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1.Introduction

This User Manual provides the information necessary for both Employers and Employees 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. Key features or major functions performed by this portal are

summarized in the table below.
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2.Getting Started

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

1. Open your browser and copy and paste the below link to your address bar and press enter.
https://selfservice.nssa.org.zw

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

® Baner - Natonal Social Securty X @) Log in- SelfSeniie Porta X 4+ - X

¢ C @ seffsenvicenssaorg.zw/ldentity/Account/Login?%2FHomed2Findex=%2F LI ¢ 0 :
nsso National Social Security Authority [# Register Employer ~ #Verify Certificate & NSSAHome
A Lifelong promise

USERLOGIN
Member Login Employer Login
Username emapiya@gmail.com Email emapiya@gmail.com
Password e " Password e
[ Remember Me [ Remember me
(@ Cratean Account [ Cratean Account
Forgot Your Password? Forgot Your Password?

Resend email confirmation
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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

® Banner-Natic X | m= EmployeeCon' X | @ WhatsApp X @ Bamner-Natic X 4 = O X
€ C | # pssaorgzw G 8% o :
L, +263-8677000455 SEinfo@nssaorgzn £ ¥ G+ N\ Search \ o)l
SELF-SERVICE PORTAL  ABOUTNSSA v NEWS & MEDIA v

nssq EMPLOYER v EMPLOYEE v PENSIONER v SAFETY & HEALTH v MORE v FAQS

A Lifelong promise
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4 Help

For help on how to use the self-service portal

1. Make use of the instant messaging platform on the bottom right corner of the screen.

ns o National Social Security Authority [# Register Employer #* Verif\Certificate @ NSSA Home

A Lifelong promise

Member Login Employer Login

Username emapiya@gmail.com Email emapiya@gmail.com
Password earessnnnmn Password
[ ] Remember Me [ JRemember me
Login [# Create an Account Sign In [Z Create an Account
Forgot Your Password? Forgot Your Password?

Resend email confirmation

Send message

e Fill in your request details and click submit.

For all queries and assistance, fill the form below

Elijah

emapiya@gmail.com

How do | register to NSS4

Submit
We're | by tawk.to
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2.Call our support team or Client Liaison officer at NSSA
Head Office or Regional offices nation-wide. on +263 784996651
3.Check on the Frequently Asked Question

MEMBER PORTAL

5.Member Registration

To create an account as a member (employee, pensioner, contributor) of the Self-Service Portal
one must be registered with NSSA.

Steps
1. Click Create account on the on the User Login page

Employer Login

Member Login

Username emapiya@gmail com Email emapiya@gmail.com

Password Password = eeeeee.

[JRemember Me [ Remember me

Login [# Create an Account Sign In [# Create an Account
Forgot Your Password? Forgot Your Password?
Resend email confirmation
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2. Select the search criteria of your choice (Zimbabwe Identity Number, NSSA Number), then enter the search

value

Criteria:* | please Select ~ n

Please Select

Social Security Number
Business Partner number
Zimbabwe Identity Number
Foreign Identity Number

Back

3. Complete the remaining fields on the screen as shown below, note that some of the fields will be auto
populated after clicking search in step 2.

a) Email address - If you supply an email address the system registers that email as your username, if
no email is supplied the system registers the Cell Number as your username.

b) Verify Mobile Number - if there is no phone number you will need to contact your employer or any
nearest NSSA office for registration of your phone number.

c) Enter the Captcha code, if it is not clear you can click the refresh button to get another code.

d) Tick the “| have read” check box.

e) After Clicking signup, an SMS containing username and one time password (OTP) which the member
will use to login will be received on the mobile number provided, The OTP expires after 10 minutes.

Social Security Number * Business Partner Number *
2686170W 500524023

First Name * Last Name *
ELIJAH MAPIYA

Nationalld Number * Email Address
44-010238P44 emapiya@gmail.com

Cell Number * Verify Mobile Number *
077****022 Verify Mobile Number

>C Il | Captcha Code =

] I have read and | accept the general conditions of use, in particular the mention relating to the protection of personal data.
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f) A signup confirmation message will be displayed on the screen and your username and One Time
Password will be send to your phone.
NB the OTP will expire within 10 minutes.

Sign Up confirmation

@ Sign up successful, please check your phone/email for your sign in credentials.

The one time password(QTP) expires in the next 2 minutes,

Back

g) Go back to the User Login page and type the username and OTP received on your phone and click
login.

h) The below screen will appear which will allow you to change your password. The password must have
at least one upper character, one special character and at least 8 characters long

i) Click change password button.

[# Change Password

Current Password *

Current Password

New Password *

MNew Password

i1]

Confirm New Password *

Confirm Password

Change Password

i) A change password confirmation will be displayed, see below screen shot.
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o Change Password Confirmation

Your Password has been successfully changed.

6.Viewing Member Profile

e Click your profile name on the top right corner to view your profile.

e You can change your password from this profile window.

& WhatsApp

<« C @ selfservice.nssa.org.zw/Security

National Social Security Authority

nssa

Self s ice Portal -
elf Service Portal AProflle

A Home

Email Address

& Member Details

&% Dependants

FirstName Surname
8, contributions ELIJAH MAPIYA
A% Employments IDNumber MobilePhone :
Claims 44-010238P44 0776188022
Change Password
Copyright © 2020 National Social Security Authority (NSSA). All rights reservec

X | @ RealSociedad vs Barcelona 1-6 - X | @ Reset Password - Self-Service Po. X | @ Banner - National Social Security X mso Profile - Self-Service PINg

& ELLJAH MAPIYA

M Sign out

Home / Profile

A Life-Long Promise
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Resetting Password

a) Click forget password to reset your password in case you forget your password

Member Login

Username mapiyae@nssa.org.zw

Password P —

[ Remember Me

Ciogn [JICTSSEPEY

Forgot Yolr Password?

b) Enter username and click reset password.

Reset Password

Username *

mapiyae@nssa.org.zv|

Back Reset Password

c) A confirmation message will be displayed as shown below.

@ Password has been successfully reset, please check your phone/email for your sign in credentials.
The one time password(QTP)_expires in the next 10 minutes.

Back

d) Follow instructions on the above screenshot until you complete the process.
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/.Member Account Login

¢ Enter username and password and click login, this must lead you to the member portal home page

USER LOGIN

Member Login

Username mapiyae@nssa.org.zw

Password L .ceeeeees

[ Remember Me

[# Create an Account

Forgot Your Password?

Viewing Member Details
Click member details from the top left pane, the below screenshot will be displayed.

On this window a member can view his /her personal details

A Life-Long Promise Page 13|94



NnsSsQ

A Lifelong promise

Self Service Portal :’1’ Member Details

Home / Member Details

A Home Personal Details Identity Details

1D Number*

a Member Details
Nationality”

Zimbabwe 44-010238P44
&% Dependants
Title: * Gender: *
g Contributions MR ¥ Male
{®, Employments e ELIAH Other Name(s) Other Names
E Claims Surname” Marital Status™
MAPIYA Single
L 19/06/1983 Citizenship® Zimbabwean

Social Security #*

Business Partner #*

Passport #

Birth Entry #

Driver's Licence #

2686170W

500524023

Passport Number

Birth Entry Number

Driver's Licence Number

Physical Address Postal Address Same as physical address

Address: * 2064 Address: *
Border Timber Ltd
P. Bag 2005

Country: * Zimbabwe v Country: *

Address Line 1

Address Line 2

Adrress Line 3

Address Line 4

Please Select

8.Updating Member Detalils

e A member can only update the following fields, Address details, Mobile number, Email address. The rest of

the fields cannot be updated.

¢ Click member details from the top left pane, the above screenshot will be displayed.

¢ Click the textbox to be updated, edit, and click submit to update details.

e The below screenshot must be displayed after successfully updating the details.

A Life-Long Promise
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Message

Record successfully updated!

9.View Dependent Details

The functionality lists persons who rely on the member e.g., a child, a spouse, a parent
Itis a listing of dependents. The System will display in a tabular format all active dependent linked to a member.

e The screen below will appear after a successful login.

0.
'=~

e Select dependents to view the dependents.

¢ Note that if there are no dependents linked to a member the below screenshot will be displayed.
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&/, Member Dependants

&+ Add Dependant

Ooops! No dependant record found!.

The list of the registered dependents will be displayed in a list as shown below:

nsso 5 National Secul Secunty Authonty ‘l"\”fl A UMWY TA (')‘u?

Salf Service Poctal
4 & Member Dependants oo | Mmder Cont
b
. \ bt Nt
@ Membe Detally
Show 10 v entries Searchi Z
it Mt * e Creas Wilstimthg (YY) S0l S ey Mt Betbnrot Pt Mot At
[ N8 UMt M | M ONM Moo WAL [0V m
¥ tmpky
MANTL VA Il y Warved Lo Wit NI YO0 m
T
Taltinina it PAOND f M O L0820 (T WL w
Showing 140 3od Jentries Previod L N

You can also use the search function to look for a particular dependent, when you do that, that record will appear as
in the screenshot below:
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& PATRICA CHIWETA

(D‘-.u"u ot

National Socil Securlly Authority

nsso I

Self Seevice Portal |
&/ Member Dependants 2 | Mo

.
. Wemh [t e
@ Member Detd

$how 10 ¥ s serch

Fovt Nane Survibm Cambes Mot thg 004 Soclad Seurity Mambed Bvimtor Patomns Momdet Athim
8 Conibuti B
CLLANON o et} wa T (ST m

SHowing 110 10 | enleies [Sitoeed Som J ot entried) Prey ) Next

[ - I8

10. Add Dependent

The functionality allows member to initiate adding of dependents before they approved by NSSA Official.
The system must
e Create a person of type dependent if dependent is not existing.
e Link a dependent if dependent Id Number is found
e Add relationship to the member using their BP Numbers.
e System to send a notification message informing the member that adding of a dependent has been initiated.
¢ Adding a dependent must be approved by NSSA officials.

o If approval is complete a notification message must be sent to the member
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Step 1
Click the Add Dependent Icon as shown on the screen shot below.

nsso = National Social Security Authority & PATRICIA CHIWETA () Sgn out

“Ilmmal .d Member Demndants Home | Membeés Contributions

&t A Dependart

Show 10 v entries Search:

Step 2

nssa
Self Bervios Portal
B 2dd Dependant

Step 3

The following screen shot below will be displayed. Since you want to add a new dependent, use the Zimbabwe Identity
number as the search criteria.
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nssa

Self Service Portal

B Add Dependant

P -
& Mermber Drtaiy
8 oo ¢ —

0 s

Ouegsetibant ook ug

Copyright § 1030 Wational Social Security Authority (NSSA). A e

Step 4

Select the Zimbabwe Identity Number on criteria then enter the ldentity number as shown below.

