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HOW TO GENERATE A REPORTABLE ACTIVITIES REPORT 
 

What is the purpose of this report type? 
A reportable activities report is a listing of reportable activities for the current individuals 
at your firm with a registration status of Active or Suspended (Regulatory Action).  This 
report may be used as a tool for reviewing the reportable activities of your registrants to 
determine whether updates to these activities are required and sent to Regulators within 
the filing deadlines under NI 33-109. 
 
The report includes information from the permanent record of an individual and 
does not reflect any information included in a submission that is currently under 
review by Regulators. 
 

Who can generate this report? 
A Chief AFR, AFR or AFR Administrator for a registered firm(s) may complete this 
function. 
 

How is this report generated? 
1. From the Main Navigation bar, click the ADMIN TOOLS button, and then select  
 REPORTS from the left menu bar.  The system displays the list of reports available for 
 generation. Select Generate Reportable Activities Report. 
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2. The system displays the following page for input of the report criteria:  

 

3. You may use the following criteria to generate a report: Individual NRD No., Jurisdiction 
and Report format.   

 
You may generate the report for all individuals at your firm or enter the Individual NRD 
No. for a specific individual. You may choose to select one or more Jurisdictions, which 
presents the principal jurisdiction for an individual in your firm.  If you do not select a 
jurisdiction in the drop-down list, it will default to All and generate a report for all 
Jurisdictions in which your firm is registered.   
 
The Reportable Activities Report arranges data as follows:  
 

Ø Individual: Individual NRD No., Last Name, First Name, Second Name, 
Employment Location NRD No. 

Ø Reportable Activities: Name of Business or Employment, Start Date, Immediate 
Supervisor Last Name, Immediate Supervisor First Name, Immediate Supervisor 
Title, Address Line 1, Address Line 2, City, Province/Territory/State, Country, 
Description of the Reportable Activity, Title(s), Work Hours, Conflicts of 
Interest, Effective Date, Principal Regulator 

 
 When you have completed selection of your report criteria click Generate Report.  
 
4. Once you click Generate Report, the system will advise you of the progress of the report 

creation. When the report is ready, the system launches the report in the format you 
selected, and a pop-up message appears. This report available in the formats common to 
all NRD reports (Excel or CSV).  
 

 

If you select “Open file”, the system will launch Excel if you selected Excel or CSV 
formats. You can now view and print the report. To save it on your own system, click 
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“File” in the upper left corner of the new window and select “Save as”. You may rename 
and store the file as appropriate. You will notice that the system generates a report 
number that is included in the file name for the report. 

 

5. If the system is busy, you may receive a message with a report reference number.  This 
number can be used at a later time to retrieve the report by selecting report option ‘Recall 
Report by Number’ and entering the recall number and pressing Retrieve Report. 

 

 

TIP – If you generate the report in one language, that specific report is not viewable in 
the other official language, even if you log in to the other language version of the site to 
retrieve it. To view the same criteria in both French and English, you must generate a 
report from each language version of the site, i.e. log in to the French version of the site 
to generate a report with French headings.                                                                   

NOTE - NRD reports are generated based on your firm and individual registrant’s 
records as of 5 minutes prior to generating the report.  Therefore, if your firm has had 
changes in the last 5 minutes the information will not be reflected on the report.  Also 
note, larger reports will take more time to generate and be made available for you to 
review. 


