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Overview 

This User’s Guide provides the general instructions for using the Alberta Automobile Insurance 
Rate Board’s (AIRB) web-based Collection and Reporting System (CARS) to submit a new filing or 
pay an annual cost recovery invoice. 

If at any time, you require assistance logging on or using the CARS website, contact the AIRB by 
email at airb@gov.ab.ca or call (780) 427-5428. 

How to Navigate the Document  
Throughout this User’s Guide, you will find several hyperlinks.  

Those in orange underlined text (hyperlink) indicate a reference point contained within this 
document allowing you to immediately move to the applicable section.  

Those in blue underlined text (hyperlink) will take you to a website.   

 

 

Registration Process 

Before Registering  
To start the registration process you must be a current contact for your company with the AIRB.  

It is highly recommended prior to starting the registration process for CARS a representative from 
your company sends the AIRB a list of your staff who prepare filings with the AIRB. This will ensure 
an easier registration to CARS for you and your company. 

To confirm you are a contact or your company has sent their contact list, email the AIRB at 
airb@gov.ab.ca.  

NOTE: Each insurance company should have only ONE organization created under the Alberta.ca 
Account for Organization for all their staffs. 

If you file for more than one company and require access to more than one company, you will find 
instructions for adding additional companies under Registering your AIRB CARS Web Account. 

Registration Process 
Once you know the AIRB has you as a contact, go to the CARS website to begin the registration 
process at https://airbfilings-app.alberta.ca. 

mailto:airb@gov.ab.ca
mailto:airb@gov.ab.ca
https://account.alberta.ca/ui/sign-in/signin-with-email
https://account.alberta.ca/ui/sign-in/signin-with-email
https://airbfilings-app.alberta.ca/
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Registering your AIRB CARS web account is a two-step process: 

➢ Step 1: You must create an account at Alberta.ca Account for Organizations.  
➢ Step 2: You must then create a CARS web account on the CARS website. 

 

Step 1: Registering your Alberta.ca Account for Organizations  
Before you can log in to the CARS website, you will need to create an Alberta.ca Account for 
Organizations (referred to as Alberta.ca Account in this document). 

This first step is necessary to ensure the privacy and information of all users and companies using 
the CARS website are protected with a high level of digital security. Specifically, Alberta.ca account 
for Organizations: 

➢ Verifies the user to their Alberta.ca account credentials. 
➢ Manages Organization information such as business information and staff accounts by the 

administrators of the organization. 
➢ Manage sign in email address, password, and contact information, etc. by each staff 

member. 

Sign in with existing Alberta.ca account 

1. Open the CARS login webpage at https://airbfilings-app.alberta.ca/. 

https://account.alberta.ca/ui/sign-in/signin-with-email
https://airbfilings-app.alberta.ca/login
https://account.alberta.ca/ui/sign-in/signin-with-email
https://account.alberta.ca/ui/sign-in/signin-with-email
https://airbfilings-app.alberta.ca/
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2. Click “Log In”. You will be redirected to the Alberta.ca Account for Organizations login page. If 
you already have an Alberta.ca Account proceed to login, enter your email address then click on 
“Continue to sign in”.  

 
 

a. Upon successful login, you will be redirected to the CARS registration webpage. 
Proceed to Step 2: Registering your AIRB CARS Web Account.  

NOTE:  

https://account.alberta.ca/ui/sign-in/signin-with-email
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➢ Your Alberta.ca Account for Organizations is not the same as your Alberta.ca 
Personal account. Do not enter your Alberta.ca account personal email address and 
password on the sign-in webpage. 

➢ It is recommended your company creates only ONE organization in the Alberta.ca 
Account for Organizations.  

➢ Your Alberta.ca Account can now be associated with multiple Organizations. If one 
user works for multiple companies, it is recommended they only create one 
Alberta.ca Account for Organizations with one login email address and password.  

➢ Each Organization allows for multiple staff to be added. Each staff will have their own 
email address and password. To see you how to add staff to your organization’s 
account go to Add new staff account to the organization section. 

➢ If your company does not have an Alberta.ca Account for Organizations, it is 
recommended you review the Alberta.ca Account for Organizations registration 
document before continuing with this registration process. 

➢ Your company is responsible for creating and maintaining the Alberta.ca Account for 
Organizations for all your staffs. Your company can choose to create one 
Organization or multiple Organizations based on your company’s needs.   

➢ Your Alberta.ca Account for Organizations can be used to access other Government 
of Alberta digital services. 
 

b. If you do not have an Alberta.ca Account, you will see an error message; proceed to the 
next section: Create new Alberta.ca account for Organization.  

 

 

Create a new Alberta.ca account for organizations 

If you do not have an Alberta.ca account, go to https://account.alberta.ca/ui/sign-in/signin-with-email 

to create a new Alberta.ca account and associate your Alberta.ca account with organization(s).  

 

Create new Alberta.ca account 

1. Click on “Create account” on the login page. 

https://account.alberta.ca/ui/sign-in/signin-with-email
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2. Enter your email address, agree to Terms of Use, and click on “Continue”, you'll see a message 
instructing you to verify your email address. 
NOTE: 

➢ Users should use their real name and work email address for their Alberta.ca account.  
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3. You will receive an email titled “Your Alberta.ca Account Sign Up Request”, click on the link in 
the email. A success message will be displayed. 

 

 

4. Once your email is confirmed, you will be prompted to create a password. After entering the 
password, click on “Save and continue”.  
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5. Your Alberta.ca Account has been created. The “manage account” page will be displayed. 
Continue next to “Add Alberta.ca account to organization(s)” section to complete the process.  

