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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 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. 
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4. Query Management  
 

Introduction 

It is a tool that allow the user to raise queries regarding different functional flows 

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 Ticket/Query would let the user to raise a Query.  
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STEP 2: CREATE QUERY 

 Once the User lands up on the Ticket/Query dashboard, it’ll be able to see the data regarding 

the queries raised such as: Total queries raised, Number of Queries closed, Number of open 

queries, Number of pending Queries.  
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 After selecting the Ticket/Query option, the user needs to click “Create new Query” to raise the 

query.  
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 After clicking “Create new query”, the user would be redirected to the query page where 

Mobile Number and User Email ID would be auto populated.  

 The user needs to select the type of Query from the dropdown option available in “Query 

Type”, Select the Service Category across the different services provided from the available 

dropdown options. 

 

 

 

 

 Once the user selects the Service from “Service Category”, the Service name would be 

populated according to the Service Category. The user needs to select the Service name from 

the available dropdown options to raise the query.  
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 After selecting the Service Name from the available dropdown options, the user needs to 

mention the Subject of the query inside the “Subject” field 

 After giving the “Subject” to the query, the user needs to raise the query by mentioning it inside 

the “Message” box.  
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 Once the user enters the message, click on “Submit” to submit the query.  

 

STEP 3: MANAGE QUERY 

 After submitting the query, the user would be redirected to the Ticket/Query dashboard from 

where it can track/view the raised query.  
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 Upon clicking on the “View (eye)” action option, the user would be able to see the query details 

such as Query ID, Query Type, Status, reply from the support etc. 
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5. Ticket Management  
 

Introduction 

It can be used to raise, manage the support tickets.  

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  

 Out of 2 options: individual or service provider, the user needs to choose “Individual” to login 

 User now can see the dashboard which has different service options 

 Clicking on the Ticket/Query would let the user to raise a Ticket 

 

 

 

STEP 2: CREATE TICKET 

 Once the User lands up on the Ticket/Query dashboard, it’ll be able to see the User 

Ticket Summary such as: Total Tickets raised, Number of Tickets closed, Number of 

open Tickets, Number of pending Tickets. 
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 After selecting the Ticket/Query option, the user needs to click “Create new Ticket” to 

raise the Ticket.  
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 After clicking “Create new Ticket”, the user would be redirected to the “Raise a new 

Ticket” page. Here the user needs to select the SRN (Application ID) from the dropdown 

option for which the user wants to raise the ticket.  

 

 

 Once the required SRN is selected, the other fields such as “Service Category” and 

“Service name” would be auto filled based on the selected SRN.  

  After selecting the required SRN, the user needs to select the “Ticket Type” from the 

given options in dropdown 
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 After selecting the “Ticket Type” from the available dropdown options, the user needs 

to mention the Subject of the Ticket inside the “Subject” field.  

 After giving a “Subject” to the Ticket, the user needs to raise the Ticket by mentioning it 

inside the “Message” box and upload the supporting documents if any.  
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 Once the user enters the message, click on “Submit” to submit the ticket.  

 

STEP 3: MANAGE TICKET 

 After submitting the ticket, the user would be redirected to the Ticket/Query 

dashboard from where it can track/view the raised Ticket or manage the existing 

tickets.  
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 Upon clicking on the “View (eye)” action option, the user would be able to see the 

Ticket details such as Ticket ID, SRN, Status, reply from the support etc.  
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