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This user-guide will assist employers to “DISCLOSE” loanees employed in their 

employment, “DEDUCT” student loan and “DISCHARGE” payments to HELB online. 
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Definition of Terms 

Disclose: 
Employers are required to inform HELB, upon recruitment, of a beneficiary. You can do this on the 

HELB Employers Portal by uploading list of all staff or new staff on the My Employees section. You 

will get a report on beneficiaries, their outstanding balances and monthly deduction rate. For general 

enquiries please contact our contact center on contactcentre@helb.co.ke or call 0711052000. 

Where an employer fails, without reasonable excuse, to notify the Board that he has in his 

employment a loanee, within the specified period, that employer shall be guilty of an offence and 

liable to a fine of not less than 3,000 shillings for each month or part of the month that he fails to 

notify the Board of such employment. 

Deduct: 
HELB shares monthly deduction rate for all beneficiaries with outstanding balances. Loan balances 

and monthly repayment rates may vary from time to time as employees take new loans or re-

negotiate on repayment plans. After uploading list of staff, the employer will get a report on 

beneficiaries, their outstanding balances and monthly deduction rate. The Employer then goes ahead 

and makes deductions as listed in the monthly deduction rate. HELB may also write directly to 

Employers to make deductions as per generated repayment plan (billing schedule).  

Where an employer fails to deduct or after deducting any loan repayment from a loanee and does not 

pay such deductions to the Board within the prescribed period, a sum equal to 5% of the total amount 

of the repayment shall be charged on the employer for each month or part of the month that the 

repayment remains unpaid. Email remittance@helb.co.ke if you have any queries on deduction. 

Disclose: 
All loan deductions by employer must be remitted to HELB by the 15th day of the following month. 

Failure to remit or delayed remittance attracts a penalty equal to 5% of the total amount due on the 

employer for each month or part of the month that the repayment remains unpaid. Email 

remittance@helb.co.ke if you have any queries on remittance. 

Statement: 
You can get statement of all remittances made through the portal. Payments will automatically be 

allocated to student accounts and receipt number indicated only on received payments. Email 

remittance@helb.co.ke if you have any queries on the Employer remittance statement. 

Employer Compliance Certificate: 
Employers can generate compliance certificate online by clicking on the Compliance tab. Email 

remittance@helb.co.ke if you have any queries on Employer Compliance. 

Step 1: HELB website visit and portal log in 
 

http://192.168.8.161:8084/disclose
mailto:contactcentre@helb.co.ke
mailto:remittance@helb.co.ke
mailto:remittance@helb.co.ke
mailto:remittance@helb.co.ke
http://192.168.8.161:8084/compliance
mailto:remittance@helb.co.ke
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Note: If visiting for the first time, click create account and register…Image 1.2 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Click on the 
Employers 

Portal on the 
top right

Visit HELB 
website: 

www.helb.co.ke

 
 

Image 1.2 

Image 1.1 
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Step 2: Registration process 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Type the name of your employer      Image 2.1 

 

Select the correct employer from the drop-down list   Image 2.1 

Key in the rest of the details/information required   Image 2.1 

 

An activation link will be sent to your email address.  Image 2.2 

 

Click register to submit the details    Image 2.1 

Click ‘Verify Account’ in the email received   Image 2.3 

Image 2.1 
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Image 2.2 
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Note:  

 If you already created an account, sign in using the email address and the password you 

registered with.  

 If you forgot your login credentials, click Forgot Password tab and reset your account 

 Once logged in, you will be able to navigate the portal using menus to the left of the 

screen …Image 2.4 

Image 2.3 
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Step 3: Disclosure of staff 
Pursuant to section 16(1a) of the HELB Act 1995, all employers are required to disclose to 

HELB on employment of a loanee. To disclose your current staff list; 

 

 

3.1
i. Click ‘Disclosure of Staff’ or ‘My Employees’ tab ... image 3.1
ii.Click ‘Click here to upload staff list’ ... image 3.2

3.2
i. Click on ‘Download CSV Template File’ ... image 3.2

ii.Fill the downloaded template file with your staff details... image 3.3

3.3

i. Click ‘choose file’ and browse for the updated template and select the file.
ii.Click ‘upload’ to load your staff list on the portal in the format shown in 

image 3.2

Image 3.1 
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Once your staff list is uploaded, you can view it under ‘All Employees’ section 

 Click on ‘staff list’ to generate a list of beneficiaries and their outstanding balances. This 

should form the basis of your HELB deductions. The list can be obtained in PDF or Excel 

formats…image 3.4 

NB: Disclosures can be done more than once.  

 

Image 3.2 

Image 3.3 
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Step 4: Deduction of Staff loans 
 

 

Procedure 1
1.Click on the remittance tab 
2.Download the CSV template file 

Procedure 
2

1.Correctly fill in the required 
details: Year, Month and 
Receiving Bank and save the file

2.Upload the correctly filled CSV 
file.

Procedure 
3

• Submit

 

Image 3.4 
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Note: once the data has been submitted, the system will process, and you will get a 

notification. 

1. Click on details to view the resultant report of the processed document 

2. You will see ‘Accepted’ and ‘Declined’ records for the period uploaded. 

3. To download and verify the accepted records, click on the ‘Preview’ button. 

4. A pop-up menu will appear with the links to respective data 

5. If you are satisfied with the results (accepted and declined lists), click the ‘submit 

and print e-slip’ button 

6. You will generate a ‘Payment Request Slip’ containing the total amount to be paid 

for the uploaded period 

7.  Ensure you pay the exact amount as indicated in the Payment Request Slip 

8. Once the e-slip is generated, you can always view the data for the payment period by 

clicking on details on the right side of the remittance page. 
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Step 5: Statements 
The Employer can always view the status of remittances uploaded. 

1. Click on statements tab. You will see the slip number, repayment period, amount 

and the payment status.  

 

2. If the status is ‘paid’, you can proceed and print the receipt.  
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Step 6: Compliance Certificate 
To get Employer Compliance Certificate, please click on the “Compliance Certificate” tab. 
Compliance will be evaluated on whether all loanees are in repayment and all deductions 
have been submitted to HELB on time. Compliance Certificate is issued annually. 

1. Download CSV Template  
2. Fill the required data then upload 
3. The uploaded list will be evaluated and once done, your Compliance Certificate will 

be ready for download. 
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Step 7: Users 
By default, the person who created the account in the Employers Portal can add other users who 

can assist in above mentioned activities.  

This is done as follows: 

1. Click on Users tab 

2. Click Add User button 

3. Key in the required details then submit. 

4. An activation link will be sent to the new user’s email address.  

5. Once activated, the new user can log in. 

 

 

 

 


