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How to Sign Up for the Online Portal 

 

Signing up for the online portal will allow you to log in and: 

• View your property tax information or account balance 

• Print or view a copy of your tax bill or statement of account 

• Sign up for electronic billing 

• Change your mailing address 

• Sign up, change or cancel pre-authorized payment plans 

 

1. Select ‘Sign up’ as identified below. 
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2. Next you will be required to create a login which will be used each time you log in to the 
online portal. A valid email address and password is required. Passwords must meet the 
following criteria: 

1. Must contain a number. 
2. Must contain a lower case letter. 
3. Must contain an upper-case letter. 
4. Must contain one of the following special characters: ~!@#$%^&*()_-+={}[]|:;<>,.? 
5. Must be at least 12 characters in length.  

 
 

Once the required fields have been filled in, select ‘Create New User’ as identified below. 

 

 

 

Once ‘Create New User’ has been selected, you will receive a confirmation email containing 
a link to enable your account. Click the link provided in the confirmation email to verify the 
log in. From there, you will be directed to log in to the online portal. 
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Logging in to the Online Portal 

 

1. Select ‘Log in’ as identified below.  

 

 

 

 

 

 

 

 

 

 

 

 
 
 

2. Enter your login credentials in the email address and password fields followed by the 
character verification field. Once complete, select ‘Login’ as identified below.  
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3. A verification code will be required on the next screen you are directed to. This verification 
code is retrieved through an email that is sent to the email address used in your login 
credentials.  

The verification code from the email you received will need to be entered into the 
‘verification code’ field as shown below.  

Example of verification code email: 

 

 

Once completed, select ‘Continue Login’ to complete the log in process. 
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Adding a Tax Account 

1. Select ‘Add Account’ as identified below. 

 

 

 

 

 

 

 

 

 

2. Enter in the roll number, access code and owner name fields. The data entered in these 
fields will be specific to your property/properties and can be located on the top of your most 
recent tax notice or ownership change letter. It is important to enter the information exactly 
how it is displayed on the notice you are referring to. Once complete, select ‘Register’ as 
identified below. 
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Once you have completed the tax account registration, you will be directed to the account 
information page for the recently registered tax account.  

 

 Viewing your Tax Account 

 

Once your tax account has been registered, you are able to view it through the online portal. If you 
have not registered your tax account, please refer to the steps outlined in ‘Adding a Tax Account’ on 
page 6.  

If only one tax account is registered, each time you log in to the portal you will be brought straight to 
the account information page for the tax account. 

 If multiple tax accounts are registered: 

1.  Select the ‘Account List’ from the directory on the left as shown below. 

 

 

 

 

 

 

 

 

2. Select the tax account number link as identified below to view the desired tax account 
information. This link will direct you to the account information page specific to the tax 
account previously selected.  
 
The below information is readily available on the account information page: 

- Current assessed value 
- Account balances owing 
- Transactions summary 
- PDF version of tax notices issued 
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Contacts and Delivery Methods 

 

Through the contacts and delivery methods page delivery methods and mailing address 
change requests can be actioned.  
 

1. Log in using your credentials previously created. For additional steps on logging in, please 
refer to the ‘Logging in’ steps outlined on page 4. 

2. Select the tax account number link as identified below to view or amend the desired tax 
account contact and delivery methods.  
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3. Select the ‘Contacts & Delivery Methods’ tab displayed on the left as identified below. 

 

 

 

 

 

 

 

 

 

 

 

 

From here, you will have the option to update your delivery method to paper billing or e-billing, as 
well as submitting a request to update your mailing address.  
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Updating Delivery Methods 

 

1. Select ‘Update Delivery Methods’ as identified in red below. 
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2. Select the drop down arrow for the ‘Tax Notice Delivery Method’ field as indicated in red 
below to select the preferred tax notice delivery method specific to the tax account 
previously selected. Complete the change by selecting the ‘Save’ button as indicated in red 
below. Please note: this process will need to be completed for any additional properties 
requiring this change, it does not update the delivery method for all of your tax accounts at 
once. 

