
CICIUtility.org – A Step by Step Guide 

• Registrations – Primary and Assisted Party 

• Certifications (Primary Party only) 

• Challenges – Primary and Third Party 

• Payment process guide (Payment Card & Wire transfer) 
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Service overview Charge

Self-Registration $200

Assisted Registration $200

Initial Certification of Third-party Registrations (prior to 16 Nov 2012) $100

Annual Certification Maintenance $100

Record Challenges Free



Registration – A Step by Step Guide 
• A CICI can be Registered by the Primary Party (PP)  or an 

Assisting Party (AP) 

• The registration process for Primary Party and Assisted Party 
is essentially the same 
• Both registration types will be deemed “Certified” 

• Exception: You may only add Ultimate Parent CICI’s during PP registration 

o Please ensure that the entity you’re registering does not 
already exist in the database. Any new CICI registered where 
one already exists will be marked as DUPLICATE and will not 
be valid for trading & reporting. We are unable to offer 
refunds for Duplicate registrations.  
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Create new account 

• Select ‘Create New Account’ 
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Create new account 

• Complete form 

• Agree to T&C before 
submitting 

• You will receive an email 
from 
no‐reply@ciciutility.org to 
verify your email address  

• Check spam and junk mail if 
you don’t receive 
verification email 
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Duplicate search 
• Log into account 

• Use the search function to ensure the entity does not already 
exist in the Portal 
o If a CICI exists for your entity in the database, it must be used, and 

Certified if required 

o If an address used against your entity name looks unfamiliar, please 
don’t assume it’s a different entity, it may instead be the registered 
address of the entity (which could be care of an agent of service). 
Please contact customerservice@ciciutility.org to discuss any existing 
entities in the database if required 
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mailto:customerservice@ciciutility.org


Register an entity 
• Select ‘Register an Entity’, and then: 

o Select ‘Primary Party Registration’ if you are a current employee 
or you are authorized by your firm to register for a CICI 

o Select ‘Assisted Party Registration’ if you are not associated with 
the entity being assigned a CICI 
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Register an entity 
• Complete form 

• A CICI must be submitted with 
the address of incorporation 
(registered address) not 
principal office 

• Agree to T&C before 
submitting 

• Select ‘Save and Check for 
Duplicates’ 

 

• If you wish to add Ultimate 
Parent CICI, you can add this 
before proceeding: 

o Select ‘Add Ultimate 
Parent’ to add UP CICI 
(refer to “Adding 
Ultimate Parent CICI 
section for further 
details) 
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Potential duplicates found 

• You will be presented with a list of possible duplicates. Please review 
carefully.  

• Select ‘View Details’ or ‘Compare Records’ 

• You must stop registration if a CICI already exists for your entity.  

o Proceeding with registration will create a Duplicate CICI, which will be 
unusable.  
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Potential duplicates – “View Details” 

• You will be presented with the details of the “potential” 
duplicate CICI 
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Potential duplicates – “Compare Records” 

• The top section are details of the 
“potential duplicate” 

 

• The bottom section are details of 
the entity being registered 

 

• If record is a duplicate, select 'The 
two records displayed are 
duplicates’ 

 

• Selecting ‘Return to registration 
form’ will the take you back to the 
registration form 

 

• Once back to the form, again, 
select ‘Save and Check for 
Duplicates’ 
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Review Record 

• You will again be presented with the details of the “potential” 
duplicate CICI 

• Having previously established if the record is a duplicate or 
not; scroll to bottom of the page and select ‘Add to Pending 
Actions’ 
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Pending Actions  
• Your Registration is now in your Pending Actions basket (top 

right hand corner) 

• You may continue registering or Certifying more entities, or 
select ‘Proceed to Checkout’ if all actions are complete 

• You may then process payment. Please go to payment 
processing section if required 
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Registration - Resultant Outcome 

• Once payment is complete, your CICI will be generated and your 
Registration will be sent to the Validation Team for checks against 
publically available, corroborative sources 
o If paying by wire: Please allow at least 5 days after a wire payment is made for it to be 

recognised and completed. CICI code will not be generated until payment is recognized 

