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Intended Use

The eSubmit+ application is web based application developed by the National Insurance Services to
be used by companies/organizations in St. Vincent and The Grenadines. Companies/organizations

must apply to the National Insurance Services in order to use this application. Application forms are
available for download at http://www.nissvg.org

Access Control

- The Username required to logon to the e-Submit+ wi
number, the password would be assigned by the Natio nal Insurance Services. The NIS
will provide instructions on how to access the appl ication using a standard web

browser. Upon reaching this site you will be prompted to inp ut your Username and
Password (See Figure 1).

Il be the employer’s registration

Username

Password

Login

Figure 1 — User login screen

If the login credentials are entered incorrectly yo u would be prompted by an error
message (See figure 2).

zername:

Paszward:

Login

Your credentials were incorrect.
Figure 2 — error message

If the login credentials are entered correctly you would be carried to the following
screen (See figure 3).
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Manage Employees

Manage Schedules

Reports

Figure 3 — Welcome Screen

Managing Employees

To enter/manage employees in the e-Submit+ software click on the Manage
Employees button (See Figure 4).

[ Manage Employees J]

Manage Schedules

Reports

Figure 4 — Manage Employees Button

After clicking the Manage Employees Button you woul d be carried to the following
screen (See Figure 5).

Empioyee List Eci [ Add Employes ]

Firin Huck IS MNumiber
Hamcock Jodkh

Mormie

Crerder

Date of Barth

Hire Dade

Stop Dalde

Pary Freguency

Comiribution Type

Figure 5 — Manage Employees Screen
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In this screen you can add new employees or edit ex  isting employees in your company.
The employees that are already in the database and  are available for editing are located
on the left of the screen (Highlighted in red See F igure 5). When selected, the
employee’s information would be shown on the right, the N.I.S. Number (highlighted in
blue See Figure 5), Employee’s full name (highlight  ed in black See Figure 5).

You can also add new employees by clicking on the A dd Employee button (Highlighted
in Green See Figure 5).

After clicking on the Add Employee button you would be carried to the following screen
(see figure 6).

IS humber
Name:  First Name Ilciclie Name Lasi Name
Gender Select =
Date of Birth: | pay - Morth - Y aar -
Hestur: 1) (MO =) [aon Rt
Stop Dete: - {Day ¥ (Mo =) [aon LY
Pay Frequency. | Saject -
Contribution Typa Select f>

Figure 6 — Adding new employee screen

Add a new employee by entering the NIS Number, firs t, middle and last name, the
employees gender, date of birth, hire date, stop da te (if the employee has stopped
working with the company), pay frequency (monthly o r weekly) and contribution type
(16 — 60 years old or under 16/over 60).

After relavant fields are populated click the save button to add the new employee to the
database. If this was done successfully the followi ng message (see figure 7) will be
displayed.

Your employes data was loaded succesafully.
Figure 7

If the N.I.S. number was previously used for anothe  r employee in the database you
would be prompted by the following message (See fig ure 8).
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You have previously entered an employee with this NS number, Please check and try again,

Figure 8

After successfully adding employees you can navigat e to the Manage Employees
screen by pressing the Employee button located at t he lop left of the screen (See figure
9).

Figure 9

In the Manage Employees screen after entering allt  he employees’ details you can edit
any mistakes made while entering the information fo r the employee.

To edit any employee in the database: In the Manage = Employees screen the employees
that are in the database are displayed on the left ~ of the screen (See figure 10,
highlighted in red), when the employee is selected the information will be displayed on
the right (Highlighted in green, See figure 10). Si  mply change he field you want to
change.

* Note the Active checkbox next to the edit button (highlighted in blue), this is checked by
default. Removing the check mark will mean that thi s employee would not be included in
any schedule you generate if for some reason the em  ployee did not receive salary for any
particular month. It should also be unchecked If th e employee is no longer employed, in
this event the stop date of the person should be en  tered.

