How to Complete an "Ontario License
to Transport Fuel" Application

This guide will provide you with step-by-step instructions on how to complete an
"Ontario License to Transport Fuel" in the TSSA Client Portal.

1 From the Client Portal home page, click the "Applications" tab.

N

Home Accounts Aj Invoices

Custorner Portal

Hi Ada Shelby

Welcome to the TSSA portal, where. customers can view and manage account information. submit application requests. pay invoices and more.
New Customers Existing Customers

Create an Individual account if you are applying for. Link to your TSSA account with.

* A personal certificate * Invoice or inspection report or

+ Valid authorization {licence/certificate/registration. etc.) or
= Account Access Key

For all other requests create an Organization account

« We require the company’s legal entity details, i.e., corporation number or business

identification number.
Third Party Property Management Companies Third Party Submitters
Link to your own TSSA account prior to linking o the owner/operator you wish fo Link to your own TSSA account prior fo linking to the owner/operator you wish to transact
transact on behalf of, e pay an invoice, submit an application request, on behalf of, ie. submit an application request,
If you do not have an account with TSSA If you do not have an account with TSSA
* Please create a Third-Party Property Manager account first, + Please create a Third-Party Submitter type account first,
= Then proceed to linking to the owner/operater you wish to transact on behalf of * Then proceed to linking to the owner/operator you wish to submit an application request
+ The [Consent to Grant Third Party Access] form will need to be completed for.

* The [Consent to Grant Third Party Access] form will need to be completed

Create Account Link Existing Account


https://tssaorg.sharepoint.com/sites/learningcentre/SitePages/Learning-Centre.aspx?sw=bypass

2 Click the "Ontario License to Transport Fuel” link under "Online Applications".

N/

Accounts  Applications  Invoices

Accounts > Applications

Online Applications

Boilers & Pressure Vessels Design Registration Fuels Safaty Registration in Ontario as a Contractor

Boilers & Pressure Vessels Inspection Onltario License to Transport Fuel

Boilers & Pressure Vessels Variance Public Information Request

Change Of Ownership Renew Amusement Device Permit

Examination Booking @

Please click to access all other applications

My Pending Applications

Followina Applications are in proaress. either bendina documents ubload and/or Fees bavment.

3  Read the "Instructions".

Ontario License to Transport Fuel

Technical Standards and Safety Authority

Tank Details

Please ensure the account selected for this request is the Owner/Licensee and not Third-Party Property Management or Submitter

account. The license will be issued to the account selected below

TSSA Customer Account*
(Flease selex
Create Acc

LIN v

1. Each truck requires a separate application request

2. Cargo Liner - Lead and Pup requires one application per tank

3. Once the application has been processed notification will be sent with detdils to contact TSSA and schedule the mandatory pre-
licence inspection.

4. Technical contact details are required to determine the location of the truck for inspection.

ol ()




4  Select the "Owner/Licensee TSSA Customer Account" from the drop-down list.
Click "Nlext" for the Tank Details.

Ontario License to Transport Fuel

Technical Standards and Safety Authority

Instructions

Please ensure the account selected for this request is the Owner/Licensee and not Third-Party Property Management or Submitter

account. The license will be issued to the account selected below.

TSSA Customer Account”
select the account from list bek

Account or L Existing Accoul

(Plegs

G

Select)/Account

Select Account
Googl

1 BMO

2 LINDE
Niyah'

3 MCDC

| to contact TSSA and schedule the mandatory pre-

5  Select one of the following "Fuel Type™:

» Gasoline or Associated Products

* Propane

Accounts  Applications  Invoices

Accounts = Applications = Ontario License To Transport Fuel

Ontario License to Transport Fuel

Technical Standardsand Safety Authority

Instructions Tank Details Review Document Fees

Fuel Type
Gasoline or Associated Products Propane

Application Type
New Remount (Mounting an existing TSSA registered tank onto a new «

Tank Vehicle Type

Cargoliner (A vehicle that is used to transfer fuels in which the tank constitutes the main structural member and Tank Trunk (A truck cha

that is towed by a separate motor vehicle.)

