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Pensioners use this profile within the portal to access important information related to
their pension, deductions, beneficiaries, and other interactions within the portal as
demonstrated in this user guide.

Upon logging in as a pensioner, you will be directed to the pensioner's home page which
displays a dashboard with links to important information such as payrolls, deductions, and
beneficiaries, among other forms of interaction. Refer to the screenshot below:
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-0 Payrolls Total Pay Open Tickets
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© A record of payrolls. (Ksh) Pick Manth - pick yea -
Month Year Gross Deductions Tax NetPension Arrears TaxOnArrears PaidPension
February 2021 30,024.00 (0.00) (0.00) 30,024.00 0.00 0.00 30,024.00 i
January 2021 30,024.00 (0.00) (0.00) 30,024.00 0.00 0.00 30,024.00
December 2020 30,024.00 (0.00) (0.00) 30,024.00 0.00 0.00 30,024.00
November 2020 30,024.00 (0.00) (0.00) 30,024.00 0.00 0.00 30,024.00

< 174 | 1| >
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The Pensioners dashboard contains several key components as described below. The
corresponding numbered sections are highlighted in the screenshot above.

1. Menu Bar: This provides quick access to various items within the portal. Click on
the menu bar icon on the top to expand it.

2. Scheme Selector: This drop-down menu allows pensioners to select their scheme.

3. FAQs: This is a shortcut to view frequently asked questions within the portal.
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4. User Account: This section displays the pensioner’s profile picture and username.
A drop-down menu is also provided with links to the user profile, notifications, and
log out button.

5. Account Activities Summary: This section gives a summary of the pensioner’s key
information in figures, including payrolls, payments made, and open tickets.

6. Payroll List: This section displays a list of payroll records, including the monthly
replacement salary that the pensioner has received so far.

7. Beneficiaries Details: This section provides a preview of the pensioner’s
beneficiaries’ records and allows pensioners to add new beneficiaries.

Clicking the menu bar icon will expand the panel to reveal menu items as shown in the
screenshot below: The user can click each item to open a specific page. The menu
comprises links to the following pages:

* Personal info * Tickets

* Payrolls +  Activity Logs

* Payroll deductions * Manage Accounts
 C.OE * Log out Button

)
i Y
OBEE ko
expand the
menu

Home

=
34

Payrolls

Personal Info
Payraolls

Payroll Deductions
CO.E

Tickets

(Ksh
Activity Logs (=

30,024.00

30,024.00

Log out

30,024.00

Click the Home tab to expand the menu bar. Otherwise, click on a menu item to
open the respective page.
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The Personal Info menu item on the portal displays the pensioner's personal
information, as seen in the screenshot provided. On the left side, the essential details
captured on the system are displayed, while the right side shows the pensioner's bank
account information and other details.

Personal Info

Pensioner Details Other Details

Name Member Number email
IIa 3 Jakubowski 823 ekeely78@hotmail.com

Pensioner Number Scheme ID Primary Phone No. Secondary Phone No.
42570 6737 0741753780 0741753780

ID Number Tax Number BANK BANK BRANCH
3331932487 AS27644414H Barclays Nairobi West

Date Of Birth Gender ACCOUNT NAME ACCOUNT NUMBER
Nov 3, 1958 Female DEVISON MOFOLO DEVISON MOFOLO

Clicking on the Payroll menu item opens a page displaying a list of all the payrolls, in the
form of monthly salary, that the pensioner has received so far. This list also includes other
details, such as any deductions that were made. See the screenshot below:

Payrolls o 2
0 A record of payrolls. (Ksh) Pick Month - pick year - g = |

Deductions NetPension Arrears TaxOnArrears PaidPension
February 2021 30,024.00 {0.00) {0.00) 30,024.00 0.00 0.00 30,024.00 No
January 2021 30,024.00 (0.00) (0.00) 30,024.00 0.00 0.00 30,024.00 Mo
December 2020 30,024.00 {0.00) {0.00) 30,024.00 0.00 0.00 30,024.00 No
Movember 2020 30,024.00 (0.00) (0.00) 30,024.00 0.00 0.00 30,024.00 Mo
October 2020 30,024.00 {0.00) {0.00) 30,024.00 0.00 0.00 30,024.00 No '
September 2020 30,024.00 (0.00) (0.00) 30,024.00 0.00 0.00 30,024.00 No I
August 2020 30,024.00 {0.00) {0.00) 30,024.00 0.00 0.00 30,02444 I
July 2020 30,024.00 (0.00) (0.00) 30,024.00 0.00 £.00 I  Scroll to view I
June 2020 30,024.00 {0.00) {0.00) 30,024.00 0.00 0.00 more records I
June 2020 30,024.00 (0.00) (0.00) 30,024.00 0.00 0.00 [
May 2020 30,024.00 {0.00) {0.00) 30,024.00 0.00 0.00 30,024.00 No !
< 1/4 Il 1 2

Click the buttons labeled with green humbered circles to do the following:

v’ Label 1: click to select month and year for filtering.

v' Label 2: click to refresh records.
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Clicking on the Payroll Deduction menu item will lead the user to a page that displays a
list of all deductions made on the different payroll records. This page contains relevant
details such as the date, amount deducted, and the reason for the deduction.

