How to complete your
Accessibility Compliance Report

A guide for private & non-profit
organizations
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If your organization is part of the private or non-profit sector, you must complete an online
report to tell the government if you have met your accessibility requirements under the
Accessibility for Ontarians with Disabilities Act (AODA).

Designated public sector organizations are also required to file an accessibility report, but
should reference the Reporting Guide for Designated Public Sector Organizations.

To file a report, private and non-profit organizations must use our Accessibility Compliance
Reporting tool (ACR) available through through ONe-Source. ONe-Source is a personalized
online account that gives you secure access to government programs, services and
information for your organization.

Failure to file may result in enforcement action being taken against your organization,
which can include inspections, Director’s Orders and administrative monetary penalties.

Complete your report
Start here if you will complete the reportyourself ..., 3

Certify your report
Start here if someone else has completed the report and you need to certify/submitit... 19

Need help?

Contact the ServiceOntario AODA Contact Centre
International: 416-849-8276

Toll free: 1-866-515-2025

TTY: 416-325-3408 or Toll free: 1-800-268-7095

Email: accessibility@ontario.ca



mailto:accessibility%40ontario.ca?subject=

Before you start

You will need:
o A computer with Internet and email access.
 Internet Browser: Internet Explorer 7, Mozilla Firefox 19, or Google Chrome 27
or higher.

» Your business number (also called your BN9).

Tip:

Your business number is like a social insurance number for your business. It’s nine
digits long and you use it when you pay your business taxes. You'll find it on your
federal and provincial business tax returns.
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1. Create a user name and password

a. Visit ontario.ca/ONeSource

b. Click“Sign-up”.
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http://ontario.ca/onesource

C. Fill out the account registration page and click “sign up”
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2. Set up your business profile

a. Select the“New User” tab.
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b. Enter your organization’s name in the “Profile Name” field.

C. Enter your email address.
- Make sure you can access this email account, as the system will send you an

email as part of the reporting process.

d. Enter the first few characters of your city/town in the location box.
« Type slowly. The system will suggest several options based on what you

type. Pick one.



€. Under business type either:
- Enter the first few characters of the type of work your organization does in

the top box then select the best match from the list of suggestions.

OR
« Pick a category from the drop down box.

b AERSRLENG S w

"Cofrnlmed (Sl ia

“Lecalir  Prarpion (Soe| Lr)
P s e Sty o "
Lol |73 oy ey s of ir
oa
Lisalrwy a7 &bed Produdt Miml dlurag =]

Hotifications
| o i) ba Ponging amad naheshens dar:

" fparar gl IfSTRGEN [5G N progratt snd Svakibls NCERSE 1T i ATy ar Gether)
T kot uSEEban (R, VLML ufelated lor BUBEud B aer

Ftih s el b s T e weal bl end v e 01 s SlieSou e pobls

Terms and Conditians
S Source far ICMEE3 i 30 anired perecs Thit (hert SatTors i E15g thappng
vk by Dvilanc fosrepan bo:
= Find B n and sibe Forns slacteomicsle. simnateg the maed o pnk, cowpabs
] el i P,

& Basly sl Simss reitie soies ol Plomaaon 10 el & iusioeied feing of
TErmrn, PR B EIO T Fab e B (e g A - 1) Aound of
Pasganch.

i vl bt bt R

“ Bu: wowr aurwe meth Um Pamrn aid Conaien®

B res ] aaree Poa, [ dhaseree

f. Decide if you want to receive email notifications.

g. Review the Terms and Conditions, select “Yes, | agree” and click “Create

My Account”.



3. Register for Accessibility Compliance Reporting

a. Select the “Accessibility Reporting” link.
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b. Enter your business number.
- Enter your nine digit business number. You can find it on your federal or
provincial tax payment or refund (like your Employer Health Tax).
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C. Read the Consent to Information Use and Retrieval, select “l agree” and
click “Continue”,

d. Setyourrole:
+ Enter your name.
- If you have the authority to bind your organization, select “Certifier”.
This will let you complete the report and submit it all at once.
- If you do not have the authority to bind your organization, select
“Administrator”. After you complete the report you will need to delegate
access to someone else in your organization who can submit the report.

Accessibility Compliance Reporting (ACR) online application

Under the Accesslbllity for Ontarlans with Disabllides Act, 2005 (AODA) Custorner Service Standard, organizations with 20 or
maore employeeas in Ontario are required to file accessibility reports. If your organization is required to file an accessibility
report, you must register and enral in the Accessibility Compliance Reporting (ACR) online application. The ACR online
application will enable you to complete, certify and submit your accessibility report.

Show Help ¥

Get access to the ACR Delegate access to your ACR account

You need to provide the following details before
accessing the ACR application. All required fields are
marked by an asterisk (<}

You will be able to grant other users access to your ACR
account once you have set up your account, Leamn more
abouk delegating.

Business Number | 123456789

* Email Address

* What role will you have in the ACR system?
Please select one.

@ Certifler @

i The persar wilh
0 Administrator |, ;0 by to certify that

tha infermation is
accurate. They wit alsa
.............................................. submit the repert.

