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Introduction

In line with the government’s policies to transition to electronic government, and based on
the Social Protection Fund’'s (SPF) vision to provide distinguished services characterized
by transparency, SPF has launched its electronic services to facilitate service provision to
employers through SPF’s electronic portal: www.spf.gov.om

This manual describes the electronic services provided by SPF and outlines the mechanism
for employers to access these services. It details how to manage the data of insured persons
(both Omani and non-Omani workers), update their wages, and pay the contribution bill for
socialinsurance branches.


http://www.spf.gov.om

Controls for registering | Omani and non-Omani insured persons

1. The employment contract for Omanis and non-Omanis at the Social Protection Fund (SPF) is
registered and terminated automatically through the bilateral linking of the following systems:

« Workers in government units operating the two systems (Mawred/Rio).
e Workers in government units that have a direct connection with SPF.

 Workers in non-governmental sectors, including the private sector, through the Ministry of La-
bor system.

2. The employer must verify its workers’ data through SPF’s electronic portal. If there is an error
in the workers’ data, the employer should amend it in the systems mentioned above. For exam-
ple, if an employer’s (company’s) workers in the private sector are not reflected in SPF’s portal,
the company must contact the Ministry of Labor to ensure that those contracts are registered.

3. Non-governmental employers and government units with a direct connection to SPF must up-
date the wages of their workers (Omanis and non-Omanis) through SPF’s electronic portal,
ensuring that wages are updated promptly whenever there are changes. For government units
linked through the (Mawred and Rio) systems, wage updates should be made through those
systems.

Note: The contribution bill is calculated at the end of each month by SPF based on the workers’
data and wages available on the Fund’s portal. Therefore, points 2 and 3 must be verified on a
monthly basis.



1. Log in via SPF>s
electronic portal at

DO Www.SsPF.Gov.oM h

Sacial Protection System

. . To er we bring it to life
Login to electronic

services
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m 2. Log in using PKI

electronic authentication
The authorized person is for the authorized person
the individual who has the
authority to access the system.
This may be the employer,
the authorized signatory in
the commercial registry at
the Ministry of Commerce,
Industry, and Investment
Promotion, or the designated
representative of the employer > Cioar I %)
in SPF>s portal. 3. Enter the PIN of the
authorized person»s ID card
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Electronic services
home page
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1. Choose the language

2. Select your profile (employer)

3. After selecting the profile,
ensure that the employers
name is displayed. You will
then be able to access all
available electronic services
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Add Salary

Adding and removing Add a New Authorized Person
authorized persons Update Satary @
for the employer e sy Services

1. Choose «Services,» then
select «View More»

View More

permissions to use then select «Edit Delegate»

electronic services on SPF's
E-Portal for individuals who
are not authorized by the
commercial registry

Manage Entity

Edit Delegate

3. Click on «(+Add Delegate)»




Cont.Adding and
removing authorized
persons for the
employer
Add a New Authorized
Person
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L. Adding the Authorized Person’s Data (Managing Delegates)

1.

Enter the civil or resident number, then the expiration date of the
card, and click “Validate.”

Choose the type of authorization:

Manage Billing: Grants the authority to view and print monthly bill,
bill details, and amounts paid.

Manage Contributor Date: Grants the authority to add and modify
the insured’s data and the employer’s contact information.

Absolute: Grants all permissions to manage data and bills.
Add the authorization start date, leaving the end date blank.

After verifying the data, click “Save.

Manage Delegate [x]

Omani / Oman Resident
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Cont.Adding and
removing authorized
persons for the
employer
modify or remove
authorization
permissions
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5. To modify or remove authorization permissions, return to the same
authorization modification screen
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1. Press the( /) button next to the authorization you want to modify
* To change the authorization type, click on “Partner Subtype“

* To cancel the authorization, enter the expiration date

» After completing the required procedure, click “Save™1
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View the data of
Omani and non-Omani
insured persons

Display Data of Active and

Inactive Insured Persons
(Omanis and Non-Omanis)
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1. Choose your profile (employer)

2. Select «Partners and
Employees,» then choose «View
Employees» to display the data of
Omani and non-Omani workers

O»
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Partners & Cmployees
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View Employees
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Add/modify wage
variables

Adding or modifying the
Wages of Omani and Non-
Omani Insured persons,
Individually or Collectively
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The wages management
service includes the following
options:

1. Adding a new wage for
a single insured person.

2. Modifying the wage of
a single insured person.

3. Adding or modifying
wage variables by uploading
an Excel file for multiple
insured persons.

To Access Wage Management
Services:

1. Choose your profile
(employer).

2. Select the «Services»
box, then choose «View
More»

Services




Cont. Add/modify
wage variables
Add a New Wage for a
Single Insured Person
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To Add a New Wage for a Single
Insured Person:

1. Choose «Manage Salary»

2. Select «Add Salary»
then choose «Add
Individual/Single
Employee Salary.»

3. Search for the insured
person>s name by civil or
resident number, select the
insured person, and then
click on «Details.»