Home [ Add Dependant

Bi Add Dependant

Dependant Loscup

Criterfa:* Zimibalesg bdentity Mummbed b OS-GO0000AN] B

Note: If you enter an existing ID Number, the details of that record will be retrieved from the system. If the
record does not exist in the system, the form below will be displayed, and member can then capture the

dependent details.
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Step 5

Capturing of Personal and Relationship details

=+ Add Dependant

T

Nationality* Please Select ~ 1D Number Relationship s

Title: Please Seloct o Genden’® Ploses Coloct = From:"

First Name" Other Name(s) To

Sumame” Marital Status” Ploass Select g Is Student?’ =

0.0.8:° Birth Entry # Start Date:”

Citizenship” Bleaso Soloct o~ Passports End Date:”

Driver Licence # is Disabled’ s
NB

All fields marked with the asterisk (*) must be filled in since they are mandatory fields. Also take note of the
notes in table below when filling out the personal details.

Field Field Expectations

Nationality* Select from drop down list.

Title* Select from drop down list.

Firsthame* First Name: must be at least 2 and at max 100 characters long.
Surname* Surname: must be at least 2 and at max 100 characters long.
D.OB* DD/MM/IYYYY

Citizenship* Select from drop down list.

Driver's License# Driver's License No: must be at least 4 and at max 25 characters long.
ID Number* 00-000000X00

Gender* Select from drop down list.

Other Names(s) Other Names (s): must be at least 2 and at max 100 characters long.
Marital Status* Select from drop down list.

Birth Entry # Should not contain special characters. Valid characters:(A-Z) (a-z) (0-9) ('.-)
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Passport # The Passport No: must be at least 4 and at max 25 characters long.
Relationship* Select from drop down list.
From* DD/MMIYYYY

Relationship start date is required if dependent is child use birth date.
To DD/MM/YYYY
Is Student* Select from drop down list.

Please specify if dependent is a student or not.

Start Date* DD/MMIYYYY
End Date* DD/MM/YYYY
Is disabled* Select from drop down list.

Disability Indicator is required.

This is a sample of a filled in personal and relationship details form.

¢ Add Dependant Home | Dependants / Add Dependant
Natkenality’ o . 1D Mumber o Relationship e -
Title: - . Gender:® —— . Freem:’ = -
Flrsk Marmss" Shelly DOther Mamss(s)
Surmame = Marital Status” Chngi . T
D.OB:" S Blrth Entry # ¥ Soucentz Mo w
Citizemship’ Other . Pasporte Start Dute:"
Dt Ligence & End Dale:’

I Ditabled”
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Step 6

Capturing of Physical and Postal Address

Porysical Asbdiiss. L IhE T

Addredi= Addraass *

Country: ® Ploacse Sebect " Country: = b -
- Plesse Sobect - - iy -

City: City:

P—— Ploades Sebert et Rwgion: g n

Mabile #: g Erninil Adhtowss:

Talepkea 8:

All fields marked with the asterisk (*) must be filed in as there are mandatory fields. Also take note of the notes in table
below when filling out the address details

Field Field Expectations

Address* Physical and Postal Address is required
Country* Select from drop down list.

City* Select from drop down list.

Region* Select from drop down list.

Mobile #* 0771132123

A valid number is one that starts with 0 and not the country code format.

Mobile Phone is required

Telephone #

Email Address Enter a valid email address.
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Below is a sample of the filled in Physical and Postal Address details

Prntal Adedrins ST a5 Pl sddresy

Address 1 Addrere * 2

MOoGen Avenine Lc

Rhaodene B

i) M B
Cormitry=* Fimbatres w FI— o b w
Cliy: MLasrin g - Cty: * Mavyings -
P Pl S - [—— s Sashet -
Mabile & " OTL9TEo453 Emall Address:
Telephone o

11.Upload Dependent Documents

Attaching supporting documents to the dependent profile
The System must
e list the documents.
e allow member to view the documents.
e Member cannot remove documents for an approved dependent.
Documents concerning the dependent such as the birth certificate, national identity, passport, marriage certificate,
driver’s license etc. will be attached and uploaded into the system.

Step 1

To attach documents, the screenshot below will appear.

Attach Documents

Attachments ChooseFile .... Browse

Click on the Browse button to select the documents you wish to attach from the location on your device.
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[ 1= ¥ |

L RREL - S @ @ o @ g -
Chp T Hoew Al = @ e Dverndesmuce [4 valie [) M F Gnad
Lrma -
T Beucon Actureuit]
. Tha Py
P B0 ejaca v
oy P |
]
Bancin Ack | ~ P——
ool o Bt
- d s | = -
prEsTet e ¥ Caphat
ok M cioaw "
[rmp—— o y fagn
4 Downica ™ ] |
Pl s | erthCt = Domasfl ddrwan:
=

Artachments o
Copyright © 2000 Matlonal Sedal Security Authosity [NESA) 'ﬂ
n B Type beere b search
Attach Documents
Attachments BirthCert.bmp Browse
Step 2

Once the documents have been attached, click on the Submit button.

Step 3

The screen shot below will be displayed if all the capturing of dependents details has been successful.
This is where the process ends. The documents are sent to NSSA for verification before the member can receive an
email or SMS informing them of the details of their newly registered dependent(s).

Step 3

The screen shot below will be displayed if all the capturing of dependents details has been successful.
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This is where the process ends. The documents are sent to NSSA for verification before the member can receive an
email or SMS informing them of the details of their newly registered dependent(s).

=  National Sodial Security Authority

&, Add Dependant

Dependant details have been successfully submitted for verification. Please click here to return to dependants list.

12.Edit Dependent

The functionality allows the member to change details of their dependents.
Member can change the following fields:
o Title

e Gender

e First name

e Surname

e Other-name- middle name
e DOB - Date of birth

e Marital status

¢ Nationality

e Citizenship

The change must be accompanied by supporting documents.

A Life-Long Promise Page 25|94



NSSQ

A Lifelong promise

Step 1

The screen below will appear after a successful login.

nsso B National Sociul Security Autherity SPATICAOIMETA O Spa ot

Salf Sarvice Pertal & Member Dependants

# o
| RIS
. ST U

Show 10 v entries mmul

L0
-
Fout e . Survimm Cander Dolstum Shep LY ) S0 Ll Sexary Mambas Bevment Pt ot Wonshm s Mtk

8 cont ¢ —

(3 AN FNGA oV ' Hin ON MNoEo; WL LA m
L

ML VA b v Warved s PUIRL ) NI W0 A4 m
™

TALtnANA Yt TAOND f M O L0820 el s m

Showing 150 3ad Jentries

Step 2

The following screen will be displayed, and you will be able to edit or amend any of the details you wish to amend.
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& Edit Dependant

Home / Dependants / Edit Dependamt

_ |:\{"“”“.J“|.[‘\ "ll;..

Nationality” Zimbabwe v 1ONumber" 1802775818
Title: MR . Gender:” Malo

First Name" MARVEL MAMIRE Other Name(s)

Spann’ ZINONDE Marital Status® Mared
0.0.8:" 6/32/1568 e o

Citizenship® Zimbabwean | Dempats

Driver Licence #

Pheysical Addoess Postal fckdress

W' s Marmied to ~
v Fron:" 03/05/2012
To
v o s Ploase Solect v
Start Date:"
End Date:"
s Disabled" Floase Solect ~

Fuaboridn O hosa

Chibengwies

Chitangwies

Coustry: Fimbatreee - Country: *
Chyw * Hesare i L=
Rughon: Harare v ———
e OTTZEIA155 B At
Tolaphons & CTTIEIA155

Attach Documents

P
Mbakapedu Tl
Chitungwiza
Chitungwiza
Flease Seloct -
Marare -
Marare -

Attachments Choose File ....

A Submit

A Life-Long Promise
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National Social Security Authority

= Add Dependant

Dependant details have been successfully submitted for verification. Please click here to return to dependants list.

When all the necessary fields have been amended and any other documents attached click the submit button
The record will then be sent to NSSA for approval and once approved, the next time you view your dependents, you
should be able to view the changes you made.

13.Unlink/Remove Dependent

The functionality de-attaches dependents from the member.

Member updates the relationship to date. If removed the dependent must not appear on dependents’ listings for the

member

Step 1

The screen below will appear after a successful login.

NSSQ B National Secial Security Authority S PATOACIMETA () Siga ot

Self Service Portal

= Member Dependants

o
8 Lo rmites Details
a Membes Deta
Show 10 v entries Search
| ~
Fost N ® St v Cander Polatam Shep 008 S0 Ll Sevc iy Mandat B tment Paromes Womdom s At

Bxe

Showing 1 %0 3af Jentr
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To unlink yourself from a dependent, you just need to update the to date, by entering the date when the relationship

ended.

