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1. Introduction and Accessing CAIPO Portal  
 

This document is the help for Incorporation Services in the new system. To access the new portal, 

navigate to www.caipo.gov.bb The new CAIPO portal is compatible with the following browsers: 

Chrome 70+ / Firefox 70 + / IE 12+. 

Users are advised to refer to the latest help file available under <pathway> 

For accessing the Incorporation services on the website follow below 

navigation <link> 

 

2. Contact@CAIPO  
 

For any issues, users can raise any concern to CAIPO and may call the given Toll-Free Helpline 

number given on the CAIPO Portal or raise a request using the “Contact@CAIPO” page. 
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3. Login to the new Portal  
 

To Login on Corporate Affairs and Intellectual Property Office (CAIPO) portal you would require: 

a) Internet Connection 

a) Valid User ID and password provided to log in  

Then proceed with the following steps: 

1. Visit the CAIPO website and proceed with Login by entering the User Email ID and 

Password then click on the Login button to log in to the system. 

 

 

 

2. On successful login, Home page will be displayed with Basic details in Dashboard like 

Application in Draft, Payment Due, Applications approved etc. against the SRN No. 

and Service Name. Offered services will be displayed in the left pane of the screen. 



Corporate Affairs and Intellectual Property Office                                 Incorporation Services User Help File 

 

 

 

4. Applying for Incorporation Services  
 

Introduction 

This section covers the process of applying for the Incorporation Services.  

STEP 1: LOGIN 

 On opening the portal, the user can see two options which are login and register. 

 After selecting the applicant login enter the required fields.  

 After entering the details, the user can choose between Individual or Corporate Trust Service 

Provider (CTSP) / Corporate Representative (CR). 

 User now can see the dashboard which has different service options. 

 Clicking on the Incorporation service there are different service option from which the user can 

choose from.  
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STEP 2: APPLY FOR SERVICE 

 Clicking on the apply now option against the required service(s).  

 If there is any query, then the user can click on the tool tip for a brief explanation 

There are different services under Incorporation Services. The user can follow the following process to 

avail the services: 

 

4.1 Incorporation of a Non-Profit Company 
 

STEP 1: LOGIN 

 On opening the portal, the user can see two options which are login and register 

 After clicking on the login button, the user can see 2 login option namely Applicant/ Service 

Provider login and Department login  

 After selecting the Applicant login enter the required fields  

 After entering the details, the user can choose between Individual or Corporate Trust Service 

Provider (CTSP) / Corporate Representative (CR). 

 User now can see the dashboard which has different service options  
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 Clicking on the Incorporation service there are different service option from which the user can 

choose from.  

STEP 2: APPLY FOR SERVICE 

 Clicking on the apply now option under the Incorporation of a Non-Profit Company heading the 

form will appear on the screen 

 

 There are 3 different form that a user has to fill 
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 For a better understanding the user can take help from the tool tip provided against the fields 

 

 The user needs to fill the required details in the Articles of Incorporation Non-Profit Company 

(Form 2) such as: Company Details, Number of Director Details, Address Details, Other Details, 

Director Details and click “Next” after filling all the details.  
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 After choosing “Next”, the User needs to fill the Address Details in Notice of Address (form 4). 

Once added, the User needs to click on “Next” 
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 After that, User needs to fill the required details in the grid in Notice of directors (form 9). Click 

“Submit” once all the details are added.  

 

 

STEP 3: SUBMIT CONFIRMATION   

 After clicking the submit button a notification will be shown to the user 

 User then can choose and upload files if any and a message is displayed to the user 
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 After clicking on “Continue and Pay”, the user needs to Pay for the desired Service(s). User can 

choose two options: Online Pay (Pay with EZpay+) OR Offline Pay (Pay at Counter). The user 

needs to make its own choice and fill the required details.  
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 If the user fails to make the payment, a notification will pop-up. After that, the user can retry to 

make payment. 

 Once the payment is successful, the submitted application would show up on the dashboard. 

The status of the submitted application would be “Pending for Approval”. The “Current Status” 

of the application would change as per the Verifier/Approver’s action such as: Approved, 

Reverted.  

