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Step: Log into BC Registry application and access the Team Members tab

Note: only Account Administrators and Coordinators can add team members to an existing account.

Log into your BC Registry account: https://www.bcreqistry.gov.bc.ca/
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https://www.bcregistry.gov.bc.ca/

Step: Before you begin: authentication options

Team members are required to authenticate when joining an account. The authentication method they use will depend on how the account was created. If the account

was created using:

e BCelD: all invited members must log in using BCelD and a 2-factor authenticator. Skip to the next page for instructions on how to add team members.

BC Services Card Account: Account Administrators can change the authentication method for how a team member will join the account (BC Services Card
Account or BCelD/2FA) before the team member is invited. Account Administrators can keep switching between the two authentication methods to accommodate

how team members want to log in.
o Note: only Account Administrators can change the authentication method.

MANAGE ACCOUNT Authentication Im po rtant!
@ Account Info
+%:  Team Members @ Changing your authentication method will only affect new users invited to this account. Authentication for
. - administrators and existing users will not be affected.
C“Ck on @ Authentication
“* H H ” -*
Authentication
% Payment Methods
&2 Products and Services EFH
AecounTE Mobile BC Services Card BCelD and 2-fact
oblle ervices Lar e an -ractor .
B statements . ‘ authentication Select the method by which
Login with your BC Services Card. your team member will join the
‘= Transactions Login with a BCelD combined with a verification
code in a mobile or desktop authenti g 7 accou nt

| __—
) Activity Log //
I LEARN MORE J/ /{/ LEARN MORE J/

ADVANCED SETTINGS —
I i / ] “

ff":; Developer Access

ﬂ - Click “Save” and return to the
Team Member tab




Step: Invite team members

Invite Team Members

Enter an email address and select a role to invite a new team members to this

account.
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Note:

Submit searches and filings, add / remove businesses

Account Coordinator

Submit searches and filings, add / remove businesses,
add / remove team members, access financial
statements

Account Administrator

Submit searches and filings, add / remove businesses,
add / remove team members, access financial
statemnents, update payment methods

Send Invites

e Account Administrators can add or remove Administrators, Coordinators and Users.

e Coordinators can add or remove Coordinators and Users.

e Users cannot add or remove team members.

<+—— C(Click “Invite Team Members”

Enter the email address of the
person you want to invite

Select a role for the new team
member (read role descriptions
for more information)

Click “Send Invites”

What’s next

Your team member will receive an email invitation to
join the account. Share with them our guide on how
to join a BC Reqistry account as a team member.



https://www2.gov.bc.ca/assets/download/91BD8BDBCAAB4A74846D3791747C54A0

Step: View your invitations and approve team members
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Step: Manage team members
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Manage account information, and view account activity.
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