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1 Introduction 

 

1.1 Intended Readership 

 

This document covers the use for the following users of the EPCCOS 

portal: 

 

 Employers


 Pension Fund Administrator (PFA)


 Pension Fund Custodian (PFC)


 Regulators
 

1.2 Applicability 

 

This Software User Manual applies to the EPCCOS portal, version 1.0. 

 

1.3 Purpose 

 

The purpose of the Software User Manual is to assist the user in using 

the EPCCOS portal. 

 

1.4 How to use this document 
 

 Chapter 2 gives an overview of the EPCCOS Portal.


 Chapter 3 gives a reference of the complete EPCCOS portal.


 Appendix includes a list of all error messages.
 

1.5 Related Document 

 

The Upload File Specification version 1.0 is required by users to 

understand the file format for the payment file to be uploaded. 
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2. Overview 
 

EPCCOS which leverages on NIBSS e-payment platform eliminates 

reconciliation issues being suffered by stakeholders as well as 

enables seamless online end-to-end funds transfer from employers to 

Pension Funds Administrators’ (PFAs) bank accounts. 
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EMPLOYER 
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1. Reference (EMPLOYER) 

 

This section serves as a complete guide to the use of the portal as an 

employer. 

 

3.1 Getting Started 
 

3.2 Logging in 
 

3.2.1 Functional description: this operation enables a user to log into the 

portal. Under user logging we have users profile as Employer, 

Operator and Regulator. 

 

 

3.2.2 Formal description: To carry out this operation, the user does the 

following activities 
 
 
 

 

3.3 A user with Employer profile 
 

 Go to address: http://196.6.103.10:8080/E-pension/ 
 

 Enter Username and Password and click Logon 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Fig 3.3a User Login Page 
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Fig 3.3b The home screen which is the operations page is displayed 
 
 
 
 

 

3.4 OPERATIONS 

3.4.1 New Payment File Upload 

3.4.2 Functional description: this operation enables a user to upload a 

 schedule file  based on the EPCCOS supported format specification. 

3.4.3 Formal description: To carry out this operation, the user does the 

 following activities: Click on Operations on the menu bar. 
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Fig 3.4.3b Payment File Upload Interface. 

 

 Click Browse to select the file to upload


 Enter the Schedule Total Amount


 Select Schedule Month and year


 The comment field is optional


 Click UPLOAD FILE.


 A successful upload display is seen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Fig 3.4.3b Successful Payment File Upload 
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Hints: 

 

 All field Upload New File, Schedule Total, Schedule are 
 

compulsory fields 
 

 The schedule month and year must match with the month and 

year selected on the interface.


 Employer code in the file must be a valid employer code.


 The Schedule Total amount must match with the total amount in 

the file.

 
 
 
 
 

 

3.4.4 Likely Error Messages During File upload 

 

 This file has already been used


 Invalid employer code. Kindly change employer code


 Total amount specified in the file is different from amount supplied


 Specified schedule period is different from the one in the upload 

file
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3.4.5 Search Transactions 

 

 Functional description: this operation enables a user to search
 

through the archives of payment file that have been previously 

uploaded. 
 

 Formal description: To carry out this operation, the user does the 

following activities:




 Click on Operations on the menu bar


 The Search page is displayed. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Fig 3.4.6a Search Transaction Interface 

 

 Search criteria. Search criteria could be a transaction ID, a 

specific period, payment date and Pension Fund Administrator. 

Multiple search criteria is allowed.


 Click search after specifying search criteria.


 A list of transaction that meets the search criteria is displayed.
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Fig 3.4.6b Transaction Listing 

 

The download button enables user to download the CSV file that 

contains employee details. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Fig 3.4.6c Download File Interface 
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The view button enables users to view details of employee 

contributions for a given batch upload. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Fig 3.4.6d View Transaction details of each employee 
 
 
 
 

 

 The print button enables users to print transaction details for a 

given batch upload.


 The  delete  button  allows  the  user  to  delete  the  records
 

Uploaded that their status has not changed to paid. A payment 

record with paid status cannot be deleted. 
 

 The Update button takes the user to the payment confirmation 

page. After the user has made the payment using the most 

convenient mode. The user is required to update the payment 

status on the update page.
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Fig 3.4.6f The payment confirmation page 

 

 The payment status update includes OPEN, CLOSED and ….in


Progress.


 When the a fresh schedule upload is successfully made, the 

payment status is OPEN


 When the confirmation page has been updates the payment 

status is “…in Progress”


 When the PFA has confirmed the payment, the payment status 

changes to”CLOSED”

 

3.5 MY ACCOUNT 

 

3.5.1 New Details 

 

3.5.2 Functional description: this operation enables a user to change 

 

his/her old password to a new one. 
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3.5.3 Formal description: To carry out this operation, the user does the 

 

following activities:  
 
 
 
 
 
 

 

Fig 3.5.3a My Account Menu  
 
 
 
 
 
 
 
 
 
 
 
 
 

FIG 3.5.3b Account Management 

 

NOTE: 

 

 Password must contain at least 8 character


 Password must contain at least a numeric character


 Password must contain at least a special character
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PENSION FUND ADMINISTRATOR 
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4. Reference (PFA) 

 

This section serves as a complete guide to the use of the portal as a 

PFA 

 

4.1 Getting Started 

 

4.2 Logging in 

 

4.2.1 Functional description: this operation enables a user to log into the 

portal. A user may have more than one profile attached to his 

username. E.g. PFA. 