 

 

 

 If the User leaves the application in-between without submitting it, then “Current Status” would 

be shown as “Draft”. Upon clicking it, User would be redirected to the same application from 

where he left.  
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 In the “Action” column the User have different options such as: “Print Application” to view the 

submitted application in PDF form, “View Timeline” to see the log, “Raise ticket” to raise the 

ticket against the availed service etc. 
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4.2 Incorporation of a Company 
 

STEP 1: LOGIN 

 On opening the portal, the user can see two options which are login and register 

 After clicking on the login button, the user can see 2 login option namely Applicant/ Service 

Provider login and Department login 

 After selecting the Applicant login enter the required fields 

 After entering the details, the user can choose between Individual or Corporate Trust Service 

Provider (CTSP) / Corporate Representative (CR). 

 User now can see the dashboard which has different service options 

 Clicking on the Incorporation service there are different service option from which the user can 

choose from 

 

STEP 2: APPLY FOR SERVICE 

 Clicking on the apply now option under the “Incorporation of Company” heading the form will 

appear on the screen.  

 

 

 There are 3 different form that a user has to fill 
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 For a better understanding the user can take help from the tool tip provided against the fields 

 

 

 The user needs to fill the required details in Articles of Incorporation (Form 1) such as: Name 

Details, Share Capital Details, Type of Company, Director details, Company details and click 

“Next” after filling all the details.  
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 After choosing “Next”, the User needs to fill the Address Details in Notice of Address (form 4). 

Once added, the User needs to click on “Next” 
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 After selecting the next button, the user will be redirected to the Notice of Directors (form 9) 

where the user will have to fill the Director details. Once User fills all the details, click “Submit” 

 

 

STEP 3: SUBMITTION CONFIRMATION   

 After clicking the submit button the submission notification will appear on the screen. 

 User then can choose and upload files if any and a message is displayed to the user. Post that, 

the user needs to click on Continue & Pay 
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 After clicking on “Continue and Pay”, the user needs to Pay for the desired Service(s). User can  

choose two options: Online Pay (Pay with EZpay+) OR Offline Pay (Pay at Counter). The user 

needs to make its own choice and fill the required details.  
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 If the user fails to make the payment, a notification will pop-up. After that, the user can retry to 

make payment. 

 Once the payment is successful, the submitted application would show up on the dashboard. 

The status of the submitted application would be “Pending for Approval”. The “Current Status” 

of the application would change as per the Verifier/Approver’s action such as: Approved, 

Reverted.  

 

 

 If the User leaves the application in-between without submitting it, then “Current Status” would 

be shown as “Draft”. Upon clicking it, User would be redirected to the same application from 

where he left. 
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 In the “Action” column the User have different options such as: “Print Application” to view the  

submitted application in PDF form, “View Timeline” to see the log, “Raise ticket” to raise the  

ticket against the availed service etc. 
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4.3 Registration of a Charity  
 

STEP 1: LOGIN 

 On opening the portal, the user can see two options which are login and register 

 After clicking on the login button, the user can see 2 login option namely Applicant/ Service 

Provider login and Department login 

 After selecting the Applicant login enter the required fields 

 After entering the details, the user can choose between Individual or Corporate Trust Service 

Provider (CTSP) / Corporate Representative (CR). 

 User now can see the dashboard which has different service options 

 Clicking on the Incorporation service there are different service option from which the user can 

choose from. 

 

STEP 2: APPLY FOR SERVICE 

 Clicking on the apply now option under the Registration of a Charity heading the form will 

appear on the screen.  

 

 

 There is 1 form that the User has to fill i.e. Application for registration of a Charity (Form 1).  
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 For a better understanding the user can take help from the tool tip provided against the fields.  
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 The user needs to fill the required details in the Application for registration of a Charity (Form 

1) such as: Charity Details, Trustee’s/Secretary’s/Treasurer’s Details, Bank Details, Auditor 

Details, Property Details, Interest Details and click “Submit” after filling all the details. 

 

 

 

STEP 3: SUBMITTION CONFIRMATION   

 After clicking the submit button a notification will be shown to the user 

 User then can choose and upload files if any and a message is displayed to the user.  
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 After clicking on “Continue and Pay”, the user needs to Pay for the desired Service(s). User can 

choose two options: Online Pay (Pay with EZpay+) OR Offline Pay (Pay at Counter). The user 

needs to make its own choice and fill the required details.  
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 If the user fails to make the payment, a notification will pop-up. After that, the user can retry to  

make payment.  

 Once the payment is successful, the submitted application would show up on the dashboard. 

The status of the submitted application would be “Pending for Approval”. The “Current Status” 

of the application would change as per the Verifier/Approver’s action such as: Approved, 

Reverted.  

