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1 Introduction

1.1 Purpose

This document explains how to use the BCelD account management tools available to you now that you have
registered your business with the BCelD Program. Once you understand how to access and use these tools you
can effectively manage your BCelD Business accounts and your Business BCelD Profile.

Examples of account management activities:

e Create new accounts for your employees
e Assign roles to accounts

e Activate subscriptions to Online Services
e Update business information

e Set preferences for sharing contact information with other businesses in the BCelD Online Business
Directory

1.2 Overview

When your business is successfully registered with BCelD, a Business BCelD account is created and contact
information about your business (that you choose to share with other businesses) appears in the BCelD Online
Business Directory.

The individual who initially registers online for a Business BCelD is automatically assigned the
Business Profile Manager (BPM) role.

The BPM manages the business’s profile information and can create additional BCelD accounts for
the business’s employees or its delegates (e.g., a lawyer acting on behalf of the company).

Important! BCelD user IDs and passwords must not be shared. See Create New Business BCelD
Accounts for instructions on how to create additional BCelD accounts.

1.3 Login

To access the account management menus you must log in to the BCelD website with your Business BCelD user
ID and password.

e Tologin, goto www.bceid.ca
e Click the Log in button at the top right corner of the screen (shown below)
e Follow the prompts to log in with your Business BCelD user ID and password
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1.4 Using BCelD Menus

Menus displayed when you are logged in to the BCelD website are designed to help you access the account
management tools and are tailored to match the privileges associated with your account. To begin using your
BCelD account management tools, click the Manage Account link in the upper right hand corner of the BCelD
screen (shown below).

Murphytrainer1, Adrienne~ | Manage Account | Log Out

Types of BCelD Service Directol Locations Agreements FAQ

O Our it new look. Leam more
A BCelD account provides secure access to online government services.
It's Convenient It's Secure It Respects Your Privacy
Many government services are available BCelD uses secure technology and @ Learn more about the B C_government's

online. You can use your BCelD account policies to enable authorized access to privacy policies and the BCelD privac
to log in to participating services. information.

Register for a BCelD Already Have a BCelD?

ypES elD A B
There are three types of BCelD accounts. Manage your BCelD account, such as

Already know what type want to register for?
v you reg - Update your contact infermation, user ID, password, login preferences

* Register for a Business ECelD - Update your businesses preferences and manage business BCelD accounts
» Register 5 Personal BCelD - Use the activation code you received in the mail to complete your Business
- Reqgister for a Basie BCelD BCelD registration process
- Continue an existing Business BCelD registraiton at the step you left off
Not sure which one to register for? = Check the registration status of your Personal or Business BCelD
registration

The type of BCelD you need depends on the service you want to use. To find out what
type you need:

y. Many of the services that use BCelD are

listed in the directory

- If you can't find the service in the directory, check with the service provider and
they'll be able to tell you the type you need.
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2 Business BCelD Roles

The BCelD Program allows businesses to have more than one Business BCelD account, each with a set of
defined privileges, known as a role. Each role represents an increasing level of responsibility or authority.

These roles allow you to effectively manage your business’s BCelD Profile and all of the Business BCelD
accounts held by your business. The roles are:

e Business User - has basic privileges such as accessing Online Services

e Business Accounts Manager - has additional privileges to manage accounts on behalf of the business

e Business Profile Manager - has yet more privileges, with the authority to update business profile
information and re-structure the business

Each Online Service is responsible for granting your business access to the Online Service.

@ e Once the Online Service has granted access, a Business user may access the services
online on behalf of your business.

2.1 Business User

As a Business User you have basic privileges such as accessing Online Services and you can perform the
following tasks for your account when you are logged in to www.bceid.ca:

e Change your contact information

e Change your user ID

e Change your password

e Change your password hints

e Activate a subscription code issued to you by an Online Service

e View subscription codes you have activated

To access the Business User Account Management menus:

e Log in to www.bceid.ca

e Click the Log in button at the top right corner of the screen

e Follow the prompts to log in with your Business BCelD user ID and password
e Click Manage Account

Manage Account
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Click on a link under the Manage Account or Subscription Code Management menus to perform
Business User tasks

Manage Account

Contact Information
Allows you to change your email address, phone
number or name.

User ID

Allows you to change your user ID. You are advised to
check with any online services you currently use before
changing your user ID.

Password
Allows you to change your password. We recommend
you change your password on a regular basis.

Password Reset Ouestions

Allows you to change your password reset questions.
You must correctly answer all three hints to reset your
forgotten password.

Login Security Settings
Allows you to change your login security settings to
show or hide account activity when you log in.

Subscription Code Management

Activate a Subscription Code

2.2 Business Accounts Manager (BAM)

As a Business Accounts Manager (BAM) you have additional privileges to manage accounts on behalf of the
business.

You can perform the tasks of a Business User plus the following tasks when you are logged in to www.bceid.ca:

Create new BCelD accounts and assign roles of Business User or Business Accounts Manager
View and update account details, including role, for the business’s existing accounts
Disable or enable an account (e.g., at the start or end of an employee’s leave of absence)
Delete an existing account when it is no longer required
o (e.g., ifindividual is no longer an employee; employee no longer needs access to online service)
Provide a user ID to an employee or individual who has forgotten their user ID
Generate a temporary password for a user who has forgotten their password

To access the Business Accounts Manager Account Management menus:

Log in to www.bceid.ca

Click the Log in button at the top right corner of the screen

Follow the prompts to log in with your Business BCelD user ID and password
Click Manage Account

Manage Account

Click Manage Business BCelD Accounts under the Manage Business menu to perform Business
Accounts Manager tasks

Manage Business

Business Identification
Allows you to manage your business's identification
information.
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Note: A Business Accounts Manager will also have access to the Manage Account and Subscription Code
Management menus.

Manage Account

Contact Information
Allows you to change your email address, phone
number or name.

User ID

Allows you to change your user ID. You are advised to
check with any online services you currently use before
changing your user ID.

Password
Allows you to change your password. We recommend
you change your password on a regular basis.

Password Reset Questions

Allows you to change your password reset questions.
You must correctly answer all three hints to reset your
forgotten password.

Login Secunty Settings
Allows you to change your login security settings to
show or hide account activity when you leg in.

Subscription Code Management

Activate a Subscription Code
View Active Subscriptions
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2.3 Business Profile Manager (BPM)

As a Business Profile Manager (BPM) you have yet more privileges, with the authority to update business
profile information and re-structure the business.

