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I. Introduction 
 
The purpose of this document is to provide easy step-by-step instructions on how to register and 
enrol into TRACS. This is a one-time occurrence. After you successfully register and enrol, 
future visits will only require you to login using your User ID and password. 
 
 

Welcome 
 
Welcome to the Tax and Revenue Administration Client Self-Service (TRACS) system.  There are 
two easy ways to access TRACS. 
 

1. Directly enter the website address: https://tracs.finance.gov.ab.ca; OR 
 

2. Use the TRACS link on the Alberta Finance website found at 
www.finance.alberta.ca/tracs (Figure 1.0). 

 
 Figure 1.0 

 
 
From there you have two options: 
 

Option 1. Register for a User ID – first time users to the Alberta Secure Access  
Service (ASAS). (Pages 4-9). 
 

Option 2. Enter the TRACS system using your existing ASAS User ID and Password – 
returning users. (Pages 10-13). 

 

https://tracs.finance.gov.ab.ca/�
http://www.finance.alberta.ca/tracs�


II. Register for an EXTERN ID 
 
To formally introduce yourself to the system you will need to register.   
 

To begin, click on    (Figure 1.1).   
 
 
Figure 1.1 

 
 
 
You will need to complete five steps (Pages 5 – 9) to successfully register. At the end of the 
registration process you will obtain a system generated User ID. 
 
If you require assistance with any of the five registration steps, call the Alberta Secure Access 
Service at (780) 644-5770 or, if calling long distance within Alberta, dial 
310-0000, then enter (780) 644-5770.  Alternatively, you may email: 
asas.help@gov.ab.ca.  
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Step 1 – The Privacy Notice  
 
The first step in the registration process is to familiarize yourself with the following Privacy Notice.  
 
 
Figure 1.2 

 

 
 
 

To continue with the registration process, click     (Figure 1.2).          
 

By clicking   (Figure 1.2), you will exit the registration process and be returned to the ASAS 
homepage (Figure 1.1).  
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Step 2 – Personal Information 
 
After agreeing to the Privacy Notice, you will then be prompted to enter some personal information. 
This information will be used to help differentiate you from all other Government of Alberta users.  
 
 
Figure 1.3 

 
 
When inputting
under the INST
 
Fields with an a
 

Once you have
 
 
 

   
Instructional 
Message… 
 

 your information, be aware that detailed instructions for each field are available 
RUCTIONS bar (Figure 1.3) upon clicking in the input area.   

sterisk behind it are required to be entered.  

 provided this information, click on  (Figure 1.3) to continue. 
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Step 3 – Contact Information 
 
In step three you will be required to enter your business contact information. Your contact 
information is collected in the event that you need to be contacted regarding your Alberta Secure 
Access User ID.  If you have more than one business address, please use the contact information 
where your primary business affairs are conducted. 
 
 
Figure 1.4 

 

Instructional 
Message… 

 
 
When inputting your information, be aware that detailed instructions for each field are available 
under the INSTRUCTIONS bar (Figure 1.4) upon clicking in the input area.   
 
Fields with an asterisk behind it are required to be entered.  
 

Once you have provided this information, click   (Figure 1.4) to continue.   
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Step 4 – Security Information 
 
The next step is to answer questions that will be asked in the event that you need to reset your 
password. In other words, these questions will be used to verify who you are.  
 
Figure 1.5 

 

Instructional 
Message …

 
 
 
When inputting your information, be aware that detailed instructions for each field are available 
under the INSTRUCTIONS bar (Figure 1.5) upon clicking in the input area.   
 
After answering the challenge response questions, you will then be required to create your 
password. There are several rules when choosing a password. The password cannot contain your 
first and/or last name, must contain at least one number, one upper case letter, one lower case letter 
and can only be between 8 and 40 characters long.   
 
Decide on a password and enter it in twice; once in the Password box and then again in the Confirm 

Password box and select   (Figure 1.5) to continue. 
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Step 5 – User ID Created 
 
Upon reaching step five, the system will generate your User ID.  This User ID along with your 
chosen password will allow you to access the system in the future. 
 
 **Note: Print this screen and store it in a secure place for future reference. The User 

  ID screen is displayed only once. 
 
 
Figure 1.6 

 
 
 
After completing the registration process, you will need to enrol into TRACS. You have the option of 
enrolling immediately or logging out and enrolling at a later date.  
 

