
  User Guide for Adding

an Old Commercial License Service

Beneficiary's
Copy



User Guide for Adding an Old Commercial License Service - Beneficiary2

First: Log in to the System

1) After accessing the system link, the following screen will appear, 
where the user enters their details (National ID/Iqama Number, Pass-
word, Security Code) and then clicks the (Login) button. The security 
code can be changed by clicking the circular arrow icon. 
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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.



User Guide for Adding an Old Commercial License Service - Beneficiary4

3) 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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Second: Steps of Service Request

1) To begin the service application process, select the (Commercial Li-
censes) menu, as shown in the screenshot below.
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2) Search for (Adding an Old Commercial License Service).
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3) The service information page will appear, displaying details such as 
(How to Apply, Requirements, Conditions and Fines).
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4) The following screen represents the (Requirements) list.
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5) The following screen contains the (Frequently Asked Questions). 
Click (Start Service) to continue.
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6) The next screen appears, prompting the user to retrieve the license 
details by filling in the drop-down fields (Old License Number, Munici-
pality, Secretariat). 

The user then clicks (Search) to check whether the license already ex-
ists or if it can be added.
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7) If the license is already registered, the system will display its details 
along with a message stating that (The license exists and cannot be 
added).
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8) If the license is not found, the system will display a message stat-
ing (Dear Beneficiary, you can add the license), as shown in the next 
screen.
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9) The next screen appears, allowing the user to select the type of li-
cense to be added. There are two options: (Commercial License or Mo-
bile Cart License).
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Commercial License

1) If the user selects (Commercial License), the system displays the (Re-
quest Information) stage. The user enters the (Mobile Number) and 
clicks (Verify).
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2) The system sends a verification code to the registered mobile num-
ber. The user enters this code in the (Confirmation Code) field and clicks 
(Confirm).
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3) Once the message (Thank you, verification was successful) appears, 
the user selects the establishment type (Store, Kiosk) and chooses (ID 
Type) from the drop-down menu.



17User Guide for Adding an Old Commercial License Service - Beneficiary

4) The user fills in the required fields and clicks (Browse).
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5) The system prompts the user to specify whether the license is can-
celed. If (Yes) is selected, additional fields appear: (License Cancellation 
Date, License Issue Date, License Expiry Date). The user selects the ap-
propriate values using the electronic calendar.

The user then clicks (Next) to proceed to the next stage. The user can 
also click (Save as Draft) to store the request and return to it later.
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6) The user proceeds to the (Activity Information) stage. The user se-
lects values from the drop-down lists (ISIC Activity, Detailed Activity), 
enters the (Total Store Area), and selects the type of workers (Men, 
Women, Both Men & Women).

Once completed, the user clicks (Next) to proceed to the next stage. 
The user can also click (Back) to return to the previous step or (Save as 
Draft) to continue later.
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7) The user proceeds to the third stage, (Geographic Location Informa-
tion). The user selects values from the drop-down lists (Municipality, 
Secretariat, District, Street) or clicks on the map, allowing the system 
to auto-fill the fields.
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8) Click the (Confirm) button.
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9) The system displays the required fields based on the selected loca-
tion. The user fills them in and clicks (Next) to proceed. The user can 
also click (Back) to return to the previous step or (Save as Draft) to store 
the request and complete it later.
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10) The user proceeds to the (Store and Signboard Information) stage. 
The user enters details such as (Store Name, Store Number, Store Ad-
dress, Title Deed Number). The user selects (Signboard Type) from the 
drop-down list, enters (Signboard Area in Square Meters), and clicks 
(Add).
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11) The user clicks (Next) to proceed. The user can also click (Save as 
Draft) to store the request and return later or (Back) to go to the previ-
ous step.
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12) The user proceeds to the fifth stage, (Attachments). The user up-
loads the required file by clicking the field and selecting the file from 
the device.

Once completed, the user clicks (Submit Request) to send the applica-
tion to the municipality. The user can also click (Back) to return to the 
previous step or (Save as Draft) to store the request and complete it 
later.
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13) A confirmation message appears, indicating that the request has 
been successfully submitted.
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Mobile Cart License

1) If the user selects (Mobile Cart License), the system displays the (Re-
quest Information) stage. The user selects (Mobile Cart Activity Type).
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2) The user selects a value from the drop-down list (Detailed Activity) 
and verifies their identity by entering their (Mobile Number) and click-
ing (Verify).

The system sends a confirmation code to the user’s registered mobile 
number. The user enters this code in the (Confirmation Code) field and 
clicks (Confirm).
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3) Once the message (Thank you, verification was successful) appears, 
the user selects a value from the drop-down list (ID Type).
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4) If the user selects (Commercial Register) as the identity type, they 
enter the (National ID, Commercial Registration Number, or Establish-
ment Number (700)) and click (Browse).
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5) The system retrieves and displays the establishment’s information 
in the (Establishment Name) field. The user specifies whether the li-
cense is canceled. If (No) is selected, the system displays additional 
fields (License Issue Date, License Expiry Date). The user selects values 
using the electronic calendar.

The user then clicks (Save as Draft) to store the request and return to it 
later or (Next) to proceed to the next stage.
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6) The user proceeds to the second stage, (Cart Information). They en-
ter the required details (Vehicle Length, Width, Height, Model, Year of 
Manufacture, Plate Number, Chassis Number).

The user then clicks (Next) to proceed to the next stage. They can also 
click (Save as Draft) to store the request or (Back) to return to the pre-
vious step.
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7) The user proceeds to the third stage, (Request Information). They 
enter the (Cart Name) and add signboard details by selecting (Sign-
board Type) from the drop-down list and entering the (Signboard Area 
in Square Meters). The user then clicks (Add).
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8) The user clicks (Next) to proceed. They can also click (Save as Draft) 
to store the request or (Back) to return to the previous step.
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9) The user proceeds to the fourth stage, (Location Selection). They 
choose the mobile cart’s geographic location by selecting values from 
the drop-down lists (District, Available Routes).

The user then clicks (Next) to proceed to the next stage. They can also 
click (Save as Draft) to store the request or (Back) to return to the pre-
vious step.
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10) The user proceeds to the fifth stage, (Attachments). They upload 
the required file (Photocopy of the Old License) by clicking the field and 
selecting the file from the device.

The user clicks (Submit Request) to send the application to the munic-
ipality. They can also click (Save as Draft) to store the request or (Back) 
to return to the previous step.
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11) The system submits the request and displays a confirmation mes-
sage indicating that the application has been successfully sent.
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