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Introduction

Through this electronic portal, the employer can enter the data of the contract that need to be signed 

by the worker, including (basic salary, housing allowance in case it is not provided, transportation 

allowance, etc.), Then, through the services of the Ministry of Labor, a copy of the contract form is 

created containing the contract data, which the employer entered, so that the employer can print the 

form and signs it with the worker, then he attaches the contract that was signed by both parties and any 

other attachments he needs to authenticate the contract through the contract authentication service.



Home Page

To access the portal, enter both your personal and mobile phone numbers. which are verified to ensure 
complete protection of data privacy and prevent unauthorized users from entering the system.
After successfully logging in to the system, the main page of the system appears, which will allow you 
to use available online services and to take the appropriate action on them etc.
The login page appears as follows:
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The login data that you have entered is then verified.
Once login data is inputted correctly, internal system page appears. If logging data entered is incorrect 
upon verification, you will be unable access the system and a message appear informing you to 
re-correct your login information.



After successfully logging into the Establishments Portal, the following page appears:

Click on “My services”.
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From the list of services, look for the service entitled “Contracts attestation with specialized 
terms” and then click on “Apply” as seen above
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1. Create a request for contract attestation with specialized terms.

After choosing to create a contract attestation with specialized terms, you are directed to the 
following form for you to fill:

14XXXX30 13XX8

299XXXXX515 55XXXX24

15XX3
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Fill the form as follows:
1 - Employee Data
                A. Tick on visa number or QID.
                B. Enter Labor QID or Visa number with ID expiry date
                C. Click on (Get labor info)
                a - System will fill Employee name.
                b - System will fill employee Job title
                c -  If the job title is not Qualified Job (ex. Engineering, Doctor, Lawer), then you can’t proceed 
                with this service.
                D. Choose the Employee educational level from the available drop-down menu.
                E. Enter a confirmed Employee phone number.
                F. Enter Employee email - optional.
2 - General Contact Information
                A. Enter the Employee profession.
                B. Enter Other profession.
                C. Enter contract start date.
                D. Enter work start date.
                E. Choose the contract period from the available drop-down menu.
                F. Choose the contract printing language from the available drop-down menu.
                G. Choose the authorized signatory from the available drop-down menu.
                H. Choose the probation period in months from the available drop-down menu.
3 - Salary Details
                A. Enter the basic salary.
                B. Enter the value of Housing allowance from the worker's salary in case the housing allowance 
                is not provided by the employer.
                C. Enter the value of the commute allowance from worker's salary in case the commute 
                 allowance is not provided by the employer.
                D. Enter the value of the food allowance from the worker's salary in case the food allowance is 
                not provided by the employer.
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                E. In case you Tick Housing allowance available, the value of the Housing allowance should not 
                be entered.
                  F. In case you Tick commute allowance available, the value of the commute allowance should not 
                be entered.
                G. In case you Tick food allowance available, the value of the food allowance should not be 
                entered.
                H. Enter other allowance.
                I. Enter the total salary.
4 - Additional Attachments:
                A. Attach Practice certificate.
                B. Attach a copy of the working contract.
                C. Attach others.
                D. Attach Academic qualification.
5 - Specialized clauses:
                A. You may modify clauses text.
                B. Choose to add non-compete (If you want to show it in the contract).
                C. Choose Non-disclaimer (If you want to show it in the contract).
                D. You can use previous contract clauses, by choosing to use contract clauses.
6- Enter phone number.
7 - Enter Applicant note.
                 Click on the Submit application button and the request will be saved, and the conditions will be 
                verified and transferred to the next step.
                 Click on view and print the contract draft button and the contract will be created with a status 
                of (not sent), also a PDF copy of the contract will be created in the chosen language, and the 
                contract printing screen will be displayed.
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Click on the cancel request button, and a warning message will appear, and the 
request will be canceled. If the user agrees, the request will be cancelled.
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14XXXX30

13XX8

299XXXXX515

XXXXXXX

0097455-XX-XX43

XXXXXXX XXXXXXX XXXXXXXX

15XX3

After choosing to review the contract, you are directed to the following form so you can review and 
take the action of approval or rejection:

2. Reviewing the contract and taking actions on it by the employee.
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Click on the confirm contract button, and the status of the request will be changed to “in process” 
and the request will be sent to the system for automatic approval or will be sent to the Labor 
Relations Department employee.
Click on the Reject button, and the status of the request will be changed to “Cancelled” and a 
notification will be sent to the applicant that the request has been rejected by the worker.
Click on the “show full Contract” button, and the contract review screen will be displayed with the 
contract form based on the input. You can change the contract language into ten languages and print 
it.
Click on the back to screen button and the contract details screen will be closed, and it will return 
to the contracts list without any change on the application.
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After choosing to view the application returned for completion, you are directed to the following 
form to complete the application.

3. View the application returned for completion by the applicant/facility.

XXXXXXX XXXXXX

XXXXXXX XXXXXX

XXXXXXX XXXXXX

XXXXXXX XXXXXX

14XXXX30 13XX8 15XX3

55XXXX24
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Click on the Re-submit Request button, and the modifications will be saved, and the request will 
be sent to the system to verify the inputs and then to the worker .
Click on the back to screen button and you will return to the main screen and the details screen 
will be closed.
Click on the cancel request button, and a warning message will appear that the order will be 
canceled. If the user agrees, the order will be canceled, and the status of the order will be changed 
to "Cancelled".
Click on the “View and print Contract draft” button, and the contract review screen will be 
displayed with the contract form based on the input. You can change the contract language into 
ten languages and print it.
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After the application is approved by the Ministry, a notification is sent to the facility to pay the fees.

4. Paying Fees and Contract Attestation




