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Logging into 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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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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Steps to Request the Service

1) To begin the service request, select (Approvals Platform) from the
available options.
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The following screen will appear, where you need to click the (De-

tails) button from the (Approvals Platform) icon.
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The next screen displays the (Service Card), which includes the (How

to Apply, Requirements, Conditions and Fines, and Frequently Asked
Questions about the service).

The service can be started by clicking (Start Service).
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User Guide for the Approvals Platform - Beneficiary g

4) The user is then redirected to the Government Approvals Portal,
which consists of three icons: (Entity Manager), (Work Team Manage-
ment), (Coordination and Approval). These sections will be explained

in detail.
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1) Entity Manager

After selecting this option, the following screen appears, which in-

cludes (Managing Entity Representatives).
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Managing Entity Representatives

1) After selecting this option, the user is directed to the screen below,
where the system allows modifications to one of the options by click-

ing the green box in the (Actions) column.

looJolgi gl pllsiudll  Gloadll  d4jsallje galioc u,;J,:@
oiady

gall plisno &ylal | Claslgall anio

u P
agall (pliow §)lal

el Jias pasiuall ool ausgll o3y agall punl

Y c - pe
Jizs alllase s allllag auibgll aluall a8y ®
Jiss s 23lgllaue auibgll aluall a6y )
Jlea 2000 3% aibgll dboll @85 e
Jizs i 3bj aibgllaballas s (@
ot [l s

*’I
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2) The following actions appear: (Temporary Suspension, Edit, Delete).
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User Guide for the Approvals Platform - Beneficiary m

3) Clicking on (Temporary Suspension) triggers an alert message

prompting the user to click (Yes) to confirm the action.
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m User Guide for the Approvals Platform - Beneficiary

4) The user is then temporarily suspended, and their status changes

from (Active) to (Inactive), as shown in the screenshot below.

looJolgi gl pllsiudll  Gloadll  d4jsallje galioc u,;J,:@
oiady

agall plino &ylal | Silaslgall anio

dgadl pliowo &)lal
ol ety
il Jias pasuall pl aisgll a3y gall ausl
Y c - pe
Jis ut s 23lglae aibglishollass (@
o [Rl s

I*"
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5) The suspension can be lifted by clicking the (Lift Suspension) button.
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@ User Guide for the Approvals Platform - Beneficiary

6) Clicking on (Lift Suspension) triggers an alert message prompting

the user to click (Yes) to confirm the action.
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7) Clicking on (Edit) displays the user’s information, as shown in the
screenshot below, allowing modifications to the following fields:
(Email, Mobile Number, Additional Mobile Number).
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E User Guide for the Approvals Platform - Beneficiary

8) The (Request Submission) option can also be modified, offering
three choices: (No Permission, Draft Submission Only, Full Submission

and Sending).

Additionally, permissions in the (Coordination and Approval) section
can be modified by selecting the checkbox next to the desired permis-

sion, followed by clicking (Save).

The user then clicks (Save).
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User Guide for the Approvals Platform - Beneficiary E

9) Clicking on (Delete) triggers an alert message prompting the user to

click (Yes) to confirm the deletion of the user.
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10) Clicking the green plus icon @ displays details of the functional

roles and coordination offices of the entity, as shown in the screenshot

below.

el Jins fpasiall ol
Yc v Jsi
Jsd alliase o1 allilac

gulizal) slaicll Sl ple 82l dniln @
(sl

(Cass) Gpanil] Sl e G314 a2l

Juulgabsse
(D) sladed] Sl e 8alagl analn *

(Slayin) yiall quyleni oliy] sl o
guliroll) Guuiill Sllb ple 316l il ©
(snsll

Byl 8800 Gilol Guauii aiso » s @l il Guiall @aylino Guauid aibo o

Jies Guu gl

Saggll 03y

Liso Jolgi  rigyshill pilatull

agall oo ylal /| laslgoll aoio

agall (plioo &)lal

agall ool

aibglisballas s (@
Gudabigll lgadll
(y3) califiundll Sl @285 il &

(Gluyas) Jasll §usb 3] ¢
0 8035001 Sl ple Jpasill sl ¢
(S33) sl Galiaall
50 8038l Sl e gl il o
(Sluya3) 5T Gatiaall

il wiilso

Jibs dilols Gl Guiall gaylind Graid aibo o

633 88hio ilol Grawii ciso

aibglioboll a8 @

Gloaill  aamallite  galige LAl
SGiady



User Guide for the Approvals Platform - Beneficiary m

11) Clicking on (Add New User) opens a small pop-up window, as shown

in the screenshot below, where the user must enter the following
fields: (National ID Number, Date of Birth, Day/Month/Year).
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12) The user then clicks (Add).
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13) The system then redirects the user to the next screen to complete
missing user details, including (Email, Mobile number, Additional Mo-
bile Number).
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m User Guide for the Approvals Platform - Beneficiary

14) The coordination offices are selected using the checkbox.

The (Request Submission) permission is also selected, offering three
choices: (No Permission, Draft Submission Only, Full Submission and

Sending).
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User Guide for the Approvals Platform - Beneficiary E

15) The permissions in the (Coordination and Approval) section are

then selected by checking the box next to the desired permission.

