BC Registry Application

User Guide

3‘“ I_{egistry

Cowrfﬁam SEI’V 1CES



Table of contents

Before you get started 1
What do you want to do? 2
1. Account types: difference between Basic and Premium accounts 2
2. To create your BC Registries account: 3
3. Using a BC Services Card app to create your account 4
4. Using a BC Token to create your account 10
5. Using a BCelD, 2-factor authentication app (2FA) and notarized identity affidavit to create
your account 1"
6. Adding team members to your account 17
7. Join a BC Registry account as a team member 19
8. Creating multiple accounts 20
9. Adding additional BC Registry products or services to an existing account 22
10. Changing from a Basic to a Premium account 23

11. Deactivating an account 24



Before you get started

To create and manage your BC Registry account, you will need to verify your identity and login
using one of these options.

Log in BC Services Card Account BC Services Card Account BCelD username and
option using the BC Services Card | using a Username, password, 2-Factor
app (mobile) password and BC Token Authenticator (2FA) and a
notarized identity affidavit
Available to e Residents of Canada e Residents of B.C. e International users
Why would| | e The most common way e A BC Token is assigned e This option is available to

choose this?

people choose to log in
to government services

e A secure and easy way
to prove who you are
online

e No new password to
remember

e You can invite team
members to join the
account using a BC
Services Card account or
a BCelD

to you; each person gets
their own and can't be
shared with others

e Extra layer of protection
to your username and
password

e You can invite team
members to join the
account using a BC
Services Card account or
a BCelD

out-of-country users or
Canadian residents who
cannot use a BC
Services Card Account
or mobile device to login

e All team members you
invite to the account will
have to join using a
BCelD

What will | e A BC Services Card or A BC Token is a small device e BCelD username and
require? other government that makes it secure to log in password
identification issued in with a username and e 2-Factor Authenticator
Canada password app (2FA)
e BC Services Card mobile | e Visita Service BC e Notarized identity
app (available from the location with a BC affidavit (your affidavit
Apple App Store and Services Card to obtain a will be used to verify your
Google Play Store) BC Token identity; only Account
e Set up a username and Administrators are
password for the token required to have an
affidavit notarized)
BC Registry e Once your BC Services e Travel and wait time to e You will be instructed to
account Card app is set up, you register and pick up BC set up a BCelD
set-up time can then use it to create Token at a local Service username and password

a BC Registry account
and use it immediately

BC office

e Once your BC Token is
set up, you can then use
it to create a BC Registry
account and use it
immediately

when you begin creating
your BC Registry
account

e You will upload your
notarized affidavit as one
of the later steps

e It takes 3 or more
business days for your
affidavit to be reviewed
once submitted. Once
approved, you can use
your BC Registry
account



https://id.gov.bc.ca/
https://id.gov.bc.ca/
https://www.bceid.ca/aboutbceid/
https://www2.gov.bc.ca/gov/content/governments/government-id/bcservicescardapp/id
https://www2.gov.bc.ca/gov/content/governments/government-id/bcservicescardapp/id
https://www2.gov.bc.ca/gov/content/governments/government-id/bcservicescardapp/id
https://id.gov.bc.ca/account/token
https://www2.gov.bc.ca/assets/gov/employment-business-and-economic-development/business-management/permits-licences-and-registration/registries-other-assets/2fa_user_guide.pdf
https://www.bcregistry.ca/business/auth/nonbcsc-info/download
https://www.bcregistry.ca/business/auth/nonbcsc-info/download

What do you want to do?

Click on a bubble below to jump to that section in this user guide:

-
1. Learn about .
Basic and 2. Create my galrir?::l';s %Sr% 4. Using a BC 5. Using a
Premium account Token BCelD + 2FA
. accounts app
e ™y
5.4 Get help with 6. Add team 7. Joina BC 8. Create or switch
2-factor members to the Registry account as between multiple
authenticators account a team member accounts
" AN
r hWe
9. Add more BC 10. Change my 11. Deactivate
Registry services to account from Basic ' account my
my existing account to Premium
AN

TIP: Search for keywords in this user guide by pressing CTRL+F on your keyboard

1. Account types: difference between Basic and Premium accounts

There is no cost for creating a Basic or Premium account; you are only charged for the transactions that
you process within your account (for example, conducting filings or searches).

e If you are an existing BC OnLine client, you must create a Premium account. This gives you
access to Premium-only services like the Personal Property Registry or the new Business Search
and allows you to complete an unlimited number of transactions.

e [f you are a person registering or maintaining your business and only need to complete a few

transactions per month for the services available to Basic accounts, you are recommended to
create a Basic account.