-

Empioyes List | Edit ™ Active | Add Employee
ISCARIOT JUDAS o) (" NS Namber 187459 b
Jam POCO |
Name: Many P Rivers
LADIN OSAMA Zerder Male ==
LEE CHUNG
MAN BAD Date of Brtihc | g2 ~ | | December - 1983 -
MITCHELL JAMES
o I Hre Date: | o * | | September * | |1996 -
Max Mad . Stop Diste | ey * | | Month - ear -
REDD INGA '
Rivers Many _j Pay Frequency. | yweekly -
LT”OHECG L= ) |Contration Type: | 16-60 -
Save | | Cancel |
LS o

Figure 10 — Editing Employees Information
To get back to the main menu simply press the Main button located at the top left of the
screen (See Figure 11)

Figure 11

Managing Schedules
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To begin to enter/manage schedules in the e-Submit+ software click on the Manage
Schedules button (See Figure 12).

| Manage Employess |

s )

Reports |

Figure 12 — Manage Schedules Button

After Clicking the Manage Schedules Button you woul d be carried to the following
screen (See Figure 13).

Schedule List ear Schedule NO
Sadact - l Mordhi l Ak Month Mo. of Employees
SSN | First Name LestName | Act Eamings | Weeks Worke | ins. Esrmings | Emefr Cont. | Emple Cont

Totsl inzurable Esrnings

Total Contributions

Figure 13 — Manage Schedules Screen
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To begin creating schedules click the Generate New

carried to the following screen (See Figure 14).

—

Schedule button, you would be

] — -

| SSN | Festhame | Lasthome | ActEamings | Weeks\iorked | s Eamings | Emprcort | Emptecont |5

128794 | BLLE | GREEN o 0 | 000 T | 0po

121548 | DONNA | JOHNSON |0 0 | 0.00 | 000 | ooo

165381 | EVE | APPLE la 0 | 0,00 T | 000

325644 | HOLLY | MOLLEY |0 0 | 0.00 | 0.00 | 0.00

198542 INGA | REDD 0 0 | 000 | ooo | 000 '

141214 JAMES | MITCHELL |0 0 | 000 | 000 | 000

215130 | John | Hancock o 0 | 000 000 | noo

321123 | OSAMA | LADIN | 0 0 | 0.00 | 0.00 | 0.00

250153 | Orande | Holder lo 0 | noo | 000 | noo

275862 | POCO | am |0 0 | 000 | 000 | ooo

Messst  RoBERT  CATO. o o oo oo oo =

| Add Emgioyee * | | Remove Employee | Insuratle Earnings 0 Total Insurable Earnings: 0,00
Cortributions 0 Totsl Cortributions: 000

Export Schedule

To start entering the employee earnings choose the
entering for by clicking on the drop down menus for
right of the table (See figure 15, Highlighted in r

Please select a year and a month to begin.

Figure 14 — Generate Schedule Screen

ed).

year and month that you are
year and month located at the top

. =)

| ssw | Festhome | Last Name Act Esings | WeeksWorked | Ins. Esnings | Empiv Cont. | Emprecont. |

128794 | BLUE | GREEN I 0 | 000 | 000 | 0.00

121548 | DONNA TJOHNSON | 0 0 |"0.00 000 [ 0.00

16581 [Eve | APPLE o 0 000 000 [000

125644 | HOLLY | MOLLEY [0 0 000 | 0.00 (000

190542 [ NGA T ReEDD [0 0 000 000 [000 "

141214 | James T MTCHELL [0 0 000 000 [ 000

215130 ohn [ Hancock o 0 [000 000 [ 0.00

2 | osAMA T LADN [0 0 | 000 000 [ 000

250153 | Oronde " Holder o 0 000 000 000

275862 [ Poco T AM 0 0 000 000 [ 000

dees  RosRT oo 0 o o om T

|AddEmployse v | | Remove Employee | Insurabie Earmings. 0 Tetsl Insurable Eamings: 000
Contributions: 0 Tetsl Contributions: o0

Export Schedule

Please select a year and a month to begin,

Figure 15 — Monthly Schedule
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After the Year and Month has been selected you can

weeks worked for the employee (Monthly). The weekly
entered for each week the employee works (See Figur
Employer Contribution and Employee Contributions wi

horithily | Weekly |

employee earnings will be

start entering the Earnings and

e 16). The Insurable Earnings,

Il be calculated automatically.

