
Credit Application:
How to Complete a Credit
Application Online



Click here to begin

Step 1



Step 2

Take note of the supporting
documents that you need to
upload with your application

Select your company type
from the drop-down menu and
proceed to search the CIPC
database using your company
name or registration number



Step 3

Search your company
on the CIPC database



Step 4

Select your Company



Step 5

Fill in your company details

Select your required trading
terms and enter the credit
limit amount you require



Step 6

Enter your company’s
contact details



Step 7

Enter your company’s
address details



Step 8

Tick the relevant answers
and click “next”



Step 9

Enter your company’s
banking details



Step 10

List all shareholders
with more than 25%
shares in your
company

Click here to add
director details

Click here to add
your trade
references. 
Take note of the
number of trade
references to be
provided



Step 11

Click here to add the required
supporting documents



Step 12

Click here to choose your
preferred method for signing
the application

Click on the “tick”
icons to confirm the
supporting documents
you have uploaded



Step 13

Once printed and signed,
Click here to upload the
signed credit application
document into the system
for processing.

Click here to sign the credit
application document manually

Click here to download the
credit application for
manual signature

Click “Submit” to finish



Step 14

Enter details of the authorized
signatory and click “Submit” below

Select your preferred method
of signing the application

Click here to download the
surety form if required. 
Please note that surety cannot
be signed electronically by law.



Step 15

Please note the
confirmation that the
credit application has
been successfully
submitted for signature.



Step 16

Click here to access the
credit application
document for signing

The authorized signatory
will receive an email

requesting them to sign
the credit application



Step 17

Enter the OTP sent to your cell
phone to access the form



Step 18

Please take note of the signing
instructions

Click here to agree to
sign electronically and
click “Next” to begin



Step 19

View the completed credit
application document



Step 20

Note the signature provisions and
enter your details as the signatory

Your signature will automatically
attach to each page. Click “submit”
to complete signing.



Step 21

Please note the credit
application submission
confirmation 

A copy of the signed document
will be emailed to you shortly.



Step 22

Click here to view and
download the signed credit

application document



Thank you.


