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Log in 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, Security Code) and then clicks the (Login) button. The security

code can be changed by clicking the circular arrow icon.
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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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After entering Balady platform, the main screen of the platform ap-

pears as in the screenshot below.

Then press the button (View the Products).
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The user then selects Commercial Licenses.
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Then the Services appear, where the Service is selected (Issue a Com-

mercial License), as shown in the following screenshot.
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Then the following screen appears, which is the service description

screen, where the user can know the service requirements through the

lists (How to apply, requirements, conditions and fines... etc.).
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(Conditions and Fines) are shown in the following screenshot.
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The following screenshot shows the list of the (FAQs for the service).
To start the application process for the service, press the button (Start
the service) .
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User Guide for the Service of Issuing a Commercial License - Beneficiary m

9) The user is then shown the screen below, which represents the first
stage of license issuance, and the stage is (Applicant information)
where the user enters the mobile number and then presses the button

(Verify) to confirm his mobile number.
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m User Guide for the Service of Issuing a Commercial License - Beneficiary

10) The user then enters the verification code sent to him on his mobile
in the field (Verification Code), then press the button (Verify).
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User Guide for the Service of Issuing a Commercial License - Beneficiary m

11) A message is then displayed stating that (Verification Successful),

as follows. The user must choose the applicant status from the follow-

ing options: (Owner/manager of an establishment, Authorized Repre-

sentative/Authorized Account Manager).
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m User Guide for the Service of Issuing a Commercial License - Beneficiary

12) If applicant status is selected (Owner/Manager of an establish-
ment); a new field appears as (Commercial Register), to be filled by the

user and then press the button (Display), as in the following screen-
shot.
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User Guide for the Service of Issuing a Commercial License - Beneficiary m

13) If the entered Commercial Register number is correct, the business
information is retrieved and displayed as shown in the screenshot be-

low.
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@ User Guide for the Service of Issuing a Commercial License - Beneficiary

14) In the event of the applicant status being selected (the Authorized
Representative/Authorized Account Manager); a new drop-down list
appears with the name of (the Commercial Register /number 700) for

the user to choose a value from.
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User Guide for the Service of Issuing a Commercial License - Beneficiary

15) And then press the button (Next) to move on to the second stage,
with the possibility of saving the request as a draft to be completed
later, through the button (Save as draft).
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E User Guide for the Service of Issuing a Commercial License - Beneficiary

16) The screenshot below, which is the stage (Activity Information),
where the user fills in the values of the following drop-down lists (ISIC

Activity, Detailed Activity, and Total Space of the Store) in order.
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User Guide for the Service of Issuing a Commercial License - Beneficiary E

17) When you choose the value from the drop-down list (ISIC Activity)

an alert message appears as in the following screenshot.




E User Guide for the Service of Issuing a Commercial License - Beneficiary

18) After you choose the value from the drop-down list (Detailed Activ-
ity) a small sub-screen appears as in the following screenshot, for the

user to agree on the declaration, by pressing the button (I agree).
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User Guide for the Service of Issuing a Commercial License - Beneficiary m

19) Then the value is selected (the type of workers) and the options
include (men, women, men and women). The user can add additional
activity, provided it is consistent with the primary activity, by selecting
the values of the drop-down lists (ISIC Activity, Detailed Activity), and
entering the value of the field (Additional Activity Space from the To-
tal Area), then press the (Add) button.

After completing filling the information, the (Next) button is pressed
to move to the third stage, with the possibility of saving the request as
a draft to complete later, through the button (Save as draft), and the
possibility to return to the previous stage through the button (Return).
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E User Guide for the Service of Issuing a Commercial License - Beneficiary

20) And then the following stage (shows the geographical data), where

the user selects the location through following the drop-down lists
(Area, City, District, Street) in order.
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User Guide for the Service of Issuing a Commercial License - Beneficiary E

21) Then press on the map, and the button (Agree) is activated as shown

inthe screenshot below.
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m User Guide for the Service of Issuing a Commercial License - Beneficiary

22) After pressing the button (Agree) the following fields should be
filled (Region, Principality, Municipality, District, Street, Lot number)

as in the screenshot below.

