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Congratulations on successfully completing your registration with the National Pension
Scheme Authority (NAPSA). This is an important first step towards ensuring legal
compliance and securing social protection for your employees. In addition to registering
your organization, you are required to register your employees under the scheme, file
monthly returns, remit contributions, and maintain accurate employment records.

To support you in meeting these obligations, we are pleased to share this Employer
Guide. It provides clear, step-by-step instructions and highlights the resources available
through our iCARE e-Services Portal, where you can conveniently access all NAPSA
services.

Welcome aboard, and we look forward to partnering with you on this journey.

Anyone who wishes to transact with NAPSA must first create a Profile
on iCARE. This includes employees, employers, agents, tenants, etc.

A profile gives you access to manage your member account and/or
employer account(s) on one platform without needing different login
credentials.

Members who onboarded via eNAPSA will not be required to create a
profile from scratch; you will simply need to click on "Forgot Password."

www.icare.napsa.co.zm
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REGISTRATION OF A USER PROFILE

To begin, visit the link https://icare.napsa.co.zm then click “Forgot Password?”.

I'F‘

/ £ &
d &i Don't hanve an account? Register Here
i h‘l‘

Figure 1: iCARE Login Page

On the next screen, enter the NRC or Passport number you used to access eNAPSA and
click "Reset My Password."

CARE

Flurse Wy iCarn Passwont

%;
Already have an accouns? Sign In Hete "l g if *ds

Figure 2: Enter your NRC or Passport Number

After entering your ID number and clicking "Reset My Password", you will be prompted
to enter the mobile number you used when accessing eNAPSA. If you still have access to
this number, proceed to enter it and click "Reset My Password."
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Please Note: If you do not have access to the number previously used on eNAPSA,

please follow the alternative recovery option provided on the screen below.

CARE

Rosat My iCare Password

ZEDNN N AU NDB
ber matching the at

Alrgady hawve an account? Sign In Hare

Figure 3: Enter your Phone Number

Provided you still have access to the registered mobile number, enter it and click "Reset
My Password". An OTP will then be sent to your mobile phone, after which you will be
prompted to create a new password. Once these details are provided, click "Reset

Password" to complete the process.

Breset My iCare Password
Passwon d
Confirm Password *
Mate; 4
'.C‘l t
Onae-Time Password *
[ GVMW- ]

>

Already have an account? Sign In Here

Figure 4: Enter OTP and Create Password

Once this process is successfully completed, you may log in to your iCARE profile to

access NAPSA services.
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REGISTRATION OF A USER PROFILE

To begin, visit the link https://icare.napsa.co.zm then click “Register Here”.

CARE

Sign imto My ICARE Account

Don't have an :locn_m

1

Figure 5: iCARE Login Page

On the pop-up window, read and agree to the Data Privacy Consent to proceed with
registration.

Data Privacy Consent

Your privacy matters. By giving your consent, you're empowering us
to use your data responsibly and with car & promise to handle
your information with the highest level of security and transparency,

t's used only for the purposes you agree to. Your data isa

fou, and we respect that. Thank you for trusting us to protect

and honor your privacy.

— OO

Figure 6: Data Privacy Consent Agreement

To successfully create a profile, you must ensure that the requirements in the figure below
are in hand. Then click “Proceed”.
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https://icare.napsa.co.zm/auth/signin

NAPSA iCARE — Volume 2: Employer User Guide

Onboarding Requirements

In order to successfully sign up, you must ensure that the following
requirements are on hand:

map

Recent clear coloured passport-size photo with a plain
background, unfiltered (preferably taken using a mobile phone

Figure 7: Onboarding Requirements Checklist

A. Identity Information (For Zambian citizens residing in Zambia)

Proceed to select your nationality, current country of residence, and enter your Zambian

NRC number.

% MNATIONAL PENSION
¥ SCHEME AUTHORITY

Identity Information

Image Upload

Personal Detalls

‘ ‘ Contact Information

| Create Password

Identity Information

Nationality * Current Country of Residence *

( ZAMBIAN ) ( ZAMBIA )
1D Type *
NRC Number *

( PP — )

Figure 8: Profile Registration - Zambian Citizens Residing in Zambia

B. Identity Information (For Zambian citizens residing outside Zambia)

Proceed to select your nationality, current country of residence, and enter your

Zambian NRC number.
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A% HATIONAL PENSION
X' scHEmE AUTHORITY

Identity Information

Identity Information

Image Upload
Natianality * Currert Country of Residence *
( ZAMBIAN ) - (LI-E&N[m . )
| Personal Details 0 Type
NRC Nuriber *

| Centact Information ( T 1 123456112 )
— >

Figure 9: Profile Registration - Zambian Citizens Residing Outside Zambia

C. Identity Information (For Foreign Nationals residing in Zambia)

Proceed to select your nationality, current country of residence, and enter your Zambian
NRC number.