Account Type Registry Payment Options

Basic *+ Name Request *  Credit card

(5 team members, 10 *  Business Registry *  Online banking
transactions/month)

Premium Name Request *  Pre-authorized debit

(unlimited team members &
transactions, view financial
statements)

Business Registry BC OnLine deposit
Personal Property Registry account

Rural Property Tax

Business Search



2. To create your BC Registries account:

e Open any browser except for Internet Explorer.

e Go to https://www.bcreqgistry.gov.bc.ca/.
e Click on “Create Account” in the top-right corner of the page.

- CE,}E'L&SQA BC Registries and Online Services Login ~ Create Account

{5  BCRegistries and Online Services

P

Access and manage
your BC Registries and (2N

Online Services h
All registrations of businesses, not-for-

Choose the way you want to log in to the BC Registry application:

Create a BC Registries and Online Services Account

You can create your BC Registries account by using:

BC Services Card
Create »
Easy and secure way to create your account

No BC Services Card account? Learn how to set up a BC Services Card account[
If you have ID issued in Canada( this method is an easy and secure way to create your account.

(@ More Help
Other account creation options if you do not have ID issued in Canada View Less A

g;: BCelD Login + Two-Factor Authentication

Next >
© Requires identity verification, the approximate processing time is 8-10 days

Learn more about BCelD (3

Select from one of the following options:

e BC Services Card Login - if you have ID issued in Canada, the BC Services Card app is an
easy and secure way to access your BC Registries account.

o If you have a BC Services Card and don't have a mobile device, you can set up a
username and password with a BC Token.

e BCelD + 2FA Login - If you do not qualify to use the BC Services Card app or BC Token, you can
use a BCelD to log into your BC Registries account. Using a BCelD also requires you to verify
your identity with a notarized affidavit, and to log in with 2-factor authentication (2FA).


https://www.bcregistry.gov.bc.ca/
https://www2.gov.bc.ca/gov/content/governments/government-id/bcservicescardapp/id

Click on the method you want to use to jump to the relevant instructions in this guide:

BC Services Card app BC Token BCelD, 2FA and affidavit

3. Using a BC Services Card app to create your account

Step 1: Create your account using BC Services Card app

e If you do not have the BC Services Card app on your mobile device, click on “Set up an account
at id.gov.bc.ca”. You will see instructions on how to set up the app on your device. Once finished,
come back to this screen and click on “BC Services Card app”.

e |[f you already have an activated BC Services Card app on your mobile device, click on “BC
Services Card app”.

Log in to: BC Registries

This service will receive your: given names, surname @

Continue with:

‘l BC Services Card app ‘D

Username/password + BC Token
‘c:r P

Note that it's only available for some services.

Don't have a BC Services Card Account yet?

It's digital ID to prove who you are online. You can use it
to log in to this service, or to many other services.

Set up an account at id.gov.bc.caF  4=——————

Step 2: Enter the pairing code in the BC Services Card mobile app

e Enter the code you see displayed on your screen into your BC Services Card mobile app (do not
enter the pairing code you see in this guide).

e Follow the directions listed in your mobile app. If you need help, more instructions are available
on your screen under “Need help?”. Scroll down to view those instructions.



Log in to: BC Registries

Enter this pairing code in the BC Services Card app.
HLQ ZWH
Pairing Code

This code is only used one time. You don't need to remember it.

Need Help?

To log in on this computer, you can use the app you've set up on your mobile device.
Scroll down in
your browser to

+ view more help

e You can choose to skip pairing a code each time you log into the application once your account is
created by selecting “Send notification to my mobile device instead of entering a pairing code”.
Or, you can select “Pair again next time” to enter a new pairing code the next time you log in.

Log in to: BC Registries

Do you want to skip pairing next time?
(@) send notification to my mobile device instead of entering pairing code
This will remember the pairing between this device and your mobile device. It will store a cookie on this computer for
identification purposes.
: -~ ; LA
Instead of entering a pairing code, you will tap on the notification sent to your mabile device. @
Name your mobile device
You'll see this when you log in next time,

Zac's 520+

Pair again next time
Choose this option if you're using a shared computer - like at a library.

e The next screen confirms that BC Registries only has access to your name.

e Select “Skip this page next time” if you do not want to review your information each time that you
log into the application.

Log in to: BC Registries WELCOME, ZACH

This service will receive the following identity information:

Given Names ZAC

Surname

Skip this page next time - I don't want to review my information when accessing any services
Note: Other services may receive different types of personal identity information. You can update your preference in
your account at id.gov.bc.ca




Step 3: Select products and services
Create a BC Registries and Online Services Account

Create an account to access BC Registries products and senvices.

Here you will find a list of products and
services that are currently available in the
new BC Registry application. [ Yo ——

ster 108 s
Select Product and Services

To access our digitial registries servcies, select multiple product and services you require

e Select the services you would like to
add to your account.

