
Companies User Guide 
 
HBiz’s Members are able to create their company web pages in HBiz by simply completing 
and submitting the Companies form.  
 
Login to Member Services using SingPass ID. 

 
1) Click on "Companies". 
2) Click on “Business Name”. 

 
 
 
 
 
 
 
 
 
 
 
 

 
3) Enter the “Website Name in HBiz”. 

• The Website Name must be in one word. 
• Enter only alphabetical and/or numeric characters. 
• The Website Name must be unique and will not be accepted if it is used by other 

Members. 
 

Website Name is a simple and direct way to access Member’s web pages in HBiz as 
compare to the use of search engine. Members only have to enter the Website Name in 
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the Address bar of browser and the browser will direct Members to their company web 
pages. 
 

4) Enter the “Message”.  
 

       
 
5) Enter the “Business Name *”. 
 
6) Tick the premise address to display as Business Address. 
 
7) Tick and enter the address of “Other Address” to be displayed. 
 
8) Enter the “Contact Person *”. 
 
9) Enter the “Contact No. *”. 
 
10) Enter the “Fax”. 
 
11) Enter the “Email *”. 
 
12) Enter the “Website”. A link will be provided to direct online users to your own company 
“Website” by showcasing it in HBiz. 
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13) Select the Main Categories. 

• Press on the Ctrl key and click to select more than one Main Category.  
 

14) Click on “Show Sub Categories” button. 
 
15) Select the Sub Categories. 

• Press on the Ctrl key and click to select more than one Sub Category.  
 

16) Suggest a Sub Category if there is no suitable one. 
 
17) Select a Main Category after suggestion of Sub Category. 
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18) Click on “Browse…” button to add picture of product. 
 
19) Click on the name of picture. 

• Name of picture must be in one word. Rename the name of picture or replace the 
blank space with underscore “_” as shown below if necessary.  

• The size of picture must be equal or less than 50kb. 
 
20) Click on “Open” button. 
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21) Enter the “Keywords”. 

• When online users use the search engine to search, keywords will help to increase 
the chances of Members to showcase their information. 

• Separate each keyword with a comma. 
 
22) Enter the “Nature of Business”. 
 
23) Enter the “Our Profile”. 
 
24) Tick the “Available Payment Modes.  
 
25) Enter other mode of payment for “Others”. 
 

 
 
26) Select “Do Not Show Operating Hours”. 

• For business that is operational all the times.  
 

 
 
27) Select “Show Operating Hours”.  

• For business that is operational at certain hours of the day(s).  
• Applicable to commercial shop-houses, restaurants, eateries, delivery businesses, 

consultation business etc… 
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28) Enter the “Display Message”. 
 
29) Enter the “Open”. 

• Opening time of business. 
 
30) Enter the “Close”. 

• Closing time of business. 
 
31) Enter the “Closed On”. 

• The day when the business is closed. 
 

32) Click on “Preview and Submit”. 
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33) Click on “Submit”. 
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Successful Submission Page 

 
To view your company page, choose the following methods: 
 
Method 1 

1. Simply enter the “Website Name” for the address. 
 
 

 1 



Method 2 

 
 
1) Go to “Business Zone”. 
2) Select “Companies”. 
3) Enter the search criteria. 
4) Click on search icon. 
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5) Click on the Company Name. 
 

 
Member’s web pages in HBiz 
 

 
 
 
 
 


