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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

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

National Social Security Authority [# Register Employer  BEMySSN  #Verify Certificate @) NSSA Home

nsSsQ

A Litelong promise

USER LOGIN

Member Login Empioyer Login
e mapiyas(nssa org 2w Email mapiyaaiinssa org 2w
Password e Password fe—
Tl Remember Me ) Remember me

-

Forgot Your Pa

[B N55A Self Servies Portal Input Formupdf
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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

® Zanner-Natic X | = EmpioyesCor X | @ VihatsAop X @ Baner-Natc X 4 = (] X
& C | @ nssaogw B8 % 0 :
2638677000455 Sinfo@nssaorgzn £ ¥ G+ N \ D
SHFSERVICE PORTAL  ABOUTNSSA »  NEWS & MEDIA v

nssa EMPLOYER ~  EMPLOYEE v PENSIONER v SAFETY & HEALTH v MORE ~  FAQS

A Lifelong promise

Ll O Typehere 1o search
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4.Help

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

Member Login

Employer Login
Username mapiyae@nssa.org.ow Email mapiyae@nssa.ong.zw
Password e Password o
— Remember Me | Remember me

Forgat Your Password?

Forgot Your Password?

Resend email confirmation

[ NSSA Self Service Portal Input Form.pdi

e Fillin your request details and click submit. il g

For all queries and assistance, fill the form below

Elijah
emapiya@gmail.com

How do | register to NSSA

We're ¢ by tawk.to
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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.

nsso National Social Security Authority [ Register Employer ~ BEMySSN ¥ Verify Certificate

A Lifelong promise

USER LOGIN

Member Login Employer Login
Username — Email i
Password Password Password Password
_l Remember Me [ Remember me
P @ Creote snAcoount. @ Createen Account
Forgat Your l;i'].‘.ﬁ\‘.'lJilr.” . Forgot Your P.N;j'\‘.ltll\".'."

Resend email confirmation

[ MSSA Self Service Portal Input Form.pedf

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.

ALife-LongPromise Page8|96
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[# Employer Registration

2. Contact Defails
3, Banking Details

4, Directors & Contact Person

5, Supporting Documents

ALife-LongPromise

Main Details

Trade Name *

Legal Name *

Industry Code *

Company Type *

Business Activity

Start Date ™

Total Mo Of Employees *

Total Wage Bill *

Trade Name

Legal Name

| Please Select
| Please Select
: Main Activity

| Commencement Date

Total No. Workers

Wage Bill
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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.

[ Employer Registration

1. Main Details Residential Address Postal Addrass

2 Contagt Dietails

' Same as residential address
Physical Address * s i Postal Address ¢
Country * Please Select v, Country * Flease Select
Town/City * LARRSE ARNRCE " Town,City * Hleaze Gelect
Contact Details
Mobile Numbser * fobil Meutnbe Email *

Telephone Number :

Y e [

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.

[Z Employer Registration

1. Main Details Bank Details

2. Contact Details

II

Bank Name * Pleage Salect o
4. Banking Details

Branch Name * Please Select v

Account Number *

o ()
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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 gf each label. Click this icon to add

details

[ Employer Registration

1. Main Details

2. Contact Details

Firstname Lastname Id Number Gender
3. Banking Details
4, Directors & Contact Person
@118 M Previous | Next M
-+ Add Director/ Contact Person
m Is Director 2 ~ Director Type ™
Flease S=sl=ct Flea== Sel=ct Flease S=lect -
First Name: * Surname: *
Title * Gender * Marital Status *
Fleaze S=slaect Fleass Select Flease Select -

Citizenship ~

Please Select

Birth Date *

Email Address: =

Email Address

MNationality ~

Pleas= Select

Start Date *

e B Ay

Id Number =

eg S23-00000001 263

Social Security Number

Soctal Security Mumber

FPhone Number: *

‘hone Number

Close

5. Click the Company Documents tab and click browse to select required documents to be

uploaded.

ALife-LongPromise
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Upload Documents

Certificate of Incorporation * Choose File .... Browse
Articles of Association * Choose File .... Browse
Memorandum of Association * Choose File .... Browse
List of Directors(CR6) * Choose File .... Browse
Company Address(CR5) * Choose File .... Browse
Attach Employee Details in Excel Choose File ..., Browse

*

A
h Download Employee Details Template

Cancel Submit <4

6. Click Submit after filling all the required fields.

7. A confirmation message will be displayed as shown below.

Employer Registration

Registration has been sent for verification, we will notify you once the verification process is complete, For follow-up use the following details, Reference Number: 200107600, Please click e

return to log in page.
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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

USER LOGIN

Member Login Employer Login
Username davis3079@gmail com Email davis3079@gmail com
Password iuietae Password
_| Remember Me [JRemember me
B @ceseancon [ Crestean Accourt

Forgot Your Password? Forgot Your Password?

Resend email confirmation

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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Employer Sign Up

First Name * Last Name *
Davison Chihambakwe

Nationality * ID Number *
Zimbabwe ~ TTO1EI00W2T

Email Address * Organisation *
davis2073@gmail.com Barry Mell Chemist

Social Security Registration Number =

| 0100775

Password * Confirm Password *

3. Atter clicking sign up, an email will be sent to the email address you provided, see below
screenshot.

EMAIL CONFIRMATION > fnbos

NSSA Self-Service Portal <nssapayments@nssa.org.zw=
tome -

Hello Davison,

This email is a security measure to confirm your NSSA Self-service Portal account registration,

and that this email address belongs to Davison Chihambakwe. If it is, please tap/click the Confirm button below.

Your account will not be created until your email address is confirmed.

4. Click Confirm
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4. SignIn

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.

USER LOGIN

Member Login Employer Login
Username davisa079@gmail com Email davis307a@amail com
Password S Password L.
| 'Remember Me [ IRemember me
_ P Creat : t Sign In

Fargot Your Password? Fargat Your Password?

Resend email confirmation

The following screen will appear after successfully logging in

nsso = Hationa srity Athority
Snll-s;nl.i.:lparhl
m ael Empleyes Management
& Employer Detaiiz x L e cument employes fisting
B contributions Manages € View farmer emplayees
#8} Employes Managemant € RN Change! Upln e View Current Employees @ More info )

= Account €

Accolnt

Emplayer Inspection €

W Comgiance Certificate

From To Ceiling Rate
i 23 010ct 1984 31 Jui 2008 USE 15000 [
e a1 Aug200d 31 Marz009 USE £000,000.00
6 01Apr 2009 o7 2010 S0 1,009,000.00 L e.o0s
& 01 May 2010 30 May 2013 USE 20000 eo0e
po aLdunzo13 31 May 2020 S0 700,00 3
4 at.Jun 2020 31 May 2021 WL 5,000.00 o
LA A . B g e a1 Jun2021 30 un2021 WL ELEAIS =
01 Jul 2021 IWiLI2,406.00 5.0
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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.

