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Submitting Requested Information to MPAC 

MPAC is responsible for establishing and maintaining the assessments for every property 
in Ontario. As part of this responsibility, MPAC requests property information from 
business property owners and/or their representatives. 

When property information is required, MPAC will send an information request letter 
outlining what information is needed, when property owners are required to submit 
the information to MPAC, and details on how to submit it. For more information about 
MPAC and how collected information is used, visit mpac.ca/AIR. 

Using AboutMyPropertyTM 

AboutMyProperty is the preferred submission portal for our data collection campaigns that 
run under the Assessment Information Request Program. A link to AboutMyProperty is 
available from www.mpac.ca. 

Tips on Completing your Information Request in AboutMyProperty 

• Many fields have ‘tooltips’ for added context. This information is specific to the field 
you are completing and appears as a ‘speech bubble’ when you hover your cursor 
over them. 

• Error messages will appear if incorrect data is entered. 

• Mandatory fields are indicated by an asterisk (*). 

• Some sections offer a Guided Experience Wizard to help users gather and submit 
required information. These wizards will appear where applicable and will guide you 
through a series of steps to enter your information accurately and efficiently. 

• As an added enhancement, you may have the option to carry over information that 
MPAC has on file from the prior year’s submission (information from years prior to 
the last is not available to carry over). The information will populate for most 
sections. Always review any carried over information to confirm it remains accurate 
as inputs may change from year to year. 

Web Browser Requirements 

AboutMyProperty is best viewed using one of the following browsers: 

• Google Chrome 30+ 

• Firefox 37+ 

• Safari 7+ 

https://www.mpac.ca/en/MakingChangesUpdates/AssessmentInformationRequests
https://www.mpac.ca/
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Logging In to AboutMyProperty 

Follow the steps below to log in and use AboutMyProperty. 

 

1. From mpac.ca, click on AboutMyProperty. If this is your first time using the 
AboutMyProperty portal, you will have to register to proceed. If you have registered 
previously, skip to step 4. 

2. To register, click on the NEW USER tab and enter your Roll Number and Access Key. 
Both of these are included in the request letter you received from MPAC. 

3. Once your Roll Number and Access Key are entered in the correct fields and you have 
clicked the verification checkbox, click [Register]. 

4. If you have already registered to use AboutMyProperty, click on the REGISTERED USER 
tab and enter your email and password and click [OK] to proceed to the next 
AboutMyProperty screen. 

 

Finding your Property in the AboutMyProperty Portal 

Once you have logged into AboutMyProperty, click the [Enter] button under the 
Assessment Information Request section of the screen. 

  

https://www.aboutmyproperty.ca/#/auth/home
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Next, you will be prompted to authenticate yourself as one of four potential types of users. 
Select the appropriate user type, and input your roll number and web access code details 
and click [Login] to advance: 

 

Next, you are brought to a landing screen where you can select your property to get started. 
If you are unable to locate your property, please reach out for assistance. 

https://www.mpac.ca/en/contact
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Once you find your property, look for its associated status under the Status column. 
Depending on your progress, the status shows as either Work in Progress, Submitted or 
Start. If you are starting a new information submission, click [Start] to begin the process. If 
you are picking up from a partially completed submission, click [Work in Progress] to 
resume entering your property information. 

Starting Your Property Income and Expense Return 

If you are a returning property owner who has entered information in previous years, you 
may have the option to carry over your income, expense and rental data from last year’s 
return into this year’s return (where available) by clicking [Yes]. Please note that only 
information from the prior year is available to carry over. If you prefer to start a new return, 
click [No, I will start a blank return]. 
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Completing Your Property Information and Expense Return 

For ease of reference, the screens of the main sections within the PIER return are displayed 
as examples within this guide. Depending on the property type you are submitting for, you 
may encounter variations in data inputs from screen to screen. 

Working with Screens within AboutMyProperty 

Commercial, industrial, multi-residential and hospitality property owners must navigate 
through a number of screens within AboutMyProperty to submit their property income and 
expense information. This interface acts as the method in which MPAC collects the 
required information, so it is important that it is simple to access, use and submit. This 
section provides detail on how best to navigate and work through these screens. 

General Considerations for Completing your Data Submission 

There are a number of considerations to take into account when you are completing your 
information return. The following is a brief list of items to be aware of when filling out 
requested information: 

• To improve data quality, inputs are validated when you select [SAVE] or [NEXT]. An 
error message may appear if your data input is not valid. The error message will 
indicate what is required to proceed.  

• After you have completed a form, click [NEXT] to advance to the next form, or 
[SAVE] to save information that has been entered. 

• 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 the accuracy of this information and update as required. 

• Data input or sequence may vary between property types. 

• Property owners that have multiple roll numbers under the same ownership name 
and mailing address will see a listing of their property portfolio. 
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Completing the Contact Information Screen 

The Contact Information screen requires you to complete the fields to identify yourself as a 
property owner, employee or property manager, or as an agent who represents the 
property owner. Complete all applicable fields. 

Click [SAVE] to save your information and [NEXT] to proceed to the Income and Expenses 
section. 

Completing the Income and Expenses Section 

The Income and Expenses section requires property owners to enter revenue and expense 
information that is specific to their property. 
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After you have completed entering required information, click [Save] to save your 
information and [Next] to proceed to the Apartment Section. 

Completing the Apartment Section 

The Apartment section of the information return requires Commercial, Industrial or Mixed-
Use property owners to provide information regarding all apartment units that they have on 
the property. To help you navigate through entering your property information, the Guided 
Experience Wizard prompts you for specific information over a series of steps, may be 
used. 
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Submitting a Property Income and Expense Return Online - User Guide 11 

When you have completed entering your property’s apartment information, click [SUBMIT] 
to enter your property information to advance to the Summary Review screen. 

Completing the Commercial Section 

Once you have advanced to the Commercial Section, you may begin completing your 
commercial property details through the completion of a series of commercial entry 
screens associated with your property type. You may complete these fields using the 
Guided Experience Wizard by clicking the wizard icon found in the top right of the screen. 

Upon initiating the Guided Experience Wizard, complete each step as necessary and 
click [NEXT]. Note that depending on the information you enter, you may advance past 
specific steps. 
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Click [SAVE] and [NEXT] to proceed to the Summary Review Screen. 

Submitting your Information 

The Summary Review screen provides a high-level overview of your submission.  



Submitting a Property Income and Expense Return Online - User Guide 14 

If all the entries look correct and accurate, click [Save] and [Next]. If any information is 
incorrect, or incomplete, click [Back], or select the desired section from the left navigation 
pane to correct or complete any information that needs attention.  

Provided you are satisfied with all property information you have entered as complete and 
accurate, select the certification checkbox and click [Submit]. Upon submission, a 
confirmation message will appear on your screen. You may choose to view your property 
return by clicking [Download] or return to the homepage via [Back to homepage]. 
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Help Information 

If you have any questions how to complete your property income and expense return or 
regarding the submission of your information to MPAC, please contact us. We’re here to 
help. 

Hours of Assistance: 

Monday to Friday: 8 a.m. to 5 p.m. 

Contact Numbers: 

Toll-free 1 866 296 6792 

TTY  1 877 889 6722 

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