Transport Canada Transact Home - Microsoft Internet Explorer

Ele Edt Wiew Favorltes Tools Help

REIE]
| 4

SRR

Gaack - |_L| |§| ;‘J ‘ /-USEarch \;"‘\"/Favnntas ‘}‘

Adcress [{€] http:ftransact-en. k. qc.ca/portal/pagefportal[TC_EN_PAGE_GROLP/TC_EN_MAIN_PAGE

[ L |

Transport  Transports
Canada  Canada

Canada
[ Francais | ContactUs _|Help __ |Search __|Canada Site |
[Home |

[Aboutus  [Media raom [Environment [Emergencies]
[air _____[Marine ___[Rail _____[Road ___[Major issues |

Welcome to Transact \

¥ My Webstore

v Wiew, Download ar Purchase TC Publications.

o

L Manage My Account

Pay bills, view invoices, print invoices, eto

Update My Account and Billing Profile

G Updete address, credit card and password information

B> G |Lmks =

|

€l pore [

|@ Trusted sites

Whether entering the
Webstore or the Manage my
Account web application, the
first time you login to
Transact after registering
you will have to change your
password. This is illustrated
below using Manage my
Account but the essential
steps are the same. To
proceed:

1. On the Transact home
page, click on the
Manage My Account
link.

Step 5: Logging in Using Your Account for the First Time Cont...

Instructions

Transport  Transpors
Canada  Canada

1+1 Canadi
| Francais [ ContactUs [Help ____[Search __|Canada Site |

Login to access your account to manage and pay invoices

= lsername |
#* |ndj Equired Field

= Password

P 4

Forgat your Sign In information?

Forgot my username  Forgot my password

Never used our Transact website before ? See below for tips on registering
Existing Individual TC Client Organizations

If you have ever heen hilled for Transport Canada goods or
senices :

Do you represent an organization {commercial, non-profit,
or governmental)? Click here to obtain a registration form
or contact our call centre

Click Here to Register

2. Enter your username in
the Username field.

3. Enter the password that
you received in your
confirmation email in the
Password field.

4. Click on the Login
button.

Transact-01
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Existing Individual Customer Registration

Step 5: Logging in Using Your Account for the First Time Cont...

Instructions

4 sign In - Microsoft Internet Explorer =]
File Edit “iew Favorites Tools  Help ﬁ
dm Back + mp T @ ﬁ | @Search @Favnrites @Media @ | %v a
Address Iﬁj https:/ftransact, ko, o, cajOs_HTMLITCAppsLogin, jsp?langCode=0I5 j Pao | Lirks | @Snaglt el

-

==
Change Password

Change Password

*|ndicates Required Field

=Current Password  [™
=Mew Password |77
=Please re-enter the new password [~

@‘TIP Password must be ot least 7 characters long.

Cancel

El
@ Terming ’_ ’_ _ @ Trusted sikes 4

5. You will be prompted to
change your password.
Enter the password from
your confirmation email
in the Current
Password field.

6. Enter a new password in
the New Password field
and then re-enter the
password in the Re-
enter New Password
field.

7. Click on the Apply
button.

Note: Passwords must be at
least seven characters in
length, contain at least one
number and one alpha
character, and contain no
repeating characters.

Transact-01
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