USER LOGIN

Member Login Employer Login
Username davis3079@amail com Email davis3079@amail com
Password | Lieeeeees Password = e
"I remember Me |_|Remember me
Forgot Your Password? Forgot Your Password?
Iﬁesend emall canfirmatic mI

e The following page will appear, enter the email you want the confirmation to be sent
to and click Send confirmation token.

nssd National Social Security Authority

A Lifelong promise

Resend email confirmation

» Verification email sent, Please check your email,

Email Address *

tamuda.aliyah@gmail.com

Back Send Confirmation Token

ALife-LongPromise Pagel7|96
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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.

USER LOGIN

Member Login Employer Login
Username davis3079@ameil com Email davis3078@amall.com
Password ... P
_|Remember Me _|Remember me

Fargot Your P2

Resend email confirmation

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

and click reset password.

Forgot your password?

Email Address *

daviszoTa@gmail.com

Back Reset Password

The page below will be displayed and a forgot password confirmation will be send to your email.

ALife-LongPromise Page1l8|96
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Forgot password confirmation
@ Please check your email to reset your password.

The email will have the following message, click on set new password.

FORGOT PASSWORD Inbias: %

NSSA Self-Service Portal

iome =

Hi Davison Chihambakwe,

Forgot your password? No worries, we've got you covered.

Click the button below to reset your password.

Set New Password

Enter the new password and confirm and click reset.

ALife-LongPromise Pagel19|96
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nssa National Social Security Authority

A Lifelong promise

Reset password

Reset your password.

davis3079@gmail.com

Password

Confirm password

e

]

Confirmation that the password has been reset is displayed on the screen, proceed to login, and

use the new password and username to login.

nsso National Social Security Authority

A Lifelong promise

Reset password confirmation

Your password has been reset. Please click here to log in.

ALife-LongPromise Page?20|96



NSSQ

A Lifelong promise

/. 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.

nsso =  National Social Security Authority & Davison Chihambakwe () Sign out

Self Service Portal

& Employer Details

Compliance Inspection

Contributions Manager Employee Management

Employer Details

SILPOD AGENCIES Upload P4 Contributions View current empl ree listing View Inspection History

< ; BP No. : 400013721 View P4 Reports View former employ ees Check Amount Die
B Contributions Manager ¢ 3 P e il
& Employee Management ¢ Mareinfo @ Upload file @ View Cumren : Employees © Moreinfo®
== Account < i
Account User Profile
Compliance Inspection View Tiansaclion Hislory Davison Chihambakwe
. Compliance Certificate View Bill & Payments 1D Number : 77-016900w27

View Statement @ View Profile @

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

nssa = National Social Security Authority

Self Service Portal -
o Profile
Home
#® Home User Name/Email
&= Employer Details davis3079@gmail.cam
~ ibutions Man: <
E cContributions Manager EisdiNaina Last Name
‘& Employee Management < BaAieon Chihambakwe
— <
cm Account ID Number Phone number
Compliance Inspection 77-016900W27
#k compliance Certificate Company
SILPOD AGENCIES
Manage Personal Data l(ﬁhange Password |
password.
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Enter the new password and confirm it and then click update password.
nss National Social Security Authority

A Liteiong promise

Self Service Portal

= Change password

Hon

A Home Current password
== Employer Details AN

B contributions Manager i s
‘&% Employee Management <

m= Account

Confirm new password

Compliance inspection

Update password ’

The confirmation that the password was updated will be displayed on your screen.

’ Compliance Certificate

nsso =  National Social Security Authority ;l‘ravisnn(jhihamhakwa (DSigr-ou:

If Servi ?
Self Service Portal :’, Change password Home | Change password

A Home Your password has been changed.

& Employer Detals

ALife-LongPromise Page?22|96
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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

nssa

Self service Portal

A Home

Main Details
a Employer Details

B contrihutions Manager ¢
18 enployee Management ¢

== Account <

Comphiance nypection

& Compliance Cort

ALife-LongPromise

National Soclal Security Authority

Main Details

Employer Type:

Trade Name:

LegalName:

Industry Code :

Company Type:

Main Activity 1

Regjstration Date

VoluntarySsN

Contact Datails

& Employer Details

Bank Detaiks

Ocdinary Employer

NATKINAL SOCIAL SECURITY AUTHORITY

NSSA

5400 Bardding, Firance & niuraice

Statutory Comenation

BANKING, FINANCE & INSURANCE

011011954 Start Date: OL/I0/1938

Schemes

Total No. Workers POBS:

Insurable Earnings -
POES

APWCS Employer:

Total No. Workers
APWCS:t

Total Wage Bill - APWCS :

APWCS Rate

& Constance Sipapate (Y Signoat

543

53016.00

#)

108:322.00

138
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View

nssa

Self Service Portal

A/ Home

Emplo

[ contributions Manages < Physical Address
8% Employee Management <€

== Account < Address: *
Compliance Inspection

## Compliance Certificate

Country: *
City/Town: *
Region :

Zone Code:

ALife-LongPromise

Bank Detal

SELDUS AVENUE]SAM NUGMA

Zimbabwe ~
Harare ~
Harare M

Zome 42 (Harae)

o

NSsQ

A Lifelong promise

Postal Address

Sa

Address:

Country: *

City/Town: *

Region :

Zone Name:

& Constance Sipapate ) sign o

Home / Employer Delai

as physical address

SELOUS AVENUE/SAM NLLIOMA

Zimbabwe v
Hararg -
Harate v

SAMORA MACHEL R TANGWENA_H CHITEPO {ODD)_ENTER!
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Contact Details

Mobile phone : T23g22/4 Email Address: = kanyembat@nssa.ong.zw

Telephone Number: * 723822/4 Website & Website

Copyright ® 2020 National Social Security Authority (NSSA). All rights reserved,

View Bank Details

National Social Security Autharity ;«_v_»ny,dnu_v Sipapate (l)gp,“ out
& Employer Details Home / Employer Details
A Home
Main Details Co ils Bank Details
Y

ma EmployerE

(= Contributions Manager € Bank Details
i3+ Employee Management ¢
Scheme: * Accident Prevention &Warkers Compensation Scheme v
== Account <
Bank: * FBC BANK v
Compliance Inspection
# Compliance Certificate Branch: * FBCBANKLTD, v
Account Number: * 17000310521

ALife-LongPromise Page?25|96
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9. Update Employer Detalls

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.