 

 

Add Alberta.ca account to organization(s) 

1. Once your Alberta.ca Account has been created and you are logged in, the next step is to 
associate your account with an organization. In the top right corner, click on the dropdown menu 
beside your login name and select “Request new staff account”. 

 
2. The “Choose your organization” page will be displayed. You have two options on this page: 

create a new organization or request to be added to an existing organization. 
 

NOTE: 
➢ It is recommended your company creates only ONE organization in the Alberta.ca 

Account for Organizations.  
➢ Users should try to select an existing organization instead of creating new organization. 

 

Option 1 - Add a new organization 

1. First option is to add a new organization, type the name of your business in the “Organization” 
field. If not found in the dropdown, click "Add a new organization." 
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2. On the "Add your organization" page, start filling out the form by entering the Business Name, 
Operating or Trade name, Business Email, Website (optional), Phone number, Extension 
(optional), and Fax number (optional), etc., then click on "Continue. 
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3. Once the organization is created, you will be prompted to create the first staff account for this 
organization, which would be the administrator. Fill in your contact information on the “Create 
admin” page and then click on “Save”.  

NOTE:  

➢ Users should use the work email address the AIRB has in their files.  
➢ The first person from your company who create their Alberta.ca account will become 

your company’s “administrator” by default.  
➢ It is good practice to have at least two business administrators managing your 

company’s Alberta.ca account details and staff members. 

 

 

4. Your Alberta.ca Account and the new Organization have been successfully created. You will be 
brought back on the “Manage account” page, where you should be able to see your contact 
information and your staff accounts.  If you click on your organization under “Organization”, you 
will be able to see your organization created as expected. 
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5. New users (Admin) will receive a few confirmation emails once the account is created. 
An email titled "XXX Company created" confirming that the organization account was created 
successfully.  
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An email titled "Welcome to your Alberta.ca Account" confirming that the account was created 
successfully. 

 

6. You can now return to the Alberta.ca Account for Organization webpage to view your account 
information, or you can Proceed to Step 2: Registering your AIRB CARS Web Account.  

 

Option 2 - Select an existing organization 

1. On the “Choose your organization” page, the second option is to search for an existing 
organization. Search for your business by typing its name in the "Organization" field. Click 
"Select" to send a request to the administrators of the chosen organization. 
NOTE: 

➢ Administrators can find the unique identifier (e.g., [B1234]) for an organization on the 
Account Information and Organization Directory pages. Share this identifier with users 
looking to join the organization. 
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2. You will be prompted to enter your contact information then click on “Save”.  

 

 

3. You are now back on the “manage account” page. Your request has been sent to the 
administrators of the organization, you can see the Requested organization in the “Staff account 
requests” section. 

NOTE: 

➢ If you work for multiple organizations, click "Request new staff account" and follow steps 
1 and 2 above to request addition to other organizations. 
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4. You will also receive an email titled “Your staff account request is waiting for approval”. 

 

5.  The administrators of the organization will receive an email titled “Staff account request”.  
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6. The administrator will then log in to their Alberta.ca account, navigate to the My staff account 
section, and click on the Organization link.  

 
7. The following page will be displayed. The administrator will click on "View request" to proceed.

 

 

8. The administrator will then update the account and contact role information and click on 
“Approve Request”. A success message will be displayed. 
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9. Once being approved, you will receive a “Your account has been added to XXX Company” 
notification email.  

 

 

10. You can now return to the Alberta.ca Account for Organization webpage. Enter your email 
address and click on “Continue to sign in”. 

 

11. Enter your password and click on “Sign in”. 
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12. When you login again, you will see the Manage Account page. The approved Organization or 

the new Organization added will appear in the “My staff accounts” section.  
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13. You can now Proceed to Step 2: Registering your AIRB CARS Web Account.  

 

Step 2: Registering your AIRB CARS Web Account 
After successfully creating an Alberta.ca account for Organization, you now must register for an 
AIRB CARS Web account.  

To create your CARS web account, follow the steps below: 

1. Open the CARS login webpage at https://airbfilings-app.alberta.ca and click on the “Log in” 
button. 

https://account.alberta.ca/ui/sign-in/signin-with-email
https://airbfilings-app.alberta.ca/
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2. You will then be directed to the Alberta.ca account login webpage. Enter your email address 
and click on “Continue to sign in”.  

 
3. Enter your password and click “Sign in”. 
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4. After signing in, you might encounter the "Choose staff account" page if your Alberta.ca account 
is associated with multiple organizations. Choose one of the accounts to proceed. 
NOTE: 

➢ The selected account here will not affect your access to CARS. 

 
5. You will then be directed back the CARS webpage and asked to register for your AIRB CARS 

web account. The CARS system will automatically fill the first and last name and email address 
fields. 
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To request for company access, first, type the first three letters to search for your company’s 
name. A drop-down menu will appear. Choose your company’s name.  

NOTE:  

➢ Do not type out your company’s entire name. Your company should appear after typing 
the first three letters. 

Then once all companies are added, click on the “Submit Form” button.  You can request 
access for multiple companies by adding new lines. 
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6. A pop-up window will appear to confirm your request for an AIRB CARS Web account. Click 
“Yes”. 

 

NOTE: 

➢ You will need to log in again if the page remains inactive for 10 minutes.  
➢ The CARS system will use your email address and company name entered to find your 

existing company contacts. An error message will appear if: 
➢ The contact for the company you entered was not found or inactive. 