You can perform the tasks of a Business Accounts Manager plus the following tasks when you are logged in to
www.bceid.ca:

e Manage your business’s or organization’s identification information registered with BCelD

e Manage how the business prefers to share information with other businesses and Online Services
e Assign the role of Business Profile Manager to other accounts within the business

e Transfer some or all of your accounts to another business registered with BCelD

e Accept the transfer of accounts from another business registered with BCelD

e Terminate your business registration with BCelD

To access the Business Profile Manager Account Management menus:

e Log in to www.bceid.ca

e Click the Log in button at the top right corner of the screen

e Follow the prompts to log in with your Business BCelD user ID and password
e Click Manage Account

Manage Account

e Click a link under Manage Business to perform Business Profile Manager tasks

Manage Business

Business Identification

Allows you to manage your business's identification
information.

Business Preferences

Allows you to manage your preferences for sharing
your business's contact information with government
and other businesses.

Business BCelD Accounts
Allows you to view, create, change, disable/enable and
delete accounts within your business.

Restructure Business

Allows you to transfer some or all of your business's
accounts to or from another business that is registered
with BCelD.

Terminate Business
Allows you to terminate your Business BCelD and all of
the accounts associated with the business.

Note: A Business Profile Manager will also have access to the Manage Account and Subscription Code
Management menus.
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Manage Account

Contact Information
Allows you to change your email address, phone
number or name.

User ID

Allows you to change your user ID. You are advised to
check with any online services you currently use before
changing your user ID.

Password
Allows you to change your password. We recommend
you change your password on a regular basis.

Password Reset Questions

Allows you to change your password reset questions.
You must correctly answer all three hints to reset your
forgotten password.

Login Security Settings
Allows you to change your login security settings to
show or hide account activity when you log in.

Subscription Code Management

Activate a Subscription Code
View Active Subscriptions
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3 Managing Your Own BCelD Account

An individual with a Business BCelD account, regardless of role, can update the contact information and the
details of their own BCelD account by performing the following tasks:

e Change My Contact Information
e Change My User ID

e Change My Password

e Change My Password Hints

3.1 Change My Contact Information

Role you need to do this:  Business User | Business Accounts Manager | Business Profile Manager
Change My Contact Information

1. e Login to www.bceid.ca
e Click the Log in button at the top right corner of the screen
e Follow the prompts to log in with your Business BCelD user ID and password

e Click Manage Account

Manage Account

e Select Contact Information under Manage Account

Manage Account
_«'.—,-I-E— JIQ'IEI-'_'E
Allows you to change your email address, phone

NUMDer or name.
o A AR A e A T e T A
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2. BCelD Account Management — Change My Contact Information
Use this screen to change your:
e Surname, Given (first) Name
e Department / Location
e Contact Email
e Contact Phone

Note: If you have Business Profile Manager or Business Accounts Manager privileges, you can choose whether to
display your contact information in the BCelD Online Business Directory.

Change My Contact Information

Account Details
User ID: Roler2000
This toel allows you to view and change your contact information.
There may be occasions when the BCelD Program needs to contact you for account administration purposes, such as

= I we notice unusual activity on
f you forget your password, we will send you a confirmation code to reset your password.

YOour account; or

Your contact informaticn will not be used for marketing or solicitation.
Sumname
RolerTest2000
O Display in Business Directory
Given/First Name

Adrienne

Department (cptional)

Contact Email (optional)
adrienne_roler@gov be.ca

O Display in Business Directory

Contact Phone Number
250-356-18%6

O Display in Business Directory

m

3. e Click Save to save your changes and return to the account management screen

e Click Back to return to the account management screen without making any changes

3.2 Change My User ID

Role you need to do this:  Business User | Business Accounts Manager | Business Profile Manager
Change My User ID

1. e Log in to www.bceid.ca
e Click the Log in button at the top right corner of the screen
e Follow the prompts to log in with your Business BCelD user ID and password
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e Click Manage Account

Manage Account

e Select User ID under Manage Account

Manage Account {

Contact Information
Allows you to change your email address, phone
number or name.

Allows you to change your user ID. You are advised to
check with any online services you currently use before
changing your user ID.

gt . g A e e A A

2. BCelD Manage Account — User ID

e  Enter your new user ID or choose a user ID from the list presented on the screen

Change My User ID

Account Details

Name: RolerTest2000, Adrienne
Current User ID: Roler2000

New User ID

Choaose your user ID. You'll use this user ID with your password to log in.
Suggested User IDs

- ARolerTest2000

- ARolerTest20001

= ARolerTest20002
* ARolerTest20003

New User ID

3. e Click Save to save your changes and return to the account management screen
e Click Back to return to the account management screen without making any changes

3.3 Change My Password

Role you need to do this:  Business User | Business Accounts Manager | Business Profile Manager

Change My Password

1. e Log in to www.bceid.ca
e Click the Log in button at the top right corner of the screen
e Follow the prompts to log in with your Business BCelD user ID and password

e Click Manage Account

Manage Account
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e Select Password under Manage Account

Manage Account

Contact Information
Allows you to change your email address, phone 4
number or name.

UserID
Allows you to change your user ID. You are advised to J
check with any online services you currently use before
changing your user ID. E

Password <=
Allows you to change your password. We recommend
you change your password on a regular basis.

P el bt s apepndettin, o

2. BCelD Account Management — Password

e Enter your old password and your new password
Note: Your new password must be at least eight characters long and cannot be one that has been
previously used

e Confirm your password by re-entering it in the Confirm Password field

Change My Password

Account Details
Name: Murphytrainer1, Adrienne

BCelD User ID: Murphy2

Oid Password

New Password
Choose a password at least 8 characters Iong, to  max of 14 characters long. Passwords should have lower & Upper case letters, numbers and symbols. Leam more about
passwords

Vieak Medium strang

Confirm Password

3. e Click Save to save your changes and return to the account management screen
e Click Back to return to the account management screen without making any changes

Keeping your password secure is important to protect your information and prevent unauthorized
access to your Business BCelD account(s).

3.4 Change My Password Hints

Role you need to do this:  Business User | Business Accounts Manager | Business Profile Manager

Change My Password Hints

1. e Log in to www.bceid.ca
e Click the Log in button at the top right corner of the screen
e Follow the prompts to log in with your Business BCelD user ID and password

Updated: November 2016 Page 13 of 47
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e Click Manage Account

Manage Account

Manage Account
Contact Information
Allows you to change your email address, phone

number or name.

User ID

Allows you to change your user ID. You are advised to
check with any online services you currently use before
changing your user ID.

