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

objectives and facilitating your experience.
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Institutions for Strategic Partnership Program

The program aims to train and employ job seekers in specific specialties available to private sector
establishments in one of the training providers licensed by the Technical and VVocational Training
Corporation as non-profit training providers under employment contracts with the private sector
with financial support from the Fund in accordance with the approved support mechanism

1. Introduction

1.1. Document Overview
= This document contains a comprehensive manual to benefiting from the Institutions for

Strategic Partnership Program by the establishment, including the steps followed for

registration and use.
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2. Registration Steps

2.1. Login in the website of the Human Resources Development Fund
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= The user shall access the HRDF website
= From the upper window, the beneficiary shall select Programs > Establishments >

Tadreeb > Institutions for Strategic Partnership, as shown above


http://www.hrdf.org.sa/
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2. Registration Steps

2.1. Login in the website of the Human Resources Development Fund

English
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= The system will display the program page on the HRDF website
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2. Registration Steps

2.1. Login in the website of the Human Resources Development Fund
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= From the bottom of the page, the user can view the steps to get the service through

clicking on "Steps to Obtain the Service"
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2. Registration Steps

2.1. Login in the website of the Human Resources Development Fund
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= From the bottom of the page, the user can view the Frequently Asked Questions through

clicking on "Frequently Asked Questions"
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2. Registration Steps

2.1. Login in the website of the Human Resources Development Fund
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= From the bottom of the page, the user can view additional information through clicking on "Other"
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2. Registration Steps

2.1. Login in the website of the Human Resources Development Fund
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= The user can register in the Institutions for Strategic Partnership Program through clicking on

"Obtain the Service", as shown above. The system will direct the user to the login page in the

Employment and Training System
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2. Registration Steps
2.2. Registration through the Employment and Training System

HUMAN RESOURCES
DEVELOPMENT FUND
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= The system will show the user the "Terms" to be agreed by the user through clicking "I
have read all the terms, and | agree to abide by what is stated in them", as shown above

= To continue, the user shall click on "Agree", as shown above.
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2. Registration Steps
2.2. Registration through the Employment and Training System
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= The system will show the user "Registration Conditions" to be approved by the user
through clicking on "I have read all registration conditions", as shown above

= To continue, the user shall click on "Agree", as shown above.
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2. Registration Steps
2.3. Filling in Establishment Data
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=  The system will show all fields to be filled by the user such as “Establishment Name - Sector Type” and
other fields

= When the user shall click on the "Legal Form" field, the drop-down menu will appear
so that the user can select the applicable selections
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2.3. Filling in Establishment Data
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= The system will show all fields to be filled by the user such as "Commercial

Registration Number - License Number" and other fields
= After completing all the fields, the user shall click on "Register” to complete the

registration procedure in the Employment and Training System
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2. Registration Steps
2.3. Filling in Establishment Data

online.hrdf.org.sa says

= An error message will appear if there is any increase or decrease in the IBAN

online hrdf.org.sa says
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= An error message will appear if the "Establishment Name" field is not filled in

= An error message will appear when registering an establishment name that is contrary

to the name recorded in the Commercial Register

onlinehrdf.org.sa says
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= An error message will appear if you fill in the Commercial Register number incorrectly

online hrdf.org.sa says
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= Anerror message will appear if you fill in the IBAN incorrectly and do not mention the

"Country Code"
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2. Registration Steps
2.3. Filling in Establishment Data
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= The system will show the "Establishment declaration of the accuracy and validity of
data”, and to register the establishment, the user shall agree to the declaration through
activating the declaration icon

= After agreeing to the declaration, to complete the registration, the user shall click

"Agree", as shown above

3. Applying to the Institutions for Strategic Partnership Program
3.1. Submission of Support Request
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After the user has completed the registration of his establishment, the user can now
benefit from the program (Institutions for Strategic Partnership)
To benefit from the program, the beneficiary shall go to "Submit a new support

request"

17
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3. Applying to the Institutions for Strategic Partnership Program

3.1. Submission of Support Request
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= The system will display the "General Data" tab, and the user shall fill all the

required fields

= The user shall select the "Institutions for Strategic Partnership Program" through
the "Support Program Name" menu

18
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3. Applying to the Institutions for Strategic Partnership Program
3.1. Submission of Support Request
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=  The system will display the “List of Agreement Deliverables”, as shown above
= To add a job, the user shall click on “Add New Job”, as shown above
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3. Applying to the Institutions for Strategic Partnership Program
3.1. Submission of Support Request
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= The system will display the "General Data" tab
= The user shall fill in all fields such as “Training Salary - Employment Salary" and
other fields
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3. Applying to the Institutions for Strategic Partnership Program

