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2 MUNICIPAL USERS

2.1 INITIALIZE

Download and save Smart FIR to a local location. Open Smart FIR. If the Security Warning is
displayed select > Enable Content

FalN=| 3 FIRZ016v1.02 QA 16TLxlsm - Microsoft Excel s

Home | Inset  Pagelayout  Formulas  Data  Review  View  Developer  SmartView

b Arial ch AN = S K 5

2 Copy - -

& Formatpainter | B 4 U 7| & 2 $ -

Clipboard 5 Font Alignment Humber
1) Security Waming Macros have been disabled. | _Enable Content
AL - e | 2016 Financial Information Return - Control Page - On this page, please select the municipality that will be completing t
AB C D E F G H 1y

1 provice of Onaio - Minkiny of Mol Ao toriams 0330

2016 FINANCIAL INFORMATION RETURN

Welcome to the FIR2016(P SAB)!

To begin completing the FIR2016 using this MS Excel spreadshest, simply follow the steps below:

Please select the Municipality you wish to complate: | Quinte WestC =]

11| Once the Municipality is selected, several Datapoints from the previous year FIR, and other sources will be Pre-Loaded
12| intothis FIR2016 Excel spreadsheet, and the FIR2016 Schedules will become visible.

14| The file will automatically be saved onto your selected folder as F116x00« MunicipalityName xism,
15 where xu is the 4-digit Code of the municipality selected above

Please ensure the Municipality listed above is correct
then CLICK HERE to Begin Completing the FIR2016

The security warning box may appear, select - Yes to continue

several Datapoints from the previous year FIR, and other sources will be Pre-Loaded
et. and the FIR2014 Schedules will become visible.

onto your selected folder as FI1dxxx Security Waming i
ity selected above.

@ Do you want to make this file a Trusted Document?

This file is on a network location. Other users who have access to this network
'lease ensure the Municipality 1[:| location may be able to tamper with this file.
then CLICK HERE to Begin Coll| 1.t the risk?

7] Do not ask me again for network files I[ Yes

12
=

email the Ministry at: FIR.mahigermerrorca ™ g

CONTROL

Year;2014
E Municipality:Addington Highlands Tp
Mun Asmt Code;1134
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Select Municipality from the dropdown then select - CLICK HERE to begin button.

AB C D E F G H 1J
1 Provinee of Ontaria - Miniztry of Municipal Affairs 16112016 03:53
2
: 2016 FINANCIAL INFORMATION RETURN
4
5 Welcome to the FIR2016{P SAB)!
6
i To begin completing the FIR2016 using this MS Excel spreadsheet, simply follow the steps below:
]
7 Please select the Municipality you wish to complete]] |Quinte West C E]
10
" Once the Municipality is selected, several Datapoints from the previous year FIR, and other sources will be Pre-Loaded
12 into this FIR2016 Excel spreadsheet, and the FIR2016 Schedules will become visible.
13
14 The file will automatically be saved onto your selected folder as Fl16xcooc MunicipalityName. xdsm,
15 where oo is the 4-digit Code of the municipality selected above.
16
17
13 Please ensure the Municipality listed above is correct
20 then CLICK HERE to Begin Completing the FIR2016
2
22
23 If you experience dificulty, please email the Ministry at: FIR.mah@ontario.ca
24
25
26
27

~AuTRAL

44> | CONTROL %l
The following message will be displayed, select 2> OK

AB c D E F G H 1y
1 H_ Praince of Onaria - Misiciy of Micipl Afie 16112006 0958

2016 FINANCIAL INFORMATION RETURN

3
4
5 Welcome to the FIR2016(PSAB)!
6
7
8

o

To begin completing the FIR2016 using this MS Excel spreadsheet{ £ set-up B3

Pleass sslect the Municipality you wish to complete: | Qun vies|  Several Previous-Year datapoints will now be Pre-Loaded for the
i P Municipality: Quinte West . This may take several moments to
complete, The FIR Schedules will be displayed once this is completed.

11| Once the Municipality is selected, several Datapaints from the pre
12 into this FIR2016 Excel spreadsheet, and the FIR2016 Schedules

14 The file will automatically be saved onto your selected folder as FI1 oK Cancel

15| where xoox is the 4-digit Code of the municipality selected above.

19 Please ensure the Municipality listed above is correct
then CLICK HERE to Begin Completing the FIR2016

23 If you experience difficulty. please email the Ministry at: FIR.mah@ontario.ca

4 1| contRoL %3
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The GO-Secure login screen will be displayed. Enter your login credentials and select = Sign In

G

H 1l

AB C D E E
1 Provinze of Duaric - Miniatry o Municipal Afhir:

Login

2

- 2016 FINANCIAL
4

5 Welcome to the FIR2016(PSAB)!

6

7 To begin completing the FIR2016 using this MS §
8

9 Please select the Municipality you wish to comj
10

1" Once the Municipality is selected, several Datapg
12 into this FIR2016 Excel spreadsheet, and the FIR
13

14 The file will automatically be saved onto your selg
15 where jo00¢ is the 4-digit Code of the municipality
16

17

18

13 Please ensul)
20 then CLICK|
27

22

23 If you experience difficulty, please email the Mini
24

25

26

27

GO Secure 1D :

Password

Forgot your ID or password?

Don't have a GO Secure account? Register
HNow.

