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Introduction 
[bookmark: _Toc134229120]About the System
It is an electronic system aims to regulate and facilitate the registration process of employers, submission of support applications under the training and employment program, issuance of approved requests invoices and the management of employer’s account information.
[bookmark: _Toc134229121]Objective
This system is created to provide employers with the opportunity to be registered with the Human Resources Development Fund (HRDF), apply for support applications under Training and Employment Program to benefit from the support provided by HRDF. All process and procedures became automatic and verification of the terms and HRDF related rules became automatic.
The system involves three main stages:
[bookmark: _Toc134229122]Registration
This section provides multiple options as follows:
[bookmark: _Toc134229123]Signing Up for New Users
This option allows the employer to create a unified account covers all the subsidiaries owned by the same owner number with the Ministry of Labor and Social Development and determination of the commercial register with which financial transactions will be executed. The employer here shall provide the following information:
· Log in information;
· Main commercial register information;
· General Manager and Contact Officer details; and
· Attachments.
[bookmark: _Toc134229124]Complete Signing UP (Registration)
An employer may partially sign up, enters sign up particulars, contact details (mobile number and email of contact person) and some of other required information then save them to continue signing up later.
[bookmark: _Toc134229125]Signing In for Current Users
Upon the approval of registration by HRDF, the registered employer may log in using the user name and password that were set in partial/ complete signing up process. In case of partial signing up, the user may continue filling the required information after signing in or, in case of complete signing up, proceed with available transactions such as submitting support and preparation requests, invoices, adding training programs for training institute and to manage account/ user information.
Should the user forget the password and/ or the username, the user will find a link to be served with log in data and change the password.
[bookmark: _Toc134229126]Submission of Support Applications
Support applications may be given subject to the economic activity of the employer; each activity is eligible for only one support application. Support applications are divided into two groups:
· Hemodialysis Day Wage Support Applications
In Direct Employment Support applications, the employer shall apply for employment support to employees through adding an employee with relevant details, including ID number, date of birth and date of ID expiry. Then, the system will verify the data through the National Labor Portal.
For external training applications, the employer shall apply for employment and training support to benefit from training costs and remuneration. First, the employer will identify the jobs which need training, the training institutions with which the employer had agreed as well as the required training program and then send the application without identifying the employees. Upon the approval of HRDF, the employer can then add the details of the employees, the national ID, date of birth and ID expiry date, which the system uses to connect with the National Labor Portal.
[bookmark: _Toc134229127]  Preparation and Invoicing 
This step enables the employer to prepare supported employees, who are still eligible for support along with relevant invoices and send them to HRDF to approve the invoices and pay the support to the establishment.
The system also provide the following features:

[bookmark: _Toc134228882][bookmark: _Toc134229128] Account Management
The Employer may amend/ change the account information which is divided into:
· Information that may be amended directly with no need for HRDF consent, including:
· Main Commercial Register information:
· Street;
· Block;
· District;
· City;
· P.O. Box;
· Zip Code;
· General Manager and Contact Officer details:
· Mobile number;
· Email;
· Tel – ext.; and/ or
· Fax – ext.
· Information requires HRDF branch approval. It should be sent as modification application on the system, such as:
· Name of establishment;
· Date of expiry of the commercial register or the license; and/or
· IBAN number.
Adding Training Programs (For Training Institutes)
This feature is exclusively available to employers who have facilities of economic activity as “institutes” or “non – governmental training sector” according the information registered with the Ministry of Labor and Social Development. In this case, employers may add a training program to be approved by HRDF to allow such program for establishments which need the program for its employees through External Training Support Applications.  
[bookmark: _Toc134228883][bookmark: _Toc134229129]System Users
· Employers registered under owner No 700-100 with Ministry of Labor and Social Development.
[bookmark: _Toc134228884][bookmark: _Toc134229130]System Stages
[bookmark: _Toc134228885][bookmark: _Toc134229131]Registration
This system enables employers of all types of economic activities to register/ sign up using a unified account for all the establishment owned by the same employer number with the Ministry of Labor and Social Development.
1. [bookmark: _Toc134228886][bookmark: _Toc134229132]Complete Registration of Employer
To register an establishment, the employer shall access the home page of website and follow the following steps:
· Select new user registration (sign up)
As shown in the following image:
	[image: ]

	HADAF
	Human Resources Development Fund
	Training and Employment System
	Sign up
New User?

