
Log into your BC Registry account: https://www.bcregistry.gov.bc.ca/ 
Note: you must have an approved Name Request to register a Sole Proprietorship

Business Registry Quick Guide: Registering a Sole Proprietorship

Open My Business 
Registry

Step: Log into BC Registry application and open the Business Registry
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https://www.bcregistry.gov.bc.ca/


Step: Use an approved Name Request to register the business

Click “Get Started with a BC Based 
Business” to request a name

Use an approved Name Request that is already in your dashboard 
OR add an existing Name Request to dashboard

Click - “Register Now” 
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Step: Register using this name request

Click “Register 
using this NR” 

Name Request 
(NR) expiry date
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Step: Define Your Business

Fee summary is visible 
on every step of the 
registration

Three steps to 
complete 
registration; can 
be completed by 
clicking on each 
step

Check this box to 
acknowledge that 
a Sole 
Proprietorship (or 
DBA) cannot be 
changed into a 
General 
Partnership

Type in keywords or NAICS 
code to describe the nature 
of the business. Select the 
one that best describes 
your business 

CRA Business Number is 
not required to register
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Address field uses 
Canada Post 
address lookup that 
helps fill in the 
address; can be 
overwritten

If Delivery Address is 
same as Mailing 
Address, check this 
box
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Enter 
business 
email 
address and 
phone 
number

Enter the start 
date of the 
business

Click the blue button to advance to 
the next step OR by click any step 
icon at the top of the page

‘Save and Resume Later’ saves 
the registration as a draft in the 
Business Registry dashboard

‘Save’ saves 
registration 
progress up 
to that point. 
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Step: Add People and Roles

Click on “Start by 
Adding 
the Completing 
Party”. 
The information will 
be automatically 
populated 

Add or change 
address information 
if needed

Green checkmark
indicates a step is 
complete

Lack of checkmark
indicates a step is 
incomplete
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Add a person 
(most common) 
or business as 
the Proprietor 

NOTE: if using 
the add a 
business - the 
business must 
be registered in 
BC 

Add a person as 
Proprietor - 
Defined 

Add a business - 
Defined 
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Once Completing Party 
and Proprietor information 
is added, 
Click “Review and 
Confirm” 
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Step: Review and Confirm

Registration
information entered
in previous steps is
displayed for review

To change/edit 
listed
information, go 
back
to corresponding
step by clicking on
an icon in the
stepper or by 
clicking
‘Back’

Updated November 2023



Step: Review and Confirm Cont.

Check this box 
to confirm 
submitting 
person is 
authorized to 
submit this filing

‘File and Pay’ files 
the registration; 
registration is 
added to My 
Business Registry 

g
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Step: View transaction information and go back to My Business Registry dashboard

Registration is 
processing. Go to the 
My Business Registry 
dashboard to view the 
business

Email with the 
Statement of 
Registration will be 
sent to the Completing 
Party and Proprietor

Click “Return to 
My Business 
Registry” to view 
business

View and 
download 
Registration and 
Receipt
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Step: View business in My Business Registry - Business Display

Business Registration Number Business Status To view business details or make 
changes to your business 
information Updated November 2023



Sample Statement of Registration & Business Summary
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