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 In order to use this step by step guide, you should have registered as a CIPC customer.  

Consult the step by step guide for Customer registration for assistance in registering as a 

CIPC Customer 

 

 Only debit/credit cards are accepted as payment method when utilising e-Services or 

Bizportal for transacting. 

 

1. Visit www.cipc.co.za and click on Login.  

 
 

 

 

 

 

 

 

 

http://www.cipc.co.za/
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2.  Select the preferred channel of transacting i.e. e-Services or Bizportal 

 
 

3.  Click on Login 
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4.  Login as a customer 

 

The Customer Registration screen will display.  Type in your South African ID number as 

your user name, and your CIPC password.   If you do not own a SA ID number, click on 

the green arrow to change the answer to no.  Click on Login. 

 

 
 

5.  Select Register a Customer on the Customer Dashboard or alternatively click on main 

service category Business Registration 
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6.  Read the information on screen, Disclaimer and select Name Reservation. 

 
 

7.1  If you want to do normal name reservation, select Proposed Name.   

 

7.2. If you want to do a name reservation with association, select Name Reservation 

with Association. 

 

7.3.  If you want to extend an existing name reservation, select Name Extension. 

 

7.4.  If you want to transfer an existing name on your customer profile to that of 

another customer, select Name Transfer. 
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Proposed Name Service 

 

8. Select up to four names in order of priority and click on Search.  Before 

proceedings to submit your proposed names, kindly conduct the following free 

searches to identify any possible conflicts with existing businesses, domain names and 

trade marks: 

 Enterprise search; 

 Browser search via any browser which you use; and 

 Trade Mark search 

 Your proposed name may incorporate the following special characters: 

 

o -  Hyphen 

o ,   Comma 

o .   Full stop 

o '   Apostrophe 

o @   At sign 

o #   Hash sign 

o +   Plus sign 

o =   Equal sign 

o &   Ampersand 

o %   Percent sign 

o ()   Brackets 

 

 

http://eservicestest.cipc.co.za/search/free.aspx
https://iponline.cipc.co.za/Default.aspx
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9.  If the name is not available, a red cross will appear next to the name.  Click on Edit 

and choose another name. 
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10.  If the name reservation application was successful, the following screen will display:  

Name Reservation Confirmation.   

 

 

Note:  Once you have submitted it, it may go to the back office first for examination a 

name reservation application is only successful once you have received a CoR9.4 

Name reservation certificate, confirming that the name was successfully reserved.  Click 

on Pay to continue.   

 

IMPORTANT:   
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 Each name reservation application costs none refundable R50 and since it is 

regarded as a filing fee and not an administrative fee. 

 If your initial name reservation application is not approved, you will need to file 

a new names, at a cost of R50.   

 You may have multiple transactions in the shopping card and proceed to 

payment once you have concluded your transactions for the day. 

 Payment must be made on the same day as the application and or within 

24hours.  Unpaid applications will automatically be rejected at midnight. 

 

 

 
 

Proceed to step 17 for Payment Detail 

 

 

Name Reservation with Association 

 

11. Follow and refer to steps 8 to 10.  At step 8 an option will appear to upload your 

supporting evidence to the application. 
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Click on Select File, and select and click the relevant document within your own 

repository and then either Edit (if you want to change the submitted proposed names) 

or Submit (to finalise application and move to payment).  

 
 

Proceed to step 17 for Payment Detail 

 

 

Name Reservation Extension 

 

12.  Select Name Reservation Extension and then select name to be extended from 

displayed list. 

 

 
 

13. Confirm that you want to extend the name reservation by reading message box and 

clicking Pay. 
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Proceed to step 17 for Payment Detail 

 

 

Name Transfer 

14. Select Name Transfer and then select name to be transferred from displayed list. 

 

 
 

15. Provide Identity Number of the customer to whom the name must be transferred and 

click on magnifying glass icon. 
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Note that the Transfer Recipient must be a registered customer of CIPC.  If recipient is 

not a registered customer, the recipient must first register as a customer and then the 

transaction may be completed. 

 

16. Confirm that you want to transfer the name and click on Pay. 

 

 
 

Proceed to step 17 for Payment Detail 

 

17.  All items will be listed in the Shopping Cart.  Revie the items in your cart and click 

on the trash can to remove an item or to exclude the item not to be processed for 

payment.  Click on Checkout to proceed with payment.  All payments must be done 

the same done.  Items remaining will be automatically rejected by midnight, and the 

application needs to be restarted from scratch. 

 
 

18. Read and accept the Payment Terms & Conditions if you are in agreement with it. 



Step by step guide Name Reservation v0.1 
MS 

 

 

 

19.  Complete the card holder’s detail and pay for the transaction. 
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20.   The relevant name reservation confirmation will be emailed to the email linked to 

your customer profile. 

 

 

 


