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Overview

The Municipal Property Assessment Corporation (MPAC) is responsible for assessing

and classifying properties in compliance with the Assessment Act and related legislation and
regulations set by the Government of Ontario. We take property assessment seriously because
it is the role we play in helping to make the communities we all live in stronger.

For commercial, industrial, multi-residential and hospitality properties, MPAC applies the
income approach to value. Using this approach, a property’s value is indicated by its
revenue-earning power. In other words, the amount of money it has the potential to earn.

Each year, MPAC requests rent, income and expense information, to be submitted online
through AboutMyProperty on mpac.ca,, to make sure the information used to assess each
income-earning property is current. This User Guide is intended to help property owners
submit information requested by MPAC to assist in determining accurate property assessments.

MPAC’s Information Request

For all applicable commercial, industrial, multi-residential and hospitality properties, MPAC
requires property owners to submit an Income and Expense form for the most recent fiscal
year, as well as a report on any rents currently being charged as of the date of MPAC’s request.
If applicable, property owners may also be required to fill out Rental Data forms.

For help in filling out any of these forms, please refer to the examples shown in this
guide or by using the terms and definitions provided in the “Key Dates and
Resources” tab on AboutMyProperty.

How MPAC uses the Requested Information

The income approach to value for applicable commercial, industrial and multi-residential
properties involves the determination of five valuation parameters: gross leasable area/suite
type, fair market rents and additional income, vacancy and collection loss, non-recoverable
expenses/operating expenses and capitalization rate. These five valuation parameters are used
in the income calculation to determine current values.

Similarly, the income approach for hospitality properties involves specific valuation parameters
used to determine the present worth of anticipated future income: stabilized income from all
revenue sources, occupancy and vacancy levels, non-recoverable expenses/operating
expenses, gross income multiplier and capitalization rate.

For each of the valuation parameters, MPAC groups and analyzes the appropriate information
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collected from property owners to determine a parameter which reflects market activity. These
market-derived parameters are used in the determination of a property’s (and comparable
properties’) current value.

AboutMyProperty™

AboutMyProperty™ is a secure website that provides property owners with convenient access
to property assessment information. In addition, owners can access site information and recent
sales information on their own property and similar properties in their neighbourhood.

In 2016, MPAC made improvements in how we collect this information by launching the PIER
program through AboutMyProperty for owners of commercial, industrial and multi-residential
properties. In 2018, we expanded the PIER program to enable hospitality property owners to
submit their property income and expense information to MPAC online.

Browser Requirements

AboutMyProperty is best viewed using one of these browsers: Internet Explorer 11+, Chrome
43+, Firefox 12+ or Safari 5.1+.

The latest versions of these web browsers can be downloaded at the following links:

e Apple Safari

e Google Chrome

e Microsoft Internet Explorer

e Mozilla Firefox

Login
Follow these steps to log in:

1. Go to mpac.ca click on AboutMyProperty.


http://www.apple.com/safari/download/
https://www.google.com/chrome/
http://www.microsoft.com/windows/internet-explorer/
http://www.mozilla.com/
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ABOUT MY pti B saa
PROPERTY |

REGISTER SIGN IN CONTACT US

Welcome to AboutMyProperty™

Register for an account on the newly enhanced AboutMyProperty to learn more about how your property was assessed, view the
information we have on file, compare your property to others in your neighbourhood or file a Request for Reconsideration.

Note: All property owners will need to register for an account using the roll number and access key found on their most recent
property assessment notice. You can also re-register using your existing login credentials and you will be prompted to update your
account information and password.

NEW USER REGISTERED USER

Create an account to access the features available to you through

AboutMyProperty™.

Enter your 19-digit Roll Number and Access Key found on your Property

A Notice.
Asscsament Notiee ROLL NUMBER & ACCESS KEY: Your

Roll Number and Access Key can be
found on your Property Assessment
0000 Notice.

