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Logging into the System

1) The user logs into the system by entering the required credentials 
(Username, Password, Security Code) and clicking (Login). 
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2) A verification code will then be sent to the user's mobile phone, 
which they need to enter in the (Verification Code) field and click the 
(Login) button, as shown in the following screenshot.
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Steps to Request the Service

1) Once logged into the Balady platform, the platform's main screen 
will appear, as shown in the screenshot below. 

The user then clicks the (View All Products) button. 
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2) The user searches for the product (Commercial Licenses) and clicks 
(Product Details) as shown below.
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3) The user then searches for (Seasonal Permits Service) and clicks (De-
tails).
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4) The Service Information screen appears, where the user can view de-
tails about (How to Apply, Requirements, Conditions and Fines, etc.).
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5) The button Start Service is clicked.
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6) The next screen appears, where the user selects values from the 
dropdown lists (Region, Municipality, Secretariat, Season Start Date, 
Season End Date) and clicks (Search) to filter the results. The user can 
reset the dropdowns using (Reset).

The user can view the Season Activities Details by clicking (Activity De-
tails) or apply for a seasonal permit by clicking (Proceed with Request).
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7) If (Activity Details) is selected, a small pop-up window appears dis-
playing the details.
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8) If (Proceed with Request) is selected, the next screen appears, repre-
senting the (Applicant Information) stage. The user enters their (Mo-
bile Number) and clicks (Verify).
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9) A verification code is sent via SMS. The user enters it in the (Verifica-
tion Code) field and clicks (Confirm).
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10) A confirmation message appears verifying the mobile number, as 
shown in the image below. The user then selects their role from the 
following options: (For Myself, Business Owner/Manager). In this ex-
ample, (For Myself) is selected.

The user clicks (Next) to proceed to the next stage, with the option to 
save the request as a draft using (Save as Draft).
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11) If (Business Owner/Manager) is selected, a new field (Commer-
cial Register Number) appears. The user enters the number and clicks 
(Browse).

After retrieving the establishment data, the user clicks (Next).
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12) If (Authorized Representative) is selected, a new dropdown (Com-
mercial Registration/700 Number) appears. The user selects a value 
from the list.
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13) The user clicks (Next) to proceed.
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14) The (Request Data) stage appears next, where the user fills in the 
following fields: (License Start Date, License End Date, Kiosk Name, Ki-
osk Area, Activity Data).

The user then adds signage details by selecting a value from the (Sign 
Type) dropdown, entering the (Sign Area in Square Meters), then click-
ing (Add).
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15) After this, the user clicks (Next) to proceed to the next stage, with 
the option to save the request as a draft using (Save as Draft) or return 
to the previous stage using (Back).
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16) The (Attachments) stage appears, where the user uploads a docu-
ment by clicking the field and selecting a file from the device, if appli-
cable.

The user clicks (Next) to continue, with options to save the request as a 
draft by clicking (Save as Draft) or go back by clicking (Back).
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17) The final stage, (Fee Calculation), appears. The user clicks (Calcu-
late) to determine the total financial charges.



21User Guide for the Service of Seasonal Permits - Beneficiary

18) The total fee is displayed as in the figure below.

The user clicks (Submit Request to Municipality) to send the request to 
municipal employees.
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19) The system allows the user to evaluate the service by selecting the 
number of stars and entering a comment in the (Comments) field.
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20) The user then clicks the (Submit Evaluation) button.
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21) The evaluation is successfully saved, and a confirmation message is 
displayed.
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22) The user can track the request status from the (My Requests) screen 
as shown below.

Note:

In case a (Commercial License Cancellation Request) is approved, any 
(Seasonal Permits) will be automatically canceled.
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23) After clicking the document icon in the (Action) column, the request 
details are displayed.
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24) The following screenshot displays the second part of (Request De-
tails) screen.
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