Bank Details

Scheme: * Pensions and Other Benefits Scheme ~
Bank: * POSB BANK b8
Branch: * POSB, ~
Account Number: * 616251532303

ALife-LongPromise Page?26|96
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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.

nsso =  National Sodial Security Authority vison Chihanbakwe o Signont
& Liamng prevess
Self service Portal ﬁ‘ Home
Employer Details Contributions Manager Employee Management Compliance Inspection
= Fmployer Details SILPOD AGENCIES | Upload P4 Conteibiitions

View cerent ermployee listing View {nspection Histary

¢ BP No, : 400013721 View P4 Reports

Contribudinns Manages

View former eniployess Check Amount Due

3‘5 Employse Management < More mh)°

Upload filc® View Current llll[)l()vi'?he Morenfo @

o= Account <
Account User Profile
Compliance Inspection View Transaction History Davison Chihambakwe

' Compliance Certificate View Bill & Payinents 1D Number & 1 1-016900w27

View Statement @

View Profile ©
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After clicking contributions manager, the following page will be displayed and select the
Upload contributions option and click it.

nsso = ational S curity Authority n Chihambakwe () Sign out
A LTty s

Self Service Portal

Employer Details Contributions Manager

SHPOD AGENCIES Upload P4 Contribulions

Employee Management Compliance Inspection

& Employer Datails View current employee listing View Inspection History

BFE No. : 460013721 View PA Reports View former employees Check Amount Due

E Contributions Manage: ¥

ﬂ Contributions Calcutator Maore info @ Upload file © View Curient Fmployees © Moreinto @

.?. Uptead Contrnibutions

Account User Profile

Q Contribulion Reports View Transaction History Davison Chihambakwe

28% Employee Management <€ View Bill & Payrents 1D Number : 77-016900w2 7

&= Account <

View Statement © View Profile @

Compliance Inspection

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

link to download the P4 template.

nsso — National Social Security Authority

& Lifwiong romise
Self Service Portal .
2 Declarations
A Home Period: Beriod (Form@al YYMM)
&= Employer Details -
IE Dowriload P4 Template

B contributions Manager >

E Contributions Calculator
1. Upload Contributions

Q, Contribution Reports
‘&% Employee Management <€
== Account <
Compliance Inspection

# Compliance Certificate
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.

ALife-LongPromise Page?28|96
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The file should be saved as .xls, .xIsx 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)

Template 018957 1E-15042021144148 - Excel P searen Davison Chinambaiwe “TB
b

Filer Home Insert Pagelayout Formulas Data Review View Help

L2 22 Wrap Text General - @ @ EEZJ @ gg @ 2 Autosum > E? p

=L X Cut

| Calibri en AN ===
5D [cosy - = Corditional F Call  Inssnt Delete F e Sort . Find &
Paste o . === = Bt e . —— 0 00 onditional Formatas Ce Insert Delete Format ort 8. Find 8
v <& Format Painter B Iy — @ A’ = = = == B MeedCenter kg % 9 % 3 formatting ¥ Table v Styles v v v v & Clear~ Filter v Select v
Clipboard = Font ™ algnment ~ Number 5 Styles cels Editing
AuzoSave (@ OF) 9= ¢ -
K9 - Jr | 000
A B C 0 E F G H | 1 K L M N 0
1 |SSRNumber WorksNumber SSNNumber NationallDNumber Period BirthDate Surname Firstname StartDate  EndDal ¥ | [NF yP‘r BasicWCIF Ac leEarnings
2 |0189571E 1969 38470467  08-2060407B53 2104 08/10/1995 HADEBE MDUDUZI 01/01/2020 31/12/9923 (0.00 0.00 1)00 'ON
3 |0189571F '1972 5438858F (08-961659H39 '2104 20/08/1998 MOYO GIFT 01/01/2020 31/12/9939 'O(X) ’000 ’000 7)00
4 |0189571€ 1968 3823361A  08-888171E53 2104 02/08/1993 MOYO  MAYIBONGWE 01/01/2020 31/12/9999 0.00 'Q.OO i '000 '0_00
5 |0189571E '1973 5438857C  08-715193K21 '2104 22/03/1978 MOYO MGCINI 01/01/2020 31/12/9999 |0.00 '000 1)00 lbD(J
6 {0189571E '1967 3823063P 53-051031R53 '2104 21/08/1985 MOYO ORCHARD 01/01/2020 31/12/9929 |0.00 7)00 ?700 '000
7 |0189571F ’1971 543886100 73-123386035 '2104 27/07/1998 NCUBE IGNATIUS 01/01/2020 21/12/9950 |0.00 '000 '000 '000
8 |o189571 1970 59388637 84-025305WB4 2104 23/05/1984 NDHLOVU NKOSIYAZI  01/01/2020 31/12/9999 [0.00 "0.00 %000 "0.00
S |0189571E '1974 5438867F 08-957144A53 '2104 12/11/1999 NDLOVU JUSTICE 01/01/2020 31/12/9999 (0.00 '000 '000 '000
1n

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

e Select Contributions manager

e Click Upload contributions button.

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

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

e 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.

nSSQ — National Social Security Authority

A Lifelong p

Self Service Portal -f. Declarations
A Home Period: 2104
= Employer Details
Contributions Payable For: ~ POBS APWCS

B contributions Manager  »

B contributions Calculator Number of Employees: 0 0
L. Upload Contributions : i
Total Insur; Farnings:
otal Insurable Earning 500 o0
Q Contribution Reports
&% Employee Management < Choose files |No file chosen ves v | First row contains column names

== Account <

Compliance Inspection

‘ Compliznce Certificate

After making declarations, click on choose files & Select a file to be uploaded.
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—] National Social Security Authority
nssa

Self Service Portal .
CE i = X Declarations
A Home Period: 2104
& Employer Details
Contributions Payable For:  POBS APWES
B contributions Manager >
f .
Number of Employees a 8

E Contributions Calculator

& Upload Contributions \ e
Total Insurable Earnings : 50000.00 50000.00

9_, Contribution Reports

Yes v |First row contains column names

‘a+ Employee Management <€ Choose files No file chosen

™= Account <

Compliance Inspection

* Compliance Certificate

Click on Browse to navigate to the location of your saved P4 file and select your file as illustrated
below and click open.

& Davison Chihambakwe

nsso = National Social Security Authority

Self Service Portal A @ Open % »
X Declarations Home
& v 4 > ThisPC » Documents > NSSA Portal v D 0
A Home Period: Organize »  New foider
Weekending ™ Name Type Size
8 employer Details :
ConibiutionsPaabl % This PC {35 PORTAL SIGN OFF DOCUMENT final 1 (0.. Micrasaft Word ;
ontriputions Payaplé "y - = |
B Contributions Manager > ¥ ¥ 30 Objects B: sipod Mictasaft Excet W i
i B Deskiop {33 Web portal User manual FINAL Microsoft Wora D, 52501
B contributions Calculator Numberof Employees: | = peaumens
¥ Downloads

3, Upload Contributions Music
_ Total Insurable Earnings: i

» = = Pictures

8, Contribution Reports B videos

£, Windows (C)
@ TomTom G35 W

<. v <

= Account ¢
© Preview File name: |Siiped V| [ Fes v

Compliance Inspection 5
Open el

& Compliance Certificate

&% Employee Management ¢ [ Choose files ‘ No file chosen

Copyright € 2020 National Social Security Authority (NSSA). All rights reserved,
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The name of your selected file will now appear after the browse button as illustrated below

nssc =  National Social Security Authority

Self Service Portal & Declarations
A Home Period: 2104
& Employer Details
Contributions Payable For: ~ POBS APWCS

B contributions Manager  »

B contributions Calculator Number of Employees: 8 8

Total Insurable Earnings : 50000.00 50000.00

B, contribution Reports v —

‘& Employee Management < Choose files ISilpod.xlsx l | Yes v First row contains column names

== Account <

Compliance Inspection

. Compliance Certificate

Click the Preview button.
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nsso = National Social Securnity Authority

Self Service Portal .
£, Declarations
A Home Period: 2104
= Employer Details
Contributions Payable For:  POBS APWCS
B contributions Manager  ?
B Contributions Calculator Number of Employees: a 8
.f. Upload Conlributions e, l !
T S ¢ R
otal Insurable Earnings 50000.00 o
9, Contribution Reports
&% Employee Management ¢ Chaose files ‘Silpod.xlsx |Yes v | First row contains column names

== Account < B :
@ Preview

Compliance Inspection

#& Compliance Certificate

e 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.

e Records with errors will be highlighted in red text and those without errors are highlighted in
greentext.

e See illustrations below.

