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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: Updating Entity Information 

All registered entities must notify ACRA of any changes to their business entity information within 14 
days from the date of change. This ensures that the public registry maintained by ACRA remains up to 
date. A penalty may be imposed for late notifications. 

The following changes must be lodged with ACRA:  

• Entity name (following an approved named change for an existing entity) 
• Entity email address 
• Primary and secondary business activities 
• Registered office address and office hours 
• Location of registers address  
• Branch information (for Limited Partnership) 
• Conversion to non-Regulation 12 Limited Partnership status 
• Charter, statute, memorandum and articles, or other constitutional instrument (for foreign 

companies) 

Use the following eServices to update other changes related to position holders and 
shareholders: 

Types of updates eServices 
Changes to particulars of position holders  
 

Update position holder information 

Add or remove position holders  
 

Appoint/Withdraw position holders 

Allotting new shares, transferring shares  
 

Update shares information  

Changes to particulars of shareholders 
 

Update shareholder information  
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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-by-step instructions on updating entity information 

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

 

 
Step 2: Check that you are on the correct entity dashboard. The entity name will be displayed on the 
top menu bar and the dashboard. Select “View entity details” to access the “Entity information” 
page.  
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 

For Corporate Service Provider updating the entity information on behalf for their clients, click 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). 

 
 
To select the entity you want to file for, use the search function to search and click the displayed entity 
name under the search bar. 
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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: On the “Entity information” page, you can edit specific entity details details by selecting the 
relevant categories from the left menu. 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 

1) Updating basic information – change in entity name and email address  

Step 1: In the “Basic Information” section, select “Edit”.  

 

 

Step 2: You will be able to update the entity name or entity email address in the pop-up window. 
Check the relevant fields that requires editing and fill in the required changes. You may update both 
entity name and email address in a single transaction, or submit them separately. 
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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: Before updating the entity name, ensure you have successfully applied for a change in the 
business name. Provide the transaction number for the business name application and upload the 
special resolution authorising the name change in PDF format.  

Important: The entity name update can only be submitted by the same person who applied for the 
change in business name in Bizfile.  

 

When uploading your file, ensure the file name includes only alphanumeric characters (letters A-Z, a-z 
and numbers 0-9). Do not include spaces, special characters (such as ., @, #, $, %, &, *), or foreign 
language characters in the filename. 
 
Step 4: Enter the date of meeting when the resolution was passed. Select “+” to attach the required 
files. 
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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 5: To update the entity’s email address, enter the new email address and select “Review and 
confirm”. 

 

 

Step 6: Verify that the updated entity name and entity email address are correct. Check the 
declaration box to confirm the accuracy of the information, then click “Submit”. 
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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 7: You will see a confirmation message indicating that the transaction has been submitted 
successfully. You will receive a notification in your Bizfile Inbox confirming the successful update of 
information. 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 

2) Updating business activities 

Step 1: In the Business activities section, select “Edit”. 

 

 

Step 2: Enter the relevant Singapore Standard Industrial Classification (SSIC) code or search using 
relevant industry keywords. Select the relevant business activity from the dropdown list. 
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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: Specify the effective date of change. Select “Add secondary business activity” to add an 
optional secondary business activity. If you are only updating the primary business activity, select 
“Review and confirm”. 
 

 

 

Step 4: Verify that the updated business activity and SSIC are correct. Check the declaration box to 
confirm the accuracy of the information and click “Submit”. 
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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 5: You will see a confirmation message indicating that the transaction has been submitted 
successfully. You will receive a notification in your Bizfile Inbox confirming the successful update of 
information. 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 

3) Updating registered office address 

Step 1: In the “Office address” section, select “Edit”. 

 

 

Step 2: Enter the updated postal code and select “Retrieve address”. 
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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: Specify the effective date of change and select “Review and confirm”. 

 

 

Step 4: Verify that the updated office address is correct. Check the declaration box to confirm the 
accuracy of the information and click “Submit”. 
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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 5: You will see a confirmation message indicating that the transaction has been submitted 
successfully. You will receive a notification in your Bizfile Inbox confirming the successful update of 
information. 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 

4) Updating office hours 

Local companies and foreign company branches are required to maintain and update their office 
hours information. 