• Once this process is complete, the “Record State” will update to reflect 
the findings by the Validation Team 

o Typically the turnaround is 72-96hrs 

• The CICI is assigned and added to the CICI database, the CICI is now 
useable 

• Two emails sent: A receipt of payment and CICIs assigned due to 
registration 
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Certification – A Step by Step Guide 

• A Primary Party must Certify a record that was previously 
registered by a Third Party prior to Nov 16th, 2012 
o All CICIs in the database seeded by the DTCC and SWIFT can be 

Certified, for example. These are currently in the database as 
NOT_CERTIFIED 

o Cost: $100 USD 

 

• Certified records must be re-certified after 12 months 
o Cost: $100 USD 

 

• CFTC guidance regarding Certification can be found here 
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http://cftc.gov/ucm/groups/public/@newsroom/documents/file/dmo_odtadvisory.pdf


Certification 

Select ‘Certify & Challenge’ 
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Search for an entity 

• Enter your legal entity name 

• Add filters if required 
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Search for an entity 

• Find your entity in the list of results 

• Select ‘View Details’ 
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Entity Details 

• Select ‘Certify or Challenge this Entity Record’ 
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Select an option 

• Select ‘Certify this Entity Record’ 
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Edit fields as required 
• All fields are editable, if your entity has changed any of its 

details. You may add ultimate parent(s) at this stage also.  

• Select ‘Certify’ when complete 
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Edit fields as required 
• Please note, you must not change the legal name assigned to a CICI to 

that of another distinct legal entity during a Certification  

• CICIs are assigned to a distinct legal entity which cannot change due to 
persistence rules in place (17 CFR 45.6(b)(6)) 

• Should you require a CICI for a legal entity not currently in the database, 
please use the Register an Entity function  

• Please note we may not be able to offer refunds in the instances where a 
Certification has failed due to this 

• Please contact customerservice@ciciutility.org if you are at all unsure 
about proceeding with a Certification due to Persistence rules, further 
guidance can be provided 
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Potential duplicates found 

• You will be presented with a list of possible duplicates 

• Compare details if you believe your entity may be a duplicate 
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Potential duplicates found 

• If no duplicates found, scroll down to the bottom of the page 

• Select ‘Add to Pending Actions’ 
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Pending Actions 

• Your Certification is now in your Pending Actions basket 

• You may continue registering or Certifying more entities, or 
select Proceed to Checkout if all actions are complete 

• See payment processing section for next steps 
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Certification - Resultant Outcome 

• Once payment is complete, your Certification will be sent to 
the Validation Team for checks against publically available, 
corroborative sources 

• Any requested changes will not be live on the Portal until the 
Validation team have completed its checks 

• Once this process is complete, the Certification State will be 
changed to CERTIFIED.  
o Typically the turnaround is 72 - 96hrs 
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Challenges – A Step by Step Guide 

• Primary Parties and Third Parties may advise us of corrections 
and updates to reference data held for all CICIs in the 
database 
o Cost: Free 
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Challenges 

• Select ‘Certify & Challenge’ 
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Search for an entity 

• Enter your legal entity name 

• Add filters if required 
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Search for an entity 

• Find your entity in the list of results 

• Select ‘View Details’ 
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Entity Details 

• Select ‘Certify or Challenge this Entity Record’ 
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Select an option 

• Select ‘Challenge This Entity Record’. Primary parties use top 
option, Third parties use bottom option.  
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Edit fields as required 

• All fields are editable. Please change all fields that require 
corrections and updates 

• A Primary Party may add ultimate parent(s) at this stage also.  
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Edit fields as required 

• You may challenge a CICI record to indicate it is a duplicate of 
another CICI 
o Tick ‘This entity record is a duplicate of another entity record’ 

o Select ‘Select Duplicate CICI Record’ 

o Search for the correct CICI record, and select ‘Add Duplicate’ 
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Edit fields as required 

• One finished, please complete the captcha, and select 
‘Challenge’ 
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Resultant Outcome 

• Once complete, your Challenge will be sent to the Validation team 
for checks against publically available, corroborative sources 

• Any requested changes will not be live on the Portal until the 
Validation Team have completed its checks 

• An email will be sent to the account used to challenge the record 
once the Validation Team has completed its process. This typically 
takes 72-96 hours. 

