
Contributor Guide 

STEP BY STEP TO ONBOARD YOUR COMPANY TO AFRIEXIMBANK-MANSA PLATFORM 
BEFORE YOU REGISTER, WE ENCOURAGE YOU TO TAKE A MINUTE TO BROWSE THROUGH THIS GUIDE  
BEFORE YOU GET TO THE POINT TO CONTRIBUTE ON THIS PLATFORM, YOU HAVE TO FIRST REGISTER

BELOW ARE THE STEPS TO REGISTER AND THEN UPLOAD YOUR DOCUMENT. 

REGISTRATION TIPS: 

 The simplest way to start and finished the registration in a short time and effortlessly; is
to PREPARE ALL REQUIRED DOCUMENT.

 SCAN THE DOCUMENTS in the order required into a folder.
 TYPE OUT OTHER DETAILS; Like Name, Position, Role, Phone Numbers, and addresses on a separate

page to enable you just copy and paste as required

MANDATORY/REQUIRED DOCUMENTS TO BE UPLOADED (Click here to see 

mandatory fields and requirements) 

Application/Authority Letter (click to see sample) 
Company Logo 
CAC Registration documents 
Current and Valid Export Certificate  
UBO (click to see sample) 
1-3 Years Account/Bank Statement of your Company
Identification Documents of Business Owners (Driver license, etc)

CLICK HERE TO REGISTER AND ONBOARD AS A CONTRIBUTOR

Click Here (BENEFITS/INCENTIVES) To See the benefits/incentives of Registering on 
the MANSA Digital  Platform 

For clarifications/help to register, please send us a mail at 
afreximbankproject@businessindex.com.ng or call: +234 (0) 803-3497-109, 
903-0001-239, 903-0001-485

mailto:afreximbankproject@businessindex.com.ng
https://www.mansaafrica.com/wps/portal/AFRIXEM_Portal/HiddenPages/registerLoginPage/!ut/p/z1/04_Sj9CPykssy0xPLMnMz0vMAfIjo8zifSx9DQyN_Q38DDw9XAwC3X3cTf19jYzd_U30wwkpiAJKG-AAjgZA_VFgJQgTwgzdDBzNA0INgwIMjQyCDaAK8JhRkBthkOmoqAgA0Zj_Yg!!/dz/d5/L2dJQSEvUUt3QS80TmxFL1o2X0w5TTAxM08wTjBJSUYwQU5RSEw2Q0YxME0y/#!/
MANSA MANDATORY FIELDS FOR  SMEs.pdf
MANSA BENEFITS.pdf
SAMPLE APPLICATION LETTER.pdf
SAMPLE DECLARATION OF UBO.pdf


 

                                                                                                                  
 
 

REGISTRATION PROCESS: 
 

Step One: 
Registration (Maker) 

Step Two: 
Confirm your e-mail account 

Step Three: 
Create a Checker’s (supervisor) Account (The maker can also be the checker, but you 
have to use a different e-mail account as the checker) The idea is to ensure that 
someone else in the company is aware, that you are submitting the company’s 
document to Our Platform 

Step Four: 
Contribute; this is the stage you are to submit all necessary documents to the 
platform 

Step Five: 
Finished Registration 

 
Step Six: 
REVIEW YOUR DATA BEFORE SUBMISSION 

 
Step Seven: 
Supervisor (Checker) Approves the registration and data uploaded 

 
 
 

For clarifications/help to register, please send us a mail at 
afreximbankproject@businessindex.com.ng or call: +234 (0) 803-3497-109,  
903-0001-239, 903-0001-485 

 
 
 
 
 
 
 
 
 
 

mailto:afreximbankproject@businessindex.com.ng


 

                                                                                                                  
PART 1 ACCOUNT CREATION 

 

CLICK ON REGISTER/LOGIN 

 
 

CLICK ON REGISTER AS CONTRIBUTOR 

For clarifications/help to register, please send us a mail at 
afreximbankproject@businessindex.com.ng or call: +234 (0) 803-3497-109,  
903-0001-239, 903-0001-485 

mailto:afreximbankproject@businessindex.com.ng


 

                                                                                                                  
FILL IN THE DETAILS AND CLICK ON CREATE ACCOUNT 

 

 
 
 

For clarifications/help to register, please send us a mail at 
afreximbankproject@businessindex.com.ng or call: +234 (0) 803-3497-109,  
903-0001-239, 903-0001-485 

 

mailto:afreximbankproject@businessindex.com.ng


 

                                                                                                                  
 
 
 
 

PART 2 ACCOUNT CREATION CONFIRMATION 

YOU WILL RECEIVE AN EMAIL TO ACTIVATE ACCOUNT. 
CLICK THE LINK IN YOUR E-MAIL TO REDIRECT YOU TO THE PLATFORM AND ACTIVATE ACCOUNT SUCCESSFULLY 

 
 

For clarifications/help to register, please send us a mail at 
afreximbankproject@businessindex.com.ng or call: +234 (0) 803-3497-109,  
903-0001-239, 903-0001-485 
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PART 3 SUBMITTING OF BASIC COMPANY DATA AND AUTHORIZATION 

YOU WILL BE REDIRECTED TO REGISTER AS A CONTRIBUTOR 
ENTER COMPANY’S DETAILS LIKE [REGISTRATION NUMBER, REGISTRATION DOCUMENT, LETTER OF 
AUTHORIZATION, TELEPHONE, ADMIN DETAILS AND CLICK ON CONTINUE, THEN CLICK ON SUBMIT FOR 
AUTHORIZATION. 

