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INTRODUCTION

The St. Christopher & Nevis Social Security Board Data Service Web Portal allows you
to upload your Electronic C3 Files via the Web. This Manual gives step by step
instructions on how to use this service. These include application, registration and the

actual upload of the Electronic C3 file.




HOME PAGE LAYOUT

Strning for Secial Justice

Welcome to the St Christopher & MNevis Social Security Board
e-service portal for uploading of vour electronic C3 files.

Please note that a valid username and password are required.

If vou are a first time user of this service, please sign up wsing our
online application form. After completing this form you will be
required to visit our Compliance Cffice at Bay Road, Bassetere,

St Kitts or at Ivor Stevens Building Chapel Street, Charlestown,

MNevis within four (4] business davs in order to complete vour request,

This is necessary for security purposes |

If yvou are already a registered user please login.

St.Christopher and Nevis Social Security Board
Web Portal

Ulserld(Bmail)
Password

Charige Passwiors’

Click fzere to sign up

dick here to download the new c3 wizard with
the new deduction rates for the housing and social
development levy that is effective from january 1st
2011.

Terms of Use: Con

copyright 2011 The St.christopher and Mewvis Social Seftrity Board, all rights reserved




CONTACT US

St.Christopher and Nevis Social Security Board
Web Portal

CONTACT INFORMATION

HEATD OFFICE BRANCH OFFICE
Robert Llewellyn BradshawBuilding fvor stevens building
p.o box 79 bay road, p.o. box 667
basseterte chapel street,
at. leitts charlestowm
nevis

tel: (B69) 465-2535 f 2536

e (369) 4655051 tel: (B69) 463-5245 / 0204

faz: (B65) 469 1046

You can email us us with any 1ssues at it relates to this service at eservices@socialsecunty kn

Terms of Use
copyright 2011 The St Chnstopher and Mews Soctal Secunty Board. all nghts reserved




APPLICATION PROCESS

i Once the Webpage Opens the User would have to Apply to use the Web Services. They can do this i
i by filling the Application Form by clicking on the Links located by the arrows |

_____________________________________

Siriving for Secial Fustice

Welcome to the St. Christopher & MNevis Social Security Board
e-service portal for uploading of your electronic C3 files,

Please note that a valid username and password are reguired.

If wou are a first time user of this service, please sign up using our

St.Christopher and Nevis Social Security Board
Web Portal

Il

UlserldfEmail)

FPassward Clear
Charige Aagsward

Click fzere to sign up

online appligation form, After completing this form you will be

MNewvis withfin four (4] business days in order to complete your request,

cessary for security purposes |

If voujare already a registered user please login.

click here to download the mkw €3 wizard with
the new deduction rates for thi housing and social
development lewy that is effectivi from january 1st
2011,

Terms of Use: Contact Us
copyright 2011 The St.christopher and Mevis Social Security Board

Click the link “Application
Form” to apply

. all rights reserved

Click the link “here”
to apply




_______________________________________________________________________________________________

A blank Application Form would open and then the User has to fill the Application Form with the
necessary information. All Fields with an * must be filled in as well as the terms and conditions
should be accepted. Once all the fields are filled then the User hits the Apply Button to complete
the Application Process. By Clicking on the Terms of Use link a window opens showing our terms

St.Christopher and Nevis Social Security Board

Web Portal

Haorme

APPLICATION FORM

The St.Christopher & Mevis Social Security Board Onling Electronic C3 Subrnission is the ultimate way
to upload your Electronic €3, wherever you are and it's FREE! To begin, you need to create an account,

‘You are creating an account to upload your Electronic C3s. Please complete the Application Form below and click the Apply button,

Please ensure all fizlds with an * are filled in. & contact number
rmiust also be filled in, either the Land Line or Maobile, or both,

*First & *Last MName John Doe
*Ernail doe@rnal.com
*Ernail Confirrnation doe@rmal.com

*Employer Nurmber & *Mame 655555 | John's Construction

Trade Marme 1'S Construction

*Employer Address Sandy Point

*Country St.Kitts |

*Land Line andfor *Mobile  269-465-2222 269-263-1111
*Terms of Use ¥

/ AN

Terms of use Link

Clicking the Apply
button submits the
application form




St.Christopher and Nevis Social Security Board
Web Portal

Home

APPLICATION FORM

The St.Christopher & Mevis Social Security Board Online Electronic ©3 Submission is the ultimate way
to upload your Electronic C3, wherever you are and it's FREE! To begin, you need to create an account.

