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“User Guide for the Online Training Program Service

“Monshaat”
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¢ Online Training Program Service - Monshaat

The service aims to support establishments by providing their own accounts on the

online training program platform, which allows establishments to do the following:

v Invite the establishment’'s employees and classifying them into groups.

v' Create training paths from the training content available on the platform in a way
that suits the establishment’s training needs.

v' Assigning training content or training paths to an employee or a group of the
establishment’s employees.

v" Follow up on the training performance of the establishment’'s employees.

e Accessing the Online Training Program Service - Monshaat by Following the

Next Steps:

1. Access the link https://www.doroob.sa/ar/

Al olyga > auwyail sl Sl ~ auyjail olygall d;ll"cz)lcjﬂ?)

2. Click on the (Monshaat) icon at the top of the Homepage.

1. Click on the (Create an Account) icon.



SURIEY, h T2

oA 1yl aypinll a)lgell dr0i Ggaio o

ition s sl B

J““” e - acgiliaeUul  ~  sAuidicolea  ~ duall Sljluisll E - LAt cgad d;li‘gcjwa

2. Enter the username and password of (the establishment’s authorized person in the

National Single Sign-On platform) to retrieve the establishment’s data automatically.
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3. Enter the verification code sent to the mobile number registered on the platform

belonging to the (establishment’s authorized person) in the temporary password box.
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4. Complete the company’s registry data and accept the declaration.
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5. Determine the number of trainees in the establishment and add the subsidiary

establishments if they exist.
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v' Remark: If the establishment does not have an account with the Ministry of Human

Resources, the following steps will be applied:

1. Click on the (Call Us) icon.
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2. Click on the (Contact Us) icon.
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3. Click on the (Request a Service) icon.
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4. From the (Program Name) list, select (Online Training Program “Doroob”), and then

click on (Upload a Ticket).
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5. Complete the data in the form, with the need to add the following requirements in
the (Text) box, which are: Name of the Establishment - Name of the Establishment
Representative - Email of the Facility Representative - Civil Registration Number -

Mobile Phone

6. It is important to provide an official authorization from the establishment to its

representative and to add it in the (Attachments).

Jsasll ggi 20lipll pul

allugll go Ayl

* ISyl sl * Jall pual

7. Click on (Submit), and the request will be processed within 10 working days by the

relevant department.



SURIEY, h T2

oA 1yl aypinll a)lgell dr0i Ggaio o

NECEVINTERTTIEN ol oLl v amdecgid ol v seselE il oiljga v dwggail Oljluedl  was oludadl v dyyail Gljgall a;li_gcj)}?_’

Jooadl i

2. Enter the username and password of (the Establishment’s authorized person in the

national Single sign-on platform) to retrieve the establishment’s data automatically.
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3. Enter the verification code sent to the mobile number registered on the platform
and belonging to the (establishment’'s authorized person) in the temporary password

box.
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* To access the establishment representative’s powers, follow the next steps:
1. Click on the name at the top of the page.

2. A list of a group of options will appear, namely: Profile - Control Panel - Enrolled

Courses - Logout
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v' (Control Panel) option, which contains a fixed side menu that includes the

following:
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= Control Panel: which reviews the status of training performance for the

establishment’s invited beneficiaries, and includes:
1. General statistics for the courses assigned to beneficiaries.
2. Training leaderboard data.

3. Data of enrolled trainees. This data can be exported to external files with different

extensions.

Remark: All data on this page is updated twice a day at 12:00 midday and 12

midnight.

gy

I @

= Users: The establishment representative can grant powers to some users, such as:
Training Supervisor - Supervisor — Administrator Powers by following the next

steps:
1. Click on the (Invite an Employee) icon.

2. Add the employee’s email in the (Email) box.
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3. Select the type of powers granted in the (Powers) box.

4. Click on the (Confirm) icon.

5. The Employee’s data will appear on the Homepage of (Users) and their status in
terms of accepting the invitation. Through the (Actions) icon, you can delete the user

with his or her powers or resend the invitation.

v Remark: The establishment representative has all the powers, and can delegate
some powers to some of the establishment’s employees to follow up on training the
beneficiaries as follows:

= Administrator: who will have all the powers of the establishment representative

= Supervisor: who will have all the powers of the establishment representative except
the power to add a subsidiary establishment.

» Training Supervisor: who will have all the powers of the establishment representative

except the power to add Users - Sections - a Subsidiary Establishment.
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= Sections: The establishment representative can create a group of sections in which
the establishment’s beneficiaries can be classified, as well as grant powers to users

over this group by following the next steps:
1. Click on the (New Section) icon
2. Write the name of the section in the (Name) box.
3. Click on the (Confirm) icon

4. The names of the sections will appear on the Homepage of the (Sections) and you

can modify the name of the section through the (Actions) icon.
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= Programs: The establishment representative can create training programs for
beneficiaries and link them to the courses offered on the platform by following the

next steps:
1. Click on the (New Program) icon.
2. Add the program name in the (Name) box.

3. Choose the image that will appear on the program card from the (File Viewing) icon,

which is not mandatory.
4. Click on the (Confirm) icon.

5. The training program cards will appear on the Homepage of (Programs), and
through the (Modify) icon, you can modify the name of the program and the card

image, as well as delete the program by clicking on the (Delete) icon.

6. A path can be added within the program either by clicking on the program card or

going to the (Paths) page from the side menu.
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» Paths: The establishment representative can create training paths that contain a

set of courses by following the next steps:
1. Click on the (New Path) icon.