Or, if you have a PKI cerlificate

Log in with PKI

m

® QUEEN'S PRINTER FOR ONTARIOQ, 2012-13 | ENV ID: UAT

LAST MODIFIED: 2016-11-02 21:41:59

i ] v

474+ v conTROL 17

el

Select or create the folder you want to save the Smart FIR in and select > OK

FRA016v1 02_QA 1671 slam =

L For 0 Developer  Adddns  SmantView
anat 12 - A mj =
e
B Format 3
(] Select  folder location for the file to be saved: E - 2
( [& + Computer » Ontario 29
a1 . % | 2016 Financid S\ 1S ¢ $ > 1% £ | Rancial informatior
Organize v  New folder o
10 2016 Smart FIR e e
User Guid
S DRNERS
SDLC Documents
Install
2016 Smant FIR - Owen
Intel
Oracle
PerfLoge L
Program Files 1 A
TEmp
Userigps
UserData
+ % Computer
& Ontario (C) =
VBWesSsmples
% FIR-Mod (\\cscad gov.oncaldfsSico _ -
Folder name:
Tools v [ OK Cancel
Resdy | 7 |

§

Ti
L— This process may take around 2-3 minutes and Excel may display (not responding). This

is expected Excel behaviour.
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The following message will be displayed, indicating the Smart FIR has successfully initialized. As
well the schedule tabs will be displayed. Select 2 OK to continue.

gla C D E F G HL
1 Pravines of Ontaric - Wiistry of Municipal 4ffairs sn Houzing 05.02.2016 1555
IMPORTANT
DO NOT change settings which are built into this FIR2014, or the FIR gegin FIR | = |
The FIR2014 has been pre-formatted to ensure that every user can complete t
‘- Data has now been successfully loaded to the FIR. Please press OK to
Do Mot CUT and PASTE (or similarly Drag and Drop) begln completing the FIR. NOTE: Please ensure that a valid email
CUT and PASTE (or Drag and Drop) will greatly affect many or all of the backg address is entered an the Cover Page (Schedule 02).
FIR2014. If you cut and paste any informatien inte the FIR file, unfortunatety thi
start over.
It is also recommended that you DO NOT Copy and Paste. However, the Copy

information is only copied and pasted from an open workbook within the same
Information that is copied and pasted from one Excel application to another is tre ge
DO NOT Paste into a cell that contains a drop-down LIST, otherwise the LIST, CHECKS and calculatlnns will no \Dnger function.

Do Not set up the FIR2014 file as a "Shared Workbook"
Setting up the file as a shared workbook will not allow the macros to function properly.

Upon Completion
Please use Winzip to Zip your file.
Then email the FI140000 i ne.zip file to FIR.r io.ca. Sign and fax Schedule 02 to Jim Simos at
(416) 585-6315. Please do not fax the entire workbook.

r v B I_'tLP (=G 02 010 12 20 £ 99h & 998 & 29T 29D & 24h & 24B L 240 & 24D & I6A & I6B 28 & 40 £ 42 & 51A & S1B o 51C & 53 & 54A £ 54B | I
dy  CalculdteT ”@]@E

e —r e ——r

The Smart FIR is now ready for data entry, see Smart FIR Instruction for assistance in completing
the forms.
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If the Smart FIR has already been initialized by your Municipality the following message will be
displayed. Please contact MFPB at FIR.MAH@ontario.ca for assistance.

FIR Initialization Error ||

% Toronto C has already been initialized for 2016, Contact MFPE for
! assistance,

To access the User Controls to backup, restore and submit the Smart FIR select --> USER CONTROL
tab.

Al - I
AB c D E F G H J K L
Province of Ontario - Ministry of Municipal Affairs

=

2
3
a Municipality: Carleton Place T (0928)
5 SMART FIR SCHEDULES BACKUP & RESTORE SUBMIT SMART FIR
= BACKUP RESTORE
T ) VALIADTION CHECK su

. & Viorking €1 Submied CIMFPBC=n (] LastRewmed i

Backup Back-up Schedule data on the CRITICAL Flaggec: = 1
9 ) Restore o Submit

Ministry server Restore Schedule data from the Ministry server. e p—
10
" Last Backup: Last Restare: Attach file(s): M Last Submit:
i3
13
LS
- MUNICIPALITY STATUS DASHBOARD
i3
- Refresh Table Current Status Prior Status 1 Prior Status 2 Prior Status 3 Prior Status 4 Prior Status 5 Prior Status 6 Prior Status 7 PriL
Workflow Status Flag Smart FIR Initialized Not Started

18
- Workflow Status Date 11/18/2016 i : : : i E
IR BT W10 W TGO 02 10 (12 ¢ 20 (224  29B (29C £ 22D & 244 £ 24B L I4C £ 24D £ 26A £ 36B (28 40 £42 514 /51B ¢ 51C « SHKH
Ready Calculate | | |[EElE m s (=) L} {+)




miNnisTRY oF MUNICIPAL AFFAIRS

2.2

BACKUP AND RESTORE

Municipal User Guide

Smart FIR Admin

Users can back up the Smart FIR data to the server at any time prior to submitting it to the Ministry.
Each time the data is backed up it replaces the data from the last backup. At any time the user can

restore the point in time backup, restoring the data from the server will overwrite any changes that
have been made since the last backup.

To back up the data in the Smart FIR select > Backup button

AL -

I

B T
1 Province of Ontario - Ministry of

Municipal Affairs.