Y NATIOMAL PENSION
SCHEME AUTHORITY

Identity information

Identity Information

Image Upload Nationality * Current Country of Residence *
( INDIAN ) o (}k\ema )
1D Typser *
Personal Details
HRC Number *

— @&

Figure 10: Profile Registration - Foreign Nationals Residing in Zambia

D. Identity Information (For Foreign Nationals residing outside Zambia)

Proceed to select your nationality, current country of residence, and enter your Passport
number.
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£~ =% HATIONAL PENSION
Sewr SCHEME AUTHORITY

Identity Information

Identity Information

r— Hatianality * Current Country of Residence *
Image Upload
(-:HINEE-E ) (ugzmaugug )
0 Type *
‘ Personal Details
Passport Mumiber * Place of lssue *
‘ Cantact Information Date of Issue * Dt of Expiry *

o )
B Create Password — O

Figure 11: Profile Registration - Foreign Nationals Residing Outside Zambia

For Zambian citizens and foreign nationals residing in Zambia, proceed to upload both the
front and back of your National Registration Card. When done, click “Next”.

4 MATIONAL PENSION
& SCHEME AUTHORITY

Identity Information = @ Image Upload

HRC Fram * KRC Back *

Image Upload e
= ==
I — —

‘ Parsonal Details |

Contact Information
| ( Choose File Mo file chosen ) (Cnooscl-‘nc Mo file chosen )

55M Information O

Figure 12: Upload NRC - Front and Back

For foreign nationals residing outside Zambia, proceed to upload your passport. When
done, click “Next”.
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#%%  NATIONAL PENSION
LT scHeme auTHORITY

Identity Information = @ lmage Uplgad

Passport Bio Page °

Image Upload

| ‘ Parsonal Details NTERNATIONAL PASSPORT

‘ Contact Information
( Choose File No file chasen )

Create Password ’ ©

Figure 13: Upload Passport

Proceed to enter your details as reflected on your NRC or Passport in the fields
highlighted in the figure below and upload your portrait photo. When done, press “Next”.

55 HATIOMAL PERSSON
m SCHEME AUTHORITY

Ep Personal Details

Identity information

Tiess * Gendlar *
Setect your Tiw Senet your Gander
Iimage Upload Firsl Haimé Suirdie
it Hamas DCiate of Birth *

Persodial Dathits

Claar Color Passport Size Phato *

ﬁ

Contact information

| Croate Password

Figure 14: Enter Personal Details and Upload Photo

Proceed to enter and verify your primary (main) phone number, secondary (alternate)
phone number (optional), and email address (optional).

Note: The phone numbers entered must be registered in your name. The system will
send a one-time PIN (OTP) to each of the contact details provided for verification.

www.icare.napsa.co.zm
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£S5 NATIONAL PENSION
LT scHeme auTHoRITY

Identity Informaticn
l:h Contact Information

Primary Phone Numbes *

(=

Personal Details.
Socondary Phoew Number

(=

Emnaid Address

Contact Information

I SSN Information

Figure 15: Verify Contact Details

On the pop-up screen, enter the OTP(s) received then click “Next”.

Verify Your Contact Information

One-Time Password

Figure 16: Enter OTP for Verification

The password must be at least 10 characters long and include an uppercase letter, a
lowercase letter, a number, and a special character. e.g. Napsa@12345. When done, click

“Next”.

@ Create Password

Passwaord *

Confirm Password *

@

Figure 17: Create Password
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Review and finalize your information then proceed to Submit your application.

Preview & Submit

O bumber 12T

oy o8 ity ST

0 bmags Bace

Contaet ifermatien

Primary ifnans Hamber 2E031GL1

Pastmsed (3 Lot Fasims [

&

Figure 18: Preview and Submit Application

On the pop-up window, read and accept the “Terms and Conditions” to proceed. After

submission, a reference number will be sent to your registered phone number and email
for ease of reference.

Terms and Conditions

Figure 19: Accept Terms and Conditions

Note: Once your application is approved, you will receive a confirmation SMS and email. If
you onboarded using your NRC, your SSN will be automatically generated upon approval.
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DOMESTIC EMPLOYER REGISTRATION

If you have an active iCARE account, you can register for a Domestic Employer Account
to make contributions for your maids, gardeners, or any other individuals engaged under
contractual or piece-work arrangements.

To begin, log in to your account and select "New Registration™ under the Employer

Accounts Summary section.

,  NATIONAL o CARE
Member Summary

Formal Sector

K000

Contributions: 264

Infarmal Sector

KOXOCXX

Contributions: 0

KYC Status

e «

m Emplayer Accounts Summary

Figure 20: Click New Registration

After selecting “New Registration”, proceed to select “Domestic Employer” under

Employer Type and provide all the

required details.

Profile Information

1of7

Employer Type * NRE Number * Trading Name *
( DOMESTIC ) ( ) ( )
Employer Name * Nearest Napsa Branch * Company Email *
Select a Napsa branch
Country * Date Started Employing * Number of Emplayees *
ZAMBIA
Figure 21: Select "Domestic" on Employer Type
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This section captures address information. Enter all the required fields and click "Next".

o CARE I S S 8 =

Address Information 207

Figure 21: Enter Address Information

This section captures contact details. Enter all the required fields and click "Next".

