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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 manual can support you in achieving your
objectives and facilitating your experience.
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Login on to Doroob Platform
1. The user shall access the HRDF website www.hrdf.org.sa

From the top window, the user shall select Programs and Services
The user shall select “Establishments”

The ser shall select “Training”
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The user shall select "Electronic Training Program - Doroob"
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6. The system will direct the user to the information page of the Doroob platform for establishments

on the HRDF website
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7. The user shall select "Obtain Service" icon

8. The system will direct the user to Doroob platform https://doroob.sa/ar/
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Registration in Doroob- Establishments
1. Click on the (Create Account) icon
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2. Enter the username and password of (the establishment's authorized person in the
National Unified Access Platform) in order to retrieve the establishment's data

automatically
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3. Enter the verification code sent to the mobile number registered in the platform of
the (establishment authorized person) in the temporary password field
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4, Complete the data for the company register and approve the declaration
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5. Determine the number of trainees in the establishment and add the subsidiary
establishments if any
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v Note: In the event that the establishment does not have an account in the Ministry of Human
Resources, the following steps shall be applied:

1. Click on the (Contact Us) icon
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2. Click on the (Communicate With Us) icon
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3. Click on the (Communicate With Us) icon
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Complete the data in the form with the need to add the following requirements
under the content of the message: establishment Name - Establishment
Representative Name - Establishment Representative Email - Civil Registry -

Mobile Number

It is important to provide an official authorization from the establishment to its

representative and add it in (Attachments)
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6. Click on (Send) and the request will be processed within 10 working days by the

competent department
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Login in to the Electronic Training Program - Establishments

through following the steps below:
1. Click on the Nafaz icon
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2. Enter the username and password of (the establishment's authorized person in the National
Unified Access Platform) in order to retrieve the establishment's data

automatically
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6. Enter the verification code sent to the mobile number registered in the platform of the
(establishment authorized person) in the temporary password field
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Access to the Powers of the Establishment’s Representative
1. Click on the name at the top of the page
2. A menu of a set of options will appear as follows: Profile - Dashboard - Registered Courses
— Exit
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v (Dashboard) option has a static side menu that includes the following:
= Control Panel: It displays the status of the training performance of the invited
establishment beneficiary and includes:
1. General statistics of the courses assigned to the beneficiaries
2. Training leaderboard data
3. The data of the registered trainees and this data can be exported to
external files with different extensions

v Note: All data on this page is updated twice a day at 12 pm and 12 am
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= Users: The establishment representative can grant powers to some users as
permissions: Training Supervisor - Supervisor - Administrator through following
the steps below:
1. Click on the (Invite an Employee) icon
2. Add the employee’s email in (Email) box
3. Specify the type of powers granted in the (Powers) box
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4. Click on the (Confirm) icon
5. The employee data will appear on the home page of the (users)
and their status in terms of accepting the invitation and through
the (Actions) icon can delete the user with his powers or resend
the invitation
v Note: The representative of the establishment has all the powers and can
delegate some powers to some of the employees of the establishment to
follow up the training of the beneficiaries as follows:
= Administrator. He will have all the powers of the
establishment representative
= Supervisor: He will have all the powers of the
establishment representative except for the authority to
add a subsidiary establishment
= Training Supervisor: He will have all the powers of the
establishment representative except for the authority to
add users - departments - subsidiary establishment

m
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= Sections: The representative of the establishment can create a group of
departments to classify the beneficiaries of the establishment as well as grant
powers to users on it through following the steps below:

1.

2.
3.
4

Click on the (New Section) icon

Type department name in the (Name) box

Click on the (Confirm) icon

Section names will appear on the main page of (Sections) and
through the (Actions) icon the name of the section can be modified

17
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= Programs: The establishment representative can create training programs for
beneficiaries and link them to the courses provided on the platform through
following the steps below:
1. Click on the (New Program) icon
2. Add program name in the (name) box
3. Select the image that will appear on the program card from the
(Browse Files) icon, which is not mandatory
4. Click on the (Confirm) icon
5. The training program cards will appear on the main page of
(Programs) and through the (Edit) icon, the program name and the
card image can be modified, and the program may also be deleted
through clicking on the (Delete) icon
6. You can add a path within the program either by clicking on the
program card or going to the (Paths) page from the side menu
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= Paths: The establishment representative can create training paths that contain a
set of courses through following the steps below:

1. Click on the (New Paths) icon

2. Type the path name in the (name) box

3. Type the description of the path and its purpose in the
(description) box, which is not mandatory

4. Select the image that will appear on the path card from the
(Browse Files) icon, which is not mandatory

5. Click on the (Confirm) icon

6. The path can be linked to the program through the drop-down
menu for (program), which is not mandatory

7. The course cards will appear on the main page of (Paths) and
through the (Edit) icon, the path name and card image can be
modified and linked to the programs, and the path can be deleted
through clicking on the (Delete) icon

