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Every ACTRA member is encouraged to get into the groove of  
viewing your work history on a monthly or quarterly basis. 
Here’s a step by step…
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Online work histories –  
the ball is in your court

by	Ferne	Downey,	ACTRA	Treasurer

Did you know that you can view your 
work history in your ACTRA Membership 
System Profile? 

Effective this year, AFBS will no longer 
be responsible for work histories – ACTRA 
is. The ball is now in ACTRA’s court. We 
will be mindful of the careful transition 
necessary to consider moving from snail 
mail to online review of work histories on 
ACTRA Membership System (AMS). But 
you’re in charge. No matter where you are 
working, no matter how far home – AMS is 
available to you.

To access the glorious ACTRA 
Membership System (AMS), you will need a 
password – if you’re a Face To Face Online 
user, you already have one. If you need a 
password, it’s easy as pie to get – email: 
f2f@actra.ca (the password is yours until 
you choose to change it – the old restric-
tion about changing it annually is gone, 
gone, gone).
Here’s how to access your work history:
• go to www.actra.ca
• choose a role – double click on Member 
(top centre of home page)
• enter your user name and password; then 
click on log in
• select ACTRA Membership System – from 
menu at top left of screen
• once in the Membership System select 
“view your work history”

• you can view your work history informa-
tion by date range or assessment year
• to print your work history click on 
“print” next to the printer icon 

Every member is encouraged to get 
into the groove of viewing your work 
history on a monthly or quarterly basis. 
And not just to please your account-
ant – to please yourself. ACTRA has been 
responsible for processing all IPA remit-
tances since April 2007 and the National 
Commercial Agreement (NCA) since 
August 2005. (Naturally AFBS still updates 
the insurance and retirement info that 
is received from ACTRA on their website 
www.actrafrat.com, but it is only the info 
that is relevant to your insurance and 
retirement monies. ACTRA is the keeper 
of all the detail of your work history – and 
there are many fields of info – keep scroll-
ing and you’ll see what I mean.)

As of this year, ACTRA has a dual 
responsibility: 1) the ongoing responsibil-
ity of ensuring that all data in member 
work histories is 100% accurate; 2). 
the new responsibility for work history 
reporting starts with this calendar year 
(2008). So, now, if you find an error or 
glaring omission in your work history, call 
ACTRA and ACTRA staff will track it down 
for you. 

Realistically, the data is entered into 
AMS within a range of time (as quickly as 
possible is the administrative goal) but the 
time does vary – the quickest turnaround 

being the week after your work date to 
up to three weeks later from some of the 
more far-flung locations. So review your 
Full ACTRA member work history online 
regularly. It’s also a wonderful way to keep 
current with your PRS income. And being 
able to print out an accurate work history 
for your year end will make life somewhat 
less stressful at tax time. (If your year end 
is not Dec. 31, you have the flexibility to 
print it whatever way serves your need.)

Once	you	have	your	AMS	
password,	here’s	how	to	
access	your	work	history:
• go to www.actra.ca

• choose a role – double click on 
Member (top centre of home page)

• enter your user name and password; 
then click on log in

• select ACTRA Membership System – 
from menu at top left of screen

• once in the Membership System select 
“view your work history”

• you can view your work history 
information by date range or 
assessment year

• to print your work history click on 
“print” next to the printer icon left of 
screen


