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Supported Browsers: Chrome, Edge, and Firefox. 
Unsupported Browsers: Safari on a Mac computer or iphone. 

 Login to the Companies Online system using your existing account.  Note:  You must be 
authorized to update this entity online (you previously filed its Incorporation or Annual Return 
online with this username).   
 
 
Main Menu 
Enter the registry number of the entity being updated and click on Look Up to display the entity 
name: 

 
 

• Click on Next Page 
• A new page will display with a list of all online filings available for the entity selected. 
• Click on Change Shareholders 

 
 

https://web22.gov.mb.ca/Sso/Account/LogOn?lang=en-CA
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Open Service Request 
Click on Continue 

Note: You have 5 days to complete the Service Request once it has been started. 
Any information entered is saved and the Service Request can be re-opened and 
completed later. If you have incomplete Service Requests a yellow bar will display on 
the main menu:  

 

Click on the link in the yellow bar to display your Service Request(s): 

 

Click on the link for the Service Request that you want to complete. 

After 5 days the Services Request is automatically cancelled, and you will need to start 
a new one.  
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Shareholder Information 
Update the page with the names of shareholders holding 10% or more of the issued voting 
shares. 
 
If there are shareholders on record, they will display in the list (highlighted in yellow): 

 
 
To add a new shareholder 
• Select Individual or Firm 
• Enter the shareholder’s name  
• Click on Add (they will appear in the list) 
• Repeat for each new shareholder 
 
To remove a Shareholder 
• Click on the name of the shareholder to be removed in the list  
• Click on the Delete button  
 
To update a Shareholder 
• Click on the name of the shareholder to be updated in the list 
• Update their name 
• Click on Update  
 
Click on Next Page 
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Shares Held Information 
• Update this page if you: 

o Added a new Shareholder 
o Need to update a shareholder’s number and/or class of shares held 

• You must provide the number and class of shares held by each shareholder.    
• Do not provide a percentage of shares held (i.e. 50%).   
• Fractions (10½) are not acceptable and must be converted to a decimal (10.5). 
 
To add shares to a shareholder 
• Select a shareholder in the list 
• Click on the Share Class drop down list and select the correct class of shares 
• Enter the number of shares held 
• Click on Add button  
• If the shareholder holds another class of shares repeat until all shares for that shareholder 

have been entered 
• Repeat until all Shareholder information has been entered  
 
To update the shares held by an existing shareholder 
• Select a shareholder in the list 
• Their share information will display in the grid 
• Review the Shares held for the shareholder.   If changes are required: 

o Update the Share Class and/or number of shares held and click on Update  
OR 

o Click on Delete to remove the information 
• Once all changes have been made to the Shares Held Information screen, click on Next Page 
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Confirmation 
• Client Reference Number (optional): Leave blank. 
• Click on the Pre-Registration Report button: 

 
 
Pre-Registration Report 
Review the report. If the Shareholder information is: 

• Correct, click on Complete at the top of the report. 
• Incorrect, click on Fix Error at the top of the report. 

 
 
Information Validation 
• Read the statement and click on Yes. 
• Click on Proceed 

 
 
 
Service Request Completed 
• Click on View File Summary 
• Print or save this report for your records. 
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Important Information 
 

Remember the username and password used to file this Service Request.  You will need 
it to file documents online to update this entity in the future. 

 


