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1. ONLINE CRS ACESS LINK 
To access the OCRS use the link below: 

https//crsz.zimsec.co.zw 

The page below will be displayed: 

 

 

2. CENTER HEAD ACCOUNT REGISTRATION 
 

Click the LOGIN button situated at the far-right top corner of the screen. See image below. 

 

  



A pop-up screen as shown below will appear. 

 

 

Click on the                         button to register the Data Capturer’s account that will be used to register 

candidates online for the centre. The screen below will pop up: 

 

 

 

 

 

  

           

          Mobile 

      

 

 

 

            Click the                                    to save the record. 

           

 

When the record is successfully saved the message below will be displayed. 

 

After this message, regional contact details for every region will be displayed. 

Once the account has been created and saved successfully, contact your Regional Office for 

activation. 

If registering the Data Capturer for 

the first time the click on this button 

Enter the required denoted by * 

First Name 

Surname (Last Name)   

Username 

Email(Optional) 

Mobile 

Center Number 

Role 

Passwords 

Confirm Password 



3. CENTER HEAD ACCOUNT ACTIVATION & ACTIVITIES 
Once activated, then Login again using your login credentials you used at creation on account, i.e 

username and password. A landing page opens up for you as shown below: 

 

3.1. CENTRE MAIN MENU 
 

 

 

To access any menu item, click on the menu item.  

3.2. USER LIST 

 

This menu will display all the centre users of the centre currently logged in. The Centre can add data 

capturers here by clicking the                  button. 

 

  



3.2.1. CREATING A CENTRE USER 
When you click ‘Create User’ button the screen below opens up: 

 

Enter the following details: 

• First Name 

• Last Name (Surname) 

• Username 

• Email (optional) 

• Mobile Number  

• Centre Number (is provided for you by the system) 

• Role (Select role from drop down. Role is always centre user) 

• Password (it must adhere to password policy as shown below) 

 
• Confirm Password (What you type here must match what you entered on password) 

Note: For the password and Confirm password, to avoid typing errors, you can see what you are 

typing, click on           to the right of the field. It changes to          and you can see what you typing or 

have typed. 

All mandatory fields are indicated by a * 

Once the data is captured satisfactorily, click the                             .  button. Once successfully saved, 

the record immediately shows on the list of centre users. 

 

 

 



3.2.2. EDIT USER DETAILS 
The EDIT Button  

This button allows you to save certain details of the centre user. 

 

You can change: 

First name, Surname (Last Name), Phone Number, Email and Mobile 

Note: all changes are audited. 

3.2.3. ACTIVATING A CENTRE USER 

ACCOUNT 
• The ACTIVATE Button  

This button activates the centre account for use. An account that is inactive cannot be used to 

capture candidate registration details. When an account is activated, the status changes from                

to              

 

 

 

 

 

 

3.2.4. RESETING A USER PASSWORD 
• The RESET PASSWORD                             Button              

This button resets the centre user’s password to the default password. The centre user’s password is 

reset to Zimsec123*. 

• BACK TO LIST Button 

Internal User ID- It cannot 

be altered 



Should have gone to the User List menu or you do not have the required data readily available you 

can exit the menu by clicking the                       button. 

3.3. THE DASHBOARD 

 

This menu gives summaries of all activities regarding the candidate registration data entry. 

3.4. CANDIDATES 
Enter the Year, Level, Session and Entry Type (normal or late 

entry) for candidates. 

 

 

 

 

 

 

The screen shown below will open up showing candidate registration summaries. 

 

 

 

 

To view more details, click the row and a pop-up screen as shown below will open up. 

3.5. ENTRIES MANAGEMENT 
This menu consists of two sub-menu items: 

Upload Entries  

Approves Entries 



3.5.1. UPLOAD ENTRIES 
This menu is used to upload offline entries for candidate registration for the selected Level, Session, 

Year. Select the file to load. Once done, click the                          .  

Take note that you should always upload the most         

recent file by checking the file’s date stamp. 

Before you upload the entries file, please ensure that 

candidate registration details are correct. Once 

submitted, errors will have to be processed through 

ZIMSEC entries department by filling in the required 

amendment forms provided for. 

3.5.2. APPROVE ENTRIES 
Clicking on this menu provides a report with candidate entry summaries for the session. For centres 

that register candidates across the sessions, the report will be broken down per session. 

3.6. FINANCE 
The finance menu is broken down into the following sub-menus: 

 

3.6.1. FEES DECLARATIONS 
To see the fees declarations for the session, enter the transaction reference number and date in the 

format DD/MM/YYYY. Click the               button so that it searches for the fee’s declaration with that 

transaction reference number entered. 