© A record of Payroll Deductions (Ksh).

type StartDate StopDate Amount Stopped

|

~
b 4

[

Click the Refresh button in the upper right corner to repopulate records

Clicking the C.0.E menu item on the left pane will open a page with a list of certificates
of existence cycles. From this page, a user can register a selfie, authenticate, and view a
cycle certificate as shown in the following screenshot:

COE Cycles Selfie Images History

StartDate EndDate Center Details Status

] 2019 2019-01-0" 2019-03-01 N/A 0 day(s) remaining OVERDUE

< [} 1|

Click the buttons labeled with green numbered circles to do the following:

v Label 1: click to begin the process of selfie registration.
v Label 2: click to authenticate selfie.

v' Label 3: click to view the cycle certificate.

Consider the following facts for a successful set up of selfie authentication of

process:
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i. Acycleis aregulartime period during which a pensioner must verify their identity
to continue receiving their pension. The cycle status is indicated as pending,
overdue, or received.

v' A pending cycle means the pensioner has not yet submitted a selfie or
fingerprint, if required.

v" An overdue cycle means the pensioner has not submitted a Certificate of
Existence (COE) and the end date has passed.

v Areceived cycle means the pensioner has submitted a COE and cannot verify
that cycle again.

ii. To authenticate a cycle, the pensioner needs to select a cycle first and the process

will follow as the registration process or selfie update. If the Certificate of Existence
(COE) is received, the pensioner can view and download a COE certificate.

Clicking the View Selfie History tab will allow a user to review the history of selfie taken
for a particular pensioner. See screenshot below:

COE Cycles Selfie Images History

1

| View Selfie |

Job id Liveness Check Confidence Value Source Selfie Action Creation Date Processed Date

Wl Job 162933 Passed 99 MSS REGISTRATION Aug 17, 2021 Aug 17, 2021

< [T} 1|

Click the buttons labeled with green numbered circles to do the following:

v Label 1: click to view the details of a selected selfie record

v' Label 2: click to repopulate the records
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By clicking on the View Selfie button as displayed in the preceding screenshot, a form
will appear, showcasing a comparison between the image that was used for registration
and the one that was used in circle authentication.

The selfie identification engine will examine the two images based on two parameters:
Liveness check and confidential level. Please refer to the screenshot below for a visual
representation.

Selfie Details

Current Image Registered Image

Liveness Check Confidence Level

Passed X 99 X
Selfie Purpose Taken From

AUTHENTICATION X MsS X
Date Taken Date Processed

Nov 09, 2021 X Nov 09, 2021 X

Click the Close button to shut the window

Clicking the Manage Tickets menu item will open a page showing a list of all the tickets
sent from the pensioner’s profile. From this page, a user can quickly search for tickets
from the list using keywords, adding new tickets among other activities as demonstrated
in this section. See the screenshot below:
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My Tickets Support Ticket

m Q, ticketid to search | @| == Add Ticket

Ticket Id Subject Body Status Priority Feedback
. 8417 Reset Password password renewal process not going through ~ OPEN LOW a New replies
B sz To much delay claims pending for a long time OPEN HIGH @ New replies

Click on the text fields and buttons labeled with green humbered circles to do
the following:

Label 1: click to see all details of a selected ticket.
Label 2: click to type a ticket ID to search it quickly.
Label 3: click to see all documents attached to a ticket.

Label 4: click to repopulate all records.

LSRN N NN

Label 5: click to add a new ticket.

Clicking the Add Ticket button, as seen in a previous screenshot, will open a form
whereby one is able to prepare a ticket by providing details pertaining to the ticket such
as selecting the issue, priority, subject and attaching a document if need be. See the
screenshot below:

Issue* Ticket Priority*
v
subject*
Describe the challenges you are facing * characters remaining:200

Attach file(s) Browse, I
———

Y

After identifying the issue, ticket priority and typing in the subject, click on the
buttons labeled with green humbered circles to do the following:
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v’ Label 1: click to select a document from your device to accompany the ticket.
v Label 2: click to save the ticket for routing within the system.

v" Label 3: click to close the form.

Clicking the Support Tickets tab display a list of all support tickets raised for pensioner
to attend within the portal. A user can select a ticket record from the list and view details.
Besides being able to search for a ticket using ticket ID, a user can also forward a ticket
to another profile to be handled there. See the screenshot below:

My Tickets
1 S
| @ View Ticket | ticket id to search | ¥ Forward Ticket
Ticket Id Subject Body Created by Status Priority Feedback
- 3117 Id Icon I need assistance. this is my icon Yonathaniel Mbogo ~ OPEN HIGH G New replies
. 1003 Delay in Claim Processing Delay in Claim Processing Yonathaniel Mbogo ~ OPEN HIGH o New replies
B o claim claim mssuser mssuser OPEN MEDIUM o New replies
< 1) >

Click on the text fields and buttons labeled with green humbered circles to do
the following:

v" Label 1: click to see all details of a selected ticket.

v’ Label 2: click to type a ticket ID to search it quickly.

v' Label 3: click to see all documents attached to a ticket.
v

Label 4: click to repopulate all records.

