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HELB Multipurpose Statement

©

Our Vision
To provide sustainable finance Universal financing
to Kenyans pursuing Higher Education for Kenyans pursuing
through mobilization & prudent Higher Education

management of resources

L

Our Promise
Empowering Dreams

®
©

Our Purpose
Financing your higher
education to empower
your dreams
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Our Behaviour
« | uphold integrity
« | promote transparency
¢ | am innovative
« | am proactive

« | am focused
« | give hope

Our Values
1. Integrity

2. Innovative

3. Courtesy

4. Equity




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

Click on the

Visit HELB Employers
website: Portal on the
www.helb.co.ke top right

Student Portal Loanees Poital Employer Portal Irstitution's Portal Staff Login

HELB EMPLOYERS PORTAL.

Welcome Back!

Email

Enter Email Address.

Password

Password

Keep me signed in

Create an Accountl




Step 2: Registration process

Type the name of your employer

-

Select the correct employer from the drop-down list

-

Key in the rest of the details/information required

Click register to submit the details

-« @

An activation link will be sent to your email address.

Click ‘Verify Account’ in the email received

HELE EMPLOYERS PORTAL.

Welcome Back!

Employer Registration

Create an Account!

Higher Education Loans Board

African Virtual University - Special Project & Partnership For Higher Educ.
Isinya Centre For Higher Education Ltd

Ministry Of Higher Education, Science & Technology

Higher Education Loans Board Benowvelent Fund

Image 2.1

Image 2.1

Image 2.1

Image 2.1

Image 2.2

Image 2.3

Official Login Email address

Contact Names

Passwaord Confirm Password

| agree with terms and conditions

Tite i Accountant --Select your option— | ™ |



HELB EMPLOYERS PORTA

Welcome Back!

We sent you an activation code. Check
your email inbox/junk and click on the link

to verify.

Email

I @gmail.com

Password

Employers Portal User Guide



HELB EMPLOYERS PORTAL

pear, (N

Your signup request for -@gmail.com on our website was
successful.

Click the button below to activate/verify your account

If you did not request a signup , no further action is required.

Regards,

HELB EMPLOYERS PORTAL

If you're having trouble clicking the button, copy and paste the URL

HELB EMPLOYERS PORTAL

Welcome Back!

Your e-mail is verified. You can now login.

Email

Note:

4+ Ifyou already created an account, sign in using the email address and the password you
registered with.

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

4+ Once logged in, you will be able to navigate the portal using menus to the left of the
screen ...Image 2.4



ST LU  ~dd new employee

@ Dashboard
Click here to upload staff |

My Employees

Click here to create a single emplao

Remittance

Statements

Compliance certificate




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;

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

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

Compliance certificate 66

HELB BENEFICIARIES

w

R

Disclosure of staff Remittance

Disclose

Employers are required to inform HELB upon recruitment of a beneficia

You can now do this online on the HELB Employers Portal by uploading

You will get a report on beneficiaries, their outstanding balances and mq
employment. Employees wishing to upgrade their skills by pursuing Prg
Masters, or PhD degrees in Kenya. Only disclosed employees are eligibl
0711052000 or 0202278000.
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Isclc

My Employees
Click here to upload staff list

Remittance Click below t

Upload list of all staff in your organization. This
Statements process will identify HELB Loan beneficiaries,
. . . Sh
their outstanding balances and their monthly owl 19
CDmp"al‘lce certificate repayment amoun‘t‘
Disclos
. ‘ Download csv template file L
2

Browse... No file selected. .
Disclos

Select Disclosure File

Showing 1

upload

A | B | c D | |

ID NUMBER NAME STAFF NUMBER EMPLOYMENT DATE(YYYY-MM-DD) PHONE NO(25472..)

M il il el Bl e

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.

11



All Employees

Disclose your employees by uploading the list

lick below to download staff list

Staff List -PDF ([} Staff List -CSV

entries Search:
Disclosure No. Ta pate Count Actions
1 10-09-2019 66 View Records
< >
Disclosure No. Date of disclosure Count Actions

Showing 1 to 1 of 1 entries

Previous Next

© 2019 HELB EMPLOYERS PORTAL. All rights reserved.

Step 4: Deduction of Staff loans

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

Procedure 1

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

2 2.Upload the correctly filled CSV
file.

Procedure

Procedure

e Submit

12



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

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

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

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

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

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.

SANE SRR

Search for... H

EMPLOYERS PORTAL Upload your remittance list

Download Template File

Employer Code

My Employees EMP10161

_ Remittance Year
Remittance

2019 v

Statements

Remittance Month

Compliance certificate March v

Receiving Bank
Barclays bank v
Upload File

Choose File | No file chosen

Submit

13



D2 [ | x v
A

ANEEEE s | c ol e | ¢ | G | v

ID_NUMBER MAMES STAFF_NUMBER AMOUNT

@ent Processed Successfully

Upload your remittance list

Download Template File

Employer Code

EMP10161

Click Details to preview loanee records and confirm remmitance.