After completing filling the information, the (Next) button is pressed
to move to the fourth stage, with the possibility of saving the request
as a draft to complete later, through the button (Save as draft), and the
possibility to return to the previous stage through the button (Return).
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User Guide for the Service of Issuing a Commercial License - Beneficiary E

23) And then the stage of (Shop Data and Signs), where the user an-

swers the question shows (Do you have a trademark?).

The following field values are then entered (Shop Name, Shop Num-
ber, Property Number, Number of Openings, Number of Floors in the
shop, Number of Cameras in the Shop). Then approves the pledge, by
clicking the check box.

With permission to enter or modify the (Shop Name) in Arabic or Eng-
lish letters. The remaining questions are answered Yes or No.

* St g et gde

* St g g




E User Guide for the Service of Issuing a Commercial License - Beneficiary

24) If the value is selected (Yes) for the question (Is the shop located in
a mall?); two new fields will appear as (the Mall name, the Floor) to be

entered.

If the value is selected (Yes) for the question (Do you have a contract
with one of the certified cleaning companies from the Municipality to
collect and transport waste?) a new field will appear as (the expiration
date of the cleaning contract) to be chosen from the electronic calen-

dar.
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User Guide for the Service of Issuing a Commercial License - Beneficiary

25) The location of the shop is then proven by selecting the type of ap-
plicant (Owner, Tenant) and, if the option chosen is (Owner) the user is

shown the option (Ownership Contract for the building (title deed)) as
in the following.
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E User Guide for the Service of Issuing a Commercial License - Beneficiary

26) After selecting (the Contract of Ownership of the Building (the Title

Deed)) the following options appear (Attach the Ownership Contract,
use the Digital Title Deed Number) as follows.
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User Guide for the Service of Issuing a Commercial License - Beneficiary E

27) After selecting (Attach the Ownership Contract) the following fields
show (The Number of The Ownership Contract (Title Deed) The Date of
The Ownership Contract) to be filled.
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E User Guide for the Service of Issuing a Commercial License - Beneficiary

28) If selected (Use The Digital Title Deed Number) the following op-
tions will appear (the Title Deed issued by the ID of the Owner of the
Commercial Register, the Deed issued by the Commercial Register
Number, the Deed issued by the Number 700 in the Commercial Reg-
ister) if the type of registry is (An Individual Enterprise) or (Limited Lia-
bility And Only One Partner) in the establishment’s owners’ data.

Otherwise, the two options will be displayed (the Deed issued by the
Commercial Register Number, the Deed issued by the Number 700 in
the Commercial Register) only.

Where the value of the field is (the Number of the Ownership Contract
(the Deed)) and press the button (Verify).
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User Guide for the Service of Issuing a Commercial License - Beneficiary m

29) If you choose (a Tenant), the following options are shown (the Lease

Agreement, the Investment Contract) as follows.
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E User Guide for the Service of Issuing a Commercial License - Beneficiary

30) If the chosen option is (the Lease Agreement) the user will be shown
the following options (Attach the lease, Use the electronic lease num-

ber) as follows.
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User Guide for the Service of Issuing a Commercial License - Beneficiary m

31) After selecting (Attach the Lease) the following options show (The

Lease Number, The Lease Expiration Date) as follows, to be filled.
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m User Guide for the Service of Issuing a Commercial License - Beneficiary

32) if you choose (Use the Electronic Lease Number) the following fields
appear to be filled (Contract Number, Copy Number, Tenant Repre-

sentative ID Number) then press (Check) button as follows.
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User Guide for the Service of Issuing a Commercial License - Beneficiary m

33) After selecting (An Investment Contract) the following options ap-
pear (Attach the Investment Contract, Use the Electronic Investment