Relationship Detainls

Relationship™

Frorme:s©

Is Studsmnts"

Start Date:~

Emnd Datez"

Is Disabled ™

Is Married to

O OS 200012

SL SO0 2020

[t P

Once this is done your record will be sent to NSSA, and they will remove or unlink the dependent from the list of your
dependents. You will be notified once the change has been effected. So, the next time you view your dependents, you

should not see that dependent.

A Life-Long Promise
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14.Member Contributions

This functionality lists monthly contributions made to NSSA by the employer.
a) On the home page, click the Contributions Menu.
b) Choose monthly contributions.

c) Specify the contributions period to view by selecting the “from date” and the “to date” and then click Preview.

:" Member Contributions Home / Member Contributions

From: 01/01/2015 To: 17/02/2021

Show entries Search:

Period  * SSR Number BP Number Trade Name Employee Contribution Employer Contribution Contribution
Apr-2017 0142457Q 400000001 State Employees 10.46 10.46 20.93
Apr-2018 0142457Q 400000001 State Employees 10.46 10.46 20.93
Apr-2020 0142457Q 400000001 State Employees 24.50 24.50 43.00
Aug-2017 0142457Q 400000001 State Employees 10.46 10.46 20.93
Aug-2018 0142457Q 400000001 State Employees 10.46 10.46 20.93
Aug-2019 0142457Q 400000001 State Employees 14.52 1452 29.05
Dec-2017 0142457Q 400000001 State Employees 10.46 10.46 20.93
Dec-2018 0142457Q 400000001 State Employees 24.50 24.50 43.00
Feb-2017 0142457Q 400000001 State Employees 10.46 10.46 20.93
Feb-2018 01424570 400000001 State Employees 10.46 10.46 20.83

Showing 1 to 10 of 34 entries Previous ‘ 1 ‘ 2 3 4 Next

15.Member Contributions Statement

This functionality generates a member’s employment statement in pdf format.
Steps
e Click the Contributions Menu on the home page.

e Annual Statements
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e Choose the year on which to view the Member Contributions Statement, click preview

O, Employee Contributions Statement

Filter Criteria

Year: ‘ Vear ‘

« If you get a “No records found, cannot generate statement.” €rror message, it means there are no contributions that
has been made to NSSA.
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16. Member Employments

This functionality lists the employment history of the contributor, i.e., the employers the member contributor worked
for

Steps
e Click Employments to view your employments history.

e To generate Employment History click Generate Employment History Statement button

® WhatsApp X ‘ @ Reset Password - Self-Service: X | (@ Banner - National Socialfec. X o Member Contributions - Sell X || Employee Contribution State X | G man u results - Google Sear X‘ + - X

& C & selfservice.nssa.org.zw/MemberEmployments

n sso = National Social Security Authority & ELUAHMAPIYA (D Sign out

A Lifelong promise

Self Service Portal

:,’ Member Emplo Home / Member Contributions

ﬂ‘ Home

Bi Generate Employment History Statement

; Member Details

:&% Dependants showentries Search: |:|

g Contributions Id*  SSRNumber Trade Name Occupation Start Date Salary Empl it Status Employment Nature End Date Works Number Station
. s 1 0107800E NATIONAL SQCIAL SECURITY AUTHORITY 07/09/2020 101909.16 Permanent Ordinary
A" Employments

1 0142457Q State Employees Other 05/02/2015 200.00 Permanent Ordinary HARARE
Claims

1 0102541E BORDERTIMBERLTD 09/07/2002 0.00 Permanent Ordinary 31/07/2003 6110263P

2 0142457Q State Employees Other 01/06/2016 398.00 Permanent Ordinary HARARE

Showing 1 to 4 of 4 entries

Previous 1 ‘ Next
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17. Signing out from Member Account

Click sign out button on the left top of the home page to exit

& ELIJAH MAPIYA O Sign out

nssa

Self Service Portal

ome
Monday, 22 March 2021

& Member Details

&% Dependants ® :&; P ) e

= H 2 (=]
8, contributions Dependants Pl i Contributions
= Member Details N -
.. : 'y View monthly co stions
£ Employments View and amend personal and 0 0 P e

contact details :

L B%an ment

Claims
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EMPLOYER FUNCTIONALITIES
18.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 I [# Register Employerl # Verify Certificate

A Lifelong promise

USER LOGIN

Member Login Employer Login
Username davis3079@gmail_com Email davis3079@amail.com
Password eeeeeresnesensenn Password eeeeeseeneanne:
[JRemember Me [JRemember me
Login [ Create an Account Sign In [ Create an Account
Forgot Your Password? Forgot Your Password?

Resend email confirmation

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.

[# Employer Registration

Main Details Contact Details Bank Details Contact Person Details Company Documents

Main Details Schemes
Trade Name * Trade Name Total No Of Employees e o e
Legal Name * Legal Name Total Wage Bill * Insurable Earnings - POBS
Industry Code * Please Select -

Company Type * Please Select o

Business Activity * Main Activity

Registration Date *  Fegistration Date StartDate*  Commencement Date
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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

Main Details Contact Details Bank Details Contact Person Details Company Documents

Residential Address Postal Address

Same as residential address

Physical Address * 4087 Dr Nyamuswa road Postal Address * Address Line 1

Tynwald north 4087 Dr Nyamuswa road tynwald north tynwald townsh

Harare Address Line 3

Address Line 4 Address Line 4
Country * Zimbabwe ~ Country * Zimbabwe v
Town/City * Harare v Town/City * Harare ©

Contact Details

Mobile Number * 0773452064 Email * davis3079@gmail.com

Telephone Number: 0773452084 ‘

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.

[2" Employer Registration

Main Details Contact Details Bank Details Contact Person Details Company Documents

Bank Details

Bank Name * Please Select o
Branch Name * Please Select o
Account Number * Account Number
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4. Select the contact person details tab and fill in all the mandatory fields which are depicted by a red star at the
end of each label.

[#' Employer Registration

Main Details Contact Details Bank Details Contact Person Details Company Documents

Person Details Other Details

First Name * First Name D.0.B* Date of Birth

Surname * Surname Nationality Please Select ~
Title * Please Select ~ 1d Number * National ID Number

Gender * Please Select v Email Address * Email Address

Marital Status * Please Select ~ Mobile Number * Mobile Number

Citizenship * Please Select “

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

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

Employer Registration

Reaistration has been sent for verfication,we will notifyyou once the verfation process is complete. For follow-up use the following detals, Reerence Number: 20010708, Please click e to
retumto log in page.
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19. Register Employer Representative

This functionality is used to register employees who will be responsible for performing employer related activities on
the portal. All employees who have not been registered as employee representatives will not be able to sign up or

create an account the portal.

Steps
e Login into BPS and select Portal.
"Sj Business Processes Solution - BPS Z.0.20210405
File Edit Wieww Tools Windows Help

_] Create Mew Session -; a [_ﬁ ; L""":ﬁ 6 Refresh

- g Adrministration
2 Registration
E POBS
APWCS
Registry
Facilities
Collections
Billimng
Debtors
Portal
= Employers Pending Approvwal
il Dependants Pending Approwval
% Employer Representative
Fimnance
— MedC)
Reports
= Tools
Enqguiries Dashboard
= Dashboard
Workshop lssues

o o

S

oo ] ] e
EENEEEN

¢ Double click on employer representative
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] Business Processes Solution - BPS 3.0.20210405
File Edt View Tools Windows Help

BT R I

i & Administration
-84 Registration
¥ POBS

@-Fo APWCS

(@ Refresh

% =
-
&5
[:R S
RS
=R

(o8 =

Registry
Facilities

Collections

Billing
Debtors
Portal

¥ Employers Pending Approval
¥ Dependants

[l Emp
Finance

Emp

Pending Approval
presentative

1 F MedQ

f
CelPhone Number Emai Address

Employer Representatives

Enter the details of the employer representative.
o Enter the SSR number of the company you are registering for and press tab key on the keyboard.

e Enter your National ID and press tab key-

o Enter all the fields i.e., first name, surname, date of birth, representative type, position, address, cellphone

number and email address.

NB Representative type can either be an employee or consultant if the person does not work for that

organization.

Enter the company authorizer (Director details) and click update.

Click on the tab View employer reps to view the registered employer representatives.

After this process, an employer can now be able to create an account or sign up on the self-service portal.
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20. 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 or 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 .. Password
(JRemember Me [ Remember me
EFTN  [# Create an Account [ Create an Account
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 v 77016900W27

Email Address * Organisation *
davis3073@gmail.com Barry Nell Chemist

Social Security Registration Number *

0100776Y

Password * Confirm Password *

Back Sign Up

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

EMAIL CONFIRMATION 5 inbox x

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

Hello Davison,

This email is a security measure to confirm your N3SA Self-service Portal account registration,

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

[ Contim

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

4. Click Confirm
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21. 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.

USER LOGIN

Member Login Employer Login
Username davis3079@gmail.com Email davis3079@gmail.com
Password venveennens Password = Lseeeeeee
[JRemember Me [JRemember me
Login [ Create an Account [ Create an Account
Forgot Your Password? Forgot Your Password?

Resend email confirmation

The following screen will appear after successfully logging in

Q = National Social Security Authority & Davison Chihambakwe M sign out

A Lifolong promiso

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

& Employer Details SILPOD AGENCIES Upload P4 Contributions View current employee listing View Inspection History

B contributionsManager < | (R View P4 Reports View former employees Check Amount Due

&% Employee Management <€ More info @ Upload file @ View Current Employees © More info @

== Account <

Account User Profile
Compliance Inspection View Transaction History Davison Chihambakwe
#* com pliance Certificate View Bill & Payments ID Number : 77-016900w27

View Statement @ View Profile @

Copyright © 2020 National Social Security Authority (NSSA). All rights reserved. 0
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22. 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@gmail com Email davis3079@gmail com
Password ccoccamacon Password
[JRemember Me [ JRemember me
Login & Create an Account Sign In [ Create an Account
Forgot Your Password? Forgot Your Password?

