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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 useful programs and products available to
you. Let's review together how this manual can support you in achieving your

objectives and facilitating your experience.

HRDF.ORG.SA




al_ol) QgD
auydl ojlg ol
HUMAN RESOURCES
DEVELOPMENT FUND

1. Access to the Establishment's Profile

2. The user shall access the HRDF website www.hrdf.org.sa

3. From the top window, the user shall select electronic services

4. The user shall select login option in accordance with the establishment type
Logging in for Governmental and Semi-Governmental Establishments

If the type of the establishment is a governmental or semi-governmental establishment,

(@]
the user shall select "Login — governmental or semi-governmental sector establishment
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o The system will direct the user to the login page of the governmental or semi-
governmental sector establishment

£oan

In the event that the establishment does not have an account on the electronic services,

O
the user shall select "New user? — Registration as the establishment authorized person "

= The system will review the form for the creation of an authorized person account
of a governmental or semi-governmental sector establishment

= The user shall enter all required fields

HRDF.ORG.SA
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= The user shall agree to the Terms and Conditions
= The user shall select confirm

= The system will send the verification code on the registered mobile number
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= The user shall enter the verification code consisting of

= The user shall select verify
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= The system will display the message of successful completion of the
confirmation process

Loan
0833 auully  oglall plzall mgan Jusw

Oleoll by Jaswd) whilws Je Jgnllghsiﬂl)@(uﬂ.com\,owﬂm sl e Jawgoll aulgdl JUs go dlilws Jasdd o0 b il o)

v

HRDF.ORG.SA




al_ol) QgD
auydl ojlg ol
HUMAN RESOURCES
DEVELOPMENT FUND

If there is an account for the establishment - the user shall enter the username and
password

o
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o The user will be redirected to the main establishment page in the electronic services
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Logging in for Private and Non-Profit Sector Establishments

- The user shall select "Login - Private and Non-Profit Sector Establishments"
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- The system will display the login page for the authorized persons of private and non-profit sector
establishments

- The user shall select “Login using National Unified Access”

£Han

NIC
b L Ay

Bt
Nt o 2 (e

HRDF.ORG.SA




dal_ol (9ga o

auydl ojlg ol
HUMAN RESOURCES
DEVELOPMENT FUND

- After logging in — the system will show the user the establishments authorized for him

Slisioll doild

- The user shall select the establishment he wants to access

- The system will display the main page of the establishment within the electronic services system
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2. Registration as an Academic Entity
1- After logging in to the system - the user shall select our programs and then the on-the-job training
program and then register as an academic entity
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2- The system will display the establishment data and the terms and conditions
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The user shall agree to the Terms and Conditions
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4- The user shall select “Register”
5- The system will display the registration confirmation message
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6- The user shall select “yes”
7- The system will display the registration success message
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3. College List Management

1- From our programs list , the establishment shall select College List Management
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2- The system will display the list of added colleges
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3- The system will allow adding a new college
a. The user shall select Add College
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b. The user shall select “Yes” after entering the name of the college
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c. The system will display the message of the success of adding the college at the top of the
page
n 2 ashondbe (= [ wfllsﬂ =
m Vgu:ul s (

4- The system will allow the user to activate / deactivate colleges selection
a.

activate next to the desired college
b. The system will display a window to confirm activation / deactivation

If the user wishes to deactivate / activate one of the colleges, he shall select deactivate /

HRDF.ORG.SA
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c. The user shall select “Yes” if he wants to deactivate / activate the selected college
d. The system will display the action success message at the top of the page
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5- The system will allow the user to modify colleges
a. If the user wants to modify a college, he shall select the "Edit" option.
b. The system will display the modification form
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c. The system will allow the user to modify the name of the college
d. The user shall select "Yes" if he wants to save the edit
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e. The system will display the message of the modification success
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4. Cooperative Training administrators List Management

1. From the list of our programs, the user shall select the on-the-job training program and then select
the "list of cooperative training administrators"
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2. The system will display the list of cooperative training administrators
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3. The system will enable “Adding a new Cooperative Training Administrator”
a. The user shall select “Add a new Cooperative Training Administrator”

HRDF.ORG.SA
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b. The system will display the form of adding a cooperative training administrator
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c. The user shall enter the data displayed in the form (all fields are mandatory)
i. If the user does not enter any of the fields, the system will display an error
message

