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Welcome to PenSphere, the next-generation platform transforming 
the way pensions are managed and distributed.  
PenSphere offers a comprehensive solution for handling pension 
remittances, ensuring ease, accuracy, and peace of mind.  
Whether you're an organization or an individual managing your 
retirement benefits, PenSphere simplifies the entire process from 
start to finish. 
 



 
Get started by creating an account. 

 
i. Enter the email address you want to use to create your account, this email is where you will 

receive verification codes and your login credentials: 

ii. An OTP will be sent to this mail which you would use to complete the next step, fill in all the 

details and continue: 

 

   HOW TO GET STARTED ON THE APP 



iii. Fill in your account admin details to complete the process: 

 

 

iv. Your login credentials will be sent to your email, input your credentials to login to your account: 

 

v. You will be required to reset your password the first time you login to your account, a 

verification code will be sent to your email that would be used to reset your password: 



 
Get started by creating a new schedule. 
 

i.  In the “Saved Schedules” tab click on the “New Schedule” Button to create a new schedule: 

 
 

ii. To upload a schedule using an excel sheet employers are given a template to guide them through 
the process, the excel template can be downloaded by clicking on the “Download excel template” 
button in the “With Excel” tab and the sheet would be downloaded: 

You can also download the schedule template here Schedule_template 
 

   HOW TO REMIT PENSION FUNDS 

https://res.cloudinary.com/dfvx7yxrc/raw/upload/v1738629067/beneficiaries-template_vj6vw1.xlsx


iii. The sheet should be filled with the appropriate schedule details which should all  
be matching the headers provided in the template: 

 
vi. Upload the filled schedule to the app by clicking the “Open excel uploader” button: 

 
vii. An uploader would come up, where you would be required to upload the filled sheet, and after 

confirming that the details provided are all correct put in the name and click the “Save” button: 



 
viii. Once the schedule has been uploaded successfully you can view the details and  

remit the pension payment by clicking on the “Remit Pension” button: 

 
ix. You are required to enter the payment period (month and year) and select a payent method 

from the four payment methods provided in the app: 

 
x. Once the pension remittance has been successfully created the next thing is to validate it by 

viewing the remittance details and clicking on the “Validate Schedule” button: 



 
xi. After the validation is done successfully you can go ahead to confirm and make 

your payment depending on the payment method chosen for the remittance: 
 

• For “Cheque Deposit” (offline payment), after confirming the payment an OTP will be  
sent to the registered email address that would be used to generate a payment  
advisory (receipt) that can be downloaded, printed and taken to the bank to make your payment: 

 
 

• For “Card” payments, click on the “make payment” button, enter your valid card details and make 
your payment: 

 
 

• For “Wallet” payments, after confirming the payment the amount will be taken from your available 
wallet balance on the app. 
 
 

• For “Direct Debit” payments the amount will be deducted directly from the selected direct debit 
account 

 



 

Manage your wallet on the app by navigating to the “Wallet” tab under the  
“Payment Methods” dropdown. 
 

i. To fund your wallet, click on the “Fund Wallet button” in the wallet page: 

 
 

ii. A pop-up with the account details to send the funds will appear, once this account is funded via 
bank transfer, click on the “I have funded the account” button and the updated balance will 
appear: 

NB: The account generated is for single use and should not be saved or be used to make a 
different transaction. 
 
 
  

   HOW TO FUND YOUR WALLET ON THE APP 



 

Manage your Direct Debit account on the app by navigating to the “Direct  
Debit” tab under the “Payment Methods” dropdown. 
 

i. To configure a new direct debit account, click on the “Configure Direct Debit” button in the 
Direct Debit page: 

 
 

ii. You will be prompted to enter the account details, max amount allowed debit, valid date range 
and to upload a mandate, once the valid details are provided click on submit to complete the 
configuration 

 
 
 
 
 

HOW TO CONFIGURE A DIRECT DEBIT ACCOUNT 
ON THE APP 



iii. If you don’t know how to compose a mandate you can download a sample  
mandate and fill it based on your own specifications here: 

 you can download the sample mandate here: sample_mandate_doc 
 
 
 
 

For any clarifications or enquiries, please feel free to contact us at any time via 
our email: support@pethahiah.com  

or phone: +234-916-643-1626 

https://res.cloudinary.com/dfvx7yxrc/raw/upload/v1738615791/FILLED_SAMPLE_MANDATE_LETTER_PAYTHRU-PENSPHERE_eaflnl.docx
mailto:support@pethahiah.com

