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Step 1: Log into the HPCZ online services portal using portal.hpcz.org.zm   

    

Step 2: Log into the system by entering your user name and password. If not registered for online services, 

go to Not Registered for online services as shown below   

   
Log in   
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Step 2.1: Enter your NRC and your valid email address to register, then press   

Register for Online services button to initiate registration for online services process. The green message 

will display that an email has been sent.   

   
 Registration for online services Select your cadre    

   

Step 2.2. Check your mail and Click on the complete Registration link in your mail as in figure below:   
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Step 2.3. Create your Username and Password and all details then click on update details button to 

complete the registration for online services process.  

NOTE: Username should be a single word and should be available and the Password Must Contain at least 

one Capital letter, one number and a small letter. The password length should be at least 8 characters. 

Photo upload is not mandatory  

  

 Step 3: Click on Renewals, Registrations, Examinations or any service you are applying for to begin the process 

and submit the application accordingly. 

    

Step 3.1:  After Submitting your application successfully, an invoice will be displayed indicating how much 

you are required to pay. To proceed to make/verify payment, press the Verify/Make Payment Button or 

tab  

   
 Invoice Page.   
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Step 3.2: When you click on ‘Verify/Make Payment’ button in Figure above, this page will pop up which will give 

you options of payments.  

To Pay via VISA/MasterCard, click on VISA/MASTERCARD radio button. It will redirect to the page where you can 

enter your Debit Card Details   

 

   

 
 Payment Page.    
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Step 4: After Entering your card details, Click on Pay button. Then it will redirect to 3D validation page where 

you enter the One Time Password sent to your phone as an SMS. Thereafter, it will bring the Payment accepted 

message or the Payment Declined message. 

In the background, it will clear the invoice and forward the application from Finance to responsible unit to 

process the application. If your application will be approved successfully, you will receive the notification to 

login and download your Certificate by pressing Download. 

 