Contact Information 3of7

il Addross Phone Numbar *

Figure 22: Enter Contact Information

This section captures proprietor’s details. Enter all the required fields and click "Next".

o CARE . . S e

HSION
SCHEME
AUTHORITY

Proprietor Information 4of7

tin Gonder * aticralty
MR [ TAMBIAN
lonal 10 * Hamy Surmame *
Ctrer Hames MoblaMumbar®  Position

Figure 23: Enter Proprietor Information
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This section captures details of the primary system user. Enter all the required fields and
click "Next".

lr.ﬂ;(J::L o CARE it Ruparing caich Links a - & =
Super User Details Gof7
I
o Swper User is the same as the logged in use.
[ oo
Fiest Nama * Surmamae . Mobidg Homber *
( ) ( ) ( )
Email * Login it
C ) ( )

Figure 24: Enter Super User Details

Review all the information you have entered to ensure it is correct. After that, read and
accept the Terms and Conditions, then click "Submit" to complete the registration.

HATIONAL o CARE it Mt ——— =)

Preview 707

@ Employer Profile Details
MRC:

Trading Hama:

Legal Hame:

Dato bncorporated:

Figure 25: Preview Your Information

HATIONAL
PENSION
SCHEME 8 Terms and Conditions

Fiease road these berms and condiions cantfully befons using the iCare platiorm

Congitions of Use
By using this website, you certify that you have nead and reviewed this agroement and That you agres o Comply with its terms. H you do not want o be bound by the s of This agreement, you
10 achvised 10 5100 Uing the welisite acoordingly. MAPSA only grants use Bnd BCosss Of this webaite, s PIOGUCTS, Bnd L3 S0NVIONS 10 TS0 Who Pave BCCEpURd ity Larmas.

Frivacy Pobcy
Bahen you £cetinue aing our webie, wi e than yeu 1o fead eur privacy policy fogiediog cur isier daes cobection. 1 wil hel yeu bottar Lndorstand cur racticos.

Age Restriction
You ikt ba ot beast 55 leightenn] ywars of g bafices you can use this websita. By aing this wobsite, you wirrant Shat you are il ass 1 years of Bge and you may kgally sdton 1o this
agreement. NAPSA assumes no responsibiity for labiities rested 10 age misrepresentation

i

materials, products, and services provided on this websie are the property of NAPSA, its affliates, drectors, officers, employees, agents, suppliers, or kcensors including all
E . oty traematks, patoets, s cth Propeity. You aiso Bgree Bt yo otuc of recLibUTe the imellectasl Eropey iR any wiy, inciy ctrone,
QAL O MW B0k registrations. You grant NAPSA 8 royaity-ires and non-exchusive Soense bo display, Use, Loy, IFaNSME, and DI0SCas! the conten you upkad and publish. For issues
regarding inbel tual properiy clams, you should contact the company in oeder to.come 0 an agreement.

User Accounts
Axa umer of this webaite, vou may be suiond 10 reaister with us snd Drovide priva

ation. You ane respontibie for enduring the socuracy of this information. snd vou ane mesoonsibie Tor

O;Wlntw Torms & Conditions:

D

Figure 26: Agree to the Terms and Conditions
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NEW EMPLOYER REGISTRATION

To register a new employer account, log in to your iCARE account using your national ID
and the password you created during profile creation.

CARE

Signinto My ICARE Account

@ sesnsz9902 -

& znmezozs +—

Don't hive an account? Register Mere

ar

Figure 27: iCARE Login Page

Once you log in, on the dashboard, click on “Register an Employer Account.”

Dashboard

Member Summary Employer Accounts Summary
Formal Sector 0 1 1 0 0
KOO XX . Total Active Suspended Coased
Contributions: 52 Ellgitle Clalm (=)
Infermal Seetor
K XXX.XX

Contributions: 0

KYC Status

Figure 28: Register an Employer Account

Under profile information, select the employer type and enter your company's basic profile
details. When done, click "Next".

www.icare.napsa.co.zm
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Profile Information 10t7
Enter your company’s basic profile details.

Empioyer Type * PACRA/Registrar of Societies ID * TPIN *

( Salect employer type ) ( ) ( )
Trading Name * Legal Name * Buginess Type *

( ) ( ) (se:ect Business lype )
Moarest Mapsa Branch * Company Email * Couniry *

Select & Napsa branch

Hature of Business ~ Business Websibe Incerporated Date *

Salect nature of business B Pick adate

Date Started Employing * Mame of Holding Company Mame of Subskdiany

Rumber of Emplopees *

Figure 29: Enter Profile Information

Proceed to enter your Company’s physical and postal address. When done, click "Next".

Address Information 2of7

Provide your company's physical address.

Plot Mumbar * Stroat Nama * Pravince *

Select provinge

Town * Lamdmark * Postal Code

Setect town \ Selact Landmark

Postal Box Addross

Figure 30: Enter Address Information

Enter your company’s contact information. When done, click “Next”.

WWW.icare.napsa.co.zm
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-

L, Contact Information 3af7

Enter your company’s contact information,

v

OCnnlacl person is the same as ihe logged in user.

Search By NRCISSN 4_ @

First Name * Surmame * Other Names.
Email Address © Phone Number *

Figure 31: Enter Contact Information

4. PROPRIETOR INFORMATION

Fill in the details of the company proprietor. When done, click “Next”.