ROLL NUMBER

ACCESS KEY o CAs 1A A ASOUT T A TMARINT

[JI'm not a robot @ o 3
Need Help? Clear Register L R dactine

2. Login using your AboutMyProperty™ user ID and password.
First-time AboutMyProperty™ users will have to register first:
e From the homepage, select the Register Now link.

e Inthe Register Now window, enter your Roll number and Access key, which
are included in the request letter you received from MPAC for rental, income
and expense information.

e Once your Roll number and Access key are entered into the appropriate fields,
select Enter.

e Follow the instructions on screen to create your profile.

3. Atthe next screen, select the “click here” link in the Property Income and
Expense Return section.
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ABOUT MY Accessibility & B English
PROPERTY '

SIGN OUT CONTACT US

ABOUT MY
Assessment Information Requests PROPERTY

Continue to AboutMyProperty™ to learn how and why

Property Income and Expense Return
’ ¢ your property was assessed the way it was.

Submit by July 16, 2021

Grain Elevator Information Requests
Submit by April 16, 2021

4. For an additional level of security, enter the Roll Number and Web Access Code
included in the request letter you received from MPAC and select LOGIN (see
below).

Enter Roll Number and Web X

Access Code

Roll Number

Web Access Code

LOGIN




MUNICIPAL
(mpac N\ PROPERTY

ASSESSMENT

CORPORATION

My Returns Page

The default screen upon login is the My Returns page. From this page, you can access the forms
you need to complete for each property that you own and submit them online.

You can also choose from two other tabs in the main navigation:
e The My MPAC tab includes general information about MPAC and property assessment.

e The Resources tab includes terms and definitions to help you complete your
forms and provides a link to additional resources available on mpac.ca.

Frangais | Accessibility | Help | Contact MPAC | = A A @a Continue to AboutMyProperty | SIGN OUT
mpac
My MPAC Resources
Assessment Information Requests
The Municipal Property A Corporation’s (MPAC) role is to assess and classify all properties in Ontario in d with the A Act and related
regulations. MPAC continually collects property information to ensure our data is accurate and up-to-date.
Thei i by MPAC is authori under section 11 of the Assessment Act (Act) and will be used for property assessment purposes. It may also be
used for municipal and school board planning purposes. Section 13 of the Act provides penalties for non-compliance and for providing false information. Please
note, if the inf i is not provided and you choose to appeal your assessed value to the Assessment Review Board, the Act provides that the burden

of proof will shift from MPAC to you.

MPAC is committed to protecting your information. We are prohibited from the horized di of your i ion under the A Act and the
Municipal Freedom of Infc ion and Protection of Privacy Act. MPAC will only access, use and disclose your p i ion with your or where it is
permitted or required by law. On occasion, MPAC may use your infc ion to obtain feedback duct surveys and enhance program delivery.

If you have i garding this ion, please contact us at 1 866 296-6722 or by TTY at 1 877 889-6722.

To learn more about MPAC, please visit mpac.ca

Select Roll number

Date
Roll Number Property Address Municipality Status Report ID Submitted

The following information is displayed on this page for each property that you own:
e Roll number, property address and municipality.

e The status of your submission — Start, Work in Progress or Submitted. The status
for each property will be updated automatically as you complete and submityour
forms.

e For properties where forms have been successfully submitted, a Report ID
number and Date Submitted will be displayed. You may return to this page in the
future to reviewthe information you submitted or to print a record of your
submission(s). Once the forms are submitted, changes cannot be made.
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To start the submission process for a property, select Start in the Status column.

Select Roll number

Roll Number Property Address Municipality Status Report ID Date Submitted

111111111111111 432 ANY ST ANY TOWN Work in Progress
222222222222222 543 MAIN ST ANY CITY Submitted
333333333333333 123 JONES ST ANY VILLAGE Start

0649 2015-12-18T09:47:56

Navigating the Forms

Depending on your property type, you may be required to complete an Income/Expense
form in addition to a Multi-Residential Rental Data form, Retirement Rental Data form or
Commercial/Industrial Rental Data form.

