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Navigating the new Bizfile: Update entity information 

Step 1: Log in to Bizfile as a “Business user” 

 
 

Step 2: You can view your entity details and update entity information by: 

a) Clicking on “View entity details” on the post-login dashboard 
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b) You can also access the entity information page from the mega menu. Click on the “Manage” 
tab and select “Update entity information”.  

 

 

Click on the respective links below to see a guide on how to update different information: 

• Step 3: Update "Basic information"  
o Step 3A: Update entity name 
o Step 3B: Update entity email address 
 

• Step 4: Update business activities 
 
• Step 5: Update other entity information 

o Step 5A: Update office address 
o Step 5B: Update office hours  
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Step 3: Update “Basic information” 

To update the entity’s basic information like entity name and email address, click the corresponding 
“Edit” button for the “Basic information” section.  

 

 
Step 3A: Update entity name 

a) Select “Update entity name” to update the entity name.  
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b) Select the approved name application transaction number to retrieve the details to proceed to 
update the entity name. If you do not have an approved name, apply for a new entity name 
using the “Apply for new business entity name” eService.  

 

Step 3B: Update entity email address 

a) Select “Update entity email address” to update the entity email address. The current entity 
email address will be displayed. 
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b) To update the entity email address, enter the new email address and click “Review and 
confirm” to proceed to the “Review and confirm” page. Review the webform to ensure that the 
information is correct before proceeding to submit.  

 

Step 4: Update business activities 

a) To update the primary and secondary business activities, click the “Edit” button for the “Business 
activities” section.  
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b) The current business activity will be displayed. To update the business activity, enter the SSIC or 
keyword to search for the business activity. Select the business activity from the search results in 
the dropdown list. 
 

i. Search by SSIC: 

 
 

ii. Search by keyword: 
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c) Enter the effective date of change and click “Review and confirm” to proceed to the “Review and 
confirm” page. Review the webform to ensure that the information is correct before proceeding to 
submit.  

 

 

Step 5: Update other entity information  

To update other entity information, click the “Edit” button for the corresponding section. 
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Step 5A: Update office address 

a) The current office address will be displayed. To update the office address, enter the new postal 
code to retrieve the new address. 

 

 
b) Enter the “Effective date of change” and click “Review and confirm” to proceed to the “Review 

and confirm” page. Review the webform to ensure that the information is correct before 
proceeding to submit. 
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Step 5B: Update office hours 

a) The current office hours will be displayed. To update the office hours, select and enter the new 
working hours. 

 

 
b) Enter the “Effective date of change” and click “Review and confirm” to proceed to the “Review 

and confirm” page. Review the webform to ensure that the information is correct before 
proceeding to submit. 

 