Technical Contact Information
First Name*

Last Name*



6  Select one of the following "Application Type":

* New

* Remount
Ontario License to Transport Fuel

Technical Standardsand Safety Authority

Instructions Tank Details Review Document Fees

Fuel Type
Gasoline or Associated Products ® Propane

Application Type

New Remount (Mounting an existing TSSA registered tank onto a new cl
Tank Vehicle Type
Cargoliner (A vehicle that is used fo transfer fuels in which the tank constitutes the main structural member and Tank Trunk (A truck chas

that is towed by a separate motor vehicle)

Technical Contact Information
First Name* Last Narme*

Phone No.* Email Address*

7  Ifyou select "New", proceed to step 9.

Ontario License to Transport Fuel

Technical Standardsand Safety Authority

Instructions Tank Details Review Document Fees

Fuel Type
Gasoline or Associated Products ® Propane

Application Type

® New Remount (Mounting an existing TSSA registered fank onto a new chas:
Tank Vehicle Type
Cargoliner (A vehicle that is used to transfer fuels in which the tank constitutes the main structural member and Tank Trunk (A truck chassis ¢

that is towed by a separate motor vehicle)

Technical Contact Information
First Name* Last Name*

Phone No.* Email Address*



8 Ifyou select "Remount", enter the Inventory Number and proceed to step 11.

Instructions Tank Details

Fuel Type
Gasoline or Associated Products Propane
Application Type
New @ Refnount (Mounting an existing TSSA registered tank onfo a new chassis (a support

Inventory Number®

Technical Contact Information
First Name™ Last Name®

Phone No* Email Address®

@ Tip! Fields with an asterisk (*) are mandatory fields.

9  Select one of the following "Tank Vehicle Type":

* Cargo Liner

» Tank Trunk

Ontario License to Transport Fuel

Technical Standardsand Safety Authority

Instructions Tank Details Review Document Fees

Fuel Type
Gasoline or Associated Products @ Propane
Application Type
® New Remount (Mounting an exis tank onto a new chx
Tank Vehicle Type

fer fuels in which the tank constitutes the main structural member and

Cargelirer (A vehich

that is towed by a separate motor vehicle)

Technical Contact Infermation

First Name* Last Name*

Phone No* Email Address*
Tank Details

Date Manufactured” Manufacturer Name®

mm/dd/YYYY



10 Ifyou select "New", enter the Tank Details:

Fuel Type
Gasoline or Associated Products Propane

Applicafion Type

® New Remount (Mour nfo a new cha

Tank Vehicle Type

Cargoliner (4 vehicle the he main

member and that

ad by a separate mok

Technical Contact Information

First Name* Last Name®
Jure Lee
Phone No* Email Address®
(437) 546-2864 June lee@gmailcom
Tank Details
Date Manufactured® Manufacturer Nome*
04/03/2023 The Fuel Stop
License Plate Number Serial Number*
11432365
Unit Number Highway Tank Capacity*
Mississauga
Flest Nummber Highway Tank Capacity Unit OF Measure®

11 Ifyou select "Remount", enter the Tank Details:

s i — B o TN LSS T s 1 s

Ontario License to Transport Fuel

Technical Standards and Safety Authority

Instructions Tank Detail

Fuel Type
@ Gasoline or Associated Products Propane

Application Type
New ® Rgmount (Mounting on exis

TSSA registered tank onto a new ch

Inventory Number®

104467037

Technical Contact Information

First Name* Last Name*

June Lee
Phone No* Email Address”