 

➢ If you did not provide a company with your registration. 



27 | P a g e  

 

 

Classification: Public 

 

➢ A CARS web account already exists for this Alberta.ca account email address. 

 

➢ As stated in the “Before Registering” section, the AIRB will need to set up your 
company’s contact before you begin the registration process.  

As stated in the “Before Registering” section, if you submit filings for more than one 
insurance company, you can request access to multiple companies in CARS. Ensure your 
contact with the other companies has been sent to the AIRB before starting the registration 
process.  

7. Once your AIRB CARS Web account has been registered successfully, you will be directed to a 
webpage stating your registration has succeeded. 
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8. You will also receive an email confirming your AIRB CARS Web account has been successfully 
registered. It will look similar to the image below. 

 

 

9. AIRB staff will also be notified you have completed the CARS registration process and they will 
activate your web account.  

Once your account is activated, you can log into the CARS website and begin submitting filings. 

10. You can view your current access by navigating to the Login Name dropdown menu, select 
“View Login and Associated Companies”. 
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Manage Organization Staff Account 

Add new staff account to organization 
As the company’s Administrator, you can add other staff members to sign up for their Alberta.ca 
account. To do this: 

1. From the “My staff accounts” section, select the organization where you would like to add a Staff 
Account.  

 

2. From the organization directory page, click on the “Staff accounts” tab. 

 

3. Click on the “Add new staff account” button.  
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4. Enter the staff email address and click “Continue”. 

 

5. Fill in the staff business contact information. Under the “Roles” tab, you will have an option 
to make this staff member an “Admin”, by checking off the “Admin” box. Once you confirm 
the account details are correct, click on “Save”. 
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6. An email notification will be sent to the new staff being added. The staff can follow the 
instructions from the email to complete their account set up.  

 

Associated with multiple organizations and request new staff account 
➢ Your Alberta.ca Account for Organizations can now be associated with multiple organizations.  
➢ If you work for multiple companies, it is recommended that you create only one Alberta.ca 

Account for Organizations with one login email address and password.  
➢ You can request to be added to other organizations by using the "Request new staff account" 

feature in section Create new Alberta.ca account: Option 2 – Select an existing organization. 
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Logging into CARS 

Log in to the CARS Website 
Now your AIRB CARS web account is active, you can log into the CARS website and begin 
submitting filings to the AIRB. 

To log into the CARS website, follow the steps below: 

1. Open the CARS login webpage at https://airbfilings-app.alberta.ca. and click on the Log In 
button. 

https://airbfilings-app.alberta.ca/
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2. You will then be directed to the Alberta.ca log-in webpage. Enter your email address and 
password and click on “Sign In”. 
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3. After signing in, you may encounter the "Choose staff account" page if your Alberta.ca account 
is associated with multiple organizations. Select one of the organizations to proceed.  

 

 
4. Once you have logged into Alberta.ca account, you will be directed to the CARS home page. 

You will then begin to submit filings, payment requests, and view cost recovery charges. 

NOTE: 

➢ You will need to log in again if the page remains inactive for 10 minutes.  
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Rate Filings 

Before Starting 
NOTE: Once you have logged in, if at any time you are inactive for 20 minutes or more, you will be 
logged out of the CARS website and you will have log in again. 

Getting Started 
To start a new filing, click on the “Rate Filing” icon on the upper left side of the CARS home page. 
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You will be directed to a spreadsheet listing all your company’s filings. 

 

 

 

 

 

 

 

 

Starting a New Filing 
To start a new filing click the “+” icon in the upper right side of the page. 
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(Full Screen) 

 

 

(Close Up) 

 

A pop-up screen will open asking you to fill in the following details for the new filing you are 
creating. 

 

 

 

 

 

Categories of Filings 
Select the appropriate categories from the drop-down menus for: 

a. Company Name 
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i. If you are registered for more than one company, select the company the new filing 
is for 

b. Filing Type and Sub Filing Type 
i. Full 

1. Full with Actuarial Support 
2. Full without Actuarial Support 

ii. File and Use 
1. File and Use 

c. Vehicle Category 
i. Private Passenger Vehicles 
ii. Commercial and Interurban Vehicles 

1. Commercial Vehicles 
2. Interurban Vehicles 

iii. Miscellaneous Vehicles 
1. All-Terrain Vehicles 
2. Ambulances 
3. Antique Vehicles 
4. Collector Vehicles 
5. Farm Vehicles 
6. Hotel and Country Club Vehicles 
7. Mopeds 
8. Motorcycles 
9. Motorhomes 

10. Off-Road Vehicles 
11. Private Buses 
12. Public Buses 
13. Public Vehicles 
14. School Buses 
15. Snow Vehicles 
16. Taxis and Limousines 
17. Trailers and Campers 
18. Utility Trailers 
19. Other 

 

 

 

 

 

 

 

Filing Information 
Once you have entered the information in the pop-up window, you will be taken to the “Filing 
Information” webpage. 

The status bar across the top of the webpage will indicate this filing is new. 
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Combining Multiple Vehicle Categories into One Filing 
A separate filing MUST be submitted for each rating program.  

Filings under the Vehicle Categories of Commercial and Interurban Vehicles and Miscellaneous 
Vehicles can have multiple vehicle categories ONLY if they have the same rating program.  

For example, you may have one rating program for mopeds and motorcycles. In this case, both 
mopeds and motorcycles can be added to the Vehicle Miscellaneous Category. To do this, click 
“Select” in the Vehicle Miscellaneous Category on the upper right side of the webpage, as indicated 
in the image below. 

