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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

MEMBER PORTAL
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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

Member Login Employer Login
Username emapiya@gmail.com Email emapiya@gmail.com
Password rveeerenas Password  L..eeeeeee
[JRemember Me [ Remember me
Login [# Create an Account SignIn [# Create an Account
Forgot Your Password? Forgot Your Password?

Resend email confirmation

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.
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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

] 1havereadandl accept the general conditions of use, in particular the mention relating to the protection of personal data.

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
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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 *
New Password *

Confirm New Password *

J) A change password confirmation will be displayed, see below screen shot.

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.

¢ You can change your password from this profile window.
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@ WhatsApp X | EB RealSociedad vs Barcelons 1-6 - % | @) Reset Password - Self-Service o X | @ Banner - National Social Security, X ma Profile - Self-Servics Ports! x  +

< C @ selfservicenssa.org.zw/Security w = P

& ELIJAHMAPIYA (D Sign out

& Profile Home / Profile

A Home

Email Address

& Member Details

&% Dependants

FirstName Surname
O, contributions ELIJAH MAPIYA
§=% Employments IDNumber MobilePhone :
Claims 44-010238P44 0776188022

Change Password

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

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

Login [#" Create an Account

Forgot Yolr Password?

b) Enter username and click reset password.
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Reset Password

Username *

mapiyae@nssa.org.zw|

Back Reset Password

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

Sign Up confirmation

@ Password has been successfully reset, please check your phone/email for your sign in credentials.

The one time password(OTP) expires in the next 10 minutes,

Back

d) Follow instructions on the above screenshot until you complete the process.

/.Member Account Login

e 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 .cceeeeees

[/ Remember Me

e [T

Forgot Your Password?
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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

Self Service Portal :', Member Details Home |/ Member Details

A Home Personal Details Identity Details

a Member Details

Nationality” 1D Number* Social Security #*

Zimbabwe 44-010238P44 2686170W
&% Dependants
Title: * Gender: * Business Partner #*
9, contributions MR v Male v 500524023
A"\ Employments e ELIJAH Other Name(s) Other Names Passport# Passport Number
Claims Surname” Marital Status* . Birth Entry # .
MAPIYA Single v Birth Entry Number
D.0.B:" 19/06/1983 Citizenship® Zimbabwean Driver's Licence # Driver's Licence Number

Physical Address Postal Address Same as physical address

Address: * 2064 Address: * Address Line 1

Border Timber Ltd Address Line 2

Adrress Line 3
P. Bag 2005 Address Line 4
Zimbabwe v Please Select v

Country: * Country: *

8.Updating Member Details

e A member can only update the following fields, Address details, Mobile number, Email address. The rest of
the fields cannot be updated.

e 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.
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Message

Record successfully updated!

9.View Dependent Detalls

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.

® 5 - [5) z
2 =) H Dependants A Contributions :

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

&t Add Dependant

Ooops! No dependant record found!.

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

SPATENOIMITA () Sl ot

nsso B Nutional Secial Securty Autherity

Self Sarvice Porul & Member Dependants

# o
| QT
. ST DN

Show 10 v entries hmh;'

Tort Nis . Surtom Candes holstun Shep LY ) $0 Lol Securty Mamded Berment Pt ot Wossdet Ntk
13 AN TN o\ I His ONM W Wi AN m
H Empiy \
L AIRYS SN ] Vired s Aliw ' 1 m
T
TADtUnANA Y IAOAD ' " o m

Showing 130 30d 3 entries

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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nsso B National Socal Socurity Authotity ‘wnm. WOIWTIA O Signont

ol iy & Member Dependants ¢ | e

#o

’ )\ .
@ Vember Delaly »
w Dependants
Fovt Name ¢ Inrn by Cambey hatae by 004 Soildd Sty Nambed Buimint Patoms Wondet Nk

8 Contibutr ¢
| R
[ 8

10. Add Dependent

The functionality allows member to initiate adding of dependents before they approved by NSSA Official.

PLLMN Sl ‘ N O T A 5 i

SHowng 110 101 | enlrbes (Blteeed S10m ) 100l entiied) Moy | Next

The system must
o Create a person of type dependent if dependent is not existing.
e Link a dependent if dependent Id Number is found
¢ 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.

e If approval is complete a notification message must be sent to the member

Step 1
Click the Add Dependent Icon as shown on the screen shot below.
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nsso = National Social Security Authority :‘ ATRICIA CHIWETA () Signout

selSvaiol | & Member Dependants fome | embesCntrboir
A tome &M Degendrt
Show 10 v entries Searth:

Step 2

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.

nssa

Solf Sarvice Portal

. Add Dependant

Duegretiiant Look up

OMerler® | soind s v n
Sochal Security Number
Nartre t
Copyright & 1020 National Social Security Authority (NSSA) e
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Step 4

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

‘ Add Dependant Hame [ &dd 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.

Step 5

Capturing of Personal and Relationship details

.w Add Dependant Home |/ Dependants / Add Dependant
Nationality* Please Setect ~ 1D Number ) Relationship” Plaase Solect P
Title: Please Seloect ~ Gender: Ploase Seloct v From:*

First Name" " Other Name(s) ; To

Surmname Marital Status Ploates Select = 1s Student?” Ploase Solect -
0.0.8:° . Birth Entry # : o) Start Date:”

Citizenship® Pleaso Seloct o~ Passports ,‘ End Date:”

Driver Licence # is Disabled Please Select o
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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.

Firstname* 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) ('.-)

Passport #

The Passport No: must be at least 4 and at max 25 characters long.

