
Step 1
Credit Reports – How to Request a Credit Report

Login using your username & 
Password



Step 2

Click on “Request New Report
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Step 3

Click “Start” on the report you 
would like to request
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Step 4

Click on the dropdown to select 
the debtors company type and 
proceed search their company on 
the live CIPC database

Complete their company details 
and click save
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Step 5

Add trade references provided by the 
customer

Complete your request details

Credit Reports – How to Request a Credit Report



Step 6

Add any supporting document (e.g 
credit application)

Add any comments that you 
would like our analysts to take 
note of and save.

Click on “complete request” 
to send the instruction to our 
team to start the vetting 
process
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