SOMNDR

PORT/FREEZONE

Port Gate Pass
User Manual



User Manual

1. Roles description

2. Applicant

3. SOHAR Port Authority

4. Royal Oman Police (Manager)
5. Royal Oman Police

C
O
+J

O
-

),

)

o,
o

Roles




1. Roles Description

1. Super Administrator

a. Users
i. Search users
ii. Create/Modify user
iii. Reset user password
iv. Assign/Revoke roles to any user

b. Gate Pass Applications
i. Search applications
ii. Create new Gate Pass application
iii. Delete Gate Pass application

iv. Modify Gate Pass applications
(with pending status only)

v. Print Gate Pass

vi. Export application via EXCEL file

2. Port Authorities

have the same privileges as ‘Super Administrator’
except Delete

3. Security Officers

a. Gate Pass Applications
i. Search applications
ii. Print Gate Pass

iii. Export application via EXCEL file
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4. Royal Oman Police Administrator

a. Users
i. Create/Modify user of
(Royal Oman Police role only)
ii. User listing of (Royal Oman Police role only)
iii. Reset user password of
(Royal Oman Police role only)
b. Gate Pass Applications
i. Search applications
ii. Approve/Reject Applications
iii. Export application via EXCEL file

5. Royal Oman Police

a. Gate Pass Applications
i. Search applications
ii. Approve/Reject Applications
iii. Export application via EXCEL file

6. Applicant/Tenant/Service Provider

a. User can apply for Gate Pass application
using web interface

b. User can cancel an active Gate Pass
previously applied by him

¢. User can take print out of Temporary Gate Pas
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2. Applicant

Q1 - How to login? Q2 - How Apply for Port Gate Pass?
1. Open the login URL 1. Login
2. Select type ‘Port’ from the dropdown item 2. Fill the "Online Gate Pass’ form
3. Enter your credentials and press ‘Sign in’ button 3. Submit the application
Online Gate Pass Online Gate Pass Application's History

Apply online for a GATE PASS to enter the Port. This will allow faster transactions and approval. If you'd
like some assistance to complete the below form, please refer to our User Guide here
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Please use below form to sign in
Pass type

N -- Select Type - s
Freezone/Port Port i il
Usernaie) tenant Pass Starting date Validity period e T
el Ll 56 SLl s
|
Password 1™
: Pass for —— .
el e il
Organization/Host
User is fully responsible for the confidentiality of their Username Organization 50 ¢
and Password. Forgot password? click here to reset your Apmanal) Asns sl A 5l
password

Full Name of Pass
Holder
Figure 1 el Jalal JalS any)
Telephone
[N

Email
RIS IR

Identification
iyt iy

Resident v

1D or passport Number
of Pass Holder

Jalad i) Slsa Sl dsell o8
ol

Copy of Civil ID

PR Choose File no ...ted (jpg, gif, png) max TMB

Figure 2



Q3- What are guidelines to fill Gate Pass
application form?

Following are the guidelines for the

form input (Figure 2):

1. Select Pass Type Permanent or Temporary

a. Permanent Pass
i. Validity period will be from six months
to two (2) years
ii. Passport sized photo of pass holder
is required for any duration

b. Temporary Pass

i. Validity period will be from one (1) day
to three (3) months

ii. Passport sized photo of pass holder is required
for the duration more than ten (10) days

iii. An instant download link/email
attachment will available for duration
less than ten (10) days

2. Pass Starting date is the effective start
date for the pass

3. A tenant can apply a Pass for Service
Provider/Visitor/Employee

4. Identification type is must be
Resident/Non Resident

a. Residents need to provide numeric ID number
along with photo of Civil ID

b. Non-residents need to provide the Passport
number along with its photo

5. If Identification type is Non-Residents then
passport size photo is compulsory

PORFREATDRASNUEERORANURE

Q4 - How Apply for Port Gate Pass?

