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Dear Employer

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.
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Ist: Single Employee Salary Update.

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.
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Step (1) Go to “Single Employee Salary Update”.
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Single Employee Salary Update (6)

@, Search + New

K

Classifier [ Date [ [Emipdcryee ldentifier Type [ Employee ientifier Value Employes [ Emplayer [ Subject Description [ Status Select

ASAT-0120232821530922 0310/2023

R Annual Salary Adjustmint Approved >
ASA-1-0120232821531038 03f10/2023 | PR Annual Salary Adjustment Approved 5
ASA1-0120232821531154 o3f10f2023 PR Annusl Salary Adjuctment Approved >
ASA-1-0120232821531270 o3ftof023 | PR annual Salary Adjustment Approved s
EAA-1-0120230022795966 30/09/2023 PR Eamings d »
=]

EAA-1-0120230022795850 29foafa023

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.
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Single Employee Salary Update | Details

< Back

@ earvings © cominpcscistion ——— (E) meiew
Subject Type

ID: 68 Earnings Adustment
Employer

Mame:

Role: Branch Comemercial

Identifier type: Branch Code

s —]
Employee

e 1

Fole: Insured

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.
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Single Employee Salary Update | Details

< Back
. Earnings. o Eamings Caloultion —m™———————— o Foesiew
- E—
Rode: Inguared
Identifier type: coR
e — .
Employment Records
It ¢ -. > M
Type Employer Hame Employment Start Date Employment End Date Total Amount Select
Changs
Ingurance 26/09/2023 120,000 Salact
Package
Héw
| I 24/04/2023 25/08/2023 120000 Select

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.
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Single Employee Salary Update | Details
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Employment Type™: Full Time v
Employment Categaly: Ritguls b
Adjustment Reason®; Salary Modification it
Employment Period: 16/02023 -
[Effective Start Date™: 82023
Effiective End Date:
“if Effective End Date is not set, the new Salary will be applied to all existing subsecuent Emgloyment Records
Mgt ]

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.
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o Eamnings Adjustment o Earnings Calculation o Review

Adjustment Earnings

<< iy > W DeloteSelected  + Hew
Date Earning Type Amount Selact
26/09/2023 Basic Salary > 120.0008HD ||
26/09/2023 sodial Allowance = 10.0008HE] [m]
*Basie Salary and Social Aliowance Onlywll be used for the Mon-Bahwaind Indemedy Invoice
‘< Back Nt »

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.
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11030 Contribution payments cofy | ¥
11001 Cogry of tesrmination reason lether >
17009 ancwddpng  Employment contract o official salary prading certificate ¥
17080 COC Termination Form ¥

1o Copy of Bahraini Passport »
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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.
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Single Employee Salary Update (7)

a, Search + Bew
ke

Classifier | pate | Emplopee identifier Type | Employes Mantifier value | Employee Employer | Subject Description Status | select
EAA10120230022796333 | 03M10f2023 | CPR Earrings Adustment Walting For Appeoval | >
ASA-1-D1 2023 T8 1530922 03f10/2023 CPR #nanual Salary Adjustment Approved >
ASAI0I02E2153038 | 03N10f2023 | CPR annual Salary Adjustment  Approved >
ASAIONDENSINGS | 03N0f023 | CPR anoual Salary adjustment Apgroved >
ASATOI0DIBNSIT0 | 0310f2023 | CPR Rroual Salary Adjutment  Approved >
EAALO10230022795066 | 30/09/2023 | CPR Eamings Adustment appraved >
EAA-10120230002755850 | 29/09/2023 | CPR Easrings Agustment aparaved >

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

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

Salaries File Export

Name:

Rale:

Identifier type:
Identifier value*:

Type of update

Perlod

Branch Commercial
Branch Code

—

Monthly

08/2023 ¥

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

Perseus E-Services

Employment Services

Salaries File Export

Type of update Monthly
Parlod 08/2023 ¥
Search Q
Export Table
1€ £ .23455?8910 > ¥ EXCEL &y
Total Hew Jab
Serial Personal Insiwee Mew Hew Social Hew Housing Mew Telephone  Mew Supervisory | New Transportation
Hismber Number Name Hationaiky ENgHus Sﬂinj Allowane Allzwance Respansitility Alpwane Allvwanoe Allzwande SO
Earnings Allowande
1 Expatriste 90 80 10 [} [] 0 [3 [ L}
2 Expatriste 120 10 [} [} o o L] ] ]

Step (3) Now you will be able to see all workers records for the period
entered, to export the result press “EXCEL” button.
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2nd: Updating the salaries for a group of employees.

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:

e Only use the file downloaded from the "salaries file export" service.

e Employers have the option to remove any records from the file.

e Salary increases should not exceed 40%.

o Salary decreases are not permitted.

e Adding or removing columns is not allowed.

e Do not modify the column headers in the file.

e Avoid updating the CPR number, employee name, or Total Previous Earnings.
o Ensure that the Total Allowances Amount does not exceed the Basic Salary.
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Step (1) Go to “Salaries File Update”.
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Employment Services
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Salaries File Update

O, search + Hew # Edit O Refresh
o Upload Data - g ° Print Receipt

Submissions

<< @ > m
A Current User Subemission Received Submission Exceptions
SUUSIORTYES: SUOMLIStOR SouTce state Name Date Date State Number i

‘E“"“”‘l P"g;‘s"ﬂm’ File New 233004 03/10/2023

e Oty VUPIMEPINGICEON | submited | 233004 | 03/10/2023 | 03/10/2023  FINISHED.OK  ©

e ““" At File New 233004 03/10/2023

:;]uu Pnu;:mtnr File hiew 233004 03102023

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.
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Salaries File Update

@ B

Q vt —————— @) ot hne
Employer

= ]

Rode: Brasch Commencial

Identifier type: Brasah Code

o ]

Emplayrmant Calendar Fenguendy Mgakhiy g
Submissions

Empdayment Calendyr OBT02} =
Subemission Type: Adrt Brovate Sactor Employee Seltian. =

%

Back a et

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.
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Salaries File Update

Q, Sewch + Mew O Refseah
@uesioon — ) remRee
Subfmissions
we i o
Sebmiviion Type: Salbnds s Somrce Cwrvent State User Haame Submission Date Reperved Date Swbmirsion State Exceptions Member Hame Cancel
Ay Priwgon Setter Brploper halatey Fin Haw M4 L] -]
Alysst Privebe Serted Employbe Salares Fil : SalaryUd st e Privabe Expart (X ks Submaned 13004 LUl L] 037182023 FINISHED DK L] .|
At Privebe Sertor Employee Salaries Fe Hew LT ] [}
At Prowabe bector Bnplopes alies Fix L HE LE L] ]
htar H

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

o Upload Dutyg ————————— ° Print Receipt

Salary Adjustment File

Step (5) click on “Choose” button and then select the file that needed to
be uploaded. Then click on “upload” button.
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Salary Adjustment File
Suceessfully Uplosded and Validated SalarylipdatePrivateExpart (3) xls
[+ e | 2 vt | @ e
Content Errors
I —
File Line Pemonal Nusber Error Sescrigtion Error Value Creation Date
3 DOOSEI3E3 Thie resw batal eansings shoold b equal oF frester than the Existing ane - b Jad b g o ol ol ooy o Jadi § pans 100 03/00,/2023
File Contents
w e i or o ExcEL &
File Line [ Perseaal Humber Emploste Hame Creation Date.
z 031020
4 LT

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.
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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.

Confirmation Message *

Wit Bt B e dobmitted and wil be Ferwarded far prodessing
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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




