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1. Visit the CIPC website www.cipc.co.za 

Click on LOGIN 

 

 

 

 

2. Type in a South African ID number, password and click on LOGIN. 

 

 
 

3.  If you are a foreign national, you need to first click on Business registration, Foreigner Assurance 

and upload certified foreign ID or passport.  Once verified, you will be able to sign in.  Tick the 

icon next to question (Do you have a South African ID number?),  

 

Type in verified passport/foreign ID number, password and click on LOGIN. 
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4. Click on Business Maintenance. 

 

 

 

5. Click on Annual Return Filing or alternatively click on File Annual Returns on Dashboard on 

main page. 

 

 

 

 



 

 

5. Click on New filing. 

 

 

6. Select and click on the Company from the list provided to file Annual Returns only if you are a 

Director, Member or Company Secretary.  Alternatively follow Option 2 by typing in the registration 

number for the enterprise you want to file for. 

 

Option 1 

 

All companies and close corporations for which your ID number reflects as active director 

(companies) or member (close corporations) or company secretary, will be displayed on the list. 

 

Option 2 

 

Use this option if you are not the active director/member or company secretary of the enterprise, 

but are duly authorised to file the annual return. 

 

 

Selecting an entity from the list, or typing in an enterprise number, confirms that you are duly 

authorised to file annual returns for the entity. 
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6. Click on Continue to confirm that this is the enterprise you want to file for 

 

 



 

 

7. It is mandatory to calculate the enterprise PI Score before filing an Annual Return. A PI Score 

calculation is only valid the day it was calculated. Click on continue button 

 

 

 

8. Complete the required fields and click Calculate: 

a. Number of employees 

b. Third party liability of company 

c. Turnover 

d. Number of shareholders (if filing for a profit company) or number of NPC members (if 

filing for a not for profit company) 

(If filing for an NPC without members, then number of members will be 0 (zero).  
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9. Complete Financial Statements component  

 
 



Complete the question by selecting either yes or no at the end of each question. 

 

Based on the selections made the system will automatically determine whether FAS or AFS must filed and 

force compliance accordingly. 

 

After completing the FAS or AFS, the red icon will turn green. 

 

 
 

 

10. Click on Submit FAS OR SUBMIT AFS and complete 

 

If option is not available, it will be greyed or inactive. 

 

For assistance please refer to the step by step guide for FAS or AFS. 

 

 

 

 
 

 

 

11. Click on + at each component to open up the information and select either the Change or No 

Change option.  If Change option is selected, you will be automatically rerouted to the relevant 

page to affect such change. 

 

Do this for each segment where after the red icon will turn green. 

 

For assistance on how to affect such a change please refer to the relevant step by step guide. 
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12. Complete Statistical Information and click Continue. 

 

 

 

 
 

Employee and shareholder information fields are greyed out and prepopulated from the PI Score 

information already submitted. 

 

13. Calculate and pay Annual Returns by completing turnover for outstanding years and click Calculate 

 

All outstanding Annual Return years will reflect.  The current year turnover is prepopulated from the 

PI Score information already submitted. 

 

 



 

 

 

 
 

 

12. Confirm payment due and click on File Annual Returns 
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13. Review payment information and click Checkout if ready to pay or Back to submit more 

applications before proceedings with payment of all selected services. 

 

  

 
 

 

 

14. Payments terms and condition will appear and click on Agree or Don’t Agree.  

 

 

Read the Payment Terms and Conditions before accepting it since it 

contains important legal information relating the administration of services 

and payment thereof. 
 

 

 
 

15. Complete Payment Card Information and click on Payment. 

 

Please be patient after clicking Payment since CIPC systems will have to make contact with your bank to 

confirm the detail before payment can be finalised. 

 

Please ensure that the card you use, has been activated for electronic transactions.  

 

 

 



 

 
 

 

 
  

 

 

 

16. Annual return filing certificate will be dispatched to the e-mail address linked to the customer code 

profile. 

 

 