‘ Resources

There are three tabs in the main navigation:

e The My MPAC tab features general information about MPAC and property
assessment.

e The Resources tab includes terms and definitions and a link to more resources at
mpac.ca.

e The My Returns tab lists your properties that require information to be submitted. You
can access your forms from this page.

All forms have the following features:

9 Icons at the top of each screen show the forms you
must complete and submit for each property. The
highlighted icon indicates where you are in the
submission process.

Check box if the
property has a
¢ doorman/concierge or
controlled access.

v
-

Tool tips provide a statement to clarify what
information MPAC is asking for. To view a tool tip
for a specific item, select the question mark.
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As you are completing forms, you can select:
BACK NEXT
e BACK to return to the previous form

to review or modify it.

e NEXT to save your information and
advance to the next form.

e SAVE to save your work and return later
to complete it. If you leave a form without
selecting SAVE, the information entered
to that point will be lost.

L1 Eror Error messages alert you about invalid information
Invalid data is entered
that needs to be corrected.
ADD UNIT Units can be easily added to your forms based on
changes to the rent roll by selecting ADD UNIT.

The new row will appear at the top of the section
on the current page.

Delete Units can be easily deleted from your forms by
x) selecting Delete.

General Instructions for Completing Forms

NOTE: For your convenience, the Commercial/Industrial and Multi-Residential Rental Data
forms may be pre-populated with information MPAC has on file from a previous submission.
Please review and update this information as required.

e Mandatory fields are indicated by an asterisk (*).
e Do not include special characters, commas, or spaces in $ fields.
e Do not enter negative values.

e After you have completed a form, select NEXT to advance to the next form, or
SAVE to save the information you have entered so far and return later to
completeit.

e The application will automatically time out after two hours of inactivity. Your
work in progress will be saved.
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Income and Expense Form

Complete this form to create an income and expense report on your property for your most

recent fiscal year.

1. Contact Info

2. Revenue 1. Contact Info

3 Expenses ndicates mandatory fields
4. Capital Costs Summary

5. Comments
| am a property owner or a designated employee | am an agent representing the property owner

Contact Name *
Telephone

E-mail

Fiscal year end date* If this return represents only a partial year, how many months does it cover? '

TIPS:

The Income and Expense form must be submitted for all commercial, industrial
multi-residential, and hospitality properties. You will be unable to advance tothe
next form until you have successfully completed the Income and Expense form.

You can access any section of the Income/Expense form by clicking the name of
that section on the navigation menu to the left.

Please indicate whether the property is 100% owner-occupied. If you select YES,
no other forms will be displayed. Enter the amount for each item specified. Do
not include special characters, commas or spaces.

Include any additional information you believe is relevant to MPAC’s
information request in the comment box at the bottom of the form (up to
5000 words).

Note: Mortgage payments and interest payments are not considered operating
expenses.

Once completed, click the NEXT button to advance to the Rental Data form for
your property type.

Additional help can be found by clicking on the tool tip for a specific item or by
referring to the terms and definitions located in the Resources tab.

10
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Multi-Residential Rental Data Form

This form will be used primarily for multi-residential properties but a simplified version will
also be presented for other property types where residential apartment information is
required (e.g. mixed use properties). Complete this form to create a report on the market
rents for each residential suite type as of the date of MPAC’s request. A definition of market
rent is available by clicking the tool tip or referring to the terms and definitions located on
the Resources tab.

