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1 Login by entering with the 
button "REGISTERED USER." If 
you do not yet have a password 
to access online services, 
enable the account with the 
button “NEW USER.” 

 
 
 
 

 2 In the tab "ENTER ON BEHALF OF," 
select the option "ON MY OWN 
BEHALF" if the person entering is an 
individual; or the option “TIN”  if 
entering on behalf of an organization or 
third party and provide the 
"IDENTIFICATION NUMBER" and 
"PASSWORD" for access.  

   

 
  

Registered User New User 

To enter, provide the following information 

Enter on behalf of: 

Organization document number: 

User’s type of document: 

Document number: 

Password: 

ON MY OWN BEHALF 

Citizen’s I.D. 
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On the control panel, enter through the icon "UPDATE RUT" 
and press the button "CONTINUE" to begin the update; then 
press "CONTINUE” again.  

 

 4 
 

Select the page where the information subject to 
modi�cation is located. Once selected, press the button 
“LOAD DOCUMENT”. In the displayed form, there is a 
"HELP” button in each of the boxes, except for the dat
and address boxes (for these, you have to double -click).  

 

 5 Once you have made the modi�cation, press 
the button "DRAFT” in the �oating bar for 
the system to assign a number to the form.  

 
 

  

RUT Update  
 

Update your RUT  
You will now begin the RUT update.  

 

Continue  

Please select the page you wish to update: 

In this section, you can update the information for 
Identification, Location, Economic Activity and 

Page 1 - Identification, Location, … 
Page 1 - Identification, Location, … 
Page 2 - Organization, Incorporation, … 
Page 3 - Representatives 
Page 5 - Auditor, Accountant, … 
Page 6 - Establishments 
Page 7 - Company Status Continuation 

Saved Draft 
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On the control panel, enter through the icon 
and press the button "CONTINUE" to begin the update; then 
press "CONTINUE” again.  

 

 4 
 

Select the page where the information subject to 
modi�cation is located. Once selected, press the button 
“LOAD DOCUMENT”. In the displayed form, there is a 
"HELP” button in each of the boxes, except for the date 
and address boxes (for these, you have to double -click).  

 

 5 Once you have made the modi�cation, press 
the button "DRAFT” in the �oating bar for 
the system to assign a number to the form.  
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Update your RUT  
You will now begin the RUT update.  

 

Continue  

Please select the page you wish to update: 

In this section, you can update the information for 
Identification, Location, Economic Activity and 

Page 1 - Identification, Location, … 
Page 1 - Identification, Location, … 
Page 2 - Organization, Incorporation, … 
Page 3 - Representatives 
Page 5 - Auditor, Accountant, … 
Page 6 - Establishments 
Page 7 - Company Status Continuation 

Saved Draft 
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6  
If you need to modify information on other pages, get to 
them through the button “SELECT PAGE”. When you �nish 
modifying the data, save it with the button "DRAFT”  in the 
floating bar.  

 

 7 Formalize the Update 
A pop -up window will be displayed in which you must 
enter your dynamic key and password. To request the 
dynamic key, click on the link "Request it here," and the 
system will send you the key to the email registered in 
the RUT or to the communications section of the Muisca 
Electronic Information Service.  

 

 

Enter your 
dynamic key 
and password 
for signing 
and click on 
the button 
“SIGN 
DOCUMENT.” 

  

Saved Draft 

Saved Draft 

Sign document 

The dynamic key has been sent to your email 

Please enter the following information to sign 

Request it here 

AMTY0MTM0 

Sign 

Dynamic key 

Password 

Don't have a dynamic key? 

Go back 

Form No. 

14. E-mail 

26. Identification Number 27. Date of Issuance 

30. City/Municipality 
 

 
34. Other Names 

35. Business Name 

36. Trade Name 37. Acronym 

LOCATION 
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8 Once the 
acknowledgment of 
receipt appears, you 
can generate the PDF 
of the document with 
the legend 
"CERTIFICATE 
DOCUMENT WITHOUT 
COST". 
 

 
 

 9 If you do not have an 
Electronic Signature, 
send the document 
with the button 
"SEND." Once sent, 
press the button 
"FORMALIZE." 

 

 
 

CORRECT DOCUMENTS SENT 

Document 14131937193 was sent successfully 

Submit 
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