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As part of Social Insurance Organization's
preparations to implement “Non-Bahraini
Workers Indemnity”, we are pleased to invite
you to update salaries according to the steps
contained in the attached booklet.

Dear Employer
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This service enables the employer to electronically record the monthly and yearly
updates of your employees' salary data individually, in accordance with the
applicable laws and regulations. We would like to emphasize the importance of
accurately recording the actual salary received by the employees, including all the
components of the salary, such as the basic salary, commission, percentage of sales
or revenue, annual bonus, and applicable allowances (such as social allowance,
housing allowance, transportation or car allowance, telephone allowance,
supervision allowance, shift allowance, and nature of work allowance). This is to
avoid any legal implications. Noting that this service has been supplied with an
automatic detection system of any unrealistic salary.

In the case of the annual update, the calculation of work injury contribution and
unemployment contribution is calculated based on all specified salary components in
the file. However, in the case of the monthly update, inputting all salary components
will be accepted, but the end-of-service gratuity will only be calculated based on the
basic salary and the social allowance.

1st: Single Employee Salary Update.

Step (1) Go to “Single Employee Salary Update”. 



Step (2) On this page, you will find a comprehensive overview of all
previous transactions. To initiate a new update, click on the "New"
button.

Step (3) Search for the worker you need to update by entering the CPR
number in the designated field and click on the search button.



Step (4) On the same page, you will have the ability to view all
employment records. To make changes, you can select the desired
period of employment by clicking on the "Select" button.

Step (5) On this page, please choose the adjustment reason and specify
the effective date of the change. Once you have made your selections,
click on the "Next" button to proceed.



Step (6) To edit the earnings of the worker, make the necessary
modifications. If you need to add any additional earnings, click on the
"New" button. Once you have finished adding all the changes, click the
"Next" button to proceed.

Step (7) As you scroll down, you will find a section displaying the
required supporting documents to complete the transaction. On this
page, select the necessary attachment and proceed to attach it. Once
you have finished attaching the documents, click on the "Submit" button
to finalize the submission.



Step (8) After submitting the transaction, you will have the ability to view
it and monitor its status. Please note that the transactions will be subject
to review by the back office before the final approval is granted.



1. Salaries File Export

This service allows employers to export comprehensive salary details records for
active non-Bahraini workers. Employers have the flexibility to select a specific
period, including the month and year, for which they want to retrieve the records.
The system will gather all the pertinent information for active workers within the
chosen period, including salary details. Employers can then export the file and save it
for making any necessary adjustments. Once the desired changes to the salary
details have been applied, employers can utilize the file to upload it into the "Salaries
File Update" service.

2nd: Updating the salaries for a group of employees

Step (1) In the home screen choose “Salaries File Export”.



Step (2) Choose the type of update “monthly or yearly” and then choose
the desired period, then press on “Search” button.

Step (3) Now you will be able to see all workers records for the period
entered, to export the result press “EXCEL” button.



2- Salaries file Update

This service allows employers to upload an updated version of the salary file, which
contains modified wage details downloaded from the "Salaries File Export" service.
This service enables employers to electronically record monthly and annual salary
updates for their employees in accordance with applicable laws and regulations. It is
important to accurately record the actual salary received by the employees,
including all components subject to salary calculations. These components include
basic salary, commission, percentage of sales or revenue, annual bonuses, and
eligible allowances (such as social allowance, housing allowance, transportation or
car allowance, telephone allowance, supervision allowance, shift allowance, and
nature of work allowance). This ensures compliance with legal requirements and
avoids any legal accountability. Please note that this service includes a system to
detect any unrealistic wages.

During the annual update, work-related injury insurance and disability insurance
contributions will be calculated based on all salary components specified in the file.
However, during the monthly update, all salary components will be accepted for
input, but end-of-service gratuity contributions will only be calculated based on the
basic salary and social allowance.

please consider the following points:

Only use the file downloaded from the "salaries file export" service.
Employers have the option to remove any records from the file.
Salary increases should not exceed 40%.
Salary decreases are not permitted.
Adding or removing columns is not allowed.
Do not modify the column headers in the file.
Avoid updating the CPR number, employee name, or Total Previous Earnings.
Ensure that the Total Allowances Amount does not exceed the Basic Salary.

2nd: Updating the salaries for a group of employees.



Step (1) Go to “Salaries File Update”.

Step (2) On this page, you will find a comprehensive overview of all
previous submissions, including their status and other file details. To
initiate a new submission, click on the "New" button.



Step (3) On this page, the employer can select the type of update, either
"monthly" or "yearly." Then, they can choose the desired period, which
should match the previously chosen period when downloading the file.
Then click on “Save” button.

Step (4) On this page, the employer can select the recently entered
submission and proceed by clicking on "Next" button.



Step (5) click on “Choose” button and then select the file that needed to
be uploaded. Then click on “upload” button.

Step (6) Once the file finishes uploading, on this page, the employer can
view all the errors present in the file, as well as the correctly updated
records.



Step (7) The employer can proceed with the submission of the file. It's
important to note that records with errors will not be reflected in the
system. Once the employer is satisfied with the changes, they can click
on the "Submit" button.

Step (8) After clicking the "Submit" button, a confirmation message will
appear, indicating that the submission has been successfully completed.



Thank you for your cooperation
 Best luck