A apnh Ja s sl

d. The user shall select “Save” option

e. The system will display the confirmation message on adding the cooperative training
administrator

f.  The user shall select “yes”
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g. The system will display the message of the success of the process of adding the
cooperative training administrator
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4. The system will allow viewing the information of the cooperative training administrator
a. The user shall select the “View” option from the Cooperative Training Administrators
table
b. The system will display the administrator data
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c. All fields are read-only except for college
The system will allow the user to modify the college
e. The user shall select “save” if the college has been modified or return to the previous
page
5. The system will allow the deactivation or activation of the cooperative training administrator
a. |If the user selects the option "Activate" or "Deactivate", the system will display the
confirmation message

B
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b. The user shall select “Yes” option if he wants to save the edits
c. The system will save the applicable modifications
6. The system will allow the user to delete the cooperative training administrator
a. The user shall select the "Delete™ option in case he wants to delete one of the cooperative

HRDF.ORG.SA




dal_ol (gD
auydl ojlg ol
HUMAN RESOURCES
DEVELOPMENT FUND
training administrators
b. The system will display the deletion message
x 3250 alluy
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C. The user shall select “Yes” if he wants to delete the administrator
d. The system will save changes
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5. Role of the Cooperative Training Administrator

The role of the cooperative training administrator is to manage the list of cooperative training
supervisors, review the list of nominations, assessments of cooperative training students, list of
cooperative training announcements and applications of individuals for general nhomination

Managing the List of Cooperative Training Supervisors
1. The administrator shall login in to the system from the Individuals tab
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2. The administrator will be redirected to the National Unified Access in order to enter his
data

3. The administrator will be redirected to the system

4. From the list of our ""On-the-job training' programs, the administrator shall select **List of
Cooperative Training Supervisors'
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5. The system will display the list of cooperative training supervisors
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6. The system will allow adding a cooperative training supervisor and identifying the colleges
he is in charge of while linking students to the supervisor
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7. The system will allow the cooperative training administrator to transfer students from one
supervisor to another
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Revision of Nominations List

1. From the list of our “On-the-job training” programs the supervisor shall select
“Nominations List”

v agyadh all - v lsly v Lss Jolgd

< Agdfyzall ol lasl

£ daall gud le cupsinl & I all
J4ll aaalds Asad)al
; e )23l oyl
ol Gypaall apdo Anits < azgall JEN - ol Jash pes
Oty At € £
ol Gpadil ol ey & € oljas  COdolod codelab
aylal ayl sntaliohs € HbBoed-pNdalp  gigh ) Gililclg pelaial glas pas
Al bl gl alailpacll Gl Aaite € (ubal galy  Ale jlas 1 agalle goglas
toySall ASe asjpSall ASs
ol plall 2,8l Shll Silgh stz € alelds )7 830 (5l 7 810

BT TP TP T

codelob
ag)lal aylay piae Ul a0
4 agbg ge)las 1 agalle ujlas
ol Agladisl sgaall

2. The system will display the list of nominations made by the Cooperative Training
Supervisor
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3. The system will allow the cooperative training administrator to view the nomination details
of the trainee
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Revision of Cooperative Training Student Assessments
1. From the list of our “On-the-job training” programs the supervisor shall select
“Cooperative Training Students Assessments”
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2. The system will display the list of assessments made to the students of the cooperative
training, and the administrator shall select one of the opportunities on which the students
were assessed
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3. The system will display the details of the assessments made on the trainees within the

opportunity
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4. The administrator shall select one of the assessed trainees, and the system will display the
assessment details
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Revision of the List of Cooperative Training Announcements at the University
1. The administrator shall login in to the system

2. From the list of our ""On-the-job training' programs the administrator shall select ""List of
announcements of cooperative training at the university"
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3. The system will display the list of cooperative training announcements
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4. The system will allow viewing the details of the training announcement
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Revision of Individual applications for Public Nomination
1. From the list of our “On-the-job training” programs the administrator shall select
“Individual applications for Public nomination”

sl

Y v A il v lgaly v Gss Jolgd

< Adlyzalt Sl slasn
£ daall gud le cupsinl & I all
J4ll aaalds Asad)al
; e )23l oyl
ol Gypaall apdo Anits < azgall JEN - ol Jash pes
Oty At € £
ol Gpadil ol ey & € oljas  COdolod codelab
aylal ayl sntaliohs € HbBoed-pNdalp  gigh ) Gililclg pelaial glas pas
Al bl gl alailpacll Gl Aaite € (ubal galy  Ale jlas 1 agalle goglas
toySall ASe asjpSall ASs
ol plall 2,8l Shll Silgh stz € alelds )7 830 (5l 7 810