NB All the records passed validation without errors. Click the upload button and the contributions
will be uploaded.

nsso = National Social Security Authority & Davison Chihambakwe ® Sign out
Self Service Portal LConuibution Validation Home / Declaration / Contribution validation
A Home Batch Number: 0189571E-16042021090108
a Employer Details
Submitted Records Success Count Failure Count Success Graph Percentage
E Contributions Manager
s 5 0 o
B Contribttions Caleulatne

Show 10 v entries a8 - B =] Search: l:
9_, Contribution Reports

Works SSN

rOBS Actual
r ¢ O Wioba — 205 % First Start End i b POBS Basic " by Is
s D T eri ’ VRIS anirable il
Employee Management Number  Number Name Date Date ’ Contributions  APWCS ok
Earnings Earnings
== Account <

RA{OARY < PO 1SR A an

Compliance Inspectior S433853E 1650139 1104

. Compliance Certificate 38223684

A%
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The window below shows the successful upload of the contributions.

nsso =  National Social Security Authority

i 1 M i : H
Sell it Puta 2 Contribution Validation
A Home O Flle processing completel!
B gl Detais Batch Number: 0189571E-16042021090108

E Contributions Manager > Submitted Records

Success Count Failure Count
E Contributions Catculalor
5 5 0
L Upload Contributions
g Contribution Reports

Show|10 v/ ‘ entries 8 L] B =] B

&% Employes Management <
Works ss

Flest Start End
e 1D Number Pariod 0.0.8 Surname
om Account < Number Number Name Date Date
Compliance Inspection 137945 ¥ HA sl
# Compliance Cetlificate ok SAABRGHE
‘‘‘‘‘‘ 11X 394 {

NPS
Insurable
Eamings

& Davison Chihambakwe () Sign out

Home | Dedaration |/ Contribition Vahdation

Success Graph Percentage

aps Rt mAa:::lu Uploaded
Contributions  WCIF P
Earnings

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.

X Upload P4

Batch Number: 0112483W-20072020094346

Submitted Records Success Count

Failure Count Success Graph Percentage
e ——
7 3 “a A7%
L Irefite contains $ recoods Wih 6ir Pleast e \ o
[ R —— - PO 2= th
1 @y AP als
! " APV, s b
Show |10 v entries o - B (=] B Search: l J
POBS Actuad
Works SSN First Start Erd PoBS Basic is
¥ .0,
=Y R D Number Perioa 0.0 Surname PR Babe Dete Inzaradle e b = APmes Insurable ox?
ELarnings Earmings

ALife-LongPromise
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To export click of either of the buttons in a red rectangle

= National Social Security Authority o Davison Chihambakwe

nssa

Self Service Portal

(U] Sign out

X Contribution Validation Heme / Dectiimiton

A Home Batch Number: 0189571E-16042021091217
& Employer Details
Submitted Records Success Count Fallure Count Success Graph Percentage
B Contributions Manager >
0 5 =

= file contaly scords with arors. Mense comeet the red flagead recards and try aglan!!
& Upload Contributions ! dd ey ol gen T try s

8 contribution eports Show 10 + entries B . ﬁ Search:
se: o
= Employee Management <€ POBS Actual
Work SSN First Start End POBS Bask |
o) 1D Number Period 0.0.8 Surname " ¥ 2 Insurable e Insurable s
o, Number Number Name Date Date Contributions APWCS oKt
== Account < Earnings Earningz
e » 3847046 06040785 1905 HADESE
|

s138858L 20/08/192
¥ Compliance Certificate
- 23551 8-8851 1 : A

AVIBC

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.

—_—
314971 14515600 83-080332-C-63 2004 22168 ALIFANETA LOVEMORE  01/10/1984 31/12/9999 713 49 713 713 False

OUBACHOTO NONAI 0 nmp .| Error: P d already axist this emplover a
319043 2 15-061720J15 2004 23904 MUKOMBACHOTO  DONALD )1/09/1987  31/12/3939 666 46.| Error. Period already exists under this employer a

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.
Aosae @) |/ 9« O

M - fr | P4 Upload - Self-Service Portal

L M N 0 P Q R
1 P4 Upload - Self-Service Portal
2 |POBS Contributions Basic APWCS  Actual Insurable Earnings sOK?  Errors Batch Number Source Document
3 450 10000 1000 fFalse  *Period already exists under this employer and SSN. 0189571E-16042021091217 16042021091217-Silpod.xlsx
4 450 10000 1000 fralse *Period already exists under this employer and SSN. 0189571E-16042021091217 16042021091217-Silpod.xlsx
5 450 10000 1000 fFalse  *Period already exists under this employer and SSN. 0189571E-16042021091217 16042021091217-Silpod.xlsx
6 450 10000 1000 fralse *Period already exists under this employer and SSN. 0189571E-16042021091217 16042021091217-Silpod.xlsx
7 450 10000 1000 fFalse  *Period already exists under this employer and SSN. 0189571E-16042021091217 16042021091217-Silpod.xlsx
8

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

ALife-LongPromise
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description as shown below.

P4 Pre-Submission Report

NSSQ

A Lifelong promise

A life long promiset

1D Number Period D.oB Surname First Name

Number

End Date

POBsS

Insurable

NSSQ

0107800E 3279928V 08-764305S83 2012 04/12/1979 Ruvayl Greater

0107800E 20993328 53-956661/83 2mz

13/09/1974 BALOYI SHERPARD
0107600E 1820947W  29163722V29 2012 11/06/1974 Bangure Simbarashe
Edmore

Generated on: 7/12/2020 and Time:8:33:48

ALife-LongPromise

3112/9999

31/12/9999

311279999

Eamings
700

POBS Basic Actual Is
Contributions APWCS Insurable OK?
Eamings

a9 8057 45 False Object
reference not
el 1o an
instance of an
cbject

49 65208 False Object
reference not
26t 10 an
instance of an

49 8058 01 False Object
reference not
set to an

page 1 of 95
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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.

nsso National Social Security Authority
& Lifwivmy Bromis

SettIervice Portal O, contributions Report

A Home Filter Criteria
-— Employer Details
Select Filter Criteria
-All- ~ Fllter phiass
B contributions Manager >
Period: t Period End Period
B contributions Calculatos
.!. Upload Contributions
8, cContribution Reports
22: Emplovee Management <
cm Account <

Compliance Inspection

. Compliance Certificate

To filter the records, select a filter criterion.

e Option -All- gives you contributions for all employees for a specific period.