FIR2016 USER CONTROL PANEL

Municipality: Carleton Place T (0928)

5 SMART FIR SCHEDULES BACKUP & RESTORE

BACKUP RESTORE

==
& vorkng Osmusd O MFBGmN () LaxReanad

s

Backup Back-up Schedule data on the
3 . Restore .
Ministry server. Restore Schedule data from the Ministry server.
Last Backup:| Last Restore:

SUBMIT SMART FIR

VALIADTION CHECK

sy

CRITICAL Flagged:

25

VERIFY Flagged

184

Submit

Attach file(s): ) |

Last Submit;

15 MUNICIPALITY STATUS DASHBOARD

- Refresh Table ‘ Current Status Prior Status 1
Workflow Status Flag. Smart FIR Initialized Not Started

18

- Waorkflow Status Date ungole IR

4 4 b ¥l | USER_CONTROL . HELP ~CHECK AvWATWAVWATWEr WATEWAY)

Reacy _Calcuiste | 3 |

The following message will be displayed, select > OK

EE =

] E

1 [} Province of Ontario - Winistry of tunicipal Affars

SMART FIR SCHEDULES

BACKUP

3

H

FIR2016 USER CONTROL PANEL

FIR Backup

i Carlaton Blaca T (0072)

8
Backup
9

Back-up Sthedule data on the

Ministry server.

Continue?

Last Backup:

This process will back-up the schedule data currently on this workbook to the
|| Ministry server, The current back-up data in the server will be overwritten,

SUBMIT SMART FIR

VALIADTION CHECK

a0

sy

CRITICAL Flagged:

25

VERIFY Flagged:

188

Submit

Attach file(s): [ |

Last Submit:

MUNICIPALITY STATUS DASHBOARD

Refresh Table
7

Current Status

Prior Status 1

Workflow status Flag

Smart FIR Initialized

Mot Started

Workflow Status Date

11/18/2016

sl L SER_CONTROL /D T S S i B S S i s ﬂﬂ<:::

Ready Caleulate | P |

£

[EEEREINS 0

Tip
l———' This process requires the use of the computers clipboard. Close other open applications

and do not perform Copy and Paste functions while running workflow action buttons.
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The GO-Secure login screen will be displayed. Enter your login credentials and select > Sign In

AB c D K L
1 [! Province of Ontario - Ministry of Municipal Affairs. Login

O, ifyou have a PK cerificate SUBMIT SMART FIR
T (e [ ] Log in with PKI
| e

Backup Back-up Schedule o » -
) ;
WMinistry send Forgot your ID or password? » = Submit

Don't have a GO Secure account? Register
Last Backup Now. o ] Last Submit:

DTION CHECK Sl

m

e LAST MODIFIED: 2016-11-02 21:41:59

Refresh Table <
7

« n "

@ ‘Workflow Status Flag S
- Workflow Status Date S
COCRCRTAN S W el ') 1 PGS LIPSO 02 10 12 (20 L 22A 228 (22C L 27D (24A L 24B (L 24C (24D (L 26A (268 28 £ 40 (42 (£ 51A £ 518 ¢ 51C ¢ STRN I TR
Ready | 3 | |EDO M@ s (o v ()

Ti
i'——— This process may take around 2-3 minutes and Excel may display (not responding). This

is expected Excel behaviour.

The following message will be displayed, select > OK to continue

E F G H 1 K L =

A c )
1 [[1 Province of Cntario - Winistry of Municipal Affairs

FIR2016 USER CONTROL PANEL

Municipality: Carleton Place T (0928)

SMART FIR SCHEDULES BACKUP & RESTC [¥::-1= SUBMIT SMART FIR
BACKUP

Seecta Ve Data back-up process completed. VAUADTION CHECK s

@ Wiorking O sd
& =|
Backup Back-up Schedule data on the CRITICAL Flagged: 25
0 nistry server. VERIFY Flagged: 18
Last Backup: Last Restore: Attach file(s): | Last Submit:|
11

15 MUNICIPALITY STATUS DASHBOARD
5

- Refresh Table Current Status Prior Status 1

Not Started

workflow status Flag Smart FIR Initialized

Workflow Status Date. 11/18/2016

H 4 r M USER_CONTROL . HELP — CHECK <SRN [
Readqy | 3 | |E@m s (= y! T

The status dashboard will be updated with the backup date; the dashboard will display the last 10
interactions with the Smart FIR server.

10



miNnisTRY oF MUNICIPAL AFFAIRS

AB C

1}

E F

G H

Municipality: Carle
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= BACKUP RESTORE
Selecr 3 Version
@1 Working 1 Submitted 1 MFPEOe=n (1 Last Returned
8
Backup Back-up Schedule data on the
9 - Restore .
Ministry server. Restore Schedule data from the Ministry server.
10
Last Backup:| 2016/11/18 2:17:23 PM Last Restare:
1
1z
13
4
- UNICIPALITY STATU.
3
- Refresh Table Current Status Prior Status 1 Prior Status 2 Prior Status 3
‘Workflow Status Flag Smart FIR Initialized Smart FIR Initialized Mot Started
18
Workflow Status Date 11/18/2016 11/18/2016
19
Backup Date 11/18/2016
20
Restore Date
22
RN (1S 0T = IR e = Y 02 10 12 20 & 22A 298 £ 22C £ 27D  24A £ 24B (L 24C £ 24D L 26A & 26B £ 3
Ready | 3 |

To restore data from the Smart FIR server select> Restore. Data that has been backed up to the
Smart FIR server will be copied to the Smart FIR, and changes that have been made to the Smart FIR
since the last back up will be overwritten. Ensure the Working Version is selected.

AlB

c ) E F G H | J K L
Municipality: Carleton Place T (0928)

SMART FIR SCHEDULES BACKUP & RESTORE

BACKUP

RESTORE

Backup

Back-up Schedule data on the

Ministry server.

pr—
Selemia Vermon
81 Working €1 Subminted €1 MFPECean €1 Last Retumed

Restore Schedule data from the Ministry server.

