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Navigating the new Bizfile: Add/Maintain CSP clients 

1. Guide on adding CSP client 
2. Guide on withdrawing CSP client 

 

Guide on adding CSP client 

Step 1: Login to Bizfile as a ‘Business User’. 

 

Step 2: On the 'My Profile' page, select the CSP firm for which you wish to manage the client list. Click 
'Proceed to dashboard' to perform transactions for your CSP firm. 
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Step 3: From the mega menu, click on the “Manage” tab and select 'Maintain corporate service 
provider client list'. This will take you to the 'My clients' page. 
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Step 4: To add a CSP client, click 'Add client' in the top right corner. 

 
 
Step 5: Enter the client's UEN in the search bar and retrieve their details. 
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Step 6: Review your submission and click 'Next' to proceed. 

 
 
Step 7: You will be notified upon completion of the transaction that an endorsement will be required 
from your client before you can start to perform transactions on their behalf. 
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Step 8: Advise your client to log in to their Bizfile to provide endorsement. If they are appointed to 
more than one entity, please advise them to select the entity under “My entities” to access the 
dashboard of the entity that you have added them.  
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Step 9: They can find this option under 'Pending Actions' on their dashboard. This notification will be 
sent to all authorised position holders of your client and the endorsement only needs to be performed 
by any one of them. 
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Step 10: The client will be directed to the authorisation request form. They must complete and submit 
this form before their entity can be added to the CSP client list. 
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Step 11: After the client's endorsement, you will receive a message in your inbox in Bizfile and the 
client will be added to your client list. 
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Guide on withdrawing CSP client 

Step 1: Login to Bizfile as a ‘Business User’. 

 

Step 2: On the 'My Profile' page, select the CSP firm for which you wish to manage the client list. Click 
'Proceed to dashboard' to perform transactions for your CSP firm. 
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Step 3: From the mega menu, click on the “Manage” tab and select 'Maintain corporate service 
provider client list'. This will take you to the 'My clients' page. 
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Step 4: To withdraw a CSP client, you have two options: 
1. Click on "Withdraw client" in the top right corner, or 
2. Click on "Withdraw client" from the individual client listing 
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Step 5: Select the client you wish to withdraw from your client list. 
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Step 6: Review your submission before proceeding 

 

Step 7: Once submitted, the client will be listed as "Withdrawn" in your client list. 

 