You are creating an account o upload your Electronic C3s. Please complete the application Form below and click the Apply button,

Please ensure all fields with an * are filled in, & contact nurmber
st also be filled in, either the Land Line or Mobile, or both,

*First & *Last Mame

*Ernail

*Ernal Confirrnation
*Emnployer Number & *Mame
Trade Mame

*Employer Address

*Country St.kitts v
*Land Line andfor *Mokbile
*Terms of Usa i

Apply

The Reset
Button clears the




If the Form is not filled properly then the relevant fields will be highlighted in “Red” as well as an
error message telling the User why the field was highlighted.

Fields will turn red
if there is an error

Narrative saying
why field has an
error

St.Christopher and Nevis Sgcial Security Board
Web Portal

Home

APPLICATION FORM

The St.Christopher & Mevis
to upload your Electronic C3

fou are creating an accou

ocial Security Board Online Electronic €2 Submission
wherever you are and it's FREE! To begin, you nesy

it to upload your Electronic C3s, Please complete t

s the ultimate way
H to create an account.

e Application Form below and click the Apply button.

Please ensure|

*Ernail

Trade Mame

st also helled in, either the Land Line or Mobile, or both,

LastMarne: Figll cannot be empty.

Email: Figld cannot be empty.
ErnailConfirmnation: Field cannot be ernpty.
Ernployerturnber: Field cannot be ernpty.
Employertarne: Field cannot be ermpty.
ErmploverAddress: Field cannot be ernpty,
Please enter landine or cell.

Please enter landine or cell.

*First & *Last Mame John [

*Email Confirmation [ | A

*Employer Address |

all figlds with an * are filled in. & contact number

*Employer Murnber & *Mamne | I

*Country St.Kitts =)
*Land Line andfor *Mobie | i
*Terrms of Use r

Apply Reset




Once the Form is filled in properly and the user hits the Apply Button then he/she would be
navigated to a Thank you page that tells the user to check his or email for the Ticket Number

St.Christopher and Nevis Social Security Board
Web Portal

Horme

Tharks for signing up to use our Electronic C3 Services.Please Check vour Email for vour Ticket
MNurmber and bring this to our Office with a Walid ID to complete the Registration Process

Administrator
Social Secrity Board

Terms of TTee
copyright 2011 The St Christopher and Mewis Social Secunty Board. all rights reserved

Application Email

An email will be sent to the User’s email account as provided via the Application form as with the
example shown below:

“Thank you for signing up for our online Electronic C3 Submission service.
Your ticket number is 10201032 and you have four (4) Business days to visit our Office to complete

the registration Process. Your ticket is valid until 13/12/2010. Failure to visit our office by the
specified date would result in cancellation of your application, after which you will be required to re-

apply.

Thanks for your Compliance

Administrator (Electronic C3)
Social Security Board




REGISTRATION PROCESS

Registration Email

Once the Application process is completed, bring the Ticket Number to our Office with a valid ID.
The User would have to Sign the Application form to verify the Information Provided. Once the
Registration Process is completed an Email would be sent to the user with a password and their
username as shown below

i “Thank you John Doe for completing the Registration Process for our online Electronic C3
i Submission service. Your username is doe @mail.com and your password is 9b3c¢7dh4. However
i you would be required to change your password at the initial login

Login by clicking this link

If you experience any difficulties please email us at eservices @socialsecurity.kn

Administrator (Electronic C3)
Social Security Board ”




CHANGE PASSWORD PROCEDURE

The User would be prompted to change his/her password by using the change password
feature. The user would then enter His/Her email address then click on the change password
link

Enter
password ' Enter Email
sent.tO youin address here
email

Strning for Secial Justice

Welcome to the St Christopher & MNevis Social Security Board Userid(Fma.