IResend email conﬁrmat\'onl

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

nsso 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
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23. 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@gmail.com Email

davis3079@gmail.com
Password Password

[JRemember Me [JRemember me

[ Create an Account [ Create an Account

Forgot Your Password? Forgot Your Password?

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 *

davis3079@gmail.com

Back

Reset Password

The page below will be displayed and a forgot password confirmation will be send to your email.
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Forgot password confirmation
@ Please check your email to reset your password.

Back

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

FORGOT PASSWORD Inbox x

NSSA Self-Service Portal

tome =

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.
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nsso National Social Security Authority

A Lifelong promise

Reset password

Reset your password.

Email

davis3079@gmail.com

Password

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 login.
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24. 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

A Lifelong promise

Self Service Portal /ﬁ‘ Home
A Home Employer Details Contributions Manager
& Employer Details SILPOD AGENCIES Upload P4 Contributions
B contributions Manager € BP No. : 400013721 View P4 Reports
& Employee Management ¢ Moreinfo @ Upload file @
o= Account <

Account

Compliance Inspection View Transaction History
# com pliance Certificate View Bill & Payments

View Statement @

Employee Management

View current emploree listing

View former employees

View Curren: Employees ©

User Profile

Davison Chihambakwe

ID Number : 77-016900w27

View Profile @

& Davison Chihambakwe () Sign out

Compliance Inspection

View Inspection History

Check Amount Due

More info ©

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

nsso = National Social Security Authority

A Lifelong promise

Self Service Portal & Profile

A Home User Name/Email

&= Employer Details davis307T9@gmail.com
B contributions Manager € First Name

&% Employee Management < Davison

== Account < ID Number

Compliance Inspection TT7-016900W27

#M Compliance Certificate Company

SILPOD AGENCIES

Save

Last Name

Chihambakwe

Phone number

Manage Personal Data IChange Password I

Enter the new password and confirm it and then click update password.
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nsso = National Social Security Authority

A Lifelong promise

Self Service Portal -.”. Change password

Home
Current password

Employer Details

i I { )

i i <
Contributions Manager New password

Employee Management <

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 & Davison Chihambakwe () Signout

A Lifelong promise

Self Service Portal

:,‘ Change password Home / Change password

A
A Home Your password has been changed.

& Employer Details

25. 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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National Social Security Authority a Constance Sipapate Msi gn out
A Lifslong promise
Self Service Portal E Emp[oyer Details Home / Employer Details
A Home
Main Details Contact Details Bank D
& Employer Details
B contributions Manager < Main Details Schemes

= Employee Management ¢

Employer Type: Ordinary Employer v Total No. Workers POBS: 843
== Account <
Compliance Insoection Trade Name: NATIONAL SOCIAL SECURITY AUTHORITY Insurable Earnings - 539016.00
g ’ POBS
# Compliance Certificate LegalName : NSSA
APWCS Employer Yes M
Industry Code : 5400-Banking, Finance & Insurance v
Total No. Workers 843
Company Type: Statutory Corporation v APWCS:
Main Activity : BANKING, FINANCE & INSURANCE Total Wage Bill- APWCS:  1085332.00
Registration Date ~ 01/10/1994 Start Date: ~ 01/10/1994 APWCS Rate 125
VoluntarySSN Voluntary SSN

View Contact Details

National Social Security Authority

SQ

A Lifelong promise
Self Service Portal = Emp[oyer Details Home / Employer Details
A Home
Main Details Contact Details Bank De
= Employer Deta
B contributions Manager € Physical Address Postal Address
e

‘e Employee Management <
Same as physical address

== Account < Address: * 1 Address: * 1

Compliance Inspection

SELOUS AVENUE/SAM NUJOMA SELOUS AVENUE/SAM NUJOMA
#% Compliance Certificate
Country: * Zimbabwe ~ Country: * Zimbabwe ~
City/Town: * Harare v City/Town: * Harare -
Region : Harare v Region : Harare ~
Zone Code Zone 13 (Harare) Zone Name ; SAMORA MACHEL_R TANGWENA_H CHITEPO (ODD)_ENTERI
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Contact Details

Mobile phone : 723822/4 Email Address: * kanyembat@nssa.org.zw

Telephone Number: * 723822/4 Website : Website

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

View Bank Details

nsso =  National Social Security Authority & Constance Sipapate () Sign out
A Lifelong promise
Self Service Portal = Emp[oyer Details Home / Employer Details
A Home
Main Details Contact Details Bank Details
&= Employer Details
B contributions Manager ¢ Bank Details
&% Employee Management <
Scheme: * Accident Prevention &Workers Compensation Scheme v
== Account ¢
Bank: * FBC BANK v
Compliance Inspection
# Compliance Certificate Branch: * FBCBANKLTD, v
Account Number: * 3170003710321

26. 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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Bank Details

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

27. 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 Social Security Authority & Davison Chihambakwe (! Sign out

A Lifelong promise

Self Service Portal

Employer Details Contributions Manager

& tmployer Details SILPOD AGENCIES Upload P4 Contributions

= — BP No.:400013721 View P4 Reports
i Contributions Manager | € © e epor

8% Employee Management < Moreinfo © Upload file ©

A Home

Employee Management Compliance Inspection

View current employee listing View Inspection History

View former employees Check Amount Due

View Current Employees ©

More info ©

o= Account < ]

Account User Profile
Compliance Inspection View Transaction History Davison Chihambakwe
# Compliance Certificate View Bill & Payments 1D Number : 77-016900w27

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.

= ® o . .
nsso & Davison Chihambakwe M sign out

A Lifelong promise

Self service Portal

Employer Details Contributions Manager Employee Management Compliance Inspection

& Employer Details SILPOD AGENCIES Upload P4 Contributions View current employee listing View Inspection History
B ContributionsManager BP No. : 400013721 View P4 Reports View former employees Check Amount Due
E contributions Calculator More info @ Upload file @ View Current Employees © More info @
X Upload Contributions )
Account User Profile
9, contribution Reports View Transaction History Davison Chihambakwe

& Employee Management < View Bill & Payments ID Number : 77-016900w27

== Account <

View Statement © View Profile ©

Compliance Inspection

* Compliance Certificate

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
A Lifelong promise
Self Service Portal :
elf Service Porta 2 Declarations
A Home Period: Period (Format YYMM).
== Employer Details ~
h Download P4 Template
B contributions Manager  »

E Contributions Calculator

- 4 Upload Contributions
B, 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.
P4 template should contain the following details. In this given order:

1. SSR
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Works Number

Social Security Number
National ID number

Period

Birth Date

Surname

First Name

StartDate
. EndDate
. POBS/NPSInsurableEarnings
. POBS/NPSContributions
. Basic WCIF/ Basic APWCS
. Actual Insurable Earnings

© © N o 0 A~ DN

= S
N W N P O

ng promise

The file should be saved as .xlIs, .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
Day/Month/Year (dd/MM/yyyy e.g., 31/01/2020)

., 2007 resembling July 2020). Dates should be in the format

Template 0189571E-15042021144148 - Excel O Search

Davison Chihambakwe z

File Home Insert Page layout Formulas Data Review View Help |
& Cut _ - = — 5, b ) > AutoSum v A
e Calibri din JA N [ E=E 2 Bwepn General J [Ed @ @ 8 = Fir~ 7Y
opy ~ o )
Paste ow] = = === /= Conditional Formatas Cell Insert Delete Format Sort & Find &
B I U~ v e Av | E== == H . @\ 9 &0 .00
v < Format Painter - = - = - - I== Merge&Center =B % 9 W0 Formatting ¥ Table v Styles v e v . 0093” Filter  Select ¥
Clipboard (i Font & Alignment N Number (i Styles Cells Editing
AutoSave D Qv =
K9 - fo | 000
A B C D 3 F G H I J K L M N 0
1 |SSRNumber WorksNumber SSNNumber NationallDNumber Period BirthDate  Surname  Firstname StartDate  EndDal !  |NPSInsurableEarnings NPSContributions BasicWCIF ActuallnsurableEarnings
2 |0189571F 969 3847946Y  08-2069407853 2104 08/10/1995 HADEBE MDUDUZI  01/01/2020 31/12/9999 [0.00 "0.00 "0.00 "0.00
3 |0189571E 972 5438858  08-961650H30 2104 20/08/1998 MOYO  GIFT 01/01/2020 31/12/9999 [0.00 "0.00 .00 "0.00
4 |0189571F 1968 38233614 08-888171E53 2104 02/08/1993 MOYO  MAYIBONGWE 01/01/2020 31/12/9999 [0.00 "0.00 .00 "0.00
5 |0180571E 973 5438857C  08-715103K21 2104 22/03/1978 MOYO  MGCINI 01/01/2020 31/12/9999 [0.00 "0.00 "0.00 "0.00
6 |0180571E 967 3823063P 53-001031R53 2104 21/08/1983 MOYO ~ ORCHARD  01/01/2020 31/12/9999 [0.00 "0.00 "0.00 "0.00
7 |0189571E 1971 5438861Q  73-123386Q35 2104 27/07/1998 NCUBE  IGNATIUS 01/01/2020 31/12/9999 [0.00 "0.00 .00 "0.00
8 |0189571E 970 54388637 84-025345W84 2104 23/05/1984 NDHLOVU NKOSIVAZI  01/01/2020 31/12/9999 [0.00 "0.00 "0.00 "0.00
g |o189s71E 974 5438867F  08-957144A53 2104 12/11/1993 NDLOVU JUSTICE 01/01/2020 31/12/9999[0.00 "0.00 '0.00 "0.00
1m0
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27. 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.

NB Once you select the period the declarations page is displayed as follows.