BT TP T o

a codelob

0 U
aglal la) 330 p——
4 audbg ge)las 1 agalle gugfan
Wl Aladsl sgaall

2. The system will display the list of approving individuals' applications for public nomination
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3. The administrator shall select an application in order to view its details and see its status
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6. Role of the Cooperative Training Supervisor

The role of the Cooperative Training Supervisor is to review the list of nominations, the power
to exclude trainees and review the list of exclusion applications and the list of training
announcements in the cooperative training product, in addition to the list of individuals’
applications to join training opportunities in the cooperative training

Revision of Nominations List
1. The supervisor shall login in in to the system from the Individuals tab
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2. The supervisor will be redirected to the National Unified Access to enter his data
3. The supervisor will be redirected to the system

4. From the list of our “On-the-job training” programs the supervisor shall select
“Nominations List”
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5. The system will display the list of nominations made by the Cooperative Training
Supervisor
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6. The system will allow the Cooperative Training Supervisor to view the nomination details of
the trainee
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7. The system will allow nomination of the cooperative training students, whether individually
or collectively, through individually identifying the ID number or through uploading an
Excel file with student ID numbers. (Students shall be enrolled in an TAQAT system)
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Exclusion of Trainees

1. From the list of our “On-the-job training” programs the supervisor shall select
“Nominations List”
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2. The system will display the list of nominations made by the Cooperative Training

Supervisor
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3. The system will display the option to exclude an active trainee from any of the training
opportunities

4. The system will display the exclusion application submission form
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5. The supervisor shall fill out the form and send it for approval from the program
management
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List of Exclusion applications
1. From the list of our ""On-the-job training™ programs the supervisor shall select **List of
exclusion applications”
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2. The system will display the list of exclusion applications, review the details and status of
each application and export the applications to an Excel file
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Revision of Cooperative Training Student Assessments
1. From the list of our “On-the-job training” programs the supervisor shall select
“Cooperative Training Students Assessments”
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2. The system will display the list of assessments made to the students of the cooperative
training, and the supervisor shall select one of the opportunities on which the students were
assessed
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3. The system will display the details of the assessments made on the trainees within the

opportunity
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4. The supervisor shall select one of the assessed trainees, and the system will display the
assessment details
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Revision of the List of Cooperative Training Announcements at the University

1. From the list of our ""On-the-job training' programs the administrator shall select **List of
announcements of cooperative training at the university"
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2. The system will display the list of cooperative training announcements
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3. The system will allow viewing the details of the training announcement
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Review of Individual applications for Public Nomination
1. The supervisor shall login in to the system

2. From the list of our “On-the-job training” programs the supervisor shall select “Approve
Individuals’ applications for Cooperative Training”
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3. The system will display the list of approving individuals' applications for public nomination
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4. The system will allow the cooperative training supervisor to view the details of the

application and accept or reject it
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5. If the application is accepted, the training application shall be sent to the establishment.
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7. Creation of a Training Opportunity in Cooperative Training
Product

This feature allows the establishment authorized person to create training opportunities for the
professional experience product

1. The establishment authorized person shall open TAQAT system for establishments

2. The establishment authorized person shall login in to the system in accordance with the type of
establishment

3.

From the list of our programs, the establishment authorized person shall select the "on-the-job
training" program and select "training announcements"
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4. The system will display the list of training opportunities for the establishment with the possibility
of adding a new training announcement
Agnyaill SUlke

Adla 4 2 alda

5. The establishment authorized person shall select to create a new training announcement
o The conditions for creating a new training announcement

= The establishment shall have an existing account on the website of the Human
Resources Development Fund.