3.1. Submission of Support Request
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= The system will display the "Support Mechanism Summary" tab
= The system will automatically show the user "Salary Support Percentage -
Maximum Duration of Support™ and other fields
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3. Applying to the Institutions for Strategic Partnership Program
3.1. Submission of Support Request
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= The system will display the “Training Data” tab
= The system will display the list of training programs, and the user shall select one of
the training programs
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3. Applying to the Institutions for Strategic Partnership Program
3.1. Submission of Support Request
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. The system will display the "Job Description” tab
=  The user shall fill in the “Serial Number” and “Job Description - Tasks”
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3. Applying to the Institutions for Strategic Partnership Program
3.1. Submission of Support Request
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= The system will display the “Key Financial Indicators” tab for the surveying
= To continue adding the job, the user shall click on "Add Job", as shown above.
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3. Applying to the Institutions for Strategic Partnership Program
3.1. Submission of Support Request
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= The system will show all the jobs added by the user
= To send the request for approval by HRDF, the user shall click on "Send to HRDF", as

shown above

25
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4. Direct Linkage to the Job Seeker
4.1. Linking the Job Seeker
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= After the jobs have been sent to the fund, the user can link the employees to the jobs
already added through clicking on the "Direct Linkage to the Job Seeker", as shown
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4. Direct Linkage to the Job Seeker
4.1. Linking the Job Seeker

= After the jobs are approved by the Fund, the system will display the "Support
Request Menu"., and the user shall select the previously added "Job Title" and
select the "National ID Number" of the employee to be hired, which has already
been added, in addition to selecting the "Actual Start Date", as shown above

= After completing all fields, the user shall click on "Send", as shown above
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5. List of all employees
5.1. Review of the Status of Employees
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= After the employees have been sent for acceptance, the user can review the status of the
employees through clicking on "List of all employees", as shown above

= Note: The method of registering the end of the services of the employee resigned from the
establishment shall be finished before preparing the time and attendance schedule for the
invoice in accordance with the following:

1. Click on “List of All Employees”
2. Update the data of the employee whose service is to be terminated

3. Registering the end of service in accordance with the date of exclusion in the social
insurance and stating the reason

4. Click on “Update and Save”
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5. List of all Employees

5.1. Review of the Status of Employees
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The system will display a "list of all Employees”, and the user can review the status
of each individual through the "Linkage Status", as shown above, whether they are

"accepted - unaccepted”
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6. List of Time and Attendance Schedules
6.1. Review of Attendance and Time Data
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= After the employees have been accepted, the user can review the status of
attendance and time through clicking on "Time and Attendance Schedules”, as
shown above
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6. List of Time and Attendance Schedules
6.1. Review of Attendance and Time Data
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= The user can make sure that all eligible employees have been added to the support
through clicking on "Employee Payroll Statement™ (1)
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6. List of Time and Attendance Schedules

6.1. Review of Attendance and Time Data
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6. List of Time and Attendance Schedules
6.1. Review of Attendance and Time Data
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7. Employees Payroll Statement
7.1. Printing Employees Payroll Statement
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= The user shall click on "Print" and then the name and signature of the employee responsible
for preparing the statement shall be typed, after that the statement shall be stamped with the
company's stamp so that the form is saved and attached

= Important Note: The net salaries transferred to the employees' accounts shall be matched
with the (total salary transferred to the employees' account). Accordingly, the authorized
employee of the company shall sign and acknowledge the validity of the information
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8. Invoices Details
8.1. Adding Invoices Details

= Steps for Preparing a Financial Claim "'Support™

= After the end of the calendar month and the delivery of salaries to employees, you
shall follow the steps below:

1. Preparing the time and attendance schedule for employees through the system

Preparing a new invoice

1. Attaching the employee payroll statement within the claim to HADAF website
trough scanning .

=
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= After completing the time and attendance schedule for the employees, the user can add a
new invoice through clicking on "Prepare a New Invoice", as shown above
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8. Invoices Details
8.1. Adding Invoices Details
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= The user can select "Support Request Number”, "Invoice Number" to be prepared and "Claim

Month", as shown above
= To continue “Preparing the Invoice”, the user shall click on "Invoice Details” tab, as shown

above.
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8. Invoices Details
8.1. Adding Invoices Details
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= The system will show the user the menu of "Invoice Data" such as "Number of Days of
Attendance and Absence", "Training and Employment Salary" and other fields, as shown

above
= To continue “Preparing the Invoice”, the user shall click on "Attachments” tab, as shown

above.
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Invoices Details
8.1. Adding Invoices Details

The user shall attach the "Bank Deposit" or "Report from the Wage Protection
Transfer System (Madad)" through clicking on "Browse", as shown above
Attachment of the receipt of the training costs from the Institute that shall be
stamped and specified (in the name of the establishment, the total amount, the
month, the year and the number of trainees)" in the event that there are training
costs due in the training support phase, through clicking on "Browse", as shown
above

To send, the user shall click on "Add", as shown above.

Important Note: In the event that there are due training costs, they shall be attached
to the field designated for the training costs receipt attachment that will be made
available by the system through the attachments icon (especially for external
training programs and non-profit institutes)
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8. Invoices Details

8.1. Adding Invoices Details
= In order to attach documents in accordance with the formats compatible with the

Training and Employment System (ETS), we hereby review the following:

= After logging to the website and when preparing invoices, this screen will appear

= Fill in the general data and invoice data and then click on “Attachments” in
preparation for the process of uploading the documents, provided that their format
shall be compatible with the formats below

= Note: PDF is the best format through which documents can be merged into one file

with the least size
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We are pleased to provide support through the Fund's
channels
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