
Made with Scribe - https://scribehow.com 1

Public Access: Reinstate and Renew a
Corporation License
This How-To-Guide is intended for office managers who are responsible for the
reinstatement and renewal of a corporation license.

1 Login and navigate to your public dashboard. Under the "My quick links"
section of the dashboard, Locate and click the "Edit Corporation" button. Note: If
you manage more than one corporation, Click on the down arrow to display a list
of corporations you are assigned to and select the corporation you want to
reinstate. Click "Edit Corporation".
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2 Your corporation details are displayed. Scroll to the bottom of the page. Click
"Reinstate" to begin your Reinstatement Application.

3 The corporation details are displayed. You can change or remove your office
manager and replace any previous documentation by using the "Upload buttons"
if needed.
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4 You can also add and/or remove shareholders from the Select Shareholders
section of the page. Click "+ icon" to select and add a new shareholder. The
shareholder is displayed under the corporation details along with any other
shareholder associated with this Corporation.
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5 Locate a shareholder under the "Our Shareholders" section at the bottom of the
page. Click "Delete" to remove a Shareholder. You will be prompted to Click "OK"
to permanently remove them as a shareholder.

6 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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7 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 may delay
the reinstatement of your license.
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8 A "Thank You" message is displayed. Congratulations! Your application has been
submitted and the license has been reinstated. If your payment is pending (you
selected "Pay by mail or third-party") your certificate will be issued after
payment is made. Click "Ok" to exit.

Click "Print Certificate" to view your certificate of registration.

9 If your payment is still pending, Click the "View application" icon. Note the
application-id at the top of the page for your third-party provider to make the
payment.
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10 Click "CLOSE" to exit.