= The scope of the establishment shall be medium green and above

= The establishment shall not be among the establishments added to the blacklist

= The establishment shall have an account on the website of the Human Resources
Development Fund

= The number of trainees for each product of the on-the-job training program in the
establishment shall not exceed 10% of the total number of Saudi and non-Saudi
employees in private sector establishments, institutions, government agencies and
non-profit establishments.
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6. The system will display a new training announcement creation form (establishment data, general
information, qualifications, location and conditions of training, training benefits, application

mechanism)
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7. The establishment authorized person shall enter the general information about the training
announcement

Selecting the cooperative training product

Adding the training announcement title

Selecting the number of training vacancies

Selecting sex

Selecting training Duration

Training Description

Assignments

The academic entity
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8. The establishment authorized person shall enter the qualifications for the announcement as
follows:
a. General specialization (Mandatory)
b. Skills
c. Languages
d. Professional Certificates / Licenses
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9. The establishment authorized person shall select the location and conditions of the training

a. Type of training (Mandatory)
b. Training Period
c. location
d. Region (Mandatory)
e. City (Mandatory)
f. Street Name and Number
g. District
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10. The establishment authorized person shall enter the training benefits
a. The system will display the monthly remuneration by product
b. The system will allow the establishment authorized person to enter the remuneration
provided by the establishment (optional)

c. The system will allow the establishment authorized person to enter any other training
benefits (optional)
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11. The establishment authorized person shall review the application mechanism screen
a. The system will show the data of the authorized person with the possibility of hiding the
data from the trainees
b. The system will allow the authorized person to enter the start date of the announcement,
so the system determines the end date of the announcement after one month from the start
date of the announcement
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12. The establishment authorized person shall agree to the terms and conditions and send the
announcement

13. The announcement shall be sent to the program management for approval and its status shall be
"under approval"
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Training Applications
(This feature allows the establishment authorized person to view and review the list of training

applications sent by individuals and send an interview application or send a training offer to the
trainees)

1. The establishment authorized person shall login in to the system
2. From the list of our programs, the establishment authorized person shall select "On-the-job
training" and then select " Training applications"
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3. The system will display the list of training applications
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4. The establishment authorized person shall select a training application to review its details
5. The system shall display the details and data of the applicant selected from the above-mentioned

list
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6. The system will allow the establishment authorized person to send an interview application to the
trainee or send a training offer directly to the trainee
7. If the user selects to send the training offer
a. The system will display the window for sending the training offer
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b. The user can add notes or benefits in relation to the opportunity through the "Notes /
benefits" field
c. The user can attach files through the "Add Attachments" option

d. The user shall select "Send" to send the training offer to the trainee
e. The system will display a message to confirm the sending of the training offer
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f.  The user shall select "Yes" to send the training offer

g. The system will display the message of success of sending the training offer
s . .
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8. If the user selects "Send an interview application”
a. The system will display the form for sending an interview application
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The user shall select interview date
The user shall select interview time
The user shall enter building / floor / office number details
The user shall enter notes
The user shall select “Send”
The system will display the confirmation window on sending a personal interview
application to the trainee
h. The user shall select “Yes”
i. The system will send a personal interview application to the trainee
j-  The system will display the message of success of sending the interview application
9. In the event that the trainee accepts the training offer, the system will allow the establishment
authorized person to manage the training and appoint the trainers for the training announcement
and determine the start date of the training opportunity

Q@ -0 o0o

6. Training Management

This feature allows the establishment authorized person to manage the training in terms of
assigning the trainers to the trainees, determining the start date of the training, introducing the
preparation (for the trainees and excluding one of the trainees from the training opportunity)

Addition of a New Trainer

1. The establishment authorized person shall login in to the system
2. From the list of our programs, the establishment authorized person shall selects "On-the-job
training™ and then select "Training Management"
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3. The system will display the training management screen
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4. The establishment authorized person shall select the training opportunity from the list of training
opportunities at the establishment

The system will display the details of the training opportunity

The system will allow the establishment authorized person to add a new trainer

The user shall select "Add a New trainer"

The system will display the form of adding a trainer
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9. The user shall enter the following data

ID Type (Mandatory)

ID Number (Mandatory)

Full Name (Mandatory)

Mobile Phone Number (Mandatory)
E-mail (Mandatory)

The user shall select “Save”

The system will save the trainer’s data

@me o0 o

Modification of a Trainer’s Data

1. The establishment authorized person shall login in to the system
2. From the list of our programs, the establishment authorized person shall selects "On-the-job training"
and then select "Training Management"
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3. The establishment authorized person shall select the training opportunity from the list of training
opportunities at the establishment
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The system will allow the establishment authorized person to modify the data of any of the trainers
The user shall select “Edit Trainer Data”

