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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. Steps for Applying for a Training Opportunity in the

Cooperative Training Product
To apply for the training opportunities in the cooperative training product, the seeker of training
opportunities shall register in the on-the-job training program.

Steps for Registration in the On-The-Job Training Program

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

2. From the top window, the user shall select Programs and
Services

3. The user shall select “individuals”
4. The ser shall select “Training”

5. The user shall select “Cooperative Training”
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6. The system will display the cooperative training product page on the HRDF website
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7. The system will display the following in the product page within the HRDF
website

HRDF.ORG.SA
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e Registration Steps
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e Who are the beneficiaries
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e Eligibility Controls
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e Support Mechanism

U e e ey R (3500] b e b e gl i g i S gl Wi i e,

HRDF.ORG.SA




7
a0l (§gr__ip
dupauddl ojlg ol
HUMAN RESOQURCES
DEVELOPMENT FUND

e Advantages of the Cooperative Training
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e Frequently Asked Questions
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8. Atthe top of the page, the user shall select to "Subscribe"
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9. The system will direct the user to the login page in the
electronic services
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10. The user shall login in to the system through the National
Unified Access
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11. The user shall select from the menu of our programs
"Registration in the on-the-job training"
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12. The system will show the user an overview on the program
and the objectives of the program
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13. If the user selects "Cancel", the user will be redirected to the main page of the
electronic services

14. If the user selects " Next" without agreeing to the terms, the system will display
the error message as in the screen below
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15. If the user selects to agree to the terms and conditions, he shall continue and
select “Next”

16. The system will display the academic degree selection
screen
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17. If the user selects “Next” without selecting the academic degree, the system will
display the error message as shown in the screen below
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18. The user shall select the academic degree in which he wishes to register
(Bachelor or Diploma student) and then select “Next”

19. The system will display the personal information from the beneficiary's
personal page in the electronic services

20. The system will display education information from the Ministry of
Education

e In case the user is not eligible to enroll in the on-the-job training program

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

M ol el a8 Sdnan e AN WA Dl yadl e O

o UMY S Bal Gy e 0 sl (lausy aadll v wiadit VTR p— Lot 2ot [—':,m'

e m bl

Jasuaill aaalall @all jUiss astiplt Sl

Goadll caaglaalt

WM

il pacial) aabear Al dalt

HRDF.ORG.SA




T
al_ QU Qg2 1D
dup sl o)lg_oll
HUMAN RESOURCES
DEVELOPMENT FUND

palalll Slaglas

2l &g Jngall pp

Saalt oot plall oot
Ao )| ZRUSE pad Aaalall g9
algil Sarli izt pafi

Jaaad Jasall g

AU agdalil pae il sy Jomll guly e wassill 2olije o Balaianil) Jodm s e Calousl® ssiss Jjhe
ol o s ylall _cadll alall go Jll ooy salsd alitayg afyal o Jd aoy 3909 asal syl aogall Lle sysalll piay U s

— i Ampies  COAD)

p— v e gy e PP BRSO TR P S

3} o o

et Y

N FEYE ) sgudall nayahl At 2ol A
sl Cleglaall

BAM) LSl L daal¥ o Pk s WAL Lt
el N pad ! e sat

PO T}

HRDF.ORG.SA




T
aL_oij (§ga_in
auydl ojlg ol
HUMAN RESOURCES
DEVELOPMENT FUND

21. In case of successful enrollment in the program

a. The user will be directed to the main page of the electronic services

b. The system will display the message of the success of the application for
registration in the on-the-job training program
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22. In case of successful registration in the program, the user can review the training
opportunities of the cooperative product for which he was nominated by the cooperative
training supervisor and then apply for them.
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2. Reviewing the Training opportunities

1. The user shall login in to the electronic services
2. From the menu of Training Opportunities, the user shall select "Training Opportunities"
3. The system will display the menu of available training opportunities
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3. Applying for the Training Opportunity - Cooperative Training
Product

1 The user shall select one of the available cooperative training product opportunities to apply for

by selecting “View Details” below the published training opportunity
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2 The system will display the details of the training & opportunity in terms of the

establishment data, the details of the opportunity, and the terms and conditions
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3 If the user selects to submit without agreeing to the general conditions, the system will display the

error message as in the screen below
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4 The user shall select agree to the terms and conditions and apply for the opportunity

5 The user shall select “Submit”
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6 The system will verify the eligibility requirements for the cooperative training product and the
training opportunity
7 In the event that the user is not eligible, the system will display the eligibility requirements that

the user did not exceed to the user, as in the example shown in the screen below

s AZILH Gjall lsalld a0 &

Ui 3oy oo andy Ug ¢

o Jof el cllode (flf Aaay 2T AoJAN e w2 200 b gy sill cliSey U e @

pa3yg bl Jgu & Ay adll Aoyl 6 il alell Jogedl 20 Gilgin il Aaiaall FAakil a il
ans alls Lete dathll B Gyl sl b e yad s
Fadall go LU

