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1. Navigate to www.paypen.ng and click on ‘Company

Registration’

.ﬂPquen About  Services Contact IneedaPFA Help APl Docs Company Registration

Pension Payment /it &
Smile

* Upload schedule
* Make Payment
 Sit back, relax and let PayPen do the rest

) BIIIEI

‘What Our Clients Are Saying
M. King Ofuka - KOJO MOTORS
< LIMITED >

AN -
erbﬁ‘ brc

500+ customers

socials f @ X in ©2024 NetLine Limited

=/ A  Finshupdate

Register

Fields vith * are compulsory.

* Employer Code

Nead help with your employer cods? Click here

* Employer Name.

* Contact First Name

* Contact Last Name

* Contact Email

* Contact Phone

* Contact Alternative Email



http://www.paypen.ng/

J PayPen

3. Click on the link in the welcome message sent to your
registered Email to activate your profile.

Welcome to PayPen -

? Y How_..Employer | | io) How_Employer

. Pay

Our Dearest
Warm congratulations once more, and a hearty welcome to the PayPen Family! We're absolutely thrilled to have you join us.
To get started, please click on the link below to activate your profile:

Should you need any assistance or have any questions along the way, don't hesitate to reach out to us. Our dedicated team is
here to support you every step of the way.

Best Regards,
Team PayPen

X@O@

You're receiving this email because you are a subscriber of paypen.ng
If you feel you received it by mistake or wish to unsubscribe, click here

4. Your company is registered, profile activated and
ready for your pension remittance.



_\‘ o

Uploading
Schedules & Making

Payments

via PayPen



1. Log in to your profile.

J» wn
& D

C @& paypen.ng/test/account/login

Log in to your account

Log in with your data that you entered during

Email

registration.

mike henry@xyzindustries.com

O Remember me

| forgot my password

g in

Don't have an account?

2. Click on ‘Make Pension Remittance’.

l B’ Dashboard

&

. Remittance Enquiries

C @ paypen.ng/test/employer/dashboard

Dashboard

Welcome,
Dashboard

Make Pension Remittance
Pending Remittances @
Total Schedule Uploaded

N40,276,816.93

Settings

Logout

BEST SERVICE RAYA DISTRIBUTIONNIG LTD

®

Successful Remittances
N11,127,252.60

Pending Remittances
N20,149,564.33

Upload Schedule

Upload your schedules with multiple periods and multiple PFAs all at once,

Upload

x
X—

Q2 %* »0@O :

Help Sm

+ Add New User

D

Refunds Claimed
No.00




. PayPen
3. Choose your remittance type, and click on ‘download template’
(The default is ‘Monthly Pension Remittance’ which is the regular
pension remittance type)

[ B’ Make Pension Remittance x

< c a p Qe %« » 0@ :

Schedule Upload

Remittance Type:

Compulsory & Voluntary v
Download Compulsory & Voluntary Template

Import your file

Choose or drag and drop

4. Fill in the downloaded template with your employees’ details
and save on your system. (Note that you can fill in multiple periods and
multiple PFAs on a single sheet)

WPS Office B compulsory _voluntary_template -+ + (51} EX = @ P4
= Menu ERESROSO © v @I met Pagelaout Fomulas  Data  Review  View  Tools  SmartToolbox ), Click to find commands & a-5- @A
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Painter Center™  Text Formatting * Co
€9 - Q%
A 8 c D 3 F G H | T =
1 |PFA Code/Name | StaffID | RSAPIN TEmployee Name | Employer Contribution | Employee Contribution ' Employer Voluntary ' Employee Voluntary | Total Contribution | Period
2 [siGmA GH2019  PEN1000234576803  CHIKE JIDE ADAMU 4000 2000 0 0 6000 Jan-21
3 |pAL GHS674 | PEN2000567896940  OLA ABU OB 5000 7000 0 0 12000 Feb-21 o~
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. PayPen
5. Click on ‘Import File’ file. You can also drag your file from your
system and drop on the ‘Import File’ box and then click on

‘Proceed’.

l B’ Make Pension Remittance

&« C @ paypen.ng/test/employer/makePayment Qe %« » 0 e 5

Schedule Upload

Remittance Type:

Compulsory & Voluntary

Download Compulsory & Voluntary Template

y_voluntary._t
okB B

6. Your file is now uploaded, the system will let you know if your
file has any errors by highlighting the affected entry in red so
you can click on ‘Edit’ to make corrections.