Contract Number) as follows.
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E User Guide for the Service of Issuing a Commercial License - Beneficiary

34) The user may choose the option (Attach the Investment Contract)

as follows and complete the application.

il Gapwesbas T gen > 4312205296kl el Gyliand) | &ylaidnd) lan|
Jaall gégo bl
bl p30 ggi
Pliue ] o
dall ggi

igrAI latiudl 3¢ @8 plaiiul [ slodiudl ade Glajl l

calaghl calily

a0l Dol Sl elasil 835 pllil balyll 8y Jul3 60 8ylaill Shaglll bl elasiul 835 ple galbll lidey . ayaiLuall sisic

“ * © gl sally aaglll aaluso * @aaglllggi
guall jially aaglll Galuso aaglll ggi



User Guide for the Service of Issuing a Commercial License - Beneficiary

35) The user can also choose to (Use the Electronic Investment Contract
Number) as follows, where a table of electronic Investment Contracts

is displayed for the user to choose from.
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E User Guide for the Service of Issuing a Commercial License - Beneficiary

36) The user can add signs by choosing the sign type from the drop-
down menu (the Sign Type), which includes (Indicative, Advertising),
and entering the field value (the sign space in square meters), and then
pressing the button (Add).

After completing filling in the information, the (Next) button is pressed
to move to the third stage, with the possibility of saving the request as
a draft to complete later, through the button (Save as Draft), and the
possibility to return to the previous stage through the button (Return).




User Guide for the Service of Issuing a Commercial License - Beneficiary E

37) If an area with the active setting for my sign (Luhaty) contract is se-

lected, as in the following example, the option (Add my sign contract)
appears in the section (Signs Data).
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:A .I User Guide for the Service of Issuing a Commercial License - Beneficiary

38) When selected, the user can choose the contract from the drop-

down menu (Signs Contracts).
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39) The added signs in the contract are then shown as in the following

screenshot, and the user completes the process.
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E User Guide for the Service of Issuing a Commercial License - Beneficiary

40) In the case of safety for immediate activities that require a safe-
ty equipment bill; enter the value of the field (Safety Equipment Bill

Number) and press the button (Verify), to be electronically verified as
in the following screenshot.
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41) In the case of safety for immediate activities that require a safety
report; enter the field value (Safety Report Number) and press the but-

ton (Verify), to be electronically verified as follows.
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:A :A I User Guide for the Service of Issuing a Commercial License - Beneficiary

42) The user then can move to the fifth stage (Files Attachment), where
the user adds the required attachments by pressing the field and then
selecting the attachment from the device. The value of the field is then

entered (Beneficiary Notes).

Then press the button (Next), with the possibility of saving the request
as a draft to complete later through the button (Save as draft), and the
possibility to return to the previous stage through the button (Return).
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User Guide for the Service of Issuing a Commercial License - Beneficiary E

43) The beneficiary is then transferred to the first stage (the Establish-
ment Information) from (Print the QR code), as in the following screen-
shot. Where the user selects the location (inside the building) or (on
the street).
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m User Guide for the Service of Issuing a Commercial License - Beneficiary

44) If the selection is (inside a building) new fields appear as in the

screenshot below to be filled.
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User Guide for the Service of Issuing a Commercial License - Beneficiary m

45) If the selection is (on the street) different new fields appear, as in

the screenshot below, to be filled.
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:A E:i User Guide for the Service of Issuing a Commercial License - Beneficiary

46) (The Data of the Establishment Owner/Owners) is displayed as
shown in the following screenshot, where the system allows them to
be modified.
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User Guide for the Service of Issuing a Commercial License - Beneficiary E

47) The fields values are filled in the section (establishment contact
information), where the field values (Site Manager ID, Birth Date) are
filled, then press the (Verify) button.