National Social Security Authority

©, Contributions Report

Filter Criteria

Select Filter Criteria

-All- v Filter phrase

Period: - 5hs i b
Start Period End Period
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Specify the period you want the report to cover.

National Social Security Authority

©, Contributions Report

Filter Criteria

Select Filter Criteria All- S Filter phrase

Periog: 2004 2104

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

= National Social Security Authority & Davison Chihambakwe () sign out
9, Contributions Report Home / Contributions Report
Show | 10 V|entries B l ! ] ﬁ l =] E ‘ search:
[
0 o 0 Period Surname bt art End In::r:le o In::t::le Achsl Cont:::tlon ':Z':::l"
Numher Number Number Name Date Date 3 Contributions Contribution S
Earnings Earnings Variance Variance
=
590720792 3823063P (}93(}; RS3 2104 MOYO ORCHARD 01/01/2020  31/12/999% 1000.00 430.00 100C.00 90.00 -360.00 0.00
. 08- . » . N " .
501667049 38233614 2104 MOYD MAYIBONGWE ~ 01/01/2020  31/12/9%99 1000.00 450.00 1000.00 90.00 -360.00 0.00
838171E53
S00716892  3847946Y % 2104 HADEBE MDUDLZI 01/01/2020  31/12/9949 1000.00 450.00 1000.00 S0.00 -360.00 0.00
2069407853
08-
503470933 S5438857C 715193K21 2104 MCOYQ AGCINI 01/01/2020  31/12/9335 1000.00 450.00 1000.00 90.00 -360.00 0.00
i
08-
503470954 5438858E 061650k 2104 MOYO GIFT 01/01/2020  31/12/9939 1000.00 450.00 1000.00 90.00 -360.00 0.00

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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— National Social Security Authority

O, Contributions Report

Filter Criteria

Select Filter Criteria SSN Number =~ 2847946Y

Peod: 2104 2104

Click preview to display contribution. The following page will appear.

National Social Security Authority & Davison Chihambakwe O Sign out

Q, Contributions Report Home / Contributions Report
show|10 V|entries =} - ‘ B ‘ ‘ B Search:
p 5 P bl
8P ssn n ) First Start End e poss Ahal Actual 8% fasable
Period Surname Insurable S Insurable e Contribution Eamning
Number Number Number Name Date Date Contributions Contribution
Earnings Earnings Variance Variance
s
500716892 8494ty 2’:;“:,{%_ 2104 HADEBE MOUDUZ!  03/02/2020  31/12/9999 1000.00 450.00 100000 80.00 -360.00 0.00
VE3A0ME53
Showing 1 to 1 of 1 entries Previous 1 Next

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

National Social Security Authority & Davison Chihambakwe (U} Sign out

O, Contributions Report Home / Contributions Report
Show| 10 v|entries a8 ‘ & B ‘ a 1 | search:
= i & £ o i pogs — Actual il poBs Insurable
i a L wClua
Period S Insurabl Insurabl Contributi Eammi
Number  Number  Number e UMAME T Name Date Date S Contributions i Contribution e s
Earnings Earnings Variance Variance
= 2 08- SRV 5 ” & A &
SoTIGsS2  JmTHY oo 2104 HADEBE  MOUDUZI  0301/2020  31/12/9999 100,00 450,00 100,50 90.00 360.00 0.00
Showing 1to 1 of 1 entries Previous 1 Next
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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.

nsso = National Social Security Authority

Self Service Portal

&l Contribution Calculator

A Home Period:

&= Employer Details
B Contributions Manager 2
2. Upload Contributions

B, contribution Reports

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

e Select period.

e Enter total insurable earnings.
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nsso — National Social Security Authority

A Uttlong prowmive

Self Service Portal B Contribution Calculator

A Home Period: 2104

&= Employer Details

EMPLOYER POBS CONTRIBUTIONS CALCULATOR
B contributions Manager  »
B Contributions Calculator Insurable earnings (rRate: 9.00%]/ Maximum $75000.007All Emplgyees)*

| sooag|

X Upload Contributions
Contributions
B, Contribution Reports

Employee 2250,00
B Employee Management €

Employer 2250.00
== Account <

Total 4500.00

Compliance Inspection

¥ Compliance Certificate

You can also calculate for previous periods, and it will show you how much you were paying then,
the rate and ceiling.
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nssQ = National Social Security Authority

A Llwiong pramiise

Self Service Portal

kl Contribution Calculator

Hohe Period: 1904

Employer Details

EMPLOYER POBS CONTRIBUTIONS CALCULATOR
Contributions Manager 2>
Insurable earnings (Rate: 7.00%/ Maximum $700.00 All_Employees)*

a
=
| |
i

2000
.‘!‘, Upload Contributions
Contributions
B Contribution Reports
Employee 70,00
& Employee Management <
Employer 70.00
== Account <
Total 140.00

Compliance Inspection

# Compliance Certificate
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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

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

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

Self Service Portal

&t Register New Employee It / Curresst bmployees Listin

A/ NHome
LETUBTIZP O Contact Datails Employment Datails
& Employer Detaits
Contributions Manager ¢ Persanal Details Other Identity Numbers
s Employes Managemant 3
Nationality: * Pleass Select v Birth Certificata Not
& Regisier New Employee:
® 1D Number: * PassportNo:
- 1 Employe
- Title: * FiessaSelect v Gender:* Plezse Select. v DOrivers Licence No :
E Sumame; *
& Marage Erployme
First Name: *
== ACCoun: <
Other Name:
compliance inspaction
® Comphiance Certificate Marital Status: * PieaseSelect  ~  p,Q,B;"
Citizenship: * Please Selext

e Enter employee details in the text boxes, you should ensure fields marked * are
populated, as these are mandatory fields.

e Select the contact tab and Employment tab and fill all the required fields.
e 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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Message

Record successfully saved.

m Close
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Current Employees Listing

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

— National Social Security Authority o Constance Sipapate O sign out

e’ Current Employees Listing Home / Current Employees Listing
Show 10 v entrleﬁ‘ E & B B B Search:

SSN B Surname First Name Id Number Sex DOB Start Date Action

3965987Y ALFONSO ALBERT T5-247813R-75 M 29/09/1589 01/06/2013 &/Edit

3695420F AMON EDIMOT (07199825407 M 05/11/1992 01/06/2012 & /Edit

383397TW BADZA TAFADZWA 04-123556404 M 16/08/1985 18/08/2015 a/Edit

31288537 BALENI MALVIN 22-198571F26 M 25/07/1981 01/05/2005 & /Edit

3279028V BALOY! GREATER 08-764305563 F 04/12/1979 01/12/2008 & Edit

20093328 BALOY1 SHEPHERD 63-056661J83 M 13/09/1974 01/06/2013 &Edit

1336949F BANDA LOVENESS 08-557302J08 F 27/05/1971 01/05/1995 .dﬁdit

2318157M BANDA STANLEY 53255543263 M 05/06/1963 01/12/2002 aLdit

27761240 BANDA YOLISWAN 08-779270J08 F 27/06/1983 01/06/2008 &/Edit

35334416 BANDAMA SINIKIWE CHIPO 28-096855F13 F 29/06/1985 01/06/2010 aEdit

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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Sw U pd ate Employee Home / Current Employees / Update Employee
Personal Details Other Identity Numbers
Nationality: * Zimbatie ~ Birth Certificate No : Birth Certificate Number
ID Number: * 63-935302.00 PassportNo Passport Number
Type of Person: * Employee i Drivers Licence No : Driver's Licence Humber
Title: * MR ¥ Gender:* Male vt BP Number: * LGB
Surname: * ALBERTS SSN Number: * 19160166
First Name: * GREIG MARTIN

Other Names: Other Name
Marital Status: * Married ~ DOB:* 07/09/1976

Citizenship: * Zimbabwean =

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

Message

Record successfully updated!

oo
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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 illustrationbelow.

