St. Christopher (St. Kitts) & Nevis

FATCA Portal User Guide

Version 1.0
Dated issued: September 15, 2015
Contact us:
St. Kitts and NeviSompetent Authority

1-869 465 8485 or
FATCA@sknird.com



mailto:FATCA@sknird.com

TABLE OF CONTENTS

INEFOAUCTION ... e e e e e e e e e e e e e e e e e e e e et e e e ans e 3

L P U PO ittt nr e e e anr e e ra e nes 3

A Yoo ] o= PP UPPTOPPTN 3

Portal Functional GUIdANCE...........oooiiiiiiiiee e 4

1 ENrOIMENT fOIMLeee it 4
1.1 Accessing the ST. KITTS AND NEVIS FATCA System Enrolment Form................4.
1.2 Completing the ST. KITTS AND NEVIS FATCA System Enrolment. Form.............. 5.

2 Logging in and updating your user detailS ............oooiiiiiiiiiiiimmmmmce e 7
2.1 Logging in to the St. Kitts and Nevis FATCA Portal..........cccovvieeeeeeeeeeeeeeieeeeeeeeeeeen
2.2 Updating your USer detallS..............c..uuiimiiieeeeeiiiiiiree s ceeeeseeerre e s eeeemmmr e e e e e e e e e 9.

3 Submitting data in the ST. KITTS AND NEVIS FATCA.Rortal........cccevvenernreennne. 10
3.1 Creating a fing... . S PPPPPRSRRRRP I §
3.2 Uploading and submlttlng an XML FLIe .................................................................... 12...
3.3 Completing a Manual Entry filing.... PP UUPR V|
3.4 Submitting a Manual Entry filing... e ttrerereeeeaeeeetrrrrrrreeeteannaasannreeeeeeeeeeessnnnnnnnnes 2kl
3.5 Reviewing and correcting valldatlon ISSUBS ... ceeeieierteeeeeereesree e e e e e e s seneesmmr e e e eeeeas 24....

4 Viewing submitted filings in the ST. KITTS AND NEVIS FATCA Portal....................... 25

5 Managing users in the ST. KITTS AND NEVIS FATCA Portal................coo v eeeeennens 27
5.1 Creating users for your financial inStitution.................oooccceeee e cereeeeeeec s 27...
5.2 Updating or deactivating users for your financial institution.................coceeeeeecceeenn... 29..

Frequently Asked QUESTIONS..........iiiiiiiiiei et e 32

Web Browser COmMPatiDHY ..........coeeuueriiiieeeiieee e 33



Introduction

1 Purpose

The purpose of this documentistopr ovi de a -softhpbeetbhoboww of the

used functionalities in the ST. KITTS AND NEVIS FATCA System with respect to financial
institutions meeting their FATCA reporting requirements. This document is not intended to
provide business or policy/regulatory guidance to financial institutions; it includes instructional
guidance on the use of the system.

2 Scope

The scope of this document is based on United States (US) FATCA.

T h dortadl Functionald gui dance in this docaverthefolltrange®f not
screens and functionalities within the ST. KITTS AND NEVIS FATCA System, but it will provide a
high-level overview of the most commonly used functions that financial institutions should expect
to use as part of their normal enrolment and FATCA submission procedures.

mo st co

ntended



Portal Functional Guidance

1 Enrolment form

In order to enrol with the ST. KITTS AND NEVIS Competent Authority to submit information under
US FATCA, financial institutions must complete the ST. KITTS AND NEVIS FATCA System
Enrolment Form.

Important note: To proceed with enrolment, you must have the following:
1 Global Intermediary Number (GINN)
9 Passport Data Page
9 Authorization Letter

1.1Accessing th&T. KITTS AND NEWST CAystem Enrolment Form

1. Select the FATCA Tab on the St. Kitts and Nevis Inland Revenue website at
www.sknird.com and select FATCA Enrolment.

2. You will be presented with a security code similar to the one shown in the image below.

St. Christopher (St. Kitts) and Nevis FATCA Portal

Not logged in

Enrol for FATCA

Please enter the words displayed in the image below. Click the Next button to continue.
Q

|

Next

Return to St. Christopher (St. Kitts) and Nevis Inland Revenue Department home page.

3. Enter the characters displayedi n t he i mage and select ANexto


http://www.sknird.com/

1.2 Completing theST. KITTS AND NERAS CAystem Enrolment Form

You will be presented with the ST. KITTS AND NEVIS US FATCA Institution & Primary User
Enrolment page (shown in the images below)

St. Christopher (St. Kitts) and Nevis FATCA Portal

Not logged in

Enrol for FATCA

Please use the form below to enrol for FATCA.

US FATCA Institution & Primary User Enrolment

The Foreign Account Tax Compliance Act (FATCA) was introduced by the United States (US) in 2010 as part of the Hiring
Incentives to Restore Employment (HIRE) Act with the purpose of reducing tax evasion by their citizens. FATCA requires
financial institutions outside the US to report information on financial accounts held by their US customers to the US Internal
Revenue Service (IRS).

In accordance with the FATCA intergovernmental agreement (IGA) between the US and St. Christopher (St. Kitts) and Nevis, all
Financial Institutions with US accounts are required to enrol with the St. Christopher (St. Kitts) and Nevis Inland Revenue
Department using the form below. Please ensure that you have already registered with the IRS
(http://'www.irs.gov/Businesses/Corporations/FATCA-Foreign-Financial-Institution-Registration-Tool) and received your Global
Intermediary Identification number (GIIN) before completing this enrolment.

