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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. 
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HOME PAGE LAYOUT 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Open a Web Browser. Type in https://www.ssbeservices.net in the URL 

 

 

You can Contact Us through our Contact Page 
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CONTACT US 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Contact Page 

 



 

4 

APPLICATION PROCESS 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click the link “here”  

to apply Click the link “Application    

Form” to apply 

Once the Webpage Opens the User would have to Apply to use the Web Services. They can do this 

by filling the Application Form by clicking on the Links located by the arrows 
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Clicking the Apply 

button submits the 

application form 

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 

Terms of use Link 
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The Reset Button clears all Fields 

 

The Reset 

Button clears the 

Page 
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Narrative saying 

why field has an 

error 

Fields will turn red 

if there is an error 

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. 
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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 ” 

  

 

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 
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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 

 

“Thank you John Doe for completing the Registration Process for our online Electronic C3 

Submission service. Your username is doe@mail.com and your password is 9b3c7dh4. However 

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 ” 
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CHANGE PASSWORD PROCEDURE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

Enter Email 

address here 

Enter 

password 

sent to you in 

email 

 

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 
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Default 

Password 

New 

Password 

Re-Enter 

New 

Password 

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

changed” 
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LOGGING INTO THE WEB SITE 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter password 

The user can now login   

Enter User Name 
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UPLOADING OF FILES 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Upon the initial Login, the user would be directed to the File Upload page 
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Once the file doesn’t meet the upload specifications, it will be rejected. 
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Upload 

Message 

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

uploaded and the date it was uploaded. 
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VIEWING TABLE LIST OF FILES UPLOADED 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 
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LOGOUT OF WEB SITE 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

Logout Page 

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 

Once the user logs out, the application is defaulted to the Home 

page 


