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1. Introduction 

This User Manual provides the information necessary for the Employers to effectively use the NSSA 

Self-Service Portal. This user manual can be used as a reference on how to navigate the Self -Service 

Portal and as a first line of support. It is also used as a guide in helping to troubleshoot common 

problems. This document provides screen prints and corresponding narrative to describe how to use 

the Self -Service Portal. This is the first version of the manual, and it will be gradually updated as 

changes are made on the Self-Service application. Note: The term ‘user’ is used throughout this 

document to refer to a person who requires and/or has acquired access to the Self - Service Portal. 

The NSSA Self-Service Portal is a web-based application, and its main purpose is to allow members 

and employers to login and access information from the comfort and safety of their homes there by 

providing service delivery. 
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2. Getting Started 

There are two options to access the NSSA Self-service portal 

Option A 

1. Open your browser, copy and paste the below link to the web address 

bar and press enter. https://selfservice.nssa.org.zw 

• This will lead you to the below User login page. 
 

 

https://selfservice.nssa.org.zw/
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Option B 

1. Type https://www.nssa.org.zw/ on the browser to access the NSSA website. 

2. On the NSSA website click the Self-Service Portal Link 

https://www.nssa.org.zw/
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4. Help 

 
For help on how to use the self-service portal, select the icon on the bottom right corner 

 
 

• Fill in your request details and click submit. 
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1. Register a New Employer 

This functionality allows new corporates or employers to register to NSSA. 
 

1. Click Register Employer at the top right corner of this page. 
 
 

 
 
 
 
 

1. Enter the company main details. 

NB Registration date is the date your organization was registered and start date is the date 

when the organization started operations. All the fields with a red star at the end of field label 

are mandatory. 
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2. Click the next tab Contact details and fill in all the required fields. If the postal 

address is the same as residential address, click on Same as residential 

address and the details will be copied across. 

 

3. Select the bank details tab and fill in the Bank name, Branch and Account number. Once 

you select the bank, their branches are automatically by the branch name drop down 

menu. 
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4. Select next to fill in contact person/or director details tab and fill in all the mandatory 

fields which are depicted by a red star at the end of each label. Click this icon to add 

details 

 
 

 

5. Click the Company Documents tab and click browse to select required documents to be 
uploaded. 
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6. Click Submit after filling all the required fields. 

7. A confirmation message will be displayed as shown below. 
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2. Register Employer Representative 

This functionality is used to register employees who will be responsible for performing 

employer related activities on the portal. This functionality is only exposed to NSSA personnel. 

All employees who have not been registered as employee representatives will not be able to 

sign up or create an account the portal. 
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3. Create an account for Existing 
Employers 

This functionality is used by an employer to register himself/herself on the self-service portal. 

The contributor must have a phone number in the NSSA system. 

Company directors must submit their details of their representatives to NSSA 

before they create an account on the portal. 

1. Click Create an Account 

2. The following screen will appear, and the registered employer representative will fill in 

their details and click sign up once completed. 

Note that the details to be entered here must be the same as those which have 

been registered in BPS (submitted to NSSA) 
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. 

3. After clicking sign up, an email will be sent to the email address you provided, see below 
screen shot. 

 

 

4. Click Confirm 
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4. Sign In 

This functionality is used to authenticate the user/contributor to the self-service by verifying that 

the provided username and password exist in the NSSA system. Once the account has been 

confirmed, the user can sign in and have access to the self-service Employer Account. 

The following screen will appear after successfully logging in 
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5. Resend Email Confirmation 

If the email is not received, go to the home page, and click on Resend email confirmation. 
 

 

• The following page will appear, enter the email you want the confirmation to be sent 

to and click Send confirmation token. 
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6. Forgot password 

This functionality allows the user to reset password when he/she no longer remembers it. 

This can be done by clicking Forgot your password? option on the user login page for the 
employer. 

 

 
 

After clicking forgot your password, the following page will be displayed, enter your email address 

and click reset password. 

The page below will be displayed and a forgot password confirmation will be send to your email. 
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The email will have the following message, click on set new password. 

 

Enter the new password and confirm and click reset. 
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Confirmation that the password has been reset is displayed on the screen, proceed to login, and 

use the new password and username to login. 
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7. Change Password 

This functionality can be used to change the password at any time when the user feels it has 

been compromised or for the regular password changes necessary to improve security. 

1. User must be logged on the portal, on the home page select User profile. 

 

When you click view profile, the following page appears. The user then clicks on Change 

password. 
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Enter the new password and confirm it and then click update password. 

 

The confirmation that the password was updated will be displayed on your screen. 
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8. Employer Details Viewing 

This functionality enables employers to view their details. The portal will display details as 

registered in the NSSA database. 