&« C @ paypen.ng/test/employer-remittance/schedule/1/u Qe « » 0 e £

COMPULSORY & VOLUNTARY REMITTANCE Help Sm
, PayPen b
<

€ Back

o
22 Dashboard
@ We detected some errors with the entries highlighted in red please click on the ediit button to view and correct them

Make Pension Remittance
@ 3imported. 2 valid. 1 invalid
Pending Remittances
. Remittance Enquiries o B SGfiD  RSAPIN Employee Emplf?yer Employee  Employer Employee Total Bariod | Actions
Code/Name Name Contribution Contribution Voluntary Voluntary Contribution

Settings
OLAABU s S e - Feb-

5674 PEN200! 6940 (o 500000 7.000.00 000 000 1200000 ¢Edit  #Delete
Change Password o h
CHIKE
PEN100023457680  JIDE 4.000.00 200000 0.00 0.00 6.00000 Jan-21 #Edit  #Delete
ADAMU
_ _ AUIKE Mar- =
67 PENiO54g321006 |, 4000.00 5000.00 0.00 000 900000 ¢Edit  sDelete
ADI 2t




7. If there are no errors or after you must have made corrections,
click on ‘Proceed’.

8. A summary page would be displayed for you to review and
confirm the details on your schedule.

l B Remittance Summary

x
X—

& C @ paypen.ng/test/employer/prePayment/77 Qv »00@ :

? PayPen

Dashboard

Make Pension Remittance

Pending Remittances

. Remittance Enquiries

Settings

Remittance Summary

Help Sm

€ Back

TRANSACTION SUMMARY PP0000000072

Dear Segmmedhice,

Kindlly confirm that you are making a payment for

Employer name: BEST SERVICE RAYA DISTRIBUTIONNIG LTD
Employer code: PRO000698882

andthat

payment breakdown is as follows

PENSION FUND ADMINISTRATOR PPID

NUMBER OF EMPLOYEES RECORDS AMOUNT

3 N27.000.00

Confirm and Proceed




9. Next is the checkout page, review details and then click on
‘Proceed’.

Checkout | JB
, Pogpen Help
5

Dashboard

Checkout
Make Pension Remittance
Date 05-08-2023 16:38:23
Pending Remittances Remittance Type Compulsory & Voluntary
PayPen
. Remittance Enquiries TX05082023002
Reference(PPID) =
. PFA Codes and Names Employer Name BEST SERVICE RAYA DISTRIBUTIONNIG LTD
; No of Records 3
Settings
Total Schedule N27.,000.00
Change Password Amount
PayPen Fee N1,075.00
Gateway Fee §237.84
Total Payable N 28.312.94
Amount

B Logout o

10. Print out account details or generate your invoice,
click ‘OK’ and then proceed to payment.

Invoice JB
1 PayPen o
g

8% Dashboard Kindly pay the EXACT AMOUNT stated below into the account displayed. Payment can be made via

Transfer, Cash or Cheque

Make Pension Remittance

Pending Remittances
PPID

. Remittance Enquiries

). PFA Codes and Names

Account Name

7097753370

Settings Account Number

Please note that the account number presented above is a virtual account number generated just for the purpose of this payment and exact amount stated above
ONLY. It is merely a validation passage for funds into the account(s) of the Pension Fund Administrator(s) and would be inactive immediately payment is made or after
120hrs or 5 days if payment is not made.

A receipt would be sent your email after confirmation of payment and your dashboard would be updated accordingly

Change Password

o

10
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Uploading
Schedules & Making

Payments

via PayPen without
registration or

logging in,



r

% paypen.ng

' Pay About  Services Contact IneedaPFA Help APIDocs

Pension Payment

* Upload schedule
* Make Payment
« Sit back, relax and let PayPen do the rest

Pay Without Registration > How to make payment

‘What Our Clients Are Saying
M. King Ofuka - KOJO MOTORS
< umTED >

AN >
erlh%‘ brc

500+ customers

Privacy Policy Terms & Conditions

socials f © X in © 2024 NetLine Limited

2. Click on ‘Continue to upload’

& (&) () httpsy//paypen.ng/test/ AN S 2

Instant Remittance

You will have direct access to view your organization's
pension payment history and more by creating a profile

Continue to upload Employer registration

12



'WPS Office

= Menu

> cut

~ ) copy - Format
Paint

E9

SIGMA
PAL
FCMB

0N OO E W N

@]

A

3.
Template’

(3 httpsy//paypen.ng/tes!