Then click the boxes beside mopeds and motorcycles. 

 

 

 

 

 

 

 

 

 

 

 

NOTE:  

➢ Continuing the example, if mopeds and motorcycles have unique rating programs, 
separate filings MUST be submitted. 
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NOTE:  

➢ At any time during the filing process you can save, print or delete your filing. Go to the 
“Saving, Completing, Copying, and Deleting a Filing” section to find out how. 

 

Completing the Question Sections 
There are up to 13 question sections required to be completed for each filing, depending on the 
Filing or Sub-filing type you select.  

 

 

As you complete each question section, at the bottom right side of the page you have the choice to 
click “Save Draft” or to “Save and Continue” to the next section. 
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“Save Draft” button saves changes for the current question section. No validation of the filing will be 
run. Once the button is clicked, a message will appear in green at the bottom of the page stating: 
“Rate filing has been saved successfully.” 

 

“Save and Continue” button will save changes for the question section you are working on and 
move you on to the next question section. A validation of the filing to that point will run and all 
validation errors should be fixed before moving on.  

 

 

 

When there are any validation errors, the system will display a warning message at the bottom of 
the page, and you will remain on the current tab. 
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All fields with validation errors will show a red exclamation mark, clicking on the control will show 
the business rule message. When there are no validation errors, the system will move to the next 
question section. 

 

When you try to close the filing page at any time, a warning message “Changes you made may not 
be saved.” will always display to remind you to save changes before closing this page. 

 

 

 

 

 

NOTE:  

➢ It is recommended you save your filing often to prevent data lost. 
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➢ Also, not all Vehicle Categories need all 13 sections to be completed. If a section is not 
required based on your category selection, the section will be deactivated and colored 
beige in the list on the left side of the webpage. For example, sections 3, 7, 11, and 12 is 
not required for file and use filings. 

 

Q1 Summary 
Check all the items applicable to the filing.  

While 1.a) and 1.b) are mutually exclusive, other changes found in 1.c) to 1.m) may be applicable. 

 

NOTE ON k) and l): 

➢ For full filings only: If you check k), you are required to provide a description for using 
predictive modeling or other non-traditional approaches. 

➢ If you check l), you are required to provide a description. 

 

 

 

NOTE ON m): 
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➢ If you select m) “Update CLEAR Rate Group Tables,” you are required to complete all the 
CLEAR Table information boxes. 

➢ “Current CLEAR Table Year” box shows years starting from 2011 to next year. 
➢ “Proposed CLEAR Table Year” box only shows current, previous, and next year. For 

historical filings, this box will not be limited to current, previous, and next years. 
➢ If you select from the dropdown menu for the “CLEAR Table with Modifications”, a 

description is required. 

 

Q2 Effective Dates 
Proposed effective dates are to be listed for both new and renewal business. If there are any 
changes to the proposed effective dates, you must notify the AIRB immediately of the revised dates 
and reason for the change. 

NOTE:  

➢ The Proposed Effective Date for Renewal Policies must be equal to, or after, the Proposed 
Effective Date for New Policies. 

➢ The Effective Date change reason is showing only when the filing has more than one 
submission. 

 

Q3 Source of Data 
Select the correct choice from the dropdown menu and indicate whether the changes by coverage 
are weighted by written or earned premiums. State the source of the data and the valuation date. 

NOTE:  

➢ A valuation date, weighted by written or earned premiums are required for Full Filing. 
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Q4 Rate Change 
The impact of all proposed changes to rates or rules must be disclosed under the proposed rate 
level change column, including changes to: 

➢ Base rates; 
➢ Differentials; 
➢ Discounts or surcharges; 
➢ Rating rules; and  
➢ Endorsements.  

The impact by coverage must be calculated on an uncapped basis and disclosed. Uncapped does 
not refer to risks capped by the Grid in this context. Insurance companies are not allowed to 
propose increases greater than the indicated change on both coverage and combined bases. 

NOTE: 

➢ The indicated and proposed changes by coverage must be on uncapped premiums.  
➢ The premium weights must add up to 100%.  
➢ The grey boxes will calculate after clicking the “Calculate Rate Change” button.  
➢ The calculation is based on a weighted average using premium weights.  
➢ All percentages must be entered as a decimal. For example, 45% should be entered as 0.45 

or .45. Up to six decimals can be entered.  
➢ The Tab key on your keyboard can move you down the columns on the webpage.  
➢ To delete an entry, click the “x” on the right side of the box for the data to be deleted. 

Business Rules: 

➢ Premium Weight for All Coverage is required for full filings. 
➢ Combined Coverage Premium Weights must be equal to 100%. 
➢ Combined Coverage Proposed Rate Change is required for full filings. 
➢ For “File and Use” filings, the Combined Coverage Proposed Rate Change must be equal or 

less than 0%. 

 

Q5 Capping 
Select Yes or No to indicate if you are proposing to cap the impact a consumer would face at 
renewal. 

If No is selected, choose Save and Continue at the bottom of the page. 

If Yes is selected, continue answering Question 5.a). The premium weights displayed in 5b) are 
copied from your response to Question 4.  
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Question 5.c) requires the average cumulative rate change after capping for all coverage. 

Business Rules: 

➢ Yes or No must be selected for “Is Capping Proposed” for all filings. 
➢ Proposed Lower Cap cannot be greater than zero. 
➢ Yes or No must be selected for “Is the capping measure changing from the last filing?” for all 

filings. 
➢ Previous Filing Lower Cap cannot be greater than zero. 

