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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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Maharat Program: 

A training program offering both general and specialized professional skills, in collaboration 

with training providers licensed by relevant authorities. The program targets job seekers 

and employees in the private sector. 
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1. Introduction 

1.1. Document Overview 

 

▪ This document serves as a comprehensive guideline for training providers on how to 

benefit from the Maharat Program, covering the necessary steps for registration and 

usage. 

2. Login Steps 

2.1. Login via the (HADAF) Website 

 

▪ Users can access the Human Resources Development Fund website  

▪ From the top bar, the beneficiary selects; Programs > Establishments > Training > 

Maharat, as illustrated above  

http://www.hrdf.org.sa/
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▪ The system will then display the program page on the HRDF website 

 

▪ 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 

 

▪ The "FAQs" section is also available at the bottom of the page by clicking on "FAQs" 
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▪ Users can register for the Maharat Program by selecting "Get the Service", as 

illustrated above 

▪ The system will then redirect users to the electronic services login page 
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2.2. Login via the Electronic Services Portal 

 

▪ The system will display the "HRDF Electronic Services" page. To complete the 

registration, users should click on "Training Providers" and enter the username and 

password, as illustrated above 

▪ If a user does not have an account, they can register by selecting "New User? 

Register as an Establishment Representative" 
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2. Establishment Profile 

3.1. Viewing the Establishment Profile 

 

 

▪ 

account status 
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4. Training Courses 

4.1. Viewing Training Courses 

 

▪ To view available training courses, users should navigate to Our Programs > Maharat 

> Training Courses 
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▪ The system will display all active, canceled, completed, and under-review courses  
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4.2. Adding a New Training Course 

 

▪ To add a new course, users should click "Add a New Training Course", as illustrated 

above 
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▪ The system will present the "Terms and Conditions", which the user must accept by 

clicking "Continue" 

▪ 

terms and conditions 

 

▪ Users must fill in all required data as illustrated below 
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▪ Users must fill in all "Provider Information" fields, such as (uploading the training 

date) 
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▪ Users must fill in all "Course Information" fields, including (skill type, course name, 

training content), and other relevant fields as illustrated above 

 

▪ Users must fill in all "Training License Information" fields, such as (uploading the 

course license and the license expiration date) 

 

▪ Users must fill in all "Training Course Plan" fields, including (number of sessions, 

training days, course price), and any additional fields as illustrated above 
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▪ After completing all required fields, users should click "Submit" to send the course 

for approval, as illustrated above 

▪ Users can also save the course data as a draft by clicking "Save as Draft"  
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▪ The system will display a confirmation message, and users should click "Yes" to 

confirm course submission as illustrated above 

▪ The system will then notify the user with the message: "The training course has been 

 

4.3. Canceling a Training Course 

 

▪ To cancel a training course, users should click on "View Details" as illustrated above 
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▪ Then, click on "Cancel Training Course" to proceed with the cancellation, as 

illustrated above 

 

 

▪ The system will display a confirmation message. To cancel the training course, the 

 

▪ The system will then confirm the cancellation with a message "The training course 

has been successfully cancelled", as illustrated above 
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5. Enrollment Requests for Training Courses 
5.1. Viewing Enrollment Requests for Training Courses 

 

 

▪ To view the enrollment requests for training courses, the user navigates to Our 

Programs > Maharat > Enrollment Requests for Training Courses 
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▪ The system will display all enrollment requests submitted to the training provider, as 

illustrated above 

▪ User can access the trainee's details by clicking as illustrated above 

 

▪ The system will present to the User the trainee's "Training Details  Work Experience" 
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▪ The user can view all enrollment requests and approve or reject the request to enroll 

in the training course, as illustrated above 
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6. Training Course Schedule 
6.1. Viewing the Training Course Schedule 

 

▪ To view the Training Course Schedule, the user navigates to Our Programs > Maharat 

> Training Course Schedule 



  

 

  HRDF.ORG.SA 

 

▪ The system will list all training courses and their progress status, whether "Cancelled 

 Completed  Not Yet Started" 

▪ To schedule a new training session, the user clicks on "Add New Training Session" as 

illustrated above 

6.2. Adding a New Training Session 
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▪ The system will display all required fields that the user needs to complete, as 

illustrated above 

▪ To add the training session date, the user clicks on "Add" as illustrated above 
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▪ The system will display a confirmation message. To proceed, the user clicks "Yes" as 

illustrated above 

▪ After successfully adding a new training session date, the system will display 

rated above 
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7. Managing Training 
7.1. Managing Training Courses 

 

 

 

 

 

 

 

 

 

 

 

 

 

▪ To view and manage the training courses, the user navigates to Our Programs > Maharat > 

Training Management 
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▪ The system will display all training courses offered by the provider, along with their current 

status 

▪ The user can review detailed information for each course by selecting "View" as illustrated 

above 
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8. Invoices 
8.1. Viewing Invoices 

 
 

 

 

 

 

 

 

 

 

 

 

 

▪ To view and manage the training courses, the user navigates to Our Programs > Maharat > 

Training Management 
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▪ The system will present the list of invoices and their respective statuses  

▪ For further details on a specific invoice, the user clicks "Action" as illustrated above 
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9. Contact Us 
9.1. Submitting a Contact Request 

 

 

▪ To submit a contact request, the user selects Contact Us > Contact Us", as illustrated above 

 

 

 

 

 


