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Navigating the new Bizfile: Appoint/Withdraw position holder 

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

 
 

Step 2: From the mega menu, click “Manage” tab and select “Appoint/Withdraw position holder”.  
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Step 3: This will bring you to the instruction page for appoint/withdraw position holders. Read through 
the instructions and prepare the necessary information before beginning the transaction. Click 'Start' 
to proceed. 
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Step 4: Guide to appoint position holders 

Step 5: Guide to withdraw position holders 

 

Guide to appoint position holders  

Step 4A: To appoint a new position holder, click on the “Add position holder” button under the 
“Appoint position holder” section. 

 
 
Step 4B: Fill up the details of the position holder to be appointed. 
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Step 4C: Click “Save” to add the position holder. 

 

 

Step 4D: The newly added position holder will be indicated as “To be appointed”. To appoint another position 
holder, click the “+ Add position holder” button again. 

 

 

 

 

 

 

 

. 



Updated as at 29-Dec-2024 
 

   
 

Guide to withdraw position holders  

Step 5A: To withdraw a position holder, select the position holder from the list of position holder under the 
“Withdraw position holder” section, and click “Withdraw”. 

 

 

 

 

 

 

 

 

Select the position holder to 
be removed from the entity 

. 

Click the “Withdraw” button 
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Step 5B: Enter the details of the withdrawal for the position holder and click “Withdraw”.  

 

 

Step 5C: Click “Review and confirm” to proceed to the “Review and confirm page”.  

 

. 

. 
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Step 6: Review the webform to ensure that the information is correct before proceeding to submit. 

 

 

 