(437) 546-2864 Junelee@grnail. com
Tank Detail§

License Plate Number

CANON436

Unit Number



12 Click the "Next" button to move to the "Review" tab.

Gasoline or Associated Products @ Propane

Application Type
® New

ting an existing TSSA registered fank onfo @ new chassis (@ SupEol

Tank Vehicle Type
Cargoliner (A ver

Tank Trunk (4 m hassis and tank assembly o

unit for the bulk defvery of

Technical Contact Information

First Name* Last Name*
Leo Brown

Phone No* Emai Address®
(437) 766-3862 abc@gmailcom

Tank Details

Date Marwfactured® Manufocturer Name*
04/03/2023 The Fuel Stop

License Plate Number * Serial Number®
CANON436 43

Unit Number* Highway Tank Capacity*
1201 Toronto

Fleet Number Highway Tank Capocity Unit OF Measure®
54 Litres

s



13

Review the entered information:

e Account Name

» Tank Details

Click on "Print Form" to print this section.

Instructions  Tank Details

Account

Tank Details

Dacurnent

Fees

TSSA Account Name
cos

Fuel Type
Propane

Tank Vehicle Type
551

First Name
Leo

Phone No.
(437) 766

Date Manufactured
04/

License Plate Number
CANON

Unit Number
1201

Total storage capacity Units

5516

Application Type
New

Last Name
Brown

Email Address
abc@gmail.com

Manufacturer Name
The Fuel Stop

Serial Number
11432

Total Storage Capacity
Toronto

Print Forrgl



14 Click on the "Terms of the Application Declaration”. The Terms of the
Application will appear.

unit Number

1201

Total storage capacity Units Total Storage Capacity
551¢ Toronto

Fleet Number

543

\/ Please refer to the link for our Access and Privacy code. If this request includes a release of personal information, TSSA will require consent from the e

| agree to he Application Declaration
(Click on link To-zawew the ferms)

Please enter your full name to sign electronically*

January 10, 2024

After you submit your Application Request. TSSA will contact you to confirm your submission.

15 Read the terms of the application. Click the "Accept" button.

| hereby acknowledge and agree to the following:

As the applicant submitting, | certify that the information | have provided on this application is true and correct. |
understand that making a false statement may result in the revocation of the authorization and failure to provide the
required information will result in delayed processing and/or approval of the requested service.

I hereby declare that as the owner/licensee of the device/facility/business | am responsible for the operation and for
ensuring that any device/facility is properly serviced and maintained as required under the Technical Standards and
Safety Act.

“Information provided in this application may be releasable to third parties upon request pursuant to TSSA's Access
and Privacy Code




16 A check mark will be placed beside "I agree to the Terms of the Application
Declaration”.

Enter your full name to sign electronically.

1201

Total storage capacity Units Total Storage Capaci
5516 Toronto

Fleet Number

543

v | Please refer to the link for our Access and Privacy code. If this request includes a release of personal information, TSSA will require consent from the

| agree to Terms of the Application Declaration
(Click on link to review the terms)

v
Please enter your full name to sign electronically*

January 10, 2024

After you submit your Application Request, TSSA will contact you to confirm your submission.

Annliratinn rannnt ha aditad Aftar unin nracaad ta Mavt ctrna Dlamca raviews Aand ~anfirea All Aataile

17  Click the "Next" button. The "Documents" tab will appear.

Unit Number
1201

Total storage capacity Units Total Storage Capacity
55163 Toronto

Fleet Number
543

v Please refer to the link for our Access and Privacy code. If this request includes a release of personal information. TSSA will require consent from the effected party

.~ lagreeto plicat
(Click on link to review the terms)

Please enter your full name to sign electronically*
Leo Brown

January 10, 2024

After you submit your Application Request, TSSA will contact you to confirm your submission.

Application cannet be edited after you proceed to Next stage. Please review and confirm all details.

Cancel Back | Nex

10



18

Click on Browse to upload additional documents. No mandatory documents are
required, however, supporting documents can be submitted if necessary.