2. Write the path name in the (Name) box.

3. Write a description of the path and its purpose in the (Description) box, which is not

mandatory.

4. Choose the image that will appear on the path card from the (File Viewing) icon,

which is not mandatory.

5. Click on the (Confirm) icon.
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6. The path can be linked to the program through the drop-down menu of the

(Program), which is not mandatory.

7. The training path cards will appear on the Homepage of (Paths), and through the
(Modify) icon, you can modify the name of the path, the card image, and linking with

the programs. The path can also be deleted by clicking on the (Delete) icon.

8. A course can be added inside the path either by clicking on the path card or going

to the (My Establishment’s Courses) page from the side menu.
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» My Establishment’s Courses: The establishment representative can add courses to

the establishment’s account by following the next steps:

1. Click on the (Add Course) icon to select one of the platform’s courses and add it to

the establishment’s beneficiaries.

2. Select the targeted training courses from the platform’s courses list. The course can

be viewed by clicking on its link.

3. The training courses will appear inside the path; and through the (Modify) icon, you
can modify the path name, the card image, and the linking with the programs, and

you can also delete the path by clicking on the (Delete) icon.

v' Remark: There may be restriction on the number of courses allowed to be added

to the establishment’s account.

4. Click on the (Create a Course) icon to add an external course
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5. Write the name of the establishment in English in the (Abbreviated Name) box,

taking into account the rules mentioned.

6. Write an abbreviation for the content field and the course order in the (Course
Number) box, for example, a course in projects, where we put the abbreviation PMP

and the serial number 01 so that the entry becomes PMPO1.

7. Write the abbreviation of the Gregorian month and year in the (Running the Course)

box, for example, APR2022
8. Write a description of the course and its purpose in the (Course Description) box.
9. Write the name of the course in Arabic or in English in the (Course Name) box.

10. The name of the new training course will appear on the Homepage of (My
Establishment’s Courses); and through the (Modify) icon, you can modify the course
description and other data. You can also go to the studio to upload the course

components by clicking on the (Go to Studio) icon.

v" Remark: the option (Create the Course) may not be available. So, it must be
requested from the program administration. It is important that the establishment
has a person specialized in (Learning Management System “LMS") of e-learning

systems to be able to upload the course components on edX Studio.
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v Remark: it is important when creating a new course for the establishment to
ensure that the (Hours of Effort Exerted Each Week) field for the course on edX
Studio is filled in.

v Remark: the trainees can be added to each course by clicking on the course name
or the card image.

v' Remark: the course can be added to a specific path through the (Paths) icon in the

side menu, then select the path and click on it.
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= Groups: The establishment representative can create a number of training groups
that have commonalities in the skills and knowledge targeted from development
so that the establishment’s beneficiaries can be classified into them by following

the next steps:
1. Click on the (New Group) icon.
2. Write the group name in the (Name) box.

3. Write the description of the group in the (Group Description) box, which is not

mandatory.

4. Click on the (Confirm) icon.
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5. Click on the (Add Trainees) icon to add trainees to this training group. You can

select the trainees individually, select them all, or search for them.

6. Click on the icon (Add Trainees by Section) if the trainees are already classified into

sections.

7. The names of the groups will appear on the Homepage of (Groups); and you can
know the number of trainees in each group, and also modify the group name using

the (Actions) icon.

8. Remark: It is important to add the establishment’s trainees from the (Trainees) icon

in the side menu before working on the groups.
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» Trainees: The establishment representative can add and invite all the

establishment’s beneficiaries by following the next steps:

1. Click on the (Invite Trainees) icon.
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2. Download the Excel file form from the link (Click Here to Download the Form) to
insert the data of all beneficiaries. It is important to ensure the validity and

completeness of data as the system will not accept incomplete information.

3. Click on the (File Viewing) icon to upload the beneficiaries’ data file.
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= Reports: The establishment representative can follow up on the performance of
the beneficiaries by following the next steps:

1. Advanced Report: It shows general information about the trainees’ performance;

and the report file can be downloaded in PDF or Excel format.

2. Detailed Report: It shows detailed information about the trainees’ performance for

each course assigned to them. The report file can be downloaded in PDF or Excel

format.
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= Subsidiary Establishments: An Establishment can add its subsidiary establishments

by following the next steps:

1. Click on the icon (Invite Subsidiary Establishments)
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2. A list of the names of subsidiary establishments will appear, and the targeted

establishment is selected, and its email address is entered.
3. Click on the (Add) icon.

4. The Establishment will appear on the Homepage of (Subsidiary Establishments), as
well as its status in terms of acceptance of its request to join. The email can be

modified or the invitation can be resent to the establishment.
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e (Profile) option, which includes the following:

* (Change Password) icon for the establishment account.

*= (Modify Email) icon for the establishment representative’s account.

= Company owner’s information.

= Company’s information.

»= User's information (Establishment Representative)

» (Update Data from Single Sign-On) icon, where data that you cannot modify will be
updated automatically.

= (Save)icon to confirm the validity of the data.
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v" Option (Enrolled Courses) which shows all courses that the account holder has
been enrolled in as an individual. If there are courses assigned by a subsidiary

establishment, the phrase (Assigned) will appear on the course card.
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v (Logout) option is used to safely logout from the account.
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4. To access the establishment supervisor’'s powers and the training supervisor’s

powers, you can follow the same steps mentioned above.