Financial Institution Information

Financial Institution Name (as provided when registering *

with the IRS)

Institution Type o [
Financial Institution GIIN (issued by IRS) B 0

Registered Office Address or Sponsoring Entity Address
Street Address
City/Town

State/Province/Region

<>

Country

Post Code

Institution Email Address

Primary User Information
First name

Surname

Email Address

Telephone number




*
Position 0
Please attach a scan of your passport

*
Browse

Please attach a letter, signed by a director of the company, which specifies you as the responsible person for US
FATCA compliance.

*
Browse

Your enrolment will be submitted for approval by the St. Christopher (St. Kitts) and Nevis Inland Revenue Department. You will
receive notification by email once your enrolment information has been reviewed.

Submit

1. Complete the form& input fields as applicable for your financial institution (all mandatory
fields are marked with a red asterisk *)

Important note: The Registered Office Address must be within St. Kitts and Nevis.
Failure to provide a ST. KITTS AND NEVIS address will result in your enrolment being
declined. However, where a Sponsoring Entity is enroling on the ST. KITTS AND
NEVIS FATCA System, a non-ST. KITTS AND NEVIS address is acceptable, where the
Sponsoring Entity is located outside of the Federation.

2. Upload a scan of your passport data page using the Browse button (must be in PDF or
JPEG format)

3. Upload a signed letter by Upper Level Management using the Browse button (this
specifies that you are the responsible person for US FATCA compliance) (must be in
PDF or JPEG format no greater than 20MB)

4. When the documents have been uploaded, select the Submit button.

St. Christopher (St. Kitts) and Nevis FATCA Portal

Not logged in

Thank you

Thank you. Once we have reviewed your enrolment, we will email you with your confirmation details, or the reason your enrolment was
declined.

Return to St. Christopher (St. Kitts) and Nevis Inland Revenue Department home page.




2 Logging in and updating your user details

2.1 Logging in to the St. Kitts and Nevis FATCA Portal

After your enrolment form has been reviewed and approved (if there are no issues that require
correction), your financial institution and Primary User account will be created on the ST. KITTS

AND NEVIS FATCA System.

You willreceive asystem-gener at ed &mEKITTISAND NEVIS BATGA System Account

Activationo cont a iorhe Brignary User Email Address entered of the
enrolment form) and temporary password, as well as a link to the system.

Important note: If your enrolment information is not deemed complete and accurate, you will

recei STeKITAISANDNEVISUS FATCA: Enrol ment Unsuccessful
the reason your enrolment was declined. You will need to access the enrolment form again and

complete it with corrected information and/or documents.

1. Accessing the link found in your Account Activation email will direct you to the ST. KITTS

AND NEVIS FATCA Portal login page, as shown in the image below.

St. Christopher (St. Kitts) and Nevis FATCA Portal

Not logged in

Welcome to the St. Christopher (St. Kitts) and Nevis FATCA Portal

and Nevis Inland Revenue Department.

sensitive.

If you require assistance, contact the St. Kitts and Nevis Competent Authority at 1 (869) 465-8485 or FATCA@sknird.com

Email address: *

Password: *

Login

Forgotten Password

The recommended minimum computer requirements for using St. Christopher (St. Kitts) and Nevis FATCA Portal are:

o Microsoft Internet Explorer version 7 or above, or Firefox version 4 or above or Google Chrome version 10 or above.
Reader (version 8.0 or above).

will also work).
e A connection to a printer so you can print out hard copies of forms.

what this means.

The St. Kitts and Nevis FATCA Portal is an online application that will allow you to submit your FATCA account filings to the St. Kitts

To access the St. Kitts and Nevis FATCA Portal, please enter your email address and password below. Note that the password is case

e For viewing your forms in PDF (and printing where signatures are required) you will need a PDF viewer, such as Adobe Acrobat

e Forms can be exported as spreadsheets. For this you will need Microsoft Excel 2003 or above (the viewer application for Excel

e We also recommend that your screen resolution is at least 1024x768 or higher for optimal display. Don't worry if you don't know

0

ema



2. Enter your email address and temporary password and select the Login button. Upon
first login to the system, you will be asked to change your password as shown in the
image below. Passwords must be a minimum of 8 characters, 1 upper case, 1 number
and 1 special symbol.

St. Christopher (St. Kitts) and Nevis FATCA Portal

| Home | Draft Filings | Submission | Manage Filings | Documents | Financial Institution Profile ‘ Manage Users | My Details ‘ Help Logout

Update My Password

Valid passwords contain 1 capital letter, 1 small letter, 1 number and 1 special character (e.g. #&*13). It must be at least 8 characters
and not more than 30 characters with no blank spaces.

Current password: |

New password: | | *

Confirm new password: |

Save




2.2 Updating your usedetails

At any time you can update your user details, (name, email address, and phone number) by
navigating to My Details > View/Edit My Details.

You are also able to change your password by navigating to My Details > Update My Password
using the menus at the top of the page.

Important note: Changing your email address will change the email address you use to log in to
the system as well as the email address to which system-generated emails are sent.




