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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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Accessing the Establishment's Profile

1. The user accesses the HRDF website W

2. From the top menu, the user clicks on "Electronic Services"

3. The user is prompted to select the login option as per the establishment type

Login for Government and Semi-Government Establishments

= The user selects "Electronic Services"

» The system redirects the user to the page for selecting the Establishment type

» For government or semi-government establishment, the user selects "Login -

Government or Semi-Government Establishment"

HRDF.ORG.SA
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= The system will then direct the user to the login page for government or

semi-government establishment

SCH

= |f the establishment does not have an existing account in the electronic
services, the user clicks on "New User? - Register as Establishment

Representative"

= The system displays the account creation form specifically for

government or semi-government establishment

= The user fills out all required fields

HRDF.ORG.SA
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= The user agrees to the terms and conditions
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= The user clicks "Confirm"
= A verification code will be sent to the registered mobile number

= The user enters the verification code

= The user clicks on "Verify"
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» The system will confirm the successful completion of the verification

process with a message
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» For establishment that already have an account - the user enters the

username and password
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» The system then redirects the user to the home page of the establishment

within the electronic services
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Login for Representatives of Private and Non-Profit Establishment

- The user selects "Electronic Services"

IR gl axa
- The system redirects the user to the establishment
L
type selection page
yp pag
o natal o Sdond
- The wuser selects "Establishments - Login -
Establishments" jl r: ’.:‘
- The system displays the login page for '
representatives of private and non-profit g

establishments

- The user clicks on "Login via National Unified

Access"

HRDF.ORG.SA
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- After successful login - the system presents the list of establishments that the user is

authorized to access

Slisiol) 4ol

- The user selects the establishment he wishes to access

- The system displays the home page for the selected establishment within the

electronic services system
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Creating a Training Opportunity in the Professional

Experience Program

This feature enables the authorized representative of an establishment to create

training opportunities under the Professional Experience Program

1. The authorized representative accesses the Tagat System for establishments
2. The authorized representative logs into the Tagat system as per establishment type
3. From the "Our Programs” menu, the representative selects the “On-the-Job Training”

program and then “Training Announcements”
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4. The system displays the establishment's available training opportunities, with an

option to add a new training announcement
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5. The representative selects “Create New Training Announcement”
o Conditions for Creating a New Training Announcement

= The establishment must have an account on the (HRDF) portal.

= The establishment must not be listed on the HRDF's blacklist

= The establishment must have an account on the (HRDF) portal

= The total number of trainees for each Program within the On-the-Job
Training program must not exceed 10% of the establishment's total
workforce, including Saudi and non-Saudi employees, in private sector
establishments, governmental entities, or non-profit establishments.

= The establishment's size and its economic activity must not be

restricted from participating in the Professional Experience program

HRDF.ORG.SA
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6. The system will then present a form for creating the new training announcement,

which includes: (Establishment Information - General Information - Qualifications -

Training Location and Conditions - Training Benefits - Application Process)
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7. The representative enters general information about the training announcement
a. Selecting the Professional Experience Program
b. Adding the title of the training announcement
c. Adding the number of available training slots
d. Selecting the gender
e. Defining the training duration
f. Providing a training description

g. Outlining the tasks involved
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8. The representative also enters the required qualifications, such as:
a. General specialization
b. Skills
c. Languages

d. Professional Certifications / Licenses

3032 AU olel

Saapes
*: pladl s
=
= 8 sl -
i
Shigal
AR s o dilgo
il b cAige 11 elod Jouy
Cralk
P LTIV sl
bl e G L el paney
gl Jigall Sdulglis
el tnsdh, blgall sl

ol 28 Ollgh 1+ asloh e

HRDF.ORG.SA




Lol 99axin

&yl 5jlg_all
HUMAN RESOQURCES
DEVELOPMENT FUND

9. The representative selects the training location and conditions, including:
a. Training Type
b. Training Duration

c. Location
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10. The representative proceeds to enter the training benefits
a. The system displaying the monthly benefits as per each program
b. The system allows the representative to enter the benefits provided by the
establishment (Optional)

c. The system allows the representative to enter the other training benefits

(Optional)
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11. The representative reviews the application process screen
a. The system displays the representative's information with the option to
conceal these details from the trainees
b. The system allows the representative to enter the start date for the
announcement, after which the system automatically sets the end date to

one month from the announcement date
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12. The representative agrees to the terms and conditions before submitting the

announcement

13. The announcement is sent to program management for approval, and its status will
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be "Pending Approval"

Training Application Requests
(This feature enables the representative to review the list of training requests
submitted by individuals, assess them, and send a request for a personal interview or a

training offer to the trainees)