Password
Allows you to change your password. We recommend
you change your password on a regular basis.

Password Reset Questions _
Allows you to change your password reset questions.
You must correctly answer all three hints to reset your

forgotten password.
o _g..h_,“pru_*.._-‘«. s

st b

BCelD Account Management — Password Reset Questions

Business BCelD Account and Profile Management Guide

e Select Password Reset Questions under Manage Account

Select a question, from the drop down menu for each category, and enter an answer:

e Question
e Memorable person
e Important date

e As an added security control, you are required to enter your password to save your new

questions

Change My Password Hints

Password Reset Questions
These questions will be used if you forget your passward. You'l only be able to resetyour password if you can answer these questions correctly
Question #1

Seiect Bt ]

Answer

Question £2

Seiect Memorabie Person ™

Answer

®

Security Control

To save your new questions, you must enter your password

Password

This information is required in order for us to help you if you forget your password. If you cannot remember your password, you will be asked the three questions you choose:

e Click Save to save your changes and return to the account management screen

e Click Back to return to the account management screen without making any changes

Note: Your answers are not case sensitive

Important! Use spacing and punctuation with care.
@ e When you answer your questions in the future, the system will match your answers
character for character (e.g., if you enter a space between letters or words the system

will recognize the space as part of your answer.)

Updated: November 2016
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4 Managing Subscription Codes

4.1 Activate a Subscription Code

A subscription code is an invitation from an Online Service to use a BCelD account to securely access a specific
government service online.

If you receive an invitation from an Online Service to subscribe to one of its services and you already have a
Business BCelD account, use the Subscription Code Management menu to activate the subscription code in
the invitation.

e If you do not have a Business BCelD, register your business at www.bceid.ca first.

Role you need to do this:  Business User | Business Accounts Manager | Business Profile Manager
Activate a Subscription Code

1. e Log in to www.bceid.ca
e Click the Log in button at the top right corner of the screen
e Follow the prompts to log in with your Business BCelD user ID and password

e Click Manage Account

Manage Account

e Select Activate a Subscription Code under Subscription Code Management

Subscription Code Management
Activate a Subscription Code _
View Active Subscriptions

2. BCelD Subscription Code Management — Activate a Subscription Code
Enter the subscription code found in your invitation.

e Enter four characters per field
e Letters may be entered in upper or lowercase
e Click Next

& o | BCeID

Types of BCelD Service Directory Locations Agreements FAQs Contact Us

Activate a Subscription Code
Enter your subscription code below and click '"Next' to continue.

Subscription Code
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e Enter the answer to your shared secret question

e A shared secret question and answer was sent to you separately by the Online Service
Note: the screen shot below is a sample only — your secret question will be different

e Click Next

Secret Question and Answer

Question

What is the capital of British Columbia?

Answer

When the correct answer is entered, a confirmation screen displays the following:

e  Subscription code

e Scope (whether access is restricted to your individual account or is open for all accounts in
your business)

e Client (Online Service provider name)
e Online Service (name of the particular service to which you just subscribed
e Click Proceed to Online Service Subscription to be directed to the Online Service website

Subscription Code Activated

Subscription Details

Subscription Code: 9DEE-56C4-77D9-5BD2

Scope: Business

Client: Ministry of Economic Development
Online Service: 2010 CC Basic Registration

€ Return to BCelD Home Page | Proceed to Online Service ¥
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4.2 View My Active Subscriptions

Q Use this menu if you have already activated one or more invitations to subscribe to Online
Services.

Role you need to do this:  Business User | Business Accounts Manager | Business Profile Manager
View My Active Subscriptions

1. e Log in to www.bceid.ca
e Click the Log in button at the top right corner of the screen
e Follow the prompts to log in with your Business BCelD user ID and password

e Click Manage Account

Manage Account

e Select View My Active Subscriptions under Subscription Code Management

Subscription Code Management

2. BCelD Subscription Code Management — View My Active Subscriptions

A list of activated subscriptions is displayed.
e Click Back to return to the Account Management screen

Note: the screen shot below is a sample only — your list of active subscriptions will be different.

View My Active Subscriptions

Online Service Account Type Scope Expiry Date

2010 CC Basic Registration Business BCelD Account Business 03/01/2017
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5 Managing Your Business Accounts

Accounts which have the Business Profile Manager (BPM) or the Business Accounts Manager (BAM)
role can be used to manage the BCelD accounts associated with the business.

e There must always be at least one Business Profile Manager for a business that uses a Business BCelD
account to access online services.

The individual who registers online for a Business BCelD is automatically assigned the
Q Business Profile Manager role when the Business BCelD account is approved.

e The BCelD Program recommends your business or organization have more than one
individual who can manage accounts.

The Business Profile Manager and Business Accounts Manager roles allow you to:

e Create New Business BCelD Accounts.

e Update the Role for a BCelD Account.

e Update the Account Details for a BCelD Account.

e Provide an Account Holder with a Forgotten User ID.

e Reset a Password.
e Disable or Enable an Account.
e Delete an Account.

5.1 Create New Business BCelD Accounts

Role you need to do this:  Business Profile Manager | Business Accounts Manager

Create New Business BCelD Accounts

1. e Login to www.bceid.ca
e Click the Log in button at the top right corner of the screen
e Follow the prompts to log in with your Business BCelD user ID and password

e Click Manage Account

Manage Account

e Select Business BCelD Accounts under Manage Business

Manage Business

55 [dentification

u to manage your business's identification
information.

Business Preferences

u to manage your preferences for sharing
your business's contact information with government
and other businesses.

unts A

te, change, disable/enable and
your business.

LT TR r-"‘-*ﬂ.u..._a—“- g
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2. BCelD Manage Business — Business BCelD Accounts

e Click Add New Account to continue

Manage Business BCelD Accounts

Thistoal allovs you to view and manage Business BCSD Accounts within your businass and sat tha acoount roke given to each acoount. Account rolies are: Busingss Frofile
Maragar, Bu Azcounks Manager, and B0sID0 Usar. Wa recommand that your busingss has mors than ona Busingss Accounks Managar.

Givan/First Nams:

Surnams:

Usar 10t

Departmant/Location

Acooumt Roles: M =

Match Saaech Critork Using:
B s with

Ohcontains

e

Rasults 7Lt of Acoounis

Usar 1D+

Fuall Niaam:
e

3. BCelD Manage Business — Create a New Business BCelD Account

o resolrs fowmel

Complete the fields in each section. Mandatory fields are bolded
e Account Details
e Account Role
e Account Control

Manage Accounts
Create a New Business BCelD Account

This tool allows you to add Business BCelD Accounts within your Business. You can also temporarily disable an account and re-enable at a later date (for example during an
employes leave of absence).

