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OVERVIEW

The Zanzibar Social Security Fund has developed a system that will enable employers to
prepare and submit members' contributions as well as to create an invoice with a control
number associated with the submitted contributions for payment at any of the integrated
payment service providers.

The system is available through the internet. The employer will be required to register first
before using this system, the employer must fill in the correct information in order to
proceed and complete the registration of the operating account of the system. The
registration will include features that can verify the validity of the registration information
given by employer.

INTRODUCTION

This user manual provides necessary information for employers to effectively use the
ZSSF’s employer’s self-service portal. This manual includes a description of the system
functions and capabilities, contingencies and alternate mode of operation, and step by
step procedures for system access and use. The use of this user manual is strictly for
educational purpose only.

CONVENTIONS

This document provides screen print and corresponding narrative to describe how to use
employer’s self-service portal.

When an action is required on the part of the reader, it is indicated by a line beginning
with the word “Action:” For example:

Action: Click on OK.

Fields or buttons to be acted upon are indicated in bold italics in the Action statement;
links to be acted upon are indicated as links in underlined blue text in the Action
statement.

Note: The term ‘user’ is used throughout this document to refer to a person who requires
and/or has acquired access to the employer’s self-service portal.
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Getting Started
This user manual provides a general walkthrough of the system from initiation to exit by
providing a general overview of the system’s capabilities, functions, and operation
including the specific high-level functions performed by the system.

The manual assumes that the reader has a good knowledge of a computer/laptop,
computer applications and is familiar with web browsers.

Set-up Considerations
Employer’s self-service portal is a web-based application which can be accessed over
the internet. System screens are designed to be viewed best at a minimum screen
resolution of 800 x 600. To optimize user access to the employer’s self-service portal:

1. Use Mozilla Firefox or Google Chrome
2. Active Internet connection

User self-registration
System is deigned to allow user self-registration capability, where by employers can
register themselves with the use of their employer numbers from ZSSF. If user do not
have an account, follow below instructions to conduct a self-registration.

Action: Click on Click here to reqgister

Copyright © 2021 ZSSF. All Rights Reserved.
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Step 1: Choose registration type
For employer choose Register As Employer

Action: Click on Next button to continue.

@ ZSSF Employer Portal - Self Registration

Employers' self-service portal - User account registration form
Choose Registration Type
® Register As Employer

Register As Individual Contributor
Register As Investment Customer

Copyright © 2021 ZSSF. All Rights Reserved.

Step 2: Enter valid employer number registered with ZSSF.
Action: Click on Verify Employer Number button to verify entered employer number.

@ ZSSF Employer Portal - Self Registration

ZSSF EMPLOYERS SELF-SERVICE PORTAL - EMPLOYER REG NUMBER VERIFICATION
Employer Number Verification:

Enter your Employer Number below

Verify Employer Number

Copyright © 2021 ZSSF. All Rights Reserved.
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Step 3: Fill in required details correctly including organization details as well as
account’s operator details.

@ zssr Employer Portal - Self Registration X
REGISTRATION INSTRUCTICN

Authorized contact personnel details enable you as an employer to register your organization to ZSSF Employers Self Service Portal.

To be able to register account for an organization one has to be contact person with the correct email address and mobile number used when registering the organization to ZSF, also you will have to provide correct ZSSF Employer 1D

Already have an account ? Click here to login.

ZSSF EMPLOYER PORTAL - USER ACCOUNT REGISTRATION FORM
Oganization Details:

Employer Number

000166

Organization Name

TUME YA UCHAGUZI YA ZANZIBAR
Personal Details:

First Name
Middle Name
Last Name
Position

Mobile Number
TZ  ~ | 0686877080

First Name
Middle Name
Last Name
Position

Mobile Number

TZ  ~ | 0686877080

Email Address

Account Details:

Username
Password

Confirm Password

Submit Registration Form

Action: Click on Submit Registration Form to continue with registration process, your
filled information will be processed and varied by internal ZSSF systems.
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Step 4. Complete Registration process.

If every detail provided is valid, your registration process will come to an end with a
registration process completed successfully message as shown below.

@ ZSSF Employer Portal - Self Registration

v owanr@Sumesm

Registration process has completed

Dear Employer, you've successfully completed registration process.
Already activated an account ? Click here to go back to log

finish

Copyright © 2020 ZSSF. All Rights Reserved.

Action: Click on Finish to go back to login screen.

7|Page



Submitting members contribution
The core functionality of employer’s self-service portal relies on the easiness of preparing,
processing members’ contributions and generate an invoice with control number for
payment at any of the payment service provider integrated with ZSSF. To submit
members contribution, kindly follow the below steps.

