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User Manual

1. Roles description

2. Applicant

3. SOHAR Port Authority

4. Royal Oman Police (Manager)

5. Royal Oman Police
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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

	 c. User can take print out of Temporary Gate Pas

1. Roles Description
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2. Applicant

Q1 - How to login?	

	 1. Open the login URL
	 2. Select type ‘Port’ from the dropdown item 
	 3. Enter your credentials and press ‘Sign in’ button

Q2 - How Apply for Port Gate Pass?	

	 1. Login
	 2. Fill the ‘Online Gate Pass’ form
	 3. Submit the application

Figure 1

Figure 2
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SOHAR FREEZONE INVESTOR GUIDE

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

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

Figure 3
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SOHAR FREEZONE INVESTOR GUIDE

Q4 - How Apply for Port Gate Pass? CONTD.	

	 3. �Below popup will appear, with displaying  
your last ten (10) applications

Figure 4

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

Q5 - How to cancel an active Gate Pass?	

Please refer to question 4-4

Q5 - How to take print of Temporary Pass	

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

	 1. �Whenever your Temporary gate pass is approved 
you will receive an email notification along with 
attached Gate Pass. Download that attachment 
and take print out. 

	 2. �There are some cases when Temporary Gate  
Pass will be approved instantly, in such case a 
download link will be provided on  
Thank You page.

Figure 5
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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)

Figure 6
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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

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

Figure 8
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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

Figure 9

Figure 10



3130

PORT GATE PASS USER MANUAL

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

Figure 11

Q4 - How to export application to excel?	

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

Figure 12
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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

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

Figure 14
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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 

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

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”
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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)

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 

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

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”
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