Business Registry & Name Request
blect this if you need to registe rporate a business and keep business record Read Less ~

o Click “Next”.

+ Request a name far your business
* File annual reports

» View and change your current directors or address
* Seethe history of your business' fillngs

Learn More 5

&

(0 Personal Property Registry Read More

@"‘“‘

Step 4: Select account type: Basic or Premium

e Choose between a Basic or Premium account. There is no cost for creating an account.

o If you are an existing BC OnLine client, you must create a Premium account
o If you are starting or updating your business, you can create a Basic account
(recommended).

e Click “Next”.

STEP2OF 5
° Products and Services Select Account Type

There is no cost to create a BC Registries account. You only pay for the services and products you purchase.
° Select Account Type

Basic Premium
Pay-as-you-go Pre-authorized
For firms and companies who search
For people who file on behalf of their own frequently or file for a large number of
businesses or conduct limited searches. businesses.

+  Unlimited transactions
+  Unlimited team members

« 5 team members per account = Pay by pre-authorized debit or b online
depasit account

= 10 transactions per manth

« Pay by credit card and online banking
+ Financlal statements

g “ | f— T

€ Back Next > Concel




Step 5a: Enter your Account Information

(If you have a BC OnLine account, skip to Step 5b below)
If you don’t have a BC OnLine account:

e Select “No” to linking this account with a BC OnLine account.

e Select whether you want your BC Registry account in your personal name or business name.
e Fill out your business information and mailing address.

e Click “Next”.

STEPAOF &
@ rrosucs anaservices Account Information

Do you want to link this account with an existing BC Online Account? Lea

° Select Account Type
o Account Information

® N

Do you want your BC Registries and Online Service account in your personal name or business name?

Mailing Address

Step 5b: Enter your Account Information (for BC OnLine users)

BC OnLine users must select a Premium account, which gives you access to all registry services and
provides the option of linking your BC OnLine account to your new account. Linking accounts transfers
over your business information (e.g. name and address) listed in your BC OnLine account and allows you
to use your BC OnLine account to pay for transactions in the new application.

e Enter a valid BC OnLine Prime user ID and password (6 to 8 characters only; if your password is
more than 8 characters long, enter only the first 8 characters).

e Click “Link Account”. Once linked, the account name associated with the BC OnLine account will
be used as the account name in the BC Registry.

o Linking accounts offers billing and consolidated reporting with your BC OnLine account.
e Click “Next”.



STEP4OF 6
° Products and Services .
Account Information

Do you want to link this account with an existing BC Online Account? Learn more

° Select Account Type
@ Yes

Q No
° Account Information

Link with an existing BC Online account
Linking accounts will import your organization’s contact and drawdown account information. Linking accounts will not

import your existing users or any businesses you manage. You can invite team members and add businesses once your
account is set up successfully.

You must be the Prime Contact to link this account with your existing BC Online account.

BC Online Prime Contact Details

User ID Password
PA12345 sssssssss
« © o

Step 6: Enter Account Administrator information

e Enter your contact information. Once you create your account, you will be able to add team
members to the account.

e Click “Next”.

STEP4 OF 5

Account Administrator Information

Products and Services

Enter your contact information. Once your account is created, you may add additional users and assign roles,
Select Account Type

ZAC
Acoount Information This is your legal name as it appears on your BC Services Card.

Email Address
Account Administrator
Information

Confirm Email Address

Phone Number Extension

€ Back Q Cancel




Step 7: Choose payment method

e If you are creating Basic account, you can choose:

o Credit card
o Online banking

e If you are creating a Premium account, you can choose:

o Pre-authorized debit*
o BC OnLine deposit account (if you linked accounts in Step 5b)

e Complete the instructions that you see on your screen for the method of payment that you
choose.

e Click “Create Account”.

*Pre-authorized debit: Payment Canada requires a confirmation period of 3 days prior to your first
pre-authorized debit deduction and you will receive confirmation of your pre-authorized debit
agreement prior to the first deduction. If you linked your BC OnLine account, you will be able to make
transactions during this 3-day period, which will be debited from your BC OnLine account until the
confirmation period ends. After the confirmation period, transactions will be debited from your bank
account.

Create a BC Registries and Online Services Account

Manage account settings, team members, and view account transactions

STEP6OF 6
e Products and Services
Payment Method

Select the payment method for this account.

@ seccinccouncrype

£y  Pre-authorized Debit coeer
° bbbl ——  Automatically debit a bank account when payments are due.
Account Administrator
Information
‘.6) BC Online stecr
Use your linked BC Online account for payment.

P —
€ Back ' Create Account | JEREL]




4. Using a BC Token to create your account

You can log into the new BC Registry application using a username, password, and a code from a small
device called a BC Token. This option ensures equal access to people without the need for a mobile
device or the BC Services Card app.

