
Business Name - Change of Address 
 
 

 

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 registration or renewal online 
with this username).   

 
Main Menu 
Enter the registry number of the business 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 of Address 
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Service Request. 

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.  

 
Open Service Request 
Click on Continue 
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Business Location Information 
 The current Business Address will be displayed in list (highlighted in yellow) 

 
 To delete the address: 

o Click on the address in the list (the address will appear in the data entry fields) 
o Click on Delete 

 To update the address: 
o Click on the address in the list (the address will appear in the data entry fields) 
o Update the address using the data entry fields and click on Update.  

 To add an address: 
o Enter the new address using the data entry fields and click on Add (if the button is 

disabled, click on Clear Details, and try again) 
 Click on Next Page. 
 
Mailing Information 
 Update Mailing Address if required. 
 Click on Next Page  

 
Owner/Partner Information Update 
The current Owner/Partner Information will be displayed in list (highlighted in yellow) and only 
the address can be updated. 
 To update the address: 

o Click on the address in the list (the address will appear in the data entry fields) 
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o Update the address using the data entry fields and click on Update. 
 

 

 
Note: If a Corporation is the Registrant, you will be unable to update the address 
 
Confirmation 

 Client Reference Number (optional): Leave blank. 
 Click on the Pre-Registration Report button: 

 
Pre-Registration Report 
Review the report.  
 If the Business Location information is correct, click on Complete at the top of the report.  
 If the Business Location information is incorrect, click on Fix Error at the top of the report. 
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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. 

 

 
 
                                             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. 

 
 

 
 
 