Then enter the field value (Mobile number) then press the (Verify) but-

ton.
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E User Guide for the Service of Issuing a Commercial License - Beneficiary

48) The user then enters the verification code sent to them on their
mobile in the field (Verification Code), then press the (Verify) Button.
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49) A message is then displayed stating that (Verification Successful),

as follows. Then fill the value of the field (E-mail).
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E User Guide for the Service of Issuing a Commercial License - Beneficiary

50) The user then fills the field values in the section (Workers Informa-
tion), with the required field values (ID Number, Date of Birth) then

press the button (Verify).
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User Guide for the Service of Issuing a Commercial License - Beneficiary E

51) And then press the button (Add) so that the system adds it to the
table.
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m User Guide for the Service of Issuing a Commercial License - Beneficiary

52) The undertaking is then approved in the section (Declarations), and
the selection of an option (Yes, No) for the question (Do you have pay-

ment channels?).

If the value selected is (Yes), a new field appears as (Payment Chan-

nels) to be selected. Then press the (Next) button.

Gl clalall e plyied]  auleladll Slaiall  ayladiadll osall als gl puletudl sl galioe

Gaguas baa TH  gen > 4417133326: ikl @iy guanll &laiulll joy clib &kl syl Gload

il gy asgll o)
) ]
‘ia»ww1 ‘ .uuau—‘ i J‘lﬂ"pwl}
=D o
Jolall sigo Jolall Gpauis ouiall Jolall gl

ple ol Jlao A 5
dlylpaal

Jaoll 6 Galolell guoa Juawi o ail ageil

* ¢ ga lgis lyal 29gu Jo




User Guide for the Service of Issuing a Commercial License - Beneficiary E

53) The user is then moved to the (Work Dates and Hours) as in the fol-

lowing screenshot, for the user to choose the working dates.
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E User Guide for the Service of Issuing a Commercial License - Beneficiary

54) And then press the (Next) button.
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User Guide for the Service of Issuing a Commercial License - Beneficiary

55) The user is then moved to the stage (Additional Data) as shown in

the following screenshot.
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E User Guide for the Service of Issuing a Commercial License - Beneficiary

56) If the value selected is (Yes) for the question (Is there allocated

parking for the establishment?), a new field appears as (Number of

Allocated Parking).

The following questions are then answered (Is there an e-sale service

available, Is there a delivery service, Is valet parking available?) by se-

lecting one of the following values (Yes, No, Does not Apply).

Then press the (Next) button.
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User Guide for the Service of Issuing a Commercial License - Beneficiary E

57) The screen below, which represents the stage (Quick Response Code
Attachments), where the user adds the required attachments files by

pressing the field and then selecting the attachment from the device.

le el Syleladll Glniall  Sylaitaill o8l Gilgs

gyl pulatul saly ciloas
ol smesbas ) gew > 4417133326: kil ey gl &ibiidl oy dclib | Euladl asl Sload

Sllabiailio clise 4 GlANCHW 3 Jaslladge 2 aiiallaliy 1

aupndl aglaiiadl] oy ciliape

@ (pog.ipg.png) axlalall Jaall 3j90 @ (Pog.ipg.png) s3glly a3kl Jaoll 8190

wals sl

e
@ pegipgong) i isn @ lpesipspns) il ciesil -

e 1 i
sl

1Ll gl Lo 113 (0115 57 JIs i B

. i Ul Jols Jailg (53l g8go (s lges) i pill Sililull 8518 aany agailg 4ol
3 A1 a3 JIs (0 Salgfasall Jol8 Joailg il ple s sl s Ja (b Sugsallg &2l 598l g

I*"



@ User Guide for the Service of Issuing a Commercial License - Beneficiary

58) After the undertaken is agreed upon, the (Next) button is pressed.
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59) Then the user returns to the stage (Fees Calculator), where the val-
ue is chosen from the drop-down list (Number of Years For Payment)

then press the button (Calculate) to calculate the total cost of the fees.
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@ User Guide for the Service of Issuing a Commercial License - Beneficiary

60) After pressing the button (Calculate) the system calculates the cost
of the total fee and displays it to the beneficiary, with the possibility
of deleting the contents of the drop-down menus through the button
(Delete).