 

 

 If the User leaves the application in-between without submitting it, then “Current Status” would 

be shown as “Draft”. Upon clicking it, User would be redirected to the same application from 

where he left.  
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 In the “Action” column the User have different options such as: “Print Application” to view the 

submitted application in PDF form, “View Timeline” to see the log, “Raise ticket” to raise the 

ticket against the availed service etc.  
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4.4 Registration of Charity as Board  
 

STEP 1: LOGIN 

 On opening the portal, the user can see two options which are login and register 

 After clicking on the login button, the user can see 2 login option namely Applicant/ Agent login 

and Department login 

 After selecting the Applicant login enter the required fields 

 After entering the details, the user can choose between Individual or Corporate Trust Service 

Provider (CTSP) / Corporate Representative (CR). 

 User now can see the dashboard which has different service options 

 Clicking on the Incorporation service there are different service option from which the user can 

choose from 

 

STEP 2: APPLY FOR SERVICE 

 Clicking on the apply now option under the Registration of Charities as a Board heading the 

form will appear on the screen.  

 

 

 There is 1 form that the User has to fill i.e. Application for Incorporation as a Board (Form 2).  
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 For a better understanding the user can take help from the tool tip provided against the fields.  
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 The user needs to fill the required details in the Application for Incorporation as a Board (Form 

2) such as: Charity Details, Society’s Details, Interest Details and click “Submit” after filling all the 

details.  

 

 

 

STEP 3: SUBMITTION CONFIRMATION   

 After clicking the submit button a notification will be shown to the user 

 User then can choose and upload files if any and a message is displayed to the user 
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 After clicking on “Continue and Pay”, the user needs to Pay for the desired Service(s). User can 

choose two options: Online Pay (Pay with EZpay+) OR Offline Pay (Pay at Counter). The user 

needs to make its own choice and fill the required details. 
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 If the user fails to make the payment, a notification will pop-up. After that, the user can retry to 

make payment. 

 Once the payment is successful, the submitted application would show up on the dashboard. 

The status of the submitted application would be “Pending for Approval”. The “Current Status” 

of the application would change as per the Verifier/Approver’s action such as: Approved, 

Reverted 

 

 

 

4.5 Registration of External Companies 
 

STEP 1: LOGIN 

 On opening the portal, the user can see two options which are login and register 

 After clicking on the login button, the user can see 2 login option namely Applicant/ Agent login 

and Department login 

 After selecting the Applicant login enter the required fields 

 After entering the details, the user can choose between Individual or Corporate Trust Service 

Provider (CTSP) / Corporate Representative (CR). 

 User now can see the dashboard which has different service options 

 Clicking on the Incorporation service there are different service option from which the user can 

choose from 
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STEP 2: APPLY FOR SERVICE 

 Clicking on the apply now option under the Registration of External Companies heading the 

form will appear on the screen.  

 

 

 There are 2 different forms that a user has to fill.  
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 For a better understanding the user can take help from the tool tip provided against the fields.  
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 The user needs to fill the required details in the External Company - Application for Registration 

(Form 28) such as: Name Details, Address Details, Corporate Structure Details, Share Capital 

Details, Business Details, Director Details and click “Next” after filling all the details.  

 

 

 After choosing “Next”, the User needs to fill the Power of Attorney Details in Power of Attorney. 

Once added, the User needs to select “Yes, I agree” radio button if he agrees with the 

declaration and click “Submit”. 
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STEP 3: SUBMITTION CONFIRMATION   

 After clicking the button, a notification will be shown to the user 

 User then can choose and upload files if any and a message is displayed to the user  
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 After clicking on “Continue and Pay”, the user needs to Pay for the desired Service(s). User can 

choose two options: Online Pay (Pay with EZpay+) OR Offline Pay (Pay at Counter). The user 

needs to make its own choice and fill the required details.  

 

 

 If the user fails to make the payment, a notification will pop-up. After that, the user can retry to 

make payment.  

 Once the payment is successful, the submitted application would show up on the dashboard. 

The status of the submitted application would be “Pending for Approval”. The “Current Status” 

of the application would change as per the Verifier/Approver’s action such as: Approved, 

Reverted. 
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 In the “Action” column the User have different options such as: “Print Application” to view the 

submitted application in PDF form, “View Timeline” to see the log, “Raise ticket” to raise the 

ticket against the availed service etc. 
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4.6 Registration of Limited Partnership 

 

STEP 1: LOGIN 

 On opening the portal, the user can see two options which are login and register 

 After clicking on the login button, the user can see 2 login option namely Applicant/ Agent login 

and Department login 

 After selecting the Applicant login enter the required fields 

 After entering the details, the user can choose between Individual or Corporate Trust Service 

Provider (CTSP) / Corporate Representative (CR). 

