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Introduction: 

This document provides a comprehensive explanation of the services and 

programs available to individuals through the Human Resources 

Development Fund (HRDF) website. It offers a complete overview of 

how to utilize these services, with references to relevant programs and 

products that may benefit you. This manual aims to support you in 

achieving your goals and enhancing your experience with ease. 
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1. Steps to Apply for a Training Opportunity in the Professional Experience 

Program 

To apply for training opportunities in the Professional Experience Program, applicants must 

first register for the On-the-Job Training Program. 

Steps to Register in the On-the-Job Training Program 

1. The user accesses the HRDF website www.hrdf.org.sa 

2.  

3.  

4.  

5.  

 

 

 

 

 

 

 

 

6. The system displays the Professional Experience Program page on the 

(HRDF) website 

http://www.hrdf.org.sa/
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7. The system displays the following in the Program page within the 

(HRDF) website 

•  Registration Steps  

 

• Beneficiaries  
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• Eligibility Criteria 

 

• Support Mechanism 
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• Benefits of Professional Experience 

 

• Frequently Asked Questions 

 

8.  
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9. The system will then redirect users to the electronic 

services login page  
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10. The user logs into the system using the National 

Unified Access 

 

11. 

-the-Job 
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12. The system presents an overview of the program  

along with its objectives 

 

  



  

 

  HRDF.ORG.SA 

 

13. 

home page  

14. 

will display an error message as shown in the screen below  

 

15. If the user agrees to the terms and conditions and proceeds to select 

 

16. Academic 
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17. 

system will display an error message as illustrated in the screen below 

 

18. The user selects one of the following academic degrees 

(Bachelor's Student, Diploma Student, or Secondary Student) he 

wishes  

19. 

profile in the electronic services portal  

20. The system displays educational information from the Ministry of 

Education 

• If the user is not eligible to register for the On-the-Job Training Program  

i. The system will display an error message explaining the reason 

for ineligibility  
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2. Viewing Available Training Opportunities 

1. 

to Register for the On-the-  

2.  

3. The system displays a list of available training opportunities for application 
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4. Apply for a Training Opportunity - Professional 

Experience Program 

1 The user selects one of the available training opportunities within the Professional 

Experience Program for application  

 

2 The system displays details about the training opportunity, including the 

unity, and the relevant 

terms and conditions 
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3 

error message as shown in the screen below  
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4 The user agrees to the terms and conditions and proceeds by click  

5  

 

6 The system verifies the eligibility criteria associated with the Professional Experience 

Program and the training opportunity 

7 If the user fails to meet the eligibility requirements, the system displays specific 

conditions that were not satisfied, as illustrated in the example below  

 

8 Upon successfully meeting the eligibility criteria, the application for the training 

opportunity is submitted, and it appears in the list of submitted applications 
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5. Tracking Submitted Applications 

1. 

 

2. The system displays a list of training opportunities that the user has applied for, along 

with the status of each application 

 

3. If an interview request has been sent to the user, the system allows the user to view the 

details of the interview and choose to accept, decline, or request modifications 

• 

the rejection 

➢ The user clicks "Confirm"  

➢ The interview is declined, and the training provider is notified accordingly  

•  

➢ The system enables the user to submit a request to reschedule the interview 

•  

➢ The user will receive a notification confirming the acceptance of the interview  

➢  
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4. If a training offer is sent to the user for one of the opportunities they applied for, the 

system allows the user to review the training offer and decide whether to accept, 

decline, or request modifications 

• 

the rejection 

➢ The user clicks "Confirm"  

➢ The training offer is declined, and the training provider is notified accordingly  

•  

➢ 

data 

•  

➢ The user will receive a notification confirming the acceptance of the training 

offer 

➢ The training provider receives a notification confirming the trainee's acceptance 

of the training offer  
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6. Viewing the On-the-Job Training Program Dashboard 

1. From the main -the-

-the-  

2. The system presents the On-the-Job Training Dashboard, detailing the specific training 

opportunity the user is currently registered in 
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3. The system provides the trainee with the following functionalities regarding the training 

opportunity: 

• Withdraw from the opportunity 

• Review attendance records 

• Access the payment history 

• Issue a training certificate after one month or more from the start of the training  

• Issue a completion certificate upon fulfilling the evaluation requirements for the 

opportunity, trainer, and overall training experience 
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7. Evaluate the establishment, training opportunity, and the 

trainer by the trainee 

1. The user navigates to the On-the-Job Training Dashboard 

2. 

 

Trainer Evaluation 

• The system presents a form for evaluating the trainer, prompting the trainee to 

answer a series of questions; Mandatory questions must be answered; otherwise, 

the trainee will be unable to save the evaluation 
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Establishment Evaluation 

• The system presents a form for evaluating the trainer, prompting the trainee to 

answer a series of questions; Mandatory questions must be answered; otherwise, 

the trainee will be unable to save the evaluation 
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Evaluating Training Opportunity 

• The system presents a form for evaluating the trainer, prompting the trainee to 

answer a series of questions; Mandatory questions must be answered; otherwise, 

the trainee will be unable to save the evaluation 
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8. Withdrawal from the Training Opportunity - Professional 

Experience 

1. From the On-the-Job Training  

2. The system displays the withdrawal request form 

3. The user fills out the form, agrees to the stipulated terms and conditions, and submits 

the request for approval 
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9. Contact Us 

1 The user clicks on  

 

 

 

2 The system presents the Contact Us request page  

 

3 Users can check the status of previously submitted requests or create a new one 
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4  

 

5 The user selects the relevant program/ purpose for communication 
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6 The user chooses the customer category 

 

7 The user specifies the type of request 
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8  

 

9 The system displays frequently asked questions (FAQs) to the user 

 

10 If the user does not find an answer to their inquiry  

• The user responds to the question, "Did you find your answer among the 

FAQs?" 
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• 

to close the form without submitting any request 

 

• If the User Selects "No"; the system prompts the user with a follow-up question: 

 

 

• The user provides an answer to the follow-up question "Why?" 

•  
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11 The system then displays the user's information 

 

12 The system presents the Contact Us form 

• The user inputs the subject  

• The user inputs the content  

•  

 

13  
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14 The system presents the mandatory acknowledgement for the user  

 

 

15 

submission of the contact request 
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16 

message that includes the request number  

 

17 The applicant will be contacted if there are any updates regarding the request 

 

 