2 Proprietor Information 40f7
Fill in details of the company proprietor.
N
Title * Gender * Mationality *

Select title b Select gender v Select country hd
National ID or Passport Number * First Name * Surname *

Other Names Mobile Number * Position *

@

Figure 32: Enter Proprietor Information

5. SUPPORTING DOCUMENTS

Upload the necessary documents for verification. When done, click "Next".

Page 18
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r

[ Supporting Documents

Uplead necessary documents for verification,

Please attach the following business documents

Certificate of Incorporation [ Company Registration: * m Mo File ‘

e QY e

NOTE: Tha size of the document should net sucesd SMB,
Valid file feemads are PDF, PNG, JPEG and JPG,

.

Sof7

Figure 33: Upload Supporting Documents

6. SUPER USER DETAILS

Set up Super User account details. When done, click “Next”.

£ Super User Details

Setl up super user account details.

!

OSupcrUuris the same as the logged in user,

Search By NRCISSN

First Mame * Surnarne *

Email * Login 1D *

Mobile Number *

Gof?

Figure 34: Set Up Super User Details

7. PREVIEW AND SUBMIT

Review and finalise your information.

Page 19
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Preview 7al?

[E employer Profile Details
PACRARogistrar of Socketies I0:
Tradng Mama:

Legal Name:

Cuate IDCorpor sted:

Humbes of Employees:

@ Employer Address Details
Street Name:

Pict Mumier:

Land Mark:

Box humber:

o _ (o)

Figure 35: Employer Registration Preview Page

To proceed, read and agree to the Terms and Conditions, then click "Submit”. A
reference number is sent to your registered phone number.

'3 Terms and Conditions

Comaitions of Use

b ot oy I i v (e A0 vl s SOt 8ndl NS you Pt 10 COmpty wilh its 1B, IF you 00 oL wint 10 D Dound by 11 1613 of T3 Bgreament, you B Sdvised 10 $10p Usig the websie
necondingty. HARSA only Qrants wie and becess 15, B0 15 SHrVICES: 10 B0 Who hivve BCCepie

Privacy Poscy
Bafiort o COAGNE UG 0o WEBALE, Wik BV LA i 10 100 G PAIVICY POBEY MGrting o LAAT GNLE COBeCtian. 1L Wil iy yous DECIST UndrsLaved ouf pretices

Oﬂ‘ﬂ'iolh-c Terms & Condiions

T

Figure 36: Accept Terms and Conditions

ATTACH EXISTING EMPLOYER

(Please note that this applies only to employers that did NOT SIGN UP for NAPSA online
services through the eNAPSA portal.)

On the dashboard, click on “Attach Existing Account.”
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Once you log in to your user profile, on the dashboard, click on “Attach Existing Account.”

Dashboard
Member Summary Employer Accounts Summary
. 2 1 1 0
Farmal Sector
0 Tatal Activer Suspended Crasod

K XXX

Elgibile Claimiz)
Contrinutions: 53 Elgitihe Claimi

Infonmal Sector

K XXXXX G Fegister an Emg

Confributions: O

o T
KYC Status

Figure 37: Click Attach Existing Account

On the pop-up screen, click "No"

Was the employer you want to attach on Enapsa ?

Figure 38: Confirm eNAPSA Registration Status

Proceed to enter the Employer Number, then click "Submit”. An OTP will be sent to the
registered company phone number.

Attach Employer via Employer Number

Please enter the required detasts below to verify your identity and proceed with the employer mapping process. You will be sent a One-Time Password (OTP) to your phone number

Erpliypes Mumbar

1587194 .‘_

Figure 39: Enter Employer Number
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On the pop-up screen, enter the OTP you received, then click “Submit”.

Attach Employer

Ono-Time Password

Figure 40: Verify Employer OTP

Proceed to enter your company's basic profile details. When done, click “Next”.

Profile Information 1o0f7

Employer Type * PACRAJRegisirar of Societies ID * TPIN *
Tracting Namae * Legal Name * Business Type *
I Select DUSINeSs Iype I
Nearest Napsa Branch * Company Email * Country *
I Setect a Napsa branch . I
MNatura of Business * Business Website Incorparated Date *
Date Started Emplaying = Name of Helding Compary Name of Subsidiary

Numbar of Employees *

Figure 41: Enter Profile Information

Provide your company's physical address, then click “Next”.
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( )

' Address Information 2ol7?
Provide your company’s phrysical address.

Piof Numbar © Pastal Bos Aodess © SIndE] Hama

Provings T - Lanamark:

IMLW - I Isau-clw uI Isou-clurumuu e I
Porstal Code

Figure 42: Enter Address Information

5. CONTACT INFORMATION

Enter your company’s contact information. When done, click "Next".

( ‘i, Contact Information 3of 7\

Emer your company’s centact information.

v

(O seenact persants the same as ine logged in user.

Search By NRC/SSN - @

First Name * Surname * Dahar Names.
Email Addross Phoen Numbss

Figure 43: Enter Contact Information

6. PROPRIETOR INFORMATION

Fill in the details of the company proprietor. When done, click "Next".

(J“‘r Proprietor Information 4of 7\

Fill in details of the company proprietor.

