
1 
 

Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

Navigating the new Bizfile: Manage filing access for registered qualified 
individuals and corporate service provider employees 
 
The “Manage filing access for registered qualified individuals and corporate service provider 
employees” eService allows a Corporate Service Provider (CSP) to appoint and withdraw their 
Registered Qualified Individuals (RQI) and to manage the filing access and contact information of 
employees that are authorised to perform filings on behalf of their clients. 
 
Please note that only authorised position holders (e.g. directors/RQI) may file the transaction. 
 
You can use this eService to update the following information: 

Transactions Navigation 

Appointing RQI Click here 

Obtaining endorsement from the appointing RQI Click here 

Withdrawing RQI Click here 

Granting filing access to CSP employees Click here 

Removing filing access from CSP employees Click here 

Updating CSP employees’ particulars Click here 

Accessing list of RQIs/CSP employees Click here 
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Step-by-step instructions to Manage filing access for registered qualified individuals and 
corporate service provider employees transaction 

Step 1: Log in to Bizfile using Corppass (Business User) credentials. 

 
 
Step 2: Access the correct entity dashboard. 
i) For authorised position holders, please enter through “My Entities” tab on the “My profile – 

Select profile” page, and select your CSP firm. 
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ii) For Registered Qualified Individual (RQI), please enter through the “Corporate Service 
Provider” tab on “My profile – Select profile” page, and select your CSP firm from the drop-
down list (if you belong to more than one CSP firm). 

  
 
Step 3: From the dashboard, select “My RQIs and authorised employees”. 
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Alternatively, from the mega menu, select “Manage”, under “Corporate service provider”, select 
“Manage filing access for registered qualified individuals and corporate service provider 
employees”.
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1) Appointing Registered Qualified Individual (RQI) 
 
Step 1: Click the “Appoint RQI/Add employee” button. 

 
 
Step 2: Select the “Registered Qualified Individual” as the Employee type. 
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Step 3: Select the correct identification type and enter the identification number of the appointing 
RQI. Click “Retrieve information” to populate the RQI information. Select “Next” to proceed. 
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Step 4: Review all information carefully. Tick the checkbox to complete the declaration and click 
“Confirm”.
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Step 5: Endorsement is required from the appointing RQI unless the lodger is the appointing 
themselves as the RQI. 
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2) Obtaining endorsement from the appointing RQI 

Step 1: For the appointing RQI, log in to Bizfile with Singpass (Individual User) credentials.

 
 

Step 2: Once logged in, you will be directed to your Bizfile dashboard. Look for the “Pending actions” 
section where you will find your endorsement request. Click “Endorse” to proceed.

 



10 
 

Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 
 

Step 3: Review the endorsement details carefully.
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Step 4: To endorse the appointment of RQI, click “Accept”, tick the declaration checkbox and select 
“Submit”. 

 
 
Step 5: A confirmation message indicating that the endorsement has been submitted successfully 
will show upon completion of endorsement.
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3) Withdrawing Registered Qualified Individual (RQI) 

Step 1: Select the delete icon to withdraw the RQI.  

If your CSP has multiple RQIs, you may search for the RQI’s name or identification number.
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Step 2: Provide the Withdrawal date and Reason for Withdrawal. Select “Next” to proceed.

 

Step 3: Review all information carefully. Tick the checkbox to complete the declaration and click 
“Submit”. 
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Step 4: Select “Remove RQI” to confirm the withdrawal. 

 

Step 5: Upon successful submission, you will receive an acknowledgement message. 

Important: If the last RQI of the CSP is removed, the CSP's registration status will be updated to 
"Cancellation in progress". The CSP has 60 days to appoint a new RQI to return to "Registered" status. 
If no new RQI is appointed within this period, the CSP's registration will be cancelled. 
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4) Granting filing access to CSP employees 

Step 1: Click the “Appoint RQI/Add employee” button. 

 
 
Step 2: Select “Employee” as the Employee type.
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Step 3: Select the correct identification type and enter the identification number of the employee. 
Click “Retrieve information” to populate the employee information. 

  
 
Step 4: Fill in the information of the employee and click “Next” to continue.
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Step 5: Review all information carefully. Tick the checkbox to complete the declaration and click 
“Confirm” to submit. 
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Step 6: Upon successful submission, you will receive an acknowledgement message. 
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5) Removing filing access from CSP employees 

Step 1: Select the delete icon to remove an employee.  

If your CSP has multiple employees, you may search for the employee’s name or identification 
number. 

 

  
Step 2: Provide the Withdrawal date and Reason for Withdrawal. Click “Next” to proceed. 
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Step 3: Review all information carefully. Tick the checkbox to complete the declaration and click 
“Submit”. 
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Step 4: Select “Remove employee” to confirm the removal. 

 
 
Step 5: Upon successful submission, you will receive an acknowledgement message.  
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6) Updating CSP employees’ particulars 

Important:  

• For updating employee’s identification number, please remove the old ID entry and add the 
new ID entry. 

• Updating RQI’s particulars can only be completed through the “Update registered qualified 
individual information” transaction. 

Step 1: Select the edit icon to edit the employee’s details.

 

Step 2: Update the information as required and click “Next”. 
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Step 3: Review all information carefully. Tick the checkbox to complete the declaration and click 
“Confirm” to continue. 
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Step 4: Upon successful submission, you will receive an acknowledgement message. 
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7) Accessing list of RQIs/CSP employees 

Ensure you are on the correct employee type page. 

• If you wish to download the list of RQI, select “Registered Qualified Individuals”.  
• If you wish to download the list of CSP employee, select “Authorised CSP employees”.  

Step 1: Click “Export” and select the file type you wish to download.

 

Step 2: The file will include the name, appointment status, mobile number, email address, 
appointment and withdrawal date of the RQIs/CSP employees. 
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