	
	
Training and Employment System
	

	If you have an old account on Training and Employment System, select Sign in, and enter your user name and password.






Then, Registration Form will open to the employer to fill out the required information.
First, the employer should accept the e-declaration which appears at the beginning of registration form. You can only move on to the next step after accepting the declaration as shown in the image below.
[image: ]

	HADAF
Human Resources Development Fund
	Training and Employment System
	

	Declaration to use e-system by Second Party “an establishment”

	1. Second Party shall make its employees dedicated to deal with this system to attend the training sessions held by First Party to educate users how to use the sytem and features thereof, if any.
2. Second Party shall perform all transactions related to the execution of e-agreement according to e-system requirements.
3. Second Party declares its full responsibility for the authorized user acts as if they are taken by Second Party itself as well as its fully responsibility to maintain and protect the user name and password and not to disclose the pssword to any entity or other employees.
4. Second Party declaers that First Party and its personnel shall not be held liable for any losses, financial claims or others that may arise from using the password. Second Party shall also inform First Party forthwith in written of any acts indicating that the password is known for others so that First Party may take necessary actions, while Second Party shall be liable for all transactions and directives made thereby until First sParty receives the said notice and the elapse of  no more than 24 hours from receiving the written notice from Second Party to complete service suspension procedures.
5. Second Party shall obtain the computers and software wich comply at least with the minimum requirements of specifications fo the e-system.
6. Second Party warrants and represents that it does not own the intellectual propert of the e-system documents and software and not to allow to its users to copy or amend 

	√ I have read and agree to the terms and conditions and to be bound to its content.Accept




[image: ]
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	Terms and conditions:

	Article (1): E-system
1. Second Party warrants and represents its full responsibility for using, or whoever authorized thereby, the e-system and all entered data, including e-invoices.
2. Declarations included on the system shall be deemed an integral part of Second Party’s obligation after accepting them.
3. In case of any changes in the information entered on the system, Second Party shall update the same on the system.
Article (2): First Party’s Obligations:
1. Provide financial subsidy against inclusion of benefeciaries in the support programs approved under this agreement, letter of rewards, and registered users of the e-systsem.
2. Prepare the e-system to absorb registeration and processing Second Party’s information and any failure that may appear while using the system.
3. Respond to support applications submitted by Second Party hereunde, and issue letters of award upon verification of requirements fulfillment.
Article (3): Second Party’s Obligations
These obligations shall applay to all support programs referred to in Article (1) of which Second Party is obliged to perform for First Party 

	√ I have read and agree to all conditions of training and employment systemAccept

 registeration and to be bound thereto.



Afterwards, the employer should enter login information, including:
· Legal form, which is one of four options: company, individual establishment, foreign investment or non – profitable organization;
· Owner Number (100 - 700); 
· Commercial register/ license number;
· Mobile number;
· Email;
· Username;
· Password;
· Retype password;
· Verification (I am not a robot)
[image: ]
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	Login Information

	Dear Customer,
To complete registeration proces, please insert the owner’s number (100-700) and commercial register or license number for activities not requiring commercial register subject to the records of Ministry of Labor and Social Development system.

	Legal form*
	
	Number 100-700*

	Select
	
	

	It is mandatory to provide one of the following numbers*
	
	

	Main Commercial Register No.
	
	License No.

	
	Cancel
	
	Save and Continue
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[image: ]
	HADAF
Human Resources Development Fund
	Training and Employment System
	

	
	It is mandatory to provide one of the following numbers*
	
	

	Main Commercial Register No.
	
	License No.