Account Details

Sumame

D] Disptay i Business Divectory

Given/First Name
Department/Location (optional)

Contact Email

] Display in Business Directory

Contact Phone Number (optional

D] Disptay i Business Divectory

Account Role

@ BCsIDUser

Business Accounts Manager

O Business Profile Manager

Account Control

bie Account

O Disable Account

4. e Click Next to continue
e Click Back to discard the changes and return to the Manage Business BCelD Accounts screen
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5. BCelD Manage Business — Account User ID and Password

The name of the new user is displayed

Enter a user ID or choose a user ID from the list
Enter a temporary password

Confirm the password by entering it again

Manage Accounts

Account User ID and Password
BCalD Account

Name: Murphytrainer, Mark

en three and twenty characters long and may only contain letters, numbers, periods,

O MMurghytrainer2

O MMurphytrainers

@

3 long, to:a max of 14 characters long. Passwords should have lower & upper case letters, numbers and symbols. Learn more about

Click Next to continue

Click Back to discard the changes and return to Create a New Business BCelD Account screen

The password entered on this screen is temporary. The first time the user logs in with their BCelD user

ID and password, they must:

e Accept the Terms of Use

e Choose and answer three password reset hints

e Enter a new password of their choice

Updated: November 2016
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BCelD Manage Business — Business BCelD Account Confirmation

This screen displays a summary of the account you just created and instructions for the account holder.
e Using the browser print function, print a copy of the account confirmation

e Click Send Email to email a copy to the user

Manage Accounts

Business BCelD Account Confirmation

A Business BCelD account has been created within your business

To activate the account, the account holder must

1. logon to https://www.test boeid ca/profile_management/ with the user ID shown below and the temporary password
55 BCeID Terms of Use Agreement, and

2. accept the Busi
3. select three password reset hints and enter a new password

Account Details

Registration Date: November 1, 2016

User |D: MMurphytrainer
Name: Murphytrainer, Mark
Department/Location:

Email: adrienne roler@gov be.ca
Phane

Email this page to:

adriznne roler@gov be.ca

Return to Manage Accounts

The account must be activated by the account holder before it can be used to access registered govemnment online services.

e Click Create Another User to create another user ID
e Click Exit to return to the Manage Business BCelD Accounts screen
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5.2 Update the Role for a BCelD Account

You may want to change the role of an existing BCelD account to:

e Assign the role of Business Profile Manager or Business Accounts Manager

e Assign the role of Business User to allow individuals to access Online Services on behalf of your
organization

The BCelD Program recommends that your business or organization has more than one
individual who can manage accounts.

Role you need to do this:  Business Profile Manager | Business Accounts Manager
Update the Role for an Existing Business BCelD account

1. e Log in to www.bceid.ca
e Click the Log in button at the top right corner of the screen
e Follow the prompts to log in with your Business BCelD user ID and password

e Click Manage Account

Manage Account

e Select BCelD Accounts under Manage Business

Manage Business

U to manage your business's identification
information.

Preferences

U to manage your preferences for sharing
your business's contact information with government
and other businesses.

Bu BCelD Accounts <4
Allows you to view, create, change, disable/enable and
delete accounts within your business.

Bl r“"‘-\-\.ﬁ-.lﬁ-u-—#" g
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2. BCelD Manage Business — Manage Business BCelD Accounts

The screen displays a list of your business’s user IDs except the one you are currently logged on with.

The Results / List of Accounts section displays each user’s current account role.

e Click on a user ID name to modify corresponding account details and/or account role

Manage Business BCelD Accounts

This tool allows you to view and manage Business BCID Accounts within your business and set the account role given 1o each account. Account roles are: Business Profile
Manager, Business Accounts Manager, and BCelD User. We that your business has more than siness Accounts Manager.

Given/First Name:

Sumame:

UserID:

Depantment/Location

Account Roles: an ~
Match Search Criteria Using:

@ Stars with

O contains
E3EZD
Results / List of Accounts

User ID Full Name Location Account Role

MMurphytreiner Murphytrainer, Mark

Business Accounts Manager

If your organization has many BCelD accounts, use the search tool to find the account you want

@ to view or change.

Given/First Name:

Sumarme:

® Starts with

) Contains

Search | Clear Search
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3. BCelD Manage Business — Business Account Details

e To assign a BCelD User, Business Accounts Manager, or Business Profile Manager role:
e Click the corresponding radio button in the Account Role section

Business Account Details

This toola ting Busingss BLaID Accounts within your Businass. You can also tempararily disabls an account and re-enabla at a later date

Account Details
Usar ID fraad-only)

Sumame

7 Display In Business Diractory

Ghvor/First Name.

Contact Emall

¥ Display In Busincss Direcrary.

O oiepiay In Busincss Diractary

Account Status

4. e Click Save to keep the changes
¢ Click Back to discard the changes and return to the Manage Business BCelD Accounts screen

You must be logged in, with an account which has a Business Profile Manager role, to assign a
@ Business Profile Manager role to another account.

Note: If you have a Business Accounts Manager role, the option to assign the role of Business
Profile Manager is not available.

5.3 Update the Account Details for a BCelD Account

Role you need to do this:  Business Profile Manager | Business Accounts Manager
Update the Account Details for a Business BCelD Account

1. e Log in to www.bceid.ca
e Click the Log in button at the top right corner of the screen
e Follow the prompts to log in with your Business BCelD user ID and password

e Click Manage Account

Manage Account
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e Select Business BCelD Accounts under Manage Business

Manage Business

Business Identification

Allows you to manage your business's identification
information.

Business Preferences

Allows you to manage your preferences for sharing
your business's contact information with government
and other businesses.

Business BCelD Accounts _

Allows you to view, create, change, disable/enable and
delete accounts within your business.

2. BCelD Manage Business — Manage Business BCelD Accounts
The screen displays a list of your business’s user IDs except the one you are currently logged on with.