1. The representative logs into the system
2. From the "Our Programs” menu, the representative selects “On-the-Job Training”

and then “Training Application Requests”
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3. The system displays the list of training requests
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4. The representative selects one of the training requests to review its details
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5. The system allows the representative to send a personal interview request to the

trainee or a training offer
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6. If the trainee accepts the training offer, the system enables the representative to
manage the training, assign trainers to the training announcement, and set the start

date for the training opportunity
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Managing Training
This feature allows the representative to manage training by assigning trainers to

trainees, setting the training start date, and providing preparations (specific to the

trainees, and excluding any trainee from the training opportunity)

Adding a New Trainer

1. The representative logs into the system

2. From the "Our Programs” menu, the representative selects “On-the-Job Training”

and then “Training Management”
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3. The system displays the training management screen
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4. The representative selects the training opportunity from the list of available training

opportunities
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5. The system displays the details of the training opportunity

6. The system allows the representative to add a new trainer
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Modifying Trainer Information

1. The representative logs into the system
2. From the “Our Programs” menu, the representative selects “On-the-Job Training” and then

“Training Management”
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3. The representative selects the training opportunity from the list of available training
opportunities
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4. The system allows the representative to modify the details of a trainer
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Assigning Trainers to Trainees

1. The representative logs into the system

2. From the “Our Programs” menu, the representative selects “On-the-Job Training” and

then “Training Management”

) ol gtball oilius
e
VADRDN  yaely  yukBelll gy by Las Jolgd wm
Rabgll pes sliwioll walo

ple aubyy lle!

ﬂ s welnll fluall pcs

Ailgeally JoRa N gkc sl

Ayalizalll o aladit

it ol
Aggdradll oilel - < sl ) e wigpacl
Gl e padat sl < iljlas
siaaltagal < alsgi asliy
Aual 41 Angs el = Colalualt g Goalaudl peoi prs
agcatll Cilly < Cileldl

idaniea

HRDF.ORG.SA




dal_ol (gD
auydl ojlg ol
HUMAN RESOURCES
DEVELOPMENT FUND

3. The representative selects the training opportunity from the list of available training

opportunities
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4. The system allows the representative to assign trainers to the trainees
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Changing the Trainer for a Trainee

1. The representative logs into the system

2. From the “Our Programs” menu, the representative selects “On-the-Job Training” and

then “Training Management”
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3. The representative selects the training opportunity from the list of available training

opportunities
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4. The system enables the representative to change the assigned trainer for a specific

trainee
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Setting the Training Start Date

1. The representative logs into the system
2. From the "Our Programs” menu, the representative selects “On-the-Job Training”

and then “Training Management”
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3. The representative selects the training opportunity from the list of available training

opportunities
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4. The system allows the representative to specify the start date for training for each

trainee
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Providing Preparations for Each Trainee

1. The representative logs into the system

2. From the "Our Programs” menu, the representative selects “On-the-Job Training”

and then “Training Management”
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3. The representative selects the training opportunity from the list of available training

opportunities
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4. Once training commences, the system permits the representative to input the

necessary preparations for each trainee
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Excluding a Trainee

1. The representative logs into the system
2. From the "Our Programs” menu, the representative selects “On-the-Job Training”

and then “Training Management”
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3. The representative selects the training opportunity from the list of available training

opportunities
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4. The system allows the representative to exclude a trainee
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5. Arequest for exclusion is forwarded to program management for approval and will

be displayed in the exclusion requests list
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Exclusion Requests List

1. The representative logs into the system

2. From the "Our Programs” menu, the representative selects “On-the-Job Training”

and then “Training Management”
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3. The system displays a list of exclusion requests for the establishment, allowing users
to view details and statuses for each request, as well as export the requests to an

Excel file
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1. Contact Us

1. The user clicks on the “Contact Us” icon to initiate a Contact Us request
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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
o had
Les Jolp
.
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5. The user selects the relevant program/ subject for the communication
6. The user chooses the customer category
7. The user specifies the type of request
7.1. If the request type is "Complaint"
7.1.1. The user selects “Classification 1 - type of request”
7.1.2.The user selects “Classification 2 - type of request”
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7.2. The system displays frequently asked questions (FAQSs) to the user
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7.3. If the user does not find an answer to their inquiry
7.3.1.The user responds to the question, "Did you find your answer among the
FAQs?"
7.3.2. The user provides an answer to the follow-up question "Why?"

7.4. The system then displays the user's information
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7.5. The system presents the Contact Us form
7.5.1.The user inputs the subject
7.5.2. The user inputs the content
7.5.3. The user may “attach” any relevant documents, if applicable
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7.6. Finally, the user clicks “Send”

7.7. The applicant will be contacted if there are any updates regarding the request
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