 

 
 



 

                                                                                                                  

 
 

 
For clarifications/help to register, please send us a mail at 
afreximbankproject@businessindex.com.ng or call: +234 (0) 803-3497-109,  
903-0001-239, 903-0001-485 

mailto:afreximbankproject@businessindex.com.ng


 

                                                                                                                  
PART 4 ADDING A SUPERVISOR (CHECKER’S) ACCOUNT CREATION 

SECOND PHASE IS THE CONTRIBUTING PART 

Click on “Manage Users” 
And add a “checker” for the Entity (the Idea is to ensure someone else is aware that you are submitting documents 
to the platform), so you can use another of your e-mail and name to create “checker” account. The Checker will 
always login to Approve the info the maker has submitted. 

 
 
 
 

For clarifications/help to register, please send us a mail at 
afreximbankproject@businessindex.com.ng or call: +234 (0) 803-3497-109,  
903-0001-239, 903-0001-485 

 
 
 
 
 

mailto:afreximbankproject@businessindex.com.ng


 

                                                                                                                  
ADD THE DETAILS OF THE CHECKER AND THEN, CLICK THE DROPDOWN TO SELECT YOUR COMPANY TO 
ASSIGNED THE PRIVILEGES FOR THE CHECKER AND CLICK CREATE. 

AN EMAIL WILL BE RECEIVED BY THE CHECKER TO ACTIVATE HIS EMAIL AND ADD HIS CREDENTIALS 

 
 
 
 
 
 

For clarifications/help to register, please send us a mail at 
afreximbankproject@businessindex.com.ng or call: +234 (0) 803-3497-109,  
903-0001-239, 903-0001-485 
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PART 5 SUBMITTING OF VITAL DOCUMENT TO THE PLATFORM 

SELECT CONTRIBUTE FROM THE LEFT, 

 
 
 
 
 
 
 
 

For clarifications/help to register, please send us a mail at 
afreximbankproject@businessindex.com.ng or call: +234 (0) 803-3497-109,  
903-0001-239, 903-0001-485 

 
 
 
 
 
 
 
 
 
 
 

mailto:afreximbankproject@businessindex.com.ng


SELECT YOUR COMPANY’S NAME FROM THE DROPDOWN, IT WILL OPEN TO AN 8 FIELDS OF REQUIRED 
DATA AND DOCUMENTATION, UPLOAD DOCUMENT AND COMPLETE THE FIELDS AS REQUIRED AND 
APPLICABLE TO YOU TILL THE END. 

AT THE BOTTOM OF EACH PAGE, CLICK ON THE DROPDOWN AND SELECT “BUSINESSINDEX-NIGERIA” 
FROM THE LIST, AS YOUR VERIFIER. (See MANSA partnership letter with NEPC, authorizing BusinessIndex as verifier) 

For clarifications/help to register, please send us a mail at 
afreximbankproject@businessindex.com.ng or call: +234 (0) 803-3497-109, 
903-0001-239, 903-0001-485

CLICK SAVE, CONTINUE TO NEXT PAGE; KEEP SELECTING BUSINESSINDEX-NIGERIA AS THE 
VERIFIER TILL END AND LAST PAGE. 

mailto:afreximbankproject@businessindex.com.ng
MANSA NEPC AUTHORITY LETTER.pdf


 

                                                                                                                  
PART 6 REVIEW YOUR DATA BEFORE SUBMISSION 
CLICK THE + SIGN TO REVIEW YOUR DETAILS IN EACH SECTION, THEN CLICK ON COMPLETE TO SUBMIT. 

 

 

 
For clarifications/help to register, please send us a mail at 
afreximbankproject@businessindex.com.ng or call: +234 (0) 803-3497-109,  
903-0001-239, 903-0001-485 
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PART 7, A SUPERVISOR (CHECKER) RECIEVES THE DATA SUBMITTED, CROSS CHECK THE DATA AND APPROVE 

 
AFTER SUBMITTING, THE PROFLE WILL BE REDIRECTED TO THE CHECKER TO APPROVE IT. THE CHECKER WILL FIND 
THE CASE IN THE NEW INCOMING REQUESTS. IN THE CONTRIBUTION CHECKER TAB, HE WILL OPEN THE CASE. 

 

 
 

THE CHECKER CLICKS ON THE + TO VERIFY THE INFO AND MUST ENTER HIS DETAILS AND POSITION IN THE 
COMPLIANCE INFORMATION SECTION; LIKE MD, CEO, COO, CFO, ETC. TO APPROVE THE PROFILE 

 



 

                                                                                                                  
 

THEN PRESS APPROVE OR REJECT (IF UPLOADED INFO IS FALSE) OR REQUEST UPDATE (IF UPLOADED INFO IS NOT 
ACCURATE). 

 
 

NOTE 
If the Checker rejects; your submission/profile will be terminated. 

If Checker requests for more info/update, your profile will be returned back to the maker. 

If approved, your profile will be moved to the next step which is Verifier’s step. 

 
The verifier (BUSINESSINDEX-NIGERIA) will verify the uploaded profile/information; either OK it 
and pass to Afreximbank for approval or request for more information, if information is missing. 

 

At each stage, the system will notify you on the status of your profile up to the point of approval 
and publish. 

 
 

For clarifications/help to register, please send us a mail at 
afreximbankproject@businessindex.com.ng or call: +234 (0) 803-3497-109,  
903-0001-239, 903-0001-485 
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