1. Login to the system

2. On the top right corner of the page there is link
“Application history”, by clicking on the link a pop
will appear displaying application History/Status

Online Gate Pass Application's History

Apply online for a GATE PASS to enter the Port. This will allow faster transactions and approval. If you'd
like some assistance to complete the below form, please refer to our User Guide here
o Ay o U Sl 5 e gmmally ) g 5u5 s (2 n olial) ) DA S35 g e e 2551 e pemall o35
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Pass type —- Select Type --

gralle 5
Pass Starting date @ Validity period —- Select Duration - 4
el Ll 556 S s .
Pass for G
ol o sl
Figure 3
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Q4 - How Apply for Port Gate Pass? CONTD. Q5 - How to cancel an active Gate Pass?

3. Below popup will appear, with displaying Please refer to question 4-4
your last ten (10) applications

Last 10 Applications's Hist .
ooy Al e ons s History Q5 - How to take print of Temporary Pass

There are two ways you can take print out
of a Temporary Gate Pass

Legend Pending Approved Rejected
Olse I e ey

Pass Number  Type Holder Company ACTIONs ¥
25 ) Japs el Qalalgddl ) AS,EN EeR]

attached Gate Pass. Download that attachment
and take print out.

1. Whenever your Temporary gate pass is approved
_ you will receive an email notification along with

Nov 142016  0030580- Imtiaz ABC Company Print
20161115 s Request
20161115 cancellation
2. There are some cases when Temporary Gate
Nov 14,2016 N/A Temporary  Imran ABC Company . . .
cige Pass will be approved instantly, in such case a
Nov 14,2016 N/A Permanent S Bhut ABC Compan H H H
= ameer B peny download link will be provided on
Nov 14,2016 N/A Temporary  Habib Gul ABC Company Thank You page.
e
Nov 10,2016 N/A Temporary  khan ABC Company
e
Nov 10,2016 N/A Temporary  Imran Khan ABC Company
g DEF Company
GHI Company Thank you
Nov 10,2016 N/A GrmEnE leres AT ABC Company We have processed your request, and your gate pass has been emailed to you. Alternatively, you can
A download it here.
Nov 10,2016 N/A Temporary  Abdul Aziz ABC Company : 5 . . . :
g Note: Download link valid for single use only, and will expire in 5 minutes.

Figure 5

4. To cancel the active Gate Pass, click on
‘Request Cancellation’. Upon your confirmation
the requested Gate Pass will be cancelled with
immediate effect.
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3. Sohar Port Authority

1. How to login?
2. User
a. How to create user?
b. How to modify a user?
3. Gate Pass Application
a. How to create/modify new application?
b. How to take print out of Gate Pass
4. How to export application to excel?

Q1 - How to login?
1. Open the login URL

2. Enter your credentials and press ‘Sign in’
button (manager/changeme)

Please use below form to sign in

Username

Password

Forgot password? click here

Figure 6



Q2/A - How to create user?

1. Do login

2. Click on ‘Users > New User’

3. Provide unique username and select
a Role and create user

NEW USER

Please fill in the following information

Username:

Port Authority stz 3,18 Royal Oman Police Admin

Royal Oman Police &salu) sl dh &
Role: .

Security Officers (a3 sigsma

Service Provider 4a:3l1 3534 Tenant salicall
New Password:
Confirm New Password:
Manager: -- Select -- s
Name:

(max 30 characters)
Email:
Company:
(max 30 characters)
Website:
Profile:
4
Status: Active " Inactive
Send user log-in via email
Figure 7

Q2/B - How to modify user or reset user password?

1. Do login

2. Click on "Users > User List’ or use search to find
the desired user

3. Click edit icon against the desired user as show
in the picture

4. Modify user information in the form (Figure 7)

5. To reset the password enter new password or
leave it blank if you don’t want to change it

6. To block/unblock a user simply select Active/
Inactive and press the button

SEARCH 2
Rola sy | Acminsrar s SeachTypecases | Name ¢ Soarch pivaso/ cad s Find cas
sigiias | woonew | [ eorrromce
USERLIST G et MR
. 2 3 4 5 6 7 8 9 cwves s ke 177 /o [1004
Page 1019 ~ Toal90 Page RecodPage
USERNAME company starus
SaimaAHatyy  OMF-4  tamoorGzed-communications.com Sohar Four Mils Acive G
SaimaAHatyy  OFM-4  tamoorGzed-communications.com Sohar Four ils Aive o
Tonant »d  SolmaAlMaity  OFM-3  taimoorGzed-communications.com  Sohar Flour Mils Aive o
Tenant st MG -5 Actve 5
Tenant et MG -4 Acive @
Tonant Ao SIUCI Sacury swei-1 Actve 1%
Industies (SIUC)
Tonant 2 stoMo-5 Actve o
Maintenancs Oman STOMO
Tenant s HshamALNOOBI  OFM-2  hisham@omanfioumils.com Sohar Fiur Mils Actve @
Tonant ~ed Eyad Raidan SPM-1 eyadaidan@sonarfoumilscom  Sohar Four Mils Actwe %
Tonant seu-s Actve o
Balsn