Title * Gander * Nationality *

Select title - Select gender - Select country v
HMational ID or Passport Mumber * First Mamae Surname *
Other Names. Mobile Mumber * Position *

(&3 @

Figure 44: Enter Proprietor Information

Page 23
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7. SUPPORTING DOCUMENTS
Upload the necessary documents for verification. When done, click "Next".

[ Supporting Documents 50f7

Upload necessary documents for verification,

Please attach the following Busingss dacumens

Certificate of Incorporation { Company Registration; *

- -«

NOTE: The size of the document should not exceed SME,
Validd fily fcomats ane POF, PNG, JPEG and JMG,

(e e Y
\_ J

Figure 45: Upload Supporting Documents

8. SUPER USER DETAILS

Set up super user account details. When done, click "Next"

( & Super User Details Bol7

Sef up super user account detalls.

|

Osmﬁmhlhmnlhmhn«.
Sasich By NREISSH -+ @

First Masna Surnamn

Figure 46: Set Up Super User Details

Page 24
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Review and finalize your information.

Preview Tal?

[E emptayer Profile Datails
PACRARegistrar of Socketes 100
Trading Mama:

Legat Hame:

Date incorporated

Humber of Empioyees:

B Employer Address Details
Strewt Name:

Piot Number:

Land Maric

Box Humber:

— - o)

Figure 47: Preview Registration

To proceed, read and agree to the Terms and Conditions, then click "Submit". A
reference number will be sent to your registered phone number.

8 Terms and Conditions

, WOU £y I it Ndrew redd] and hevirmed Lis SQrBemant And A1 yir BOMSE 10 Comply Wil LS LS. [ o 00 Aol wirl 1 fe Dound by The LB o1 This Mgreament, you an Savised 10 1400 usisg The website
oealy QTS bl W BCCEtS. 1 1his wisbisite, IS prodiucts, Bnd 115 SANVICs 10 BROE who Naves BCEepied S terma.

Balofn YOU CONGE USing Ou webile, Wi BvEbe At jou 10 MG OUF DrIVECY POBCY MGRTng 0o e (AL COBECLION. It will Buip You DEMEr LNDEFSLINT Ouf DRCHCES

18 {asgnesn] yoaes o B BRSSOl £0A U4 1N WS, By Ualev) I3 webBaili, i WilTANL ERBL 04 500 B K680 18 7S o B0 B s PRy Mgty BN 10 i3 BFEmant. NAPSA S50 A8 NESpOnIRELy toe
o MEsrpErERLIiEn,

ABUEES, BT SArvERS Povioed of This welrite ine he Operty of HAPEA, its aiianes, direciors, officers, emeloyess, Bpenls, supplers
BBPETY. Vi B B LA you will N1 FREPESCe Of I LETLSN O PETTY I Bivy wiy, INE ISR ERCUONG, RPN, &
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Figure 48: Preview Employer Registration

On the pop-up screen, click on "OK". A reference number will be sent to your registered
phone number.

Figure 49: Submission Successful Confirmation
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ATTACH EXISTING EMPLOYER

(Please note that this applies only to employers that SIGNED UP for NAPSA online

services through the eNAPSA portal.)

On the dashboard, click on “Attach Existing Account.”

- Y —

il Sector

o
KXXKKK . o e
Comritions: 53
HOOKXX -
Comriations: 0 g
|

Figure 50: Click Attach Existing Account

On the pop-up screen, click "Yes"

Was the employer you want to attach on Enapsa 7

Figure 51: Confirm eNAPSA Registration Status

Surpanded

Caanad

Proceed to enter your Email Address, then click "Submit". An OTP will be sent to your

email address.

Attach Employer via Email

sl Adteiress

[ Infogazihem. ceg.zm ]

=

Figure 52: Enter Email Address
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On the pop-up screen, enter the OTP you received, then click "Submit".

Figure 53: Verify Email OTP

The Employer will be attached to your profile, and a confirmation SMS and Email will be
sent to you.

Dashboard

Member Summary Employer Accounts Summary

: 1 -
Formal Sector 0
K XXX Active Suspended Ceased

Contributions: 53

Figure 54: Dashboard with Attached Employer

RETURNS MANAGEMENT

This guide explains how to upload different types of returns, create returns from
scratch, submit contributions without returns, top-up returns, submit nil returns, and
track submission statuses. This will help you upload your NAPSA returns efficiently
and ensure accurate reporting.

Before submission, prepare a properly formatted CSV (Comma-Separated Values)
file containing contribution details for all employees for the selected month and year.
Using a spreadsheet application, create the required columns and enter the exact
column headings in the first row, as shown in the example below.
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Account

Number ey

NAPSA

employer Contribution
account year

number

Month

Contribution
month (01-
12)

SSN NRC
::l?;ryee Employee
. NRC

security
number
number

Surname First Name
Employee Employee
last name first name

Figure 55: Return Sample

Other

Names Date of Birth
Additional

names (if DD/MM/YYYY
any)

Employer Employee
EeEs iy Share Share
Total gross 5% of 5% of
earnings Gross Pay Gross Pay

Before uploading any return, please make sure the correct employer card is selected. This
ensures that contributions are posted to the correct account and minimizes errors.

