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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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Dialysis Days Wage Support:
The program aims to encourage private sector establishments to employ kidney failure patients and to
help them continue in the jobs they have joined in order to achieve job stability, provided that the
Fund compensates private sector establishments for the wages of vacation days that employees take in
order to perform dialysis for blood purification.

1. Introduction

1.1. Document Overview
= This document contains a comprehensive manual to benefiting from the dialysis days wage
support program by the establishment, including the steps followed for registration and use.

2. Registration Steps

2.1. Login in the website of the Human Resources Development Fund
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= The user shall access the HRDF website

= From the upper window, the beneficiary shall select Programs > Establishments > Tamkeen >
Dialysis Days Wage Support, as shown above
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= The system will display the program page on the HRDF website
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= The user can view the steps for obtaining the service through clicking on "Steps to Obtain the

Service”
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= The user can view the information through clicking on "Information and Required Documents”
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»  The user can view the frequently asked questions through clicking on "FAQ”
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= The user can view more information through clicking on "Other”
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= The user can register in the Dialysis Days Wage Support Program through clicking on "Get the
Service", as shown above

= The system will direct the user to the login page in the employment and training system

2.2. Employment and Training System Registration Steps

HRDF.ORG.SA




T
&0l (§gx__ip
auydl ojlg ol
HUMAN RESOURCES

DEVELOPMENT FUND
i
-
P i
—=~ N
()
dsclaly il
—
1) QUL Lyt 1
el {4 Taal o rp— =)
SHallt o ady

The system will show the user the “Training and Employment System Portal”. To complete the
registration, the user shall fill in all required fields, then click on “Save and Continue”, as shown above.

The system will show the user the “Terms and Conditions”, and the user shall agree to them.

To continue registration procedure, the user shall click on "agree™, as shown above.
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= The system will show the user the “Main Establishment Data” tab, and the user shall fill in the
mandatory fields.

= The system will show the user the “Main Establishment Data” tab, and the user shall fill in the
mandatory fields.

= To continue registration procedure, the user shall click on "Save and Continue", as shown above.
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= The system will show the user the “Director General and Contact Officer Data” tab, and the user
shall fill in the mandatory fields.

= To continue registration procedure, the user shall click "Save and Continue™, as shown above.
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= The system will show the user the “Attachments” tab and the user shall attach the required
documents through clicking on “Choose File”.

= To continue registration procedure, the user shall click on "Send", as shown above.

= Note: The user can click on "Authorize" word so that it can be filled by the user and the file can
be reattached.

3. Submission of Support Request
3.1. Submitting a support request through the Training and Employment System
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= The system will show the user the Training and Employment System Portal, to continue
submitting a support request the user shall click on "Submit a support request”

= Note: The employee for whom a support request is to be submitted through the establishment
shall be registered in the HRDF's electronic services system
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= The user shall select "Program Name - Support Type - Support Request Justification - Economic
Activity" from the drop-down menus

= To complete the support request, the user shall click on "Submit a Support Request", as shown
above

= The system will show the "Electronic Support Agreement for the Dialysis Days Wage Support
Program", and the user shall agree to it through clicking on "Agree", as shown above
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= To add the employee to the support, the user shall click on "Add Employee™, as shown above
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= The user shall add the data of the employee to be added to the support through filling in all fields
such as "ID Number - Medical Report - Employment Contract™ and other fields

= After completing all fields, the user shall click on "Send", as shown above
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= To view the support request, the user shall click on "View Support Requests", as shown above

= The system will show all support requests added and the status of each request

4. Invoices Management
4.1. Submission of an invoice
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= To view the invoices, the user shall click on "Invoices management"”, as shown above

= The system will show all invoices. To create a new invoice, the user shall select the program
name through “Support Program Name” menu

= The user shall fill in "Program Name - Month and Year" and other fields

= The user shall attach the following documents "Employee's employment contract - Medical report
- Account statement”

= To complete the invoice procedure, the user shall click on "Next”
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= The user can view the invoice status through clicking on “Invoices Management”
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