Step 1: Login to the system.

Action: Click on Sign In to sign in to your account.

Copyright © 2021 ZSSF. All Rights Reserved.
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Step 2: Go to Contribution Modules section.

Action: Click on New Contribution

= Employers' Portal EMPLOYER | THE STATE FUEL & POWER CORPORATION u
&
Q Search Dashboard
Dashboard Contribution Modules
User Account
Contributions 5 Dovnload sample
New Contribution Contribution Records contribution file

Invoicing

Self Service

Invoicing Modules

M S

Published Invoices Invoice Payments Invoice Penatty Records

User Account Modules

a U ®

My Profile Security Manager Feedback

Copynight © 2021 ZSSF. All Rights Reserved.
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Step 3: Choose contribution month, year and type.

User can submit your members contribution list by uploading an excel(csv) file, or load
previous contributions data

Action 1: Click on Load Last Contribution Data to load previous contributions.
Action 2: Click on Upload Excel File to load data from excel file.

Action 3: Click on the Plus sign (+) to add single row at a time.

EMPLOYER | THE STATE FUEL & POWER CORPORATION n

Employers’ Portal

Create Invoice For Employees Contributions

3 Reset

Contribution Month(s) Contribution Year Contribution Type Description

2021 - Contributions

O Load Last Contribution Data Upload Excel File

+ B

Iember Number Member Name i Member Salary  Employer Number Member Contribution Employer Contribution Total Amount Contributed

Total Members: 0 Sum: 0 Sum: 0 Sum: 0 Sum: 0

Copyright © 2021 ZSSF. All Rights Reserved.
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If you choose action 1 from above, a list of previously available contributions data will
appear.

Action: Click Load button on Action column to load contribution data into the table.

Select previous contribution month to load. X
Year Month Amount Contributed Currency  Action
2021 February £00,000.00  TZS
- Load
2020 November 96,797,151.00 TZs E
2020 November 25,378,20000 TZS B
2020 Octaber 84,860,351.00  TZS E
2020 October 2297820000 TZS E
2020 September 80,407,051.00 TZS
Load
2020 September 22,954900.00 TZS
Load
2020 August 22,954,500.00 TZS
- Load
2020 August 80,470,400.00  TZS [ o ]

If you choose action 2 from above, a pop-up dialog will appear which will lead user to file
system of a respective operating system, choose an excel file to load, the portal will load
the file contents into the table.

Action: Click on Select file button to open a file explorer of a respective file system.

Upload Excel (.csv) File %

Select file or Drop file here

Allowed file extensions: .csv
Maximum file size: 4 MB
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If you choose action 3 from above, you're require to fill a single row at a time from the
table, you're ought to fill only three columns (Member number, Member Name and
Member Salary) per row, the rest shall be filed by a system.

Note: Member salary is subject to minimal threshold amount set by ZSSF.

+

Member Number Member Name 1 Member Salary  Employer Number Member Contribution Employer Contribution Total Amount Contributed

Step 4: Submit contribution data.

After you've filed all the required details with the appropriate data, from there you can
submit members’ contribution list for processing.

Action: Click Post button to submit members’ contribution list.

Create Invoice For Employees Contributions

Step 5: Contribution Summary

On this step, the system displays the contribution summary including total amount
contributed, contribution month and contribution year, if user made a mistake, they can
edit the records, by click the edit button on the table row on Action column.

Action: Action click on Next button to continue

Multiple Contributions

Your Contributions list

Year Month Amount Receivable Amount Receivable In Local Amount Paid  Submission Date Actions
2020 November 1,580,000.00 1,590,000.00 000 10/12/2020 m

Sum: 1,590,000 Sum: 1,590,000 Sum: 0
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Step 6: Create an invoice.

In this step, a contribution invoice is created, if there is any penalty imposed, it will
be shown, and the invoice will be created.

Action: Click Next button to create an invoice with control number

Select data

1 B

Countribution Invoice

Invoice No

ZS5F-1602703306290

Penalties Imposed

Penalt Number Percent Amount
1602703307929 5%
1602703453428 20%
1602703405118 10%

Amount Receivable  Currency Invoice Type
43506640 TZS
Penalty Amount Amount Receivable Currency Maonth Year
6,063.33 121,266.60 August 2020
2425332 121,266.60 January 2020
12,126.66 121,266.60 July 2020

Copyright © 2020 ZSSF. All Rights Reserved.

Description

15} Q, search

Members Contributions for August 2020.

Invoice Type

] Q, Ssearch
Description
Penalty - Members contribution for August 2020
Penalty - Members contribution for January 2020

Penalty - Members contribution for July 2020
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Step 7: An invoice with control number generated.