= National Social Security Authority
nssa

Self Service Portal .
2 Declarations

A Home Period: 2104
& Employer Details
Contributions Payable For:  POBS APWCS
B contributions Manager  »
B contributions Calculator Number of Employees: 0 0

- Upload Contributions

Total Insurable Earnings : 0.00 0.00

8, contribution Reports

&% Employee Management < Choose files | No file chosen First row contains column names
o= Account <

Compliance Inspection

#* com pliance Certificate

After making declarations, click on choose files & Select a file to be uploaded.
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Self Service Portal .
2 Declarations
A Home Period: S0
&8 Employer Details
Contributions Payable For: ~ POBS APWCS
B contributions Manager >
B contributions Calculator Number of Employees: s 5

X Upload Contributions Totall ble Earni
otal Insurable Earnings : 50000.00 50000.00

Q, Contribution Reports

First row contains column names

P Employee Management £ Choose files| o 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

A Lifelong promise
Self Service Portal . @ open X
X Declarations Home |
« v 1 > ThisPC > Documents > NSSA Portal v | O O Search NSSA Portal
A Home Period: Organize > New folder E- O @
Weekending " Name Date modified Type Size
& Employer Details
Cont b t P bl % This PC @ PORTAL SIGN OFF DOCUMENT Final 1 (0. 12/04/2021 18:53 Microsoft Word D.. T
ontriputions Fayablg B o §
S Silpod 16/04/2021 08:38 Microsoft Excel W... "
B contributions Manager  » & 30 Objects E I
1B Desktop @ Web portal User manual FINAL 12/04/2021 19:03 Microsoft Word D... 5,259
B contributions Calculator Number of Employees: Documents
¥ Downloads
X Upload Contributions ) b Music
Total Insurable Earnings:
9 ] Pictures
8, Contribution Reports B Videos
. . & Windows (C)
&% Employee Management < Choose files | No file chosen -
@ TomTom GPS W
— - < >
== Account < Ao e
File name: [Silpod V| [ Files v
Compliance Inspection

* Compliance Certificate

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

= National Social Security Authority
nssa I

Self Service Portal .
X Declarations
A Home Period: 5104
= Employer Details
Contributions Payable For:  POBS APWCS

B contributions Manager >

E contributions Calculator Number of Employees: 8 8
X, Upload Contributions _— ble Eari
otal Insurable Earnings : £0000.00 000,00
O, Contribution Reports
& Employee Management < ‘ Choose files ISilpod.xlsx I First row contains column names

== Account <

Compliance Inspection

* Compliance Certificate

Click the Preview button.
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= National Social Security Authority

Self Service Portal .
2 Declarations

A Home Period: 3102
= Employer Details
Contributions Payable For:  POBS APWCS
B contributions Manager >
E contributions Calculator Number of Employees: . o

L. Upload Contributions Total | ble Earni
otal Insurable Earnings : 50000.00 50000.00

O, contribution Reports

&% Employee Management < Choose files | Silpod.xlsx First row contains column names

== Account < [ ]
@ Preview

Compliance Inspection

#* com pliance 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 green text.

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 M sign out
A Lifelong promise
Self Service Portal . . : : . — -
&Contrlbutlon Validation Home / Declaration / Contribution Validation
A Home Batch Number: 0189571E-16042021090108 4 Upload
& Employer Details
Submitted Records Success Count Failure Count Success Graph Percentage
B Contributions Manager >
5 5 0 (100

E Contributions Calculator

X upload Contributions

v i - n .
st <eoied @ 1@ ] E—
.§, Contribution Reports
. POBS R Actual
28 I < Works SsN ID Number Period D.0.B Surname First Start End Insurable PoBs Basic Insurable ‘s
‘= Employee Management Number Number h Name Date Date ¢ Contributions ~ APWCS : oK?
Earnings Earnings
== Account <
1969 3847946Y 08-2069407B53 2104 08/10/1995 HADEBE MDUDUZI 01/01/2020  31/12/9999 1000 450 10000 1000 True
Compliance Inspection 1972 5438858E 08-961659H39 2104 20/08/1998 MOYo GIFT 01/01/2020  31/12/9999 1000 450 10000 1000 True
#* Compliance Certificate 1968 3823361A 08-888171E53 2104 02/08/1993 MOYO MAYIBONGWE ~ 01/01/2020  31/12/9999 1000 450 10000 1000 True
1973 5438857C 08-715193K21 2104 22/03/1978 MOYO MGCINI 01/01/2020  31/12/9999 1000 450 10000 1000 True
1967 3823063P 53-091031R53 2104 21/08/1989 MOYO ORCHARD  01/01/2020  31/12/9999 1000 450 10000 1000 True
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The window below shows the successful upload of the contributions.

nsso = National Social Security Authority avison Chihambakwe () Sign out
A Lifelong promise
Self Service Portal 2 Contribution Validation Home / Declaration / Contribution Validation
A Home O File processing complete!!
& Employer Detals Batch Number: 0189571E-16042021090108
B Contributions Manager > Submitted Records Success Count Failure Count Success Graph Percentage
E Contributions Calculator
5 0

X Upload

8, Contribution Reports Showentries B H ] H B ‘ a H [ search: l:l

ntributions

& Employee Management <

N NPS R Actual
Works SSN . First Start End NPS Basic
—_— 1D Number Period D.0.B Surname Insurable - Insurable Uploaded
o= Account < Number Number Name Date Date . Contributions WCIF B
Earnings Earnings

Compliance |ﬂSp€CﬁOﬂ 1969 3847946Y 08-2069407B53 2104 08/10/1995  HADEBE MDUDUZI 01/01/2020  31/12/9999 1000 450 450 1000 True
* Compliance Certificate 1972 5438858E 08-961659H39 2104 20/08/1998  MOYO GIFT 01/01/2020  31/12/9999 1000 450 450 1000 True

1968 3823361A 08-888171E53 2104 02/08/1993  MOYO MAYIBONGWE ~ 01/01/2020  31/12/9999 1000 450 450 1000 True

1973 5438857C 08-715193K21 2104 22/03/1978  MOYO MGCINI 01/01/2020  31/12/99%9 1000 450 450 1000 True

1967 3823063P 53-091031R53 2104 21/08/1989  MOYO ORCHARD 01/01/2020  31/12/99%9 1000 450 450 1000 True

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.

&Uplt}ad P4 Howme beclaration Upload P4
Batch Humber: 0112483W-2007 2020094346 m
Submitted Records Suocess Count Failure Count Success Graph Percentage

O
7 3 4 e

— — ID Mumiber Parisd 0.0.8 Surname E - e I !iu O — Ingu :I -
Msmber Mumber = Y Hame Date Date — Contributioms APWCS et oK
Earnimgs Earmings
502 4 2004 ALIFA, A = 3 §
r encd abeacy ex umder ihis employer and ss
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To export click of either of the buttons in a red rectangle

National Social Security Authority & Davison Chihambakwe

nssa E

Self Service Portal

O sign out

-?, Contribution Validation Home / Declaration / Contribution Validation

A Home Batch Number: 0189571E-16042021091217

Percentage

& Employer Details

Submitted Records Success Count Failure Count Success Graph

B contributions Manager >
5 0 5

B contributions Calculator

q o ! Thefile contains 5 records with errors. Please correct the red flagged records and try agian!!
X. upload Contributions 9 ‘ ! & rrec sged rec yag
e E“tries‘ B ‘ ‘ E ‘ | E ‘

8, Contribution Reports

2o
‘aa Employee Management <€
- oy & Works ssN First poes Actual

) Start End POBS Basic Is
1D Number Period D.0.B Surname Insurable e Insurable
—_ Number Number Name Date Date ‘ Contributions APWCS ‘ oK?
e Account < Earnin g5 Earnings
~ . N 1969 3847946Y 08-2069407B53 2104 08/10/1995 HADEBE MDUDULZ 01/01/2020 31/12/9999 1000 450 10000 1000 False
Compliance Inspection
1072 5438858F 08-961659H39 2104 20/08/1998 MOYO GIFT 31/12/9999 1000 450 10000 1000 False
# Compliance Certificate
1968 3823361A 08-888171E53 2104 MOYO MAYIBONGWE 1000 450 10000 1000 False
1973 5438857C 08-7T15193K21 2104 22/03/1978 MOYO MGCINI 31/12/9999 1000 450 10000 1000 False
1967 3823063P 53-091031R53 2104 21/08/1989 MOYO ORCHARD  01/01/2020  31/12/9999 1000 450 10000 1000 False

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.

314921 14515600 63-080332-C-63 2004 22168 ALIFANETA LOVEMORE ~ 01/10/1984  31/12/9999 113 49 713 113 False

39043 2M6ES 15061720015 204 23904 MUKOMBACHOTO  DONALD  01/09/1987  31/12/9999 666 45, o Period afeady eiss under this employer and sn

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.
AutnSave 0. Ny v

Al - Je | 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 s OK?  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 fFalse  *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 fFalse ~ *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 description as shown below.
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P4 Pre-Submission Report

NSSQ

A Lifelong promise

A life long promise!

SSR SSN ID Number Period D.0.B Surname First Name Start Date End Date POBS POBS Basic Actual Is
Number Number Insurable Contributions APWCS Insurable OK?
Earnings Earnings

0107800E 3279928V 08-764305S83 2012 04/12/1979 Ruvayi Greater 01/12/2008 31/12/9999 700 49 8057.45 False Object
reference not
setto an
instance of an
object.

0107800E 2099332B 63-956661j83 2012 13/09/1974 BALOYI SHERPARD 01/06/2013 31/12/9999 700 49 6520.8 False Object
reference not
setto an
instance of an
object.

