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MAHARAT Program:

A training program in general skills and specialized professional skills in partnership with training agencies licensed by the
relevant authorities, and directed to job seekers and employees in the private sector.

1. Introduction
1.1. Document overview

= This document contains an integrated guide for benefiting from MAHARAT program provided by the training provider,

including the steps required for registration and use.
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2. Login steps

2.1. Log in through the Human Resources Development Fund “HADAF” website

VISIONd__Jd) 7

it S_— plachil  Ggainllgabgo  elletljSjall  iloadllg aolyll  Ggainll ge aoij §ga—io .
2L 30 English = Q 1l Sl ol

- . HUMAN RESOURCES
diaganildy ol aslool ) lizo Jolgs DEVELOPMENT FUND

KINGDOM OF SAUDI ARABIA

<ljlgo aolip

(91) igralyl cayaill aolip

63Lall baa aolip
auiljiwill S8l asleo
‘:,jglsﬂl wwadl

auigoll aypill

o103l pghi

= The user logs in “Human Resources Development Fund” website
= From the top window, the user chooses, Programs and Services > Individuals > Training > MAHARAT Program,

as shown above
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2. Login steps

2.1. Log in through the Human Resources Development Fund “HADAF” website

VISIONd__Jd) y)
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K
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= The user can register for MAHARAT program by clicking on “Register” as shown above

= The system will transfer the user to the electronic services login page
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2. Login steps

2.2. Log in through the electronic services portal

HADAF @
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= The system will show the user “Electronic Services Portal”. To complete registration, the user clicks on
“Training Providers” and enters his hame and password, as shown above.
= |f the user does not have an account, he can register by clicking on “New User? Registration as an organization

delegate”
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3. Organization file

3.1. Review the organization file
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=  After the user completes login, the system will show him the organization file and account status
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4. Training Courses

4.1. Review training courses
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. In order for the user to view the training courses, he goes to Our Programs > MAHARAT > Training Courses




4. Training Courses

4.1. Review training courses
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. The system will show the user all current, canceled or expired courses and the courses that are under review
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4. Training Courses

4.2. Add a new training course
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" To add a new training course, the user clicks on “Add a new training course” as shown above
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4. Training Courses

4.2. Add a new training course
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. The system will show the user “Terms and Conditions” until the user agrees to them and clicks “Continue.”

" An error message appears to the user if he clicks “Continue” without agreeing and acknowledging the terms

and conditions
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4. Training Courses

4.2. Add a new training course
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" The user shall fill out all the required data as shown below
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4. Training Courses

4.2. Add a new training course

e
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. The user shall fill out all the “entity details” fields, such as (attach the training license - name, number and
email of the contact person - training license expiration date)
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4. Training Courses

4.2. Add a new training course
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" The user shall fill out all the “training course details” fields, such as (skill type - course name - training

content) and other fields as shown above.
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4. Training Courses

4.2. Add a new training course

au )il aps gl Sl
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21-05-2024

" The user shall fill out all the “training license details” fields, such as (attach the training license of the training
course — expiration date of the training course license)
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4. Training Courses

4.2. Add a new training course
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" The user shall fill out all the “Training Course Plan” fields, such as (number of sessions - number of training

days - training course price) and other fields as shown above.
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4. Training Courses

4.2. Add a new training course
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=  After completing all required fields, the training course will be applied for by clicking “Send” as shown above.
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4. Training Courses

4.2. Add a new training course

§ slodcll) auwjaill 6ygall JLw)l
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. The system will show a confirmation message. To confirm sending the training course, click “Yes” as shown
above

" The system will show the user a message that “The training course has been sent for accreditation
successfully” as shown above
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4. Training Courses

4.3. Training Course Cancellation
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= To cancel the course, the user shall click on “View Details” as shown above
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4. Training Courses

4.3. Training Course Cancellation
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To cancel the training course, the user shall click on “Cancel Course” as shown above
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4. Training Courses

4.3. Training Course Cancellation

éuwjaill 6)gall clall
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. The system will show the user a confirmation message. To cancel the training course, the user shall click
“Yes” as shown above

. The system will show the user a message stating “The training course has been canceled successfully” as
shown above

21
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5. Applications for enrollment in training courses

5.1. Review the applications for enrollment in training courses
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. In order for the user to view applications for enroliment in training courses, he goes to Our Programs >

MAHARAT > Applications for enrollment in training courses
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5. Applications for enrollment in training courses

5.1. Review the applications for enrollment in training courses

" The system will show the user all applications for enrollment in training courses provided by the training entity

as shown above

" The user can view the details of the trainee enrolled in the training course by clicking on “

above.
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5. Applications for enrollment in training courses
5.1. Review the applications for enrollment in training courses
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" The system will show the user “Education Details - Job Experiences” for the trainee
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5. Applications for enrollment in training courses
5.1. Review the applications for enrollment in training courses
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" The system will show the user all enrollment applications, so that the user can accept or reject the application
to join the training course, as shown above.
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6. Schedule of training courses

6.1. Review training course scheduling
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. In order for the user to view the training course schedule, he goes to Our Programs > MAHARAT > Training
Course Schedule
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6. Schedule of training courses

6.1. Review training course scheduling

() D

. The system will show the user all training courses and their progress status, whether “cancelled - finished -

not started yet.”

