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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.

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.




Category of Co-
operative

Category A1

Category A2

Category B

Category C

Secondary, Tertiary,
and National Apex Co-
operatives

Financial Threshold

Primary Co-operatives with annual revenue less than
R1 million

Primary Co-operatives with annual revenue between
R1 million and R10 million

Primary Co-operatives with annual revenue between
R10 million and R25 million

Primary Co-operatives with annual revenue of

R25 million or more




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




1. Visit the CIPC website www.cipc.co.za and click on Login.
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Companies and Intellectual
Property Commission
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ENTERPRISE REGISTRATION ENTERPRISE MAINTENANCE

& 5 ’ -

ENTERPRISE
REGISTRATION

Register companies and
co-operatives

/= =
D ,

ENTERPRISE
MAINTENANCE
Update company, close
corporation and co-
operative records

Scan thhe QR code to
BEGIN!

INTELLECTUAL
PROPERTY

Apply, protect or trade your
iNntellectual property

INTELLECTUAL PROPERTY RESOURCES ~

LOGIN | REGISTER

Search

CONTACT -~

Establishment of the National Adoption Readiness Working
Group (ARWVWG) on Sustainability Reporting

Beneficial Ownership (BO) Filing Compliance Inspections

Guidance on Sections 30A & 30B of the Companies Act
(As amended)

Non-Compliance with submission of the annual compliance
checklist

VIEVW ALL NOTICES

[wesinars] ElRNEEaed A Enquiries

FAe s EREGE [T TSR



http://www.cipc.co.za/

2. Click on New E-services

BIZPORTAL

view services

CONTINUE.

IP E-SERVICES

view services

view sdrvices

CONTINUE...

E-SERVICES

view services

Password Reset

Register company online

Log a query

Register trade mark, design or
patent online

CONTINUE...

CONTINUE...

ENQUIRIES

view services

CONTINUE...

LEARN-I-BIZ

view services

CONTINUE...




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

Companies and Intellecvual
Property Commission

& e of the dtse gros

CIPC requires new or existing customers to have access to a private e-mail account. Use one of the links below for popular providers or make use of an alternative of your choice.

~1 Gmail B= Outlook YAHOO! MmAIL

MNOTE: CIPC is not responsible for e-mail accounts. Please contact your e-mail provider for assistance on e-mail matters.

MNOTE: Your e-mail account will be used as your primary login/transaction account.

MNOTE: This system makes use of Card Payments for processing transactions.

Type:

RSA Individual S

Companies and Intellectual Property Commission

Identification: IDr Mumber

2T Jul 2022 12:05:00 P




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.

o Customer Search

four custom erp ofile record could
be successfully vali -:late::l

You will be redirected to Login




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

——>

——>

Usemame

Password

M OGN




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

CIPC Electronic Self Service @ wecor [

@ Services @ Amendments @ Business Rescue @ Authorization @ Financials

Email Address *

Title * Are you a citizen of South Africa ?
1] v

Full Name * Country Of Origin

!

<

Surname * Date Of Birth (yyyy-MM-dd)

F

Cellphone Number *
g South African ID Number

Telephone Number
ID Document Type

F

Green Bar-coded Identity Book v )




Step 4 continue

Street Address

Gender *

ID Document Date Of Issue (yyyy-MM-dd)

2010 o- 12 N - 15

'

Demographic *

Disability Status *
Mot Disabled

City
PRETORIA

Street Address

ZIP | Postal Code

City
PRETORIA

ZIP | Postal Code

0054

Country
South Africa

0054

Region | Area | Province

Gauteng

Country
South Africa

Region | Area | Province

Gauteng

Save

Companies and Intellectual Property Commission

17 SEP 2024 11:23:02 AM




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.




Enterprise Conmntact Details

Please capture contact details for responsible paerson

M airr e

SIS T

Cell mumiber

Phomne Muumber

Erraail

Paid Annual Returns

CART ITEM STATUS DATE

AR PEMALTY REFERENCE ML

AR YEAR CUSTOMER CODIE AMOUMNT

A~Juristic Person From Primary COOP

B-Natural Person From Primary COOP

MNAMIE SURMAME EMAIL ADDRESS




6. The next screenshot will display. Add the turnover amount and click on validate filing
compliance.
For 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) Add Management Decision report and Social report.