Click on Employer details on the Left Pane or alternatively click on the Employer Details tile on 

the home screen and the system will display the member details that the representative is 

currently logged under. Below shows the illustration of the Employer Details Window 

View Main Details 
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View Contact Details 
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View Bank Details 
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9. Update Employer Details 

This functionality allows the employer to update selected fields such as contact 

details and bank details. Select the fields to be updated, type the new field, and 

click submit. 
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10. P4 Template 

A sample monthly contribution report that guides employers on the format in which they must 

submit their monthly contribution. 

Steps 

To access the P4 template, select contributions manager option on the left pane. 
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After clicking contributions manager, the following page will be displayed and select the 

Upload contributions option and click it. 

 

After clicking the Upload contributions, the following page is displayed and then click on the 

link to download the P4 template. 

 
 
 

The template will be downloaded with the current employees of the employer and their details. 

What will be missing are the earnings and contributions which the employer will provide and 

save the file for upload. 
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The file should be saved as .xls, .xlsx or .csv. The file should have contributions for a single 

period and the Period should be in the format Year and Month (YYMM e.g., 2007 resembling 

July 2020). Dates should be in the format Day/Month/Year (dd/MM/yyyy e.g., 31/01/2020) 

 

 
 

11. Contributions Declarations & Upload 

This functionality allows the employer to declare the total number of employees and total wage bill 

for the specified month. 

Steps 

• Select Contributions manager 

• Click Upload contributions button. 

• Select the period, (in the format YYMM e.g.,2104 for April 2021) 

• Enter the total number of employees in which you want to update contributions for both 
schemes. 

• Enter the Total Insurable earnings amount for POBS and APWCS. 
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NB Once you select the period the declarations page is displayed as follows. 

After making declarations, click on choose files & Select a file to be uploaded. 
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Click on Browse to navigate to the location of your saved P4 file and select your file as illustrated 
below and click open. 
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The name of your selected file will now appear after the browse button as illustrated below 
 

 

 
 
 

Click the Preview button. 
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• After clicking preview the system will validate all the records contained in your selected 

file a report will be generated that will show the summary of records that have passed 

and those that contain errors. 

• Records with errors will be highlighted in red text and those without errors are highlighted in 
green text. 

• See illustrations below. 

NB All the records passed validation without errors. Click the upload button and the contributions 
will be uploaded. 
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The window below shows the successful upload of the contributions. 

The illustration below shows the file with some records with errors. You can then export this file as 

excel or csv and correct the records with errors. 
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To export click of either of the buttons in a red rectangle 

 

 
To see the error description, just hover the mouse over the “false” word under “Is OK” column 

and an error message will be displayed as shown below. 

 

The exported file will be the same as the file you have prepared for upload with extra columns 

showing that they failed validation, the reason why they failed, batch number and the source 

document. You can make corrections to the file and then remove the other columns that are not 

needed for upload. 

 
 
 

Another way to view the complete listing of the errors is to click the generate PDF and the system 

will generate a report that will show all records with their corresponding statuses and error 
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description as shown below. 
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12. Contributions Report 

Contribution report will generate a list of contributions for a specific period for the 

employer made to NSSA. Click on the option Contribution reports and the window 

below is displayed. 

 

 
 

 
To filter the records, select a filter criterion. 

• Option -All- gives you contributions for all employees for a specific period. 
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Specify the period you want the report to cover. 

 

 
 
 

Click on the Preview button and the Contributions report is displayed. 
 

 

 
The other options display contribution for a specific employee for specific period based on the 

either SSN number or employee BP number. 
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Click preview to display contribution. The following page will appear. 
 
 

 
 

You can print, copy, or export the report to excel, csv and pdf formats. 
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13. Contributions Calculator 

This functionality allows the employer to calculate both employee and employer contributions 

based on the entered Insurable earnings and the selected period. 

 
 

 

 
 

The illustration below shows the calculation for the current period in format YYMM 2104 (ie 2021 
APRIL) 

• Select period. 

• Enter total insurable earnings. 
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You can also calculate for previous periods, and it will show you how much you were paying then, 
the rate and ceiling. 



A L i f e - L o n g P r o m i s e P a g e 42 | 96 
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14. Employee Management 

Register New Employee 

This functionality enables an employer to register new employees with NSSA. The system 

will create a NSSA Number (SSN) for that employee. A registration notification email or 

SMS will be sent to the employee’s email or telephone. 

Steps 

• Upon successfully logging onto the portal, Click on Employee Management on the left pane 
menu. 

• Select Register New Employee. The screen below will appear. 
 

 
 

• Enter employee details in the text boxes, you should ensure fields marked * are 

populated, as these are mandatory fields. 

• Select the contact tab and Employment tab and fill all the required fields. 

• Scroll to the bottom of the page and click submit. 

• When the new employee details have been successfully added the successful record 

message will pop up as illustrated below 
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Current Employees Listing 

This functionality lists all the employees that are currently working for the employer. 
 

 

 
Update Employee Details 

To edit or update information on an existing employee, go to current employee listing and 

select the employee you wish to edit and click the Edit button under Action Header. 