The BC Token may work for you if you:

e Don’t have a mobile device or cannot always use your mobile device.

e Share a mobile device with someone else who has the BC Services Card app already set up on
it.
Step 1: Get your BC Token

e Go to a Service BC location with your BC Services Card to receive your BC Token.

Step 2: Set up your BC Token, username and password
e Set up your BC Services Card Account using your BC Token.

e Enter the one-time code on your BC Token.

e Provide your email address and choose a password to complete setup.

Step 3: Set up your BC Registry account

e (o to https://www.bcreqistry.gov.bc.ca.

e Click on Create Account in the top-right corner.
e Choose that you are a resident of B.C. and click ‘Next’.

e Select “Email and password + BC Token”. When you login with your username and password,
you will need to have the BC Token to type in the 6-digit code displayed on it.

Log in to: BC Registries

This service will receive your: given names, surname @

Continue with:

BC Services Card app ‘

fa=) Email and password + BC Token
This option is in beta. It's only available for
some services.

Set up BC Services Card app

Once you have logged into the BC Registry application, follow these steps to complete setting up your
account.

10


https://id.gov.bc.ca/static/token-overview.html
https://id.gov.bc.ca/account/token/identify
https://www.bcregistry.gov.bc.ca

5. Using a BCelD, 2-factor authentication app (2FA) and notarized identity

affidavit to create your account

Before you start creating your account:

e Download and print a copy of the identity affidavit and have it notarized; see Step 1.

e Download and set up a 2-factor authenticator (2FA), or have one you already use handy. Linking
the account to a 2FA is time-sensitive and it needs to be ready to use in Step 4.

e Note: you will create a Basic BCelD (or use an existing BCelD if you already have one) during

account creation in Step 3.

Step 1: Download the Identity Affidavit and have it notarized

e View the information on this page.

e Click “Next: Download Affidavit”.

e Download the form and visit your local notary
public or lawyer to have it notarized. You will need
to bring: i
o One piece of government-issued photo
identification.

o Bring a printed copy of the BC Registries
and Online Service affidavit template. Print
this template and fill out all fields. Failure
to do so may result in a rejection of your
account request.

o Payment (most notaries and lawyers
charge a fee for this service; fees will
vary).

How to verify your identity by a notary

There are three steps to verifying and protecting your identity when creating a BC Registries account.

1. Get an identity affidavit notarized

Visit your local notary of lawyer to have this document notarized. Thisis to ensure that no one is

impersonating you or committing identity theft.

Only account administrators are required to verify their identity with a notary.

2. Create a BCelD

Ausername and password that provides secure access to online government services in British

Columbia,

3. Use a 2-factor mobile or desktop authentication app

Mobile options such as: Google or Microsoft Authenticator
Desktop options such as: Authy or GAuth

-

Getting your identity affidavit notarized

Download the identity affidavit template below and visit a Notary Public or laywer to have it notarized.

You will need to bring:

1. One piece of government-issued photo identification

2. Bring a printed copy of the BC Registries and Online Services affidavit template. You must use this template
and fill out all fields. Failure to do so may result in a rejection of your account request.

3. Payment (most notaries and laywers charge a fee for this service. Fees will vary.)

Once you have your affidavit notarized, return to this website and continue to the next step.
You will upload your affidavit later in the account creation process.

. Download Identity Affidavit
¥] POF(73KB)

€ pock

11



https://www.account.bcregistry.gov.bc.ca/nonbcsc-info/download
https://www2.gov.bc.ca/assets/gov/employment-business-and-economic-development/business-management/permits-licences-and-registration/registries-other-assets/2fa_user_guide.pdf

Step 2: Return to the application when your affidavit is notarized or commissioned and
scanned to your computer

e Go to https://www.bcregistry.gov.bc.ca.
e Click on “Create Account”.

e Unroll the BCelD Login option by clicking on “View More”
e Click “Next”.
e Click “Next: Download Affidavit”.

Note: you will be asked to upload your notarized affidavit in a later step.

Step 3: Login using an existing BCelD or register a new BCelD

Getting your identity affidavit notarized

Download the identity affidavit template below and visit a Notary Public or laywer to have it notarized.

You will need to bring:

1. One piece of government-issued photo identification

. Bring a printed copy of the BC Registries and Online Services affidavit template. You must use this template
and fill out all fields. Failure to do se may result in a rejection of your account request.

