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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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Professional Certification Program:

This program, initiated by the Human Resources Development Fund, is
designed to encourage and empower the national workforce, business
organizations, and job seekers to pursue accredited professional
certifications. Its primary objective is to facilitate the development of
skills and expertise in specialized fields that are highly sought after in the

labor market.

1. Introduction

1.1. Document Overview
» This document serves as a comprehensive guideline on how to benefit from the
Professional Certification Program, covering the necessary steps for registration and

usage.

HRDF.ORG.SA
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2. Login Steps

2.1. Logging in through the Human Resources Development Fund (HADAF)

Website
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= The user accesses the HRDF website at:

= From the top menu, the beneficiary selects Programs > Individuals > Training >

Professional Certification, as illustrated above
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*» The system will then display the program page on the HRDF website
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= At the bottom of the page, users can access the service by clicking on "Steps to Get

the Service"
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= Additionally, users can review the eligibility criteria by clicking on "Eligibility Criteria"

at the bottom of the page
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» The "FAQs" section is also available at the bottom of the page by clicking on "FAQs"
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= At the bottom of the page, user can access additional information by clicking on

"Other"
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= To register for the Professional Certification Program, beneficiary should click on "Get

Service" as illustrated above

» The system will then redirect beneficiary to the | -
LoD

of the Human Resources Development Fund

2. Login Steps
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2.2. Logging in via the National Unified Access
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» The system will display the “National Unified Access Platform” to the user. To
complete the registration, the user should click "Login via National Unified Access",

as illustrated above
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= The user will be directed to the National Unified Access Portal, where he must enter his
“National ID”" number and click Login to proceed
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= |fthe user attempts to log in without providing the “National ID” number, the system

will display an error message
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=  Upon successful login, the system will navigate the user to the “HRDF Electronic

Services”

» The useris required to complete all necessary fields viaw

W so that this information can later be reflected in the "National

Labor Portal - Tagat"

3. Applications for Direct Support

3.1. Viewing Direct Support Applications
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= The system will present a comprehensive overview of all prior support applications

to the beneficiary along with their current statuses

= Beneficiaries have the option to submit a new direct support request by selecting

"Add New Application”

HRDF.ORG.SA
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3.2. Error Messages for New Application Submission

If the beneficiary attempts to submit a direct compensation request
while having another application that is currently "Under Process", an

error message will be displayed

If the beneficiary attempts to submit a direct compensation request
while having another application that is currently "Under Process", an

error message will be displayed

3.3. Submitting a Direct Support Application
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» The individual is required to fill in the "Certificate Name" field for the certificate that have

obtained and provide any additional relevant information, if applicable

= The individual must also include "Support Details", such as the date of obtaining the

certificate/course and the associated cost, which will be used to calculate the support amount

= Note: The Human Resources Development Fund will cover up to SAR 2,000 of the support cost,

as illustrated above
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» Beneficiaries must complete all authorization fields and provide their signature
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= By agreeing to the authorization, the beneficiary grants permission to the Human Resources

Development Fund to verify the professional certificate with the issuing authority
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= Once all necessary documents are attached, the beneficiary can submit his support request by clicking on

"Submit Certificate Request"”, as illustrated above %
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= The system will then display the "Terms and Conditions", which the beneficiary must

acknowledge by activating the acknowledgement icon, as illustrated above
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= Upon completing this acknowledgement, the direct support request will be submitted by

selecting "Yes"

= After submission, the request will be forwarded to the program administration for review, where

its status will be determined as either accepted or rejected

3.4. Viewing Direct Compensation Requests
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= After the request is submitted, the system will provide the beneficiary with details of their current
request and its status, indicating whether it is an invoice under the support application, rejected

by the program administration, or currently under review

3.5. Error Messages When Submitting a Direct Support Request
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4. Training Programs

4.1. Viewing Training Programs
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Once the beneficiary has completed his personal profile, he can take advantage of

the Professional Certification Program

To explore and apply for training programs, beneficiaries should navigate to Our

Programs > Professional Certifications > Training Programs
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= The system will then display all available training courses. The beneficiary can view detailed information for
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» The beneficiary clicks "Details" to access detailed information regarding the training

course and how to apply for it

4.2. Viewing Training Program Details

TR
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= The system will present all relevant details of the training course to the beneficiary