 

Q6 Dislocation 
Complete the dislocation table. If no capping was selected in Question 5, the capping column will 
be greyed out. The Tab key on your keyboard will move you down the column of data.  

Once the dislocation table is completed, click the “Calculate Totals” button in the bottom right corner 
of the table in both part a) and b). 

If you make any changes in the dislocation table after clicking the “Calculate Totals” button, you 
must click the button again to re-calculate the table. 

The uncapped/capped dislocation is to be calculated by comparing the proposed uncapped/capped 
premiums to the current on-leveled uncapped premiums. Count any risk capped by the Grid as 
uncapped and use the capped column to indicate company and Grid capping. The 12-month 
cumulative dislocation is to compare the proposed premiums to the current charged premiums of 
the in-force policies as of 12 months before the proposed effective date. 
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Q7 Risk Profiles 
Add risk profiles for those receiving the largest/smallest dollar increase (before company capping). 
If capping was selected in Question 5, a third risk profile showing the largest dollar increase after 
capping is required. To add a Risk Profile, click the “+” button on the right side. 

 

The “Risk Profile Detail” page will pop-up for you to complete. 

➢ All percentages must be entered as a decimal. For example, 45% should be entered as 0.45 
or .45. 

➢ The Tab key on your keyboard will move you down the column. 
➢ Click “Calculate” on the bottom right side of the page to calculate and fill all the grey boxes. 
➢ Click “Save” on the bottom right side of the page to save your work. They system will check 

all validation rules and re-calculate the totals and % change. 

Business Rules: 

➢ Risk Profile types and descriptions are required. 
➢ The Limit/Deductible is required if the Proposed Rate is entered for the row. 
➢ Final Premiums Current Rate cannot be null or zero. 
➢ Final Premiums Proposed Rate cannot be null or zero. 
➢ Final Premiums Rate Change Percentage cannot be null or zero. 
➢ Final Premiums Rate Change Percentage must be less than zero for Largest Decrease Risk 

Profiles. 
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➢ Final Premiums Rate Change Percentage must be greater than zero for Largest Increase 
Risk Profiles. 

 

Q8 Change Impact 
Indicate any other changes made to the rating program within the past year that would impact a 
consumer on renewal, other than the changes proposed in this filing. 

Business Rules: 

➢ Yes or No must be selected for “Rating Has Been Changed within Past Year” for all filings. 
➢ A description is required if “Yes” is selected for “Rating Has Been Changed within Past 

Year”. 

 

Q9 Dependent Categories 
Indicate by checking the appropriate boxes in the “Included” column if other categories of 
automobile insurance are affected by the proposed rate change. All changes must be based solely 
on the changes associated with the dependent category. Any other changes not dependent on this 
filing must be submitted in a separate filing.  

NOTE: 

➢ All percentages must be entered as a decimal. For example, 45% should be entered as 0.45 
or .45. 
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Business Rules: 

➢ If a Dependent Category is marked “Included”, a Rate Level Impact is required. 

 

Q10 Loss Ratios 
Enter the trended ultimate loss ratios on an accident year basis for the most recent available five 
years.  

NOTE: 

➢ All percentages must be entered as a decimal. For example, 45% would be entered as 0.45 
or .45.  

➢ If the company does not have five years of data, then enter zero for the years data is not 
available. You can edit the years indicated, if needed. 

Business Rules: 

➢ Loss Ratio must be entered for each Accident Year for Private Passenger Vehicles (PPV) 
and Commercial or Interurban vehicles.  

➢ Loss Ratios Accident Years must be five consecutive years. 
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Q11 Territories 
Enter the number of territories used as a rating variable for each type of coverage. 

 

Q12 Expenses 
Provide the expense provision and permissible loss ratio used in the filing.  

NOTE: 

➢ All percentages must be entered as a decimal. For example, 45% would be entered as 0.45. 

Business Rules: 

➢ For “Full with Actuarial Support” filings, provisions for Variable Expense, Fixed Expense, and 
Permissible Loss Ratio are required. 

 

Q13 Grid 
Provide the percentage of risks rated at Grid premium.  

NOTE: 

➢ All percentages must be entered as a decimal. For example, 45% would be entered as 0.45. 

Business Rules: 

➢ The “Grid Premium Current Risk” and the “Grid Premium Proposed Risk” are required if the 
Vehicle Category is “Private Passenger Vehicle”. 
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Classification: Public 

 

Appendix B1 - Certificate of the Office/Designate 
In Appendix B1, enter the Name of the Officer, the Title of the Office, check the “Signed by Office” 
box, and choose the “Signed Date”. 

 

 

Appendix B2 – Certificate of the Actuary 
In Appendix B2, enter the Name of Actuary and check the “Signed by Actuary” box, and choose the 
“Signed Date”. 

 

 

Appendix B3 - Confirmation Checklist 
In Appendix B3, select either “Yes”, “No”, or “N/A” for all rows. Use “Yes” to confirm inclusion. If 
choosing “No” or “N/A”, provide an explanation in the notes section. 
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You can use the "Select Yes to All" and "Unselect Yes to All" buttons for a quick update.  Once all 
rows are complete, check the “Signed by Actuary” box, and choose the “Signed Date”. 

 

 

Documents / Attachments 
Add all supporting documents relevant to this filing.  

Click the “+” button to add supporting documents. 
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A pop-up window will prompt you to choose the type of document and a description. A default 
description is entered and is editable. Only files with the following file extension can be 
uploaded: .pdf .doc .docx .xls .xlsx. 