	
	
	

	Mobile No*
	
	

	
	
	

	Email*
	
	

	
	
	

	Username*
	
	

	
	
	

	Password*
	
	

	
	
	

	
	Cancel
	
	Save and Continue
	

	Username*
	
	

	
	
	

	Password*
	
	

	
	
	

	Retype Password*
	
	

	
	
	

	
	  I am not a Robot
	




		
	Cancel
	
	Save and Continue
	






After verification of all fields and clicking “Save and Continue” icon, you will be moved to the second screen of the registration form: Main Establishment Details” which covers the following:
· Main Commercial Register/ License Details:
· Commercial Register / License number: filled from previous screen;
· Date of issue of commercial register / license
· Date of expiry of commercial register / license
· Place of issue (license only)
· Establishment Details
· Name of establishment: Retrieved from Ministry of Labor and Social Development subject to be amended by the user.
· Type of sector: Retrieved from Ministry of Labor and Social Development and may not be amended by the user.
· Scope of establishment: Retrieved from Ministry of Labor and Social Development and may not be amended by the user.
· Date of incorporation: to be entered by the user
· Size of establishment: Retrieved from Ministry of Labor and Social Development and may not be amended by the user.
· Financial Details:
· Name of bank: filled automatically after entering the IBAN number.
· IBAN number
· Address:
· Street
· Block
· District
· City
· P.O. Box
· Zip Code
As shown in the images below.
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	Main Commercial Register Details
	
	

	Main Commercial Register No:
	
	

	1010031185
	
	

	Date of Issue
	
	Date of Expiry

	
	
	

	
	
	

	Establishment Details
Establishment Name*
	
	
Sector Type

	
	
	

	
	Complete Later
	
	Save and Continue
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	Login Details
1
	Main Establishment Details 2
	General Manager & Contact Officer Details 3
	Attachments
4

		Financial Details:
	
	

	Name of Bank*
	
	IBAN No*

	
	
	

	
	
	

	Address
Establishment Name*
	
	
Sector Type

	Transaction will be completed with HRDF branches in the selected area of establishment
Street	Block*

	
	
	

	
	
	

	District*
	
	City*

	Select
	
	Select

	
	
	

	P.O. Box
	
	Zip Code*

	
	
	

	
	Complete Later
	
	Save and Continue
	






After verification of all fields and clicking “Save and continue” icon, you will be moved to the second screen of the registration form: “General Manager and Contact Officer Details” which covers the following:
· General Manager Information
· First Name
· Father’s name
· Surname
· National ID No
· ID date of expiry
· Email
· Mobile no.
· Tel (Ext.)
· Fax (Ext.)
· Contact Officer Information
· Option to select the contact officer (a person authorized by the owner or the General Manager himself). This option appears to the establishments with registration numbers starting with (100) with the Ministry of Labor and Social Development. Companies with registration numbers starting with (700) should enter contact officer details.
· First Name
· Father’s name
· Surname
· National ID No
· ID date of expiry
· Job title 
· Email
· Mobile no.
· Tel (Ext.)
· Fax (Ext.)
· 
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	Access Data
1
	Main Establishment Data
 2
	General Manager & Contact Officer Details
 3
	Attachments
4

		General Manager
	
	

	First Name*
	   Father’s name 
	Surname*

	
	
	
	
	

	
	
	

	National ID No. *
	
	ID Date of Expiry*

	
	
	

	
	
	

	Email *
	
	Mobile No. *

	
	
	

	
	
	

	Tel. *
	
	Ext.

	
	
	

	Fax *
	
	Ext.