The Update Employee window will appear as illustrated below. 
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Enter your new details in the field boxes, you should ensure boxes marked * are populated, as 

these are required fields. Once you have entered the main details and Contact details scroll to 

the bottom of the page and click submit When the new employee details have been 

successfully updated the successful update message will pop up as illustrated below 
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Former Employees 

Shows a list of employees that were previously employed by the organization. The Former 

Employees Listing provides a record for future reference when the employee needs to claim his 

or benefits from NSSA. See illustration below. 

 
 
 

 

Employee statement 

This functionality generates a contributor’s employment statement in pdf format. 

Steps 

• Select Employment statement under Employment Management. 

• Select the criteria e.g., Zimbabwe Identity Number and Click the search button 
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Select year and click generate Statement. 

The statement will be generated in pdf format. 

Generating statements for all employees 

• On search criteria select all 

• Select year. 

• Click generate statement. 

• A folder consisting of all employee statements will be downloaded. 
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Update Employment/Employee Cessation 

This functionality enables employers to edit or change employment details for current and former 
employees. 

Steps 

• Click Manage Employment on the left pane and the below screen should pop up. 
 
 

Click on Criteria to select the key field to search for the employee you wish to edit and enter 

appropriate details. 
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The following screen will appear after clicking search, the existing employments will be listed at 

the bottom of the screen. 

 

To update the existing employment, Click Edit on the listed employment. The following screen will 
pop up. 
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Enter your new details in the field boxes, you should ensure boxes marked * are populated, 

as these are required fields. Once you have changed your details scroll to the bottom of the 

page and click submit 

If you no longer wish to save the changes, click on close. 

 
 

Create New Employment/ Add employment 

On the Manage Employment pane click on Add Employment, the below screen will pop up. 
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• After all the mandatory fields have been filled scroll down and click submit and the new 

employment will be added. 

NB Start date should be within 3 months from today. 

• The message below will pop up to show that the new employment has been successfully 
added. 

 

 

Click OK to exit. 

 
 

Generate Employment History Statement 

• Click on Manage Employment on the left pane of the home screen. 

• Select criteria and enter the search criteria details. 

• Click Employment Statement 
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Click on Employment Statement, a pdf statement will appear as illustrated below. 
 

 

 

User can choose to save the file to disk by clicking the icon  or can print the 

document by clicking Exit by clicking the back button 
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15. Accounts 

The functionality is used to generate account statement for the organization being represented by 
the logged in user. 

Step 1 

• Select Account on the left pane. 

• Click account statement. 

• Select the Start date and End Date and click Preview as shown below. 

• Click preview. 
 
 

 

The system will generate PDF statement which show list of Bills, Payments and Balances as 
illustrated below. 
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A L i f e - L o n g P r o m i s e P a g e 56 | 96 

 

 

 

16. Employer Bill estimate report 
This generates the estimate bill for the current month or previous periods as stated by the requester. 

Steps 

• Select Account 

• Employer Bill statement 

• Enter period. 

• Click Preview 
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Employer Estimate Bill will be displayed, see sample below. 
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17. Compliance Inspection 

To view the compliance inspection 

sheet of a given period Step 1 

• Click on Compliance Inspection in the navigation menu then select View 

inspections from the drop- down menu that appears as illustrated below. 

• Enter start period and End Period then click on Preview. 
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The compliance sheet for the selected period will appear as shown below. 
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18. Generate Compliance Certificate 

This functionality allows employers to generate a compliance certificate. 

 
Step 1 

In the home page as in the screenshot below select Compliance certificate 

 
Click Compliance Certificate and you will be redirected to another page and the compliance 

certificate will be displayed as shown below. 
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NB If the Employer has not submitted contributions in the last three months a compliance certificate 

will not be issued. Instead, the user will receive the error as shown below: 
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19. Clearance Certificate Verification 

 
This functionality allows the user to verify the authenticity of their organization’s Compliance 
certificate. 

 
Step 1 

 
 Select Verify Certificate from the user login page as shown below. 

 



A L i f e - L o n g P r o m i s e P a g e 64 | 96 

 

 

 

After clicking Verify Certificate the below screenshot will be displayed. 
 
 

 

Step 2 

 
Enter the following details (SSR Number, Certificate Number, Verification Code) which are 

available on the generated Compliance Certificate. 
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Step 3 

 
If the certificate is genuine and authentic, it will display as in the screenshot below: 
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If the certificate is not authentic, a screenshot as the one below will be displayed. 
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20. Generate Employment History 
Statement 

This functionality allows the user to generate an employment history statement for all employers 

previously worked for and/or currently working for. The user should be registered by NSSA under 

the organization they are trying to generate the employment statement for. 

 
Step 1 
Click on the Account Tab from the Home page
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Step 2 

 
Click on the Account Statement Tab and the following screen appears. Enter the dates for which 
you wish to view the employer statement and select preview 
 

 

 
 

 
 

 
User will be directed to a new web page and the statement will be displayed as in the screenshot 
below:
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End 

 

 

 

 

 

 

 

 

 

 

 

 

 