Frangais | Accessibility | Home | Help | Contact MPAC | Sign Out A @ﬂ Enter Web Access Code

Resources

© s o 0
s Roll Number: 2
Address: 543 MAIN S
* Indicates mandatory fields
* Does this property have a commercial unit type? ®Yes CNo
" Check all utilities and amenities that are included in the rent. Unchecked items will be considered as not included in the rent,
Access
et Laundry Storage Unit Doorman On-Site Pool/ Sauna
Heat Hydro Water Cable ready Ensute  Common Internal External Concierge Controlted Secunty Staft Fitness Area AIC Elevators
4 54 4 54 ¥4 ] ] 74 ] ] ] ] 54 54 %4 1]

Residential Parking
Monthly Rate (per

Total Spaces (not included in rent) space) Total Spaces (included in rent) Total Spaces
Surface / Uncovered 100 s 5000 100 200
Indoor | Covered 100 s 3000 100 200
—— EZS

* indicates mandatory fields

* Suite Type * Styk * ¥ of Units Furnished Suites  Baths Den  Average Unit Size (sq.fL) ¥ of Ronovated Suites in last 12 Months ¥ of Vacant Units Avallable as of the date of MPAC's request.  * Monthiy Market Rent ($) ' Delete

Bachelor v APT = 5 v+ 0O 500 630,00 ]

1 Bed . APT 75 (] " » 0O 675 ‘ 700.00 |

1800 APT 10 (] m) 675 10 2 775.00 | ]

Bed APT a o 800 900,00 [ ]

28ea v % - 5 v 300 2 1075.00 u
TIPS:
.

e Please indicate whether your property has a commercial unit type. If you select YES,
you will be required to complete a Commercial/Industrial Rental Data form.

e Check all utilities and amenities that are included in the rent. At least one
amenityis required.

e Complete the Residential Parking details.

e Enter one line of information to summarize each set of suites on the property. Do
not enter each individual unit.

e The information in many sections of the form is sortable by clicking on a column

11
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header (e.g., Suite Type, Style, # of Units, # of Baths). By default, the form sorts in
descending order. To sort in ascending order, click on the column header again.

e Hitting the BACK button will return you to the Income and Expense form.

e Additional help can be found by clicking on the tool tip for a specific item or by
referring to the terms and definitions located in the Resources tab.

Retirement Rental Data Form

Complete this form to create a report on the market rents for each retirement suite at the
property as of the date of MPAC's request. Please indicate the market rents for each type of
unit at the facility (i.e. independent living, assisted living, memory care) as well as for each
unit configuration (i.e. studio, 1-bed, 2-bed). A definition of market rent is available by
clicking the tool tip or referring to the terms and definitions located on the Resources tab.

\ m Return to AboutMyProperty

© O o

Independent Living

* Indicates mandatory flelds
Independent Living Amenity Heat Hydro Water Cable Internet Food Housekeeping Activities Care Services

Rent Inclusions

Independent Living Suite Breakdown ADD UNIT
For each suite type, indicate: the average actual monthly rent charged to current residents (Including care), typical care rates, and monthly market rents (Including care)

* indicates mandatory fields

Suite Type * # of Units * # of Beds * Area SF* Actual Rent* Market Rent * Typical Care Rate Second Occupant Fee (month) Del

Assisted Living

Assisted Living Amenity Heat Hydro Water Cable Internet Food H keeping tiviti Care Services

Rent Inclusions

TIPS:

e For each of the Independent, Assisted, and Memory Care units, check all utilities,
amenities, and medical care that are included in the rent.

e Enter one line of information to summarize each set of suites on the property

12
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within the Independent, Assisted, and Memory Care divisions of the property. Do
not enter each individual unit.

e The information in many sections of the form is sortable by clicking on a column
header (e.g.,Suite Type, Style, # of Units, # of Beds). By default, the form sorts in
descending order. To sort in ascending order, click on the column header again.

e Hitting the BACK button will return you to the Income and Expense form.

e Additional help can be found by clicking on the tool tip for a specific item or by
referring to the terms and definitions located in the Resources tab.

e Complete the Residential Parking details.
Commercial/Industrial Rental Data Form

Complete this form to create a report on the rents you are currently charging for
commercial/industrial units as of the date of MPAC’s request. Unless noted otherwise, all
information provided should reflect active leases, vacant spaces, parking details, storage
areas and third-party signs (billboards).

m Continue to AboutMyProperty | SIGN OUT

Resources

© 2]

Property Summary (as of the date of MPAC's request) Parking (as of the date of MPAC's request), please complete If applicable

