
  

  

EPCCOS PAYMENT MODULE – PILOT  

Please take note of the following pre-requisites before commencing the process:  

1. The purpose of this manual is to guide you on the following THREE STEP process  

STEP I: Employer ADMINISTRATOR creating the Employer AUTHORIZER  

STEP II: Employer AUTHORIZER doing a ONE-TIME setup of the Bank Account to Debit the Company Bank Account  

STEP III: Employer AUTHORIZER making actual payments through EPCCOS (NAPS or EasyPay)  

2. Confirm the Employer Administrator for your organization can access his or her existing profile on EPCCOS.  

3. Ensure that an individual(s)/or staff(s) of your organization is available to be profiled or set up for the new role as Employer 

Authorizer  

4. Ensure that the EPCCOS Debit Mandate Sample letter has been prepared, signed and original submitted to your bank with a 

duly acknowledged copy given to you.  

5. Ensure you have a scanned copy (not exceeding 500KB size) of the bank acknowledged EPCCOS Debit Mandate Letter as this 

will be uploaded on the system while profiling or setting up the Debit account.  

7. After issuing the EPCCOS Debit Mandate to your bank, please follow up with your Bank or Bank Relationship Officer 

to ensure that your account is provisioned/profiled on NAPS (NIBSS Automated Payment System)  

8. For EasyPay after creating the mandate your bank is to approve the request on the NDD portal for your account to be 

approved. 

9. Should any issues arise, please contact your Pension Fund Administrator. Alternatively, you may contact: 07000500000;  or e-

mail contactcentre@nibss-plc.com.ng, weboperations@nibss-plc.com.ng or emergingmarkets@nibss-plc.com.ng;  EPCCOS 

USER MANUAL FOR EMPLOYERS:  

1. Employer Administrator: Browse the EPCCOS URL to access the Landing page and enter User Name/Email & Password. Input 

the OTP sent to your email address and click on submit OTP 



  

  

                 

 

2. Employer Administrator: The page Below Comes Up. Concentrate on the circled part shown below to “Create User”  



  

  

 
3. Employer Administrator: Will perform the following functions listed below:  

a. Enter the Email Address, First Name, Last name, Department & Staff I.D of the person/staff for the new role.  

b. Then under “Role” click “-SELECT-” and then click or Select “Employer Authorizer”.   

c. Click on “Create User” to create the Employer Authorizer who will receive a mail with a new/default password.  

  

pofualagba@corporateorganization.com 
  



  

  

 
4. This Ends The Employer Administrator Activity.  

     

                       ( a ) 
  

                  ( b )   

                       ( C )     



  

  

EMPLOYER AUTHORIZER – ACCOUNT SETUP  

1. Employer Authorizer: The newly created Employer Authorizer checks his/her e-mail Inbox (or junk) for the default password 2. 

Employer Authorizer: Browse the EPCCOS to access the Landing page shown below and enter the new default password received 

in the e-mail:  

 
  

  

3. Employer Authorizer: Enter the OTP sent via e-mail:  

   



  

  

4. Employer Authorizer: Upon login, the newly created Employer Authorizer will be required or prompted  to Change/Set 

his or her own personal password which must satisfy the following minimum criteria: a. Password must Contain at least 

a CAPITAL LETTER  

b. Password must contain at least a numeric character (i.e. 0, 1, 2, 3 to 9)  

c. Password must contain at least a special character (e.g. @, #, $, %, &, +, etc.)  

d. Minimum length required is eight characters  

  



  

  

5. Employer Authorizer: Once the is password is successfully changed, the Employer Authorizer sees the dashboard below:  

  
6. Employer Authorizer: Now proceeds to create a Debit Account on EPCCOS. To start this click on “Accounts” as shown blow:  

  



  

  

 

7. Employer Authorizer: Clicks on “Create Mandate”. Note that this is a “one-off process”. Except when mandate expires 

depending on the desired End date stated then you can re-create after expiration. 

 



  

  

 
  

8. Employer Authorizer: The Page below will then emerge or pop up:  

a. Select the bank where the account is domiciled from the drop-down box   

b. Input the ten-digit NUBAN Account Number of the institution account    

c. Input your Account Name 

d. Amount should be within the range you do at any given time. 

e. Payee Name and Payee address should be PENCOM details as seen below. 

f. Mandate Start date is the current date and Mandate End date is a date far in the future as the mandate will expire on 

the end date. When the mandate expires you will need to recreate the mandate. 

g. Subscriber code could be anything. 

h. Input Narration and Email address. 

i. Click on “Chose file” to upload your mandate letter giving authorization to debit your account for pension 

remittance. 

j. Finally click on “SAVE”. Please ensure that the uploaded document doesn’t exceed 500kb in size. 



  

  

 
  

 

9. Employer Authorizer: The Details below will show up with Account Approval Status showing as ”PENDING”  



  

  

 

  

NOTE: YOUR BANK TEAM: Will receive this activity done by the Employer Authorizer on the NDD queue. Your Bank will then do 

the following as operator of the NDD platform:  

a. View the mandate on the NDD portal and confirm from the owner of the Account Details of the mandate setup for the 

account.  

b. Once the bank confirms consent they proceed to “APPROVE” the account so that it will be “live” and “usable” for pension 

remittance payments.  

c. At the next log in by the for the Employer Authorizer, the status will have changed from PENDING to APPROVED 

  

  

  



  

  

  

  

  

EMPLOYER AUTHORIZER – PAYMENTS  

1. Employer Authorizer: Browse the EPCCOS URL: https://epccos.nibss-plc.com.ng/EPCCOS/login to access the Landing page 

shown below and enter your username and password:  

  

2. Employer Authorizer: Enter the OTP sent via mail:  

  

https://epccos.nibss-plc.com.ng/EPCCOS/login


  

  

3.Employer Authorizer 

  : Where remittance schedules are YET to be uploaded by the Employer Uploader, the page shown thus:  

(No data available in table…Showing 0 to 0 of 0 entries)  

 
  : Where remittance schedules are ALREADY uploaded by the Employer Uploader, click on pending schedules as seen in the page 

shown thus;  



  

  

4.Employer Authorizer 

  
: Payment for Pension Schedules can be done in two ways –   

a. To SELECT ALL schedules for payment, please tick the button at the top of all schedules. ALL the schedules (Pending 

For Payment)  below will be automatically selected:  



  

  

5. Employer Authorizer 

   

                        

pofualagba@corporateorganization.com   



  

  

b. Pick a few schedules from the list by ticking the box in front of the respective schedules:  

(Only Three schedules were selected in the screenshot below)  

   

       

pofualagba@corporateorganization.com   



  

  

    

6. Employer Authorizer: Scroll down and Click on the “Make payment” button at the bottom of the page. 

 

 

 

 

 

 

 

 

 

 

   

7. Employer Authorizer: Selects EasyPay or NAPS and chooses an account from the dropdown by clicking SELECT in the 

“Choose Debit Account” Please ensure the account is adequately funded.  

 

 



  

  

    

NOTE: Only accounts that are approved will be shown in the dropdown of the “Choose Debit Account” field 

  

8. Employer Authorizer: Click on the blue “Make Payment” button then “Close”  

 
  

9. Employer Authorizer: Will See Successful Message Below:  



  

  

    

 

Payment Status can be viewed from the Employer Authorizer’s “All Schedules” view or Employer Uploader’s View.  