4.

B Foy

ublic/quick-upload

Fill in the displayed form

About Services Contact Register with a PFA Help

Quick Upload

* Al fields are required.

Name

Phone

Email

Employer Code
Need help with your employer coe? Click hers

Employer Name

Remittance Type
Compulsory & Voluntary

4

and click on

Dovinload Compulsory & Voluntary Template

Import your file
Choose or drag and drop

o

‘Download

= @

Fill in the downloaded template with your employees’

details and save on your system. (Note that you can fill in multiple
periods and multiple PFAs on a single sheet)

B compulsory_voluntary_template

EaEeR OO

Calibri -

er

- Q fx

B C

PFA Code/Name ' StaffID | RSA PIN

1"

B U~ @~ A~@-

GH2013 PEN1000234576809
GH5674  PEN2000567896940
GH9867  PEN1005493213066

compulsory_voluntary_template

oy

.+

Insert Page Layout

2 sEns | =

D
"Employee Name
CHIKE JIDE ADAMU
OLA ABU OBI

ALl IKE ADE

Formulas

S SR
Employer Contribution

Data  Review  View

3= =1

i
Wrap
xt

General

[

Merge and
Center~

£ F

4000

5000
4000

I

Tools

Employee Contribution

. 94 000 <0 .00
B~ % °° G %

2000
7000
5000

Smart Toolbox

B Format as Table ~

=

find commands

G

23 @

o,
e

Y AlE &

=

Conditional 15 Cell Style ~ AutoSum ™ AutoFilter Sort™ Fill~  Format™
Formatting ~
G H 1 i]
"Employer Voluntary | Employee Voluntary ' Total Contribution | Period
) 0 6000  Jan-21
0 0 12000 Feb-21
0 0 9000  Mar-21
]
Od- JHEDBOs- 1ww- - —O +
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5. Clickon ‘Import File’. You can also drag your file from your
system and drop on the ‘Import File’ box and then click on
‘Upload’.

C & hups/paypenng/test/public/quick-upload Aa s = 3 @ -

B Py About Services Contact Register with a DFA Help [ETRRY e ressiaiion |

Quick Upload

* Al fields are required.

Phone

Ematl

Employer Code
mployer Name

6. Your file is now uploaded, the system will let you know if
your file has any errors by highlighting the affected entry in
red so you can click on ‘Edit’ to make corrections.

[ B’ COMPULSORY & VOLUNTARY R* X

< C & paypen.ng/test/employer-remittance/schedule/1/u Qaw%x* »0@ :

COMPULSORY & VOLUNTARY REMITTANCE Help Sm
PayPen
<

€Back
22 Dashboard
© We detected some errors with the entries highlighted in red, please click on the edit button to view and correct them.

4 Make Pension Remittance
© Pending Remittances

@, Remittance Enquiries Employee Employer ~ Employee  Employer Employee Total

Staff D RSAPIN 3 Period  Actions
Name Contribution ~ Contribution  Voluntary Voluntary ~ Contribution
& Settings
Feb
GHs5674 PEN200056: 4 5.000.00 o
@ Change Password ’
CHIKE
H. PEN: 34 JIDE 4
DAMI
i _— LI IKE M;
: . DE




7. If there are no errors, click on ‘Proceed’.

8. A summary page would be displayed for you to review and
confirm the details on your schedule.

l Ll x

¢ C @ paypenng/test/employer/prePayment/77 Qe+« » 0@ :
Remittance Summary Help Sm
1 PayPen &
<
€ Back
2% Dashboard TRANSACTION SUMMARY PP0000000072
¢ Make Pension Remittance Dear syd magnus

© Pending Remittances Kindlly at you are making a payment for

BEST SERVICE RAYA DISTRIBUTIONNIG LTD

@, Remittance Enquiries
ode: PRO000698882

& Settings

payment breakdown is as follows

PENSION FUND ADMINISTRATOR PPID NUMBER OF EMPLOYEES RECORDS AMOUNT

3 N27.000.00

Confirm and Proceed

TOTAL

8. Then click on ‘Confirm and Proceed’ and follow the instructions
that will be displayed to make payment.

15



For clarifications, enquiries or if you'd like a live demo, feel very

free to reach us anytime with the details below.
WhatsApp: 08058023272

Phone: 08058010766

Email: hello@paypen.ng

- Team PayPen

16