pey 2 3 4 5 8 7 B 9 cide
Page 10f9 an

Figure 8



Q3/A - How to modify/create Gate Pass application?

1. Do login

2. Click on ‘Application > New Application’ or
use search to find the desired application for
modification

3. Click view icon against the desired application
to view the details then press modify button
as show in the figure 9
(note: An approved/rejected application cannot
be modified)

4. Fill or update the form as shown in figure 10

GATE PASS APPLICATION

Pass Type:Temporary <33«

Applied on Nov 16, 2016 by
Shadeed gatepass

Full Name of Pass Holder

el Jalad JlSh )

ID or passport Number of Pass Holder
ol sl i) s 5l il 85

Validity period

[ERUE

Organization/Host Organization
gzl fe il

Other Documents
Al il
Telephone

s

Email
N

Close  Modify Approve  Reject

Figure 9

NEW GATE PASS

Pleas il n the folowing information

Pass Type

Vaiidity Period

Organization/Host Organization
i s

FullName of Pass Holdor
5 Bl 0 1

Teleahone:

Emel
s 20

etification

1D o passport Number of Pass Holder
B i i

Gopy of Ciil D
, ’

Passportsized Photo with a blue.

Choose File 1o fle selected

Pass For:Visitor 55

Status : Pending

Abdul Hameed

02020202
Copy of Passport Liull Jiss ox ius

Nov 17, 2016 - Nov 17, 2016
One Day

ABC Logistics

View

0000000

info@abclogistics

Delete

P, gt prg) max 1MB

background Choose file ~ (pg. ait. pg) max 1MB

B

Figure 10

Identification:Non-Resident =
e




Q3/B - How to take print out of Gate Pass?

1. Do login

2. Click on ‘Application > Application List’
or use search to find the desired application

for printing

3. Click view icon against the desired application
to view the details then press print button as
show in the figure 11

GATE PASS APPLICATION

Pass Type:Temporary <3

Applied on Nov 16, 2016 by
Shadeed gatepass

Full Name of Pass Holder
el Jalad JalS o1

ID or passport Number of Pass Holder
el Jaal il S SRl

Validity period
ES RN

Organization/Host Organization
i) Rl s )

Other Documents
Al clile

Telephone
il

Email
A

Close  Delete  Print Gate Pass

Figure 11

Pass For:Visitor 3

Status : Pending

Abdul Hameed

02020202
Copy of Passport i 3l o« iaus

Nov 17,2016 - Nov 17, 2016
One Day

ABC Logistics

View

0000000

info@abclogistics

Identification:Non-Resident <
pa

Q4 - How to export application to excel?

1. Click ‘Applications > List Applications’ Search
the application using different parameters and
press the “Export To Excel”

PORT GATE PASS USER MANUAL
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4. Royal Oman

Police (Manager)

1. How to login?
2. User
a. How to create Royal Oman Police user?
b. How to modify a Royal Oman Police user?
3. Gate Pass Application
a. How to approve/reject an application?
4. How to export application to excel?

Q1 - How to login?
1. Open the login URL

2. Enter your credentials and press ‘Sign in’
button (manager/changeme)

SOMNDR

PORT/FREEZONE

Please use below form to sign in

Username
Password
Forgot password? click here
Figure 12



Q2/A - How to create Royal Oman Police user?

1. Do login

2. Click on ‘Users > New User’

3. Provide unique username and select
a Role and create user

NEW USER

Please fill in the following information
Username:

Role: Royal Oman Police &italull cles 4 4
New Password:

Confirm New Password:

Manager: -- Select - v

Name:

(max 30 characters)

Email:
Company:
(max 30 characters)
Website:
Profile:
4
Status: Active " Inactive
Send user log-in via email
Figure 13

Q2/B - How to modify a Royal Oman Police user?