Under the Results / List of Accounts section:
e Click on a user ID name to modify corresponding account details

Manage Business BCelD Accounts

This tool allows you to view and manage Business ECelD Accounts within your business and set th e to each account. s are: Business Profile
Manager, Business Aceounts Manager, and BCelD User. We y siness has more o

GivenFirst Name:
Sumams:

UserID:

Depanment/Location:

Account Roles: an ~
Match Search Criteria Using:

@ Starts with

O contains

E3EzZn

Resuls / Listof Accounts

|

UseriD- Full Name Account Role

MMurphytrainer Murphyzrainer, Mark Busingss Accounts Managr

< Back | Add New Account
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BCelD Manage Business — Business Account Details
In the Account Details section, you may change the surname, given (first) name, department/location,
contact email, or contact phone for the account you selected.

Note: If the account has a Business Profile Manager or Business Accounts Manager role, you have the
option to display the location and phone number in the BCelD Online Business Directory.

Business Account Details

Account Details

Contact Email

S —

Fl okcpiay n Buslness Disectory

[T

unt Role

Account Control

Account Status

e Click Save to keep the changes
e Click Back to discard the changes and return to the Manage Business BCelD Accounts screen
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Role you need to do this:

Provide an Account Holder with a Forgotten User ID

Business BCelD Account and Profile Management Guide

5.4 Provide an Account Holder with a Forgotten User ID *

You must obtain enough information from the account holder to find the account, such as:
e Given (first) Name; Surname; Department/Location (if available); Role

Log in to www.bceid.ca

Business Profile Manager | Business Accounts Manager

Click the Log in button at the top right corner of the screen
Follow the prompts to log in with your Business BCelD user ID and password

Click Manage Account

Manage Account

Select BCelD Accounts under Manage Business

Manage Business

dentification

Allows you to manage your preferences for sharing 3

your business's contact information with government 1
and other businesses. 1

Business BCelD Accounts _ P

w, create, change, disabl e-"era:leard}

delete accounts within your business.

Nt __“q:\.!-&q‘“_\\'-r.d‘-*ﬁn anante

* L . . .
The following instructions and screenshots apply to account holders with an active account.

e If the account holder has not yet activated their BCelD user account please follow Reset

a Password.
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2. BCelD Manage Business — Manage Business BCelD Accounts
The screen displays a list of your business’s user IDs except the one you are currently logged on with.

Under the Results / List of Accounts section:
e Click on a user ID name to view the account details

Manage Business BCelD Accounts

This tool allows you to view and manage Business BCelD Accounts within your business and set th e to each account es are: Business Profile
Manager, Business Accounts Manager, and BCelD User, We thatyour business has more 5

GiveryFirst Name:
Sumame:

UserD:

Department/Losation:

Accoun: Roles: an I~
Match Search Criteria Using:

@ starts with

O Contains

Search | Clear Search

Results/ List of Accounts
Department/!
Userip Full Name Location Account Role
MMurphyrsines Murphywrainer, Mark Business Accounts Manager

A New Account
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3. BCelD Manage Business — Business Account Details

e Review the Account Details section to verify the account holder information is correct
e Review the Account Role section to verify the correct role is assigned to the account holder
e Click Reset Password

Note: The account holder’s User ID is displayed under the Account Details section.

Business Account Details

This tood allows you to view, changs or delete existing Business ECelD Accounts within your Business. You can alse temporarily disable an account and re-enable at a later date
ifior exampile during an employee leave of absence).

Account Details

User 1D iread-onky)
Mkurphytrainer

Sammiame

Murphytraingr
[ Display in Business Directory
‘Given/First Name

rark

Department/Location (optional)

Contact Email
adriannasolarFgoyboca
Ed Diisplay in Business Directory

Contact Phane Number ioptional)

[ Display in Business Directory

Account Role
() BCelDUser
® Business Accounts Manager

() Business Profile Manager

Account Control
® Enable Account

{0 Disable Account

Account Status

ECelD Account No
Suspended:

Account Locked: No
Password Change No
Rexquired:

Password Hints No
Required:
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This screen displays the account holder’'s password question and answer.

Note: If you do not see this screen, the account holder has not yet activated their account.

Reset Password

This tool allows you to reset the pass
question and answer below can be used

Password Reset Hint
Question:

Answer

Password

Cheose a password at least & characters long, 10

Confirm Password

elected Business BCeID account. If you can confirm the identity of the account holder, you may provide  new password. The

‘0 in verifying the individual whose password you are resetting

My ehildnood nickname?

Mariie

max of 14 characters leng. Passwords should have lower & upper case letters, numbers and symbols. Learn maore about

Click Back to return to the Manage Business BCelD Accounts screen

@ | -

procedure below

If the account holder knows their password answer, provide the user ID to the account holder.

To display the account holder’s user ID click the Back button to return to the Business
Account Details screen

Important! If the user does not know their password answer, follow the Reset a Password

Updated: November 2016
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5.5 Reset a Password

You must obtain enough information from the account holder to find the account, such as:
@ e First Name; Last Name; Department/Location (if available); Role

Role you need to do this:  Business Profile Manager | Business Accounts Manager
Reset a Password for an existing Business BCelD account

1. e Log in to www.bceid.ca
e Click the Log in button at the top right corner of the screen
e Follow the prompts to log in with your Business BCelD user ID and password

e Click Manage Account

Manage Account

e Select Business BCelD Accounts under Manage Business

Manage Business

Business Id

Allows you to manage your business's identification
information

Business Preferences
Allows you to manage your preferences for sharing
your business's contact information with government

and other businesses.

ac <=

Allows you to view, create‘:r‘aﬂge_d'sable-"eraaleardj

Busi elD Accs

delete accounts within your business.

e st st—

2. BCelD Manage Business — Manage Business BCelD Accounts
The screen displays a list of your business’s user IDs except the one you are currently logged on with.

Under the Results / List of Accounts section:
e Click on a user ID name to view the account details

Manage Business BCelD Accounts

This tool allows you to view and manage Business BCID Accounts within your business and set the account role given 1o each account. Account roles are: Business Profile
Manager, Business Accounts Manager. and BCelD User. We that your business has mare siness Accounts Manager

Given/First Name:
Sumame:

UserID:

Deparment/Location:

Account Roles: an [
Match Search Criteria Using:

@ Stars with

O contains

EEz3

Results / List of Accounts

User ID Full Name Location Account Role:

MMurphytreiner Murphytrainer, Mark Business Accounts Manager

4 Back | Add New Account
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3. BCelD Manage Business — Business Account Details

e Review the Account Details section to verify the account holder information is correct
e Review the Account Role section to verify the correct role is assigned to the account holder
e Click Reset Password to go to the Reset Password screen

Business Account Details

This tool allows you to view, change or delete existing Business BCeID Accounts within your Business. You can also temporarily disable an account and re-enableat a later date
for exampiz during an employes leave of absancel.

