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3. CHANGES IN BUSINESS PARTICULARS 

 
a) Click on the e-Services  hyperlink in the top menu to proceed to e-Services main page. 
b) Click on the Changes in Business Particulars hyperlink to proceed to Business Particulars 

details page, shown under Business Firm heading. 
(OR) 

a) Click on the By Entities  hyperlink in the quick access menu. 
b) Click on the Business Firm  hyperlink. 
c) Click on the Changes in Business Particulars hyperlink. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
e-Services Main Page 
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3.1 Changes in Business Particulars  
 
a) Click on the Changes in Business Particulars hyperlink to proceed to Business Particulars 

details page. 
 

 

 
 
Step 1: (Enter Registration No.)  
 

 

 
Business Firm Main Page 
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Step 1: Enter Registration No. Page 
 

Notes  
 

(a) Enter Registration No. 
(b) Click on the Next  button to proceed to make changes page. 
(c) Click on the Reset  button to clear all the entered values. 
(d) Click on the Home hyperlink in the top menu to proceed to home page. 

 
 
Step 2: (Make Changes)  
 
i. Make Changes Main  
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Step 2: Make Changes Main Page 

 
Notes  

 
(a) Click on the Back  button to proceed to enter registration no. page. 
(b) Click on the Type of Change  hyperlink in the list to proceed to main page. 
(c) Click on the Home hyperlink in the top menu to proceed to home page. 

 
 
ii. Change of Business Name  
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Step 2: Change of Business Name Page 

 
Notes  

 
(a) User has to enter all the mandatory fields marked by *.  
(b) For verifying the business names please enter the proposed name and click on the Check 

Name button, it will return to same page with relevant/appropriate value and message. 
(c) Click on the Back  button to proceed to previous page. 
(d) Click on the Reset  button to proceed to clear all the entered values. 
(e) Click on the Save & Next  button to proceed to next page.  
(f) Click on the Home hyperlink in the top menu to proceed to home page. 
 
 
 

iii. Change of Business Activity (SSIC)  
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Step 2: Change of Business Activity (SSIC) Page 

 
 

Notes  
 

(a) User has to enter all the mandatory fields marked by *.  
(b) Click on the Search for Activity  button to view the business activity list page. 
(c) Click on the Back  button to proceed to previous page. 
(d) Click on the Reset  button to proceed to clear all the entered values. 
(e) Click on the Save & Next  button to proceed to next page.  
(f) Click on the Home hyperlink in the top menu to proceed to home page. 
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iv. Change of Principal Place of Business (Business  Address)  
 

 

 
Step 2: Change of Principal Place of Business (Busi ness Address) Page 

 
Notes  

 
(a) User has to enter all the mandatory fields marked by *. 
(b) For searching postal code, enter the postal code and click on the icon ; system will retrieve 

the block number, street name and unit # if applicable. 
(c) Click on the Reset  button to proceed to clear all the entered values. 
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(d) Click on the Save & Next  button to proceed to next page.  
(e) Click on the Delete button to remove the added records from the list. 
(f) Click on the Home hyperlink in the top menu to proceed to home page. 

 
 
v. Change of Business Branches  
 

 

 
Step 2: Change of Business Branches Page 

 
Notes  

 
(a) System will display all the entered values to confirm. 
(b) Click on the Next  button to proceed to next page.  
(c) Click on the Branch No . hyperlink to proceed to edit branch. 
(d) Click on the Add  button to proceed to add new branch. 
(e) Click on the Back button to proceed to previous page.  
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vi. Add/Withdraw Owner Or Manager  
 

 

 
Step 2: Add/Withdraw Owner / Manager List Page 

 
Notes  

 
(a) Click on the Next  button to proceed to next page.  
(b) Click on the Add  button to proceed to add owner / manager page. 
(c) Click on the Back button to proceed to previous page.  
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Step 2: Add Owners / Managers Page 

 
Notes  

 
(a) User has to enter all the mandatory fields marked by *.   
(b) For searching postal code, enter the postal code and click on the icon ; system will retrieve 

the block number, street name and unit # if applicable. 
(c) Click on the Back  button to proceed to previous page. 
(d) Click on the Reset  button to proceed to clear all the entered values. 
(e) Click on the Save & Next  button to proceed to next page.  
(f) Click on the Home hyperlink in the top menu to proceed to home page. 
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Step 2: Withdraw Owner / Manager Page 

 
Notes  

 
(a) User has to enter all the mandatory fields marked by *.   
(b) For searching postal code, enter the postal code click on the icon ; system will retrieve the 

block number, street name and unit # if applicable. 
(c) Click on the Back  button to proceed to previous page. 
(d) Click on the Reset  button to proceed to clear all the entered values. 
(e) Click on the Save & Next  button to proceed to next page.  
(f) Click on the Home hyperlink in the top menu to proceed to home page. 
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vii. Change Particulars of Owner Or Manager  
 

 

 
 

Notes  
 

(a) Click on the Next  button to proceed to next page.  
(b) Click on the Add  button to proceed to add owner / manager page. 
(c) Click on the Identification No  to proceed to edit the owner / manager page. 
(d) Click on the Back button to proceed to previous page.  
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Step 2: Change Particulars of Owner Or Manager Page  

 
Notes  
(a) User has to enter all the mandatory fields marked by *.   
(b) For searching postal code, enter the postal code and click on the icon ; system will retrieve 

the block number, street name and unit # if applicable. 
(c) Click on the Back  button to proceed to previous page. 
(d) Click on the Reset  button to proceed to clear all the entered values. 
(e) Click on the Save & Next  button to proceed to next page 
(f) Click on the Add  button to proceed to add new owner / manager. 
(g) Click on the Delete button to remove the added records from the list. 
(h) Click on the Home hyperlink in the top menu to proceed to home page. 

 
 
viii. Declaration  
 

 
Step 2: Declaration Page  
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Notes  

 
(a) Click on the Next  button to proceed to next page.  
(b) Click on the Confirm  button to proceed to review changes page. 
(c) Click on the Cancel button to proceed to main page. 

 
 
Step 3: (Review Changes)  
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Step 3: Review Changes Page  

 
Notes  

 
(a) System will display all the entered values to confirm. 
(b) Click on the Print this Page  button to proceed to print the current page. 
(c) Click on the Back button to proceed to previous page.  
(d) Click on the Confirm  button to proceed to payment page. 
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Step 4: (Make Payment)  
 

 

  

 
Step 4: Make Payment Page 

 
Notes  

 
(a) Click on the Cancel  button to proceed to cancel the payment. 
(b) Click on the Submit  button to proceed to acknowledgement page.  
(c) Click on the Home hyperlink in the top menu to proceed to home page. 
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Step 5: (Acknowledgement Page)  
 

 

  
Step 5: Acknowledgement Page 

 
Notes  

 
(a) Click on the Print This Page  button to proceed to print the current page.  
(b) Click on the Print Preview Page  button to proceed to see print preview for the current page. 
(c) Click on the Logout  button to proceed to logging out the system. 
(d) Click on the Home hyperlink in the top menu to proceed to home page. 


