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Login to the System

After accessing the system link, the following screen will appear,
where the user enters their details (National ID/Igama Number, Pass-

word) and then clicks the (Login) button.
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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 of Service Request

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 Products) button.
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Next, the user clicks the (Details) button under the (Electronic Ap-

pointment Booking) icon, as shown below.
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The user then clicks the (Details) button under the (Electronic Ap-

pointment Booking Service).
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The next screen appears, displaying service details such as (How to

Apply, Requirements, Conditions and Fines, etc.).

To start the application process, the user clicks the (Start Service) but-

ton.
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User Guide for the Service of Electronic Appointment Booking - Beneficiary g

5) The system redirects the user to a new screen displaying all previ-

ously booked appointments (Previous Appointments).

The user can book a new appointment by clicking the (New Appoint-

ment) button.
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E User Guide for the Service of Electronic Appointment Booking - Beneficiary

6) After clicking (New Appointment), the next screen appears, where
the user selects the (Purpose of Visit), which includes four types: (Re-

quest, Complaint, Inquiry, Follow-up on an Existing Request).

The user also selects values from the following dropdown menus: (Min-
istry/Municipality), (Municipality/Entity), (Product), (Service), (Visit
Type). Optionally, the user can enter a value for the (Previous Transac-
tion Number) field and is required to describe the reason for the visit in

the (Describe Your Visit) field.
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User Guide for the Service of Electronic Appointment Booking - Beneficiary m

Attachments can be added if available by clicking the (Attachments)

field and selecting a file in one of the following formats: PDF, JPEG,
PNG, JPG.

If the applicant has a special condition, they can select from the (Spe-
cial Condition) dropdown menu, which includes options like Senior Cit-
izen or Person with Special Needs (optional field).

OO O O O OO OO OO0O0D0-00-0
R A A A R A A A e U S S A A CaTERS LS At



m User Guide for the Service of Electronic Appointment Booking - Beneficiary

7) If the user wants to book an appointment in Eastern Province Munic-
ipality or Riyadh Municipality, a link will be displayed to redirect them

to the respective system for booking.

If Eastern Province Municipality is selected, a notification message ap-

pears prompting the user to click (Here) to proceed with booking.
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User Guide for the Service of Electronic Appointment Booking - Beneficiary m

8) The system then redirects the user to the Eastern Province Munici-

pality website for booking.
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m User Guide for the Service of Electronic Appointment Booking - Beneficiary

9) If Riyadh Municipality is selected, a similar message appears, prompt-

ing the userto click (Here) to proceed with booking.
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User Guide for the Service of Electronic Appointment Booking - Beneficiary E

10) The system then redirects the user to the Riyadh Municipality
website for booking.
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@ User Guide for the Service of Electronic Appointment Booking - Beneficiary

11) The user selects one of the available appointment dates and times
displayed on the screen.

Then, the user enters the (Verification Code) from the CAPTCHA and

clicks (Submit Request). The user can cancel the appointment booking
by clicking (Cancel).
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User Guide for the Service of Electronic Appointment Booking - Beneficiary

12) If the user clicks (Cancel), a confirmation message appears,
prompting them to click (Yes) to confirm the cancellation or (No) to go

back without canceling.
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E User Guide for the Service of Electronic Appointment Booking - Beneficiary

13) After clicking (Submit Request), a confirmation message appears,
prompting the user to click (Yes) to finalize the booking or (No) to go
back.
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User Guide for the Service of Electronic Appointment Booking - Beneficiary E

14) A confirmation message appears stating (The data has been

successfully saved), as shown in the screenshot below.
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E User Guide for the Service of Electronic Appointment Booking - Beneficiary

15) The newly booked appointment appears in the table, as shown

below.

The user can Cancel the appointment by clicking (Cancel), Confirm it by
clicking (Confirm), or Modify it by clicking (Edit).
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User Guide for the Service of Electronic Appointment Booking - Beneficiary m

16) Clicking the (+) icon expands the appointment details, displaying

(Service, Responsible Administration).
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E User Guide for the Service of Electronic Appointment Booking - Beneficiary

17) If the user clicks (Cancel), the system displays a prompt to select a

(Cancellation Reason) from the dropdown menu.

D ol sl 130

-
-l

Sargall elal] 3o aslio Cul Lo . 2udluall Suje




User Guide for the Service of Electronic Appointment Booking - Beneficiary E

18) The dropdown menu for (Cancellation Reason) includes the
following options: (Other, Appointment is Inconvenient, Service
Obtained Electronically, | Want to Change the Product/Service, | Want
to Change the Municipality).
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m User Guide for the Service of Electronic Appointment Booking - Beneficiary

19) If the user selects (Other), a new field appears for entering additional
reasons. The user must enter a reason and click (Confirm) to finalize

the cancellation.

