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Introduction

how to enter both employer and employee data, save the data entered, generate and print a copy

his document tells you how to navigate through the C3 Wizard from start to finish. It explains
of the desired document.
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Installing the C3 Wizard Program

Stepl: Insert the C3 Wizard installation CD which displays the screen in (Figure 1). Click “setup” to continue

the installation process. This action displays the screen in (Figure 2), click “next”.
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S5B C3 Wizard 2.0

Welcome to the SSB C3 Wizard 2.0 Setup Wizard

The installer will guide you through the steps required to install SSB C3 Wizard 2.0 on your computer.

WARMIMG: This computer program iz protected by copyright law and international teaties.
Unauthorized duplication or distribution of this program, or any portion of it, may result in severe civil
or criminal penalties, and will be prozecuted to the masimurn extent possible under the law.

Figure.2




Step 2: Select the “I Agree” button in the License Agreement screen as shown in (Figure 3), then click “next”

i@ SSB C3 Wizard 2.0

License Agreement

Please take a moment to read the license agreement now. [ pou accept the terms below, click "l
Agree'’, then "Mext”. Otherwize click "Cancel".

DISCLAIMER OF WARRAMTY.

>

THE SOFTWARE |5 PROVIDED FREE OF CHARGE AND, THEREFQRE, ON AN
AS-IS BASIS, WITHOUT WARRANTY OF ANY KIND, INCLUDING WITHOUT
LIMITATION THE WARRANTIES THATIT IS FREE OF DEFECTS,
MERCHANTABLE, FIT FOR A PARTICULAR PURPOSE, OR
NOMNINFRINGING. THEENTIRE RISK AS TO THE QUALITY AND
PERFORMAMNCE OF THE SOFTWARE |5 BORNE BY LICEMNSEE {JSER).

(3| Do Mot Agres ()| Agres

[ Cancel l [ < Back l [ MHeut »

Figure.3

Step 3: Select the area in which you would like the C3 Wizard to be located on your computer. After entering the
desired drive and folder location click “next”. This process is shown in (Figure 4).

i 558 C3 Wizard 2.0

Select Installation Folder

The ingtaller will install SSE C3 Wizard 2.0 to the following folder.

Toinztall in this folder, click "MNext". To install to a different folder, enter it below or click "Browse"

Folder;
[ [ Browsze. .. l

[ Diisk Cost... ]

Inztall SSB C3'Wizard 2.0 for pourself, or for anyone wha uzes thiz computer;

(%) Evemone
3 Just me




Step 4: To confirm and start the installation of the C3 Wizard, click “next” as prompted in (Figure 5). In
(figures 6 & 7) it shows the screens until the file has finished loading. Click “close” when prompted to do so to
complete the installation.

i@ $SB €3 Wizard 2.0 = ]0)X]

Confirm Installation

The installer iz ready to install S5B C3 Wwizard 2.0 on your computer.

Click "Mest'" to start the installation.

Cancel ] ’ ¢ Back ] [ Mt »

Figure.5




ii® SSB C3 Wizard 2.0

Installing SSB C3 Wizard 2.0

55B C3'Wizard 2.0 iz being installed.

Pleaze wai...

Cancel

Figure.6

i@ SSB C3 Wizard 2.0

Installation Complete

SS5E C3'Wwizard 2.0 haz been succeszsfully inztalled.

Click "Cloze" to exit.

Pleaze usze Windows pdate to check for any critical updates to the MET Framewark.

Figure.7




Locating the C3 Wizard Program

After installing the C3 Wizard program it can be located in one of the following areas.
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1. Go to the start menu, click on “All Programs” and select the SSB C3 Wizard icon as shown above.
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2. Go to the start menu and click of the “SSB C3 Wizard icon” as shown above.




Jistat C EEBECOHEDre

3. Double click on the “SSB C3 Wizard icon” located directly on the desktop as shown above.

Let’'s Beqin

Upon entering the C3 Wizard program, you will be a prompted to select the location of the C3 Wizard Database.
When this screen appears, select Local Machine and Click ‘ok’ as shown in the (Figure 5).

Database Location

Flease select the location of the C3 Wizard database.

(&) Local Machine

() Metwork. .. | | Browse...

< —

Figure.8




Howv to: Enter Employer Data

The screen should now display a box requesting that you enter employer information. Click ‘ok’ to proceed.
(Figures 8 & 9) show this process.

Figure.8




Employer,

Registration #: l:l Drefault

Employer Name:|

Trade Name:|

Contact Persor: |

Address: |

Country: |

Phone:

Fau:

tobile:

E-Mail: |

Figure.9

All relevant employee information should be entered in the allotted spaces e.g. Registration Number, Employer
Name, Address and Contacts etc. Click “Save” after entering all of the desired fields.

