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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 ll be the employer’s registration 
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). 

 
 

                              
                                 Figure 1 – User login screen 

 

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

 

                                

              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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         Figure 3 – Welcome Screen 

 

Managing Employees  
 

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

 

             Figure 4 – Manage Employees Button 

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

 
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). 

 
                        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. 

                       

                           
                                                           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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                                                                                        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 all t 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. 

 
     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). 

                           
                             Figure 12 – Manage Schedules Button 
 

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

 
Figure 13 – Manage Schedules Screen 
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·  To begin creating schedules click the Generate New Schedule button, you would be 
carried to the following screen (See Figure 14).  

 
                                                       Figure 14 – Generate Schedule Screen 
 

·  To start entering the employee earnings choose the year and month that you are 
entering for by clicking on the drop down menus for  year and month located at the top 
right of the table (See figure 15, Highlighted in r ed). 

 

 
                                                           Figure 15 – Monthly Schedule 
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·  After the Year and Month has been selected you can start entering the Earnings and 
weeks worked for the employee (Monthly). The weekly  employee earnings will be 
entered for each week the employee works (See Figur e 16). The Insurable Earnings, 
Employer Contribution and Employee Contributions wi ll be calculated automatically. 

 
                       

 
                                                            Figure 16 – Weekly Schedule 
 

·  When in the weekly or monthly schedule screen you c 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). 

 
                                               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). 

                       

 
                                      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 l 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                                                                                                                 10 
 

 
                                                   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). 

Reports  

 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 orts button (See Figure 21), you 
would be taken to the reports screen (See Figure 22 ). 

 

Figure 21 
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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). 

 
Figure 23 

 
 

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

 
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 I nsurance Services IT Department at telephone 
number 784 456 1514 during regular business hours 8 :00am – 4:15pm Monday – Friday. 
 
 