0107800E 1820947W 29-163122v29 2012 11/06/1974 Bangure Simbarashe 01/06/1995 31/12/9999 700 49 8058.01 False Object

Edmore reference not

setto an

Generated on: 7/12/2020 and Time:8:33:48 page 1 of 95

28. 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.
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o = National Social Security Authority

A Lifelong promise

Self Service Portal O, Contributions Report

@A Home Filter Criteria
] Employer Details
Select Filter Criteria _AlL- ~ Filter phrase
E3 contributions Manager >
) ) Period: Start Period End Period
E Contributions Calculator

.1_; Upload Contributions

O, contribution Reports

Employee Management <
Account <

Compliance Inspection

0

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

O, Contributions Report

Filter Criteria

Select Filter Criteria

-All- v Filter phrase

Period: Start Period End Period

Specify the period you want the report to cover.
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National Social Security Authority

O, Contributions Report

Filter Criteria

Select Filter Criteria

-All- v Filter phrase

Period:

2004 2104

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

( sign out

H National Social Security Authority & Davison Chihambakwe

9, Contributions Report Home / Contributions Report

showentries B H L. H ﬁ ‘ i=] ‘ ‘ Search:
) POBS Actual POBS Insurable
Bp SSN D . First Start End pOBS Actual T :
Period Surname Insurable o Insurable o Contribution Earning
Number Number Number Name Date Date . Contributions N Contribution ) N
Earnings Earnings Variance Variance
53-
500720792 3823063P 091031R53 2104 MOYOQ ORCHARD 01/01/2020  31/12/9999 1000.00 450.00 1000.00 90.00 -360.00 0.00
08-
501667049 3823361A 838171653 2104 MOQYQ MAYIBONGWE ~ 01/01/2020  31/12/9999 1000.00 450.00 1000.00 90.00 -360.00 0.00
08-
500716892 3847946Y 2069407853 2104 HADEBE MDUDUZI 01/01/2020  31/12/9999 1000.00 450.00 1000.00 90.00 -360.00 0.00
08-
503470933 5438857C 715193K21 2104 MOYO MGCINI 01/01/2020  31/12/9393 1000.00 450.00 1000.00 90.00 -360.00 0.00
08-
503470934 5438858E CAIEEIED 2104 MOYO GIFT 01/01/2020  31/12/9999 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 Criteri

Select Filter Criteria

SSN Number ~ 3847946Y

Period: 2104 2104

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

National Social Security Authority & Davison Chihambakwe (0] Sign out
‘9, Contributions Report Home / Contributions Report
Show |10 v|entries =) ‘ ‘ L] ‘ ‘ ] ‘ =] ‘ ‘ Search:
) POBS Actual POBS Insurable
BP SSN D | First Start End POBS Actual L )
Period Surname Insurable o Insurable o Contribution Earning
Number Number Number Name Date Date ) Contributions ) Contribution ) )
Earnings Earnings Variance Variance
08-
500716892 3847546Y 2104 HADEBE MDUDUZI  01/01/2020  31/12/9399 1000.00 450.00 1000.00 90.00 -360.00 0.00
2069407853
Showing 1 to 1 0f 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 M sign out
,9, Contributions Report Home / Contributions Report
v i s > .
Show|10 v |entrieg f=) ‘ ‘ - ‘ ‘ B ‘ B ‘ ‘ Search:
. POBS Actual poBS Insurable
BP SSN D i First Start End POBS Actual . 3
Period Surname Insurable o Insurable o Contribution Earning
Number Number Number Name Date Date . Contributions - Contribution ) )
Earnings Earnings Variance Variance
08-
500718892 3847946Y 2104 HADEBE MDUDUZI  01/01/2020  31/12/9999 1000.00 450.00 1000.00 20.00 -360.00 0.00
2069407853
Showing 1to 1 of 1 entries Previous ‘ 1 ‘ Next
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29. Contributions Calculator

This functionality allows the employer to calculate both employee and employer contributions based on the entered

Insurable earnings and the selected period.

A Litelong promise

Self service Portal B Contribution Calculator
A Home Period: Period (Format YYMM).
& Employer Details

B contributions Manager >

E Contributions Calculator

3, Upload Contributions

O, contribution Reports

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

e Select period.

o Enter total insurable earnings.
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nsso = National Social Security Authority
A Lifelong promise

Self Service Portal E Contribution Calculator

A Home Period: 2104
=N
[ = |

Employer Details
EMPLOYER POBS CONTRIBUTIONS CALCULATOR
B cContributions Manager >
B Contributions Calculator Insurable earnings (Rate: 9.00%/ Maximum $5000.00 All Employees)*
50000

2 Upload Contributions
Contributions

O, contribution Reports

Employee 2250.00
‘& Employee Management <

Employer 2250.00
o= Account <

Total 4500.00
Compliance Inspection

#* com pliance 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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= National Social Security Authority

Self service Portal Bl Contribution Calculator

A Home Period: 1904
-y
| = |

Employer Details
EMPLOYER POBS CONTRIBUTIONS CALCULATOR
B contributions Manager >
B contributions Calculator Insurable earnings (Rate: 7.00%/ Maximum $700.00 All Employees)*
2000

.‘!; Upload Contributions
Contributions

Q, Contribution Reports

Employee 70.00
‘-t Employee Management <

Employer 70.00
o= Account <

Total 140.00

Compliance Inspection

#* com pliance Certificate

30. 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.

e Select Register New Employee. The screen below will appear.
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Self Service Portal &*‘ Register New Employee Home / Current Employees Listing / Register New Employee

A Home
Main Details Contact Details Employment Details
& Employer Details

B contributions Manager < Personal Details Other Identity Numbers

&% Employee Management >

-t Register New Employee

Nationality: * Please Select v Birth Certificate No : Birth Certificate Number

ID Number: * D Number Passport No : Passport Number
& Current Employees
a,‘ Former Employees Title: * Please Select v Gender: * Please Select v Drivers Licence No : Driver's Licence Number
E Employee Statement Surname: * Surname
&% Manage Employment
First Name: * First Name
== Account <
Other Name: Other Name
Compliance Inspection
#* Compliance Certificate Marital Status: * Please Select v p,0,B:* 16/04/2021

Citizenship: * Please Select -

o 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.

o When the new employee details have been successfully added the successful record message will pop up as

illustrated below

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 & Constance Sipapate O sign out

& Current Employees Listing Home / Current Employees Listing

& Register New Employee

Show | 10 ~ entries‘ 2 ‘ ‘ = ‘ ‘? ‘ B ‘ ‘? Search:

SSN . Surname First Name Id Number Sex DoB Start Date Action
3965987Y ALFONSO ALBERT 75-447813R-75 M 29/09/1989 01/06/2019 & Edit
3695420F AMON EDIMOT 07-193829A07 M 05/11/1992 01/06/2012 :/Edil
3833977TW BADZA TAFADZWA 04-123556404 M 16/08/1985 18/08/2015 & Edit
31288537 BALENI MALVIN 22-198571F26 M 25/07/1981 01/05/2005 :/Edil
3279928V BALOYI GREATER 08-764305563 F 04/12/1979 01/12/2008 :/Edil
20993328 BALOYI SHEPHERD 63-956651J83 M 13/09/1974 01/06/2013 & Edit
1336949E BANDA LOVENESS 08-557803J08 F 27/05/1971 01/05/1995 :/Edil
2318197M BANDA STANLEY 83-255543763 M 05/06/1963 01/12/2009 =,Edit
2776124Q BANDA XOLISWAN 08-779270J08 F 27/06/1983 01/06/2008 :/Edit
3533441G BANDAMA SINIKIWE CHIPO 28-096898F13 F 29/06/1985 01/06/2010 =/Edil

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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:,‘ Update Employee Home / Current Employees / Update Employee

Main Details Contact Details

Personal Details Other Identity Numbers

Nationality: * Zimbabwe v Birth Certificate No : Birth Certificate Number
ID Number: * 63-935202J00 Passport No : Passport Number

Type of Person: * Employee h Drivers Licence No : Driver's Licence Number
Title: * MR ¥ Gender: * Male ~ BP Number: * 500875309

Surname: * ALBERTS SSN Number: * 1916016G

First Name: * GREIG MARTIN

Other Names: Other Name

Marital Status: * Married v~  DpoOB:* 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!
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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.

= National Social Security Authority & Constance Sipapate (M sign out
;x Former Em p[oyees Listi ng Home / Former Employees Listing
Show |10 v |entries E ‘ ‘ L. ‘ ‘ Ei ‘ =] ‘ ‘ ﬁ Search:
SSN A Surname First Name Id Number Sex DOB Start Date End Date
20342678 ABSOLOM ISAIAH T1-023185NT1 M 28/08/1967 01/04/2009 31/03/2017
1916016G ALBERTS GREIG MARTIN 63-935202J00 M 07/09/1976 09/03/2000 31/07/2000
1499728A ALFONSO ALBERT M 29/09/1989 12/08/2015 28/02/2019
1916721F ALl SADIKI 08-564056F08 M 08/08/1973 01/10/2005 05/02/2008
39753955 BAKO PAUL TAKUNDA 63-2271054V18 M 22/01/1992 12/08/2015 12/02/2016
15033808 BALOYI CEPHAS 08-156510W04 M 03/06/1958 01/10/1994 30/05/2014
1500568E BALOY! MUKAI M 14-020077N83 F 02/05/1953 01/10/1994 31/05/2013
1501500V BALOYI TIMOTHY 22-012861X83 M 22/11/1953 01/10/1994 30/11/2013
27643T4A BANDA FRED 67073330567 M 02/07/1968 01/10/2003 06/01/2004
15117900 BANDA MACLAUY MUWAMBA 6373343463 F 05/07/1970 01/10/1998 24/09/1999
Showing 1 to 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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So National Social Security Authority

A Lifelong promise

Self Service Portal

Bi Employee Statement

&= Employer Details

Criteria: Zimbabwe Identity Numb:  ~ a
E contributions Manager <
&% Employee Management >

-t Register New Employee
;" Current Employees

a" Former Employees

E Employee Statement

Z&: Manage Employment

Select year and click generate Statement.