1. Click on “Users > User List’ or use search to find
the desired user

2. Click edit icon against the desired user as show
in the picture

3. Modify user information in the form figure 13

4. To reset the password enter new password or
leave it blank if you don’t want to change it

5. To block/unblock a user simply select Active/
Inactive and press the button

SEARCH <y
o3 | oyt Oman Pl i 3] Seach et [rame £ o pease o Find o
cnics | moonew | [ eworrromca
USERLIST 3= A il il
. e s e 14| s [0
company smarus
oyl O P Adnn. ROP1 oo emaiemaicom o A
oyl O P Adn. ROP2 o emaigemaiicom SR PotandFraszone At
Gonpury
o o actve
h
o .
Ramiior
Figure 14



Q3/A - How to approve/reject an application?

1. Do login
2. Click on ‘Application > Application List’
or use search to find the desired application
for printing
3. Approve Application
a. Click view icon against the desired
application to view the details then
press Approve button
b. It will open the comment box, enter
comments and then press again
"Approve” button
4. Reject Application
a. Click view icon against the desired

PORT GATE PASS USER MANUAL

GATE PASS APPLICATION
Pass Type:Temporary i Pass For:Visitor i Identification:Non-Resident :i
Applied on Nov 16, 2016 by .
tatus :
ooy Status : Pending
Full Name of Pass Holder
] ) JSH ¥ Abdul Hameed
1D or passport Number of Pass Holder 02020202
el dalal Jind) Slsa S dggell 85 Copy of Passport il s o i P
Validity period Nov 17, 2016 - Nov 17, 2016
e eae One Day /
Organization/Host Organization "
i Gy ABC Logistics
Other Documents e
oAl il
Teleph
o 0000000
Email o
L:;ISW\ ) info@abclogistics

Close Approve  Reject

application to view the details then press
“Reject” button

b. It will open the comment box and rejection
reason, select a reason for rejection provide
comments and press “Reject” button

Figure 15

Q4 - How to export application to excel?

1. Click ‘Applications > List Applications’ Search
the application using different parameters and
press the “Export To Excel”

GATE PASS APPLICATION

Pass TypeTempory <

Aopleon Now 16,2018
‘Shadoed gatepass

A8C Logistes

0000000

Figure 15
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5. Royal Oman Police

1. How to login?

2. How to approve/reject an application?
3. How to export application to excel?

Q1 - How to login?

1. Open the login URL
2. Enter your credentials and press ‘Sign in’
button (manager/changeme)

SOMNDR

PORT/FREEZONE
Please use below form to sign in

Username

Password

Forgot password? click here

Figure 16
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Q2 - How to approve/reject an application?

1. Do login
2. Click on ‘Application > Application List’
or use search to find the desired application
for printing
3. Approve Application
a. Click view icon against the desired
application to view the details then
press Approve button
b. It will open the comment box, enter
comments and then press again
"Approve” button
4. Reject Application
a. Click view icon against the desired

GATE PASS APPLICATION

Pass Type:Temporary <i s«

Applied on Nov 16, 2016 by
‘Shadeed gatepass

Full Name of Pass Holder
ol il LIS pa)

1D or passport Number of Pass Holder
ol Jabad il n ol el 8
Validity period

e eae

Organization/Host Organization
R E R W

Other Documents

oAl il

Telephone

i

Email

S 30

Close Approve  Reject

PORT GATE PASS USER MANUAL

Pass For:Visitor

Status : Pending

Abdul Hameed

02020202
Copy of Passport i s e iaes

Nov 17, 2016 - Nov 17, 2016
One Day

ABC Logistics

View

0000000

info@abclogistics

Identification:Non-Resident =
e

WAL

application to view the details then press
“Reject” button

b. It will open the comment box and rejection
reason, select a reason for rejection provide
comments and press “Reject” button

Figure 17

Q3 - How to export application to excel?

1. Click ‘Applications > List Applications’ Search
the application using different parameters and
press the “Export To Excel”

GATE PASS APPLICATION

Pass TypeTempory <

Aopleon Now 16,2018
‘Shadoed gatepass

A8C Logistes

0000000

Figure 17
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