Relationship*

Select from drop down list.

From* DD/MM/YYYY

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/MM/YYYY
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.
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¢ Add Dependant Home | Dependants / Add Dependant

Nationality Eilhee « 1D Humber J4L4EAET Relationship® Isichibd of v
This:* MISS v [T Female v From:" OO 3003
Reflsfsormulap nhart 2 i resquened f depandand
First M Shelly Other Nama{1) o B i child wre bt e,
Surmame’ Migrital Stabus’ Te FeieLat Eniel D
Weran Sangie w
r I Shudent?”
008 PR Blrth Entry 8 P Mo w
Citizenship’ Othes . Passports — Start Date:
Driver Licence 8 . e Dk
I Dinabled” Mo o
Step 6

Capturing of Physical and Postal Address

Samee 4 eyl sddies

Addradi= * Addradaz *

Country: * Please Select - Country: * Please Select -
City: * Please Scelect - City: * Please Select -
Pragion: Plogda Solaot w8 Fregion: Phingie Sedact w8
Masbile #: * Erinil Aebdawss

Talapeaca u:
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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.

Below is a sample of the filled in Physical and Postal Address details

i
Address; © 1 Baddrers: *
M AT
Rhodene
Coustry: * Zimbatras hd Country: * Z il i
City: - Ciny: =
Rwgi = Eagian ~

Mot o " OTLITESS2 Emaas Asre e

Telaphone 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.
¢ 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.
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Step 1

To attach documents, the screenshot below will appear.

Attach Documents

Attachments Choose File .... Browse

Click on the Browse button to select the documents you wish to attach from the location on your device.

|°Dw| ® ]
- . B T b Do - gt Lot s @ * @ 8
R e e T ) }a- Bvevnnonmuca. [ vutie [ Mo 19 G
aeas ~ name -
i Bt At 00 w e | R
- T Fdrposd
EE Ll
[ smmahn
(o]
e | » Comntry: * o
= . Bl 1L0AS02Y 1E T
- s [ 2 sixce Rt | - P s
PR T "
Wt A cowes
- H
4 ot o R e
¥ Doweican ~ 4[5 "
Fignaeme: oot | | [Rurryr—
o
Atachmeats it Pl Briwas
Copyright © 2020 Mational Bacal Security Authosity [NESAJ. A0 right v 6

n K Type here fo search

Attach Documents

Attachments BirthCert.bmp Browse

Step 2

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

A Submit
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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.
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 Social Security Authority

&, Add Dependant

Dependant details have been successfully submitted for verification. Please k 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:
e Title

e Gender

e First name

e Surname

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

e Marital status

o Nationality

o Citizenship

The change must be accompanied by supporting documents.
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Step 1

The screen below will appear after a successful login.

nsso B Natonal Socil Security Autherity S PATRCAOIMETA () S ot

Sdfarios ol &/ Member Dependants Momse | Mesmber Contibuti

"o
Qb Dot
@ Membes Detasy

Show 10 v entries kmhll

+
-
Fort Name ‘ Survom— Caeaes holstum Shp 008 S Lol v wr 0y bt Betmont Prtomes Womdes Ntk

8 o <

13 AN FUNGN «\ ' Hin OnM Moo L1 LA m
H't”'l Y

MANEL VA P v Mo la PR rs Yot ae m
mo

TaltinAna et TAND f o O L0810 AT $ (Y81 m

Showing %0 3od Jentries Previou § | MNex

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 Dependam

s Zimbatrwe . 1D Number
Title: * R . Gender:"
e MARVEL MAMIRE Sty
Surname” ZIMONDS Marital Status®
0.0.8:" 76/32/1568 Birth Entry #
Citizenship® Zimbabtrwoan v Pasports
Driver Licence #

18027TEEN 18

Malo

Mantd

Postal fckdress

Relationship™ s Marmied to ~
v Fro 03/05/2012
ro ! |
v Is Student?* Flgase Solect v
Start Date:”
End Date:"
Is Disabled" Floase Solect ~

el e

il o

Chibangwies

Chitengwies

Country: Fimbaitrase -
City: * Hawan: -
Rwgion: Harare b
r— OTTREIA]5%
| T CTTIEIA1EE

Attach Documents

ity *

Ersil Addrass:

Mbakagpedu Close

Chitungwizs

Chiturgwiza

Flease Seloct -

Harare -

Harare e

Attachments Choose File ....

A Submit
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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.

NnSSQ B National Social Security Authority S PATOACIMETA () Siga ot

Self Service Portal

& Member Dependants

# oo
Show 10 v entries Search
| *
st Mame e St Cander Polstam Shap 008 S0 Ll Sy Mandeat T e At
Q.v trdution < B
i
e
i
m o
o
Showing 150 3of 3 entrk
Step 2
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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.

FRaelation=ship Details

Relationship™ Is= Married o —
o O3 OS5,/ 2012

L 21,/01 /2020

I= Studernt®” Pl —
Start Date:” . z 1

Ermnd Date:” . vEicarn Er Crin

I= Disabled™ [ . e

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.

14 .Member Contributions

This functionality lists monthly contributions made to NSSA by the employer.
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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 49.00
Aug-2017 0142457Q 400000001 State Employees 10.46 10.46 20.93
Aug-2018 0142457Q 400000001 State Employees 10.46 10.46 20.33
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 0142457Q 400000001 State Employees 10.46 10.46 20.93

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

o Choose the year on which to view the Member Contributions Statement, click preview
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©, 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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