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1 0BDOCUMENT HISTORY 
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2 1BMUNICIPAL USERS 

2.1 2BINITIALIZE 

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

 

 

The security warning box may appear, select  Yes to continue 
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Select Municipality from the dropdown then select  CLICK HERE to begin button. 

 

The following message will be displayed, select  OK 
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The GO-Secure login screen will be displayed. Enter your login credentials and select  Sign In 

 

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

  

This process may take around 2-3 minutes and Excel may display (not responding). This 
is expected Excel behaviour. 



  Municipal User Guide 

Smart FIR Admin 

  

  7 
 

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

 

 

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. 

 

To access the User Controls to backup, restore and submit the Smart FIR select --> USER CONTROL 
tab. 
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2.2 3BBACKUP AND RESTORE 

 

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  

 

The following message will be displayed, select  OK 

 

 

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 

 

 

The following message will be displayed, select  OK to continue 

 

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

This process may take around 2-3 minutes and Excel may display (not responding). This 
is expected Excel behaviour. 
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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. 
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The following message will be displayed select  OK to continue 

 

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

 

  

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 select  OK to continue.  

 

The status dashboard will be updated with the backup date and the dashboard will display the last 
10 interactions with the Smart FIR server. 
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2.3 4BATTACH 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. 

 

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

 

 

Select  Close to complete file attachment 
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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  
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2.4 5BSUBMIT 

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. 

 

The following message will be displayed select  OK to continue. 

 

The GO-Secure login screen will be displayed. Enter your login credentials and select  Sign In 
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The Declaration of the Municipal Treasurer will be displayed, check the boxes to acknowledge 
that: and select  OK  

he Attach Files 
dialog box will be displayed, see section 2.3 above for details on how to attach files. 

 

The following message will be displayed and the dashboard will be updated to Submitted Under 
Review select  OK to finish the Submission. 
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2.4.1 9BSUBMIT 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..   
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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 

 

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  
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2.5 6BRETURNED SMART FIR 

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

 

Delete the existing Smart FIR, download a UnewU uninitialized version and follow the Usteps in 2.1U. 
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 7BVIEWING 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: 

 Working – the latest working version stored on the Smart FIR server 
 
After Submit  

 Working – the latest working version stored on the Smart FIR server 

 Submitted – the submitted version  

 MFPB Clean – the final version of the Smart FIR, will be empty prior to MFPB Clean Status 

 Last returned – 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 

 
The following message will be displayed select  OK to continue. 

 
The GO-Secure login screen will be displayed. Enter your login credentials and select  Sign In 
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2.7 8BINSERTING 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 

 

 

The special area levy will be created with 20 rows 
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To insert a new row select the Special Area Levy and Select  Insert a Row. A new row will be added. 

 

 

If no Special Area Levy is selected the following message will be displayed, Select  OK to continue. 

 

 