Annual Fimancial Statement

Turnover:

100000 -‘_

Validate Filing Compliance

Primary Cooperative Primary Cooperative Management Decision report
Directors Report (CO-0OP7) Statistical Information(CO-QPS8) Primary Cooperative
ASSET JULY 2024.pdf Statistical Report
j {(PDF File)
157.26 KB
> Mandatory
Max File Size BMB Max File Size 8MB

Report Statistical Information Mandatory -
Social report
Mandatory

Turn over of: Less than R10m

Max File Size BMB

Voluntary

I Turn owver less than R10m I




Primary Cooperative

FORM-CO-0P-15.1

Max File Size 8MB
Mandatory

Turn over of: Less than R1m

Continue

XBRL (Upload Annual Financial Statement-AFS)

Primary Secondary Tertiary and Apex Cooperative

File XBRI

Voluntary
Turn over of: R25m and above mandatory

[ XBRL was fled




Add the Statistical Information and thereafter click on save.

@! Home @ Services @ Amendments @

Report Statistical Information

Ent No

Type of co-operative

Number of female members

Number of male members

Number Of Black Members

Number Of Members

Total Number Of Current Members

Number of disabled persons who are member
Number of African members

Number of Coloured members

Number of Indian members

. 3 o
Business Rescue @ Authorization

24

O Financials

4|

AF

3.00

4.00

5.00

5.00

3.00

Turnover

Ent Status Code

Number Of Members Who Are Not Natural Persons
Number of members younger than 35 years,
Number of members 35 years and older

Number Of Associate Members

Number Of Persons Employed

Number Of Members As At Foundation Date
Number of white members

Number of Asian members

15,000,000.00

AF

03

5.00

3.00

2.00

0.00

5.00

3.00




For turnover amount more then R10 million and less then R25 million, 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.

Cooperative

Directors Report (CO-0PT)

ASSET JULY 2024.pdf
e E1 {PDF File)

15726 KB

Max File Size AMB

Turnover:

» 13000000

e ol  Validate Filing Compliance

Cooperative Primary Cooperative

Statistical Information{C0-0PB) Independant Review

ASSET JULY 2024.pdf

Statistical Report

(PDF File) -

157.26 KB
Mandatory

Max File Size 8ME
Regort Statistical Information Mandatory
Mandatory
E Statistical Information was filed
R 10rm but less than R25m

X¥BRL (Upload Annual Financial Statement-AFS)

File ¥BEL

Voluntary
Turn ower of: R25m and abowve mandatory

[ ] XBRL was filed

s =B —




Add the Statistical Information and thereafter click on save.

Report Statistical Information

Ent No

Type of co-operative

Number of female members

Number of male members

Number Of Black Members

Number Of Members

Total Number Of Current Members

Number of disabled persons who are member
Number of African members

Number of Coloured members

Number of Indian members

-
v

4

300

400

500

500

300

Turnover

Ent Status Code

Number Of Members Who Are Not Natural Persons
Number of members younger than 35 years.
Number of members 35 years and older

Number Of Associate Members

Number Of Persons Employed

Number Of Members As At Foundation Date
Number of white members

Number of Asian members

15,000,000.00

03

5.00

3.00

0.00

500

3.00

—




For turnover amount more then R25 million.
1) Attach: Co-op7

2) Click on Statistical Report,
3) Attach the Auditors report
4) iXBRL See step-by-step guide.

scroll down and add the information

Cooperative

Directors Report (CO-0PT)

. ASSET JULY 2024.pdf
= {PDF File)
157.26 KB

Max File Size SMB
Mandatory

Turmn ower of: Less than R10m

Tumaover,

26000000  aff—

Validate Filing Compliance  [Emse——

Cooperative Secondary Tertiary and Apex Cooperative XBRL (Upload Annual Financial Statement-AF5)
Statistical Information{CO-0OPE) Auditors Report
SET JULY 2024.ndf
Statistical Report JIﬁI.JSI:;E |: ";.!IL'r 2024.pd Mandatory
- (PDF File) >
157.20 KB

Tum over of: R25m and above mandatary

Mandatory

Max Fibe Size 8ME

Report Statistical Information Mandatory E XBRL was filed

Mandatary

Statistical Information was filed




Add Statistical information.

Report Statistical Information

Ent No

Type of co-operative

Mumnber of female members

Number of male members

Mumber OF Black Members

Number Of Members

Total Mumber OF Current Members

Mumber of disabled persens who are member
Number of African members

Mumber of Coloured members

Mumber of Indian members

4k

[

4k

2 |8 |8

2

2

.

Turnover

Ent Status Code

Mumber OFf Members Who Are Not Matural Persons

Number of members younger than 35 years.