	
	
	

	Previous
	
	
	Complete Later
	
	Save and Continue
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	Access Data
1
	Main Establishment Data
 2
	General Manager & Contact Officer Details
 3
	Attachments
4

		Contact Officer
The Contact Officer is a person authorized by the Owner*
 ◙ Identify Contact Officer   ○ Contact Officer is the General Manager

	First Name*
	   Father’s name 
	Surname*

	
	
	
	
	

	
	
	

	National ID No. *
	
	ID Date of Expiry*

	
	
	

	
	
	

	Title. *
	
	

	
	
	

	Email *
	
	Mobile No. *

	
	
	

	Previous
	
	
	Complete Later
	
	Save and Continue
	






After filling out the fields on this screen and after system verification that the entered details are true, the user should click “Save and continue” icon to move into the following screen of the registration form: “Attachments” which covers the documents that should be uploaded on the system by the user as follows:
· Main commercial license or license
· Statement of bank details attested by the bank
· The national ID of the owner
· The national ID of contact officer
· Authorization given to contact officer attested by the Chamber of Commerce (Authorization Form should be downloaded by selecting “Authorization”).
The following images show the process in details.
[image: ] [image: ]
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	Access Data
1
	Main Establishment Data
 2
	General Manager & Contact Officer Details
 3
	Attachments
4






	Attachments

	

	
Commercial Register *
	

		
	Choose File




	
Account Card issued by the bank showing the IBAN No. *

		
	Choose File




	

	

	Contact Officer national ID*
	Authorization approved by Chamber of Commerce “Authorization” *

		
	Choose File



		
	Choose File




	
	

	
	

		Previous
	
	
	Complete Later
	
	Submit
	






After uploading all required attachments and clicking “Save and continue”, the user is moved into the mobile number verification screen where a verification code is sent to the mobile number of contact officer and the user is required to enter the code in relevant field.
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	Create new entity account
Verification Code is sent to your email, please insert here*
	


In case of not receiving a verification code, please try again.

	Submit
	
	Canecl







Upon completing mobile number verification, the registration form is deemed completed and a screen pops up to the user asserting that the user should approach the branch within 30 days and submit the required documents. 
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	Dear Customer: your registeration is completed and your account is activated successsfuly, please visit HADAF branch to sign the Support Agreement and bring with you the following documents:
· Copy of the main commercial register and all branches or licenses for activities which do not require commercial register under the owner’s number registered with the Ministry of Labor and Social Development.
· Account card issued from the bank showing the IBAN number.
· Authorization attested by the Chamber of Commerce to the Contact Officer
· The national Id of the contact officer.


	Accept







[bookmark: _Toc134228887][bookmark: _Toc134229133]* Training Institutes Registration
Training institutes are registered under the same unified method of other establishments, through the owner’s number. Given the special features of training institutes, the system can identify training institutes during the registration process through the sector of owners’ establishments according to the records of Ministry of Labor and Social development. In case of establishments classified under “institutes” or “non – governmental training” sector, the owner shall attach a copy of the training license, and after completion and approval of HRDF the owner will be able to add training programs. This option is not available for other establishments.
2. [bookmark: _Toc134228888][bookmark: _Toc134229134]Partial Registration of Employer
An Employer may enter its information on the system on several stages, provided that the employer enters and saves login details.
On all registration screens following the login details screen allow the employer to save the entered information and continue later. The information is saved in complete screens except the attachment screen which saves attachments only upon complete registration.
3. [bookmark: _Toc134228889][bookmark: _Toc134229135]Signing in
Upon completing the registration process, HRDF employee checks and approves the employer information. Then, the employer may log in and access all available transactions for employers, including submission of support requests, employees’ preparation and invoicing.
Employers can log in using the user name and password entered during the registration process.
[image: ]

	Sign in

	

	User name

	

	Password

	

		 I am not a Robot




	

	Sign in

	

	Forget Sign in Details 



· [bookmark: _Toc134228890][bookmark: _Toc134229136]Forget Sign in Details
Users will have “Forget Sign in Details” option to recover forgotten user names and passwords.
Upon clicking “Forget Sign in Details” link, the user will be asked to enter the following identifying information:
· Owner number
· Main commercial register (or license number)
· Mobile number
· Email
· Verification information “I am not a robot” 
[image: ]

	Recover Sign in details

	 Owner No. 100/700*
	




	License
	Commercial Register No.