Account Details

User ID tread any)
MMurphytrainer

Departmant/Location (optional)

Contact Email
adrienne soler@gov.boca
& Display in Business Directory

Contact Phone Number (optional)

[ Display in Business Directory

Account Role
O BCelD User
@ Business Accounts Manager

() Business Profila Managar

Account Control
@ Enable Account

O Disable Account

Account Status

BCelD Account No
Suspendad:

Account Locked: No
Password Changs No
Requirad:

Password Hints HNo
Required:

I ) e )

4. BCelD Manage Business — Reset Password
This screen displays the account holder's password question and answer.

Note: If you do not see this screen, the account holder has not yet activated their account.

Reset Password

This tool allows you to reset the password for the selected Business BCelD account. If you can confirm the identity of the account holder, you may provide a new password. The
question and answer below can be used to assist you in Verifying the individual whose password you are resetting

Password Reset Hint

Question: My childhood nickname?
Answer. Markie
Password
Choose a password at least & characters long, to a max of 14 characters long. Passwords should have lower & upper case letters, numbers and symbols. Learn more about
passwords

wesk wadum strong
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If the account holder knows their password answer:

@ e Enter a temporary password and re-enter the temporary password to confirm it
e Click Save to save the temporary password

Important! If the user does not know their password answer, you must take other prudent measures
to confirm the identity of the requesting person before proceeding.

e Provide the password to the individual who has forgotten it.
o Note: The password you entered is temporary

e Click Back to return to the Manage Business BCelD Accounts screen

Instructions for Business BCelD account holder with temporary password
Q The individual must log in with their user ID and the temporary password assigned to them.
Note: Their temporary password must be entered in the Old Password field.

e They must enter a new password

e They must re-enter their new password to confirm it

e They must click Next and continue to follow the screen instructions

To complete login with your BCelD, change your password.

Your password expired, you must change it before you continue.
UserID
abrowntrainer12

Password

New Password

Choose a password at least 8 characters long, to a max of 14 characters long. Passwords
should have lower & upper case letters, numbers and symbols.

Weak Medium  Strong

Confirm Password
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5.6 Disable or Enable an Account

Y

Examples of when the Disable or Enable function should be used, include, but are not limited to, account
holders that are going on, or returning from:

e long term sick leave
e maternity leave

e atemporary assignment in another department

e etc.

Role you need to do this:

Disable or Enable an existing Business BCelD account

1. i

Log in to www.bceid.ca

Business Profile Manager | Business Accounts Manager

Click the Log in button at the top right corner of the screen
Follow the prompts to log in with your Business BCelD user ID and password

Click Manage Account

Manage Account

Select Business BCelD Accounts under Manage Business

Manage Business

dentification

u to manage your business's identification g
information. 4

Preferences
k.

u to manage your preferences for sharing
your business's contact information with government 1
and other businesses. 3

Accounts _ l
! , create, change, disable/enable and
delete accounts within your business. 5

e app ___\__A.r‘_\_“'r»d‘--hh e m e
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2. BCelD Manage Business — Manage Business BCelD Accounts
The screen displays a list of your business’s user IDs except the one you are currently logged on with.
Under the Results / List of Accounts section:
e Click on a user ID name to view the account details

Manage Business BCelD Accounts

This tool allows you to view and manage Business BCelD Accounts within your business and set the account role given to each account. Account roles are: Business Profile
Manager, Business Accounts Manager, and ECelD User. We recommend that your business has more than one Business Accounts Manager.

GivenFirst Name:

Sumame:

User ID:

Department/L acation:

Account Roles an [~
Match Search Criteria Using:

@ Starts with

O contains

eIz

Results / List of Accounts

UseriD Full Name Location Account Role

MMurphytrainer Murphywrainer, Mark

Ackd New Account

Business Accounts Manager

3. BCelD Manage Business —Business Account Details

¢ Under the Account Control section, select the appropriate radio button to enable or disable
the account.

Account Control
(W Enable Account

() Dizable Account

4. e Click Save to keep the changes
e Click Back to discard the changes and return to the Manage Business BCelD Accounts screen
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5.7 Delete an Account

Role you need to do this:  Business Profile Manager | Business Accounts Manager
Delete an existing Business BCelD account

1. e Log in to www.bceid.ca
e Click the Log in button at the top right corner of the screen
e Follow the prompts to log in with your Business BCelD user ID and password

e Click Manage Account

Manage Account

e Select Business BCelD Accounts under Manage Business

Manage Business

Business Identification

Allows you to manage your business's identification
information

Business Preferences

Allows you to manage your preferences for sharing
your business's contact infermation with government
and other businesses.

eate, change, disable/enable and
delete accounts within your business.

R T

2. BCelD Manage Business — Manage Business BCelD Accounts
The screen displays a list of your business’s user IDs except the one you are currently logged on with.

Under the Results / List of Accounts section:
e Click on a user ID name to view the account details

Manage Business BCelD Accounts

This tool allows you 1o view and manage Business ECelD Accounts within your business and set the account role given to each account. Account roles are: Business Profile
Manager, Business Accounts Manager, and BCelD User. We recommend that your business has more than one Business Accounts Manager.

Given/First Name:

Sumame:

User ID:

Department/Lacation:

Account Roles: al ~

Match Search Criteria Using:

@ Starts with

O cortains

EIEZD

Resuits / List of Accounts

User ID Full Name Location Account Role:

MMurphytrainer Murphyzrainer, Mark Business Accounts Manager

AddNew Account
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3. BCelD Manage Business — Business Account Details

e Click Delete to remove the account you selected

Business Account Details

This toal allows you to vizw, changs or delets existing Business BCelD Accounts within your Business. You can also tamporarly disable an acoount and re-snable ata later date
for example during an employee leave of absence).

Account Details

User ID (read-onty)

MMurphytrainer

Department/Location (optional)

Contact Email

adrienneolsr@govboca
2 Display in Bursiness Directory
ContactPhona Number (optional
[ Dispiay in Business Diractory

Account Role
© BCeID Usar

® EBu counts Manager

O Business Profilz Manager

Account Control
® Enable Account

O Disable Account

Account Status

BCalD Account No
Suspanded

Account Locked: No
Password Changa No
Required

Password Hints No
Required

I e e )

4. BCelD Manage Business — Confirm Account Details

e Click Yes to confirm you want to delete the account
e Click No to keep the account

Note: In either case, you will be returned to the Manage Business BCelD Accounts screen.

