
Step 1

Login using your username & 
Password

Uploading a Manual Credit Application  



Step 2
Uploading a Manual Credit Application  

Click on “Upload Credit Application”

Debtor 1

Debtor 2

XXXXXXXX

XXXXXXXX



Step 3
Uploading a Manual Credit Application  

Take note of the supporting documents you 
need to attach to the application

Select the customer’s business type to 
proceed to search their entity on the live 
CIPC database



Step 4
Uploading a Manual Credit Application  

Search the customer’s 
entity by using their 
company name or 
registration numbers (no 
slashes or dashes)

Click on “Select" to 
continue



Step 5
Uploading a Manual Credit Application  

Capture the customer’s company 
details



Step 6
Uploading a Manual Credit Application  

Select the customer’s requested 
trading terms and credit limit

Capture the customer’s banking details



Step 7
Uploading a Manual Credit Application  

Capture the customer’s trade 
references

Upload the manually signed 
credit application document

Upload supporting documents
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