Mumber of members 35 years and older
Number OFf Associate Members

Number OF Persons Employed

Number Of Members As At Foundation Date
Number of white members

Mumber of Asian members

15,000,000.00

03

3,00

L3

3.00

200

0.00

3.00

3,00




7. The following page will display. Click on Continue.

-
Annual Financial Statement
Tusrronwer:
200000
Validate Filing Compliance
Primary Coopeaerative Primary Coopeaerative Management Decision report
Directors Report (CO-OP7) Statistical Information{COo-0OFPS) Primary Cooperative
ASSET JULY 2024, pdf Statistical Report
{FPDF File)
157.
526 KE Mandatory
Fax File Size BMEBE MMax File Size BMB
Report Statistical Information Mandatory ial
Mandatory Social report
Tas w o ¥ - = e RO =

Max File Size BN

T ~ ver less than R A
Primary Cooperative XBRL (Upload Annual Financial Stoaterment-AFS)
FORM-CO-OP-15.1 Primary Secondary Tertiary and Apex Cooperative
ﬂ J e Fite)
157.26 <8

Mo File Size SNB




8. The next page will reflect the turnover amounts captured.

Capture Tumaover

Double Click on Red Turnover value to capture turnover

Click Enter after each Turnover was Captured to save turnover

Turnover: 100000  ff—

Terms and Conditions

Section 215(2) ( e ) of the Companies Act - A person commits an offence wha knowingly provides false information to CIPC.

Section 216 (b) of the Companies Act - Any person convicted of an offence in terms of the Companies Act is liable to a fine or imprisonment for a period not exceeding 12 months, or to both a fine and imprisonment.

REFEREMNCE NO AR REFEREMCE MO AR YEAR [URMOVER AR AMOUNI AR PENALTY

Sum RO,00

Grand Total

RO,00




9. Complete the application payment process by logging into your CIPC profile and sclect
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.

CIPC Electronic Self Service @ vecore [

@1 Home 1@ Services @ Amendments @ Business Rescue @ Authorization O Financials *‘_

Shopping Cart

Financials - Shopping Cart - Unpaid Iterms

+ + Add Item
Selected Filter: Default ~ P Quick Search:  All fields ' C
NO ITEM DESCRIPTION DATE STATUS AMOUNT
15575 Annual Return ARBDOODO 1985 9/28/2024 Mot Paid 1.100.00
15461 Annual Return 9f26/2024 Mot Paid 1, 100.00
15457 Annual Return 9/25/2024 Mot Paid 1.400.00
15455 Annual Return 9/22/2024 Mot Paid 900.00




10. Complete required payment information and click on Pay.

Armandmants

(§) NEDBANK

Thieth, you for cong your Nedbiird Cied 10 ma s WOl purchise 16 congiete
B0 purhvi pou vl e 19 ittt youn el g Apraned

AT ACETOuE ™ i wl Dy et 0 T Cepons Aunte
===

1 T o sl your sumbir ool D0 458 111,

L OF 100 3600 OCANg pour sconolancs o @ ey g cnciions

A D 2 Ty ' et

—_—

Cortrion | hwes =y phone )

.O(hu

l’ Fimancials

Buszsiness Sescus

PAYMENT INFORMATIOMN

Card Number

currency:
ZAR

Expiry Date:

CWvWY Mumber:

Amount:
R1.00

o Co-operatves

Frofie o Nare Seservaton o Comrpany Regarazon ° Co-operaties o nvoce

VISA

As an additional security measure, you will have to approve
this purchase via the FNB APP

Tap on the FNB APF notification sent 10 you, or altematively
open the FNB APP and follow the Instructions. You will then
retum 1o conlinue with this transaction

Did you just approve the transaction via the FNB APP?
Cilick here 1o continue 1o the merchan! site

Help

Cancel Transaction

mostercord
1D Check

&Y CAPITEC

Please authenticate yourved using yqg

Do you have your Coliphone (Namder andng I """ HH0LIEEN you 10 verfy your Sansacion?




Financials

Card Holder Authenticated!

Your payment information provided
has been successfully authenticated.

Your payment is being processed. Please
do not close or refresh your browser.

— N

Payment was successfully processed
for your selected cart items!




11. A pop up message will display that the payment was successful.

CIPC Electronic Self Service e Y

@ Horme '@ Services @ Amendments @ Business Rescue @ Authorization @ Financials

Payment Outcome

Payment Transaction Information

Selected Filter: Default v J  Quick Search:  All fields ' s
NO ITEM DATE STATUS AMOUNT
15457 Annual Return 9/25/2024 Paid 1.400.00
15575 Annual Return 9/28/2024 Paid 1.100.00

« < >

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




Companies and Intellectual | .
) Property Commission '

a member of the dtic group r

Questions?
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