Employer Card
with Your
Employer Details

)

Please select an Employer card above to proceed.

Figure 56: Select Employer Card

The Upload Return function allows you to upload monthly returns for your employees. The
steps below will guide you through uploading returns on iCARE. From the side menu, click
"Returns", then click on the "Upload from file" button.

o CARE Comptant Sepering o
Home : Employwr @ Retn
MNAPSA Returnn  Conlributions Without Raturns  Undechice:

o Moniths

Employer Card

with Your
Employer Details

Tracking Summary

[ Upload From File

Figure 57: Upload Return from File

] 5 Create From Scratch

* Toplp Retums
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Upon submission, if all records are correctly entered, a Tracking Number will be
generated to enable you to monitor the status of your return. If errors exist, they will be
highlighted for correction before you can submit.

File Format Validation () m

€ Provious 1 Mt ¥

Figure 58: Return Submission Error Validation

This option allows you to manually enter return details for each member directly on the
iCARE platform. From the Dashboard, go to Returns, select the correct Employer Card,
click "Create from Scratch,” enter the member's SSN or NRC, Gross Wage, and the
Year and Month Being Paid For, then click "Add to Returns."” On the pop-up, confirm the
employee details and repeat the same process for all the employees you intend to
contribute for.

WAPSA Retam  Contribetions Withaut Res

[ Y-

Upisad From File Create From Scraten * ToplpRetuma

Figure 59: Create Return from Scratch

Once all members have been entered, review their details and click Confirm to complete.

% Upioad From File Croate From Scratch * Toplp Autums

Aty beste P e ocked

——— [o—— WearlrTTI S A

asspeanan 5000

7202 eI Besesssans Gresssl  Pesss A e sonn0

Figure 60: Confirm and Submit Return
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This feature enables you to monitor the status of submitted returns, view updates, and
identify any actions required. Access it by navigating to the Returns section on the

Dashboard and clicking "Tracking Summary".

You can search for specific returns using a Tracking Number, refresh the page for
updates, and review key details such as submission date, return period, principal amount,
total members, and the status. Statuses may include Pending Submission, Pending
Payment, Pending Approval, Failed Verification, Completed, Cancelled, or Pending

NAPSA Resolve.

Based on the status shown, you can take the necessary follow-up actions, such as

reviewing validation errors or confirming completed submissions.

G) Action Required
‘fou have 1 retumn (s} pending submission, Kindly subeit them inorder to pay for them as directesd in the last cokumn with an arrow. Notec filter to view all pending
derod IMMYYYY) T
668274.420250700175404 T025 Sep 09, 2025, 17:50 40085 " » Cancel ted
EE827442026M2093037 V2026 Feb 12, 2026, 09:37 w0 1 = Pendiny 9 Submission
BERITAAI0ISMRIDOI0E 12025 Aug 18, 2025, 10:58 10 1 * Pendn ng Baymes it

Figure 61: Return Tracking Summary

o ALL

RETURN FILE -

Filtiet By Status

Pending Payment
Pending Submissh on
Pending Approval
Faiied Verification
Cancelied
Compisted

Fiejected

Pending NAPSA Resolution

“Pending Submission” means the return has been successfully verified but not yet
submitted. Please proceed to submit the return for payment or cancel it if necessary.

[0) Action Required
You have 1return (5] pemding submission, Kindly submit them Inceter to pay for them as directed In the last column with an arrow. Note: filer to view all pending
; s
D -
) e
1202 08.5 - RETURN FILE - --PSA.ctv
V2026 a G
Y2025 Pending B
P @ Copy Rederercn Number
F Subei for Payment
Provious 1 Next >

Figure 62: Submit Pending Return for Payment
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“Cancelled status” mean the return is cancelled and cannot be submitted.

MAPSA Return  Contributions Without Returne  Undectared Months { Tracking Summary

[

® Action Required

Yot harve 1 rmturn (8] panding submiseion, Kindly subimit theen inof@e 1o pay Tor 1hem 55 Grectod in the Bl column with an armow, Netn: e 10 wiew 51 perding.

BEEZTA420T507T09TEL04 72025 Sep 09, 2025, 17:50 40085 " RETURM FILE - --PSAcsv
BOE2T44 2012001208736 012 Fel 12, 2026, 1001 85 1 * Canceled RETURN - PRIMELEGACY v

Figure 63: Cancelled Return Status

“Pending Payment” on returns means the returns have been uploaded and are under
the Payments tab, awaiting payment.

MARSAReturn  Condributions Without Retums Undecianed Months. { Tracking Sumenary L

i vy T oo 1L

GOEZPAAZOISIEIO0E03 Y2028 Aug 18, 2025, 10:96 0 1

© Pranious 1 Hoxt > D Copy Ratore

Actions.

Wiaw Aeturm Detals

Figure 64: Pending Payment Returns

“Completed” means returns uploaded and payments successfully made.