 

Contacts / Comments 
The contact who created the filing is the primary contact.  

To add additional contacts, click the “+” button and a pop-up page will appear. 

 

 

In the pop-up window, select a contact from the list provided. 
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NOTE: 

➢ Only one Primary Contact can be selected for each filing. 
➢ Your contact information must already be in the AIRB contact database. To be added to the 

database, please contact AIRB@gov.ab.ca.  

Add any additional comments relevant to the filing. 

 

Saving, Submitting, Editing, Copying and Deleting a Filing 

Save a Filing 
A new filing can be saved and completed at another time. 

To save a filing select Save Draft at the top or bottom of any page. 

 

Or 

 

 

Validate 
Click “Validate” at the top right side of the screen to determine if the filing is complete. 

 

A pop-up window will indicate if there are any errors or warning messages.  
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NOTE: 

➢ Error messages MUST be addressed before a filing can be submitted.  
➢ Warning messages should be reviewed before submitting a filing. A filing can be submitted 

to the AIRB if there are warning messages. 

 

Submit 
Once all relevant data for a filing has been entered and all relevant documents are attached, a filing 
can be submitted to the AIRB for review. 

Once all error messages have been addressed and all warning messages have been reviewed, you 
are ready to submit. Click the “Submit” button. 

 

A pop-up window will ask you if you are sure you want to file. Click the “Yes” button to confirm. 

 

 

The filing is now submitted and no changes can be made. The status will be updated and displayed 
on the top of the “Rate Filings” page. 

NOTE: 

➢ A submission email will be sent to AIRB and all company contacts connected to the filing 
and the Alberta.ca login account email. 
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Edit a Filing 
To edit a filing, select the edit icon on the “Rate Filings” page or double-click the filing’s row. 

NOTE: 

➢ Only new filings are fully editable. See the status column. 
➢ Filings with a status other than “New” will be read-only except for the 

Documents/Attachments and Contacts/Comments sections. 

(Full Screen) 

 

(Close-up) 

 

Open for Revision 
If edits are required for a locked down filing, please select “Open for Revision” at the top of the 
page. “Open for Revision” is available for filings in Submitted or Reviewed status.  

If the “Open for Revision” button is not available, contact the AIRB staff member assigned to your 
filing, and request the filing be moved to “Under Revision” status.  

The filing will need to be re-submitted after making changes.  

Copy a Filing 
The CARS website gives you the ability to create a copy of a filing, providing you with some basic 
information from a previous filing. This feature is useful: 

1. To submit similar filings for multiple vehicle classes. For example, motorcycles and 
motorhomes which have unique rating programs. 

2. To submit similar filings for multiple insurers within the same insurer group. 

To copy a filing: 

1. Go to the “Rate Filings” page. 
2. Find the row of the filing you want to copy. 
3. Select the copy button on the last right-side column of the filing’s row. 

NOTE: 

➢ Only some information from the selected filing will be copied (Q1-3, Q5a, Q8, Q10-13, 
Reviewers/Contacts). 
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Classification: Public 

 

(Full Screen) 

 

(Close-up) 

 

 

When you click the “Copy” button, a pop-up box will appear. 

Select the Company Name from the dropdown menu and click “Continue”. 

 

 
 

 

 

Delete Filings 
New filings which have not been submitted can be deleted.  

There are two ways to delete a filing: 
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1. On the “Rate Filings” page, click on the trashcan button on the ride-side of the row of the 
filing you want to delete. 

(Full Screen) 

 

(Close Up) 

 

 

2. Click “Delete” on the rate filing detail screen. 

(Full Screen) 

 

(Close Up) 

 

NOTE: 

➢ Filings which have been submitted cannot be deleted but can be withdrawn.  
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Printing a Filing 
You can print out a detailed rate filing report in PDF format at any time by clicking the “Print Filing” 
button on the upper right-side of a specific filing’s page. 

(Full Screen) 

 

(Close Up) 

 

Exporting Filings 
You can export your filings to an Excel spreadsheet by clicking the “. xlxs” button on the upper right-
side of the “Rate Filings” page. 

An .xlxs file will download onto your computer. 

(Full Screen) 

 

(Close Up) 
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Reviewers 
A reviewer will be added by the AIRB upon receipt of a filing. The reviewer’s name can be viewed 
in: 

1. The “Reviewers” column on the “Rate Filings” page. 

 

2. The “Additional Information” section of any specific filings page. 

(Full Screen) 

 

(Close Up) 
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Status of Filing 
The status of your filing is visible in the summary bar and at the top of a specific rate filing page.  

The progression of the filing status will depend on the filing type. 

Full Filings: 

 

File and Use Filings: 

 

If the filing had required any revisions either before or after approval, alternate paths may be 
shown: 

 

Deemed Complete 
Once all supporting documents are reviewed and AIRB staff have no further questions, the filing will 
be deemed complete. Insurance company staff do not have to wait for the “deemed complete” 
status and may implement changes proposed in the filing immediately. 

File and Use filings will be reviewed internally by AIRB staff.  

Board Decision Rendered 
After filings are presented to the AIRB Board of Directors, and a decision has been made, 
insurance companies will receive written confirmation with the Board’s decision. The decision will 
also be listed on the “Rate Filings” page and the specific filings page: 

Rate Filings page 
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Specific filing page 

(Full Screen) 

 

(Close Up) 

 

 

Sorting and Searching the Rate Filings Page 
The “Rate Filings” page summarizes three years of historical filings based on the new business 
effective date, regardless of the filing status.  