Add Salary

Add Individual / Single Employee Salary

0 Employees Information
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Cont. Add/modify
wage variables
Add a New Wage for a
Single Insured Person
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4. Choose «Add Salary»

End Date Allowance Details

5. Edit the salary details (wage), and after verifying the
data, click “save.
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To Modify the Wage of a Single Insured Person:

Cont. Add/modify

wage variables 1. Choose “Manage salary.”
Add a New Wage for a
Single Insured Person
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Individual Emplayee Update Salary Service

Update Salary

3. Search for the insured person’s name by civil or resident number, select the insured
person, and then click “Details”

B Employees Information

Employess Information
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Cont. Add/modify
wage variables
Add a New Wage for a
Single Insured Person

4. Click on the( /) icon to modify the wage.

(Note: The system does not allow modification of the
wage’s start date)
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.. Salary Details
Basic Salary Tatal Allewance Tatal Salary

240 211 451

5. Edit the salary details (wage), and after verifying the
data, click “save.
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Cont. Add/modify
wage variables
Add or Modify Wage
Variables for Multiple
Insured Persons
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To Add or Modify Wage Variables
Multiple Insured Person:

Note: The procedure for adding and
modifying wages for multiple insured
persons by downloading an Excel file is

the same.

1. Choose «Manage Salary»

2. To add a new wage for multiple
insured persons, select «Add
Salary,» then choose «Add Bulk
Employees Salary»

3. To modify the wage for multiple
insured persons, select «Update
Salary,» then choose «Bulk Update
Salary Service»

Add Salary

Add Bulk Employees
Salary

Update Salary

Bulk Update Salary
Service

f®



Cont. Add/modify
wage variables
Add or Modify Wage
Variables for Multiple
Insured Persons
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4. Enter the date of the new wage period if adding a new wage,
or the date of the period to be modified if updating a previously
registered period, then download the form.

(Note: The system does not allow modification of the wage's
start date)
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5. Open the Excel file and enter the required additions or mod-

ifications from column G (NEW BASIC SALARY) to column W
(FLAG). The user must not alter the file settings.
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Cont. Add/modify
wage variables
Add or Modify Wage
Variables for Multiple
Insured Persons
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6. After completing the addition or modification of the insured’s
wages, change the letter “N” to “Y” in column W, then save the

file.
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cont. Add/modity

wage variables
Add or Modify Wage 8. Upload the file
Variables for Multiple
Insured Persons ———
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9. Choose the file and click T | - m—
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system T e
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Cont. Add/modify
wage variables
Add or Modify Wage
Variables for Multiple
Insured Persons
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10. After the data is reflected in the system, veri-
fy the insured persons’ data and then click “Next”

11. Click “Confirm.”

Record ot of incresded salary Revord pourt of decreased salary
1 2

1

€ confirmation




Extracting
the monthly
Contribution bill

-

Service Description

Extract and view the monthly
contribution bill, including

its details, previously paid
amounts, and the employer’s
virtual bank account
number.

21

1. Choose your profile
(employer).

2. Select “bill & Contribu-
tions,” then choose “View
bill Data”

3. Click on “Bill Details”

Labest Ball Ansecignd: ST42F.632




Cont. Extracting
the monthly
Contribution bill

- -
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4. Choose the desired bill-
ing month.

5. Select “Download Bill” to
extract the bill.

6. Choose “Bill Details” to
extract the bill details re-
port.

o
| 4 |4

Adjustment Details Fine Details




Cont. Extracting
the monthly
Contribution bill

A

After verifying the data and
extracting the bill, you will
find the employer’s virtual
bank account number in the
middle of the payment bill.
The bill will also show the
details of the beneficiary,
“SPF” and its account at
Bank Sohar, as indicated in
the bank transfer details.



Payment of
Contribution

- -
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Payment of contribution
can be made through the
following channels:

Use the banking
applications of commercial
banks or the applications of
collection companies (ONIC
or OIFC), or visit one of their
outlets or branches.

Note: Pay the bill amount by
transferring to the virtual
bank account number (Bank
Sohar) shown on the bill.

After completing the
payment, you will receive
a text message confirming
the transaction.
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General Notes

- -

1. Contributions are calculated daily from the date the insured person joins work until the day
before the end of his/her service.

2. The employer is obligated to pay the monthly contributions due to SPF within the first fifteen
days of the month following the month for which those contributions are due.

3. In the event of a delay or cessation of payment, the employer is obligated to pay an addition-
al amount of 5.5% annually on the overdue contributions, calculated from the due date to the
payment date.
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