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Navigating the new Bizfile: Update position holder information 

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

 
 

Step 2: From the mega menu, click on the “Manage” tab and select “Update position holder 
information”. 
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Step 3: On the “Update position holder information” introduction page, select “Start new 
transaction” or “Continue existing draft” to proceed with an existing draft update. 

 

  



3 
Updated as of 10 Mar 2025 

 

Step 4: In the “Edit position holder information” section, select the relevant position holder and 
click “Edit” to modify their details.  
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Step 5: Update the information as required. 

 

Step 6: An “Effective date of change” field will be displayed for each modifications made.  Specify 
the effective date for each change. 
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Step 7: For individual position holders using passports as identification, include their 
nationality/citizenship details. 

 

Step 8: If you need to update information for foreign corporate position holders, you can edit their 
entity information directly. However, for locally registered entities with UEN, any changes must be 
made through the "Update Entity Information" eService. 
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Step 6: Verify that the tag “To be updated” appears below the position holder’s name where the 
information has been modified, before clicking on “Review and Confirm”.  

 

Step 7: Carefully review all the changes you have made. Check the declaration box to complete the 
declaration and click “Submit”. 
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Step 8: You will see a confirmation message indicating that the transaction was submitted 
successfully. A notification will also be sent to your Bizfile Inbox confirming that the position holder's 
information has been updated. 

 

 

 

 

 