Step 1: In the “Office hours” section, select “Edit”. 

 

 

Step 2: Select the relevant working hours options, enter the number of working hours and the 
effective date of change, and select “Review and confirm”. 
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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: Verify that the updated office hours is correct. Check the declaration box to confirm the 
accuracy of the information and click “Submit”.

  

 

Step 4: You will see a confirmation message indicating that the transaction has been submitted 
successfully. You will receive a notification in your Bizfile Inbox confirming the successful update of 
information. 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 

5) Updating location of Registers 

Local companies and foreign company branches are required to maintain and update the locations 
where the following registers are kept: 

• Register of members and index  
• Register of holders of debentures for local company  
• Branch register of members 

Step 1: In the “Registers address” section, select “Edit”. 

 

Step 2: Select the relevant registers address options and enter the updated location of the register 
and select “Review and confirm”. You may update multiple register addresses in a single 
transaction, or submit them separately.  
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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: After entering the required information, select "Review and confirm". 

 

 

Step 4: Verify that the updated register addresses are correct. Check the declaration box and click 
“Submit”. 
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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 5: You will see a confirmation message indicating that the transaction has been submitted 
successfully. You will receive a notification in your Bizfile Inbox confirming the successful update of 
information. 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 

6) Updating branch information for Limited Partnership  

Limited Partnerships must notify ACRA of any changes to their branch details within 14 days from the 
date of change. 

Step 1: In the “Entity Profile” section select “Branch particulars” and “Edit”. 

 

 

Step 2: Select “Add Branch”. 
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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: Specify the start date of the branch and enter the postal code to retrieve the address. 

 

 

Step 4: Select “Add Branch” to add more branches as required. Once you have finished adding all the 
branches, select “Review and confirm”. 
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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 5: Verify that the updated branch information is correct. Check the declaration box to confirm 
the accuracy of the information and click “Submit”. 

 

 

Step 6: You will see a confirmation message indicating that the transaction has been submitted 
successfully. You will receive a notification in your Bizfile Inbox confirming the successful update of 
information. 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 

7) Updating basic information – change in Limited Partnership status  

A Limited Partnership registered under Regulation 12 must update its status upon conversion to a 
non-Regulation 12 Limited Partnership. 

Step 1: In the “Basic Information” section, select “Edit”. 

 

 

Step 2: For entities registered as Regulation 12 LP, the system will display the "Convert to non-
Regulation 12 Limited Partnership" option in the pop-up window. Select the option.  
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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: Specify the reason for conversion.  

 

 

Step 4: Check the declaration box to acknowledge that all limited partners' information will become 
publicly accessible after conversion. Select “Review and confirm”.  
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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 5: Verify that the changes are correct. Check the declaration box to confirm the accuracy of the 
information and select “Submit”. 

 

 

Step 6: You will see a confirmation message indicating that the transaction has been submitted 
successfully. You will receive a notification in your Bizfile Inbox confirming the successful update of 
information. 
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Note: All entity and personal information (including UEN, company details, NRIC/FIN numbers, names and addresses) 
shown are dummy data for illustration purposes only. 

8) Updating Charter, Statute, Memorandum/Articles or other Instruments  

Foreign companies must notify ACRA within 30 days of any changes to their Charter, Statute, or 
Memorandum/Articles of Association at their head office. All supporting documents must be 
notarised or certified as true copies. 

Step 1: In the “Entity Profile” section, select “Charter/ Statue/ Memorandum and articles/ other 
constitutional instruments”, and click “Attach new”.

 

 

Step 2: Attach the required documents and specify the relevant document type. 
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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: Specify the effective date of change and select “Review and confirm”. 

 

 

Step 4: Verify that the updated information and supporting documents are correct. Check the 
declaration box and click “Submit”. 
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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 5: You will see a confirmation message indicating that the transaction has been submitted 
successfully. You will receive a notification in your Bizfile Inbox confirming the successful update of 
information. 
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