3. Payment (most notaries and laywers charge a fee for this service. Fees will vary.)

~

Once you have your affidavit notarized, return to this website and continue to the next step.
You will upload your affidavit later in the account creation process.

b Download Identity Affidavit
PDF (73KB)

€& Back Login using existing BCelD Register a new BCelD

Option 1 - If you have an existing BCelD, enter your credentials.

i Login to sfs7.gov.bc.ca

Log in with BCID Need help?
Contact the BCelD Help Desk
UserID
Use a Business, Personal or Basic
BCelD
AuthenticatedUser
Password

Forget your user |D or password?

No account?
Register for a BCelD



https://www.bcregistry.gov.bc.ca

Option 2 - If you need to create a BCelD, you will be directed to fill in a one-page form.

& s | BCelD

Typesof BCelD  Service Directory | Locations

Register for a Basic BCelD

Sumame
Given/First Name

First Middle Name (optional)
Other Middle Names (optional)
Email

Phone Number (optional)

User ID
Choose your user ID. You'l use this user ID with your password to log in.

Step 4: Install or use an existing authenticator app

Once you have logged in with a BCelD username and password, you will link the account to a 2-factor
authenticator (2FA) app. If you cannot or do not want to download an authenticator to your mobile device,
you can download one onto your computer or add a plug-in extension to your browser.

Help with authenticators: for instructions on popular authenticators for mobile devices or desktops and

how to link it with a BC Registry account, view the Authentication Applications user guide. Note: BC
Registries does not recommend a specific authenticator; use what works for you.

Step 5: Select products and services
Here you will find a list of products and services that are available in the new BC Registry application.

e Select the services you would like to add to your account.
o Click “Next”

13


https://www2.gov.bc.ca/assets/gov/employment-business-and-economic-development/business-management/permits-licences-and-registration/registries-other-assets/2fa_user_guide.pdf

Create a BC Registries and Online Services Account

Manage account settings, team members, and view account transactions

STEP10F 6
o Products and Services

Select Product and Services

To access our digitial registries services, select multiple product and services you require.

| Business Registry & Name Request
| Belect this if you need to register or incorporate a business and keep business records up Read Mare +
| to date

Business Search (r

Select this if you need t
O registered in BC. If
released by end of sum

Read More v

Personal Property Registry (requires Premium Account)
O Select this if you need to record security interests and liens or search existing records

@ -

Read More

Step 6: Select account type: Basic or Premium

Choose between a Basic or Premium account. There is no cost for creating an account.

o If you are an existing BC OnLine client, you must create a Premium account
o If you are starting or updating your business, you can create a Basic account
(recommended).

Click “Next”.

Create a BC Registries and Online Services Account

Create an account to access BC Registries products and services.

STEP20OF S

° Products and Services
Select Account Type

There s no cost to create a BC Registries account. You only pay for the services and products you purchase.

Basic

Pay-as-you-go

§ § For firms and companies who search
For people who file on behalf of their own frequently or file for a large number of
businesses or conduct limited searches. businesses.

«+ Uniimited transactions

+ Uniimited team members

*  Sleam members per account . P re-authorized 6ebit or BC Online
et

ascount
« Pay by credit card and online banking
+ Fnanclal Statements

+ 10 transactions per month

— T —

€ Back Next > Cancel

Step 7: Upload Affidavit

Administrators using BCelD and 2FA must upload their affidavit during this step in account creation (BC

Service Card Account users do not have to upload an affidavit).

Upload your affidavit.

14



e Fill out your notary’s information and contact.

e Click “Next”.

Upload your notarized affidavit

This wilbe reviewed by Registries staff and the account will be approved when authenticated.

Step 8a: Enter your Account Information
(If you have a BC OnLine account, see Step 8b)

If you don’t have a BC OnLine account:

e Select “No” to linking this account with a BC OnLine account.

e Select whether you want your BC Registry account in your personal name or business name.
e FllIl out your business information and mailing address.

e Click “Next”.

° Products and Services. STEP4OF &
Account Information

Do you want to link this account with an existing BC Online Account? Learn more
© siecsccoune ype

@ N

e Upload Affidavic

Do you want your BC Registries and Online Service account in your personal name or business name?

Step 8b: Enter your Account Information (for BC OnLine users)

BC OnLine users must select a Premium account, which gives you access to more registry services and
provides the option of linking your BC OnLine account to your new account. Linking accounts transfers
over your business information (e.g. name and address) listed in your BC OnLine account and allows you
to use your BC OnLine account to pay for transitions in the new application.

e Enter a valid BC OnLine Prime user ID and password (6 to 8 characters only; if your password is
more than 8 characters long, enter only the first 8 characters).

15



e Click “Link Account”. Once linked, the account name associated with the BC OnLine account will
be used as the account name in the BC Registry.
o Linking accounts offers billing and consolidated reporting with your BC OnLine account.

o Click “Next”

° Products and Services STEP4OFS
Account Information

Do you want to link this account with an existing BC Online Account? Learn more
° Select Account Type

° Upload Affidavit

Link with an existing BC Online account

° Account Information
Linking accounts will import your organization's contact and drawdown account information. Linking aceounts will not
import your existing users or any businesses you manage. You can invite team members and add businesses once your

account is set up successfully.