8. You can add a course within the path either through clicking on
the path card or going to the “My Establishment Courses” page
from the side menu
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= My Establishment Courses: The establishment representative can add courses to
the establishment account through following the steps below:
Clicking on the (Add Course) icon to select a course from the platform and add it to the
beneficiaries of the establishment
Select the targeted courses from the menu of platform courses and the course can be
viewed through clicking on the course link
The courses will appear within the path and through the (Edit) icon you can edit the path
name and card image and link it to the programs, and the path can be deleted through
clicking on the (Delete) icon
v Note: There may be a restriction on the number of courses allowed to be
added to the establishment account
Click on the (Create Course) icon to add an external course
Type the name of the establishment in English in the (short name) box taking into account
the controls shown
Type an abbreviation for the content area and arrange the course in the (course number)
box, for example of a course in projects We put the abbreviation “PMP” and serial number
“01” so that the entry become “PMPO01”
Type the abbreviation of the Gregorian month and year in the (Run Course) box, for
example “APR2022"
Type the description of the course and its purpose in the (Course Description) box, which
is not mandatory
Type the course name in Arabic or English in the (Course Name) box
10. The new course will appear on the main page of (My Establishment
Courses) and through the (Edit) icon, the course description and
other data can be modified, and it is possible to go to the studio to
upload the course components through clicking on the (Go to the
Studio) icon
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Note: The (Create Course) option may not be available so it shall be
requested from the program management and it is important for the
establishment to have a specialized LMS person to be able to upload the
course components on edX Studio

Note: When creating a new course for the establishment, it is important
to ensure that the (Hours of Effort for Each Week) field of the course is
filled in at edX Studio

Note: Trainees can be added to each course through clicking on the course
name or card image

Note: The course can be added to a specific path through the (Paths) icon
in the side menu and then select the path and click on it
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= Groups: The establishment representative can create a number of training groups
that have commonalities in the skills and knowledge targeted by the development
so that the beneficiaries of the establishment can be classified through following
the steps below:
1. Click on the (New Group) icon
2. Type the group name in the (Name) box
3. Type the group description in the (Group Description), box which
is not mandatory
4. Click on the (Confirm) icon
5. Click on the (Add Trainees) icon to add trainees to this training
group and you can select trainees individually, select all, or search
for them
6. Click onthe (Add Trainees by Department) icon if the trainees are
already classified in sections
7. Group names will appear on the main page of (Groups), and the
number of trainees in each group can be known and the name of
the group can also be modified through the (Procedures) icon
8. Note: It is important to add the establishment trainees from the
(Trainees) icon in the side menu before working on the groups
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» Trainees The representative of the establishment can add and invite all the
beneficiaries of the establishment through following the steps below:
1. Click on the (Invite Trainees) icon
2. Download the sample excel file from the link (Click Here to
Download the Form) in order to include the data of all
beneficiaries and it is important to ensure that the data is correct
and complete as the system will not accept incomplete information
3. Click on the (Browse Files) icon to upload the beneficiary data file
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= Reports: The establishment representative can follow up on the performance of

the beneficiaries through following the steps below:

1. Advance Report: It shows general information about the trainees' performance and the
report file can be downloaded in PDF or Excel

2. Detailed Report: It shows detailed information about the trainees' performance for each
course assigned to them and the report file can be downloaded in PDF or Excel
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» Subsidiary Establishments: The establishment can add its subsidiary
establishments through following the steps below:

1.
2.

w

Click on the (Invite Subsidiary Establishments) icon

A menu of subsidiary establishments will appear and the target
establishment will be selected and its email will be entered

Click on the (Add) icon

The establishment will appear on the home page of (Subsidiary
Establishments) and its status in terms of accepting the joining
request and the email can be modified or the invitation can be
resent to the establishment
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e The (Profile) option includes the following:

= (Change Password) icon for the establishment’s account

(Edit Email) Icon for the establishment representative account
= Information about the company’s owner

Information about the company
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= User Information (Establishment Representative)

= (Update data from the National Unified Access) lcon where the data that

cannot be edited will be updated automatically
= (Save) icon to confirm that the data is correct
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v The (Courses Registered) option which show all the courses that have
been registered by the account holder as an individual. If there are
courses assigned by the establishment you are affiliated to, the word
(Assigned) will appear on the course card
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v The (Exit) option shall be used to securely exit the account
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Access to the Powers of the Establishment Supervisor and the

Powers of the Training Supervisor
To access the powers of the establishment supervisor and the powers of the training supervisor, the same
steps mentioned above can be followed
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Contact Us

1. Through the top bar, the user shall select “Contact Us”

Colal allolll 8 | JguSIiE Ll e

ol cilpgr + Azt

4 :J. LS
Lidghao SoLLUI 6L maic maco Lol
GILsll Juo 16 jg3 9

98Il cwyaill asibgll aniall

- T

2. The system will display the Contact Us page, through which the user can:
= Contact us through support channels
= Inquiry about request status
= File a complaint
= Making a Suggestion
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3. Click on the (Communicate With Us) icon
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4. Completing the data in the form
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5. Click on (Send) and the request will be processed within 10 working days by the
competent department
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We are pleased to provide support through the Fund's

channels
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