MAPSA Reburn  Contributions Without Retums  Undeclared Months. | Tracking Summary L

190050620 26105115756 2026 Feb 05, 2028, 11:21 100 B -

WE0SIBI0ISIZIZISAEEE 22025 Jan 12, 20G6, 15:01 300 1 Corplensd

Figure 65: Completed Return Status

This function allows you to upload returns for paid periods that do not have existing
returns. Prepare the return, save it as a CSV file, then from the Dashboard go to Returns,
select the correct Employer Card, and click "Contributions Without Returns."

www.icare.napsa.co.zm


https://icare.napsa.co.zm/auth/signin

NAPSA iCARE — Volume 2: Employer User Guide

PSA Return .;».: clared Months  Tracking Sumemary &
D o ivutions without Retums

[ aid (zvwl 7L

PONTE-151085520120 o012 a5

© Frevious 1 Mext 7

Figure 66: Select Contributions Without Returns

Select the relevant period from the list of overpayments or under-posted returns and click
Upload Return. Choose your saved CSV file; the system will automatically validate the file
for format and accuracy.

Review the validation summary (valid/invalid records and reasons for correction). Once
validation is successful and amounts match, click "Submit Return™ to complete.

Upload Overstated Return

NOTE: Ensuire the total retsms amaotint total ko this amount ZNW 85

Chioose Fila Mo file selected

I

Upon submission, a reference number will be provided to you for tracking purposes.

Figure 67: Upload Overstated Return

The Top-Up Return module allows you to submit additional contributions for previously
filed periods to correct underpayments. Prepare the CSV file with the employee's NAPSA
number, period (month/year), and top-up amount. From the Dashboard, go to Returns >
Top-Up Returns, click "Choose File", select the CSV file, then click "Upload File".

NAPSA Return  Contribations Without Returns  Undeclaned Months  Tracking Summary £

% Upload From File 5 Greate From Seratch [ Toplp Retwns ]

Missing Rsturms *

Figure 68: Upload Top-Up Return

Upon submission, a Tracking Number will be generated for monitoring the status of your
top-up return.
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The Nil Returns function allows you to report periods with no contributions due to having
no eligible employees or business inactivity To submit, go to Returns and click
"Undeclared Months."

MYV

WI0Z3

12/2023

Figure 69: Submit Nil Return

Select the period you are addressing, then choose the reason that best describes why no
contributions are being submitted for that period. Available options include: Business
Closed Operations in the Period, Business Suspended Operations in the Period, No
Eligible Employees, and No Remuneration in Any Form. Once you have made all your
selections, click "Submit Nil Return" to complete the process.

Caution: Only submit NIL returns if and only if the reasons above qualify. An employer
can and will be penalized if they falsely provide NIL returns.

PAYMENTS

The NAPSA iCARE system provides you with a simple way to manage and pay returns,
including new payments, underpayments, penalties, and NPINs, and to view your
payment history, ensuring compliance and timely contributions.
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Log in to iCARE, go to Payments > New Payments, view your outstanding returns, select
the period(s) you wish to pay, and click "Initiate Payment"”. Each entry shows the
submission date, reference number, period, status, number of members, return amount,
penalty (if any), and total due.

New Payments  Under Payments | Retu Penalt MPINs  Transaction Histo Payment Histary <

O llllllll ired
e
.
e
\l, n n
@) ~ : - )

Figure 70: View Outstanding Payments

Once initiated, the page displays the selected payment periods with details such as
Reference Number, Return Amount, Penalty, Total Amount, and a field labelled "Amount
to Pay" where you enter the payment for each period.

Each row represents a specific period, showing the Return Amount (original amount
owed) and Penalty (late payment fee). These combine to give the Total Amount. You must
manually enter an amount in the "Amount To Pay" field, which must fall within the allowed
range.

1 (ZMW] ty CZMW) eal Amount (ZMW) Amount T Fay (MW

Figure 71: Enter Amount to Pay

There are two rules when entering the Amount to Pay: it must not be less than the Return
Amount and must not exceed the Total Amount (Return Amount + Penalty).

For example, if the Return Amount is ZMW 10 and the Penalty is ZMW 13, the Total
Amount is ZMW 23. You may enter any amount between ZMW 10 and ZMW 23. Ensure a
valid amount is entered for each row, then click "Proceed to Pay" to choose your payment
method.
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New Payments  Undar Payments [ Returns  Penalties  NPINs  Transaction History  Paymaent History o
Total Paymant
Select Payment Method
@ secctpaymentven zMw 23.00
Twarty Thoes Kwacta
Credit/Debit et Banking Mobile money Over The Counter

Figure 72: Select Payment Method

This page lets you select your preferred payment method. The system displays the Total
Payment both numerically and in words. Choose Credit/Debit Card to pay using VISA or
MasterCard, then enter your card details to complete the payment securely.

Billing afarmatian
Youar Qwcer

Lant Nsersa * 390.00 ZK

Eaparaion Mo, e - Eapiramon Yaar

Figure 73: Enter Credit/Debit Card Information
If you prefer using a mobile wallet, select Mobile Money. This method supports payments

through mobile network operators such as MTN, Airtel, and Zamtel. You will need to
provide a valid mobile number.

&

New Payments  Under Payments / Returns  Penalties  NPINs  Transaction History  Paymaent History

Enter the mobile account you wish to initiate payment Amot
ZIMW
2080 974655698

2 airtel

int
il

Figure 74: Enter Mobile Money Details
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For those who want to pay directly from their bank accounts, the Net Banking or EFT
(Electronic Funds Transfer) option is available. This method supports several banks,
including FNB, ZANACO, and others. The system will guide you through a secure bank
transfer process.