You must be the Prime Contact to link this account with your existing BC Online account.

BC Online Prime Contact Details &

User 1D Password
PA12345 sssssssns
€ Back © Cancel

Step 9: Enter Account Administrator information

e Enter your contact information. Once you create your account, you will be able to add additional
users to the account.

e Click “Next”.

Create a BC Registries and Online Services Account

Manage account settings, team members, and view account transactions

@ Products and services STEPS OF 6
Account Administrator Information

Enter your contact information. Once your account is created, you may add additional users and assign roles.
e Select Account Type

FistName Lost Hame

° upload Affidavit lans .
" Y S———— Your Las name a5 It appears on you st
Emai Adoess

° Account Information jane@smith.ca

© isiounspminiscater Confirm Emad Acaress

Information jane@smith.ca

Phone Number Extension

€ ot o

Step 10: Choose payment method

e If you are creating Basic account, you can choose:
o Credit card
o  Online banking
e [f you are creating a Premium account, you can choose:
o Pre-authorized debit*
o BC OnLine deposit account (if you linked accounts in Step 8b)

16



e Complete the instructions that you see on your screen for the method of payment that you
choose.

e Click “Create Account”.

*Pre-authorized debit: Payment Canada requires a confirmation period of 3 days prior to your first
pre-authorized debit deduction and you will receive confirmation of your pre-authorized debit
agreement prior to the first deduction. If you linked your BC OnLine account, you will be able to make
transactions during this 3-day period, which will be debited from your BC OnLine account until the
confirmation period ends. After the confirmation period, transactions will be debited from your bank

P r—
Payment Method
Select the payment methad for this account.
P Y—
© et rinane &+ Preauthorized Debit -
2 Automatically debit a bank account when payments are due
@ Accountntormation
¢ BC Online
int & SELECT
Account Administrator Use your linked BC Online account for paymen.
Intormation
© rormentcinos

6. Adding team members to your account

Once your account has been created, you can add team members at any time so that they can access
the services that your account is subscribed to.

The way invited team members authenticate and log into the account depends on the method that was
chosen to create your account. If your account was created using:

e BC Services Card app or BC Token

o You can change the authentication method for team members to login before you invite
them using their BC Services Card app/BC Token or BCelD and 2-factor authentication
on the “Authentication” tab in Account Setting. You can keep switching between the two
authentication methods to accommodate how your team members want to log into their
account each time before inviting them to your account.

e BCelD, notarized affidavit and 2-factor authentication

o You cannot change the authentication method for future team members and they must
log in using BCelD and 2-factor authentication. If you invite an Account Administrator,
they will also need to upload a notarized identity affidavit.

Team Member Roles
There are three roles that can be assigned to your team members. By default, the person creating the

account is the Account Administrator. We recommend that your account has more than one Account
Administrator to share responsibility and provide coverage in case of vacations or leaves.
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- Coordinators Users

Change payment information View/edit financial statements Search and complete filings
and transactions

View/edit financial statements Add additional BC Registry
Add additional BC Registry services to the account
services to the account Add/remove team members

Add/remaove team members (all (only Coordinators and Users)

roles types) Search and complete filings and

Search and complete filings and transactions

transactions

Who can add team members to the account?

e Account Administrators can add other Administrators, Coordinators and Users.
e Coordinators can add other Coordinators and Users.
e Users cannot add team members.

Considerations

e Any person can leave the account at any time.

e At least one Account Administrator is needed on the account at all times. The system will not let
you leave the account if you are the only Account Administrator on the team. You will need to add
a new Account Administrator before you leave.

Step 1: Invite team members

Add team members at any time after your account has been set up. Your team members will receive
instant email notifications; if they do not receive a notification, ask your invitees to check their spam folder
or check that you entered the correct email address when inviting them:

e Click on your name in the top-right corner and click on “Team Members” under Account Settings.

BRITISH e " N
CorLumMBia BC Registries and Online Services KENDRA SAUNDERS

MNO Services Ltd.

.50  BCRegistries Dashboard

Edit Profile

E Log out
BC Registries Dashboard
ACCOUNT SETTINGS
Access to your BC Registries account product and services @ Account Info
42, Team Members
My Products and Services (3) E] T "
ransactions

e Click on ‘Invite Team Members’ in the top-right corner.
e Enter email addresses for the team members you want to invite to the account.
e Assign the role type for each team member.

e Click “Send Invites”.
18



Invite Team Members

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

Email Address

Email Address i filings, add /

Account Coordinator
‘Submit searches and filings, add / remove businesses,
add / remove team members, access financial

Email Address statements

Account Administrator
Add Another
statements, update payment methods

Step 2: Team member accepts invite

The team member will receive an email asking them to join the account. They will click the link in the
email and authenticate to complete the process.

