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PRE-INCORPORATION PROCESSES 

1. ACCOUNT CREATION  

A. Public User 

Step 1. Enter the URL for Corporate Affairs Commission portal (pre.cac.gov.ng) 

 

 
 

Step 2. Click on the register or sign-up button. 
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Step 3. Enter the userôs details  
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Step 4. An email is sent to the user email address 

 

 
 

Step 5. Click here to complete the registration  
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Step 6. Enter the username and password and click on login button  
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Step 7. The dashboard is displayed as shown below 

 

 
 

 

 

B. Accredited Agent  

 

 Enter the URL for Corporate Affairs Commission portal (pre.cac.gov.ng) 
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 Click on the register or sign-up button  

 

 
 

 

 Click on the icon ñwant to be an accredited agent?ò  
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 Select the accreditation agent type 

 

 
 

 

 Enter the accredited agent/ firm details  
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 Upload documents by clicking on upload and selecting the file you wish to 

upload and click on proceed to payment. 

 

 
 

 

 Click on the Remita button to make payment. 
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 Click on the Submit button. 

 

 
 

 

 Enter card details, then click Pay. 
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 Enter the One-time Password (OTP), then click Pay. 

 

 
 

 Payment is successful. 
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 After successful payment, user is redirected to the preview page and an email is 

sent to the user for account verification. Click on download receipt. 
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 The Payment receipt is displayed as shown below. 

 

 
 

 

 Open the email and click on the link to complete the registration. 
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 Email is verified as shown below. 

 

 
 

 The application gets approval from the Approving Officer. Return to the portal 

and login using the username provided in the approval email and the password 

selected during account creation process. 
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The dashboard is displayed as shown below. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Page 18 of 173 

 

2. New Name Reservation 

A. Private company limited by shares 

 Click on the New Name Reservation button. 
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 On the New Name Reservation page, fill in all required fields:   

  

 
 

 

  

 Select classification Company and specific Type*(limited by shares, unlimited, 

sole proprietor, partnership) 
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 Enter proposed name option 1 and proposed name option 2 and click the save 

and continue button to proceed. 

 

 
 

 On the Objectives page, select reason for availability. 
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See drop-down menu below. 

 

 
 

 Click the save and continue button to proceed. 
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 On the preview page, crosscheck all information 
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 Click the save and continue button to proceed 

 

 
 

 On the payment page, click the payment (Remita) button to make payment. 
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 On the Remita page, confirm the payment details and click on submit 

 

 
 

 Type your card details and click on Pay 
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 Type the one-time password and click on pay 

 

 
 

 The payment is successful and user will be redirected to Company Registration 

Portal 
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 After successful payment, view and download receipt on the receipt/ post 

payment page. 

 

 
 

 Click on the back to dashboard button to return to user dashboard 
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B. Public unlimited company  

 

 Login to your account and click on name reservation  
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 Enter the name details click on save and continue  
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 Select the reason for availability search   
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 Preview your details click on save and continue  

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Page 31 of 173 

 

 Click on the Remita button to make payment  
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 Click on submit to make payment 

 

 
 

 Click on pay to make your payment  
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 Click on pay to make your payment  

 

 
 

 After successful payment, system returns you to preview your transaction  

Click on back to dashboard button to return to your dashboard. The reserved name will be 

pending approval by the Commission   
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The name is approved and it moves under the reserved icon. 

 

 Click on the reserved icon to view the approval history.  
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C. Public company limited by shares 

 

 Login to your account click on name reservation  
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 Enter the name details click on save and continue  

 

 
 

 Select the reason for availability search. 
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 Preview your details click on save and continue  
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 Click on Remita to make payment  
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 Click on submit to make payment 

 

 
 

 Click on pay to make your payment  
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 Click on pay to make your payment  

 

 
 

 

 After successful payment, system returns you to preview your transaction. 

Click on back to dashboard icon to return to your dashboard. 
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The reserved name will remain under the pending approval tab until it is approved or denied by 

the Commission   

 

 
 

 

The name is approved and it will move under the reserved icon as shown below. 

 

 Click on the reserved icon to view the approval history. 
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D. Business name 

 On the user dashboard, click on new reservation 

 
 

 Click on classification and select business name 
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 Select specific type  

 
 

 Fill proposed names and click on save and continue. 
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 Fill the objective form and click on save and continue. 

 

 
 

 Preview the page and click on save and continue. 
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 Click on the Remita button to proceed to payment 
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 Click on submit to make payment. 

 

 
 

 Click on pay to make your payment  
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 Click on pay to make your payment  

 

 
 

 The payment is successful. Download or view receipt then return to dashboard  
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3. Reservation code Application 

A. Companies Limited by Guarantee  

 

 Click on the New Name reservation button 

 
 

 On the New Name Reservation page, fill in all required fields. 
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 Click the apply for Reservation Code button 

 

 
 

 On the Articles of Association page, click the add articles button and fill in the 

text box to add the articles. This can be done multiple times. Otherwise, click 

the adopt default articles button to adopt the default articles. 
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 Click the save and continue button to proceed 
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 On the Objects of Memorandum page, click the add objects button and fill in 

the text box to add the objects. This can be done multiple times. 

 

 On the Directors page, click on `add directorô or add corporate directorô  
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The form is displayed as shown below 
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 Click save and continue 

 

 
 

 Click on Remita  
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 On the Secretary page, click on the add individual Secretary or add corporate 

Secretary button and fill all required fields: 

 

 
 

 

 

 

 




























































































































































































































