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Instructions for Electronic Earnings Submissions

Please note that you should adjust your security to allow for “pop-ups” from this website.

1. Click on Earnings tab

2. Choose the Online Submission option

3. Choose an option in the Processing Mode:- 
a) Enter Manually

This process requires that the user fill the online form by typing all earnings information.
b) Upload from a file

The earnings information is submitted using a text file configured to specifications set by NIS and processed automatically. The format for this file can be obtained from our office; a sample file is required to be submitted before this option can be utilized.
c) Prefill from previous period
The earnings submitted from a previous period are copied and the records used to prefill the submission for the month to be reported. Changes can be made to the schedule by adding or subtracting lines of information.
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d) The user is alerted to errors occurring in the keying and processing of the schedule information by a message[image: image3.png]% Please check the message log at the bottom of this page



. This directs the user to the message area at the bottom of the page. E.g               [image: image4.png]Messages

Description
©  Total amount does not comply with amount in header




4. Enter Manually
a) Enter the header information- This information consist of Employer name, type of schedule, number of records to be submitted etc.
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i) Submission Date-  The submission date is the date on which the earnings are submitted to the National Insurance Office 
ii) Type of Schedule- Original, Additional, and Amendment are the schedule types used by Business Partners submitting Earnings schedules.
Original- This option is used when the schedule is a new sub-mission. It is possible to have more than one original.

Additional- This option is used when the employer has already submitted a schedule and has additional earnings e.g. overtime to submit.

Amendment- is used when the employer want to make a change to one or more earnings submission.

Choose the option from the drop down box [image: image6.png]Original
Additional
Amendment




iii) Enter the year and month of submission.
iv) Number of employees- The total number of employees to be reported.
v) Total Earnings - This is the total amount of monies reported by the business partner for the selected month.

Enter the above information and click on [image: image7.png]Validate |



 button to create the header      information. 
b) The next step is to enter the Employee Details
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i) Enter employee number and name and click on[image: image9.png]Validate



. This validation process checks the information entered with the records in our database.
ii) Frequency- weekly/monthly reporting. If the weekly option is selected, fields for the various weeks will be displayed according to the month of selection. I.e. if the month consists of four weeks four fields will be displayed along with a field for the total of the weeks. If there are five weeks in the month, five weeks are displayed.
iii) Monthly Amount- The earnings that are reported monthly.
iv) Earnings Type- The Earnings Type identifies the contribution rate to be paid for a particular employee.

v) When the employee details have been entered, click on[image: image10.png]Add Record



. The information will be displayed in the line details.
vi) Changes can be made to records by selecting the record to be updated, making the change and then clicking on [image: image11.png]Update Record




vii) There is an option to delete a record by selecting the [image: image12.png]Remove Record



 button.

viii) If you are keying information in earnings details and you want to clear the information to start over, click on [image: image13.png] Cancel |



 to complete this transaction.
ix) Records- Number of records displayed in line details

x) Total Amount- This a running total of earnings amounts in the line details
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c) When all details have been entered correctly the schedule is submitted by choosing[image: image15.png]Submit Schedule



. The schedule is processed immediately and the records of the Business Partner are updated.

d) If there is a problem with the completion of the schedule, there is an option to clear the screen of the previously entered information. This can be done by clicking on [image: image16.png]Start Over




e) A report in the PDF format shows the information submitted, users have the option of printing a hard copy or save the file to their computer.

f) If  our system detects any error is the schedule data this message box [image: image17.png]Confirmation Dialog

There are some records in clarification. Do
you wish to clarify them now?




will pop up.  If you choose ‘yes’ you will be directed to the on-line clarification screen where you can make the corrections. Please note that the earnings are submitted.  If you choose’ no’ the earnings are submitted with the errors and the records are stored in our error tables for further processing.

5. Upload From a File
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a) To use the Upload from a File option, select from the three options in the process mode. The area for uploading the file is generated.
b) Upload the data file by clicking on [image: image19.png]


 at the end of the file location field. Locate the file you have named, the file name is imported into the file location field. Click on [image: image20.png]Upload



 to complete the process. The schedule is processed immediately and the records of the Business Partner are updated.
c) A report in the PDF format shows the information submitted, users have the option of printing a hard copy or save the file to their computer.

d)            If our system detects any error is the schedule data this message                         
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 box will pop up.  If you choose ‘yes’ you will be directed to the on-line clarification screen where you can make the corrections. Please note that the earnings are submitted.  If you choose’ no’ the earnings are submitted with the errors and the records are stored in our error tables for further processing

  6.  Pre-filled (from a previous period)
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a) Enter the year and choose the month using the options from the dropdown box and click on [image: image23.png]‘Search for Schedules



. This action allows the user to see the list of schedules processed for the period chosen. These options are displayed in the schedule field [image: image24.png]| Schedule (200604001 [+ [ Select This Schedul



, select the schedule and click on[image: image25.png]Select This Schedule



.
b) Apply the schedule information by choosing some options in the To Apply On section. 
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Submission Date- The submission date is the date on which the earnings are submitted to the National Insurance Office.

 Enter the year and month of submission.

Type of Schedule- Original, Additional, and Amendment are the schedule types used by Business Partners submitting Earnings schedules.

Original- This option is used when the schedule is a new sub-mission. It is possible to have more than one original.

Additional- This option is used when the employer has already submitted a schedule and has additional earnings e.g. overtime to submit.

Amendment- is used when the employer want to make a change to one or more earnings submission.

Choose the option from the drop down box [image: image27.png]Original
Additional
Amendment




c) Click on [image: image28.png]Start



 button copy the information to the earnings details.

d) To Add new records to the schedule, enter the new information in the employee detail fields and click on [image: image29.png]Add Record



. The information will be added to the schedule details. Make the necessary changes to the Number of Records and Total Amount fields and click on [image: image30.png]Change



 to update the header. Adjust the header information to reflect these changes. 

e) To Update existing records locate the record to be updated and click on the square in the far left column to highlight the record. The record information appears in the details area e.g name, number, earnings etc. Make the changes to the record click on[image: image31.png]Update Record



. Adjust the header information to reflect these changes. 
f) To Remove a record, locate the record to be updated and click on the square in the far left column to highlight the record. The record information appears in the details area e.g name, number, earnings etc. Click on [image: image32.png]Remove Record



 to remove this records form the schedule details. Adjust the header information to reflect these changes. 

g) Click on [image: image33.png]‘Submit Schedule



 to submit the schedule to the NIS office.

h) A report in the PDF format shows the information submitted, users have the option of printing a hard copy or save the file to their computer.

i)  If our system detects any error is the schedule data this message                         
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 box will pop up.  If you choose ‘yes’ you will be directed to the on-line   clarification screen where you can make the corrections. Please note that the earnings are submitted.  If you choose’ no’ the earnings are submitted with the errors and the records are stored in our error tables for further processing