&= Employer Details
Criteria: Zimbabwe Identity Numb:  ~ 44010238p44 B
B contributions Manager <
‘a* Employee Management > Business Partner Number: Social Security Number: National Identity Number:
500524023 26861T0W 44-010238P44
=F Register New Employee
& current Employees Full Name: Gender:
ELIJAH MAPIYA Male

=* Former Employees

E Employee Statement bk

Year
‘&% Manage Employment

; Account < 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.

e Afolder consisting of all employee statements will be downloaded.
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Home Person Search

Employer Details

Criteria: All- v B
=

Contributions Manager €

n

Employee Management > Year:

o, . 2017
et Register New Employee

a« Current Employees Generate Statement

&* Former Employees

E Employee Statement

Update Employment

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

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

B == Manage Employment - Self-Serv x | =+ - o x

<« G @ @ htips//selfservice.nssa.orgzw/Employees/ManageEmployment Y% 1= a
nsso = National Social Security Authority & Constance Sipapate O sign out
A Lifelong promiss

Self Service Portal

o Manage Emp[oyment Home / Manage Employment

@ vome

&= Employer Details

Criteria: Social Security Number  ~ B
B contributions Manager < Social Security Number
Business Partner Number

&% Employee Management > Zimbabwe Identity Number
Foreign Identity Number
&t Register New Employee
&7 Current Employees
- Former Employees
B tmployee Statement
8% Manage Employment
== Account <

Compliance Inspection

#F Compliance Certificate

Copyright © 2020 National Social Security Authority (NSSA). All rights reserved 9

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.

; Constance Sipapate M si gn out

= National Social Security Authority

;;: Manage Employment Home / Manage Employment

Person Search

Criteria: Zimbabwe Identity Numb: 62-1049386V13 n

Business Partner Number: Social $ecurity Number:

500222657 3413484F

Full Name:

CONSTANCE MARUMBWA SIPAPATE

63-1049386V13

Gender:

Female

&*Add Employment £ Employment Statement

National Identity Number:

l Show entries Search:
Employment Sequence *  Occupation Start Date Salary On Commencement Status Of Employment Nature Of Employment End Date Works Number Work Station Action
4 09/10/2017 0.00 Ordinary - Edit
Showing 1 to 1 of 1 entries Previous ‘T‘ Next

To update the existing employment, Click Edit on the listed employment. The following screen will pop up.

Start Date: *

09/10/2017

Works Number:

Works Number

Status Of Employment: *

Permanent

Occupation: *

Occupation

=&, Update Employment

End Date:

End Date

Work Station :

Work Station

Ministry :

~ Please Select

x
Starting Salary: *
0.00
Nature Of Employment: *
Ordinary ~
-~

Close A Submit
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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.

2~
ﬁ HC”ne
& Employer Details
Criteria: Zimbabwe Identity Numb v 44010238p4a4 n
B contributions Manager ¢
&% Employee Management > Business Partner Number: Social Security Number: National Identity Number:
500524023 2686170W 44-010238P44
&t Register New Employee
& current Employees FullName: Gender:
ELIJAH MAPIYA Male
&* Former Employees
. &* Add Employment 8 Employment Statement
B Employee Statement
&% Manage Employment - Search
—_ Employment Start Salary On Status OF Nature Of End Works Work St At
= Account < Sequence ceupation Date Commencement Employment Employment Date Number orkestation ction
Compliance Inspection No data available in table
‘ Compliance Certificate Showing 0 to 0 of 0 entries Previous Next
ot 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 employment
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 «d Ssubmit
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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.

Message

Record successfully saved.

Click OK to exit.

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

~3
“ Hor‘ﬂe

& Employer Details

Criteria: Zimbabwe Identity Numb v 44010238p44 ﬂ
B contributions Manager <
&% Employee Management > Business Partner Number: Social Security Number: National Identity Number:
500524023 2686170W 44-010238P44
-t Register New Employee
& Current Employees Full Name : Gender:
ELIJAH MAPIYA Male

&% Former Employees

. &*Add Employment 8 Employment Statement
B ctmployee Statement
& Manage Employment - earc

Employment a Start Salary On Status Of Nature Of End Works

= 0 ti Work Stati Acti
== Account < Sequence ccupation Date Commencement Employment Employment Date Number oriestation ction
Compliance Inspection No data available in table

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

Fage 1 of 1
;JSEH House - Employment History
am Hujerma Sireet nssa
Selous A erwes, Morore Staterment . LA DS
Foae: (0242} FR&IAD0TFR042
Member Hame
ENPAPFATE COMNSTARMCE sASRILIMAEW S,
I 10THED. . . Hovore, Sinbeobeeses
Member e boils
Db of Birkh - pra= g e = Member HE5S& NHomber: 241 S484F
Member BF Mo SODE22A5TF I HMormber:

&3- 1049380 13

Empdoy ment Hishtony Sommaomy

Trade Home 558 Mumber Eart Date End Date Employment Statas
HATHOM AL SOCLAL SECURMTY AUTHOEITY 0107 BOCE 10201 7 Parmare=nt
AGRIFOODS P L D1 PSE3E O A0 2013 D&/ I D201 F Permarent
IO s8AATTH LTD D1DE LD X O A0 F 2008 30/04,3012 Pearmare=nt
ey Afncea Imbabese P L D1 38443 171 A0S F 200 A0S OF 0 Permiare=nt
FAaRM L CITY CENMTRE D1DEPTOL O OG22 00 A0/ 08 I0DE Parrmare=nt

A L oree Proareise.

User can choose to save the file to disk by clicking the icon I or can print the document by clicking
Exit by clicking the back button <
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31. 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
A Litelong promise

Self service Portal Bi Account Statement

L
# Home Filter Criteria
-9
| =]

Employer Details

Select Date Range: Start Date End Date

B contributions Manager ¢

&% Employee Management <

== Account >

E Account Statement

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

B

NnssQ

A Lifelong promise

—
=

=

SSR Numiber : 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 2831.72.47
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 94654 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

A Life-Long Promise Page 77|94



NnssQ

A Lifelong promise

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

nsso = National Social Security Authority

A Lifelong promise

Self Service Portal

O, Employer Bill Estimate Report

Home
Filter Criteria
Employer Details

B contributions Manager ¢ el Start Period

b 2

ok Employee Management <

=
o= Account v

ﬁ Account Statement

2% Employer Bill Estimate

Employer Estimate Bill will be displayed, see sample below.
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NSSA House o
Sam Nujoma Street Employer. Estimate
Selous Avenue, Harare Bill

Fax: (0242) 796320/799042

Employer Name :NATIONAL SOCIAL SECURITY AUTHORITY

Employer Details

NSSQ

A Lifelong promise

SSR Number : 0107800E
Industry Code : 5400-Banking, Finance & Insurance

Contribution and Premium Estimate Bill Summary

BP Number: 400006045
WCIF Rate : 1.25

Period:Dec-2020

Details POBS APWCS
Opening Balance 5184361.25
Current Bill 0
Less Payments 161.00
Amount Due 5184200.25

A Life-Long Promise

Total(ZWLS)
4827023.84 10011385.09
0 0
160.00 321.00
4826863.84 10011064.09
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32. 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.

Self Service Portal Compliance Inspection

Home Filter Criteria

Employer Details

B 2

Period: 01/11/2019 06/12/2020
B contributions Manager <

2l
*aa® Employee Management <€ )
oy & @ Preview

== Account <
‘ Compliance Inspection

‘ Compliance Certificate

The compliance sheet for the selected period will appear as shown below.
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Page 1 of 2
NSSA (HEAD OFFICE)
nssa P O Box CY 1387
A Lifesong promise CAUSEWAY
HARARE
Tel: 04 706523-5/799030

COMPLIANCE INSPECTION SHEET

1. THIS INSPECTION SHEET SERVES AS BOTH AN ACKNOWLEDGEMENT OF DEBT AND FINAL DEMAND FOR UNPAID CONTRIBUTIONS & PREMIUMS.
2. FAILURE TO PAY BY DUE DATE WILL RESULT IN LEGAL ACTION INCLUDING GARNISHEE BEING EFFECTED WITHOUT FURTHER COMMUNICATION.
3. ALL RECORDED INFORMATION HEREUNDER IS STRICTLY CONFIDENTIAL.