Tip:

Any staff member or volunteer can complete the Accessibility Compliance Report.
However, it must be certified by an individual who can bind the organization.
This often means someone with signing authority. If you're not sure, check with
your lawyer.

Certifier - someone who can bind the organization

Administrator - someone who cannot bind the organization

A certifier can both complete and submit the report. If an administrator completes
the report, a certifier must login to submit it.



e. Finish your registration and enter the reporting tool.
« Click“Continue”. If you are an administrator, complete the report first, then
delegate access to someone else to submit it. We'll show you how on
page 16.

Access Granted

Yol Rawd bt swuotecshlly granted sccess bo the Accessibility Comgliance
Reporting (ACK) applcation and now have an acoount in the ACA Systern for
reposting.

Ta access tha reporting application, continue to the ONe-key apphcation and
ok 0N thi ACR lnk,

Continue to ONe-key to scoess ACR

To delegate access Lo your ACR Account, return Bo OG- Source. You maght
want to do this if you hove another person hill out the repart on behalf of your

buginess,

4. Complete your report

You don't have to complete the whole report at once. However, to keep your information
secure, the system times out after 10 minutes of inactivity. So if you're going to step away
from your desk, make sure to save your work.

10



a. Open the Accessibility Compliance Reporting tool.
« Select "Accessibility Compliance Reporting (ACR)".
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b. Start your report:
+ Go to the bottom of the screen. Click “Start Report”.
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Tip:

You don’t have to complete the whole report at once. Just click save. You can come
back later and click edit.

C. Tell us about your organization. You'll be asked to confirm your address and
contact information.

d. You'll then be asked three questions which will lead into your report.

« “Other third parties”is a broad term covering people other than employees

or clients; for example, partner organizations, sales representatives
or suppliers.
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e. Confirm that you are meeting your accessibility requirements.
+ You can select your answer to individual questions and add comments if

you wish.
- Beside each question there is a link to the Government of Ontario’s
AccessON website which will provide more information on the requirement
- When you're done, click “Save and Continue” at the bottom of the page.
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If you are an administrator, go to page 16.



5. Certify and submit your report

If you are an administrator, you can’t complete this step.

a. Click“Certify Report”

o B

Accessibility Compliance Reporting
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b. Complete the Certification Statement:

« Check the three boxes and fill in any missing information.
« Click“Submit & Certify Report”.
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C. View, print and/or email yourself a pdf of the report.
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You have now completed, certified and submitted your Accessibility Compliance Report.

Thank you!
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6. Delegating access to a certifier

If you are an administrator you must delegate access to someone with signing
authority so they can log in and certify the report.

a. Select “Return to ONe-Key".
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C. Click the “Accessibility Reporting” link.
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d. Enter the name and email of the person who will certify the report and

select“Certifier”.

+ The system will send them 2 seperate emails. They will each contain a link
to the login page and codes that will connect them to the account you just

set up for your organization.

appiecation will enable you to complete, certify and submit your stoessibity report,

Accessibility Compliance Reporting (ACR) online application
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L
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your delegaies with AGH

Delegate Arcess
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€. Once you receive confirmation that you have successfully delegated access,

logout and ask your certifier to submit the report.
- Their registration process is a little different, so we've created instructions

to help them too. They start on page 19.

Your certifier can now certify and submit your Accessibility Compliance Report.

Thank you!

Need help?

Contact the ServiceOntario AODA Contact Centre
International: 416-849-8276

Toll free: 1-866-515-2025

TTY: 416-325-3408 or Toll free: 1-800-268-7095
Email: accessibility@ontario.ca
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Certifying your Accessibility
Compliance Report

This section is if someone else in your organization completed the report and you
need to log in to certify and submit it.

Before you start

You will need:
o A computer with Internet and email access.
» The Personal Identification Number “PIN” that was emailed to you.

» A Program Access Code “PAC” that was emailed to you.
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1. Create an account
a. Click the link in the “PIN for ACR” email.

b. Click“Sign up now”.

g’ Ontarioc ONe:

Sign kn with yaur DNe-iey 10 o dery 15
v e Dby T

O i BT P S RN SR T DT

gt AT B e e = w Fuard,

| =3
1 Deon't hivew & OWae-dey 107 Sian ug nil
RN e s aiumen!
i ——— - B e e T — -
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C. Fill out the account registration page and click on “Sign up”.
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d. Once you receive confirmation that you successfully registered your ONe-Key
account, click “Continue”.
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2. Register for Accessibility Compliance Reporting

a. Select”Business Services” from the left menu.

E::’ Ontario ONe /i) P

wirk mew. bmdremilh
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b. Select“Accessibility Compliance Reporting (ACRY)".
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C. Enter your Program Access Code (PAC).
+ You don't need to request a PAC. The system sent you your PAC in an email
with the subject line “PAC for ACR/CAP pour RCA".
- It's a long code, so you can copy/paste each box seperately it if you wish.
« This is a security measure to prevent unauthorized individuals from
accessing your organization’s account.