= National Social Security Authority = Constance Sipapate O sign out

;a Former Employeeg Listing Home / Former Employees Listing
Show 10 v entriesi =} ] B B B Search:
55N " Surname First Name |d Humber Sex DoB Start Date End Date
2034267E ABSOLOM [SAIAH TI-023185NTL M 18/08/1567 01/04/2009 a1/03/2017
19160156 ALEBERTS GREIG MARTIN £3-935202300 M 07/08/1576 08/03/2000 31/07 /2000
14997284 ALFONSO ALBERT M 9/09/1989 12/08/2015 25/02/2019
1316721E ALl SADIKI 0B-554056F08 M 08/08/1373 01/10/2005 05/02/2008
39752955 BAKD PAUL TAKUNDA £3-2271054V12 M 22/01/1992 13/08/2015 13/02/2016
15033808 BALOYI CEPHAS (8-156510W04 M {12/06/1958 01102954 30/06/2014
1500563F BALOYI MUKAEM 14-02007THES F 02/05/1953 01/10/1394 31/05/2013
1501500V BALOYI TIMOTHY 22012861423 M 22/11/1353 01/10/1934 30/11/2013
2TEAITAA BANDA FRED E7-073330567 M 02/07/1963 01/10/200% 08fa1/2004
1511 790G BANDA MACLAUY MUWAMEA E3-T33434W63 F {15,071570 01/10/1998 24703/1999
Showing 1to 10 of 1,240 entries First Previous 1 2 3 4 5 124 Next Last

Employee statement

This functionality generates a contributor’'s employment statement in pdf format.
Steps
e Select Employment statement under Employment Management.

e Select the criteria e.g., Zimbabwe Identity Number and Click the search button
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nssc ] National Social Security Authority

Litelong promise

Self Service Portal

Bi Employee Statement

&= Employer Details
Criteria: | Zimbabwe Identity Numbi ~ B
E contributions Manager <
Zamc Employee Management >
&“‘ Register New Employee
-

an” Current Employees

&" Former Employees

ﬂ Employee Statement

Zas Manage Employment

Select year and click generate Statement.

a2 -
SR

& Employer Details

Criteria: Zimbabwe Identity Numb: v 44010238p44 n
B contributions Manager <
:8: Employee Management > Business Partner Number: Social Security Number: National Identity Number:
500524023 2685170W 44-010238P44
aat Register New Employee
&" Current Employees Full Name: Gender:
ELIJAH MAPIYA Male

=* Former Employees

Bi tEmployee Statement i

‘s Manage Employment

I vl‘
W

— N < Generate Statement

The statement will be generated in pdf format.
Generating statements for all employees
e On search criteria select all
e Select year.
e Click generate statement.

o A folder consisting of all employee statements will be downloaded.
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Home Person Search

Employer Details

Criteria: Al G n
3

Contributions Manager £

»

Employee Management Year:

[ H

G st _ 2017
&' Register New Employee

=& Current Employees Generate Statement

=&* Former Employees

E Employee Statement

Update Employment/Employee Cessation

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

Steps

e 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

B |~ Manage Employment - Self-Sen x| ==

= 2 x
< C @ https//selfservice.nssa.org zw/Fmployess/ManageEmployment o e @
nsso = National Sacial Security Authority
Self Service Partal
it aerdice Porta & Manage Employment Hofiie. | MafageEmpIGyTen
ﬂ o
& romployer Details
Criteria: Sockat Secutity M ber -~ a
Contributions Manager € Social Secusity Nufnber
(X .
A& tmployee Management > 2Zin

Copyright € 2020 National Social Security Authority (NSSA). ALl ((hts reseryel e

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.

National Social Security Authority & Constance Sipapate O sign out

‘&* Manage Employment Home / Manage

Employment
Person Search
Criteria: Zimbabwe |dentity Numbi v £3-1049386Y13 n
Business Partner Number: Social Security ber: National Identity Number:
500222657 3412484F £3-1043386V13
Full Name : Gender:
CONSTANCE MARUMBWA SIPAPATE Female
| Show 10 v entries Search: I
Employment Sequence * Occupation Start Date Salary On Commencement Status Of Employment Nature Of Employment End Date Warks Number Work Station Action
4 057102017 0.00 Permanent Ocdinary - Edit
Showing 1to 1 of 1 entries Previous ‘ 1 Next
To update the existing employment, Click Edit on the listed employment. The following screen will
pop up.
- d L x
e Update Employment
Start Date: * End Date : Starting Salary: *
03/10/2017 End Date 0.00
Works Number : Work Station : Nature Of Employment: *
Weorks Number Work Station Ordinary ;e
Status Of Employment: * Ministry :
Permanent ~ Please Select ~
Occupation: *
Occupation
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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.

ﬁ Ho”‘.e

B Employer Details

Criteria: Zimbabwe ldentity Numb v 24010238p44 B
Contributions Manager ¢
. . . Cup— P : b
& Employee Management Business Partner Number: Social Security 4 Identity
5005724022 26361 70W 44-010228P24
&* Register New Employea
& Current Employees Full Name: Gender:
ELIIAH MAPIYA Male

&% Former Employees

B &t Add Employment 8 Empioyment Statement
Employee Statement
Show 10 v entries s he |
- Manage Employment A s

- = Employment a Start Salary On Status Of Natare OF End Viorks
== Account < Sequence - e Date ¢ Employment Date Number WakEaldo . Adkd
Compliance inspection Mo data availablz in table
. Compliance Certificate Showing 0 to 0 of 0 entries Previous Next
-+ Add Employment x
Start Date: * End Date : Starting Salary: *
Start Date End Date Starting Salary

Employment date should be within three months
from today, please contact NSSA If emmployment

range is more than 3 months.

Works Number: Work Station : Nature Of Employment: *

Works Number Work Station Please Select ~
Status Of Employment: * Ministry :

Please Select ~ Please Select ~

Occupation: *

Occupation

Close - Submit
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e 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.

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

Click OK to exit.

Message

Record successfully saved.