They can also click (Back) to cancel the action.
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User Guide for the Service of Electronic Appointment Booking - Beneficiary E

20) After clicking (Confirm), the appointment is successfully canceled,

and a confirmation message is displayed.
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E User Guide for the Service of Electronic Appointment Booking - Beneficiary

21) If the user clicks (Confirm) on the (Previous Appointments) page, the
system displays the following screen, allowing them to either (Confirm
Appointment) or (Cancel Appointment).
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User Guide for the Service of Electronic Appointment Booking - Beneficiary

22) If the user clicks (Cancel Appointment), the system displays a
notification message allowing them to select a (Cancellation Reason)

from the dropdown menu, as shown in the screenshot below.

The user then clicks (Confirm), with the option to cancel the process by

clicking (Back).
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E User Guide for the Service of Electronic Appointment Booking - Beneficiary

23) If the user clicks (Confirm Appointment), the system displays a

confirmation message stating:

(Dear Beneficiary, your appointment has been confirmed).
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User Guide for the Service of Electronic Appointment Booking - Beneficiary @

24) After confirmation, the button label changes to (Print), as shown in

the screenshot below.
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E User Guide for the Service of Electronic Appointment Booking - Beneficiary

25) Clicking (Print) downloads the appointment details onto the user’s

device.




User Guide for the Service of Electronic Appointment Booking - Beneficiary m

26) If the user clicks (Edit) on the (Previous Appointments) page, the
system displays the (Review Details) screen. The user can modify
all previously entered fields, including: (Purpose of Visit, Ministry/
Municipality, Municipality/Entity, Previous Request Number, Product,
Service, Visit Type, Describe Your Visit, Appointment Date and Time).
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E User Guide for the Service of Electronic Appointment Booking - Beneficiary

27) The user then enters the (Verification Code) from the CAPTCHA
and clicks (Submit Request). The user then can cancel the modification

process by clicking (Cancel).
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User Guide for the Service of Electronic Appointment Booking - Beneficiary m

28) If the user modifies the (Product), an SMS notification is sent to
the user, prompting them to confirm or cancel the appointment via a
provided link.
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m User Guide for the Service of Electronic Appointment Booking - Beneficiary

29) If the user modifies the (Service) without changing the (Product),
an SMS notification is sent to the user, prompting them to confirm or

cancel the appointment via a provided link.
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User Guide for the Service of Electronic Appointment Booking - Beneficiary E

30) If the user modifies the Appointment (Date) and (Time), an SMS

notification is sent to confirm or cancel the changes via a link.
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E User Guide for the Service of Electronic Appointment Booking - Beneficiary

31) 24 hours before the appointment, the user receives an SMS reminder

with alink to confirm or cancel the appointment.

The user clicks the link in the message to access the appointment

details.
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User Guide for the Service of Electronic Appointment Booking - Beneficiary

32) After clicking the link, the following screen appears, where the user

can either click (Confirm Appointment) or (Cancel Appointment).




E User Guide for the Service of Electronic Appointment Booking - Beneficiary

33) Clicking (Confirm Appointment) finalizes the confirmation,

displaying a message confirming the appointment.
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User Guide for the Service of Electronic Appointment Booking - Beneficiary E

34) An SMS notification is also sent confirming the appointment.
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:A .I User Guide for the Service of Electronic Appointment Booking - Beneficiary

35) Once the appointment request is processed and closed by the
municipal officer, the user receives two SMS notifications. The first
message confirms that the request has been processed. The second
message invites the user to evaluate the service quality via a provided
link.

Clicking the evaluation link in the message directs the user to the

Service Evaluation screen.
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User Guide for the Service of Electronic Appointment Booking - Beneficiary m

36) Clicking the evaluation link directs the user to the Service Evaluation

screen.
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E User Guide for the Service of Electronic Appointment Booking - Beneficiary

37) The user answers the evaluation questions and clicks (Submit

Evaluation).
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User Guide for the Service of Electronic Appointment Booking - Beneficiary m

38) A confirmation message appears stating (Thank you for helping

improve the customer experience).
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:A Il I User Guide for the Service of Electronic Appointment Booking - Beneficiary

SMS Messages to the Beneficiary

Below are the messages sent to the beneficiary after submitting the
application:

Dear Customer, we are pleased to serve you. Your request No. (1648)
for the Electronic Appointment Booking Service has been successfully
received for an appointment on Sunday, January 22,2023, at 08:00 AM.

Dear Customer, we are pleased to serve you. Your appointment for
request No. (1648) at Al-Rass Secretariat of Al-Qassim Municipality,
has been successfully canceled for the Electronic Appointment Booking

Service.

Dear Customer, we are pleased to serve you. Your appointment request
No. (1648) has been successfully modified to Tuesday, December 22,
2023, at 08:00 AM for the Electronic Appointment Booking Service.
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User Guide for the Service of Electronic Appointment Booking - Beneficiary E

Contact Us

You can contact the (Balady) portal through the following
communication channels:

Phone: 199040

X Account: @Balady CS

Daily Work hours (8:00 - 22:00)
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