
Ontario Business Registry
How-To Guide



Ontario Business Registry

• To access the Ontario Business Registry homepage, use 
Google Chrome.

• https://www.ontario.ca/page/ontario-business-registry



Getting Ready

If you do not have a company key, click 
‘Get your company key’. 

Once you have a company key, click 
‘Login to One-Key’.



To Get your Company Key:

Search for your organization’s name using the search bar - click ‘search now’.



For example, we searched ‘Ontario Rowing 
Association’ which was the first result.

Click your organization name and it will walk you through the steps to request a Company 
Key asking for contact details etc. 

The Company Key will then be emailed to the email address on file. 
Note once you get it, save it in a secure location, you will need it repeatedly.



Once you have a 
Company Key, you 
need to set up a 
ONe-Key Account.

Create or login into 
your One-Key 
account.



This is your 

ONe-Key 
dashboard.

Click 
‘ServiceOntario

Account’.



Account Homepage - select ‘Add a Profile’ 

Once you have completed your profile, under the ‘Enrolled Services’ header, select ‘Add a Service’. 

Profile - Enter the organization name & contact info.

This email should be a monitored club email but not 
the official legal head of organization.



‘Add a Service’ screen:

Find 

‘Ontario Business 
Registry’ 

in the Featured services 
list. 

Click ‘Start now’.



You will be sent back to 
what looks like the  
main page.

(Don’t panic you are in 
the right place! )

Scroll down & 
click the ‘Search 
the Ontario 
Registry’ button.  



Search the exact same way 
you have done previously.



Now you will see your organization overview page with the 
message we have highlighted in the red box below.

Click this link to continue the process.



You will be asked again to search again for 
your organization. 

Select it from the search results.



Company Key 
Screen

Enter your 
Company Key. 

Check the 
authorization 

box. 

Click the 
‘Continue’ 

button. 



Congratulations! 

You have now linked your ServiceOntario account to the Ontario Business Registry and will see these options 
available to you.



Filing a Notice of 
Change

A Notice of Change 
(formally called Form One) 
is required within 15 days of 
any corporate changes (i.e. 
after your annual meeting). 

To complete a Notice of 
Change, click the ‘Make 
Changes’ heading on your 
dashboard. 

Click the ‘File Notice of 
Change’ in the dropdown 
menu. 



The system will ask you to identify your 
organization’s primary activity (see next 
slide). 

Enter your official organization email 
address that is monitored and will stay 
with organization (not your contact 
email).



COAST recommends member organizations chose the code that best 
represents their organization. Here are the common options:

• 611620 – Athletic Instruction
• For organizations that offer athletic instruction including overnight and day 

sports camps (i.e. sailing schools, rowing & sailing camps). 

• 71393 – Marinas 
• For clubs that operate with marinas.

• 713940 – Fitness and Recreational Sports Centres
• For rowing and sailing clubs that don’t operate with a marina, and for multi-

sport clubs. 

• 813990 – Other Membership Organizations
• For rowing and sailing special associations and/or affiliates.



Under Directors heading - You have four 
options: make sure to review carefully –
especially cease vs remove (cease keeps them 
on record for historical legal cases).

Make sure to update your Directors completely. 
Are there Directors from previous Board cycles 
that should be ceased?

Walk through each tab to 
complete Notice of Change.



The ‘first name last name’ link in the top right-hand 
corner is where you will find links to your 
Dashboard, User Details, Change Password, and to 
Logoff. Make sure you logoff when you have 
completed your session.



We hope this guide has been helpful!
If you still have questions please don’t hesitate to reach out:

Sailing Organizations – lisa@ontariosailing.ca
Rowing Organizations – lisa@rowontario.ca

Ontario Business Registry Contact Information
Telephone – 1-416-314-8880 or 1-800-360-3223

https://www.ontario.ca/feedback/contact-us?id=56781&nid=134824

mailto:lisa@ontariosailing.ca
mailto:lisa@rowontario.ca
https://www.ontario.ca/feedback/contact-us?id=56781&nid=134824
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