8 If the eligibility requirements are successfully passed, the application for registration in the
training opportunity will be sent and the registration application will appear in the menu of

opportunities applied for
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4. Following up on the Applications that Have Been Applied for

1. From the main menu, the user shall select “Training Opportunities” and then select “Applied Training

Opportunities”
2. The system will display the menu of training opportunities applied for and the status of the
application for the opportunity
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3. Inthe event that a job interview request is sent to the user, the system will allow the user to view the
details of the interview and approve, reject or request a modification to it
o If the user selects "Reject"”, the system will display the rejection confirmation message
»  The user shall select “Confirm”
»  The interview will be rejected and the training provider will be notified
o If the user selects a modification request
»  The system will allow the user to send a modification request to the interview date
o If the user selects “Accept”
»  The user will be notified of the acceptance of the interview request
»  The training provider shall be notified of the acceptance of the interview request by the
trainee
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4. In the event that a training offer is sent to the user on one of the opportunities he has applied for, the
system will allow the user to review the training offer and accept, reject or request a modification to it
o If the user selects "Reject"”, the system will display the rejection confirmation message
»  The user shall select confirm
»  The training offer will be rejected and the training provider will be notified
o If the user selects a modification request
»  The system will allow the user to send a modification request to the training offer data
o If the user selects “Accept”
»  The user will be notified of the acceptance of the training offer
»  The training provider shall be notified of the acceptance of the training offer by the trainee
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5. Reviewing the On-the-Job Training Program Data Module

1. From the main menu, the user shall select "Our Programs", then select "On-the-Job Training" and
then select "On-the-Job Training Dashboard"
2. The system will display the on-the-job training dashboard with details of the training opportunity the

user is enrolled in
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3. The system will display the details of the training opportunity and provides the trainee with the
following features
e  Opt out from the opportunity.
e View attendance record
e View payment menu
e Issuing the training certificate if one or more months have passed since the start of the
training
e Issuing the certificate of completion of the training after completing the procedures for

assessing the opportunity, the trainer and the training opportunity

HRDF.ORG.SA




7%
dal_ol (9ga o

auydl ojlg ol
HUMAN RESOURCES
DEVELOPMENT FUND

6. Assessment of the Establishment, the Training Opportunity and

the Trainer by the Trainee
1. The user shall access the on-the-job training program dashboard

2. From the section "Procedures for completing the training and obtaining the certificate of completion
of the program", the system will display the following:
Trainer Assessment

e The system will display the assessment form, so the trainee shall answer the questions. If there is

a mandatory question, the trainee cannot save the assessment until it is answered
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Establishment Assessment
e The system will display the assessment form, so the trainee shall answers the questions. If there is

a mandatory question, the trainee cannot save the assessment until it is answered
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Training Opportunity Assessment
e The system will display the assessment form, so the trainee shall answer the questions. If there is

a mandatory question, the trainee cannot save the assessment until it is answered
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Opt out from the Training Opportunity - Cooperative training
From the on-the-job training program dashboard the user shall select to submit an opt out request

The system will display the opt out request submission form
The user shall fill in the application, agree to the terms and conditions and send the application for

approval
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8. Contact Us

1 The user shall click on the "Contact Us" icon, so he can upload a communication request
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2  The system will display the Contact Us Requests page
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3 The user can see the status of the previously uploaded communication request or create a new

contact us request

HRDF.ORG.SA




T
o) §9i3—ib
auydl ojlg ol
HUMAN RESOURCES
DEVELOPMENT FUND

4 The user clicks on the "New Contact Us Request™ icon, so the user can upload a new

communication request,

5  The user shall select the program / objective of the communication
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6  The user shall select “Client Category”

7 The user shall select “Application type”
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8  The user shall select “Next”
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9  The system will display the user's most frequently asked questions
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10 If the user does not find an answer to their query

° The user shall respond to “Did you get your answer among those questions”
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. If the user selects "Yes", the system will display the "Finish™ button to close the form
without submitting any request
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o If the user selects "No", the system will display another question "Why"
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. The user shall answer the “why” question

° The user shall select “Next”

HRDF.ORG.SA




) o Y
d__oii 9gax__in
éupinl o)lg__oll
HUMAN RESQURCES
DEVELOPMENT FUND

11  The system will display the user’s data
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12 The system will display the Contact Us form
. The user shall enter the title
) The user shall enter the content
. The user shall select to attach if he wants to attach any document
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13 The user shall select “Send”
14 The system will display the mandatory declaration
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15 If the user does not agree to the mandatory declaration, the "Agree" button will be disabled and a
contact us request cannot be sent
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16 In the event that the user agrees to the mandatory declaration and the user selects "Agree", the

system will display the confirmation message, indicating the request number
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17 The applicant will be communicated with in case of any update on the request
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