= The beneficiary can submit a request to join the training program by clicking on

"Request Registration in the Program”
4.3. Submitting an Application for the Training Program

= Upon submitting the application, the system will prompt a confirmation message. To

finalize and submit the request, the beneficiary must click "Yes"
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= A naotification will then appear, confirming that "The support request has been

successfully submitted"
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5. Registration Requests for Training Programs

5.1. Viewing Training Programs Applied for
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» To review previous applications and their statuses, the beneficiary should navigate
to Our Programs > Professional Certificates > Registration Requests for Training

Programs

5.1. Viewing Training Programs Applied for
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= The system will display all previous and current applications

= Beneficiaries can search for specific training programs using the search feature,

selecting "Request Number - Status" from the dropdown menu, as illustrated below
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= The beneficiary can search for the training program by selecting "Request Number -

Status" from the dropdown menu
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» The beneficiary can check the status of each application, which may indicate

"Accepted - Rejected - Under Review”, as illustrated below
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The beneficiary can view the details of each training programs by clicking "Details"
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5.2. Viewing the Details of Training programs Applied for
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Qops! Sometving went wrong

= The system will showcase all necessary details, including "Certificate Information -

Training Location™
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6. Contact Us

6.1. Submitting a Contact Request
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= To submit a contact request, the user selects Contact Us > Contact Us", as illustrated

above
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*» The system will present the "Contact Us Requests" page
» The beneficiaries can view the status of their previously submitted contact requests

» To initiate a new request, the beneficiary can click on "Request a New Contact" as

illustrated above
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= Upon doing so, the system will display a series of dropdown lists that require

responses from the beneficiary
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» They must select options for "Program / Purpose of Contact" "Customer Category"

and "Type of Request"” from the dropdown menus provided
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» To proceed with creating a new contact request, the user should click "Next"
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= |f the beneficiary finds an answer, they may select "Yes" and subsequently click

"Finish" to close the form without submitting a request

™ VLNEAS B gl v Uae v Las gl b1l Ansaat) L?JJ.D
asan W Jeadl calks
lgialia alayll | sasall golll gagean Lghial ¢ Lpas el atiuul
hemaani!
Jisedill isag w00 ©
vl I s ls] s wops [t

Saliva i Jope birle) la Solons JJo
——

uw O

ALEY PN

aasnle sk luglean ©O

Lgde Camel Ll Claglealt sl a0

st

= Conversely, if they do not find an answer, they should select "No" and respond to the

follow-up question, "Why?"

= To complete the process of a new contact request, the beneficiary clicks on "Next" as

illustrated above

..... °
ﬂ vidlead  wagndlopd  ylosly v les Joigl Ayl Asacl! wm

il Sl

1000103331804/ p3)

puull

L,.uu_;.: QAAa G 0)glun

atlinll 30)U Jigall sy

01-01-1987 +966155555555

dlaaell Jolgill aanb YLV I ENTT |

iais I gl o umyazeed96@gmail.com

Jlgall psy

S Gl

HRDF.ORG.SA



/b
dal_ol (9ga o

auydl ojlg ol
HUMAN RESOURCES
DEVELOPMENT FUND

= The system will then display a "Personal Data" section, prompting the beneficiary to
specify their "Preferred Method of Contact” by selecting one of the available options,

as illustrated above.

= To proceed with creating a new contact request, the user should click "Next".
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= The system will present a "Contact Us" form, requiring the user to provide the

"subject" and "content" and to attach any relevant files, if applicable

= To submit the contact request, the beneficiary must click on "Send" as illustrated

above
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= Subsequently, the system will display a confirmation message. The beneficiary is

required to acknowledge the terms by activating the acknowledgement icon

= To finalize the procedure, the beneficiary should click on "I Agree" as illustrated

above
“
2l CU-D00YB4-TWER s by Jeal alls Jlaif ol © oo
n YORLD v a O el y ol g L o iyl icant wm
43 W Joil ulb iy Joil Sllb
pagle ciagll

n o man kst sgal QU-000%4-THZP

HRDF.ORG.SA




&_oil G9ain

&yl 5jlg_all
HUMAN RESOQURCES
DEVELOPMENT FUND

= The system will display a success message stating, "Your contact request has been

sent successfully", as illustrated above
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We are pleased to offer such a support through the HRDF's

communication channels
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