l\’e&f

'Jlm

| SsN | First Mame i Last Name | izek 1 Wisek 2 Wieek 3 Wizek 4 i Ins. Earnings | Emplr Cort. | Emple Cort. |
215435 BAD MAN 0 i 0 0 o 0 ]
148574 CHUNG LEE ] 0 ] 0 ] o o
165954 FLAWA BRCAWWINE ] 0 ] 0 ] o i
325641 Huck Finn ] 0 ] 0 ] o o
125685 JUDAS ISCARIOT ] o ] o ] o i
415263 MECO TITS o o o o o o o
2568865 M R ] o ] o ] o o
187453 Mary Rivers o o o o o o o
23684 AN A Qoo ] 0 ] 0 ] o i
| &cid Employee v | | Remove ].E;nplg\’.'aEJ' Inzurakle Earnings: 0 Total Inzurable Earnings:  0.00
Contributions: i} Total Cordributions: 0.00
Export Scheduls |
Figure 16 — Weekly Schedule
When in the weekly or monthly schedule screen you ¢ an add employees from the drop
down list (highlighted in blue See Figure 17), you can also remove employees from the
schedule by selecting them from the list and clicki ng the Remove Employee button
(highlighted in red See Figure 17).

- -
| Morthiy | Weekly |‘ | vear | | Manth |
| SSN | FrstMame | LastName |week1  |week2 | Week3 | Weekd | ins Eamings | Emolr Cort, | Empte Cont. |

215495 BAD MAN 0 [ o 1] 0 o 0
148574 CHUNG LEE 0 ] ] 0 ] o 0
165984 FLAVA BRCVNE 0 o 0 0 0 o 0
325641 Huck Finn 0 o o 0 o o 0
125685 JUDAS BCARIOT | O o 0 0 0 o 0
415263 MECO O 0 o 0 0 0 0 0
256985 Mad Max 0 o ] 0 o o 0
187458 Marry Rivers 0 o 0 0 0 o 0
236841 YAYA COCO o o o o o o 0
 Add Employee = J[Rm'm" J Insurabie Earnings i Totsl Insurable Esrnings:  0.00
Corfributions Tetal Cortributions 000
| Export Schedule

Figure 17 — Add Employee and Remove Employee Buttons
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After all the necessary information has been filled out for each employee in the monthly
and weekly schedules click the Export Schedule butt on located at the bottom left of the
screen (highlighted in red See Figure 18).

2009 hd December v

| SSN lrmm JLHNHM [mou lmz [ms Jm: lmEumglenpnCm. [Empreﬂm i
215495 BaD MAN 1im 102 103 104 41000 1845 1435
148574 CHUNG LEE 105 106 107 108 426.00 1917 1491
165981 EVE APPLE 109 110 111 112 44200 1989 1547
325641 Huck Finn 13 114 115 116 458,00 20 61 16.03
125685 JUDAS ISCARIOT | 117 118 119 120 474.00 A3 1659
415283 MECO mo 1 122 123 124 480,00 2205 1745
256085 Ml Max 125 126 127 128 506,00 277 17N
187459 Many Rivers 129 130 131 132 522100 2349 1827
236841 YAYA COCo 133 134 135 1386 538.00 4N 1883
| Add Employee » | | Remove Employee Insurable Earnings 4266 00 ' Total Insursbie Earnings:  16344.00
s — |

Contriutions T Totsl Contribulions: 108066

Figure 18

The insurable earnings and contributions for the we ekly or monthly schedule will be
displayed at the bottom (See figure 18 highlighted in blue). The Total insurable earnings
and Total Contributions for the monthly and weekly schedules combined will be
displayed at the bottom right of the table (See fig  ure 18 highlighted in green).

After the schedule has been exported successfully p ress the schedule button located at
the top left of the screen to go back to the manage schedules screen.

