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Navigating the new Bizfile: Update Shareholder Information 

This eService allows you to update the shareholder information in your registered entity. You can make 
changes to the personal particulars of all shareholders provided they are not current position holder 
in any "live" entity. 

You can update the following information using the transaction:  

• Name (supporting documents such as deed poll must be attached)* 
• Identification type* 
• Identification number* 
• Nationality* 
• Residential address* 
• Contact address 
• Mobile number 
• Email address 

 

* - Singapore Citizens and Permanent Residents are not required to notify ACRA of changes to their 
personal particulars including residential address, name, nationality and identification details. Such 
updates are obtained directly from the Immigration & Checkpoints Authority (ICA). Please ensure all 
changes are reported to ICA accordingly.   

For individuals who are both shareholders and position holders in the same entity, any updates to 
their information must be made through the “Update position holder information” eService. Corporate 
shareholders, except for foreign entities not registered with ACRA, must update their information via 
the “Entity information” page for the entity.  The local corporate shareholders’ information will not be 
viewable in the "Update shareholder information" webform. 

Any updates to shareholders' information other than identification information will be automatically 
reflected across all entities in Bizfile where they hold shares. However, mobile numbers and email 
addresses are specific to each entity and will not be synchronised across different entities. The 
system enhancement to allow updates to identification information is scheduled for implementation 
in the second half of 2025. 
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Step-by-step instructions to update shareholder information 

Step 1: Login 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.  A status indicator will confirm that you are logged in as a position 
holder of that entity.  
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For Corporate Service Provider filing 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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Once selected, the entity name will be displayed in the top menu bar and dashboard. A status 
indicator will confirm that you are logged in as a CSP for that entity.  
 

 

 

Step 3: From the mega menu, click the “Manage” tab and select “Update shareholder 
information”.    
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Step 4: On the “Update shareholder information” introduction page, select “Start new 
transaction”, or “Continue existing draft” to proceed with an existing draft update.  
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Step 5: In the “Update shareholder information” section, select the relevant shareholder and click 
“Edit” to modify their details. Please note that the web form will not display shareholders who are 
either position holders in the same entity or local corporate entities.  
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• For shareholders with NRIC, details such as contact address, email address and contact 
number can be updated. Click “Save” after making any changes.   
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• Foreign individual shareholders (including FIN holders) have additional editable fields such as 
identity type, nationality and ID number along with their contact information. 

 
•  If the shareholder is a foreign unregistered entity, the entity information and address can be 

modified.  
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• If the shareholder which is a foreign entity that has already provided their country of 
incorporation and foreign business registration number, only their entity name and address can 
be updated. 

 

Step 7: An “Effective date of change” field will be displayed for each modification made. Specify the 
effective date for each change. 
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Step 8:  For deceased shareholders, tick the “Is the shareholder deceased” checkbox.  

Important: The deceased shareholders’ shares will need to be transferred out, and their name will 
remain on the company profile until all shares have been transferred.   

 

 

Step 9: Upload the death certificate or other relevant supporting documents. Singapore Citizens and 
Permanent Residents may not see the document upload option as they may be exempt from this 
requirement.  
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Step 10: Click “Save” to proceed. 

 

 

Step 11:  Verify that the tag “To be updated” appears below the shareholder’s name where the 
information has been modified. Click “Next” when all changes have been made.   
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Step 12: Carefully review all the changes you have made. Check the declaration box to complete the 
declaration and click “Submit”. 

 

 

Step 13: 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 shareholder's 
information has been updated. 
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