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Introduction:

This document contains a comprehensive explanation of the services and programs‘
available  to  individuals  through the  Human  Resources  Development  Fund
website. We will provide you with a comprehensive overview on how to benefit
from these services with references to the wuseful programs and products available to
you. Let's review together how this manual can support you in achieving your

objectives and facilitating your experience.
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1. Access to the individual profile

2. The user shall access the HRDF website www.hrdf.org.sa

3. From the top window, the user shall select Programs > Other Programs > Job Search Support
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4. The system will direct the user to the program details page
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5. From the bottom of the page, the beneficiary can view the steps to obtain the service through
clicking on "Steps to Obtain the Service”
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6. From the bottom of the page, the beneficiary can view the required information and documents
through clicking on "Required Information and Documents”
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7. From the bottom of the page, the beneficiary can view the eligibility requirements through
clicking on "Eligibility Requirements”
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8. From the bottom of the page, the beneficiary can view the frequently asked questions through
clicking on "Frequently Asked Questions"
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9. From the bottom of the page, the beneficiary can view additional information through clicking on
"Other"
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10. The beneficiary can register in the Job Search Support Program through clicking on “Obtain
Service”, as shown above

11. The system will direct the beneficiary to the electronic services page of the HRDF
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12. The user shall select "Login Through the National Unified Access"
13. The system will display the login / registration screen through the National Unified Access
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14. The user shall enter the ID number

15. The user shall select “Login”, and then follows the rest of the user verification steps for Nafaz

16. After successful login, the system will display the home page of the electronic services system for
job search support
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2. Registration in the Job Search Support Product

1. After successful login, the user shall elect “Our Programs” from the top menu
2. The user shall select “All Programs”

3. The system will display the available programs
4. The user shall select the “Job Search Support” product
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5. The user shall select “Apply Here”
6. The system will display the product description and benefits, as well as eligibility requirements

and obligations.
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The user shall select “Apply Here”
The system will display the terms and conditions
9. The user shall agree to the terms and conditions

©

10. The user shall select “Next”

11. The system will direct the user to the education data page

12. The system will display the education data registered in the Ministry of Education
13. The system will allow the user to modify or delete any of the education data
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14. The system will allow the user to add an academic degree
o The user shall select “Add Academic Degree”
e The system will display the form for adding an academic degree
o The user shall enter the required fields

e The user shall select “Save”
15. The system will allow the user to view external data
16. The user shall select “View External Data” if the education data does not appear on the education
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17. The system will display the academic degrees in accordance with the records of the Ministry of
Education
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18. The user shall select “Reload the Data”

19. The system will update the education data on the education page

20. The user shall select “Confirm” in order to save the changes

21. The user shall select “Next” in order to go to the bank account and income disclosure page
22. The system will direct the user to the bank account and income disclosure page

23. The user shall enter the International Bank Account Number (IBAN)
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24. The user shall confirm the validity of the IBAN
25. The user shall enter the annual income information and the additional information of the income
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26. The user shall enter the applicant's family information
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e The user shall add the family members' data through selecting the "Add" option
e The system will display the family members' addition form
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e The user shall select “Save”
e The system will display the family member data entered by the user
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27. The system will display the business activity disclosure declaration
28. The user shall agree to the business activity disclosure declaration

29. The user shall select “Next” in order to go to the address page
30. The system will display the address addition form

31. The user shall enter the address details

32. The user shall select “Confirm” in order to save the entries

33. The user shall select “Next”

34. After selecting “Next” by the user, the system will initially check the eligibility of the applicant.
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35. If the applicant is not eligible, the system will display a screen showing the eligibility barriers.
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36. If the eligibility is passed, the system will transfer the user to the attachments page.
37. The user shall attach the following attachments

e The Academic Degree

e The Professional Experience

e Other
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38. The user shall select “Next”

39. The system will direct the user to the "Select a Branch / Center to Join the Service” page

40. In case the job seeker has an active trip in HADAF branches or employment centers, it will be
created remotely and does not require a visit to the branch

41. The system will display the electronic agreement for the job search support product
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42. After the user accepts and acknowledges the declaration, the system will send a verification
message to the applicant's mobile number
43. The applicant shall enter the verification code sent to him by the system and then select “Send”
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44. The system will display the message confirming the request successfully
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3. Opt out from the Product

1. After logging in to the electronic services platform for the Job Search Support Program, the user shall
select “Our Programs”, and then select “Applicant”, “Enrolled” or “Qualified”.

The system will display all programs applied for

The user shall select Job Search Support Program

4. The system will display Job Search Support Program
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The user shall select “Opt out from the Product”

The system will display a message to confirm the opting out from the program
The user shall select “Yes” if he wishes to opt out from the product

The system will send a verification code to the user's mobile number

ONo O

9. The user shall select “Send”
10. The user will have opted out from the product
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4. Contact Us

1. After logging into the system, the user shall go to the bottom of the page and select “Contact Us”
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2. The system will display the Contact Us page
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e The user shall select “Program Name” “Job Search Support"
e The user shall select “Client Category”
e The user shall select the purpose of the communication
3. The user shall select “Next”
4. The system will display the frequently asked questions about the job search support
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The user shall answer the question "Is the above information helpful?”
6. If the user selects “Yes”
e  The system will display a “Thank You!” message within the page.
o The user shall select “Cancel” to close the Contact Us form (mandatory)
7. If the user selects “No”
e The system will display another question "Please Select what Best Describes the
Information”

e The user shall select one of the displayed options (mandatory)
8. The user shall select “Send Your Feedback”
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9. The system will display the Contact Us form
10. The system will display the user's personal data, contact information and address
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11. The system will display the request details

12. The user shall enter the address (mandatory)
13. The user shall enter the text (mandatory)

14. The user shall attach the attachments (optional)
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15. The user shall select “Send”

16. The system will display a message that the request was sent successfully
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