Last Backup:

2016/11/18 2:17:29 PM

Last Restare:

SUBMIT SMART FIR

VALIADTION CHECK

CRITICAL Flagged:

VERIFY Flagged

184

Submit

Last Submit:

Attach file(s): I |

MUNICIPALITY STATUS DASHBOARD

Refresh Table

Current Status.

Prior Status 1

Prior Status 2 Prior Status 3 Prior Status 4.

Prior Status 5

Prior Status 6

Prior Status 7

Workflow Status Flag

Smart FIR Initialized

Smart FIR Initialized

Not Started

Workflow Status Date

11/18/2016

Backup Date

11/18/2016

11/18/2016

Restore Date

4 ¢ M| USER_CONTROL - HELP

[T 02 (10 (12 20 L 228 228 L 20C £ 20D L 248 (L 24B 240 £ 24D £ 26A (268 28 & 40 £ 42 L 51A £ 518 £ 51C £ STRM

11
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L =

Municipality: Carleton Place T (0928) 1

SMART FIR SCHEDULES BACKUP & RESTORE

BACKUP

RESTORE

Backup Back-up Schedule data on the

Ministry server

Solec = Version 1
E=—=tl e

SUBMIT SMART FIR

|} FIR Restore =

This process will restore the schedule data currently on the Ministry server to this

VALIADTION CHECK

su

CRITICAL Flagged: 25

Submit

Mot Started

‘Workflow Status Date 11/18/2016

11/18/2016

VERIFY Flagged. 184
workbook. The current workbook data will be ovenwritten with server data. =
Last Backup:|  2016/11/18 2:17:29 PM Continue? Attach filefs): [} | Last Submit:
_ - -
Refresh Table Current Status Prior Status 1 Prior Status 2 Prior Status 3. Prior Status 4. Prior Status 5. Prior Status 6 Prior Status 7 Prit
Workflow Status Flag Smart FIR Initialized | Smart FIR Inftialized

Backup Date 11/18/2016

Restore Date
(RO T e 11 WSRO I 02 10 12 20  22A & 298 o 29C o 29D  24A 248  24C £ 24D & 26A £ J6B 28 £ 40 £ 42 £ 51A £ 51B ¢ 51C < STRN il ] 0|
=R |[EOmm s (=) Iy (+)

The GO-Secure login screen will be displayed enter your login credentials and select > Sign In

|as

BACKUP

Back-up Schedule da

Backup

Last Backup:

Ministry serv

2016/11/18 2:17:29 PM

Or, if you have a PKI certificate:

Log in with PKI

Forgot your ID or password?

Don't have a GO Secure account? Register

SUBMIT SMART FIR

DTION CHECK su
e 25
Submit
ed 184
(s): M Last Submit|

n

Now.
Refresh Table [« Prior Status 6 Prior Status 7 Priy
‘Workflow Status Flag smi
© QUEEN'S PRINTER FOR ONTARIO, 2012-13 | ENV ID: UAT
‘Workflow Status Date LAST MODIFIED: 2016-11-02 21:41:59
Backup Date « m »
—
-
ORI 1= T 20 O SRR O = 02 10 12 & 20  22A & 22B & 20C 22D & 24A  24B  24C 24D & 26A & 26B ¢ 28 £ 40 L 42 £ 51A £ 518 £ 51C & STRKM ] | » ]
= 2 ~
ady | 3 | [Eom@m s ==V ()

£

T
L— This process may take around 2-3 minutes and Excel may display (not responding). This

is expected Excel behaviour.

12



Municipal User Guide

miNnisTRY oF MUNICIPAL AFFAIRS _
Smart FIR Admin

The following message will be displayed select > OK to continue.

AB C D E F G H | J K L

Municipality: Carleton Place T (0928)

SMART FIR SCHEDULES BACKUP & RESTORE SUBMIT SMART FIR

BACKUP

Microsoft Excel

VALIADTION CHECK S
FPECesn (1 Last Returned

Backup Back-up Schedule data on the Data restore process completed. CRITICAL Flagged 25
Ministry server. data from the Ministry server [PE—— o Submit
oK

Attach file(s): [}| Last Submit:

Last Backup:| 2016/11/18 2:17:29 PM

MUNICIPALITY STATUS DASHBOARD

Refresh Table Current Status Prior Status 1 Prior Status 2 Prior Status 3 Prior Status 4 Prior Status 5 Prior Status 6 Prior Status 7 Prii

Workflow Status Flag Smart FIR Initialized Smart FIR Initialized Mot Started

‘Workflow Status Date 11/18/2016 11/18/2016
Backup Date 11/18/2016 i@
Restore Date
RO V= W 1 S e 120 02 (10 (12 (20  22A  23B  22C 22D  24A ( 248  24C 24D  26A ( 268 28 (40 L 42 £ 51A L 51B ¢ 51C ¢ STIKN 20|

The status dashboard will be updated with the backup date and the dashboard will display the last
10 interactions with the Smart FIR server.

13
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2.3 ATTACH FILES

Municipalities may attach files to be submitted with the Smart FIR data. To attach a file select >
Attach files(s) icon. Files may be attached after the Smart FIR has been submitted.

Province of Ontario - Ministry of Municipal Affairs.