NB: A number of employers can be entered continuously by saving the data entered and then clicking ‘New’ to
enter a new employer’s information. Click “close” when you have completed the entries of employer data.

How to: Enter Employee Data

To enter employee information click on “Open C3” on the menu bar, this displays the C3 Listings Box (Figure
10). Verify that the Employee data that you are about to enter is being placed in the correct employer and click
new. Click yes if you are prompted by a box for first time entries.

The screen should now display a box which allows you to enter all employee information, such as: Name,
Address, Date of Birth, Wage Amount and Wage Rate, it also allows you to enter the Occupation of the employee
as shown in (Figure 11). The screen in (Figure 12) displays the list of employees for a particular employer.




Registration #: | 651234 |
Morth: | June 20 % | A

Total 55 Total Lewvy Total Lewvy
Fiea. Mumber kanth Totalw/ages Contribution Emplopes E mployer
< >
Show for default employer only
}( .jj =i ilj @ Cloze
Delete E xport Frint C3 Report Mew Open
Figure.10

Employer - 651234: Jason Bridges

SSN: | 192837
Surmname: |H0bbs | Firztname: |Darwin | kiddle M ame: |E! |
Gender | Male v | D.OE: |264ug-1985 |

Current Address: |Seatu:un Strest | Phone: |863-465-8050
|Basseterre | Mobile: | 863-662-8050

Country: |5t Kitts v E-Mai: | |
Salany:
\wWages: | 375 | [wieekly v | SEE
a
Eraplayment Details: N
=
Ermployer: | E51.234: Jazon Bridges i |
Occupation: |Clerk | b >I<
elete
Commencement Date: ||:| B |
Termination Date: ||:| hd | Cloze

10



Note

Figure.11

To enter several employees under one employer simply click ‘Save’ and then ‘New’ after
each employee, when you have completed entering all of the employees click close.

List of Employees

SSN: |

Lastname: |

Firzstname: |

122348

Last Mame
Haobbs
Zumba

First Mame Middle Mame Address

[ anwin ton Street, B

Mizhael killionaire Stree, ..

D ate af Birth
2B-Aug-1965

14-Feb-1970

188264

Frince

b atingley Height...

Melizza

01-5ep-1380

<

=
Delete

Show for default employer only

‘ =

Print Emplayes List

Figure.12
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How to: Generate a Statement of Wages and Contributions (C3)
Form

1. When you have entered and saved all of the necessary data of employee information. Click on the
“Open C3” button in the task bar and click on “new”. This action displays the Statement of Wages
and Contribution Form (C3 Form which contains: Pay Period, Employee Data, Rate of Pay and the
calculation amount for Social Security, Levy and the total amount to be paid. This is displayed in

(Figure 13)

2. Select “save” to save the C3 Information.

@'1 File  Setup  “Windows  Help

| ] Mew C3 [50pen C3 @4 Find Employes 4§ Print | @Help |
= — — —
Totals:

Registration #- 650001
Director, Social Security Board § 858.00 Number of Employees:
- -~ Dretails:
Month: | October 2000 32 St Bl 546.00 etails:

I

Date Entered: | 1201 ow-2010

Conditions: | Original: Naw-2008 ta Dec-2099
Total Payment $ 140400
Duate Printed: | 120 w2000
I
Sacial Mame of TI/C | Date Pay 1 2 3 4 5 ‘wWeek Wieek week Wwieek week Dec.
Security Emplayes Period ar (A I I 4 I v 4 | 1% 2% 3% af 5% HPay Bonus
Humber Schedule [$]
wan, Nombre Weekly O £00.00 00,00 500,00 £00.00 I 0 0
100002 Secam, Natalia \Weekly O 550.00 950,00 950,00 950,00 I 0 0
imaoio Tresse, Wanda Weskly O 400.00 400.00 400.00 400.00 1} o o

< 1l I >

m tidd Row =1
) Total Wages and Employee's Levy 7800.00 | 234,00 S
b Employer's 3% of Wages for Levy Contrbution [ 23400
) Employer's 1% of Wages for Severance Payments Contrimutions | 7800 =1
) Levy Penalty for the month (if any) | Print
&) Severance Penalty for the month |
1 Total (] to () due ta the Aecountant General [ s4600 E;‘j];n
2) Sorial Security Comtrdnutinn due for the month [ ssge0
5 Fitesdu for the sonth i any) e -
i) Total (g) and (h) (Social Security Remittance due for the month) 858.00

Figure.13

How to: Print a Statement of Wages and Contributions (C3) Form

1. After saving the C3 Form click “Print” to display (Figure 14)

2. Sclect the “print report” button located in the menu bar as shown in (Figure 15) to display the
printer options and select “print”