Profile Sign out

Accounts  Applications  Invoices BPV Owner  BPV Insurer

Accounts > Applications > Ontaric License To Transport Fuel

Ontario License to Transport Fuel

Technical Standardsand Safety Authority

Instructions Tank Details Review Document Fees

For the Required/Mandatory documents, you may click browse again, 1o modify on uplooded file

Additional Documentation (Optional)

Tip! Acceptable documents in the file formats: JPEG, PNG, ZIP, and PDF. If not, an
error will display.

11



19 The document has been uploaded successfully. Click "OK".

Select the "Next" button to move to the "Fees" tab.

©

Great!

Document uploaded succcessfully.

&

Document




20 The detailed prepayment fees for the application will appear. Review the details.

Select one of the following methods of payment:

* Credit Card

» Cheque
« EFT
* Wire
Sub Total:
Taxes:
Total Amount
Owing:
Payment is required for application to be processed
Sélect Payment Method Type®
Select, v
Credit Card
Cheque
EFT
Wire
Learn Company Need Help?
Training Documents Company News Anywhere you see an information icon @, please
Trainina \lidanc click it for mora datails

13



21

22

If you select "Cheque", then click on "Payment Details" option.

Taxes:

Total Amount
Owing:

Payment is required for application to be processed.

Select Payment Method Type™

Cheque v

Click to see P_oy@%ﬂs

Company Need Help?

View "Payment Details" for "Cheque or Money Order".

Payment Details

Cheque or Money Order
Payable To:  Technical Standards and Safety Authority

Mail to: 345 Carlingview Drive
Toronto, ON
MOW N9

Please include application number on cheque remittance

14



@ Follow the steps for payment methods similar to "Cheque":
«EFT
* Wire

Select EFT or Wire as payment method. Then click Payment Details to view
instructions on how to make the payment.

A The payment method steps are different for different options.

Payment is the last step in this process.

23 If you select "Credit Card" for the method of payment. Click on "Pay by Credit
Card".

Ontario License to Transport Fuel

Technical Standardsand Safety Autherity

Instructions ~ Tank Detals ~ Review  Document

Billing Description Quantity Unit Price ($) Subtotal ($) Tax ($) Total Amount ($)
FS Propane Highway Tank - 1 $197.50 $197.50 $0.00 $197.50
Authorization Fees
FS New Inspection - Propane 1 542650 $426.50 55545 548195
Highway Tank - Inspection
Fees
Sub Total: $624 00
Taxes: $5545
Total Ameunt Owing: $679.45

Payment is required for application to be processed. Application will not be processed if you select cancel
Select Payment Method Type*
Credit Card v

Cancel Pay by Credit Card

15



24 Select the "Click to proceed to Secure Page" button to enter your credit card

details.

Amount to Pay: 679.45
Payment Id : PortalTxn_1839
Application Number AP00001346

o rowsto s pae




25

Enter the Credit Card details:

» Cardholder Name
e Card Number
* MM/YY (Month and Year)

* CVV (3-digit number on card)

kevin - QA Store

v @0 I a0
Cardholder Name

[

Card Number

MM/YY cw @

Total $679.45

Beck

17



Click on "Checkout™" button to process the payment.

Ve @b B2 =850

Cardholder Name

Leo Brown

Card Number

5454 5454 5454 5454 [ B
MM/YY cw @
09/29 [ 100 ]
Total $679.45

BECk lﬂl

The Transaction receipt will appear. "Print" a copy of the Transaction Receipt
for your records.

Transaction Approved
£z
Transaction Approved
Order Number : PortalTxn_2169_
Application_Number : AP000!
Amount: !
First6é and Last4 Digit of Card Number: 5454545454
Transaction Type:200
Approval Code : KN9£
Reference Number : 6601885400
Tranasction Number : 1771-0_651

Tranasction Datetime : 2024-01-10 13:48:05



28

Congratulations! You have successfully submitted an application for an "Ontario
License to Transport Fuel" in the TSSA Client Portal.

You will receive an email confirmation and an official receipt once the payment
has been completed.

Contact Customer Service at 7-877-682-TSSA (8772) or send an email to
customerservices@tssa.org in case of any questions.

19
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