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PURPOSE 

 

 

This document outlines the process for updating a director’s contact details within the system. All 
changes must comply with verification requirements to ensure accuracy and maintain security. 

Prior to initiating the update, the director must have a valid customer code. Furthermore, the 
identification number or passport number linked to the customer code must correspond with the 
identification or passport details recorded by the director in the company’s records. 

To initiate the update, a formal request must be submitted to amend the director’s contact details. 
Upon submission, an email notification will be sent to both the director’s current and proposed email 
addresses, informing them of the pending update. 

The director is required to approve the request within 24 hours. If approval is granted within this 
timeframe, the updated contact details will be processed and reflected in the system within the 
subsequent 24 hours. If no action is taken within the specified period, the request will automatically 
expire, and no changes will be implemented. 

Should the director object to the update, they must reject the request within 24 hours. Upon rejection, 
the request will be terminated, and the contact details will remain unchanged. If no rejection is 
received within the stipulated timeframe, the system will proceed with implementing the updated 
contact details 24 hours after approval. 

This process ensures that any updates to a director’s contact information are conducted securely 
and with proper authorization. 
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1. Log on to www.cipc.co.za In the righthand corner click on Login.  

 

 

 

 

 

 

 

http://www.cipc.co.za/
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2. Select the portal e-Services. 
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3. On the next page next click on Customer Login.  
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4. Add your Customer Code, Password and Security Code.  

Click in the circle to accept the terms and conditions, then click Login. 

 

NB: The security code is case-sensitive. If a letter appears in uppercase, it must be entered in 

uppercase. Do not include any spaces between the characters. 

 

 

 

5. After logging in, click on Transact in the right-hand corner 
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6. Click on More Services.  

 

 

 

 

 

7. On the next page click on Coops Change Contact Details. 
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8. Select File on the Company you want to update the Director Contact  

Details from the Associated Company Information list or Search for the 

Company on the search facility. 
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9. Select the Edit/View button on the name of the logged in Director.  

The ID/Passsport number of the Customer profile must match the 

ID/Passport number of the director on the company.  

 

If the ID/Passport number does not match, you will not be able to  

amend the contact details. 
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10. Update the email address / cell phone number and click on Save.  

 

 

 

 

11. Click on Continue and thereafter on Submit.  
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12. An email will be sent to the current email and the new email to confirm the Contact Details change 

of the Director. You will also be redirected back to the Associated Company Information list. 
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13. Open the email and click on the link. 

 

 

 

14. Click on Approve.  

 

 
 



  

 LR V.1 

 

15. An email will be sent to the current email and the new email confirming 

that a pending change has been verified. The change will be effected  

in the next 24 hours if there is no objection to the change. 

 

16.  If there is an objection on the change, the director must click on the Reject. You will receive a 

pop-up message click on OK. 

 

 