12



ST CHRISTOPI{ER AND NEVIS- SOCIAL SECURITY BOARD
TATEMENT OF WAGES AND CONTRIBUTIONS
Social Security Act, 1977, Hnusmg and Social Developroent Leseyr Act 1977, and the Protection of Erployment Act 1986
T Thiie form i n quadnaplicats )

Hamne of Enpleyer: Jason Bridges Trade Hame Bridges& Sons Lid Emplover's Registradion Ho | 651234
AddwessiLocations Bax Ho if addross ¢ bangd): W annickfvenue, Baszeteme, St Kits Total Bumaher of Enployees in this Repa: [ 3 1
“With this statetvert ic g cheque adfor cash nrespect ofthe Sets mevdiored doowe for the mordh of June2010
(1) Director, Social Seamity Boardd FEG0.00 (2] Arconmtard Crevieral § F42000 TotalF F1,080,00
I
L (] &2 (&) (3 () (k) a ) ] (1m
Social Hane of Errployes Tenminaticn or Pay | Pt Hinthe Whelis ) B arcordance with the pay schedule ndicated in Cobomng | record Total Deduct Lewry | Total Soc Sec. Fernarkis
Senurity {Sumame first)  |Commencemnent Date| Periods (Worked or Wed{s) i WazesSalaries i respect of the vweeks wotked or in the case of Holidey | ‘WagesBalaries | fromm Wages of | Comtr. 11% or
Hmnher of henar axrplorees  |Sekedulk wihich Filidiey / D' Other Py, recomd it thee vneelis forwhich the paret spplies paidforthe meordh | amplooree. 1t of
(6 digits) [Adaey] vy | Other Payome ok (Seenoted | WagesrSalaies
Praceds the date with] E3,W fore eamption) of wach
T for Tennination M “Hp oy,
C for Cormronercernerd 200 ([ Bee ruote 2
1alz]4]s 1 | 2 | 3 | 4 | 5 | HEwy | Eotuk
H H H H H £ H
1 192837 Hobbs=, Danun e R E Arh00f IvA00( S7A00( 3¥5.00 0.oo 0.o0 0.on 1500.00 4500 165.00
2 188264 [Prince, Melizsa [T BRI A00.00f 0000 S00.00 &00.00 p.o0o 0.oo 0.0o 2000 .00 G000 120.00
3 TI34E  [Zumba, hichad Tuf w (x| x]x 0.00 .00 0.00] ZE00.00 0.00 .00 0.00 250000 4. 00 IT5.00
IH a)Totaliages and Employeds Lewy Contribution ---------- oo eo - » 6 ,000.00 F180.00
by Emplovers 3% offifages for Lewy Contribution -------eeeemmmemmonannanes L4 $150.00 e —
) Employers 1% ofiWagesfor Severance Payments Confibufion - ---- - -vemvemveeees » 60,00
di Lewy Penalty forthe month (ifam -------ooomemeee oo » $0.00 L marEa
&) Severance Penalty for the mordh (ifarmd ---- > F0.0(
) Total(alta (&) dueto the AccountantGeneral -- » 0.0
a1 Social Security Contribution duefor the month --«- e vemevemeianeanons [ FEE0.00( 1o 5
by Finesdue forthe month (ifamd ------coommm e » F0.00
01 Total{ gy and (K (Social Sacurity Remittance dueforthe mondh) ----coveevevmeneans [ 3 5000
Iife hereboy cetify thatthe paticularsstated abowe aretrue and correctio the best of myfourknowledge and belief.
Fam 3 (Reuked 1000
Signature of Emplaoyer orAgent oM 3 (Reuked 8

(pleaze aft office s Bmp . Date

Figure.14
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! (This form iz in quadmiplicate. )
Mame of Employver:

Address (Locationd: Box Ho if address chan

With thiz statementiz a chegue andor
Figure.15

Menu Bar Options

Windows  Help

lJI M » B Find Emploves =§ Print |%Help |
5 open b C3Form  Ctrl+0

4§ Print  Chrl+F Ernployes

Exik

Figure.16 Displays the File menu option and its contents.
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i&4 5t. Christopher & Mevis Social Security Board C3 Wizard - 6

Windows  Help

Compary Company Details Fi

Prafiles Flz Switch Employer Fa

Database

Figure.17 Displays the Setup menu and its contents.

4 5t. Christopher & Nevis Social Security Board C3 Wizard

File  Setup

] Mew C3 Mesw Window

Zascade
Tile Yertical
Tile Horizonkal

Clase all

Arrange Icons

Figure.18 Displays the Windows menu and its contents.
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€4 St. Christopher & Mevis Social Security Board C3 Wizard

File  Setup  ‘Windaows
] Mew C3 [ Open C3 Contents  Chrl+FL

Inde:x

Search

about .,

Figure.19 Displays the Help menu and its contents.
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