FIR2016 USER CONTROL PANEL

Municipality: Carleton Place T (0928)

SMART FIR SCHEDULES BACKUP & RESTORE SUBMIT SMART FIR

BACKUP RESTORE
e VALIADTION CHECK su
& Working (1 Submired 1 MFPEQesn 1 Last Retwrned
Backup Back-up Schedule data on the CRITICAL Flagged: =
Restore i
Ministry server. Restore Schedule data from the Ministry server. VERIFY Flagged 184 Submit
Last Backup: Last Restore:|  2016/11/18 3:14:02 PM Attach file(s) M Last Submit:
MUNICIPALITY STATUS DASHBOARD
Refresh Table Current Status Prior Status 1 Prior Status 2 Prior Status 3 Prior Status 4 Prior Status 5 Prior Status 6 Prior Status 7 PriJ
‘Workflow Status Flag Smart FIR Initialized Smart FIR Initialized ‘Smart FIR Initialized Mot Started

Worldflow Status Date 11/18/2016 11/18/2016 11/18/2016 T i : : i
[RCRCRNTS W11 TR EEIR L SN 02 10 12 20  22A  20B " 22C 22D & 24A 248  24C 24D  26A  26B (28 (40 (42 (' 51A <518 £ 51C L SORM 0|
=R | @ so% (=) {} {

The GO-Secure login screen will be displayed. Enter your login credentials and select = Sign In

|as C D

SUBMIT SMART FIR

BACKUP

Backup Back-up Schedule da

Ministry serv

DTION CHECK S

Or, if you have a PKI certificate. ed: 25
Submit
Log in with PKI B i
Last Backup:| 2016/11/18 2:17:29 PM : 3 Last Submit:
Forgot your ID or password?
_ Don't have a GO Secure account? Register _
Nowr.

Refresh Table d Prior Status 6 Prior Status 7 Pris

Workflow Status Flag sm

n

© QUEEN'S PRINTER FOR ONTARIQ, 2012-13 | ENV ID: UAT

LAST MODIFIED: 2016-11-02 21:41:59

Workflow Status Date

= T e

Backup Date q = D

Restorenate =

RO = 0 T UG SRRV S 02 (10 12 20  22A & 22B  20C & 22D  24A L 24B ( 24T 24D L 26A 268 < 28 £ 40 £ 42 L 51A £ 518 < 51C < STRH | » (]
a0y | 5 | [Eam sx 00 C)

14
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The following dialog box will be displayed. Select > Attach - File then browse to the file that is to

be attached then select > OK

Linked Reporting Objects

chline,Period, 2221,FY 14,5cenario, Version, SchlineBlodk, SchCol

_=E ach v / %

Type Description Reference

Created By

Last Modified

Hide Intersection

Linked Reporting Objects

Schline Period, 2221,FY 14, Scenario, Version, SchlineBlodk, SchCol

File

E & Attach

File Name

Type ||

| Browse

File Description

Hide Intersection

Select - Close to complete file attachment

Linked Reporting Objects

chLine Period, 2221,FY 14, Scenario, Version, SchLineBlock, SchCol

B ¢ Attach v+ # X

Lo Desciiiion Befaoncs

Frw By

Last Modified

File FIR UAT Guide.d...

Mfpbuser +06@gmail...

Sunday, February 14, 201...

Hide Intersection

[ [_cos=_]

15
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To view or remove files that have been attached select the file attach ICON, login to Smart FIR. To
remove an attached file, select the file and select > X

Schline,Period,2221,FY 14, Scenario, Version,SchlineBlock, SchCol

i @ Atach » Z XK

Type Diescription Reference Created By Last Modified
File FIR UAT Guide.d... Mfpbuser +06@gmail... Sunday, February 14, 201...

Hide Intersection Close

16
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2.4 SUBMIT

Once the Smart FIR has been completed and all Verify and Critical Errors have been addressed,
select > Submit. Results of the Check Tab will be displayed on the User Control panel. Return to the
Check tab to address any outstanding issues.

FIR2016 USER CONTROL PANEL

Municipality: Carleton Place T (0928)

SMART FIR SCHEDULES BACKUP & RESTORE SUBMIT SMART FIR

BACKUP RESTORE
Select a3 Version VALIADTION CHECK su
8 Working €1 Submiteed €1 MFPECesn ) Lzt Returned
Backup Back-up Schedule data on the CRITICAL Flsgged: o
o Restore . Submit
Ministry server. Restore Schedule data frem the Ministry server. VERIFY Flagged o
Last Backup: Last Restore:|  2016/11/18 3:14:02 PM Attach file(s): i) | Last Submit:

The following message will be displayed select > OK to continue.

This process will submit the completed FIR schedules to MFPB, '

Continue?

|
|
oK I Cancel | ’

The GO-Secure login screen will be displayed. Enter your login credentials and select = Sign In

= | B § v , P Insert Delete Format |

# Format Painter | B & =
sboard Font =
- F -
c o E L
avinge of Ontaria - Ministiy of Municipal Affaits and Housing
GO Secure ID :

Or, if you have a PKI certificate:
Password

. 1 Log in with PKI

SMART FIR SCH| finarr sma
BACKUP
Forgot your ID or password?
505 21 ermn e
Back-up Schedule d. the Mi Don't have a GO Secure account? Register E
| Backup e How. Submit
Last Backup: Last Sul

© QUEEN'S PRINTER FOR ONTARIO, 2012-13 | ENV ID: UAT

] . | r
Refresh Table | Current Statuf Prior Status

Cancel 8
Warkflow Status Flag Smart FIR

Initialized

Backup Date.
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The Declaration of the Municipal Treasurer will be displayed, check the boxes to acknowledge
that: and select > OK

Declaration X

DECLARATION OF THE MUNICIPAL TREASURER

Pursuant to the information required by the Province of Ontario under the Municipal Affairs Act, the following schedules are attached:

Schedule Title: -

10 CONSOLIDATED STATEMENT OF OPERATIONS: REVENUE
12 GRANTS, USER FEES AND SERVICE CHARGES
20 TAXATION INFORMATION
22 MUNICIPAL AND SCHOOL BOARD TAXATION
24 PAYMENTS-IN-LIEU OF TAXATION
26 TAXATION AND PAYMENTS-IN-LIEU SUMMARY
28 UPPER-TIER ENTITLEMENTS UPPER-TIER ONLY
40 CONSOLIDATED STATEMENT OF OPERATIONS: EXPENSES I
42 ADDTIONAL INFORMATION
51 SCHEDULE OF TANGIBLE CAPITAL ASSETS
53 CONSOLIDATED STATEMENT OF CHAMGE IN NET FINANCIAL ASSETS (NET DEBT) AND
= TANGIBLE CAPTAL ASSET ACQUISTION FINANCING/DONATIONS
54 CONSOLIDATED STATEMENT OF CASH FLOW (SELECT DIRECT OR INDIRECT METHOD) r
60 CONTINUMTY OF RESERVES AND RESERVE FUNDS
61 DEVELOPWMENT CHARGES RESERVE FUNDS
62 DEVELOPMENT CHARGES RATES (INCLUDING SPECIAL AREAS)
70 CONSOLIDATED STATEMENT OF FINANCLIAL POSITION
72 CONTINUTY OF TAXES RECENVABLE SINGLE/LOWER-TIER ONLY
74 LONG TERM LIABILITIES AND COMMITMENTS
75 WATER AND WASTEWATER
I 76 GOVERNMENT BUSINESS ENTERPRISES (GBE) I
77 OTHER ENTITIES (DSSAB, HEALTH UNIT, OTHER AND TOTAL ALL)
79 COMMUNITY IMPROVEMENT PLANS
80 STATISTICAL INFORMATION
& AMNUAL DEBT REPAYMENT LIMIT
a3 NOTES

1 B hecking the boxes, I acknowledge that:

: [~ §For the purposes of this Financial Information Return, the amounts disclosed on the attached schedules are in agreement with the
4 books and records of the municipality and its consolidated entities.

I~ [This Financial Information Return has been prepared in accordance with the Financial Information Return instructions.

I oK I Cancel ‘

he Attach Files
dialog box will be displayed, see section 2.3 above for details on how to attach files.
BAC‘:(UP E Linked Reporting Objects @ - _

4331 FY 14, Scenario, Version, SchLineBlock, SchCol suBMI

Back-up Schedule data on the Miistry

serust @ Attach - Submit :

Type Description Reference Created By Last Modified
Z0T6I02HT 4:27-03 P Last Submit:

e ‘Current Status Prior Status 7 Prior Stz

. Smart FIR
- Initialized
isDate 0211712016

Hide Intersection

e 0212006 Sose
te 021712016 U}ﬂ 712016

The following message will be displayed and the dashboard will be updated to Submitted Under
Review select 2> OK to finish the Submission.
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BACKUP

RESTORE

EEnTD
] working

{5 Seommimms (9578 Dean [ 2t Retrras

Back-up Schedule data an the Ministry
server.

Backup

Restore

Restore Schedule dats from the Ministry server,

Last Backup: 2016/0217 5:10:14 PM

Last Restore:

ZOSMZHIT 4:12:18 PM

J VALIADTION CHECK

Municipal User Guide

Smart FIR Admin

SUBMIT FIR

Microsoft Excel

=

FIR Submit process completed.

Submit FIR Schedules.

Submit

Last Submit:

DA
Refresh Table | ‘Current Status | Prior Status 1 Prior Status 2 Prior Status 3 Prior Status 4 Prior Status 5 Prior Status & Prior Status 7 Prior Status 8 Prior Status
Waorkflow Status Flag I Submitted Under |\ AR Initialized | Smart FIR Initalized |Smart FIR Initialized | o= FIR Not Started
Review Initi:
Workflow Status Date 021172016 0211722016 22016 021172016 021172016
Backup Date 021172016 0211722016 22016
Restors Date 021172016 0211722016 22016 021172016

2.4.1 SUBMIT ERRORS

If there are unaddressed Verify or Critical Errors remaining on the Smart FIR the following message
will be displayed, select > OK and return to the Smart FIR forms and correct the errors. If errors
cannot be resolved contact the MFPB at FIR MAH@ontario.ca for assistance..

Microsoft Excel

9 Cannot proceed due to the number of Critical flagged or Verify flagged.
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If the checkboxes on the Declaration are not checked, the following message will be displayed,
select > OK and check the boxes

DECLARATION OF THE MUNICIPAL TREASURER

Fursuant to the infoemat

of Ontaria under the Municpal Affairs Act, the follawing schedules are attached:

< JRECT NETHOD)

w2 st scknonledge 1o ferms by checking all boves

™

n SHGLELOWER TER DHLY
2]

0

0 APRISES (GBE)

m LTH UNT, OTHER AND TOTAL ALL)

n

w

checking the baxes, 1 acknowledge that:
T~ Jor the purposes of this Financi
the

Once a Smart FIR has been submitted, a second submission is not allowed. If an attempt to submit is
made, the following message will be displayed. Select-> OK to continue

FIR2016 USER CONTROL PANEL
Municipality: Ajax T (1805

SMART FIR SCHEDULES BACKUP & RESTORE SUBMIT SMART FIR
BACKUP RES T — O — |

Micrasoft Excel

T PR
o e SUBM
Bachup Etackup Schdule data on e i This Musicipality has abready submitted FIR, Please contact MFPE if you
Baristny seever = Resnore Sch need o re-submit Submit Subimit FIR Sobdubrs.