Action: Click on Print Invoice to print the invoice generated.

& Print Invoice

Q

Zanzibar Social Security Fund

Bill Payment Form

Contrel Number: 551010100128 E E

Total Amount: 1,590,000.00 TZS I-i

Date: 2020 - 10 -12 1:28:41 PM

Employer Number: 000461 @

Employer Name:  Haji Ahmad Karume E 1 d -
Bill Details

Fumis Employer Category

Bill ID Description Currency Amount
1000100035 Members contribution for November 2020 TZS 1,590,000.00
Jinsi ya Kulipa How to Pay
1. Kupitia Benki: Fika tawi lolote au wakala wa benki ya CRDB, PBZ, NMB, NBC. Namba ya Via Bank: Visit any branch or bank agent of CRDE, PBZ, NMB, NBC. Reference Mumber:
kumbukumbu: 551010100128 551010100128

Zanzibar Social Security Find © 2020 All Rights Reserved (Z55F)

After this step, user has to submit an invoice with a control number to any payment service
provider integrated with ZSSF. e.g CRDB Bank or PBZ Bank.
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UPDATING ACCOUNT INFORMATION, CHANGING
PASSWORD, ADDING ANOTHER ACCOUNT OPERATOR AND

PASSWORD RESET.

Updating Account Information

Step 1: Login to the system.

Action: Click on My Profile Button

Dashboard

Contribution Modules

New Contribution Contribution Records

Invoicing Modules

Published Invoices Invoice Payments

User Account Modules

- U

My Profile Security Manager

o

Download sample
contribution file

Invoice Penalty Records

(=

Feedback

Or user can user navigation menu to access My profile section.

= Employers’ Portal

Dashboard
User Account
My Profile
Contributions
Invoicing

Self Service
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Step 2: To update user and account profile.

Fill in or change the details to be updated.
Action: Click on Click Here To Update Details

USER ACCOUNT PROFILE SECTION
Organization/Individual Details:

Customer Number

000020
Account Type
EMPLOYER
Account System ID
20012599
Customer Name
THE STATE FUEL & POWER CORPORATION
Customer Mobile Number*
0682056290
Customer Email Address*

seleman.career@gmail.com

1
Account Operator Details:

Add Another Account Operator

Designation®
HR

First Name*
Juma

Middle Name*
Ally

Last Name*
Said

Username*

Allluma

Click Here To Update Details

Copyright © 2021 All Rights Reserved.
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Changing user password

Step 1: Login to the system.

While been logged in the system, you can change the password, by submitting the old
password prior to change to new one. Password will be changed if old password
submitted was valid.

Action: Click on image button (key like symbol) on the top left corner of the system

S 3

A pop-up dialog will appear.

Change Password X

Old password
Old Password
New password

P o P ——

Confirm password

Confirm Password

~ Change Password

Action: Click on Change Password to change password

17| Page



Add Another account operator

Step 1: Login to the system.

Action: Click on Add Another Account Operator.

Account Operator Details:
Add Another Account Operator

Designation®
HR

First Name*
Juma

Middle Name*
Ally

Last Name*
Said

Username*

Allluma

Click Here To Update Details

Copyright © 2021 ZSSF. All Rights Reserved.

A pop-up dialog will appear, fill in account operator’s details.

Action: Click on Add Account Operator to submit details
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Add Account Operator *

First Name*
Middle Name*
Last Name*
Username*
Designation*
Mobile Number*
Telephone Number

Email Address*

Add Account Operator
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Password Reset

If you forget your account password, you can reset it easily.

Action: Click on Click here to reset from login screen.

Username
Password
Forget password ? Click here to reset
or
Don't have an account ¥ Click here to register

Step 1: Enter employer number already registered with employer’s self-service portal.

Account Password Reset

To reset password, please enter below a valid customer number registered at ZSSF customers self-service Portal.

Action: Click Submit button to verify employer number entered.

If employer number is valid and registered, an SMS and email with an OTP code will be
sent user’s registered mobile number and email address.
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Step 2: Enter OPT code.

Sent via SMS and email address to user’s registered mobile number and email address,
fill in your new password.

Action: Click Reset Password to continue.

ZSSF CUSTOMERS SELF-SERVICE PORTAL - USER PASSWORD RESET

Password Reset Form:

OTP code
Password

Confirm Password

& Reset Password

If user enter a valid OTP code along-side new password and confirm password, then the
system will reset and replace the old password with the new one

Reset Password process has completed

You've successfully reset your account's password Click here to go back to login.

Action: Click on Click here to go back to login.
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