It also enables you to sort and search these historical filings. 

Sorting  
To sort filings, click the name of a specific column on the “Rate Filings” page. It will immediately 
organize the column either alphabetically (A-Z) or numerically (largest negative number to largest 
positive number). Click it a second time to reverse the order.  
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The examples below show the “Basic” column organized, first, numerically and, second, in reverse. 

(Numerically) 

 

(Reverse Numerically) 
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Grouping 
You can change the order of the columns by dragging the column header and moving it to the order 
you would like. 

You can also drag a column header to the indicated area in the image below to create a grouping 
by column. 

 

Searching 
On the “Rate Filings” page you can search for any element on the page’s spreadsheet by typing in 
the search bar on the upper right side of the page. 
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Rating Profile Submissions 

Before Starting 
NOTE: Once you have logged in, if at any time you are inactive for 20 minutes or more, you will be 
logged out of the CARS website and you will have log in again. 

Getting Started 
To start a new filing, click on the “Rating Profile Submissions” icon on the upper right side of the 
CARS home page. 

 

You will be directed to a spreadsheet listing all of your company’s rating profiles. 
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Rating Profiles 
Below is a list of all the available rating profiles: 

a. Private Passenger Vehicle 
i. Profiles 1-10 
ii. For each profile a premium for Basic Coverage and Additional Coverage is needed 

for each of the eight territories listed below: 
1. FSA T3J 
2. FSA T2Y 
3. FSA T5X 
4. FSA T6K 
5. FSA T1K 
6. FSA T1W 
7. FSA T9C 
8. FSA T8V 

b. Commercial Vehicle (Other than Private Passenger Vehicle) 
i. Profiles 1-4 
ii. For each profile a premium for Basic Coverage and Additional Coverage is needed 

for each of the four territories listed below: 
1. FSA T3J 
2. FSA T5X 
3. FSA T1K 
4. FSA T8V 

c. Motorcycle (Other than Private Passenger Vehicle) 
i. Profiles 1-2 
ii. For each profile a premium for Basic Coverage and Additional Coverage is needed 

for each of the four territories listed below: 
1. FSA T3J 
2. FSA T5X 
3. FSA T1K 
4. FSA T8V 

d. Off Road Vehicle (Other than Private Passenger Vehicle) 
i. Profiles 1-2 
ii. For each profile a premium for Basic Coverage and Additional Coverage is needed 

for each of the four territories listed below: 
1. FSA T3J 
2. FSA T5X 
3. FSA T1K 
4. FSA T8V 

e. Snow Vehicle (Other than Private Passenger Vehicle) 
i. Profiles 1-2 
ii. For each profile a premium for Basic Coverage and Additional Coverage is needed 

for each of the four territories listed below: 
1. FSA T3J 
2. FSA T5X 
3. FSA T1K 
4. FSA T8V 
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f. Motorhome (Other than Private Passenger Vehicle) 
i. Profiles 1 
ii. For each profile a premium for Basic Coverage and Additional Coverage is needed 

for each of the four territories listed below: 
1. FSA T3J 
2. FSA T5X 
3. FSA T1K 
4. FSA T8V 

g. Taxi (Other than Private Passenger Vehicle) 
i. Profiles 1-2 
ii. For each profile a premium for Basic Coverage and Additional Coverage is needed 

for each of the four territories listed below: 
1. FSA T3J 
2. FSA T5X 
3. FSA T1K 
4. FSA T8V 

h. Interurban Truck (Other than Private Passenger Vehicle) 
i. Profiles 1-2 
ii. For each profile a premium for Basic Coverage and Additional Coverage is needed 

for each of the four territories listed below: 
1. FSA T3J 
2. FSA T5X 
3. FSA T1K 
4. FSA T8V 

To Start a New Rating Profile Submission 
To start a new filing click the “+” icon in the upper right side of the page. 

(Full Screen) 

 

(Close Up) 
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A pop-up screen will open asking you to fill in the following details for the new rating profile you are 
creating. 

 
 

➢ Submission Type 
➢ Rate Filing – you use this submission type when you are submitting rating profiles as 

required after your Rate Filing is approved  
NOTE: This will automatically populate, as this is the option you will use most 
frequently 

➢ Ad hoc – you use this submission type when rating profiles are required due to a 
change in profiles as per requested by the AIRB 

➢ Company Name 
➢ Rate Filing 

➢ From the drop-down list select the Rate Filing the rating profile submission is 
associated with 
NOTE: This option will not appear if you have selected Ad hoc 
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Once the information has been entered click “Continue”. 

 

The top portion of the Rating Profile Submission Details screen shows details with about the rating 
profile submission and the rate filing that the profile is attached to. 

 

The next section is where you will enter the rating profiles. Click on the arrow on the left-hand side 
of the profile you want to enter. 

(Full Screen) 

 

(Close-up) 
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The space under each profile is where you will enter the premiums. You MUST enter all the 
premiums for both Basic Coverage and Additional Coverage. 

NOTE: You can sort the columns by either the City or the Postal Code. 

 

Saving, Submitting, Deleting and Printing a Submission 

Save a Filing 
A new submission can be saved and completed at another time. 

To save a rating profile submission select Save Draft at the top or bottom of any page. 

 

Validate 
Click “Validate” at the top right side of the screen to determine if the rating profile submission is 
complete. 

 

A pop-up window will indicate if there are any errors or warning messages. Click the “OK” button to 
exit out of the pop-up window. 
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NOTE: 

➢ Error messages MUST be addressed before a submission can be submitted.  