. The user can schedule a new training appointment by clicking on “Add a new training appointment” as shown

above
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6. Schedule of training courses

6.2. Add a new training appointment
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https://www.udemy.com/course/mucdbmft/?utm_source=adwords&utm_medium=udemyads&utm_

" The system will show the user all the fields that he will fill out as shown above

" To add a training course date, the user shall click on “Add” as shown above
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6. Schedule of training courses

6.2. Add a new training appointment
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An error message will appear to the user when
trying to add a new training appointment, and the
session times for the training course have
already been exhausted
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" An error message will appear to the user when
trying to add a new training appointment and all
required fields have not been filled out
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6. Schedule of training courses

6.2. Add a new training appointment
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. The system will show the user a confirmation message. If the user wants to complete the procedures, he shall click “Yes” as
shown above

=  After adding a new training appointment, the system will show the user that “The training appointment has been added
successfully” as shown above

30



31

aypill ajlonll agoii Ggaio go

7. Training Management

7.1. Training courses management
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=  Sothat the user can view and manage the training courses, he goes to our programs > MAHARAT > Training
Management
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. The system will show the user all the training courses provided by the training entity and their progress status

. The user can view the details of the training course by clicking on “View” as shown above
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7.1. Training courses management
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. The system will show the user all the training courses provided by the training entity and the status of the

trainees enrolled in the course

. The user can prepare the trainee by activating the “attendance” icon as shown above
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7. Training Management

7.1. Training courses management
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. The user can add the training certificate by clicking on “Add” as shown above

" Note: The user cannot attach the training certificate before the preparation of the trainee
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7.1. Training courses management
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. The user can attach the training certificate by clicking on “Attach Certificate” and choosing a PDF file

= Anerror message will appear to the user when trying to send without adding the “Training Certificate”
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7.1. Training courses management
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. After adding the preparation by the user, he can save the modifications by clicking on “Save modifications to
attendance” as shown above.

=  After saving the modifications, a confirmation message will appear to the user. To approve the modifications,
the user clicks “Yes” as shown above
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8. Invoices

8.1. Review the invoices
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=  Sothat the user can view and manage the training courses, he goes to our programs > MAHARAT > Training
Management
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8.1. Review the invoices

mlO viyladl  ylaely v aaghgill pes aillh
+
ongl_o ojgilall alb ,ﬂ,.g._l_pﬂl 2cgall p5)
fodl bl aoud Juyl a6 algi aybi Sialailll puwdl Gl puwlll acgall ps)
&2 8)gilall 8jgilall il 6)9al 6)9al) 9HJ:IJ|
asolpoll cusi 345.00 20-09-2023 12-10-2023 sa ! 185-001
—
@ PROeUPe® 495000 20-09-2023  12-10-2023 kkk U 184-001
2olipl

Cloud & |

= asolpall Caaj 115.00 20-09-2023 12-10-2023 y duugal 178-001
computing aybul

= The user can view the list of invoices and the status of the same
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. The user can view the details of the invoice request by clicking on “Process” as shown above
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8. Invoices

8.2. Review the invoice details
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. The system will show the user the invoice details as shown above

. The user can view the “reason for rejection” by clicking on “More” as shown above
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8. Invoices

8.3. Add a new invoice
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=  The user can add a new invoice by clicking on “Add New Invoice” as shown above
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8. Invoices

8.3. Add a new invoice
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The user shall add the “Arabic course name” and “training appointment number” and then click “Create” as
shown above.
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8.3. Add a new invoice
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. The system will view “Invoice Details” and “Training Appointment Details” as shown above

J

&yl ojlgoll dpoli Goaio yo




43
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8.3. Add a new invoice
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. The system will view “Trainees Details” and “Eligibility Status” as shown above

. The user can send the invoice by clicking on “Send” as shown above
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8. Invoices

8.3. Add a new invoice
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" The system will show a confirmation message. To confirm sending the invoice for approval, click “Yes” as
shown above

" The system will show a message stating “The invoice was sent successfully” as shown above
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