
MEMORANDUM 

  FROM: Taylor Leibow LLP 
SUBJECT: Instructions for Adding a Business to your CRA Account 

DATE: September 9, 2025 
  

Adding your Business to your CRA Account: 
1. Log into CRA:  

https://www.canada.ca/en/revenue-agency/services/e-services/cra-login-services.html  
Follow along with our instructions in blue and yellow highlights on the photos: 

2. Select “+ Add account” on the top right corner. 

 

3. Select “Business account”: 

 

 

 

https://www.canada.ca/en/revenue-agency/services/e-services/cra-login-services.html
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4. Select “Add business number”: 

 

5. Enter your first 9 digits of your Business Number (excludes the RC0001) and Hit “Submit”.  
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6. If your SIN has been linked to your Business account, the account will be immediately added to your 

home page. You can then skip to STEP 7.  
If not, you will need to provide information about your Corporate Tax Return or GST/HST return: 

 

Pick a tax return you have received the Notice of Assessment for. This only works with 
returns that have been processed by the CRA. You can pull all the answers you need from the first 
3 pages of your Corporate Tax Return included in your year-end package. Your program account number 
(i.e. 0001) is the first line on the first page of your Tax Return. The first page will be Schedule 200 and 
the program account number will be seen on the first line. The return period end should be the same 
year as the tax return you have open: 
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Select Schedule 200, line 300 form the options. In your year-end package, go to the third page of your 
tax return, or search “Taxable Income” in the pdf: 

 

Once filled in, your screen should match your tax return. Hit “Submit”: 

 

If you are unsuccessful in your first attempt, try selecting another line in the tax return. Search your tax return 
using the name of the line item you are looking for.  

Please note: If you are unable to add your business, please reach out to us at  
taxadmin@taylorleibow.com  . There may be additional steps required to associate your business with 
your personal SIN that are not included in this memo. 
 

  

mailto:taxadmin@taylorleibow.com
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7. If you are successful in adding your business, you will get a confirmation page that it has been added. Hit 
“Close”. You should be directed back to the Welcome page or to the Business Account Terms and 
Conditions page. Select “I agree” to the Terms and conditions (if it pops up): 
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8. On the welcome page you should now see a business account beside your individual account. Click on 
your Business account to access the corporate profile: 

 

9. The webpage will now open up to the Overview Page and will look something like this: 

 

10. On the left-hand side panel under CORRESPONDENCE, click “Mail”. This is where you will find your 
Notice of Assessments and other CRA correspondence that was previously mailed to you: 
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11. To add your email address to your business profile, go back to the Overview Page. Click on “Profile” 
on the left-hand side panel: 

 

12. Scroll down to the bottom of the page. Click on “Manage notification preferences” on the right side: 
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13.  Click “+ Register email address”. Keep in mind only 3 email addresses can be registered for each 
program account: 

 

14. Hit “Start”. 
15. Select “New email address” and type in your email. Be sure it is correct. Hit “Next”: 
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16. Select all accounts listed individually or by selecting the top checkbox. You may have more or less 
program accounts than shown below. Ensure all accounts you have are selected. Then, click “Next”: 

 
17. The next page are notifications for additional items. We recommend you select email notifications for all 

options listed below. Then, click “Next”: 
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18. Review your email and selections to make sure all accounts and options have been checked. Once 
reviewed, check box “I have read and agree to the above terms of use”. Click “Submit”: 

 

You have now successfully added your email address to CRA’s Online account! The CRA will now notify you via 
email when mail is available for you to view. 

 

If you have not authorized Taylor Leibow to access your business account online, please refer to the memo 
“Instructions for Authorizing a Representative for Businesses” 

 

 

 