 

You can capture a new fees declaration by clicking the                            button. A data entry screen 

shown below will open up. 



Please provide the required details accurately. Click on the                 button to submit the financial 

details captured. 

 

3.6.2. BEAM PROOFS 
When you click this menu BEAM Proof details already captured will be displayed as illustrated below. 

 

 

 

 

 

To capture a new BEAM Proof, click the                     button. 

A screen that allows you to capture the new BEAM Proof will open up as displayed below. 

The centre number is provided for. Select the session and year and also enter the total number of 

candidates on this BEAM proof you would like upload. When the necessary data has been correctly 

captured, click the                       button. 

If you wish not to proceed with the upload, click the                   button to go back to the first page of 

the menu. 

3.6.3. CHECK BALANCE 
 

 

 

 

 

 

 

 

 

 

 

 

 



4. REPORTS 
Go through the various reports available. 

 

5. STANDARD CENTRE USER 
To access the OCRS use the link below: 

https//crsz.zimsec.co.zw 

The page below will be displayed: 

 

6. LOGIN 
Click the LOGIN button situated at the far-right top corner of the screen. See image below. 

 

The following screen will be displayed:  

      Select this option to login 



The following screen will be displayed: 

Enter your username and password as when the account 

was created. 

 

 

 

 

 

 

A landing page will appear as shown below. 

 

 

7. THE MENU 
The centre User data capturer menu has 2 menu items. 

 

 

  



7.1. CANDIDATES 
The candidates menu opens up the screen shown below. 

Enter the Year, Level, Session and Entry Type 

for the candidates you would like to register 

for exams. 

 

 

 

 

 

 

 

7.1.1. REGISTERING A CANDIDATE FOR A 

SELECTED SESSION 
The screen below appears immediately after selecting the required session (see Section 3.1.1 above). 

 

 

 

 

7.2. REPORTS 
 

 

 

To capture a candidate details click the                                 button.  



The data entry screen shown below will open up. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Centre Number and Candidate Number is automatically provided for you. The candidate number 

automatically increments with each new candidate added. 

Capture the candidates details as follows: 

Surname – as it is on the candidate registration document being used. Avoid typing errors by double 

checking spellings. 

First Name(s) – If the candidate has more than one first name, capture them fully do not put full 

stops or commas to separate the names. DO NOT PUT INITIALS. If the candidate is rewriting, capture 

the details as they appear on the result slip from the previous section for which candidate is 

declaring a CALA. 

Date of Birth – use the date format provided for which is DD/MM/YYYY. It is encouraged to use the 

date picker by clicking on the            which is to the far-right corner of the date of birth field. 



That opens up the date picker pop-up screen: 

     Click the UP arrow to select previous years and months 

    The default 

t date is the current date. 

When you have selected the date of 

birth click the number in blue and 

the system will accept. For instance, 

in the example we have the date 

appears using the required date 

format as follows: 13-04-2015 (see 

below) 

 

Gender – select from the list MALE or FEMALE 

Nationality – select from the list LOCAL or TERRITORIAL 

National ID – required format must not have dashes (-) in between, i.e   

Candidate Type – select from FORMAL or NONFORMAL  

Payment Type – SELF or BEAM 

7.2.1.1. Special Requirements & Satellite 
Hearing Impairment   Physical Impairment   Visual Impairment 

         

 

 

 

 

 

7.2.1.2. SELECTING SUBJECTS 
 

Click the                                    button.   

 

 

 



The screen below will open up: 

 

 

 

 

 

 

 

 

 

 

 

Click on the subject the candidate is sitting exam for. For optional subjects, once one optional subject 

is selected the other optional subjects are disabled. 

After subject selection, a list will be displayed on the initial screen as shown below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



For a CA declaration, click the button                  a screen will open as shown below.                    

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Click the            button to accept.  

If the details are not found in the ZIMSEC data base, an error message will be displayed. 

 

 

 

 

 

 

 

The total fees is also displayed at the bottom of the screen.  

 

 

Click the                                      button. 

 

  



A confirmation message will be displayed a shown below. 

 

 

 

 

 

 

 

The record will be displayed on the initial screen.  

 

 

 

The EDIT button. 

 

The edit button opens up the data entry screen so you can alter candidate details that were captured 

incorrectly. 

  

  



The DETAILS button. 

The details button will open up the following screen. 

 

 

 

 

 

 

 

The CONFIRMATION button will generate a report in PDF format as shown below: 

 

 

 

 

 

 

 

 

 

The DELETE button. 

 

When you click the DELETE button, the current record will be deleted. 



7.2.1.3. REPORTS 
Provide session details for the reports you want to run. 

 

 

 

 

 

 

 

 

 

Below is a list of reports, provided for. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