	
	
	

	Mobile No.*
	Email*

	
	

	
	

		 I am not a Robot




	

	Submit

	



If the entered information matches with the user account, the contact officer will receive an email of the new user name and password.
[bookmark: _Toc134228891][bookmark: _Toc134229137]Submitting Support applications 
Support subsidy applications are submitted on the economic activity level of the owner. The user will select “Submit support application” from the sidebar menu and fill in the following fields:
· Name of support program 
· Reasons for support program
· The economic activity
· Type of support (Hemodialysis day wage support)
Then, click “Submit Support Application” icon.




	HADAF
Human Resources Development Fund
	Training and Employment System

	
	

	  Manage Support Applications
	Submit support application

	 Manage Invoices
	Basic information of support application

	Other Support programs
	

	
	Support Program*
	Support App. Manager*
	Economic activity *
	Support Type*

	
	Select
	Select
	Select
	Select

	
	
	
	
	
	Submit


[image: ]
The user should accept the e-declaration to continue the support application.
[image: ]
	Support e-agreement for Hemodialysis Day Wage Support

	“Hemodialysis Day Wage Subsidy program subject to the terms and conditions under Ministers Council Resolution No. 107 dated 08/04/1429 AH approving a paid leave to kidney failure patients working in the private sector for days when they perform dialysis for blood purification by virtue of a medical report issued by the medical institution where he/she receives treatment exactly as state employees. HRDF will incur hemodialysis days’ wages. This program aims to allow HRDF to compensate  private sector establishments for leave days which kidney failure employees take to perform hemodialysis for blood purification subject to the following terms and conditions: Definitions: the following terms and phrases, whenever referred to herein, shall have the meanings ascribed thereto. HRDF means the Human Resources Development Fund. Resolution means Council of Ministers Resolution No. 107 dated 28/04/129 AH. Program means hemodialysis day wage support program. Candidate means an employee of the private sector who suffers kidney failure and performs hemodialysis for blood purification. Beneficiary means a candidate for whom a compensation is given to the establishment for which he/she works. Wage means the beneficiary wage as deposited into his/her account monthly. Compensation means the amount paid by HRDF to private sector establishments at the amounts and for the periods set forth in Article 3 of the regulation. Governmental sector means the governmental entities, authorities and public institutions of the government of Kingdom of Saudi Arabia. Private Sector means employers out the governmental sector, including companies and private establishments, factories, commercial and industrial shops, professional offices, charity associations, cooperative and private societies, public interest and non – profitable organizations as well as regional and international organizations. Beneficiary establishment: a private establishment which receives compensation. Applicant establishment means a private sector establishment which submits a support application to receive compensation. Support mechanism and period:


Upon accepting the agreement, the user will be moved into the screen of adding employees for support application.
Add employees screen requires the user to enter the following information of the employee:
· National ID No.
· Type of ID (Saudi male female)
· Date of birth
· Date of ID expiry
· Job title
· Work location
· City
· Workplace (in house - external)
· Salary (Basic, transport and housing)
· Registration Card of the Saudi Center for Organ Transplantation (SCOT)
· Employment Contract
The system will retrieve the general information of the employee from the National Labor Portal system, including the following information:
· Name of employee 
· Name of father
· Name of grandfather
· Surname
· CV status
· Work status
· Mobile No.
· Email
· Gender
· IBAN No.
Then, the user will click “save” icon to add the employee to support application.
[image: ]
	Add an employee

		National IDNo.*
	Type of ID*
	Date of Birth*
	ID Expiry Date*

	
	Saudi
	
	




	

		Employee No. at SCOT*
	SCOT Registration Card*

	
	Select file +       Upload file      Cancel upload

	
	




	

	Medical Report*	Employment Contract
	Select file +       Upload file      Cancel upload
	
	Select file +       Upload file     Cancel upload

	
	
	




	

	· The employee should be registered with the social insurance under the same economic activity
· The employee should be registered at the National Labor Portal (TAQAT.sa)

	Job Information

		Title*
	Search
	Job location*
	Select
	City*
	Select

	Workplace*
	Select
	
	
	
	

	Salary*
	Basic*
	Housing
	0
	Transport 0
	Search

	General Information

	Employee name
	
	Father’s name:
	Grand father’s name:
	Surname:
	