Warehouse ! Manufacturing / other Indoor Spaces Rate per Space Outdoor Spaces Rate per Space
Space Type Office Retail Storage Industrial use Daily 3

Occupied Area (sq. ft.) 10,000 3,500 Monthly s $

Vacant Area (sq. ft) 23,000 1,000 Reserved s s

Vacant Asking Rate (sq. 1t s 2100 5 300 s s Total

Sarch b Tonant Nama o Uni T

Number:

‘
,

18 Real v Fisv Exsing  ~ 2021-05-03 108,500 3 7 4

Ins Mgmt Maint Hydro Water HVAC

Copyright 2016 MPAC. Version 1.9.0 |Privacy Policy

(Please note: parking information will not appear for industrial properties)

TIPS:

e As applicable, complete the property summary and parking details.

e Enter the lease information pertaining to each individual unit (including vacant units).
e When choosing the unit type, please select the predominant use of that unit.

e Percent finish will be greyed out for all non-industrial properties.

13
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¢ Note: Information that was submitted last year has been pre-populated into the form.
Please review the information for accuracy and add any new information, as necessary.

e The information in many sections of this form is sortable by clicking on a column

header (e.g., Tenant/Trading Name, Floor/Unit#, UnitType). By default, the form sorts
in descending order. To sort in ascending order, click on column header again.

e Hitting the BACK button will return you to the Income and Expense form.

e If you have multiple pages of tenant information, you can navigate through the
pages at the bottom of the screen. Click on the page number, the forward (>>) or
back (<<) buttons to navigate through the pages.

2

e Please save your information as you proceed to avoid losing it if the application
times out. This is especially important when entering large amounts of
information.

£
I
(]
[57]
|
[=l:]
-

]

e Additional help can be found by clicking on the tool tip for a specific item or by
referring to the terms and definitions located in the Resources tab.

Submitting Your Forms

On the Submit page, you have the opportunity to confirm your information is accurate. You
also have the option to print a draft copy of your data in order to review before submitting.
You may select BACK to return to a form to review or modify the information. Select SUBMIT
to proceed with your submission. Note: you will be required to acknowledge the declaration
to enable the submit button.

Frangais Accmiﬁlly|ﬂmne|ﬂe|p|0mtactMPAC|SignM| Al H| @3 lErterRolenber

My MPAC Resources

(/] [/ [/ o -

If you would like to print the draft copy for review before submitting, please click PRINT REPORT

SUBMIT

14
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When you select SUBMIT, you will be asked again if you want to submit your forms.

If you are satisfied with your submission, select YES. This will submit your information to MPAC.

Note that you will not be able to revise or modify your information after selecting YES.

Roll number: 222222222222222

Do you want to submit Property Income and Expense Return?

h = CANCEL

Once your return has been submitted, a reference number will be displayed. The status of
your submission will be updated on the My Returns page.

v’ Property Income and Expense Return is submitted.

Rall number 22222223222232222

Reference number is 55555

OK

Select OK to return to the My Returns page to access forms for another property, review
your submission(s), or print a record of your submission(s).

Printing a Record of Your Submission

You can print a record of your submission after it has been submitted.

Go to the My Returns page and click on the printer image in the Status column.

Select Roll number

Roll Number Property Address Municipality Status Report ID
1111111111131 1323 ANY ST ANY TOWN Su bm\tted@ 140884
222222222222222 100 MAIN ST ANY CITY Submitted B 141836
333333333333333 200 KING ST ANY VILLAGE Submitted B 141837

Need Help?

2016-02-26T11:36:15
2016-02-26T15:15:19
2016-02-26T15:18:52
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If you have questions about how to complete the forms or submit your
information to MPAC, please contact us. We're here to help:

Toll-free 1 866 296-6722
TTY 1 877 889-6722
Monday to Friday —8 a.m.to 5 p.m.

If you have accessibility needs, please let our representatives know how we can
best accommodate you.

16
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