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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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1. Steps to Apply for a Training Opportunity in the Graduate
Development Program (Tamheer)

To apply for training opportunities in the Graduate Development Program, applicants must

first register in the On-the-Job Training Program.

Steps to Register in the On-the-Job Training Program

1. The user accesses the HRDF website

2. From the upper navigation bar, the user selects

“Programs and Services”
3. The user then selects “Individuals”

4. The user selects “Training”

o= Q s - 2w ] e W b RSB i ——
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5. The system displays the Graduate Development Program page on the

(HRDF) website
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6. The system displays the following in the Program page within the

(HRDF) website

e Registration Steps

Bk ol sy b, o by 3 bl

——t L

— R

e Target Audience for the Graduate
Development Program
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¢ Eligibility Criteria
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e Support Mechanism
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o Benefits of Graduate Development Program
(Tamheer)
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¢ Frequently Asked Questions

Taunist i palys g Lo

rdual o il dlisal ‘e’ Anied adpall Lnd Ypun ajk Jo

Toussiall ale plas e Shical “utow” Ausial dgall e Jpute 2k Jo

Topniad dusta] ohitie pue b Bloat a0 1ike

it o g sy siadl gl dhdeal Tanm” Atk whaaldl dyms et pil Je

Tonrndl swhn) dorran o) dhdisall S W el

7. At the top of the page, the user selects “Subscribe”
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8. The system will then redirect users to the electronic

services login page
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9. The user logs into the system using the National

Unified Access
~ Jlay
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10. From the “Our Programs” menu, the user selects

“Register for On-the-Job Training”
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11. The system presents an overview of the program

along with its objectives
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12. If the user selects “Cancel”, he will be redirected to the main electronic

services page

13. If the user selects “Next” without accepting the terms, the system

will display an error message as shown in the screen below

® Sl pladf po bt ¢ basdll Jic adsbanll o 2 8, e @

n i Umetis  CORD)
el el e Cana! o sl s ek wadi e ol « Lol
)
Jaaaalll Aalall aznl! Auy 2ol S

2ol e 650

14. If the user agrees to the terms and conditions and proceeds to select

“Next”

15. The system will display the “Select Academic

Degree” screen
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16. If the user clicks “Next” without choosing an academic degree, the

system will display an error message as illustrated in the screen below
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17. The user chooses one of the following academic degrees
(Bachelor's Student, Diploma Student) he wishes to register in

and selects “Next”

18. The system displays the user’s personal information from their

profile in the electronic services portal

19. The system displays educational information from the Ministry of

Education
o If the user is not eligible to register for the On-the-Job Training Program

i. The system will display an error message explaining the reason

for ineligibility

HRDF.ORG.SA




T
al_ QU Qg2 1D
dup sl o)lg_oll
HUMAN RESOURCES
DEVELOPMENT FUND

83 g2l datl 2l s s wi atb sl S0l Wl Joe O ~
W0 AU s AR G e L0 e (A0t ket o N VANdD ndd ohesy  ofmuen M Laiod w:a

e aiig imd !

Jaalt s e 500 b Jiaail * Jaal ol A oyl « Laaly

i (2] o

ool apalail 2l jlusl 2ot oL

Auduil| cleglaall

JRAN) 8k« daask Suad an el

Sital aoall

wall Ghaal
palalll Slaglas

2alll Mgy Jdngall g

Saaalt oot plad oot

A )| 7RUSE pad Aaalall g9

Al sali adzt adi

Janadt Jazall g

tSadal Hae

esigell ae as

AU st tl pax ol ¥ wlisg Jowll gul) e aniaid el o 83laianll) Jdage s e Collpunl iy
il o s olall _cadll alall ga Jull oty salsd allbay; afual Jlo Jid asy 3005 asal agyiall aopsll le apsalll piay U s

- _ o

HRDF.ORG.SA




T
aL_oij (§ga_in
auydl ojlg ol
HUMAN RESOURCES
DEVELOPMENT FUND

N s Tl Ay By gttt

3 O U

N FEYP ) sguball nagafl Ayl 2ot A
sl Cheglaall

BAM) sl ok WPk Ak AL Lt
! e sat

P g

HRDF.ORG.SA




. /a
al_ol) QgD
&y il 5)lgall
HUMAN RESOURCES
DEVELOPMENT FUND

20. Upon successful registration in the program

a. The system then redirects the user to the home page of the electronic

services

b. The system displays a confirmation message indicating that the
registration request for the On-the-Job Training Program has been

successfully processed
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21. Once registered, the user can browse available training opportunities and

submit applications accordingly
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2. Viewing Available Training Opportunities

1. The user logs into the electronic services
2. From the training opportunities menu, the user selects “Training Opportunities”

3. The system displays a list of available training opportunities for application
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3. Apply for a Training Opportunity in the Graduate Development
Program (Tamheer)
1 The user selects one of the available Graduate Development opportunities by clicking

"View Details" below the published training opportunity
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2 The system displays details about the training opportunity, including the

establishment’s information, specific details of the opportunity, and the relevant

terms and conditions
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3 Ifthe user selects “submit” without accepting the terms, the system will display an

error message as shown in the screen below
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4 The user agrees to the terms and conditions and proceeds by clicking “Submit”

