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STEP 1 (NEW USER): Submit an email address for your business
❯ 	Visit www.calgary.ca/businessemail and submit your business email address to The City of Calgary.  The person linked with this 

email is referred to as the Primary Business Contact. 

❯	 If you have already provided your email address to The City, proceed to step 2.

Note: It will take approximately one business day for The City’s systems to be updated before you can proceed to Step 2. 

CREATE A BUSINESS ACCOUNT

STEP 2 (NEW USER): Create a myID business account
❯	 Once you’ve submitted your Primary Business Contact email to The City (step 1), visit www.calgary.ca/myID and select
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❯	 Enter either your Business License # or your Business ID # and click the ‘Validate’ button.

❯	 Complete all of the mandatory fields.

❯	 Read and agree to the Terms of Use and Privacy by checking 
the box and click ‘Sign up’.
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❯	 You will receive an email with further instructions on how to complete the registration including a portion of an activation code. 
The other portion of the activation code will be emailed to the Primary Business Contact (identified in Step 1). You will need to 
get this portion of the activation code from the Primary Business Contact. Once you do, start the activation process by clicking 
the link from the email you received. 

❯	 You will be taken to a page where a portion of the activation code is pre-populated. Enter the rest of the activation code 
obtained from the Primary Business Contact. Click ‘Submit’.

❯	 A screen will appear letting you know that the activation details will be sent to your email. Click OK. You, as the new Business 
Administrator will receive an email containing a temporary password.  
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❯	 Copy the temporary password and click on the link to login. You will be redirected to the myID registration page.

❯	 Enter your username and temporary password and click ‘Submit’.  You will be prompted to enter a new password and up to three 
security questions and answers. Click ‘Submit’.

STEP 3: Link your business assessment account to your business myID
❯	 Go to Assessment Search at www.calgary.ca/assessment and securely log in with your business myID user ID and password.

❯	 Enter your business identifier and the access code printed on the front of your most recent business assessment notice. Click Add . 
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❯	 If you also own property in Calgary you can link it to your business account. To do this, select Property Account and enter your 
property roll number and access code printed on your most recent property assessment notice. 

STEP 4: Check factual information
❯	 Once your business assessment information is linked, click on your business identifier to access your Business Assessment  

Detail Report.

❯	 Review the information on your Business Assessment Detail Report. If any of the information needs to be changed or updated, 
contact us during the Customer Review Period (indicated on the front of your assessment notice). If this results in a change to 
your assessment, we will amend the value. 
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❯	 You can search by location or business identifier by using the Search By drop down menu. 

To search by location:

❯	 To search by location, enter the street name, street type and quadrant and click Search. 

Click Report  to view the Business Assessment Summary Report for a specific location once you see the search results. 

STEP 6: Compare for equity 
❯	 You can compare your business assessment with similar premises in a similar location by using the Business Search tool to access 

summary assessment information on other premises.

STEP 5: Review your typical net annual rental value for fairness  
❯	 Review your business assessment by comparing your typical net market rental rate with other typical net market rental rate 

ranges provided on the My Assessment, Business Account page.

6 	 ASSESSMENT SEARCH HOW-TO GUIDE FOR BUSINESS OWNERS



Assessment Search
How-To Guide for Business Owners

Note: Up to 50 business assessment summary reports are available each year to help you compare your assessment with other 
premises.

To search by business identifier:

❯	 In the Search By drop-down menu click Business Identifier from the list. You will be prompted to enter the business identifier 
number and then you can click Report.

STEP 7: Authorization of an agent 
❯	 Note: You will need your agent’s Business Administrator myID User ID to proceed with the authorization process. 
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❯	 From the My Assessment, Business Account page, click Add  under the Authorize Agency column. 

❯	 Click on “Your Agent List (add/update)” and enter the agent’s myID user ID in the designated field and select Add .

❯	 You should now see your agent’s name in the agent list. Click Close  to link the agent to the roll year.

❯	 Select the roll year(s) you wish to authorize the agent for and use the drop-down menu to assign the agent from the agent list to 
the roll year(s). 

❯	 Click Submit   to enter your authorization. On the following prompt select Acknowledge and Certify to indicate that you 
agree to the terms and conditions. 

Note: If you would like to update or change your authorized agent information, click on Update in your My Assessment, Business 
Account page.  
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For information and inquiries, contact The City of Calgary Assessment:
Telephone 	 403-268-2888 (Mon. – Fri., 8 a.m. – 4:30 p.m.)

	 311 (after 4:30 p.m. daily and on weekends)

	  		  Hearing impaired  
			   403-268-4889

Web 	 calgary.ca/assessment

Fax 	 403-268-8278

Mail 	 The City of Calgary 
	 Assessment (#8002) 
	 P.O. Box 2100, Stn. M 
	 Calgary, AB  T2P 2M5

In person* 	 2924 11 St. N.E. Calgary 
	 *Please call first to arrange an appointment.

Call 311 for:	 ❯	Business Tax Instalment Payment Plan (BTIPP)
	 ❯	 Outside Calgary, call 403-268-CITY (2489).