Clear

Charige Passwiors’

e-service portal for uploading of your electronic C3 files, Jazsord

Please note that a valid username and password are required.

Click fzere to sign up

If vou are a first time user of this service, please sign up wsing our

online application form. After completing this form you will be
required to visit our Compliance Cffice at Bay Road, Bassetere,

St Kitts or at Ivor Stevens Building Chapel Street, Charlestown,

MNevis within four (4] business davs in order to complete vour request,

This is necessary for security purposes tiick here to download the new c3 wizard with
the new deduction rates for the housing and social
development levy that is effective from january 1st
2011.

If yvou are already a registered user please login.

Terms of Use: Contact Us
copyright 2011 The St.christopher and Mewvis Social Security Board, all rights reserved

10




The User would then be required to change the password he/she would have to enter a new
password (of at least 6 characters) and then confirm the new password. The user is free to
change his/her Password at anytime

Default
Password

New
Password

Re-Enter
New
Password

St.Christopher and Nevis Social Secufrity|Board
Web Portal

Striving for Socinf Sustice

Welcome to the St Christopher & Mevis Social Security Board Password has Exgled
e-service portal for uploading of vour electronic C3 files. =Rl
. . Mew Password
Please note that a valid username and password are required.
Canfirm Password v
If wou are a first time user of this service, please sign up using our
online application form. After completing this form vou will be Click fzere to sign up

required to visit our Compliance Office at Bay Road, Bassetere, _
St Kitts or at [vor Stevens Building Chapel Street, Charlestown, R S
J

5 Wizard

MNewvis within four (4) business davs in order to complete vour request.

This is necessary for security purposes .

cick Nere to download the new c3 wizard with

If wvou are already a reqistered user please loqin. the new deduction rates for the housing and social
¥ Y J 2 dJ developrnent levy that is effective from january 1st

2011,

11




Once the Password has been changed, the user would see a message saying “password
changed”

St.Christopher and Nevis Social Security Board

Wéb Portal_

Siriving for Socinf Fustice

Welcome to the St Christopher & MNevis Social Security Board Password Changed
. : ; : Ugerid(Email)
e-service portal for uploading of your electronic C3 files.
i s Password
Please note that & valid username and password are reguired. Change Password

Click frere to sign up

If vou are a first time user of this service, please sign up using our

online application form. After completing this form you will be .
required to visit our Compliance Office at Bay Road, Bassetere, / ﬁ

St Kitts or at Ivor Stevens Building Chapel Street, Charlestown, = Wizard

MNewvis within four (4) business days in order to complete vour reguest,

This is necessary for security purposes click hiere to download the nesw c3 wizard with
the new deduction rates for the housing and socil
developrnent levy that is effective from january 1st
2011,

If vou are already a registered user please login.

12




LOGGING INTO THE WEB SITE

Enter password
Enter User Name

and Nevis Social
Web Portal

Security Boayd

Seehving for Socinf Fustice

Welcome to the St. Christopher & MNevis Social Security Board

UseridEmail) |dody
Faseword

dear

e-service portal for uploading of vour electronic C3 files. R
Change Password

Please note that a valid username and password are required.

Click 5ere to sign up

If vou are a first time user of this service, please sign up using our

online application form, After completing this form yvou will be

reguired to visit our Compliance Office at Bay Road, Bassetere,

St Kitts or at Ivor Stevens Building Chapel Street, Charlestown, .,,_,’ 5 Wizerd

Mewvis within four (4) business days in order to complete your request,

This is necessary for security purposes | click biere to dowrload the new c3 wizard with
the new deduction rates for the housing and social
development levy that is effective from january 1st
2011,

If vou are already a registered user please login.

13




UPLOADING OF FILES

St.Christopher and Nevis Social Security Board
Web Portal

Upload File Filzs Uploaded Logout

.
E/Ej Electronic C3 File Upload

Welcome : John Doe (Employer: 655555 John's Costruction)

You may upload electronic C3 files to our database as well as wew files
that have already been uploaded by using the upload feature below The notes area
maybe used to put any short narration as it pertains to the file being wploaded.