For security purposes, BCelD accounts that are no longer required should be deleted.

@ e Reasons a BCelD account may no longer be required, include, but are not limited to:
o retirement

o termination

o transfer

o etc.

Deletion of a Business’s BCelD Accounts

Q Important! If a business’s BCelD accounts are not used within a 27 month period then all of the
business’s BCelD accounts will be deleted by the BCelD Program.

O
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6 Managing Your Business Profile

As a Business Profile Manager, you can perform the account management tasks of a Business Account Manager
and you can also:

Update Business Identification — maintain your business identification information.

Manage Business Preferences — manage preferences for sharing your business’s contact information.
Manage Business BCelD Accounts — designate an alternate Business Profile Manager
Restructure My Business:

o Transfer BCelD Accounts to another registered business.

o Accept BCelD Accounts from another registered business.

Terminate My Business — terminate your business’s registration with the BCelD Program.

6.1 Update Business ldentification

Business Identification information includes your

Y

business type

legal name

“doing business as” name
mailing address

As a Business Profile Manager, you can view your business identification information anytime
by clicking on Update Business Identification.

Note: To update the information on file with the BCelD Program, you will follow one of two
methods. (See step 2 below).

Role you need to do this:  Business Profile Manager

View your Business’s ldentification Information

1.

Log in to www.bceid.ca
Click the Log in button at the top right corner of the screen
Follow the prompts to log in with your Business BCelD user ID and password

Click Manage Account

Manage Account

e Select Business Identification under Manage Business

Manage Business
Business |dentification

Al 1 to manage your business's identification
information.

L e 'M-‘,.‘__J.. B TIE R SR
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Update your Business’s ldentification Information

2. BCelD Manage Business Account — Update Business Identification

This screen displays your business or organization’s identification information in a read only format.

Note: Depending on how you registered your business with the BCelD Program, you may, or
may not, be able to update this information on your own.

3. Ifthe Retrieve My Current Information button is displayed on this screen, you can update the
information on file with the BCelD Program by clicking the button.

4. e Click Save to keep the changes
e Click Back to discard the changes and return to the Manage Account screen

If the button is not displayed on this screen, you must contact the BCelD Help Desk to have
@ your business identification information updated.

BCelD Help Desk

Canada and USA

Phone | Toll Free: 1-888-356-2741

Within Lower Mainland or Outside Canada and USA: 604-660-2355
Email | BCelD@gov.bc.ca

Hours | Monday to Friday excluding statutory holidays

8:30AM to 5:00PM Pacific Time | 9:30AM to 6:00PM Mountain Time

5. Important! If you have not already done so, you should contact the agency listed on this screen
to update your information.

Once you have received confirmation that your information is updated in the agency’s registry,
use this method to update it with the BCelD Program.
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6.2 Manage Business Preferences

Y

Use this menu to share, or stop sharing, your business contact information with government
Online Services or other businesses.

Role you need to do this:

Change your Information Sharing Preferences

Log in to www.bceid.ca

Business Profile Manager

Click the Log in button at the top right corner of the screen
Follow the prompts to log in with your Business BCelD user ID and password

Click Manage Account

Manage Account

Select Business Preferences under Manage Business

Manage Business

Business ldentification

you to manage your business's identification
information.

Business Preferences
you to manage your preferences for sharing
your business's contact information with government

and other businesses.

e Ut g, A A

2. BCelD Manage Business — Business Preferences

Select your information sharing options by checking or un-checking each box

Manage Business Preferences

This tool allows you to control information sharing with government and other businesses.

Information Sharing Options

11 consent to BCelD sharing my business contact information with Online Services registered with BCelD.

i consent 1o BCelD sharing my business contact information with other BCelD account holders.

This is required to allow me to act on behalf of other BCelD accourtt holders.

3. i

Click Save to keep the changes

Click Back to discard the changes and return to the Manage Account screen
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6.3 Manage Business BCelD Accounts: Designate an Alternate
Business Profile Manager

The BCelD Program recommends that your business or organization has more than one
individual who can manage accounts.

Role you need to do this:  Business Profile Manager
To assign the Business Profile Manager role to a Business BCelD Account

1. e Log in to www.bceid.ca
e Click the Log in button at the top right corner of the screen
e Follow the prompts to log in with your Business BCelD user ID and password

e Click Manage Account

Manage Account

e Select Business BCelD Accounts under Manage Business

Manage Business

Business Identification
Allows you to manage your business's identification
information.

Business Preferences

Allows you to manage your preferences for sharing
your business's contact information with government
and other businesses.

Business BCelD Accounts <

Allows you to view, create, change, disable/enable and

delete accounts within your business.
e T WS AT R SO S S LY
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2. BCelD Manage Business — Manage Business BCelD Accounts
The screen displays a list of your business’s user IDs except the one you are currently logged on with.

Under the Results / List of Accounts section:
e Click on a user ID name to view the account details

Manage Business BCelD Accounts

This tool allows you to view and manage Business BCelD Accounts within your business and set the account role given to each account. Account roles are: Business Profile
Manager, Business Accounts Manager, and BCelD User. We recommend that your business has more than ane Business Accounts Manager.
Given/First Name:
Surname:
User ID:
Department/Location:
Account Roles: Al -
Match Search Criteria Using:
® Starts with

Contains

Clear Search
Results / List of Accounts
Department/
User 1D Eull Name Location Account Role

MMurphytrainer

AddNew Account

Murphytrainer, Mark Business Accounts Manager

3. BCelD Manage Business — Business Account Details

To assign the Business Profile Manager role to a Business BCelD account:
e Click on the corresponding radio button to select the role of Business Profile Manager

Account Role

BCelD User
Business Accounts Manager

* Business Profile Manager

4. e Click Save to keep the changes
e Click Back to discard the changes and return to the Manage Business Profile screen

You must be logged on with an account which has a Business Profile Manager role to assign a
@ Business Profile Manager role to another account.

Note: If you have a Business Accounts Manager role, the option to assign the role of Business
Profile Manager is not available.
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6.4 Restructure My Business: Transfer BCelD Accounts

Use the Restructure My Business menu to transfer some or all of your Business BCelD
@ accounts to another business.

Note: You would do this if your organization is involved in a merger, acquisition, or dissolution
and you want to move some or all of your Business BCelD accounts to the new business or
organization.

Important! Only a Business Profile Manager can initiate a Business BCelD account transfer to
another business.

e Only a Business Profile Manager at the new business can accept the transfer.