Figure 19
At the manage schedules screen you can select a pre  viously exported schedule by first
clicking on the drop down menu located at the top | eft of the table and selecting the

year for the schedule you're looking for (highlight ed in yellow See Figure 20).

“e-Submit + No hassle no fuss just submit your contribution with us”

e-Submit+ User Manual 9



Reports

Seivachie Liat Ve 2009 Schedule No 1
2000 i= [ Morthiy ' Neekdy Morth Decembes No. of Employees: 20
’ _—
January SSN | First Nom | Last Nam | Week1 | Week2 | Week3 | Weekd | WeskS | ins. Earra | Emplr Coi | Emple Co
February 215495 | BAD MAN 1m 102 103 104 0 410 18.45 1435
_February 148574 | CHUNG | LEE 105 106 107 108 0 426 1917 1491
_March 165984 | FLAVA | BROVWNE | 109 110 11 12 0 442 1989 1547
Aok 325641 | Huck Finn 113 114 115 116 o 458 20 81 1603
| May 125685 | JUDAS ISCARIOT | 117 118 118 120 o 474 .33 1659
sy 415263 | MECO mo 121 122 123 124 0 490 2205 1715
_December 256085 | Mad Mo 125 126 127 128 0 506 2277 17
187450 | Many Rivers 129 130 13 132 0 522 23.49 1827
235841 YAYA COCO 133 134 135 136 0 538 24.21 1883
Y

olal insurable Earmngs:
Generale New Schedule
| T

olad Contributions

15340 00
107616

)

Youn report data was loaded successiully,

Figure 20 — Exported Schedules

After the year has been selected the months that ha  ve already been exported will be
displayed to the left of the table (highlighted in red See Figure 20). Click on the month to
see the exported schedule on the right (highlighted in blue See figure 20).

The total insurable earnings and total contribution s for the selected schedule month is
displayed at the bottom right of the table (highlig hted in green see figure 20). The
Schedule year, month, schedule number and the numbe  r of employees in the schedule
will be displayed at the top right of the table (hi  ghlighted in black see figure 20)

To see the earnings for monthly and weekly earnings for the selected schedule click the
monthly or weekly tabs located at the top left of t he table (highlighted in purple See
Figure 20).

The application generates two reports: A summary and a detailed report.

The Summary report shows the Gross Wages, Total Insurable Earnings and Total Contributions breakdown
of the employees for the contribution period.

The Detailed Report lists the contribution details of each employee, showing the pay frequency

To download reports: At the main menu click the Rep
would be taken to the reports screen (See Figure 22 ).

orts button (See Figure 21), you

Manage Empioyess

Manage Schedules

= )

Figure 21
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Reporis

Select |=

Figure 22 — Reports Screen

At the Reports Screen to get the detailed and summa  ry reports start by selecting the
year of the schedule
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you are looking for in the drop down menu (highlig hted in red See Figure 23).

Reports

= )

Dorwnicad

Figure 23

After the year has been selected the table will be  populated with all the schedules for
that year (See figure 24).

Reports:

| 2009 aifll

February Detad - Schedule 1
Fabrusry Detad - Schedule 2
Feabruary Summary - Schedule 1
March Detad - Schedule 1
March Summary - Schedule 1
May Summary - Schedule 1
May Detad - Schadule 1

Juty Detnd - Schedule 1

July Summary - Schedule 1
August Summary - Schedule 1
August Detad - Scheduls 1

e

Figure 24

To get the schedule select the detail or summary fr  om the list (highlighted in red See
Figure 24). After the detailed or summary report ha s been selected click the download
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button (highlighted in blue See Figure 24) and sele  ct where on the computer you want
to save the report.

The reports would be saved on the computer in a fol der of your choice as a .pdf file
(adobe). (See Figure 25 and 26).
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Figure 25 — Summary Report

Figure 26 — Detail Report
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The summery report should be signed and returned to the NIS office when making your payment. The
detailed report is intended for your records.

Technical Support

For technical support please contact the National | nsurance Services IT Department at telephone
number 784 456 1514 during regular business hours 8  :00am — 4:15pm Monday — Friday.
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