All entered license data can be displayed from the (License Draft) but-

ton.
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User Guide for the Service of Issuing a Commercial License - Beneficiary @

61) The following screen represents the license draft. By clicking on the
title menu of the list, the draft can be displayed to the beneficiary as

the list displayed in the following screen (Data of The License Owner).
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@ User Guide for the Service of Issuing a Commercial License - Beneficiary

62) The following screen represents how the system displays the list of

the (Applicant Information).
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User Guide for the Service of Issuing a Commercial License - Beneficiary @

63) In the following screen, the list (Establishment Activity Informa-

tion) is displayed.

x aniylldaguo
B saguall aclyn
v anayll o ity B
% wallall pade cilily B
~ Jaoll ahuiil cilily B

Jaallasbuo il Ll il bl

2220 ppillatin ol acin
aliiallggi rdlall pgapal sl Ll luso
awgaaing syl Ctaal 2
laagll e guialiats kol g3
Jiy

apaladl alpnaill dbubilll aails

LA plinsTl bLE oy pALAM plynsTll bl Al (pAlANI LD bl Gy Gpalaul il BLEN ausl

by 2307 4

9 asaligage B
v daall iy B
v astuil bl B

v bl citily B

v gdgall Sl ity B




@ User Guide for the Service of Issuing a Commercial License - Beneficiary

64) In the following screen the list (Attachments) is displayed.
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User Guide for the Service of Issuing a Commercial License - Beneficiary

65) The user can then press on (Submit Request) button, with the pos-
sibility to go back to the previous stage through the button (Back).
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@ User Guide for the Service of Issuing a Commercial License - Beneficiary

66) The system then sends the request, showing a message stating
this, as in the screen below. The system also allows the user to eval-
uate the service by choosing the number of stars shown to them and
enter their notes in the field (Comments), then press the button (Sub-

mit Evaluation).
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User Guide for the Service of Issuing a Commercial License - Beneficiary @

67) The evaluation is then successfully saved with a message to that

effect, as shown in the screenshot below.
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E User Guide for the Service of Issuing a Commercial License - Beneficiary

Follow-up on the Request

1) The user can follow up on the request through the section (My Re-
quests) as in the following screen, where the status of the application
is (Commercial Licenses Receiving). The details of the application can
be displayed by clicking on the paper icon in the column (Procedure).
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User Guide for the Service of Issuing a Commercial License - Beneficiary

2) The details of the application are then shown as follows.
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User Guide for the Service of Issuing a Commercial License - Beneficiary

SMS messages to the beneficiary

Below are the messages that are sent to the beneficiary after the com-
pletion of the application:

- Verification Code for access to the services of the Ministry of Munici-
pal and Rural Affairs 7190

- We inform you that application No. 8108086144 is being examined by
Salama, please see the details by going to https://salamah.998.gov.sa

- Dear beneficiary, Ibrahim, the Payment Invoice Number 45993121332
was issued for the Issuance of a Commercial License for application
No. 2248137144 in the amount of 0.59022 riyals billing number of the
Ministry of Municipal and Rural Affairs and Housing 771.

- Dear beneficiary, License No. 792162016044 has been issued, you can
see its details via the following link: 47D2-http://qcapps.momra.gov.
sa/eservices/survey#/survey/1dd28d75-ad21

(73F282A867AA-A116. The location site will be visited within 72 hours.

- You can evaluate the service through the following link: http://

qcapps.momra.gov.sa/eservices/survey.
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User Guide for the Service of Issuing a Commercial License - Beneficiary

Continue Us

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

Phone: 199040
X account: @Balady_CS
Working Hours: Daily, from 8:00 AM to 10:00 PM
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