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Preface:

Based on the Kingdom's Vision 2030 and directions towards improving work efficiency and
increasing the effectiveness of projects according to the needs of the national economy, the
Ministry of Finance launched a comprehensive guide to activate electronic services to benefit

from its services and view it in detail.

Boarding order Service

Description

This service enables government sector employees to issue a boarding and booking order on
flights directly and electronically through ETIMAD platform.

Workflow

[ ) . .

logging through ® ®
apply a new filling all apllying a new NAFATH platform for logging through
request requirements passenger service Government ETIMAD platform

Employee




instructions guidance

logging to Passenger service via EITMAD platform

using the below link to login to ETIMAD platform

https://etimad.sa

Login to EITMAD platform
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click on ETIMAD for individual
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Then click on 'Login’ icon at the top, then click on ‘Individuals' icon, then the login page will
appear through the National Portal, which need to enter your ID number, password, verification

code and click on ‘Login’ icon.
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Contact information

The government employee must fill in the contact information for the first time using ETIMAD
platform, in order to take full advantage of the passenger services through the platform.
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profile

government employee must update his profile when using ETIMAD platform for the first time, in
order to fully benefit from the passenger services through the platform, by clicking on the
(Profile) option, reviewing the profile and update it
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And updating the Passport information (Passport NO — date - Expiry date) shown in the following
picture:
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Bringing contact information ( mobile NO — email ) from IDM System shown in the following
picture:
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Enable the beneficiary to review the job details through the profile as shown in the following

picture:
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The beneficiary can also identify escorts on the profile page in order to facilitate of adding

escorts in boarding orders by clicking on Add escort icon and filling in the required data as



shown in the following pictures:
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Apply a new Boarding Service Request

After logging to the service, click on 'New Boarding Order’ icon, which you will see a page
consists of 3 sections that you are required to fill out to complete the application.
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On the right of the page, the system will show the information of the government employee as
provided from his entity , and in the middle of the page you will find three sections, in the first
section the Required is to fill the requirements fields, which reflect the type of boarding request
in addition to the destination and date. If you are in charge, the assignment decision must be
attached in the field below. Then click on 'Next’
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Adding Escorts

In the second section, the escorts are added to the profile previously or the details of new escorts
are filled in, if they are not previously defined. Then click on ‘Next’
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If the escorts are previously defined, click on the Add escorts icon from the profile, then select

the escort, type of document are selected as shown in the following image:
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If you add a new escort (not defined in the profile), click on Add new escort and fill the s

shown in the following image :
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Then click on Next



Order Review
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In the third section, the summary of the application is displayed for confirmation in addition to the
terms and conditions, which must be agreed by placing a mark (v') on the pledge of validity of the
information, then clicking on the 'Submit Request' icon, and if you want to complete the
application later, you can click on the ‘Save as Draft' icon.
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Completion of the order submission

After submitting the application, you will see a page with a message which is the application has
been saved successfully, and a reference number for the application will be provided in the same
message. After submitting the application, the status of the application will be new and you will
have to wait for the HR representative to approve the application in order to complete the
booking process on the available flights.
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Changing flight date

applying a new Changing flight date request
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After clicking on changing date icon, a new page will display to enter the new date
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After submitting the request, system will confirm the new dates directly



Cancellation boarding request

How To Cancel
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After reviewing the boarding order will display (cancel and send) option

to confirm, and after confirmation, the system will confirm the cancelation
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Booking a flight

The way of booking flights after the approval of the boarding order by HR in the

entity:
loaai
o . reviewing the ogaing
receiving an selecting the availabilities Entering the through
Email with Appropriate . approved NAFATH cllck on ETIMAB
. . . flights based on boardin
confirmation flight among the the boardin g platform for for |nd|V|duaI
message and displayed flights order g order Government [ ) . o°
the ticket NO Employee

booking flight for the approved boarding orders

after logging to the service, click on filtering the approved boarding orders, then click on " book
the flight " icon to book a flight of the approved orders then flight page will display

Flirting the
approved orders

Click here to book a
fllght 81 75 1 s 3 14 3 7 138
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reviewing the available flights
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After entering on the flights page, you will see a summary of the boarding order based on the

destination and the dates raised in the boarding order request. The options for the outbound trip

will also be reviewed in addition to the flexible days feature, as shown in the following image:

Boarding order
summary
wll

MAD

Ol yalilf 0 tho
il - 330

Jloc i anyzaysaill ais

y51ail jLisl

wils)l pol (pilo
RUH

Il 23 =il fho
5302l Byl aslnall - oyl

22053700521 3%l o)

o

flexible days option

Filtering the
outbound flight

15:35
90412022 , puntl
MAD I
Wilewd - mjas
Reviewing the flight
; : 15:35

details 1412021,y

MAD I

Lileasd = 33

pauasll
2022-06-09

Fh3sm

10h 35 m

wlaall aloy jluisl

[4) Andill Calgndll

2l puei

07:00
62022 . jusnsll F i:'!.!::qj:uUI
RUH o 75 SAUDIA

agell dugall d4laall - gyl

0&:00
62022 . jusnsll F i:'!.!::qj:uUI
RUH o 75 SAUDIA

agell dugall d4laall - gyl



After clicking on flight detail, the below information will be display
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After selecting the outbound flight, the return flights will be reviewed and click on Next, a

confirmation message will be reviewed:
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Submitting the booking

After clicking on “book” icon, a message will appear that the flight has been booked which

contains on all flight information and details , also will receive a mail contains on ticket details .
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Ticket details
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Flight Information
& Departure flight Duration: 09:35
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Class
Business
Aircraft type

Airbus A330 - 330
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" Return flight Duration: 10:45
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Flight information by

English language

From RUH Al

Riyadh King Khalid Internationsl Airport
Tarminal 5

Thursdey 2022-06-09

07:00

To JED

Jeddah King AbdulAziz Internationzl Airport
Terminal 1

Thursday 2022-06-0%

08:45

Stop 01:45 Hours

From JED e
Jeddah King AbdulAziz International Airport
Tarminal 1

Thursdey 2022-06-09

10:30

From MAD e
Madrid Madrid Bar3jas International Airport
Tarminzl 1

Sunday 2022-048-12

16:33

To MAD
Madrid Madrid B2rajas International Airport
Terminal 1
Thurcday 2022-06-09
13:35

To JED
Jeddah King AbdulAziz Internationzl Airport
Terminal 1
Sundey 2022-06-12
23:45

Stop 03:20 Hours

From JED Al
Jeddah King Abdulfziz International Airport
Tarminal 1

Manday 2022-D4-13

03:05

To RUH
Riyadh King Khalid Internaticnal Airport
Terminal 5

Monday 2022-04-13
04:40

i baggage

Beggage allownce

Z

Weight per beggegs
320 kg

i baggage

Beggage allownce

z
Weight per beggegs
320 kg

i baggage

Beggage allownce

z
Weight per beggegs
320 kg

il baggage

Beggage allowncs
2

Weight per beggege
320kg



Flights Do Not Appear

in case that flights do not appear, the following options will be reviewed: \

* Change flight class

Enabling the beneficiary to change the flight class to a lower degree than the approved class in

order to review more options for the beneficiary.

e Sending the application / request to the national carrier
Enable the beneficiary to send the request to the carrier to communicate with the
applicant and book flights that appropriate the beneficiary in accordance with the

boarding order detail.
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Thank you
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