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To authorize a representative online, you must already be registered with My Business Account. If you 
are already registered, please skip to STEP 1 below. If not already registered, please see the following 
instructions:  

- To get started, go to www.canada.ca/my-cra-business-account and select "CRA register" 
- To validate your identity, enter your social insurance number 
- Next, enter your postal code or zip code, date of birth, and an amount you entered on one of 

your income tax and benefit returns from the current tax year, or the previous one.  
- Then select a delivery method for a CRA security code, which is required to gain full access to 

My Business Account. 
- Depending on the delivery method you have chosen, you will be asked to confirm your current 

postal code or enter your email address. 
- The next step will be to create a CRA user ID and password. 
- Then, select and answer five security questions. 
- Review and agree to the terms and conditions of use by entering your password and selecting "I 

agree". 
- If you have chosen to have a CRA security code issued via email, you will now be asked to 

contact the CRA. 
- Registration is now complete until you receive your code. Once you do, log in and enter it. 
- Review and agree to the My Business Account terms and conditions of use. 
- Then provide your Business number. 
- You will now have full access to My Business Account. 

Once your My Business Account has been created, please see the following instructions to authorize 
Gilmore & Company LLP as your business’ representative:  

STEP 1:  

Log into your My Business Account. Here is the link to log in: https://www.canada.ca/en/revenue-
agency/services/e-services/e-services-businesses/business-account.html  

STEP 2:  

Select the business you’d like to approve the authorization for by choosing the right Business Number 

 

http://www.canada.ca/my-cra-business-account
https://www.canada.ca/en/revenue-agency/services/e-services/e-services-businesses/business-account.html
https://www.canada.ca/en/revenue-agency/services/e-services/e-services-businesses/business-account.html
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Note: If this is a new business, there is potential that CRA has not yet linked your personal information 
with the business. If this is the case, here are the following extra steps to take: 

- Select “Profile 
- Under “Business number(s) in your profile”, click “Manage Business number(s) in your profile” 
- Select “Add a business” 

Note: If you receive an error message, you will have to contact CRA 

STEP 3:  

Selected “Profile” on the top right corner of the screen 

 

STEP 4:  

Under “Authorized representatives”, click “Manage authorized representatives” 

 

STEP 5:  

Select “Authorize a representative” 
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STEP 6:  

Fill out the information about your representative, Gilmore & Company LLP, then click “Next”. 
Our Business Number is: 115067001 
 

 
STEP 7:  

Enter the following for representative authorization, then click “Next”: 
- Please select a level 2 authorization for Gilmore & Company LLP 
- Please leave the expiry date field empty 
- Please select “All accounts” 

 
Note: There are three levels of authorization you can give a representative on your business account: 

- Allow access to information only (level 1) 
- Allow access to information and to make certain account changes (level 2) 
- Delegate authority and allow access to information and to make certain account changes (level 3) 
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STEP 7 (continued): 

 

STEP 8:  

Review the information and submit your request.  
 
------------------------------------------------------------------------------------------------------------------------------------------ 
 
If you have any issues with the My Business Account or Authorize a Representative processes above, please see the following 
helpful website links or CRA contact number:  
 
How do I register for CRA My Business Account: https://www.canada.ca/en/revenue-agency/services/e-services/cra-login-
services/cra-user-password-help-faqs/registration-process-access-cra-login-services.html#hlp1d  
 
How to Authorize a Representative: https://www.canada.ca/en/revenue-agency/services/tax/representative-
authorization/how.html  
 
CRA Business line number: 1-800-959-5525  
 

 

 

https://www.canada.ca/en/revenue-agency/services/e-services/cra-login-services/cra-user-password-help-faqs/registration-process-access-cra-login-services.html#hlp1d
https://www.canada.ca/en/revenue-agency/services/e-services/cra-login-services/cra-user-password-help-faqs/registration-process-access-cra-login-services.html#hlp1d
https://www.canada.ca/en/revenue-agency/services/tax/representative-authorization/how.html
https://www.canada.ca/en/revenue-agency/services/tax/representative-authorization/how.html