Click on   (Figure 1.6) if you wish to enrol into the TRACS system at this time. 
 

By selecting  (Figure 1.6) you will be not be enrolled into the TRACS system.   
 
To enrol into the TRACS system at a later date, you will need to login to the system using your 
password (Page 8) and User ID (Page 9) on the ASAS homepage (Figure 1.1) and then commence the 
self-enrolment process (Page 10).   
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III. Self-Enrolment (Enrol into TRACS) 
 
The Self-Enrolment process consists of three steps (Pages 11 – 13). Please have your Account 
Number and PIN easily accessible. You will need them to successfully enrol into TRACS. 
 
**Note: For detailed instructions on how to find your account number, please visit 

http://www.finance.gov.ab.ca/tracs/help_account_number.html
 
*** If you require any assistance with TRACS enrolment, contact Alberta Finance at (780) 427-9424 
or, if calling long distance within Alberta, dial 1-888-565-9111.  Alternatively, you may email 
ecomhelpdesk@gov.ab.ca.  
 
If you are proceeding directly from step five of the registration process (Page 9) to the enrolment 
process, you will automatically be taken to step one in the enrolment process (Page 11).  
 
If you have chosen to enrol into TRACS at a later date, separate from completing the registration 
process, you will need to login from the ASAS homepage (Figure 1.7). 
 
 
Figure 1.7 

 
 
 
To logon to TRACS, please enter your password (Page 8) and User ID (Page 9) on the ASAS 
homepage (Figure 1.7). 
 

After entering your login information, press   (Figure 1.7). 
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Step 1: Select a Ministry Service 
 
This step allows you to pick which Ministry’s online system you wish to enrol in. 
 
Figure 1.8 

 
 
When this form opens, the system automatically defaults to the first Ministry service on the list.  To 
enrol into TRACS, click in the circle beside Tax and Revenue Administration Client Self-Service 
(TRACS) underneath the Alberta Finance Ministry (Figure 1.8). 
 

Click    (Figure 1.8) to continue. 
 

                                             TRACS Login Instructions                          Page 11 of 14  



Step 2: Alberta Finance’s Collection Notice 
 
After selecting TRACS, the next step in the enrolment process is to become familiarized with the 
following Collection Notice. 
 
Figure 1.9 

 
 
 

To continue with the enrolment process, click     (Figure 1.9). 
 

Clicking    (Figure 1.9) will exit you from the enrolment process and return you to the ASAS 
homepage (Figure 1.1). 
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Step 3:  Enrolment Information 
 
The final step in the enrolment process is to provide additional enrolment information that will be 
used directly by Alberta Tax and Revenue Administration (TRA). It is at this stage where you will 
need to enter the Account Number and PIN sent to you by either TRA or by a business 
representative. 
 
**Note: The PIN can only be used once for verification purposes. For this reason, after the PIN 

is entered, you must click on Enrol to close the screen. If you close this screen by any other 
means, your PIN will become invalid and another must be issued. To obtain another PIN, 
contact the individual or entity that issued your previous PIN. 

 
Figure 1.10 

 

Instructional 
Message … 

 
When inputting your information, be aware that detailed instructions for each field are available 
under the INSTRUCTIONS bar (Figure 1.10) upon clicking in the input area.   
 
The First Name, Surname, Contact Phone Number, Phone Extension Number and Organization 
Name are pre-populated with information that you have previously entered. The First Name and 
Surname are the only fields that cannot be updated on this screen – they can be updated on the 
Personal Profile screen in TRACS (Figure 1.11). 
 
Fields with an asterisk behind it are required to be entered.  
 

To complete the enrolment process, click     (Figure 1.10). 
 
Congratulations, you have successfully enrolled into the TRACS system!  You will be taken to the 
TRACS homepage (Figure 1.11) where you will be able to select the account you have just enrolled in.   
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IV. TRACS Homepage 
 
You will be brought to the TRACS homepage (Figure 1.11) after you have successfully completed the 
registration and enrolment processes or after successfully logging in (Figure 1.7).  
 
Once inside the TRACS online system, you will be able to select the account that you wish to 
access. After the account has been selected, a list of available functions will appear in the left pane. 
 
 
Figure 1.11 

 

Available 
Functions… 

 
 
Some individuals may have the ability to enrol in multiple accounts (you will receive the PIN for each 
account you can access). To enrol into additional accounts, click on ‘Account Enrolment’ and enter 
your enrolment information. 
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