5 The user selects “Submit”
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6 The system verifies the eligibility criteria associated with the Graduate Development
Program and the training opportunity
7 If the user fails to meet the eligibility requirements, the system displays specific

conditions that were not satisfied, as illustrated in the example below
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8 Upon successfully meeting the eligibility criteria, the application for the training

opportunity is submitted, and it appears in the list of submitted applications
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4. Tracking Submitted Applications

1. From the main menu, the user selects “Training Opportunities” followed by “Training
Opportunities Applied for”

2. The system displays a list of training opportunities that the user has applied for, along with
the status of each application

Han
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3. Ifaninterview request has been sent to the user, the system allows the user to view the
details of the interview and choose to accept, decline, or request modifications
o Ifthe user selects “Decline,” the system presents a confirmation message regarding
the rejection
»  The user clicks "Confirm"
» The interview is declined, and the training provider is notified accordingly
e Ifthe user selects “Request Modification”
»  The system enables the user to submit a request to reschedule the interview
e Ifthe user selects “Accept”
»  The user will receive a notification confirming the acceptance of the interview

»  The training provider will be informed of the user's acceptance
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4. If a training offer is sent to the user for one of the opportunities they applied for, the
system allows the user to review the training offer and decide whether to accept,
decline, or request modifications
o Ifthe user selects “Decline”, the system presents a confirmation message regarding

the rejection
»  The user clicks "Confirm"
»  The training offer is declined, and the training provider is notified accordingly
o Ifthe user selects “Request Modification”
»  The system enables the user to submit a request to modify the training offer’s
data
e Ifthe user selects “Accept”
»  The user will receive a notification confirming the acceptance of the training
offer
»  The training provider receives a notification confirming the trainee’s acceptance

of the training offer
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5. Viewing the On-the-Job Training Program Dashboard

1. From the main menu, the user selects “Our Programs” followed by “On-the-Job Training”

and then “On-the-Job Training Dashboard”

2. The system presents the On-the-Job Training Dashboard, detailing the specific training

opportunity the user is currently registered in
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3. The system provides the trainee with the following functionalities regarding the training
opportunity:
o Withdraw from the opportunity
e Review attendance records
e Access the payment history
e Issue a training certificate after one month or more from the start of the training
e Issue a completion certificate upon fulfilling the evaluation requirements for the

opportunity, trainer, and overall training experience
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6. Evaluate the establishment, training opportunity,

and the trainer by the trainee

1. The user navigates to the On-the-Job Training Dashboard
2. Under the section titled “"Actions Required to Complete Training and Obtain the

Completion Certificate”, the following are displayed:

Trainer Evaluation

o The system presents a form for evaluating the trainer, prompting the trainee to
answer a series of questions; Mandatory questions must be answered; otherwise,

the trainee will be unable to save the evaluation
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Establishment Evaluation

¢ The system presents a form for evaluating the trainer, prompting the trainee to
answer a series of questions; Mandatory questions must be answered; otherwise,

the trainee will be unable to save the evaluation
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Evaluating Training Opportunity

¢ The system presents a form for evaluating the trainer, prompting the trainee to
answer a series of questions; Mandatory questions must be answered; otherwise,

the trainee will be unable to save the evaluation
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7. Withdrawal from the Training Opportunity - Graduate
Development Program (Tamheer)
1. From the On-the-Job Training Dashboard, the user selects “Request Withdrawal”

2. The system displays the withdrawal request form

3. The user fills out the form, agrees to the stipulated terms and conditions, and submits

the request for approval
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8. Contact Us

1 The user clicks on the “Contact Us” icon to initiate a Contact Us request

N vauunigpetl vy v

2 The system presents the Contact Us request page
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3 Users can check the status of previously submitted requests or create a new one
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4  To submit a new request, the user clicks on the “New Contact Us Request” icon

- B 11-

5 The user selects the relevant program/ purpose for the communication
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6 The user chooses the customer category

7  The user specifies the type of request
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8 The user clicks “Next”
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9 The system displays frequently asked questions (FAQs) to the user
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10 If the user does not find an answer to their inquiry

. The user responds to the question, "Did you find your answer among the

FAQs?"
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o If the User Selects "Yes"; the system displays an “End” button, allowing the user

to close the form without submitting any request
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o |f the User Selects "No"; the system prompts the user with a follow-up question:
“Why?”

2333 i Yail wilb

el s | axaak el (ophly keytal g iyl 2k aule
Sl Clrpazs — [y

Usdall! by s @

Sllr Jlat s 25 O

e  The user provides an answer to the follow-up question "Why?"

. The user clicks “Next”
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11 The system then displays the user's information
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12 The system presents the Contact Us form
° The user inputs the subject
° The user inputs the content
. The user may “attach” any relevant documents, if applicable
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13  Finally, the user clicks “Send”
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14 The system presents the mandatory acknowledgment for the user
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15 Ifthe user does not agree; the “Agree” button will be disabled, preventing the

submission of the contact request
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16 If the user agrees; upon selecting “Agree”, the system displays a confirmation

message that includes the request number
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17 The applicant will be contacted if there are any updates regarding the request
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