NAME OF EMPLOYER: NATIONAL SOCIAL SECURITY AUTHORITY SSR NO: 0107800E IC CODE: 5400-Banking, Finance APWCS RATE: 1.25
ADDRESS : 1 EMAIL: kanyemb orgzw &I
ADDRESS : 1 BANK: FBC BANK TEL.NO: 723822/4 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 |TOTAL POBS APWCS
OF EMP. EARNINGS |Contribution |Surcharge | EARNINGS |Premiums |Penalty |[THE MONTH |AMOUNT [AMOUNT PAYMENT |VARIANCE |VARIANCE
EMP. | APWCS | (POBS) (APWCS) PAID PAID
POBS
(856454.04) (167,109.03) (1,023,563.07) (856,454.04) | (167,109.03)
Jan-20 |32 32 4,742.40 0 0.00 4,742.40 0.00 0.00 0.00 0.00 0.00 0.00 0.00 474240
Feb-20 |770 |770 5,000.00 0 0.00 5,000.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 5,000.00
May-20 [10 10 1,000.00 0 0.00 1,000.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 1,000.00
Jun-20 |13 14 687.00 450.00 0.00| 101,73490 9,000.00 0.00 9450.00 0.00 0.00 0.00 450.00| 110,73490
Jul-20 |14 14 687.00 29400 000]| 101,73490 40, 29494 0.00 40,588.94 0.00 0.00 0.00 294.00| 14202984
Aug-20 770 |770 770.00 0 0.00 77000 0.00 0.00 0.00 0.00 0.00 0.00 0.00 770.00
Sep-20 |32 32 4,742.40 0 0.00 4,74240 0.00 0.00 0.00 0.00 0.00 0.00 0.00 474240
Oct-20 4263 |4263 50,180.63 0 0.00 50,180.63 0.00 0.00 0.00 0.00 0.00 0.00 0.00 50,180.63
Nov-20 |659 |659 460,600.00 0 0.00| 460,600.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 460,600.00
Dec-20 |781 |781 460,600.00 0 0.00| 460,600.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00| 460,600.00
Totals @5571000)| 000 (117814009 | 000| (973524131 o000l 000 000l(8s57100)|1,073201041
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33. 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 — National Social Security Authority & Constance Sipapate ® sign out

Self Service Portal

& Employer Details

4 Home

Employer Details Contributions Manager Employee Management Compliance Inspection
NATIONAL SOCIAL SECURITY AUTHORITY Upload P4 Contributions View current employee listing View Inspection History

B Contributions Manager € BEpes SONGCE View P4 Reports View former employees Check Amount Due

& Employee Management < More info @ Upload file (] View Current Employees (] More info @

== Account < :
Account User Profile

Compliance Inspection View Transaction History Constance Sipapate

. Compliance Certificate View Bill & Payments ID Number : 63-1049386V13

View Statement © View Profile @

Copyright © 2020 National Social Security Authority (NSSA). Al rights reserved e

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: 29042021

NSSQ

A Lifelong promise

National Social Security Authority
Compliance Cerlificate

This is to certify that

NSSA

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

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

Number of Insured Employees: 2
Walidity Period: 01 April 2021 To 30 June 2021
Verfication code: CASMXUNR

The authenticity and validity of this cerfificate must be verfied on N35A page.
Scan QR code or visit
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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.

We cannot issue i clearance certificate, because :
o There are no contribution submission in the past three months.

Meanwhile, you may rétm to Home Page.

34. 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.

[# Register Employer @ Verify Certificate @ NSSA Home

nssQ National Social Security Authority

A Uitelong promise

USER LOGIN

Member Login Employer Logn

Username ChawotapBrasa oy 2w Emait chawotap{inssa o 2w
Password ... - Password fe—
Remember Me Remember me
toge I CLEVEEY A @ Creean sccount.
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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.
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Certificate Verification

Certificate Details

S5R Number: 01078008
Certificate Number : 2904/2021
Verification Code : CASMXUNR

Verify Certificate

Step 3

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

nssd National Social Security Authority [E Register Employer  @Verify Cerfificate @ M354

A G g promi L

Certificate Verification
@Valid Certificate !

The Certificate issuance details are as follows:

NATIONAL SOCIAL SECURITY AUTHORITY

Trada Haf:

Soclal Security Rigistration Husiber: D10TEM0E

Certificate Numbsm SR

erification Eodet CASHXNUING

Validity: 0 April 2] To 30 june 2031

A Life-Long Promise
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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.
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35. 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
]
Self Service Portal “ Home
& Erpiover Dotalts WATIONAL SOCIAL 42 CLBITY AUT) Iy Uplant M Contriutionn
o e N < P No, 1 400006045 View IM Reports

B2 fmployee Masagement €

—
= Account <
Account
ompliance Mspection View Transacthen Hissory
. Cootplian ¥ View Bill & Paymenty
B3 Senat
Copyright € 2020 Mational Social Security Authority (INSSA),

Click on the Account Tab

A Life-Long Promise

Employee Management Compliance Inspection

View curtent empdoyee Inting View impection 18siory

Vw501 Comploy s

View Curtent Emjdoyecs ©

User Profile
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. Emrgloyer Details

a Contributions Masage

@ [ mgloyee Management

—
[

oY
CompSamde INspection

. Compiance Certiicate

Step 3

Employer Details Contnibutions Manager Employee Management Compliance Inspection

RATIONAL SO0 STCURITY AUD ' Uphoad M Contrbution Yiew Current employee Inting

B No. 1 400006045 View ™ Report Yiew former omployees

Jphouadd Dile ° view Current | mployes o

Account

View Toanachion 18stony

Vieow [N & Payments

Click on the Account Statement Tab and the following screen appears.

Iﬂﬁf;[ll.l ﬂt Sta[EmEnt Hoene | Accott Stabemint

Selct Dt Ranpe:
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Step 4
Enter the dates for which you wish to view the employer statement.

B | = v tmen et tenae b x| B hewin % |+ - o =
€ 3 G & hiipsiselfservoenssaong. v t s @ o B g -
[ smtmmchosn [} bosssioen [ mparwesgoege. [) et € meitwwaieets. B secemminsl  [) seeiievudi. [ wlus [Y Mes 4 Gae

nssa

Seld Service Portal

Copyright © 2000 Hathsaal Social Security Sutbesity (HSSA) A v 9

Step 5

Click on the Preview button

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

A Life-Long Promise
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STATEMENT FOR PERIOD
01/01/2021 1O 31/01/2021

BP Number : 400006045 SSR Number : 0107800E
Industry Code: 5400
NATIONAL SOCIAL SECURITY AUTHORITY APWCS Rate: 1.25%
1
SELOUS AVENUE/SAM NUJOMA

Transaction | Transaction Type S Running Total

Date Number

01/01/2021 | Balance b/d 9000001 POBS 0.00 0.00
01/01/2021 |Balance b/d 9000002 APWCS 1,031,113.35 1,031,113.35
01/01/2021 | Main Bill Run 212373 POBS 358,650.00 1,389.763.35
01/01/2021 | Main Bill Run 212373 APWCS 612.542.35 2.002.305.70
11/01/2021 | Payment 9516592 POBS (15.294.93) 1.987.010.77
11/01/2021 | Payment 9516592 APWCS (3.398.87) 1,983.611.90
18/01/2021 | Payment 9519207 POBS (779.303.12) 1.204,308.78
18/01/2021 | Payment 9519207 APWCS (173,178.47) 1,031,130.31
31/01/2021 | Balance c/d 1,031,130.31

The user should take note of the following and note that the information on the statement is accurate.
Statement Period

BP Number

Social Security Registration Number (SSR)

Industry Code

APWCS Rate

Employee Address

o gk wnE

36. Generate Compliance Inspection Sheet

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
Go to home screen.
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nssa

Self Service Portal

Employer Detaits Contributions Manager

NATIONAL SOCTAL SECURITY AT y Uplan

0 M 400006045

moallgno

Copyvight & 2020 Hational Soctal Security Authvaeity (NSSA) =)

Step 2

Go to Compliance Inspection

= ational Social Security Authaority & Patricia Chiweta 1) Sign out
Nnssa i ks &paticachimeta  ©)sig

Self Service Portal ul:ﬂl‘npﬁance “..Spectinn Home [ Compliance Inspection

= Ernployer Details

E Contributions Manager

'ﬂi Employee Management £

—
e Acccunt L

Compliance inspection

. Compliance Certificate

Step 3

Enter the dates for which you wish to view the employer statement.
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Home [ Compliance Inspection

Compliance Inspection

Faitet: 01012021 31/01/2021

Step 4

Click on the Preview button. User will be directed to a new web page and the statement will be displayed as in the
screenshot below:

Page 1 of 1
& NSSA (HEAD OFFICE)
nssa =
CAUSEWAY
A Lifelong promise HARARE
Tel: 04 706523-5/799030
COMPLUIANCE INSPECTION SHEET
1. THIS INSPECTION SHEET SERVES AS BOTH AN DEMAND FOR UNPAID CONTRIBUTIONS & PREMIUMS
2. FAILURE TO PAY BY DUE DATE WILL RESULT IN LEGAL ACTION INCLUDING GARNISHEE BEING EFFECTED WITHOUT FURTHER COMMUNICATION
3. ALL RECORDED INFORMATION HEREUNDER IS STRICTLY CONFIDENTIAL
NAME OF EMPLOYER: NATIONAL SOCIAL SECURITY AUTHORITY SSR NO: 0107800 1C CODE: 5400-Banking, Finance APWCS RATE: 1.25
ADDRESS : 1 EMAIL: kanyembat@nssa.orgxw & Insurance
ADDRESS : SELOUS AVENUE/SAM NUJOMA BANK: FBC BANK TEL .NO: 723822/4 BRANCH: FBC BANK LTD,
INSPECTION PERIOD FROM: 01/01/2021 TO 31/01/2021 ACCOUNT NO: 3170003710321
PERIOD |NO. |NO.OF |INSURABLE | POBS POBS INSURABLE | APWCS APWCS |[TOTALFOR |POBS  |AWPCS |TOTAL POBS APWCS
OF |EMP. |EARNINGS |Contribution |Surcharge EARNINGS |Premiums  |Penalty | THE MONTH |AMOUNT AMOUNT|PAYMENT  |VARIANCE |VARIANCE
EMP. | APWCS | (POBS) (APWCS) PAID PAID
(5787561.06) (1322,36552) (7,109.926.58) (5,787,561.06)| (1,322,36552)
Totals (5,787,561.06) 0.00 (1322,365.52) 0.00|(7,109,926.58) 0.00 0.00 0.00](5,787,561.06) | (1,322,365.52)
Total (1.109.926.58)
Due:
BALANCE PAYABLE BY
COMPUIANCE INSPECTOR'S NAME : SIGNATURE : DATE:
EMPLOYER REPRESENTATIVE : Patricia Chiweta SIGNATURE : DATE:
COMMENTS
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The user should take note of the following and note that the information on the statement is accurate.
Employer Name

Social Security Registration Number (SSR)

Industry Code

APWCS Rate

Employer Address

Inspection period

Email

© N o o~ w NP

Banking Details
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