Show 10 # entries Search:

Actions T4 SLIPNO. £ MONTH ¢ YEAR % NO. OF STAFF 3 AMOUNT C RECEIPT NO.

14

SD7A47EFCC730 March 66 237000.3 0

Employers Portal User Guide



Search for... n

March, 2019 : Slip No. 5D7A47EFCC730

EMPLOYERS PORTAL Bk e IR ooy

@ Dashboard 64 records accepted

2 records declined

My Employees Preview Records then print E-slip

Remittance

Remittance Details for March, 2019

64 records accepted
2 records declined

« Click on buttons below to view processed records for remmitance.
+ View the results
« Submit and print eslip for bank payment.

Download Accepted List-PDF [[| Down) ad Accepted List-CSV ([} View Rejected List
Submit Record and Print e-slip

15




Payment Request Slip

Floor, Uni Way
P O Box 65489.00400, NAIROBI,
YA

lophone: +254 711 052 000

3 titer conMELpage.
g ST B toccboox comMELBgo

12th September , 2019
HIGHER EDUCATION LOANS
BOARD Reference No.: 5D7A47EFCC730
EMP10161 (Please quote reference when making payments)
P.O. Box -

Kindly pay Kshs. 224,211.95 to HELB by 15th March 2019.

Payment details
Payment Type Payroll Month Number of Loanees | Amount to be paid
Employee remittance March 2019 64 Kshs. 224,211.95

Kindly pay the exact amount shown on this slip.

Bank details
Bank Account number| Branch EFT

Citibank 300040012 Nairobi SWIFTCODE: CITIKENA
Co-operative Bank 01129061222800 |University-way SWIFTCODE: KCOOKENA
Barclays bank 0775018216 Barclays Plaza SWIFTCODE: BARCKENX
Kenya Commercial Bank |1103266314 University-way SWIFTCODE: KCBLKENX
Standard chartered 9106018264700 |Koinange street [SWIFTCODE: SCBLKENX
Equity bank 0550293573408 |Equity Center SWIFTCODE: EQBLKENA
National Bank of Kenya (01001060391100 |Harambee Avenue |SWIFTCODE: NBKEKENX
Family Bank 035000024971  |Family Bank Towers|SWIFTCODE: FABLKENAXXX
NIC Bank 1002247638 NIC Hse SWIFTCODE: NINCKENAXXX

Late remitance attract penalties of 5% per month payable by the employer.

16




March, 2019 : Slip No. 5D7A47EFCC730

Back to Remittance

A
EMPLOYERS PORTAL

Py T — 64 records accepted
2 records declined

My Employees H Download List-PDF [l Download List-CSV [[| View Rejected List

Remittance Show 10 # entries

Statements Name T4 ID number Staff no Amount uploaded Amount accepted Remarks
Abala Yonah Nyawalo 31573844 767 3,405.00 3,405.00 Ok
Compliance certificate
Agnes Wandii Muisyo 25816005 437 4,236.70 4,236.70 Ok
Alex Mosoti Makori 30164958 684 4,019.00 4,019.00 Ok
Alfod Chocoboicocn 20204004 oo 400000 402000 oo

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.

Remittance Statements

EMPLOYERS PORTAL
Below is the list of records remitted and status if paid or not.

Dashboard
Employer Records

My Employees Show| 10 = |entries Search:
R Slip No. T4 Month/Year NO of Staff Amount (KSHs) Reciept No. Status Action
SHEETEE 5D6E29AAABC77 January, 2019 66 234282.44 0

piance certificate bD6E2A6484942 February, 2019 66 234282.44 0

2. Ifthe status is ‘paid’, you can proceed and print the receipt.

Slip No. Month/Year NO of Staff Amount (KSHs) Reciept No. Status 4  Action

5D728349255F3  January,2019 65 228950.44 10209393 < Paid >

17



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.

EMPLOYERS PORTAL Step 1.
You are required to upload the list of all your employees for verification

before award of the compliance certificate.

@ Dashboard
The list should be in a specific formart JEBUIGES WE s El-R ]

My Employees Step 2.

Upload File
Remittance Choose File | No file chosen
Statements Submit

Compliance certificate

18



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.
EMPLOYERS PORTAL Users
@ Dashboard -
NAME EMAIL
My Employees
Benard Kiprono bkiprono90@gmail.com
Remittance
Statements
© 2019 HELB B

Compliance certificate

*New User

User Name

Test user

Email

testuser@gmail.com

Password

Close Save
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