After saving the employee information, the user can add more employees following the same steps.
Upon adding all subsidy eligible employees, the user should click “Submit” icon when a system message will pop up asserting that the application is dent for HRDF review.
After adding the employees, the user will send approval request and wait for HRDF approval to start receiving support.
[bookmark: _Toc134229138]Preparation and Invoicing
Preparation and invoicing process is made on the system level. One invoice is issued covering all support applications that need to be issued or processed in certain month.
The user will firstly select “Attendance Sheets” icon, then enters the name of support program so that the information of month and year of first unprocessed support application on the same program and finally press “Proceed.”
The user will fill in the number of days of absence of employees, and any deductions with indication to the causes for reduction/ additions.
Upon completing adding of employees, the user will select “Process” to save the attendance sheet as shown in the image below. 
[image: ]
	Attendance Sheets

	Support Program Title
	Training and Employment



Month 5
Year 2014
	Procede




	Attendance Sheet
	Name
	ID No.
	Title
	(illegible)
	Absence days
	Attend.
	Support Cause
	Bsc. Sal.
	(illegible)
	
	
	
	
	




		Process 
	Cancel






A message of the number of employees subject to process will appear with “Print a statement of employees payroll” option.
	Attendance Sheet

	Processing request is successfully submitted for 1 trainer/ employee out of 1.
Please print the statement of the employees’ payroll and approve the same from the bank, and then extract a financial claim through processing a new invoice.

		Print a statement of Employees Payroll
	Cancel




	



[image: ]
		


 Name of establishment                                                                                                             Value Month  11-2016

Program Title: Direct Employment
	Sr.
	Support App. No.
	Employee. Name
	ID No.
	Training Cost
	Training Salary
	Employment Salary
	Training cost Subsidy
	Training salary Subsidy
	Employee salary Subsidy
	Deductions
	HRDF subsidy
	Total Salary deposited in employee account

	1
	383
	
	
	0.0
	0.0
	3100.0
	0.0
	0.0
	465.0
	0.0
	465.0
	930.0




	Confirm true and correct information
Establishment
Name
Title
Signature
Establishment Seal
Date: 22/11/2016
I warrant and represent that the above information is true and correct subject to the agreement signed with HRDF and I accept complete responsibility in case of false information.

		Print
	Cancel






By pressing “Print a statement” option, a screen of the employees’ payroll statement appears showing the filled in processing sheet along with the information of the establishment and bank to be printed.
To process and issue an invoice, the user clicks “Start a new invoice” which requires three types of invoice related information.
· General information (program title, month and year, invoice number)
· Invoice Details (information entered in attendance sheet)
· Attachments (Attested statement of account)
The user will select the required information and upload the attachment and finally press “Submit”.
[image: ]

		General information
	Invoice Details
	Attachments
	


Name of establishment 
	




	Program Title  
	
	Training and Employment
	

	Month – year
	
	
	

	
	
	
	

	Total value
	
	
	

	
	
	
	

	Invoice status
	
	Under processing 
	

	
	
	
	

		Next
	Cancel






[image: ]
		General information
	Invoice Details
	Attachments
	


Name of establishment                                                          Program Title: Employment related training
	




	

	Claim Month  
	
	May
	Invoice No:
	2
	

	I of 1
(Illegible)

		
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	




		Next
	Cancel






 [image: ]

		General information
	Invoice Details
	Attachments
	


Account statement – Bank deposit 
	
	Choose file




	Note: 
· Only files with the following extensions allowed: jpf, gif, jpeg, pdf
· Attachment size no more than 2 megabyte
· In case you have a problem and could not upload the attachment, please visit the nearest branch of HRDF

	
	
	
	

		Submit
	Cancel






Then, a message appears to tell the user to submit the invoice to be reviewed by HRDF.


[bookmark: _Toc134229139]System Features
[bookmark: _Toc134229140]Account Management
The employer registered on the system can change and amend its information through the system dashboard or sending an application to be reviewed and accepted or rejected by HRDF employee.
The employer can access its account information by clicking “Setup” and select first option “Amend account information” as shown below.
 
