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What can you expect when you 
register with the Authority? 

Here is a step-by-step walkthrough 
of the registration process. 



1a. Registration checklist
Are you a Producer? 

Does your business deal with new tires, or new vehicles or other 
new wheeled equipment (including farm equipment or trailers) 
that comes with new tires? If so, you may be a producer under 
the Tires Regulation, O. Reg. 225/18.
1. If you are resident in Ontario, you may be a producer if:

a. you manufacture the vehicles, or you are the brand 
holder for the new tires, or

b. there is no manufacturer or brand holder in Ontario, 
and you import the new tires or vehicles, or

c. there is no importer or manufacturer or brand holder in 
Ontario, and you are the first person to market the new 
tires or vehicles.

2. If you are not resident in Ontario, you may be a producer if 
there is no manufacturer, brand holder, importer, or first 
marketer in Ontario, and you market the new tires or 
vehicles to customers in Ontario.

NOTE: Under the Tires Regulation, producers have 
important legal obligations – you should seek legal advice 
to confirm your obligation to register and report. See 
sections 1 and 3 of the Tires Regulation for more detail.



1b. Registration checklist
Do you have everything you need? This is a list of items to 
prepare prior to starting the registration process. 

This 9-digit number is issued by the Canada 
Revenue Agency. If you do not have a CRA 
number, please contact Registry Support at 
(647) 496-0530 or toll free at (833) 600-0530. 

This is the name you use in 
contracts, invoices, negotiable 
instruments and orders for goods 
and services issued or made by or 
on behalf of your business. 

If you are previously registered 
with OTS, you would have been 
assigned an OTS registration 
number. 



1c. Registration checklist
Do you have everything you need to start the registration 
process? This is a list of items to prepare prior to starting the 
registration process. 

Download, complete, and save this 
spreadsheet to identify the brands of loose 
tires or vehicles that you are the producer for. 

This form must be printed out and signed by a person 
who has the authority to bind the corporation. Once it 
is signed, scan the document and save it as a .pdf so 
that it is available to upload during registration



2. Enter your business 
number and name

This is the name you use in 
contracts, invoices, negotiable 
instruments and orders for goods 
and services issued or made by or 
on behalf of your business. 

If you operate your business under 
a different name than your legal 
name, enter it here. If not, simply 
copy the legal business name. 

This 9-digit number is issued by the Canada 
Revenue Agency. If you do not have a CRA 
number, please contact Registry Support at 
(647) 496-0530 or toll free at (833) 600-0530. 



3. Enter your business 
address and phone number

Untick this box if your business 
does not have a Canadian 
address.



4. Enter the contact information for 
your business’ primary Registry user

The primary user is the person who will be 
responsible for your Registry account. 

You can add secondary users at any time after 
you’ve created your account and completed 
registration, including a billing contact. 

Enter the best phone number to reach the 
primary user here.



5. Review and edit your information
Double-check that your information is accurate. This is your last 
opportunity to edit your information without the assistance of 
Registry Support. After your account is created you will need to 
contact us to change this information. 

Need to make a change? Click here. 

You must agree to the Registry Terms of Use 
to create your account. 



6. Account created
Once you create your account, you will see this message. 

Consult the tips in the drop-down list. To avoid missing an email from the 
Registry in the future, please add “registry-no-reply@rpra.ca” to your email 
safe list. If you still do not receive an email, please contact Registry 
Support at (647) 496-0530 or toll free at (833) 600-0530. 



7a. Activate your account
Once you create your account, you will receive this 
email with instructions on how to finish creating your 
account. 

After you click on this link, you will receive a 
second email with a verification code. You will 
need this code to return to the registration 
process and activate your account. 

NOTE: A new tab will open in your browser 
when you click this link. You will complete the 
registration process in this new tab. 

IMPORTANT: The link to your 
verification code will expire after 24 
hours. 



7b. Receive verification code in email 
This is the second email you will receive after you click on the “click here 
to receive your verification code” link. Remember that it may take up to 10 
minutes to receive this email. 



7c. Enter verification code
This is the new tab that will open in your browser after 
you click on the “click here to receive your verification 
code” link. Remember that it may take up to 10 
minutes to receive the separate verification code 
email needed to complete this step. 



8. Enter your verification code 

NOTE: The Registry uses two-factor authentication 
to ensure data security. You will receive an email 
with a new verification code each time you log into 
your account. 

Return to this tab. This is where you will need to enter the 
verification code you received in the second email. 



9. Create your password



10. Visit your Registry Dashboard
You’ve successfully set up your 
Registry account! The Registry 
Dashboard is the home page you will 
see whenever you log into your 
account.