Clicking the Forward Ticket button shown in a previous screenshot will allow a user to
send a selected ticket from his/her list of tickets to another profile within the portal. A
window from which a target profile is selected is launched at a click, as shown in the
screenshot below:
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Forward Ticket

Target Profile

3

® cancel

Click the Submit buttons to send the ticket. Otherwise, click the Cancel button
to terminate the process.

Clicking the Manage Account menu will a page showing the personal details of the
logged-in user. One can also change the profile picture and password details, as shown
in the screenshot below:

Manage Account

Change Password

Current Password*

New Password* Confirm Password*

g™
\\J
= New password Confirm password
[# Add/Change Picture (|
3
J | B save

lla a Jakubowski

Pension Status: Active
Pension Type: Self
Member No: 10567

Membership Status: true
NSSN NO- 49570

Click the buttons labeled with green humbered circles to do the following:

v' Label 1: click to change profile picture.
v’ Label 2: click to fill in new password details.

v’ Label 3: click to confirm all changes.
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Click the Add/Change Picture button as shown in the previous screenshot to upload a
picture as shown below:

Change Picture b 4

Click the Browse button to select a picture from your device. Then click the Save
button to upload the image. Otherwise, exit the window.

Clicking the Activity Logs menu will open a page showing a record of all the activities by
all users who logged into the portal in the recent past. One can search records for specific
periods through filtering by date as shown below:

Activity Logs

Activity Logs

16-11-2021

Activity

fetched all schemes Nov 16, 2021, 12:51:30 PM

fetched all schemes Nov 16, 2021, 12:33:46 PM

view activity logs Nov 16, 2021, 12:27:40 PM

viewed tickets Created Nov 16, 2021, 12:27:26 PM

fetched all schemes Nov 16, 2021, 12:27:24 PM Scroll to view

fetched all schemes Nov 16, 2021, 12:27:15 PM more records

fetched all schemes Nov 16, 2021, 11:22:51 AM

fetched all schemes Nov 16, 2021, 7:42:10 AM s

< 1790 [ (>

Click the buttons labeled with green numbered circles to do the following:
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v Label 1: click to reload the activity records.

v Label 2: click to set start and end dates for filtering.

v’ Label 3: click to type keywords to search records quickly.
v’ Label 4: click to print a copy.

Clicking the FAQs tab, in the upper right corner, will open a window showing a report of
the frequently asked questions in the portal. See the screenshot below:

FAQs X

. #Oystech

nnnnnnnnnnnnnnnnnnn

Frequently Asked Questions

U

Vv reports

how to generate reports

let members be able to report

Click the Text links to display the list of questions in accordion style. Click the
Home tab to return to the portal home page. Otherwise, close the window.

The logged-in users’ details are displayed through a drop-down menu that provides
shortcut access to notifications, user profile, and a button to log out of the portal. See
screenshot below:
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SYSTECH DEFINED BEMEFIT SCHEME FAQ PEMSIONER ~

F

-‘ Motifications

; My profile

(D Logout

o
0

Open Tickets

Click on the enclosed text links to open respective pages. Otherwise, click the
Logout button to exit the portal.

Clicking the Notifications text link from the profile drop-down menu, located in the
upper right corner, will open a page showing a list of messages sent from within the
portal. They are grouped into Inbox and Outbox messages. One can select to read

individual messages and compose. See the screenshot below:
' Reload | <+ Compose

FROM SUBJECT DATE STATUS
Mutuma Kithinji Logi training Oct 15,2021 Unread
' Hello null how to join a scheme Oct 07, 2021 Read
< 1/1 4 v

Click on the text fields and buttons labeled with green humbered circles to do
the following:

Label 1: click to view Outbox messages.
Label 2: click to repopulate records.

v
v
v’ Label 3: click to compose a message.
v

Label 4: click to read a message.
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Check the box of the record with the message you want to read, then click the status text

link on the right to open a new window displaying the message details as shown below:
You can also download the message.

Message Details X
To

Mark Vivian Foe

Date i

Oct 15, 2021

Subject
Logi training
Message

Lorem ipsum dolor sit amet consectetur adipiscing elit habitasse sodales orci,
consequat sagittis felis pellentesque mattis et lobortis pulvinar faucibus, taciti
gravida hendreri

r Download File(s)

v

Click the Download File link to save the message file on your device. Otherwise,
close the window.

Clicking the Profile link text will open a Manage Account page (which can also be
accessed on the menu bar) showing the personal details of the logged-in user. One can
change profile picture, download membership certificate, and change password details.
Refer to the Manage Account menu for the screenshots.
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