Last Backup: Last Flestore: Last Submit:

MUNICIPALITY STATUS DASHBOARD

Refresh Table Correns Statu Prios Seates 1 Prior Stanus2 Prior Seats B Price Stacu Price Saatus § Price Statu & Brice Saatus 7 Prive Stasus Prios Statu s
Submeted Under Semaat FIRL i
Workflow Status Flag I R '.d' I-n-ll IR nstiakead Smait FIR italiced  Smadt FIR lniakeed hl‘Lﬂd Nt Staited E
Workflow Status Date D2HTIZ06 ZHTDE OZNTIZ0N6 DZHTIZE DFHT206 .
Backup Date D2ITTZeG 0zITHZG znmEnG
|
Restore Date |

e ssTina e ANy e noseninnan i
e e e e e e e e =
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2.5 RETURNED SMART FIR

MFPB may return a Smart FIR to the Municipality to allow for updates and resubmission. The
municipality will receive the following email.

Message  Insert  Options  FormatText | Review ) a
= ABC W >
vV [ OL % %

Spelling & Research Thesaurus Word | Translate Language

Grammar Count
Proofing Language

To.. Muni.Main @ontario.com

=1 G Treasurer @ontario.com
Sen

Subject: | FIR Returned for Updates
) - ) . ' &
The Submitted FIR has been returned to allow for changes and resubmission. Please delete the current copy, download a new version and initialize. Your retumed data will be restored upon
initialization

Delete the existing Smart FIR, download a new uninitialized version and follow the steps in 2.1.
The newly initialized Smart FIR will contain the data that was submitted and any changes that have

been made by MFPB.

Changes can now be made to the Smart FIR, Back-up, Restore and Submit processes as described in
2.2 - 2.4 are now available. Once the appropriate changes have been made the Smart FIR can be

resubmitted.
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2.6 VIEWING VERSIONS

Municipalities can restore various versions to the Smart FIR to be able to view the data. Data will be
available based on the status of the Smart FIR

Prior to Submit:
e  Working - the latest working version stored on the Smart FIR server

After Submit
o Working - the latest working version stored on the Smart FIR server
e Submitted - the submitted version
e MFPB Clean - the final version of the Smart FIR, will be empty prior to MFPB Clean Status
e Lastreturned - a copy of the data that was returned, will be empty prior to a return of the
Smart FIR

To restore a version of the data select the required version and select > Restore

e I ] E F a H ] 3 T i )
PIouICH 6 CIAAIC - MKy 0 LTl Alars IS2UE K2

FIR2016 USER CONTROL PANEL
Municipality: Ajax T (1805)

SMART FIR SCHEDULES BACKUP & RESTORE SUBMIT SMART FIR

c BATKUP RESTORE
P P ———— VALIADTION CHECK SuBMIT FIR
Backup I Back-up Schedde datacnihe CAMEAL Fsgoed | F)
Moistry sorver, [Restors Sohachie dita from the Miisry server, — 1_‘ 5 Submit Subenk FIR Schedudes.
N oo
. Lact Backup: [U— pr—— Lost Submi:

MUNICIPALITY STATUS DASHBOARD

Relrosh Table Cuermnt St B status 1 Buior Status 2 Buior Status 3 Brioe Statnd Prioe Status s Brios Statu & Bisor statua? B Status & Prier Status 3

Updsted Under | Submated Under | MFPB Woding | MFPB Working Upd: Updated Under

Y Workfiow Status Fag Auoepted Clean . [ P Honore, ot femee | Clean Re-Opened| Acoepted Clean
Workdiow Status Oate. nnazoe T4zos RIS REIE ez TazE Tz WHETE nnazow Mz
" Backup ate LU Tizon Tz Mz Tnarme Tiorzos Tz iz Tzow Tz
Bestore Dute nnizoe TnIzeNE W0IZ006 W0IZ0%6 iz Tnzes Tnrzes W0IZ006 nIZow. ozoE

4 4'» | USER_COMTROL  HELP  GHECK 4 4B  24C 240 £ 26 40 (4 il 4 ¥

The following message w111 be displayed select - OKto contlnue

1 Province of Ontario - Ministry of Municipal Affairs

FIR2016 USER CONTROL PANEL

FIR Restore

SUBMIT SMART FIR

SMART FIR SCHEDULES

BACKUP This process will restore the schedule data currently on the Ministry server to this
workbook. The current workbook data will be overwritten with server data,
VALIADTION CHECK sy
|| continue?
Backup Back-up Schedule data on the e -
Ministry server. Submit
oK | Cancel | VERIFY Flagged: 184
Last Backup: I — I Attach file(s): M Last Submit:

MUNICIPALITY STATUS DASHBOARD
Refresh Table Current Status Prior Status 1 Prior Status 2 Prior Status 3

Prior Status 4 Prior Status 5 Prior Status 6 Prior Status 7

Workflow Status Flag ‘Smart FIR Initialized Smart FIR Initialized Smart FIR Initialized Not Started
workflow Status Date 11/18/2016 11/18/2016 11/18/2016
Ry T RRTE IR 00 10 12 £ 90 (2R (208 (120C (29D & 24A L 94B £ 24C 24D & I6A L 968 £ 38 £40 42 L S1A 518 ¢ 51c o STR] Al

The GO-Secure login screen will be displayed. Enter your login credentials and select 9 Sign In
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B T D E F G H ] K L
1| Province of Ontario - Ministry of Municipal Affairs

Login

BACKUP

Back-up Schedule

Backup

Last Backup:

Refresh Table

Workflow Status Flag E

Ministry sei

‘Workflow Status Date

Qr, if you have a PKI certificate

Log in with PKI

Forgot your ID or password?