 User now can see the dashboard which has different service options 

 Clicking on the Incorporation service there are different service option from which the user can 

choose from 

 

STEP 2: APPLY FOR SERVICE 

 Clicking on the apply now option under the Registration of Limited Partnership heading the  

form will appear on the screen 
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 There is 1 form that a user has to fill 

 

 For a better understanding the user can take help from the tool tip provided against the fields 
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 The user needs to fill the required details in the Registration of Limited Partnerships Form such 

as: Limited Partnership Firm’s Details, Partner Details, Other Details and click “Submit” after 

filling all the details. 

 

 

STEP 3: SUBMITTION CONFIRMATION   

 After clicking the submit button a notification will be shown to the user  

 User then can choose and upload files if any and a message is displayed to the user  
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 After clicking on “Continue and Pay”, the user needs to Pay for the desired Service(s). User can 

choose two options: Online Pay (Pay with EZpay+) OR Offline Pay (Pay at Counter). The user 

needs to make its own choice and fill the required details.   

 

 

 



Corporate Affairs and Intellectual Property Office                                 Incorporation Services User Help File 

 If the user fails to make the payment, a notification will pop-up. After that, the user can retry to 

make payment.  

 Once the payment is successful, the submitted application would show up on the dashboard. 

The status of the submitted application would be “Pending for Approval”. The “Current Status” 

of the application would change as per the Verifier/Approver’s action such as: Approved, 

Reverted. 

 

 

 If the User leaves the application in-between without submitting it, then “Current Status” would 

be shown as “Draft”. Upon clicking it, User would be redirected to the same application from 

where he left. 
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 In the “Action” column the User have different options such as: “Print Application” to view the 

submitted application in PDF form, “View Timeline” to see the log, “Raise ticket” to raise the 

ticket against the availed service etc. 
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4.7 Registration of Societies  
 

STEP 1: LOGIN 

 On opening the portal, the user can see two options which are login and register 

 After clicking on the login button, the user can see 2 login option namely Applicant/ Agent login 

and Department login 

 After selecting the Applicant login enter the required fields 

 After entering the details, the user can choose between Individual or Corporate Trust Service 

Provider (CTSP) / Corporate Representative (CR). 

 User now can see the dashboard which has different service options 

 Clicking on the Incorporation service there are different service option from which the user can 

choose from 

STEP 2: APPLY FOR SERVICE 

 Clicking on the apply now option under the Registration of Societies heading the form will 

appear on the screen 

 

 

 

 There are 4 different form that a user has to fill 
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 For a better understanding the user can take help from the tool tip provided against the fields 
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 The user needs to fill the required details in the Articles of Organisation (Form 1) such as: Name 

Details, Society Details, Address Details, Agent Details, Quota Details, Other Details and click 

“Next” after filling all the details.  

 

 

 After choosing “Next”, the User needs to fill the Address Details in Notice of Address (form 3). 

Once added, the User needs to click on “Next” 
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 After choosing “Next”, the User needs to fill the Notice of Managers (form 6). User needs to fill 

the details such as Name Details, Address Details, Agent Details, Quota Details, Other Details.  

Once added, the User needs to click on “Next”.  
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 After choosing “Next”, the User needs to “Agree” to the declaration and click “Submit”.  

 

 

STEP 3: SUBMITTION CONFIRMATION   

 After clicking the submit button a notification will be shown to the user  

 User then can choose and upload files if any and a message is displayed to the user  
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 After clicking on “Continue and Pay”, the user needs to Pay for the desired Service(s). User can 

choose two options: Online Pay (Pay with EZpay+) OR Offline Pay (Pay at Counter). The user 

needs to make its own choice and fill the required details.  
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 If the user fails to make the payment, a notification will pop-up. After that, the user can retry to 

make payment.  

 Once the payment is successful, the submitted application would show up on the dashboard. 

The status of the submitted application would be “Pending for Approval”. The “Current Status” 

of the application would change as per the Verifier/Approver’s action such as: Approved, 

Reverted. 
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 If the User leaves the application in-between without submitting it, then “Current Status” would 

be shown as “Draft”. Upon clicking it, User would be redirected to the same application from 

where he left. 

 

 

 In the “Action” column the User have different options such as: “Print Application” to view the 

submitted application in PDF form, “View Timeline” to see the log, “Raise ticket” to raise the 

ticket against the availed service etc.  
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