B -

Generate Employment History Statement
¢ Click on Manage Employment on the left pane of the home screen.
e Select criteria and enter the search criteria details.

e Click Employment Statement

ﬁ HG”"E

& Employer Details
Criteria: Zimbabue ldeatityNumb v £4010238p44 n

Contributions Manager <

Partner Number: Social Security Number: National Identity Number:

& Employee gement >

500578023 2686170W 44-010228P24
-t Register New Employea
& Current Employees Full Name: Gender:
ELLIAH MAPIYA Male

‘l Former Employees

B & Add Employment 8 Empioyment Statement
Employee Statement
Show 10 v entries S he
2 Manage Employment A e

Employment start Salary On Status OF Nature OF End Wiorks

- Acco t W
== Account < S Occupation Date % Employ 2 e = jork Station Action
Compliance inspection No data availablz in table

. Compliance Certificate Showing 0 ta 0 of 0 entries Previous Next
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Click on Employment Statement, a pdf statement will appear as illustrated below.

MNSSA Howme

Scurm Nuoemia Streset
Setous Averiue, Horame
Fax: (0242} 79&320/7 97042

Member Name

SIPAPATE CORSTANCE MARUMSWA,

2101 RO. . Hovore. EBrvbbobhwe

Member Detcils

NSSQ

A Lifelong promise

Employment History
Stafement

Faoe 3 o

nNssa

A LIRSS TSI e

Dote of Birth 22/06/ 1979

Member 82 No - SO0222457 1D Number:

Emplocyment History Summary

Member NSSA Numbern:

341348BaF
&3 T0493IBLVIZ

Trade Nome

SSR Number

NATMONAL SOCIAL SECURITY AUTHORITY O107B00E

AGRIFOODS ¥ L

LON MATCH LTD

rwoy Africa Tmbobwe # L
FARMA CITY CENTRE

AlLife I ane Ervanise.

O109933K
OIC8s49X
0135442
D108e70L

Siart Date

OS/1052017
D1 /0372015
Q17592008
11 /032004
G1 /03,2004

End Date

os/i0jz00 7
30/08F2012
/DS F004
30/08/2008

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

document by clicking Eﬁrby clicking the back button

ALife-LongPromise

Employment Statos
Peumanant
Perrmanrent
Pesrrmaresnit
Perrmiareant

Perrnanent
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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
e Select Account on the left pane.
e Click account statement.
e Select the Start date and End Date and click Preview as shown below.

e Click preview.

nsso = National Social Security Authority

SeliFariionPoral B Account Statement

A Home Filter Criteria

= Employer Details

Selscthats Renge: Stari Date End Date

B Contributions Manager <€

o Employee Management €

== Account >

B AccountStatement

The system will generate PDF statement which show list of Bills, Payments and Balances as
illustrated below.
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STATEMENT FOR PERIOD
01/11/2019 TO 06/12/2020

BP Number : 400006045 SSR Number : 0107800E
Industry Code: 5400

NATIONAL SOCIAL SECURITY AUTHORITY APWCS Rate: 1.25

|
Transaction | Transaction Type Reference |Scheme Amount Running Total
Date Number
01/11/2019 | Balance b/d 9000001 POBS 137,277.64 137.277 .64
01/11/2019 | Balance b/d 9000002 APWCS 94,444.83 23),722.47
01/11/2019 | Inspection Sheet Adjustment 127643 POBS 20,743.17 252.465.64
01/11/2019 | Inspection Sheet Adjustment 127643 APWCS (4.642.43) 24782321
01/11/2019 | Main Bill Run 94454 POBS 33.481.91 281,305,12
01/11/2019 | Main Bill Run 94654 APWCS 14,325.48 295,630.60
06/11/2019 | Payment 9339832 POBS (1.133.83) 294,496.77
06/11/2019 | Payment 9339832 | APWCS (485.92) 294,010.85
08/11/2019 | Payment 9342639 POBS (87,528.39) 206,482.46
08/11/2019 | Payment 9342639 APWCS (37.512.17) 168,970.29
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16. Employer Bill estimate report

This generates the estimate bill for the current month or previous periods as stated by the requester.
Steps
e Select Account
o Employer Bill statement
e Enter period.

e Click Preview

= National Social Security Authority
nssa

Self Service Portal

O, Employer Bill Estimate Report

A Home
Filter Criteria
& Employer Details

il Period: 2 o
B contributions Manager < Start Period

‘& Employee Management <

=
m=m Account v

.
E Account Statement

= Employer Bill Estimate
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Employer Estimate Bill will be displayed, see sample below.

NSSA House Employer Estimate

Sam Nujoma Street . :
Selous Avenue, Harare Bill
Fax: (0242) 796320/799042

A Lifelong promise

Employer Name :NATIONAL SOCIAL SECURITY AUTHORITY

Employer Details

SSR Number : 0107800E BP Number : 400006045
Industry Code : 5400-Banking, Finance & Insurance WCIF Rate : 1.25
Confribution and Premium Estimate Bill Summary Period:Dec-2020
Details POBS APWCS Total(ZWLS)

Opening Balance 5184361.25 4827023.84 10011385.09
Current Bill 0 0 0
Less Payments 161.00 160.00 321.00
Amount Due 5184200.25 4826863.84 10011064.09
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17. Compliance Inspection

To view the compliance inspection
sheet of a given period Step 1
e Click on Compliance Inspection in the navigation menu then select View
inspections from the drop- down menu that appears as illustrated below.

e Enter start period and End Period then click on Preview.

nsso =  National Social Security Authority

Self Service Portal Compliance Inspection

ﬁ Home Filter Criteria

Employer Details —
M 01/11/2019 06/12/2020

il

=2

EComribucionsManagel <

*9s

e Employee Management < :
FRDES g @ Preview

; Account <

‘ Compliance Inspection

' Compliance Certificate
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The compliance sheet for the selected period will appear as shown below.

| THE INSPECTION SHEET SERVES AS BOT- AN ACKNOWLEDGEMENT OF DEBT AND FINAL DEMAND
2 FAILURE TO PAY BY OUE DATE WL RESULT 1N LEGAL ACTION INCLUCING GARNAISHEE BENG EFFECTED WITMOUT PURTHER COMMIUNICATION
3.ALL RECORDED INFORMATION HEREUNDER IS STRICTLY CONFIDENTIAL

nssa

COMPLIANCE INSPECTION SHEEY
FOR LNPAID CONTRIBUTIONS B PREMILMS:

Page | ot @

NSSA (HEAD OFFICE)
P O Box CY 1387

CAUSEWAY
HARARE

Tel: 04 T06523-5/799030

NAME OF EMPLOYER: NATIONAL SOCIAL SECURITY AUTHORITY SS8 NO: 0107300€ IC CODE: 5400-Banking, Fnamce  APWCS RATE: 1.25
ADDRESS : 1 EMAIL: Yo ba 1 orgaw &
ADDRESS : 1 BANK: FEC BANK TEL NO: 725822/4 BRANCH: FBC BANK LTD,
INSPECTION PERIOD FROM: 01/11/2019 TO 06/12/2020 ACCOUNT NO.: 31700037130210
PERIOD NO. |NO.OF |INSURABLE | POBS POBS INSURABLE | APWCS APWCS [TOTALFOR | POBS AWPCS  [TOTYAL POBS APWCS
OF |EMP. |EARNINGS |Contrbution |Surcharge EARNINGS |Premiums |Penalty |THE MONTH | AMOUNT |AMOUNT PAYMENT VARIANCE |VARIANCE
EMP, | APWCS | (POBS) (APWCS) PAID PAID
POBS
(E5645404) (167,109.03) 1102356307 [856,45404; | (167,109.03)
Jen-20 j32° |32 474240 0 000 A4.74240 000 a0 000 000 a6e 000 00e 474240
Feb-20 frro |G S00000 @ 00 500000 000 86 000 oLe onc 00 0Le 500000
May-20 |10 |10 100000 0 000 100000 000 a0 000 noo ano 000 ane 1.00000
Mn-20 113 " 63700 45000 000 10173490 900000 a0 945000 000 ane 000 45000 | 11073490 |
20 114 14 &37.00 234100 0Lo{ 10173490 4029494 age 4058354 aco age oo 23400 !42.02934;
Apg-20 |7F0 1770 TrO00 o noo FI000 000 ace £.00 200 Q200 20 o0 000
Sep-20 132 |32 474240 o 000 474240 000 a0c 000 000 ane 000 000 474240
Ocr20 j4253 |4263 50,15063 o 000| 5018083 000 one 000 0go one 0 oL 00 BDJSSJ’
Now 20 1659|659 46050000 o NLo| 46050000 000 000 000 oco Q00 o 0LC| 45060000 ;
Dec-20 (781 |81 A6LA0D0 o 000] 46040000 0 ope 000 oce a0 200 006 | 45060000
Totals (855.710.04) 200 {a7a1400| o000l (9735240 opgol  ogol  0001(BSS71004)1107329104
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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

nsso Na al Security Authority - Const ate O sign out

Self Service Portal ﬁ Home
Employer Details Contributions Manager Employee Management Compliance Inspection

8 Employer Details NATIONAL SOCIAL SECURITY AUTHORITY Upload P4 Contribulions View current employee listing View Inspechion Histoiy

. BP No. ; 400006045 View P4 Reparts View formes employees Check Amount Due
B (ontributions Manager €

382 Employee Management ¢ More info @ Upload file © View Current Employees @ More info @

== Account <

Account User Profile
Compliance Inspection View Tramsaction History Constance Sipapate
& Compliance Certificate View 8ill & Payments 10 Number : 63-1045386V1

View Statement @ View Profile ©

Copyright £ 2020 National Social Security Authority (NSSA). All (18115 reserverd 0

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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Certificate No: 2904/2021

NnssQ

A Litelong promise

National Social Securty Authority
Compliance Certificate

This is to certify that

NSSA

Trading as: NATIONAL SOCIAL SECURITY AUTHORITY
Social Security Registration Number: 0107800E

isin full compliance with Stafutory Instruments 393 of 1993 (Pension & Other
Benefits Scheme) and 68 of 1990 (Accident Prevention & Workers'
Compensation Scheme) as read with National Social Security Authority Act
Chapter 17:04.

Number of Insured Employees: 2
Validity Period: 01 April 2021 To 30 June 2021
Verification code: CASMXUNR

The authenticity and validity of this cerfificate must be verfied on NSSA page.
Scan QR code or visit

e o fEeart : : 1 i
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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:

# Clearance Certificate

Oops! cannot issue a Clearance Certificate.

W cannol Tsué a clrarince certificare, becauses
o There dre po contnbnilson sulymizsion in (e gast three months.

Mo hale, SOU stray veti 1 1l oI el
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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. \
nsso National Social Security Authority [# Register Employer ~ ESMySSN 4 Verify Certificate 47 NSSA Home

A Lifelong promise

USER LOGIN

Member Login Employer Login
Username [ Email Ema
Password Passwnord Password Password
[ Remember Me _I Remember me
Forgot Your Password? Fargot Your Password?

[@ NSS4 Sell Service Portat Input Form.pd]
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After clicking Verify Certificate the below screenshot will be displayed.

Certificate Verification

Certificate Details

SSR Number: SSR Number

Certificate Number : Certificate Number

Verification Code : Verification Code

Verify Certificate

Step 2

Enter the following details (SSR Number, Certificate Number, Verification Code) which are
available on the generated Compliance Certificate.

Certificate Verification
SSR Number: 0107800e
Certificate Number : 2904,2021
Verification Code : CASMXUNR

Verify Certificate

ALife-LongPromise Page64|96



NnssQ

A Lifelong promise

Step 3

If the certificate is genuine and authentic, it will display as in the screenshot below:

nss ¥ National Sacial Security Authority [ Register Employer ~ @ Verify Certficate @ H58A

A Liong Rraniv

Certificate Verification
@Valid Certificate !

The Cartificate issuance details are a5 follows:

NAMOMAL SOCIAL SECURITY AUTHORITY

Trade Nanw:

Social Security Registeation Nusmbar: 01000

Certificate Number: LeL I

Verification Coder CASMXLNG

Valighty: UL A 023 To 30 June X001
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If the certificate is not authentic, a screenshot as the one below will be displayed.

Certificate Verification

®Certificate Not Valid !

Details provided are not for a valid Certificate.

ALife-LongPromise Page66|96



NSsQ

A Lifelong promise

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

4 Home

Employer Details

s VICTORIA FALLS WILDLIFE TRUST
== Employer Details
BP No.: 400018482 S5SSR No:0185323M

|
E contributions Manager <

‘aa* Employee Management < More info @
rm Account i

Account

B Account Statement View Transaction History

sam* Employer Bill Estimate View Bill & Payments

~* 3 i <
| Employer Inspection View Statement €&
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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

nsso =  National Social Security Authority

A Litslong promiss

Self Service Portal R
elf Service Porta B Account Statement

A Home Filter Criteria
o
| |

Employer Details

Select Date Range: Start Date End Date

B contributions Manager ¢

‘s Employee Management ¢

== Account >

E Account Statement

&+ Employer Bill Estimate

User will be directed to a new web page and the statement will be displayed as in the screenshot
below:
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o
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STATEMENT FOR PERIOD

01/01/2021 TO 31/01/2021

NATIONAL SOCIAL SECURITY AUTHORITY

1

SELOUS AVENUE/SAM NUIOMA

SSR numiber 1 0107800E
Ingustry Code: 5400
APWCS Rate: 1.25%

ALife-LongPromise

1 T Type Reference e A Running Total

Date Number

01/01/2021 | Bcotance b/d SODO001 POBS 0.00 [oXs &}
01 /01 /202) Balanoce b/d 000002 APWCS 1,021,113.35 1,031,113.35
0170172021 | Mesn Bl Run 212373 POBS 358.650.00 1.387.763.35
oVv/ov 2021 Ve Bill Runy 212373 APWCS 612,542.35 2.002.305.70
riyoy2021 | Payment 9516592 POEBS (15.274.93) 1.987.010.77
11V/01/2021 | Poyment 9516572 APWCS {3.398.87) 1.983.611.90
18/01/2021 | Payment 2519207 POSS {779.303.12) 1.204308.78
18/01/2021 Paoyment o519207 APWCS {173.178.47) 1,033, 1303
3170V /2020 Botaonce o/d 1.031.130.30

End
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