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Skills Training Grants (STG) User Guide 
Updating Organization and User Profiles (and Address Changes) 
Last Updated: 29 February 2024 

1. Has your Business moved? If your business has moved, you must email etg@gov.bc.ca and advise of your new 
business mailing address. This will help ensure payments are not delayed. 
 

2. Log into the Skills Training Grants page with your BCeID. 
 

3. If it’s your first-time logging into Skills Training Grants, or you haven’t logged in for a while, you will need to 
include some information about your business in the Organization Profile page. NOTE: the Organization Profile 
can be updated by anyone who is listed as a Business Manager on the BCeID account for your organization. 
 

4. Click on the “Organization Profile” Link located on the top right corner of the home page. 

 

 

 

 

 

 

 

 

 

 

 

 

5. Start filling in the details of your organization. 

 

 

 

 

 

If you see these messages, you will need 
to update your Organization Profile 
before you can submit an application. 
Your Business Information Documents 
are required to be updated once per 
year. 

If you notice some information is incorrect or 
missing, click the “BCeID” link to log in and 
update your information or contact BCeID 
directly. 

mailto:etg@gov.bc.ca
https://skillstraininggrants.gov.bc.ca/
https://www.bceid.ca/aboutbceid/contact_us.aspx
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6. To update your NAICS code, you will need to select 5 NAICS. To Include your Business Information Documents, 
click “Add Document” and follow prompts. For the Business Description you can copy and paste from another 
document or format your text up to 2000 Characters.  

 

 

 



Page 3 of 4 
 

7. Add your Head office mailing address, confirm all details of the Organization Profile are correct, click “Save 
Organization Profile”. 
 

 
 
 

8. In the case your business contact information is different than your organization’s head office mailing address 
you can edit your contact information by clicking the “User Profile” link on the top right corner of the home 
page.  
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9. You can edit your job title, contact number, and business address here. 

 

10. You can also edit your mailing address should that be different from your business address. 
 

 
 

11. Once you are done making changes and confirmed everything is correct click “Save Profile”. 
 

 
 
 

 

 

 

 


	Updating Organization and User Profiles (and Address Changes)