Step 3: Approve team members

The Account Administrator or Coordinator will perform a final approval for the team member joining the
account:

e Click on the checkmark next to the team member’s name in the “Pending Approval” tab.
e Once approved, the team member can login and use the account.

® Account Info
Team Member Apply Filter

A2+ Team Members

@ Authentication Activi Pending Approval @) Tvitations
R —

S Payment Methods

Team Member Actions
Products and Services

Magda Lena
magda.lena@test.com @
ACCOUNT ACTIVITY

7. Join a BC Registry account as a team member
Once an invitation is sent to a team member, they will receive an email from BC Registries inviting them
to join your BC Registry account.

View and share with your team members instructions on how to “Join a BC Registry account as a team
member”.
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https://www2.gov.bc.ca/assets/gov/employment-business-and-economic-development/business-management/permits-licences-and-registration/registries-guides/join_a_bc_registry_account_as_a_team_member.pdf
https://www2.gov.bc.ca/assets/gov/employment-business-and-economic-development/business-management/permits-licences-and-registration/registries-guides/join_a_bc_registry_account_as_a_team_member.pdf

8. Creating multiple accounts

This section only applies to Administrators that need to set up multiple accounts for their organization.

e Users with existing BC OnLine accounts can link additional accounts to their other BC OnLine
accounts that have not already been linked; an existing BC OnLine account can only be linked to

one BC Registry account.

e If certain users in your organization require to complete occasional transactions by credit card for

services available through a Basic account, Administrators can create a separate Basic account

for that team. Administrators should label the new account or division by a unique term to
distinguish that account from your other accounts.

Step 1: Log into your account and click on Create Account

e The existing Administrator must log into www.bcregistry.gov.bc.ca.
e Click on the account name in the top-right corner and select “Create Account”.

C%IEUI\IISSA BC Registries and Online Services KENDRA SAUNDERS
n MNO Services Ltd.
e BC Registries Dashboard
2 Edit Profile
E’: Log out
. .
BC Registries Dashboard
ACCOUNT SETTINGS
Access to your BC Registries account product and services 0) Account Info
2, Team Members
My Products and Services (3)
E] Transactions
My Business Registry
e Register or incorporate a business, manage ToTCqUEhatCesS o rauaonal
. products and services, contact the
name requests and keep business records up L i

Step 2: Create another account
The page will display a warning that you already have an account:

e Click on “Create Another Account”.

0]

Looks like you already have an
account

It looks like you already have an account with BC Registries and Online Services. Do
you want to access an existing account or create another account?

Use one of the existing accounts:
MNO Services Ltd. -
Access Account
1175 Douglas St Victoria BC V8W 2E1 CA
[ Create Another Account ’

e —
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Step 3: Complete the account creation process

Administrators using a BC Services Card app or the BC Token: follow the instructions listed in
this quide for setting up an account for BC Services Card app users.

Administrators using BCelD and 2FA: follow the instructions listed in this guide for setting up an
account for BCelD and 2FA users.

You will see a confirmation screen that your additional account has been created successfully and
you can now add team members to your new account.

v

Your BC Registries and Online Services
account has successfully been created.

You can now start accessing products & services available exclusively to BC Registries
account holders.

You will now see the additional account you created when you click on the account name in the top-right

corner.

‘ C -_]:":,'|“l_!l\'1:‘-|].,|[,., BC Registries and Online Services n KENDTtA SAUNDERS

G BC Registries. Dashboard

AR

MMO Services Lid

& Edit Profile

= Lag out
BC Registries Dashboard ACcOUNT SETTINGS
ACCESS T your BC Ri‘gl'ﬁtrll"ﬁ account product and services C:' Aceount Iofo

M Team Members
My Products and Services (3) B . .

2 ransactions

Add P SWITCH ACCOUNT

- My Business Registry

) . V4 MHNO Services Lid,
Ri.‘:\jlbli.‘l or incorporate a business, manage name requesis and eep cntac

business reconds up to date. Higgistr X¥T Enterprises Lid

Step 4: Switching between multiple accounts

If you have access to more than one account, make sure that you are on the correct account when adding
new team members or making registry transactions.

Click on the account name in the top-right corner; the account name listed there is the account
you are currently in.