• Two possible outcomes: 
o Challenge accepted – The changes supplied by the challenger have been 

confirmed via publically available, corroborative sources. Requested changes 
to the data have been accepted, and the CICI Utility Portal updated.  

o Challenge not accepted – The changes supplied by the challenger were not 
able to be corroborated via publically available sources. The requested 
changes will not be added to the portal.  

 

Copyright, Business Entity Data BV 35 



Processing Payment – A Step by Step Guide 

• Registrations and Certifications require payment 

• All requested actions will show in your pending actions queue 

• Select ‘Proceed to Checkout’ to commence payment 
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Billing Information  
• Please fill in Billing details. These should match what is held by your 

payment account. Then select payment option: 

• Click here for Credit/Debit card payment guide 

• Click here for Wire transfer payment guide  

o NOTE: Wire transfers do not result in an immediate assignment of a CICI 
code. Codes are assigned once payment clears, which may take at least 5 days.  
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Wire Payment 
• Please read the Payment Details section very carefully.  

o Important details regarding how to submit wire payment can be found in this 
section, as well as relevant payment instructions. A printer friendly PDF copy 
can be found at this link 

• Once ready, click Terms and Conditions Box, enter Captcha, and select 
‘Hold Order and Pay via Wire’ 
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https://www.ciciutility.org/Attachments/CICI_Wire_Payment_Instructions.pdf


Wire Payment 
• You will be presented with your order number, which you must include in 

the memo field of your wire payment 

• Payment Details as seen on p39 can also be found under the Payment 
section of the FAQs. A printer friendly copy can be found at this link 

• You may now transfer the required payment using the order code and 
provided instructions 
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https://www.ciciutility.org/Attachments/CICI_Wire_Payment_Instructions.pdf


Wire Payment 
• Your ‘Pending Actions’ page will show all pending orders made via wire 

transfer for which payment has not yet been received  

• It provides the order code to be used during payment (if not yet made), 
and the link will take you to the order details (as seen on page 38) 
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Wire Payment - Outcome 

• Bank information for wire payments - Please follow instructions 
very carefully 

• Once the transfer is made, please allow at least 5 days for the 
payment to be recognized 

• If making a wire payment for a new Registration, please be aware 
that your CICI code won’t be assigned until payment is recognised.  

• Once payment is recognised, your request will be sent to our 
Validation team to review the submitted data 

• Please allow 72-96 hours for all the Validation team to complete its 
checks 

• If you experience any issues with payment, please contact us at 
customerservice@ciciutility.org 

 Return to Registration Section 

 Return to Certification Section 
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https://www.ciciutility.org/Attachments/CICI_Wire_Payment_Instructions.pdf
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Credit/Debit card Payment 
• Enter credit card details, and select ‘Complete’ 

• Do not refresh page or press back button whilst payment is processing 
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• If payment hangs, contact CustomerService@ciciutility.org  

mailto:CustomerService@ciciutility.org


Order Complete 

• Transaction is complete 

• Select ‘Print Invoice’ 
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Credit/Debit card Payment 

• Once complete, you will receive an invoice on screen, as well 
as an email confirmation. 

• Your Registration or Certification will be sent to the Validation 
team to check the supplied reference data against publically 
available, corroborative sources 

• Please allow 72-96 hours for all the Validation team to 
complete its checks 

• If you experience any issues with payment, please contact us 
at customerservice@ciciutility.org 

 Return to Registration Section 

 Return to Certification Section 
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Ultimate Parent CICI 

• Although not mandatory at this stage, it is desirable to add 
Ultimate Parent(s) CICI’s to subsidiary entities 

• It is recommended that if an Ultimate Parent(s) is not already 
registered on the Portal, this should be done before 
registering subsidiary entities. We suggest this as: 
o Ultimate Parent CICI’s can be added when registering, certifying, or 

challenging as the Primary Party. 

• When the Ultimate Parent(s) has been registered, the UP CICI 
is immediately useable, it can then be added when registering 
or certifying subsidiary entities 
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Adding Ultimate Parent CICI 

• Select ‘Add Ultimate Parent CICI’ to add parent 

• You will then be directed back to the registration form 
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Result of adding Ultimate Parent CICI 

• You should now see the parent name in the ‘Ultimate 
Parent(s)’ box 

 

 

 

 

 

 

• Back to Registering an entity 

• Back to Certifying an entity 
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