The system will display the form of trainer data modification

The user shall select one of the trainers "Username™
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8. The user can edit mobile number and email only
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9. The user shall select “Save”
10. The system will save changes
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Assignment of Trainings to the Trainers

1. The establishment authorized person shall login in to the system
2. From the list of our programs, the establishment authorized person shall select "On-the-job training"
and then select "Training Management"
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3. The establishment authorized person shall select the training opportunity from the list of training
opportunities at the establishment
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4. From the list of trainees who were not assigned to any trainers, the system will display the list of
trainees who are not assigned to trainers

5. The user shall select one trainer
6. The system will allow the establishment authorized person to assign the trainer to the trainees through
the form as in the illustrative screen below
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Changing Trainer for a Trainee

1. The establishment authorized person shall login in to the system
2. From the list of our programs, the establishment authorized person shall select "On-the-job training"
and then select "Training Management"
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3. The establishment authorized person shall select the training opportunity from the list of training
opportunities at the establishment
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4. From the list of trainees assigned to trainers, the user shall select one of the trainees
5. The system will allow the establishment authorized person to change the trainer for the selected
trainee as in the illustrative screen below
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Determining Training Start Date
1. The establishment authorized person shall login in to the system
2. From the list of our programs, the establishment authorized person shall select "On-the-job
training" and then select "Training Management"
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3. The establishment authorized person shall select the training opportunity from the list of training
opportunities at the establishment
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4. The user shall select one of the trainees from the list of trainees assigned to trainers

5. The system will allow the establishment authorized person to determine the start date of the

training for each trainee as in the illustrative screen below
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Introducing Preparation for Each Trainee

1. The establishment authorized person shall login in to the system
2. From the list of our programs, the establishment authorized person shall select "On-the-job
training" and then select "Training Management"
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The establishment authorized person shall select the training opportunity from the list of training

3.
opportunities at the establishment
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4. After the start of the training, the system will allow the establishment authorized person to enter
the preparation for each trainee (from the 13th day of each month)
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Exclusion of Trainees

1. The establishment authorized person shall login in to the system
2. From the list of our programs, the establishment authorized person shall select "On-the-job
training" and then select "Training Management"
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3. The establishment authorized person shall select the training opportunity from the list of training
opportunities at the establishment
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4. The system will allow the establishment authorized person to exclude the trainee through
selecting exclude from the list of active trainees
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5. The exclusion application shall be sent to the program administration to be approved, and it will
appear in the list of exclusion applications
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List of Exclusion applications

1. The establishment authorized person shall login in to the system
2. From the list of our programs, the establishment authorized person shall select "On-the-job

training" and then select "Training Management"
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3. The system will display the list of exclusion applications for the establishment with the ability to
view the details of the application and its status and export the applications to an Excel file
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10. Contact Us

1. The user shall click on the "Contact Us" icon, so he can upload a communication request
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2. The system will display the Contact Us requests page
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3. The user can view the status of the previously uploaded communication requests or create a new

contact us requests
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4. The user shall click on the "New Contact Us Request™ icon, so the user can upload a new

communication request,
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5. The user shall select the program / objective of the communication
6. The user shall select “Client Category”
7. The user shall select “Request type”
7.1. If the request type is "Complaint"
7.1.1.The user shall select the category "Rating 1 Request Type"
7.1.2.The user shall select Category 2 Request Type

Lizo Jolgi

alyaxlt -\_,ZmL  Jeanll Gl
A 35gal jur p Sl lealinlg pSILID JLATaly asawl

*Jeaehl Ad *JLleill e weaall raolipll
bl ggi 1 uudni *ulbll ggi
“walbll ggi 2 WBulni

HRDF.ORG.SA




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

7.2. The system will display the user's most frequently asked questions
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7.3. If the user does not find an answer to their query
7.3.1.The user shall respond to “Did you get your answer among those questions”
7.3.2.The user shall answer the “why” question
7.4. The system will display the user’s data
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7.5. The system will display the Contact Us form
7.5.1.The user shall enter the title
7.5.2.The user shall enter the content
7.5.3.The user shall select to attach if he wants to attach any document
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7.6. The user shall select “Send”
7.7. The applicant will be communicated with in case of any update on the request
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