 

4.2.2 Formal description: To carry out this operation, the user does the 

following activities: 

 
 

 

4.2.3 Users with PFA profile log in with the details 

 

 Go to address- http://196.6.103.10:8080/E-pension/ 
 

 Enter Username and Password and click logon
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Classification: Restrict Version 1.0 

Reference: NIBSSEPCOSS2013001 Page 20 of 47 

http://196.6.103.10:8080/E-pension/


 
EPCOSS User Manual  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Fig 4.2.3a User Login Page 

 

 The home screen which is the Transactions page is displayed


 Click on transaction 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Fig. 4.2.3b Transaction page 
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 Search Transaction criteria by Transaction ID, Employer code, PFA, 

Upload Date, Schedule Period, Payment Start Period, End Period, 

Payment Status.
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Fig 4.2.3a Transactions Page. 

 

4.4 Employer Details 

 

4.5 Search Employer Details: 

 

4.5.1 Functional description: this operation enables a user to search 

through the archives of employer details stored in the database. 

 

4.5.2 Formal description: To carry out this operation, the user does the 

following activities: 

 

 Click on Employment details on the menu bar.


 The Search page is displayed
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FIG 4.5.2a Search Result 

 

 Enter search criteria. Search criteria could be an employer name, 

employer code. Multiple search criteria are allowed.


 Click search after specifying search criteria as shown above.


 A list of employers under the PFA’s scheme is displayed.


 The search result will be displayed as shown below above

 

4.6 MY ACCOUNT 

 

4.7 User account 
 
 
 
 
 
 
 

 

Classification: Restrict Version 1.0 

Reference: NIBSSEPCOSS2013001 Page 23 of 47 



 
EPCOSS User Manual  

 
 

 

4.7.1 Functional description: this operation enables a user to change 

his/her old password to a new one. 

 

4.7.2 Formal description: To carry out this operation, the user does the 

following by clicking on My account on the menu bar 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Fig. 4.8 Account Management 

 

NOTE: 

 

 Password must contain at least 8 character


 Password must contain at least a numeric character


 Password must contain at least a special character


 Minimum length required is 8






5. REPORTS 

 

5.1 Reports Generation. 
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5.1.1 Functional Description: this operation enables users to generate 

reports by providing the necessary parameters. 

 

5.1.2 Formal description: To carry out this operation, the user does the 

following activities: 

 

 Click on Reports on the menu bar.


 Select entity (Employer) your desire report generation criteria and 

drag to the right.
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Fig5.1.2 a Report Generation Interface. 
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PENSION FUND CUSTODIAN 
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6.0 Reference (PFC) 

 

This section serves as a complete guide to the use of the portal as a 

PFC 

 

6.1 Getting Started 

 

6.2 Logging 

 

6.2.1 Functional description: this operation enables a user to log into the 

portal. 

 

6.2.2 Formal description: To carry out this operation, the user does the 

following activities: 

 

 A user with PFC profile


 Go to address- : http://196.6.103.10:8080/E-pension/ 
 

 Enter Username and Password and click Logon 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Fig 6.2.2 User Login Page 
 
 
 
 
 
 
 

 

Classification: Restrict Version 1.0 

Reference: NIBSSEPCOSS2013001 Page 27 of 47 

http://196.6.103.10:8080/E-pension/


 
EPCOSS User Manual  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Fig 6.2.2a The home screen which is the Transactions page is 

displayed as shown above: 

 

6.3 Transaction 

 

 Click on Transaction


 Search Transaction criteria by Transaction ID, Employer code, PFA, 

Upload Date, Schedule Period, Payment Start Period, End Period, 

Payment Status.
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Fig 6.2.2b Transaction Page 

 

6.4 Employer Details. 
 

6.4.1 Search Employer Details: 

 

6.4.2 Functional description: this operation enables a user to search 

through the archives of employment details stored in the database. 

 

6.4.3 Formal description: To carry out this operation, the user does the 

following activities: 

 

 Click on Employer details on the menu bar.


 The Search page is displayed
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Fig 6.4.1a Search Transaction Interface 

 

 Enter search criteria employer name, employer code. Multiple 

search criteria are allowed.


 Click search after specifying search criteria as shown above.


 A list of employers under the PFA’s scheme is displayed.
 

6.5 User Account 

 

6.5.1 Functional description: this operation enables a user to change 

 

his / her old password to a new one. 