Once the change has been completed, a confirmation email will be sent to the email 
address on file.  
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Requesting a Mailing Address Change 

 
1. Select ‘Request Mailing Address Change’ as identified in red below. 

 

 
 

2. Populate the updated mailing address information in the below required fields as indicated 
in red. ‘Include additional delivery information’ can be selected to indicate a care of name in 
the mailing address. It is important to review the additional information included in the 
blue box while completing your request prior to submission. Once complete, select 
‘Send Request’ to complete the process. 
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Cancelling a Mailing Address Change Request 

 

1. Select the tax account number link as identified below. 

 

 

 

 

 
2. Select the ‘Contacts & Delivery Methods’ tab displayed on the left as identified below. 
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3. Navigate to the bottom of the ‘Contacts and Delivery Methods’ tab to view the ‘Change 
Request Log’.  Select ‘Cancel’ beside the mailing address change request that is being 
cancelled as identified in red below. 

 

 

 

 

 

 

 

4. You will be asked to confirm the cancellation through the below prompt. Select ‘Confirm 
Cancel’.  Your mailing address change request is now cancelled. You will also receive a 
confirmation email.   
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Enrolling in Pre-Authorized Payments 

1. For instances where you own more than one property, first select the applicable tax account 
from the ‘Account List’ that you wish to enroll in pre-authorized payments.  

2. Select the ‘Pre-Authorized Payments’ tab as identified in red below.  

 

 

 

 

 

 

 

3. Select the ‘Sign Up’ button as identified in red below.  
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4. Next you will be directed to select which pre-authorized payment plan you would like to 
enroll in, fill in your banking details and attach either a void cheque or a completed pre-
authorized payment form from your financial institution. Terms and conditions and 
important plan details are outlined here as well for your review. Once reviewed, you will be 
required to agree to the terms and conditions. Select the save button at the bottom of the 
page to complete enrollment.  
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 Updating Pre-Authorized Payment Plan Banking Information 

 

1. For instances where you own more than one property, first select the applicable tax account 
from the ‘Account List’ that you wish to update.  

 

 

 

 

 

 

 

 

2. Select the ‘Pre-Authorized Payments’ tab as identified in red below.  
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3. Select ‘Update’ as identified below to update your banking information. 
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4. Next you will be directed to fill in your banking details and attach either a void cheque or a 
completed pre-authorized payment form from your financial institution. Terms and 
conditions and important plan details are outlined here as well for your review. Once 
reviewed, you will be required to agree to the terms and conditions. Select the save button 
at the bottom of the page to complete the changes.  
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Cancelling a Pre-Authorized Payment Plan 

1. For instances where you own more than one property, first select the applicable tax account 
from the ‘Account List’ that you wish to cancel the pre-authorized payments for.  

 

2. Select the ‘Pre-Authorized Payments’ tab as identified in red below.  

 

 

 

 

 

 

 
3. Select ‘Stop’ as identified below to cancel the pre-authorized payment plan.  
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4. Select ‘OK’ on the below pop-up to confirm you would like to cancel your pre-authorized 
payment plan.  
 

 

 

 

 

 

Requesting a Statement of Account 

1. For instances where you own more than one property, first select the applicable tax account 
from the ‘Account List’ that you wish to generate a statement of account for.  

 

2. Select the ‘Statement of Account’ tab as indicated below. 
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3. Select ‘Request New Statement of Account’ as indicated below. 

 

 

 

 

 

 

 

  

4. Next you will be required to fill in the start and end date range for transactions that should 
be displayed on the statement of account. For example, a statement of account showing all 
transactions on a tax account for 2024 would result in a start date of January 1st, 2024, and 
an end date of December 31st, 2024.  
 
Please note: statement of account transactions are only available as far back as January 
1st, 2021. If your property ownership start date follows January 1st, 2021, that will be the 
earliest start date available to select.  For example, if your ownership start date is March 1st, 
2022, that would be the earliest start date permitted. Once your date range is populated, 
select ‘Submit Request’ as indicated below to view the statement of account generated.  

 

 

 

 

 

 

 

 

 

 

 



   
 
 
 

 
 
 

Page 24 of 24 
 
 

 

 

5. Select ‘view statement’ as identified below to view the statement of account requested. 
When viewing the statement of account, printing or saving a PDF copy to your device are 
available options.  
 
 

 

 