Don't have a GO Secure account? Register
Now.

© QUEEN'S PRINTER FOR ONTARIO, 2012-13 | ENV ID: UAT
LAST MODIFIED: 2016-11-02 21:41:59

< .

m

—
SUBMIT SMART FIR

IADTION CHECK su
[peged: 25

fageed:| 184

file(s): M Last Submit:

5 ‘ Prior Status 6 ‘ Prior Status 7 |

4 » ¥ | USER_CONTROL . HELP -~ CHECK
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2.7 INSERTING ROWS IN TAX / PIL SCHEDULES

To insert a new row in a Tax or PIL you must first have a Special Area Levy. To Add a Special Area
Levy to the schedule.

Select >Add a Special Area Levy then select an area from the list and Select > OK

ABICILE|F G H J K L M N (o] P C R S T U v XA

Pravinc of Ontaria - Minictry of Municipsl Affairs and Housing 50.01.2017 12:04

FIR2015: Quinte WestC Schedule 22

Asmt Code: 1204 MUNICIPAL and SCHOOL BOARD TAXATION
MAH Code: 51104 for the year ended December 31, 2015

3 A FORMATION
I ADD A SPECIAL AREA LEVY i REMOVE A SPECIAL AREA LEVY
SPECIAL AREA LEVIES [ = ]

INSERT A ROW

SELECT AN AREA LEVY FROM THE LIST BELOW

i Special Budgetary Levy -
3698 TOTAL
Fropety TaiRate Percent of VA Phase-in
(FiEy v Class Deseription TaxRatio] FulFRaste | Assessment st LTisT]
ATO!Band Assezsment
3 1 5 6 7 ® 3
LisT; LT % $ & O

6001

Levy Code Sequence Levy Type

[ 220 | [ o | [urbanarea |

Enter a description for this levy type. (Optional but recommended)

i
[l
1
0,
9601 Subtotal o i i

The special area levy will be created with 20 rows
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Bravince of Ontario - Ministry of Muricipl Affair: and Houzing

-FIR2015: Quinte West C
Asmt Code:
MAH Code:

9699

1204
51104

3. UPPER-TIER SPECIAL AREA LEYY INFORMATION

ADD A SPECIAL AREA LEVY | REMOVE A SPECIAL AREA LEVY |

L

12001 Urban Area - I

TOTAL

Municipal User Guide

Smart FIR Admin

50.01.2017 1538

Schedule 22
MUNICIPAL and SCHOOL BOARD TAXATION

for the year ended December 31, 2015

” INSERT A ROW

LTiST Tases | UTTapes | oucstion TOTAL
Tates

I [ i

Froperty
Class
3

TauRate
Dieseription
I

Taz Ratio
5

Percent of
Full Fiate

3
%

=7
Assessment

7
3

Phase-In Tan Rates Municipal Taxes Education
Tanable LTiST ©ouT EDUC | TOTAL LTisT ut Tates TaTAL

Assessment
1 8 1 kil 12 12 " 15
Y Ot | Dammosd | Ot | Dt $ $ $ 3

5001 I_

ban Al a!
p—

9601

Subtotal
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To insert a new row select the Special Area Levy and Select 2 Insert a Row. A new row will be added.

[ L w [\ v [ v 3 > ! L v v

AD L LC £} n 1
|

ovines of Ontaric - Winistry of Municipal Affairs and Housing

FIR2015: Quinte WestC

Asmt Code: 1204

e W e

MAH Code: 51104

od-1

3. UPFPER-TIER SPECIAL AREA LEYY INFORMATION

ADD A SPECIAL AREA LEVY

30012017 15:39

Schedule 22
MUNICIPAL and SCHOOL BOARD TAXATION

for the year ended December 31, 2015

REMOVE A SPECIAL AREA LEVY

v Lt tamee© Edusaiion

9699 TOTAL .

§ LTYST Taves
f I Taes

Froperty Tax Rate

RTC
RTG
1

Taz
Band
H

Class Deeseription Tax Ratio
3 4 5

LIST! LIST

Percent of
Full Rate

3
%

Cva Phase-In Taz Rates Municipal Tazes Education |
Tazsble

LT#sT ut EDUC TOTAL LTiST ut
Assessment

? 3 8 a 1o 1 1z ] # 15
$ S O | Opwmned | Ot | Oumewss | i $ E3 H H £

Assessment Tares

6001 {120 01 :Urban Area

9801 Subtatal

AB CLE|F G H

K L M N 0 P C R S T L v |

Frovince of Ontaria - Ministry of Municipal ffairs and Housing

FIR2015: Quinte WestC

Asmt Code: 1204
MAH Code: 5

jenbs L R

@~

3. UPPER-TIER SPECIAL AREA LEYY INFORMATION

ADD A SPECIAL AREA LEVY

30.01.2017 15:20

Schedule 22
UNICIPAL and SCHOOL BOARD TAXATION

for the year ended Dt

ber 31, 2015

REMOVE A SPECIAL AREA LEVY |

120 01 Urban Area -

“ I INSERT A ROW

Educstion

LTIST Tazes UT Tazes

9699 TOTAL .

Tates

Microsoft Excel

Property Tan Rate
RTC

RO
1

Tan
Erand,
2

Class Deseription Tax Ratic
3 4 5

LIST: LIST

Pergent of
Full Fiate:

3
u

Cva Phasen Tan Fates
Tanable

LTisT & uT EDUC . TOTAL
Assessment i

7 3 - T ] [
k3 g Ot | Qopmmenss | Ot | Osmmend

Agsessment

Please select to insert/remove a row.

€001 (120} 01 Urban Area

9601 Subtotal
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