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 This guide documents the steps involved when an Employer wants to DISCLOSE the past HELB loan 

beneficiaries (loanees) who are employed within their organization, DEDUCT the student loan as per 

the generated repayment rate (billing schedule) and DISCHARGE the deducted employee’s loan by 

the 15th day of the following month. 
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Definition of Terms  

 

Disclose:  

Employers are required to notify HELB upon new staff recruitment. 

Deduct:  

Make deductions from employees’ salary/wages/remuneration as per the amounts listed under ‘Monthly 

Deductions’ column.  

Discharge 

Remit all loan deductions to HELB by the 15th day of the following month through the prescribed loan 

repayment options. 
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Registration Processes 
Step 1: Visit the HELB website  
Open an internet browser and type https//:www.helb.co.ke to access HELB website. On the menu bar, click 

Employer Portal. 

 

Step 2: Log in or Register 

Once you are on the Employers Portal Page, click Login (if you have an existing account) or register if visiting 

for the first time. 

 

Log in 
Log in using the following credentials:  

 Email address: e.g., hr@helb.co.ke  

 Employer code: e.g., EMP12345 

 Password.  

 

http://www.helb.co.ke/
mailto:hr@helb.co.ke
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If you cannot remember the Log in credentials, click Forgotten Password and follow the procedure to reset.  

Register 
If you are using the portal for the first time, Register before you log in to the portal. 
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Type part of the organization’s name and proceed to register.  

 

If the organizatiion name is missing, click the highlighted button (“Click here”) to access the registration 

page. 
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Once you are registered, click Login button and fill in your login credentials to access the portal.  

 

Once you are logged in, you will access the Dashboard with your employer details and the remittance 

history.  

 

Step 3: Disclosure 

You may add one employee by clicking the “Add one Employee ” button or add many employees at once by 

following the steps below: 

 Click on ‘My Employees’ tab.  

 Download the CSV template file  

 Populate and save the template with employee details. 

 Use upload button to submit the populated CSV file 
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 Once the populated list is uploaded, the portal will return a list of all staff and whether the staff is a 

beneficiary or not.  

 The list of beneficiaries will also include their loan balances and monthly deductions. 

 Make deductions from employees salary/wages/remuneration as per the amounts listed under the 

Monthly Deductions column and remit to HELB by the 15 day of the following month. 

Step 4: Monthly Remittance 

 

Upload remittance list before attempting to pay. Employees with cleared loan accounts will be rejected by the 

system 

a) Click “Remittance Tab” 

b) Download the CSV Template File 

c) Fill in staff details for remittance 

d) Save the template, click start to complete the repayment details. 

a 

b 

c 



 
8 

 

After you have confirmed the uploaded list is accurate, click start to import the remittance file.  
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Verify all the details entered and click ‘Confirm’ button 

 

After confirmation, your remittance will be complete 

 

Print the e-slip by clicking the Print E-slip button and make the payment as per the generated e-slip.  

Note:  

Make the exact payment as per the generated e-slip to ensure successful completion of the process.  
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Step 5: Statements and Receipts 

You can view the statement of your uploaded remittances by clicking on the “Statements” tab. Once HELB 

has received payment, the remittance statement status will change to “Paid” and you will be able to 

download a receipt for your remittances. 
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Step 6: Compliance Certificate  

To get the Empoyer Compliance Certificate,  

a) Click on “Compliance tab”.  

b) Dowload the CSV Template File 

c) Fill in the employee details and save the template 

d) Upload the list of your employees and submit for verification before the award of the Certificate. 

 

You can print the certificate by clicking Print Certificate after the verification of your staff records is 

succesful.  
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b 
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Employer Profile  

You can also view and update the Employer Profile 

To add New users: 

Click Add New User button on the top right   

 

 Fill in the new user’s details and 

 Save 

 

Contacts: 

In case of any enquiries, you can reach us through employerportal@helb.co.ke or contactcentre@helb.co.ke . 

You can also call 0711052000. 

mailto:employerportal@helb.co.ke
mailto:contactcentre@helb.co.ke