[image: ]
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	  Manage Support Applications
	
	
	Setup
	Hello
	Exit

	 Manage Invoices
	
	
	Amend account info.
	
	

	Other Support programs
	
	
	(Illegible)
	
	



Then, a screen shows all changeable information appears.
	HADAF
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	  Manage Support Applications
	
	
	Setup
	Hello
	Exit

	 Manage Invoices
	Establishment information
	Block*
	
	Street

	
	
	

	Zip code*
	
	P.O. Box*




	Other Support programs
	

	
	General Manager information
	First name*
	
	Father name
	
	Surname

	
	
	
	
	




	
		ID Expiry date*
	
	National ID No.*

	
	
	



	Email*
	
	Mobile No.*

	
	
	



	Tel.*
	
	Ext.

	
	
	




	Fax.*
	
	Ext.

	
	
	




	
	Contact Officer information
	First name*
	
	Father name
	
	Surname

	
	
	
	
	




	
		ID Expiry date*
	
	National ID No.*

	
	
	



	Email*
	
	Mobile No.*

	
	
	



	Tel.*
	
	Ext.

	
	
	




	Fax.*
	
	Ext.

	
	
	




	
		Submit 
	Cancel






The employer cannot amend/ change the following information directly. Rather, the employer submits an application enclosed with the requirement attachments to HRDF to amend/ change such information, including:
· Name of establishment
·  Date of expiry of main commercial register or license
· IBAN number
Application to change the name of establishment consists of:
· New name of establishment
· Attachments of main commercial register or license
[image: ]
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	  Manage Support Applications
	Changing required information requires system approval

	 Manage Invoices

	Other Support programs
	Name of establishment
	


Attachments
License
	
	Choose file



Commercial Register
	
	Choose file




	
	
	
	
	

	
	
	
	
	

	
	
	
	
	Submit
	Cancel




Main commercial register/ license update application consists of:
· Main commercial register (or license)
· Attachments of main commercial register or license.
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	  Manage Support Applications
	Changing required information requires system approval

	 Manage Invoices

	Other Support programs
	Commercial Register date of expiry
	


Attachments
License
	
	Choose file



Commercial Register
	
	Choose file




	
	
	
	
	

	
	
	
	
	

	
	
	
	
	Submit
	Cancel












IBAN number change application consists of:
· Name of bank
· Attachments of bank statement shows the banking details.
[image: ]
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	  Manage Support Applications
	Changing required information requires system approval

	 Manage Invoices

	Other Support programs
	Name of bank*
	


IBAN No.*
	



Attachments
License
	
	Choose file




	
	
	
	
	

	
	
	
	
	

	
	
	
	
	Submit
	Cancel
















[bookmark: _Toc134229141]Adding training programs
This feature appears only to the employers operating training institutes. This feature enables them to add training programs which other establishments would like to allow to their employees registered for external training.
Upon selecting “Add a training program”, the employer is required to accept an electronic declaration to be moved then to data filling out screen.
“Add a training program” screen consists of the following information.
· Attachment of the training entity license
· Name of training institute
· Title of program
· Support objective
· Program level
· Type of program
· Training course
· Training cost/ trainee
· Availability of training course
· Method of training
· Approval status
· Program plan
· Program content
[image: ]

	License of training entity* 
	
	Choose file




	Training Institute name*
	Select




	Program Title*
	Support object*

	
	

	Program level*
	Type of Program*

	Select
	Select

	Training period (months)
	Training cost/ trainee per month

	
	SAR

	Availability of this training
   Yes
   No
	

	 Method of training*
	
	 Practical Training
	  Others

	 Practical 
	 On the duty
	




	Training Plan  Month   Description        
	Add Description

	                         No records
	Add description

	Program Level     Content No.         Content
	

	             No Records
	Add training program,



Upon clicking “add a training program”, the application is sent to be reviewed and approved or rejected by HRDF.
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