New Payments | Under Payments /| Returns  Penalties NPINs  Transaction History  Payment History ios

Select a bank from the list below Amount ‘
ZMWN

\/

Select a Bank

ZAMBIA NATIONAL COMMERCIAL BAMK PLC (ZANACO)
STANEIC BANK

INDO ZAMBIA BANK LIMITED

FIRST CAPITAL BANK

FIRST ALLIANCE BANK LTD

Figure 75: Select Bank for EFT

Alternatively, if you wish to pay in person, choose the Over-The-Counter method. This
includes bank branches and authorized service agents such as Kazang and Konse
Konse, where you can complete your payment physically. The system will generate an
NPIN, which you will present at the counter.

Mew Payments  Under Payments [ Returns  Penalties NPINs  Transaction History  Payment History

el

@ IMPORTANT: NOTICE %

Before proceeding with Over-the-Counter (OTC) payment, please confirm with your bank that they support OTC transactions. This option generates a
payment document that allows you o visit your bank or another payment provider who accepts OTC and pay for your NPIN in person

i Tip: Verify OTC availability with your bank in advance or check our current supposted list of payment providers, [ INDO Zambia Bank, First National Bank (FNB), ABSA,
Standard Chartered Bank, Stanbic Bank,Zambia Industrial Commercial Bank (ZICB), First Capital Bank].

if NPiIN is generated and bank does not support? Contact our office to drop the NPIN or proceed to pay for NPIN at another payment provider

ZMW

Figure 76: Select Over-The-Counter Method
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iCare Payment
Registration

Employer Account No: 66227 Date Printed:12/02/2026, 2:31:45 pm
Employer Name:

Address: N/A

Phone Number: NIA

Email Address: N/A

Payment Registration NPIN:

NPIN iCARE Reference employer

Mumber

668274426212720 668274426021214717 6682744 12/02/20286, 2:31:45 11
pm

Payment Breakdown :

Period Reference Number Principal Amount Penalty Amount Total Amount

1/2026 66827442026112093037 10 1 11

Amount Due: ZMW 11

Figure 77: View Generated NPIN

Once you have selected a payment method, follow the on-screen instructions carefully to
complete the transaction. Always double-check the details before finalising, and make
sure to save the payment confirmation for your records.

Note: The process for paying Underpayments / Returns and Penalties is the same
as described above.

NPIN tab shows all the NPINs on your account.

Naw Payments  Under Paymants | Retums  Ponalthes Transaction Histary  Payment Histary L+
Filtes By Status
PENDING -
MPIN T Amount ZMWI 1) :1-- o :JIU_'_ - channel T | Stats 1 :v:: f” Actions
Feb 12, 202
GGERTA426212720 n HiA LG aTc Pending RETURN 1: " . 2026,
NAPSA E-
62744262173 | W HiA Commarce EFT_SELF Falloa RETURN 1;:2:1(2 e
Accoum ’
¢ Provious 1 Neat»

Figure 78: View All NPINs
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To view your payment history, click the options button (three dots) next to the NPIN and
click "View Receipt".

MewPayments  UnderPayments | Refume  Penaties WS Payment History

L]

[PPSR [\..cnt History

WOOOSIS0SIOSHY 0000525520857 My 20, 2025, 1290 w08 TRANSACTED MTH Msnay 2000 @
Acons

WAOSIE0STOENT WOKHS2EEIOT00 Ay 20, 2025, 0801 EFT.SELF PENDING ISAMasterzard i e

PGS S0S0EIIE08 WON0AEAHI0R By 09, 2039, 1244 ey TRANSACTED MTH Msney =

Figure 79: View Payment History

Click “Download PDF” to download the receipt

To reinitiate the transaction, click the options button against the failed NPIN — click “Pay
for NPIN” to select a payment option. NPINs are now non-expiring.

Mo Baymants  Under aymants | Boturns .@ Baymens History

MATIORAL FIMSI0M SO Aurioan - teso S TELERTTS T HY

el

Fies By St

PEMOING
L LI )
0555 2000 1400 ik Alroal Monary Mol Falled PENING BATMENT May I8, 2025, Wi @
Actiong
WOOU525520500 o A HIA ot Perating PENDING PATMENT May 70, 202
Copy NPR
WOSEEA0E5E w0e Ntk HIA otz Penasing PENDING PAYMENT May 20, 2025
i P Dpesin

Figure 80: Reinitiation on NPINs

“Select a payment option”

Undor Payments |Returms  Penaltios  NPINS  Transaction History  Payment Histary

&
Select Payment Method Total Paymeont
@  secromentven
Tworiy-Theos Kwachs
Credit/Debit MNet Banking Modbile money Over The Counter

Figure 81: Select New Payment Method for NPIN
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CONTACT DETAILS

Toll Free: 677
Tel: 260 211 395 677
info@napsa.co.zm
www.napsa.co.zm
Levy Business Park
Church Road,
P.O. Box 51275, Lusaka, Zambia.


tel:677