 

6.5.2 Formal description: To carry out this operation, the user does the 

following activities: 
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 Click on My account on the menu bar 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Fig 6.4 Account Management 

 

NOTE: 

 

 Password must contain at least 8 character


 Password must contain at least a numeric character


 Password must contain at least a special character


 Minimum length required is 8
 
 

 

6.6 Reports 

 

6.6.1 Report Generation. 

 

6.6.2 Functional  description:  this  operation  enables  users  to  generate 

reports by providing the necessary parameters as shown below. 

 

6.6.3 Formal description: To carry out this operation, the user does the 

following activities: 
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 Click on Reports on the menu bar (Fig. 5.4.1a).


 Select entity (Employer, Pension Fund Administrator) your desire 

report generation criteria and drag to the right.
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Fig 6.6.3 Report Generation page 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Classification: Restrict Version 1.0 

Reference: NIBSSEPCOSS2013001 Page 32 of 47 



 
EPCOSS User Manual  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

REGULATOR 
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7. Reference (Regulator) 

 

This section serves as a complete guide to the use of the portal as a 

regulator 

 

7.1 Getting Started 

 

7.2 Logging in 

 

7.2.1 Functional description: this operation enables the regulator to log 

into the portal 

 

7.2.2 Formal description: To carry out this operation, the user does the 

following activities: 

 

 A user with a created profile


 Go to address- : http://196.6.103.10:8080/E-pension/ 
 

 Enter Username and Password and click Login


 Notice that a user profile interface is displayed 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Fig 7.2.2a User Login Page 
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 The home screen which is the Transactions page is displayed as 

shown below: Click on Transaction.
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Fig. 7.2.2b Transaction Page 
 

 Search Transaction criteria by Transaction ID, Employer code, PFA, 

Upload Date, Schedule Period, Payment Start Period, End Period, 

Payment Status.
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Fig 7.2.2c Transactions Page Detail 

 

7.3 Employer Details. 

 

7.3.1 Search Employer Details: 

 

7.3.2 Functional description: this operation enables a user to search 

through the archives of employment details stored in the database. 

 

7.3.3 Formal description: To carry out this operation, the user does the 

following activities: 

 

 Click on Employer details on the menu bar.


 The Search page is displayed
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Fig 7.3.3a Search Employer Interface 

 

 Enter search criteria. Search criteria could be an employer name, 

employer code


 Click search after specifying search criteria as shown above.


 A list of employers under the scheme is displayed.

 

7.4 My Account 
 

7.5 New Details 
 

7.5.1 Functional description: this operation enables a user to change 

his/her old password to a new one. 

 

7.5.2 Formal description: To carry out this operation, the user does the 

following activities: 
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 Click on my account on the menu bar 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Fig7.5.2 My Account 
 

NOTE: 
 

 Password must contain at least 8 character


 Password must contain at least a numeric character


 Password must contain at least a special character


 Minimum length required is 8
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SELF SERVICE 
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8. Reference (Self Service) 

 

8.1 Getting Started 

 

8.2 Logging in 

 

8.2.1 Functional description: this operation enables the employer to 

register the organization code on the portal (employer code and 

email address). 

 

8.2.2 Formal description: To carry out this operation, the user does the 

following activities: 
 

 Go to address- : http://196.6.103.10:8080/E-pension/ 
 

 Click on employer registration.


 Enter Employer code and Email address, click Submit 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Fig 8.2.2a Login Page 
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Fig 8.2.2b Employer Registration Page 
 
 
 

 

 Enter employer code correctly.


 Click Continue 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Fig 8.2.2c Employer Registration Page 

 

 Enter your email address and register
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Fig 8.2.2d Email Notification Page 

 

 Proceed to your email address and click on the link or activation 

email for your employer registration.
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Fig 8.2.2e Employer Registration Page 

 

 Populate the information and click update record
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Fig 8.2.2 Employer Acceptance Page 

 

 Proceed to register as the Administrator of your organization. 

Note, this registration process of administrator must be completed 

for a successful employer registration.




 Click create user
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Fig 8.2.2f Administrator Notification Page 

 

 Process and log in with the default password and change your 

password as first log on.
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Fig 8.2.2 g Administrator log in page 
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8.2.3 The employer administrator privilege 
 

 Can view user profile for update purpose


 Reset user password. A new password is automatically sent to the 

user email address


 Delete user, with a warning message ( ok or cancel) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Fig 8.2.2 H Employer Profile update Page 
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Fig 8.2.2 I User Deletion Page 

 

9. APPENDIX 

 

9.1List of Error Messages 

 

 If the schedule month in the file does not match with the month 

specified on the payment file upload interface. Error below is 

displayed.





 If the schedule year in the file does not match with the year 

specified on the payment file upload interface. Error below is 

displayed.
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 If the Employer code in the schedule file is not valid, the error 

below is displayed.




 If the same file is being uploaded twice, the error below is 

displayed
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