Select the account name from the list to access that account; you will see a checkmark next to
the account name that you are currently in (see above screenshot).
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9. Adding additional BC Registry products or services to an existing
account

Steps on how to add a BC Registries product or service to an existing account in the new BC Registry
application, can be found here:

e Add a BC Registries product or service to an existing account (275 KB PDF)

Note:

e Certain products, like the new Business Search or Personal Property Registry, are only available
to Premium accounts.

e Only Account Administrators and Coordinators can add additional products and services to their
existing accounts.
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https://www2.gov.bc.ca/assets/download/09A4AE64975E4A378AD905640E958168

10. Changing from a Basic to a Premium account

As an Account Administrator, if you currently have a Basic account and need a Premium account instead,
it is recommended that you first create a new Premium account and then deactivate your Basic account.

Step 1: Add a new account

e Administrators using a BC Services Card app: follow the instructions listed in this quide for
setting up an account for BC Services Card app users. Select a Premium account when
prompted in one of the account creation steps.

e Administrators using BCelD and 2FA: follow the instructions listed in this guide for setting up an
account for BCelD and 2FA users. Select a Premium account when prompted.

You will see a confirmation screen that your additional account has been created successfully.

v

Your BC Registries and Online Services
account has successfully been created.

You can now start accessing products & services available exclusively to BC Registries
account holders.

You will now see the additional account you created when you click on the account name in the top-right
corner. Click on the account name in that drop-down menu to select the account that you want to
deactivate.

‘ {_-;_].-';.'|“l_!.\'1:"l].,|[_, BC Registries and Online Services n KEMDRA SAUNDERS

MO Services Lt

@ BC Registries Dashbaard
2 Edit Profile

B Log out
S
BC Registries Dashboard Accou SErTINGS
Access to your BC R!‘glﬁl{li“‘. account product and services G:' Account Info
A2, Team Members
My Products and Services (3)
H Transactions

Add P SWITCH ACCOUNT

- My Business Registry
- _ MNO Sarvices Lid.
RC‘}]'S[C" oF incorporate J business, manage name requests and keep

business records up to date, Algistr ¥¥Z Enterprises Lid

. W i

Step 2: Deactivate your Basic account

Follow the next steps below. Once you deactivate your Basic account, you can continue logging in the
way you are used to access the new Premium account that you just created. Note: you will have to add
team members to the new account as they will not transfer over.
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11.Deactivating an account

Step 1: Log into your account and click on Account Info
e The existing Administrator must log into www.bcregistry.gov.bc.ca.

e Click on the account name in the top-right corner and select “Account Info”.

‘ CIE)II“UIN'?A]I A BCRegistries and Online Services

KENDRA SAUNDERS
MNO Services Ltd.

e BC Registries Dashboard

Edit Profile
E>: Log out

BC Registries Dashboard
ACCOUNT SETTINGS

Access to your BC Registries account product and services ® Account Info

A2, Team Members

My Products and Services (3) 2 ] .
ransactions
My Business Registry +  Createaccount

Register or incorporate a business, manage TN U TSR G e
. products and services, contact the
name requests and keep business records up

,,,,,,,, Adenio: b D
Step 2: Deactivate account
H “ H i1l
e Click on “Deactivate Account” on the bottom of the screen.
MANAGE ACCOUNT Account Info
@ Account Info
Account Number 1596
22, Team Members
Account Type Premium
@ authentication Access Type Government agency (other than BC provincial)
£ Payment Methods
2! products and Services Account Details Account Name: MNO Services Ltd. # Change
Branch/Divisien: -
ACCOUNT ACTIVITY Business Type: CONSULTING FIRMS
Business Size: 11-20 Employees
[ statements
= Transactions Mailing Address 1175 Douglas St # Change
Victoria BC VBW 2E1
49 Activity Log Canada
/ADVANCED SETTINGS
Deactivate Account
2 Developer Access

Step 3: Confirm account deactivation
e Confirm that you would like to deactivate your account.
e Click “Deactivate”.
Note: If you are subscribed to the Business Registry, any businesses that are affiliated in your dashboard

will be removed and passcodes for those businesses will be reset; make sure to keep track of your
business passcodes before deactivating your account.
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Deactivate Account

Please review the information below before deactivating your BC Registries and Online Services account.

When this account is deactivated...

@ All team bers will be r d from this
Account Administrators and all other team members will no longer be able to access functionality related to this account.

@ Business that are affiliated with this account will be removed.

All businesses that have been affiliated with this account will be removed. Passcode used to affiliate with business will reset and you will not be
able to reuse the passcode.

Authorize and Deactivate Account

I understand that all team members, businesses and payment methods associated with this account will be permanently removed from this
account immediately.

I, KENDRA SAUNDERS, cancel authorization to issue pre-authorized debits against the account number 1596 effective on August 12, 2022. 1
acknowledge that this cancellation does not terminate any other obligation that this account may have with the Payee.

Deactivate account . Cancel
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