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Reinstate and Renew a Corporation as a
Shareholder
This How-To-Guide is intended for licensees and shareholders who are associated
with an expired corporation and need to submit a corporation reinstatement
application to renew it to active status.

1 As an assigned shareholder for a corporation, you will be able to view your
corporation license details under the "My Licenses" section of your licensee
dashboard. If your corporation license has expired and is inactive, an icon will
display for you to start the reinstatement application process. Click the
"Reinstatement icon"
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2 All of the corporation license details are displayed. You can replace any previous
documents (if needed) using the "Upload buttons" on the left. You can also
change or remove an office manager if needed. Click "Change office Manager"
to replace the existing one. Click "Remove" if you no longer want to have a
manager associated with this license.

3 From the "Select Shareholders" section you can add new shareholders as
needed. Click the "+ icon" to add a new shareholder. All shareholders will display
under the corporation details on the same page.
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4 You can also remove a shareholder who is no longer associated with this license.
Locate the "Our Shareholders" section under the corporation details. Find the
licensee profile card and Click "Delete". You will be prompted to click "Ok" if you
want to permanently delete this license from your list of shareholders.

5 When you have successfully updated all of important details for this corporation
and are ready to reinstate, Click "Reinstate license and pay fee"
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6 From the "Payment details" page, Click to choose a payment method. Click
"MAKE PAYMENT". Note: If you choose "Pay by mail or third-party", your
application will not be processed until payment has been received and this may
delay the reinstatement of your license.
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7 A "Thank You" message is displayed. Congratulations! Your license has been
reinstated. You can print you certificate of registration from your licensee
dashboard using the printer icon next to the corporation name.

If your payment is still pending (you selected "Pay by mail or third-party") your
certificate of registration will not be issued until after payment is received and the
application has been reviewed. Click "Ok" to exit.
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8 If your payment is still pending, you can view the reinstatement application from
the "What's in progress" section of your licensee dashboard. Click the "View
application" icon to see details.

9 Note the application-id at the top of the page. Your third-party provider will need
this to make a payment on your behalf. Click "Close" at the bottom of the page to
exit and return to your dashboard.


