
 

 

 

HOW TO MAKE PENSION REMITTANCE ON PAYPEN WITHOUT A PROFILE 
 

 

1. Click on ‘Instant Remittance’ on the home page. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Click on ‘Continue to upload’



 

 

 

3. Enter details – Name, Phone number, Email,  Employer Code and 

Remittance type. 
 

 

 
 

 
 
 

4. Download template and fill in the downloaded template with your 
employees’ details and save on your system. 

 

 



 

 

5. Go back to PayPen and click on ‘Import File’. You can also drag 

your file from your system and drop on the ‘Import File’ box 

and then click on ‘upload’. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Your file is now uploaded; the system will let you know if 

your file has any errors so you can make corrections.



 

 
 

7. If there are no errors, click on ‘Proceed’. 
 

 

8. A summary page would be displayed for you to review and 
confirm the details on your schedule. 

 
 
 

10.  Next is the checkout page, select a payment provider by clicking on 

the icon circled below and then click on ‘Proceed’ . 

 
 
 
 
 
 

 



 

11.  Make payment and click on ‘OK’. 

 
 

 

 

For Clarifications or further enquiries, feel very free to reach us anytime 

with the details below; 

 

Whatsapp ; 08111556557 

 

Phone :      08111556557 

                 07085287169 

 

Email:        hello@paypen.ng 

 

 

Team PayPen 
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