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Attendance in Colleges/Universities 

Welcome to ZED! In this guide, we will walk you through the process of setting up your college or 

university and recording student attendance with ease. Let's dive into ZED and set the stage for your 

institution's success! 

1. Log In: 

i. Open your web browser. 

ii. Navigate to https://web.zed.business to access the Zed portal. 

iii. Enter your login credentials. 

 

 

 

2. School Details: 

i. Go to the menu and select ‘Businesses’. 

ii. Click ‘Add Business’ and choose ‘School/College’. 

 

 

https://web.zed.business/
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iii. Select 'University/College’. 
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iv. Fill in university details: name, email, phone number, location, and country. 

v. Click ‘Done’ to apply changes. 
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vi. Upload your school logo by clicking ‘Logo,’ selecting the image from your computer, and 

clicking ‘Next’. 
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3. Courses: 

i. Enter course details: name, duration and duration type (years, months, weeks).  

• Name: Enter the name of the course. 

• Duration: Specify how long the course lasts. 

• Duration Type: Choose whether it's measured in years, months, or weeks. 

ii. Input the number of semesters and specify semester start and end dates. 

iii.  Click ‘Save’. 
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• Add as many courses as required by clicking ‘Add Course’ on the top right and following 

the same steps. 

iv. Click "Next" to proceed. 

 

 

4. Service Categories: 

i. Create service categories by entering name and description, clicking "Preview", and then 

‘Save’. 
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ii. To add more, click ‘Create category’ on the far right and follow the same steps. You can add 

as many as you require. 

iii. Once done, click ‘Next’ to save and proceed. 



 

Page | 10  

 

 

 

 

 

 

 

 

 

5. Adding Services: 

i. Enter service details: name, category, amount type, price, course, semester, and description. 

ii. Click ‘Save.’ 
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iii. To add more services, click "Create service" on the far right and proceed. You may add as 

many as you require. 

iv. To move to the next step, select and click on “Next.” 
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6. Payment Options: 

Choose the payment method(s) suitable for your institution. 
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• For M-Pesa option: 

i. Select M-Pesa as the payment method. 

ii. Confirm if you have Mpesa Daraja set up. Click YES. 

 

 

iii. Enter M-Pesa Daraja information provided by Safaricom. 

iv. Accept terms and conditions, check the box. 

v. Choose "Activate" to update M-Pesa Daraja details. 
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Note: Similar steps apply to other payment options. Click on the preferred method, fill in details, 

and activate. 
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vi. Click "Next" to proceed. 
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7. Adding Students: 

i. Choose to either drag and drop a CSV File or click on “Browse Files.” 

o Note: You can skip this step and add students later from the menu bar. 

ii. Select the Excel file from your computer. 

iii. Click on Add Parent/Guardian and save the information. 

iv. The data will be successfully saved in your Zed account. 

 

 

 

 You have successfully set up your University/College on Zed.  
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8. Create Units & Assign them to Courses: 

i. From the menu, go to 'Courses & Programs.' 

ii. Once there, choose 'Units' to get started. 

iii. Look for the 'Add Units' button at the top right – give it a click. 
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iv. Fill in the following: 

• unit code 

• unit name  

• year and semester of study 

• description 

v. Find the course you want to assign the unit to and tick the box next to its name. 

vi. Once everything is filled out and courses are selected, click 'Add Unit' to save your changes 

successfully. 
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vii. follow the same procedure to create and assign additional units. 

And there you have it! You've successfully created and assigned units to courses. 

 

 

9. Unit Enrolment for students: 

Once a student has been created as a student of the institution, they will receive Zed logins on their 

email. They are then required to download the Zed Payments app, log in, change the PIN, and 

select the units they will be taking for that semester. 

 

Below is a guide on how students are to enrol for units: 

i. Log in to Zed Payments App. 

ii. From the dashboard, click on ‘Units Enrolled’ button. 
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iii. Tap on the edit icon to add units. 

iv. Tick the box for the units you are enrolling in for the current semester. 
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v. Click the ‘Update Units’ button. 

vi. On the dashboard, the number of units enrolled will update. 
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10. Register/capture student bio: 

The steps below demonstrate how to register students’ biometrics: 

i.  Access the POS and choose 'Register Biometric' from the menu. 

ii. Input the 'Student ID' and click 'Next.' 

iii. Once the student's program/course is displayed, click 'Capture Fingerprints'. 
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iv. Ask the student to place their finger on the POS for scanning. 

v. For a fingerprint to be added successfully, the scanning should display 100%. 
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vi. Each student should scan at least three fingers. 

 

• Repeat for All Students: Perform the same process for all students. 
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11. Create/add staff (Teaching Staff). 

This guide will walk you through the process of adding teaching staff to the system. By following 

these steps, you will easily create and add teaching staff to the system, enabling them to log in, start 

sessions, and track student attendance seamlessly. 

 

i. Log in: Access the Zed portal using your credentials. 

ii. Once logged in, go to the menu and select 'Staff'. Then, choose 'Add Staff' from the 

options displayed. 
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iii. Fill in the required information for the new staff member, including their Staff ID 

Number, Name, Phone number, Email, Location, and Gender. 

 

 

 

 

iv. After entering the staff details, click on the 'Add Courses & Units' button. 
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v. Choose the course that the staff teaches from the list, then view the units associated 

with it.  

 

 

vi. Select the units the staff will teach by checking the corresponding boxes. 
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vii. Review all the entered details for accuracy by clicking on 'Preview Staff Details'. 

 

 

viii. Once you've verified the information, click 'Add Staff' to complete the process. 
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ix. Repeat for Additional Staff: If adding more staff, repeat the same process for each new 

staff member. 

 

 

 

 

 

12. How to record attendance 

Once you're registered as staff, you'll receive login credentials via email. Follow these simple 

steps to record attendance: 

 

i. Use the login credentials provided in the email to access the POS system. 

ii. After logging in, locate and click on the 'Start Session' button. 
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iii. Choose the appropriate Unit and Academic Year from the dropdown menus. 

iv. Enter the Start Time and End Time for the session. 

v. Click 'Start Session' to proceed. 

 

 

vi. Students attending the lecture will place their fingers on the sensor for scanning to 

register their attendance. 
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vii. Once the session ends, click on the 'Complete Session' button to finalize attendance 

recording. 
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That's it! You've successfully registered attendance for the session. 

 

 

13. How to View Session Reports 

Follow these simple steps to view attendance session reports: 

i. Navigate to https://web.zed.business to access the Zed portal. 

ii. Enter your login credentials to access your account. 

iii. Once logged in, locate and click on the 'Session Reports' option from the menu. 

https://web.zed.business/
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iv. You'll see a list of available reports. Click on a specific one to preview detailed attendance 

information. 
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v. If needed, you can filter the report based on your requirements. Look for filter options 

provided and adjust them as necessary. 
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• That's it! You've successfully accessed and viewed the session report.  

 

 

 