This is the unique identifier that has been 
assigned to you, as required by the Tires 
Regulation. You can reference this number if you 
need to contact Registry Support.

Notices about your account are 
shown here.

Click here to begin the report 
submission process. 

Your registration status will show 
as “Pending” until you submit your 
report and any required payment.



11a. Enter your tire supply data 

Click on the year to open the tab 
and enter the data for each 
category of that year. 

Please use the conversion tool by clicking 
the “Open” button. This will automatically 
complete the chart. See next slide for 
instructions on using the conversion tool. 

Make sure you click “Save Year” 
on every tab before clicking on 
“Continue.” 

If you are using data you previously submitted to OTS: 

You must click “Yes” to confirm that you are 
using data you previously submitted to OTS. 



11b. Use the Tire Conversion tool 

Enter the unit numbers that you 
previously submitted to OTS.

The weight in kilograms is 
automatically calculated. 



11c. Enter your tire supply data 

Click on the year to open the tab 
and enter the data for each 
category of that year. 

You need to enter both the number of 
tires (units) you supplied as well as the 
weight of those tires (total kilograms). 

Make sure you click “Save Year” 
on every tab before clicking on 
“Continue.” 

If you are not using data previously submitted to OTS: 

You must click “No” to confirm that you are 
not using data previously submitted to OTS. 



12a. Review your supply data

Your collection target for 2019 is 
calculated based on the data you 
submitted for 2014, 2015, and 2016. 
Review and edit (if necessary) your 
data to ensure your collection target is 
accurate.

Double-check that your collection target is accurate. This 
is your last opportunity to edit your supply data 
without the assistance of Registry Support. After your 
report is submitted, you will need to contact us to make 
any changes to your supply data. NOTE: if you 

NOTE: If you log out before you 
submit your report, the information 
you entered will be still be available, 
the next time you log in.



12b. Upload your Declaration of 
Producer Brands 

You should have already downloaded, 
completed and saved this spreadsheet 
prior to registration. This is where you 
upload it. 



12c. Upload your Executive 
Attestation

You should have already printed this form 
and had it signed by the appropriate 
executive officer prior to registration. This is 
where you upload it as a .pdf file. No 
scanner? No problem. You can take a 
photo of the completed form and upload it 
as a .jpeg file instead. 



12d. Upload your Audit Reports (if 
applicable) 

If you are not using supply data previously 
submitted to OTS, you must complete and 
submit an audit report to accompany your 
data. This is where you upload it.  



12e. Pay the Registry fee
Your Registry fee is calculated based on the data you submitted. 

Click here to submit your payment. We accept 
payment by:

• Bank withdrawal (pre-authorized debit)
• Credit card (1.5% transaction fee will be added)
• Electronic data interchange (EDI)
• Cheque 



12f. Submit report

You will not be able to submit your report until you 
upload your Declaration of Producer Brands, Executive 
Attestation, any required Audit Report, and any 
required payment. After you submit your report you will 
not be able to edit any information and will need to call 
Registry Support to make any changes. 



13. Check your registration status 

You can confirm that your report has been 
submitted and check your registration status 
from the Registry Dashboard anytime. Your 
status will change to “Registered” once we 
receive your information and your payment 
has been processed. 



14. Select your PROs
A producer responsibility organization, or PRO, is an 
organization that acts on your behalf to assist you in 
meeting your collection targets and management 
systems. If you have contracted with a PRO, you must 
identify the PRO here.  

Click here to identify your PROs.



15a. Manage your PROs

Select the PRO(s) you have contracted by 
clicking “Add PRO”. Use the drop-down list 
to select your PRO. NOTE: Only PROs that 
have registered with RPRA will be included 
in this list. 

If you have contracted with more than 
one PRO, in any tire category, you must 
identify all of them.

NOTE: Even if you are using the same PRO for all 
your tire categories, you will still need to specify that 
PRO separately in each tire category. 



15b. Manage your PROs

If your PRO is reporting on your behalf, 
you must tick this box so that your PRO 
will be able to enter data into your 
Registry account. 

If your PRO is reporting on your behalf, you 
must also tick this box confirming your 
business relationship and reporting 
authorization. 



16. You’re done! 
You can log into your Registry account at 
any time to: 

• Check your registration status
• View your submitted reports
• Update your Declaration of Producer 

Brands
• Manage your PROs

Our Registry Guide has answers to many 
frequently asked questions.

Get help from Registry Support through our handy Contact Us 
form, or call us at (647) 496-0530 or toll free at (833) 600-0530.
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Visit rpra.ca/registry 
to get started today!
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