STLF 1: Reguest your Program Access Code [IFAC) and your Personal 1dewtification Mamber {PIN).

Ut i g et L enrliog wos orparapstion Jor e dcomaiblity Congiancs Beporting (BCR) wysbe, vou must obein & Prognem
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HOTER TT i slready hawe poir PAC and PIN, please prooeed b Step 3 moer,
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Viou mias sl U BAC g PN thag ses enalecd to vos 0 Grder bo curnplle wour aneokment m Lis L0 syt

0 ACCERS the ALR SySRimL The PR muss Be entoned frss.

FTOQERT ADCESD CO0E [ PAL): *

* Baguared Rl

| ) e U

3 K [rstnied i 1 G- Sue o
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d. Enter your Personal Identification Number:
+ You also received your PIN in an email with the subject line “PIN for ACR/NIP
pour RCA”.

Laar Erilsdar,
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Fyzuname oemton o hec meutiance ool Fa AJ0A Lonmd Cante (Safsosrons | Tad-See F-300-51 2-025, TIT: §16-200 M (1 00-Fee *-BLRA- TS 0 de e sl e
AL L AR S

Hepans,
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Tor candem pour danbity, plaate anber e FIN il that s smasbed B0 you when you oeated your secued Sooount o Obie-
.

Peivate Tdesaification Mumber (PIN):
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e. Accept the Terms and Conditions.

P ontario ONe ey

ARIT ACCE TS | OONTACTS | O8f-af Y FoRTAL | Lo

Terms sl Codulitions
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2. Tha busaess contact mPormabon | provided Suvg B encolvinl precess o accurabe.

I Dhave tw T carbfy Slomialay roporiy o benae of thes rganezat,

4, | will iy the Accesabity Dwsctorats of Ontand if | am n longer suiferded T caitily Sciatilebty rports for th
i B,

B B will upddade any change i my inminees contaet mbormation an teon s m prac beable.

8. The responses priveded on accessbiity reports that | subset are acourate,

== T BT

WOTE; By Choltrng e ACORDT DUTTON, o Wl B8 3 femed [0 (e ACCHERCETY COMphance Reporting {ACR) SyiDam 3nd you wil
have sucorsshlly comgseted e encioen] Eocess.

3. Certify and submit your report

If someone else in your organization has already completed the report, you simply
have to review it and certify that it is correct.
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Tip:

If the screen says “Start” you need to complete the report then certify it.
If the screen says “Edit” you need to review the report then certify it.

a. Access the report at the bottom of the screen.

S=tarm.a Frpagam Bt v Tt
e

HOME | SPOATYT ORGANITZATION | UOATY CONTACTS | RETURS T0 OHENETY

N ServiceOnta

Accessibility Compliance Repaorting

[T o.oaniiaton toformation : mormanrs et &
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[ B e
[E—— » ESHANA Drikid LLIMET LRL-200-BALT mresien i b ot
Cahdld Cartafir « Bob Smith
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L13-111-0311 BebPassmanimatal som
R e fepar] e B bees P —————
aadgned 10 VOUr OF.
5 » frcton: Frooate fecto
PHETE 3 Subaacion
Suaclon ? oegasizatien Status: Actws
Type ol Mumlness fothelty > Huinlier sl Eraphoyess: 25
Updatw Cogaragatice Lipdats Combsrtn
Acessilaity Repaorts
L P P Carificathen (D et § ed ¥ e iy Siates LT

IOLT6L/ 1% i
— Edit
menn

Tip:

To keep your information secure, the system times out after 10 minutes of inactivity. So
if you're going to step away from your desk, make sure to save your work.
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b. Review the questions and if the answers are accurate, click “Save and Continue”.
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C. Click“Certify Report”.
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Accessibility Compliance Reporting

Accessibility Report Summary @
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d. Complete the certification statement:
+ Check the three boxes and fill in any missing information.
« Click“Submit & Certify Report”.

Accessibility Compliance Reporting

Report 1) SCROG604 Repont Created: January 16, 2012 Status: In Progress

Accessibility Report Certification @
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€. Now you can view, print and/or email yourself a pdf of the report.

Powe T

Accessibility Compliance Reporting

Repaord 104 SCROBE04  Fepor] Created: Bamsary 16, 2003 Stalus: Subimilbed

Accessibility Report Confirmation &

Tharik yimi ber earhiyng yind organstatnon’s sccesslibty fepon & yinr Cemphesos with the A00A standaeds.
vour certification member n: &do4

Visti vl PRCEAnS Condamatin of your SCciisbity Ppont Ol bl aton by amad

Piane vt b AccessOM webwibe ab s, erilang ol sccessDl Tor updales on he ADDW and the sccesssily sLareands.

TV T——

You have now completed, certified and submitted your accessibility compliance report.

Thank you!

Need help?

Contact the ServiceOntario AODA Contact Centre
International: 416-849-8276

Toll free: 1-866-515-2025

TTY: 416-325-3408 or Toll free: 1-800-268-7095

Email: accessibility@ontario.ca
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