 

Submit 
Once all relevant data has been entered a rating profile submission can be submitted to the AIRB. 

Once all error messages have been addressed, you are ready to submit. Click the “Submit” button. 

 

A pop-up window letting you know that your rating profile submission has been validated and will be 
submitted. Click the “Continue” button to confirm. 

 

 



73 | P a g e  

 

 

Classification: Public 

NOTE: 

➢ A submission email will be sent to AIRB, and all company contacts connected to the filing 
and the Alberta.ca login account email. 

Edit a Rating Profile Submission 
To edit a submission, select the edit icon on the “Rating Profile Submission” page or double-click 
the row. 

(Full Screen) 

 

(Close-up) 

 

 

Open for Revision 
If edits are required for a submitted Rating Profile, please select “Open for Revision” at the top of 
the page after you have opened it for editing. “Open for Revision” is available for profiles in 
Submitted status.  

 

A pop-up window will appear. Click the “Continue” button. 
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Delete a Rating Profile Submission 
New rating profiles which have not been submitted can be deleted.  

There are two ways to delete a filing: 

1. On the “Rating Profile Submissions” page, click on the trashcan button on the ride-side of 
the row you want to delete. 

(Full Screen) 

 

(Close Up) 

 

 

 

2. Click “Delete” on the rating profile submission details screen. 

 

Pop-up menu asking if you are sure you want to delete will appear. Click the “yes” button. 

 

NOTE: 

➢ Rating profiles which have been submitted cannot be deleted.  

Printing a Submission 
You can print out a detailed rating profile submission report in PDF format at any time by clicking 
the “Print Submission” button on the upper right-side of the rating profile submission details screen. 
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Cost Recovery Charges 

The AIRB’s operations are fully funded through an annual industry levy to automobile insurers, in 
accordance with the Automobile Insurance Rate Board Fees Regulation. Each September insurers 
are invoiced for their share of our budget, and the invoice may be viewed under the Cost Recovery 
Charges section of CARS. 

 

When on the Cost Recovery Charges page, you can view and print the invoice for the past three 
years. 

View Invoice 
You can view the invoice details such as payment amount, due date, and payment status right on 
the Cost Recovery Charges page. 

 

You can view your invoice by clicking the “View Cost Recovery Invoice” button on the right-side of a 
specific invoice. 
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Printing an Invoice 
You can print out a copy of your invoice and invoice letter in PDF format at any time by clicking the 
“Print Cost Recovery Invoice” button on the right-side of a specific invoice. 

 

You can also print the invoice from the View Invoice screen by clicking the “Print Invoice” button on 
the upper right-side of the specific invoice screen. 
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Payment Requests 

An insurer may pay their cost recovery charge by EFT or cheque as has been done in the past. 
They can also submit a payment request that informs the AIRB of intention of payment and which 
method of payment. 

 

 

From the Payments screen, you can view previous payment requests along with submitting a new 
payment request.  

To add a new payment request, click the “+” button and a pop-up page will appear. 

 

In the pop-up select, the company name and click the “Continue” button. 
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From the Payment Details window, you can Add Payment Item, Delete Payment Item, Save 
Payment to submit later or Submit a Payment. 

 

 

Fleet Confirmation Forms 

This module will be used by insurers only writing fleet or garage experience rated risks who request 
an exemption from the filing guidelines.    

To start a new form, click on the “Fleet Confirmation Forms” icon on the CARS home page. 

 

 

Click the “+” icon in the upper right side of the page. 
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In the pop-up window, select the Company Name & the Reporting Year and click on ‘Continue’. 

 

Completing the Form 
Fill in the required details in the Confirmation Fleet Form.  

NOTE: 

➢ At least one Risk Type must be checked.  
➢ At least one Vehicle Categories must be checked. 
➢ The “Number of Exposure” for each Sub-category of the Vehicle Category is mandatory if 

the “Included” column is checked. 
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Saving, Validating, Submitting, Deleting and Printing out a Form 

Save Draft 
A new form can be saved and completed at another time. 

To save a form select “Save Draft” at the top or bottom of any page. 

  

 

 

Validate 
Click “Validate” at the top right side of the screen to determine if the form is complete. 
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A pop-up window will indicate if there are any errors messages.  

 

NOTE: 

➢ Error messages MUST be addressed before a form can be submitted.  

 

Submit 
Once all relevant data for a form has been entered, a form can be submitted to the AIRB for review. 

Once all error messages have been addressed, you are ready to submit. Click the “Submit” button. 

 

A Finalize Submission window will be displayed. Fill in any Additional Notes and click on “Continue” 
to proceed. 
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The form is now submitted, and no changes can be made. The status will be updated and displayed 
on the page. 

NOTE: 

➢ A submission email will be sent to AIRB and the Alberta.ca login account email. 

 

Delete 
New Confirmation Forms which have not been submitted can be deleted.  

There are two ways to delete a form: 

1. On the “Fleet Confirmation Form” page, click on the trashcan button on the ride-side of the 
row you want to delete. 

(Full Screen)  

 

(Close Up) 

 

 

 

2. Click “Delete” on the Fleet Confirmation Form details screen. 
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Pop-up menu asking if you are sure you want to delete will appear. Click the “Yes” button. 

 

 

NOTE: 

➢ Fleet Confirmation Forms which have been submitted cannot be deleted.  

 

Print Form 
You can print out the form in PDF format at any time by clicking the “Print Form” button on the 
upper right-side of a specific form’s page.  

 

 


