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STEP BY STEP GUIDE: ANNUL RETURNS: CO-OPERATIVES 

REGISTRATIONS 

This document  describes the event of filling Annual Returns with CIPC on 

the online system. 

 

In order to use this step by step guide, you should have registered a customer 

code. 

 

NOTE:  Kindly consult the step by step guide for Customer Registration for 

assistance in registering a customer code. 

  

IMPORTANT NOTICE 

1. The scanned documents must be in PDF format. 
2. Documents must be legible and only submitted once. 
3. Payment must be made by card.  

 

CATEGORIES 

 

Category of Co-operative 

 

Financial Threshold 

Category A1 Primary Co-operatives with annual revenue less than 

R1 million 

Category A2 Primary Co-operatives with annual revenue between R1 

million and R10 million 
 

Category B Primary Co-operatives with annual revenue between 

R10 million and R25 million 
 

Category C Primary Co-operatives with annual revenue of R25 

million or more 
 

Secondary, Tertiary, and 

National Apex Co-operatives 
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FEES 

 

NATURE OF GOODS OR SERVICE   TARIFF/FEE  

Annual fees payable by co- operatives –  

   

Category A1 and A2 Primary Co- 

operative  

   

   

R 50.00 and R 100.00 if submitted 

more than 30 days after due date  
 

Category B Primary Co-operative  R 450.00 and R 600.00 if submitted 

more than 30 days after due date  
 

Category C Primary Co-operative  R 3 000.00 and R 4 000.00 if 

submitted more than 30 days after 

due date  
 

Secondary Co-operative, Tertiary Co-

operative and National Apex Co-

operative with an annual or projected 

annual revenue of less than R25 Million.  

R 450.00 and R 600.00 if submitted 

more than 30 days after the due 

date  
 

Secondary Co-operative, Tertiary Co-

operative and National Apex Co-

operative with annual or projected 

annual revenue of R25 Million or more.  

R 3 000.00 and R 4 000.00 if 

submitted more than 30 days after 

due date  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 V.2  4 
 

1.  Visit the CIPC website www.cipc.co.za  and click on Login. 

 

 

http://www.cipc.co.za/
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2. Click on New eservices. 

 

 
 

 

 

 

 

 

 



 V.2  6 
 

The Customer Portal Entrance page will display. Select RSA individual, type in your ID number 

and click on Search. 

 
If you were  registered as a Customer  with CIPC  previously and  had an  existing customer  

profile, the following message will display: “Your customer profile record could be successfully 

validated”.  You will be redirected  to Login. Click on OK.  

 

If  you have never registered  as a CIPC customer, the  following  message  will display:  “Your 

customer  record  was  not  found or incomplete.” You will be redirected to individual Customer 

Registration. Click on OK. 
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3. Enter the Username (Email address) and Password and click on Login. 

 
 

4. The landing page of E-services will be displayed.  Click on Financials and thereafter on  

CO-OP Annual Returns. 
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5. The follow screen will display.  Add the registration number and click on search. The 

enterprise details will reflect.  Scroll down and capture contact details for responsible 

Person and thereafter click on save contact details. Scroll down and click on continue  
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6. The next screenshot will display.  Add the turnover amount and click on validate  filing 

compliance.  For a turnover less then R10 million,  

1) Attach: Co-op7,  

2) Click on  Statistical Report, scroll down and add the information  

3) Attach CO-OP-15.1 

4) Voluntary:  Add Management Decision report and Social report  

 

 

  Add the Statistical Information and thereafter click on save. 
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For turnover amount more then R10 000 000 and less then R25 000 000, add the turnover 

amount. . Add the turnover amount and click on validate  filing compliance. 

1) Attach: Co-op7,  

2) Click on  Statistical Report, scroll down and add the information  

3) Attach the Independent review. 

 

 

  Add the Statistical Information and thereafter  click on save. 
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For turnover amount more then R25 million 

1) Attach: Co-op7,  

2) Click on  Statistical Report, scroll down and add the information  

3) Attach the Auditors report 

4) Ixbrl. See step-by-step guide 

 

 
 

Add Statistical information 
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7. The following page will display.  Click on Continue. 

 

 

8. The next page will reflect the turnover amounts captured.  
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9. Complete the application payment process by logging into your CIPC profile and select 
Financials, Shopping Cart. When clicking on “Shopping Cart”, all unpaid cart items will be 
listed.  Select the transactions that you would like to pay, and click on “Add Item”.  The 
transactions will reflect under Selected items to pay and click on Payment. 

 

 

10. Complete required payment information and click on Pay. 
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11. A pop up message will display that the payment was successful.  

 

 
 

12.  The Annual Returns Certificate will be sent to the Customer code holder.   