Role you need to do this: Business Profile Manager
Transfer Business BCelD Accounts to Another Business

1. e Login to www.bceid.ca
e Click the Log in button at the top right corner of the screen
e Follow the prompts to log in with your Business BCelD user ID and password

e Click Manage Account

Manage Account

e Select Restructure Business under Manage Business

Manage Business

Business Identification

Allows you to manage your business's identification
information.

Allows you to manage your preferences for sharing
your business's contact information with government
and other businesses.

Business BCelD Accounts
Allows you to view, create, change, disable/enable and
delete accounts within your business.

Restructure Business <=

Allows you to transfer some or all of your business's

accounts to or from another business that is registered

with BCelD.
“)‘_—L“.\"“""T-—'*M.#‘ et

2. BCelD Manage Business — Restructure Business

To initiate a transfer of some or all of your existing Business BCelD accounts to another business
registered with BCelD:

e Click Initiate Transfer

e TN T e A SN N NN T TN NN P TN e
Initiate Transfer to Another Business

This function enables you to initiate a transfer of some or all of your business’ BCelD accounts to another business. Click the 'Initiate Transfer' button to proceed to the next page
where you can select both the business to which you would like to transfer accounts and the accounts that you wish to include in your transfer request.

Initiate Transfer
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BCelD Manage Business — Initiate Transfer

e Enter the user ID of a Business Profile Manager (BPM) associated with the business to which
you would like to transfer BCelD accounts

e Click Find

I N T N Y R e N NN NI e W

Initiate Transfer to Another Business

This function enables you to initiate a transfer of some or all of your business' BCelD accounts to another business. Click the 'Initiate Transfer' butten to proceed to the next page
where you can select both the business to which you would like to transfer accounts and the accounts that you wish to include in your transfer request.

Initiate Transfer

Select the recipient business

e Click Select Recipient

WMMNMf%aJr\amﬂﬁM“\umF#\ﬂ
Recipient

Account Details

BPM User ID: browntrainer
BPM Name: Adam Brown
Business Legal Name: Training for Trainers

Select Recipient

Choose the BCelD accounts you wish to include in your transfer request.

Note: you may Deselect All accounts, Select All accounts or Select individual accounts

e Click Next
Select Accounts to Transfer
Department / Account
UserID Name Location Privilege Select
9Roler Trainingroler, Adrienne Business Profile Manager O=
MMurphytrainer Murphytrainer, Mark Business Accounts Manager [

Select All Deselect All

* You can not self-transfer unless you are the sole remaining account holder within your business.

Repeat this process to transfer your own account. You cannot self-transfer unless you are the
sole remaining account holder within your business.
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6. BCelD Manage Business — Confirm Account Transfer
Review the details of your BCelD account transfer.

Click Transfer to initiate the transfer

OR

Business BCelD Account and Profile Management Guide

Click Back to discard the changes and return to the previous screen

@

The receiving Business Profile Manager must now accept the accounts to complete this
transaction. See Restructure My Business: Accept BCelD Accounts.

Role you need to do this:

Accept Business BCelD Accounts from Another Business

1. i

6.5 Restructure My Business: Accept BCelD Accounts

Log in to www.bceid.ca

Business Profile Manager

Click the Log in button at the top right corner of the screen
Follow the prompts to log in with your Business BCelD user ID and password

Click Manage Account

Manage Account

Manage Business

Busi entification

Allows you to manage your business's identification
information.

Business Preferences

Allows you to manage your preferences for sharing
your business's contact information with government
and other businesses.

Business BCelD Accounts
Allows you to view, create, change, disable/enable and
delete accounts within your business.

Restructure Business <4

Allows you to transfer some or all of your business's
accounts to or from another business that is registered
with BCelD.

A . B
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Select Restructure Business under Manage Business
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BCelD Manage Business — Accept / Reject Transfer

Select an account transfer request by clicking on the corresponding radio button
Click the Accept / Reject Transfer button
oo™ e meﬂw%ﬁmmﬁm P

Accept Transfer from Another Business
This function enables you to accept or reject the transfer of BCelD accounts to your business, The table below lists outstanding account transfer requests. Please select an
account transfer request and click the "Accept / Reject Transfer’ button to proceed to the next page where you can accept or reject the selected transfer.

Number of
From (Business Legal Name) BPM User ID Accounts Select

9Roler 1

Trainingroler, Adrienne

Accept / Reject Transfer

BCelD Manage Business — Accept / Reject Account Transfers

Click the corresponding radio button for each user ID to Accept or Reject the account transfer

Click Transfer
M@Ww”“\ﬂrMAMPMHMJ\J\Nf N

Account Details
Business Legal Name: Trainingroler, Adrienne
User ID: 9Roler

Name: Adrienne Trainingroler

Accept All | RejectAll
Name

User ID
Murphytrainer, Mark .

Reject Accept

MMurphytrainer

BCelD Manage Business — Confirm Account Transfer

Review the details of your BCelD account transfer.

Y

Role you need to do this:

Click Transfer to accept/reject the transfer
Click Back to discard the changes and return to the previous screen

6.6 Terminate My Business

Use the Terminate My Business menu if you want to stop using your Business BCelD accounts
to access Online Services and remove your business contact information from the BCelD Online

Business Directory.
This task will terminate all Business BCelD accounts for your business and will suspend all
further BCelD transactions between your business and the Government of B.C.

Note: Links used to access any Online Service(s) will no longer be functional.

Business Profile Manager

Terminate your Business
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e Log in to www.bceid.ca
e Click the Log in button at the top right corner of the screen
e Follow the prompts to log in with your Business BCelD user ID and password

e Click Manage Account

Manage Account

e Select Terminate Business under Manage Business

Manage Business

Business |dentification

Allows you to manage your business's identification
information.

Business Preferences

Allows you to manage your preferences for sharing
your business's contact information with government
and other businesses.

Business BCell Accounts
Allows you to view, create, change, disable/enable and
delete accounts within your business.

Restructure Business

Allows you to transfer some or all of your business's
accounts to or from another business that is registered
with BCelD.

erminate Business
Allows you to terminate your Business BCelD and all of
the accounts associated with the business.

BCelD Manage Business — Terminate My Business
Review the information about terminating your Business BCelD accounts.
e Click Next continue
e Click Back to discard the changes and return to the Manage Business Profile screen

Read each statement and click the checkboxes beside each one to explicitly confirm your
understanding of what will happen after you terminate your Business BCelD registration.

e Click Confirm to terminate your Business BCelD account
e Click Back to return to the Terminate My Business screen
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