~File Upload
File Marne: Browse.. |
~Motes -.

Upload Reset

14




St.Christopher and Nevis Social Security Board
Web Portal

Upload File Files Uploaded Logout

W
@ Electronic C3 File Upload

Welcome : John Doe (Employer: 655555 John's Costruction)

Tou may upload electronc C3 files to our database as well as view files
that have already been uploaded by using the upload feature below The notes area
maybe used to put any short narration as it pertains to the file being uploaded.

The file must be a .C3 file

~File Upload .
File: Marne Browse.. | ‘
~Motes

Upload Reset

15




Once The File has been uploaded correctly, the user gets a message stating, the file that was

uploaded and the date it was uploaded.

Upload
Message

St.Christopher and Nevis Social Security Board
Web Portal

‘ L)eload File: Files Uploaded Logaout

¥
@ Electronic C3 File Upload

Welcome : John Doe (Employer: 655555 John's Costruction)

You may upload electronic C3 files to our database as well as view files

that have already been uploaded by using the upload feature below The notes area
aybe uzed to put any short narration as it pertains to the file being uploaded.

655555122012.C3 was uploaded

on 01/03/2011 13:55:58

~File Upload
File: Marme: Browse.. |
~Mates

Utload Reset

16




VIEWING TABLE LIST OF FILES UPLOADED

The Files Uploaded Page shows all the Files that have been uploaded by the User. The User can

also Preview and print Files He/She has uploaded.

Files Uploaded

St.Christopher and Neyis Social Security Board

Web| Portal

Upload File Files Uploaded Logout

Search
Period
File: Marne
Clear Search Criteria
Recards: 3

File Uploaded
655555122012.C3
655355102011.C3
655355092010.C3

Files Uploaded

Date/ Time Uploaded
O4-Mar-11 09:11
O4-Mar-11 09:11
03-Mar-11 15:24

Logged In : John On :04/03/2011 @ 09:12:17

This view shows all the Files that have been uploaded by the Registered Users.You may
search by the date the File was uploaded or the Namne of the File that was Uploaded.

Search
Employer Number Employer Name Status
655555 Johin's Construction Pending
655555 John's Construction Pending
655555 John's Construction Completed

17




LOGOUT OF WEB SITE

i The users can Logout of the Application by clicking logout on the menu bar or whenever the
' user closes the browser he/she is automatically logged out of the Application

Logout Page

St.Christopher and Nevis Social Security Board

Web Portal

Upload File Files Uploaded Logout

Files Uploaded

Logged In : John On :04/03/2011 i@ 09:12:17

This view shows all the Files that have been uploaded by the Registered Users.You may
search by the date the File was uploaded or the Name of the File that was Uploaded

Search
Period
File Marme
Clear Search Criteria Search
Records: 2

File Uploaded Date/Time Uploaded Employer Number Employer Name Status
BS5555122012.C2 O4-Mar-11 09011 B55555 Johin's Construction Pending
B55555102011.C3 O4-Mar-11 09:11 B55555 John's Construction Pending
EE5555092010.C3 0O3-Mar-11 15:24 BEE5555 John's Construction Completed

Web

Striving for Socief Tustice

Welcome to the St. Christopher & MNevis Social Security Board
e-service portal for uploading of your electronic C3 files

Please note that a valid usermname and password are required.

If you are a first time user of this service, please sign up using our
online application form. After campleting this form you will be
required to visit our Compliance Office at Bay Road, Bassetere,

5t Kitts or at Ivor Stevens Building Chapel Street, Charlestown,

MNevis within four (4) business days in order to complete vour request.

This is necessary for security purposes .

If you are already a registered user please login.

St.Christopher and Nevis Social Security Board
Portal

=

Userld(Email)

Passward Login | Clear |

Lhange Password

Click frere to sign up

C5 Wizard

click hiere: to download the new c3 wizard with
the niew deduction rates for the housing and social
development levy that is effective from january 1st

Terms of Use: Contact Us

copyright 2011 The St.christonher and Mevis Socal Security Board, al rights reserved
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