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1.0 General Information

Objective of the guide

This document aims to give an overview of the licenses issuance and renewal to an Istiqdam companies and offices.

Overview
This service was created to clarify how to apply for license issuance to an Istigdam company or apply for license

renewal to an Istigdam company

How to organize the document
This guide contains 3 sections: general information, how to apply for license issuance to an Istigdam, and how to

apply for license renewal to an Istigdam.
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2.0 Login

The user can login to the website of the Ministry of Human Resources and Social Development (HRSD) in one of

the two ways as in Figure I, when successfully login, the system will transfer the user to the control panel.

® The user enters to HRSD's website, and login using the username and password that was created on
HRSD's website.

® The user can log in through single sign-on.
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Illustration I: Login page on the E-services system
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3.0 Service to apply for license issuance to an Istiqgdam company

The user can access the service as shown in the following figure:
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Illustration 2: Selecting the service for license issuance to an Istigdam company

After clicking on “Apply for license issuance to an Istigdam company”, the user will be transferred to the screen

on which he/she will accept the terms of service as follows:
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Illustration 3: Terms of Service
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Illustration 4: Agree to the terms of service

Then the system displays the application data to be completed by the user, where the type and category of

license is selected, the applicant’s Wasel data, the contact information of the applicant and the work office, and

then the user clicks on “Send” as follows:
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Illustration 5: Data of the application for license issuance
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4.0 Service to apply for license renewal to an Istiqgdam company
This service is available to the representative of the establishment who has the authority over the service,

provided that the activity of the establishment is among the activities for which the service is available

The representative of the establishment selects the service from the establishment services section as follows:
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Illustration b: Accessing the facility license renewal service

After clicking on "Start Service", the user will be transferred to the screen on which he/she will accept the

terms of service as follows:
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Illustration 7: Terms of the Service
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Illustration 8: Agree to the terms of service

Then the system will display the application data to be completed by the user as follows:
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Illustration 9: Fill in the license renewal application data
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