The user then clicks (Save).
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E User Guide for the Approvals Platform - Beneficiary

2) Managing the Work Team

After selecting this option, the following screen appears, which in-
cludes the following icons: (Consulting Engineering Offices, Supervi-
sors, Contractors). These will be explained in detail.
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User Guide for the Approvals Platform - Beneficiary

Consulting Engineering Offices

1) After selecting this task, the following screen appears, where the co-

ordination office can be changed through the dropdown menu.

The following screen shows that the system displays the consultants
available in (Infrastructure Projects Coordination Office at Yanbu Mu-

nicipality).
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m User Guide for the Approvals Platform - Beneficiary

2) The value can be changed by clicking the dropdown menu.
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3) (Infrastructure Projects Coordination Office at Jeddah Municipality)

was selected, displaying the consultants available in Jeddah.
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m User Guide for the Approvals Platform - Beneficiary

4) Clicking on the (Add Consultant) button opens the following screen,
where the user must fill in the following fields: (Unified National Es-

tablishment Number 700, Saudi Council of Engineers License Number).

The user then agrees to the commitments and clicks (Browse).
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User Guide for the Approvals Platform - Beneficiary m

5) The commercial registration data is then retrieved, as shown below.
The user fills in the following fields: (Entity Name in English, Start Date
of Experience in the Field) and adds the (Attachment) by clicking on
the field and selecting the file from the device.
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E User Guide for the Approvals Platform - Beneficiary

6) The screenshot below shows the selection of (Start Date of Experi-

ence in the Field) from the electronic calendar.

The user then adds project manager details by clicking the (Add) but-

ton.
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7) A small pop-up window appears, allowing the user to fill in the pro-

ject manager’s details.

The user then clicks (Save).
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8) The project manager is then added to the table. The user clicks (Save)
at the top left of the screen.

Lioo Jolgi gl platutl  Gloadll  ddeallibe  galios gw@
ooy

B b Jasll g yb) | Glaslgall anio

gainall oo ilily

Jigall gLl auyall

abuiidll culily
olsoll oy 360011
alsoll auais 360012
aiollaulay 360013
oluall gjgig Jai 360014
olsoll aaglo Julas 360015
sihaall ol 50 LAl 370001
anll pall aalle Galyog Cilseds Jus i 370002
@il SUlaill gos Sloas 381101
ayhs el aycliall Sblaill Jai 381104
@l Sl Jai 381105
lg2a capnill Al H salall Sblaill clal] GSlol Jsaui 382101
Ciliglall oo ¢ plalguid Juals ol yughaig sl 300002
asa0all aliall g iliglal alj| 390003
asibuull piliall Solell SleLiiyl 410010
s galillg Cisdisimallg (uplaall Jio Bxidull ¢ iliall Solall el 410021
as0g4all pilsal aolall CleLiai gl 410023

[ﬁl



User Guide for the Approvals Platform - Beneficiary m

Supervisors

1) After selecting this task, the following screen appears, where the co-

ordination office can be changed through the dropdown menu.

The following screen shows that the system displays the supervisors

available in the (Infrastructure Projects Coordination Office at Yanbu

Municipality).
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2) The value can be changed by clicking the dropdown menu.
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3) (Infrastructure Projects Coordination Office at Riyadh Municipality)

was selected, displaying the supervisors available in Riyadh.
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E User Guide for the Approvals Platform - Beneficiary

4) Clicking on the (Add Supervisor) button opens the following screen,
where the user must fill in the following fields: (National ID Number),
(Date of Birth - Day/Month/Year).

The user then clicks (Verify).
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5) The supervisor's data is then retrieved, as shown in the following
screen. The user fills in the required fields: (Email, Years of Experience,
Mobile Number, Additional Mobile Number). The (Attachment) is add-
ed by clicking the field and selecting the file from the device.

The user then clicks (Save).
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:A .I User Guide for the Approvals Platform - Beneficiary

6) After adding the supervisor, the following actions can be performed:
(View Details, Edit, Delete).
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7) Clicking on (Details) displays the supervisor's details without the op-

tion to edit.
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8) Clicking on (Edit) allows modifications to the supervisor’s details,

which can be saved by clicking (Save).
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9) Clicking on (Delete) triggers an alert message, as shown in the screen-

shot below, promptingthe userto click (Yes) to confirm the deletion.
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Contractors

1) After selecting this task, the following screen appears, where the co-

ordination office can be changed through the dropdown menu.

The screenshot below shows that the system displays the contractors
available in (Infrastructure Projects Coordination Office at Yanbu Mu-
nicipality).
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2) The value can be changed by clicking the dropdown menu.
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E User Guide for the Approvals Platform - Beneficiary

3) (Infrastructure Projects Coordination Office at Riyadh Municipality)

was selected, displaying the contractors available in Riyadh.
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4) Clicking on the (Add Contractor) button opens the following screen,
where the user must enter the following field: (Unified National Estab-
lishment Number 700).

The user then clicks (Browse).
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5) The commercial registration data is then retrieved, as shown below.
The user fills in the following fields: (Entity Name in English, Start Date
of Experience in the Field) and adds the (Attachment) by clicking on
the field and selecting the file from the device.
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6) The user then adds project manager details by clicking the (Add)
button.
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7) A small pop-up window appears, allowing the user to fill in the pro-

ject manager’s details.

The user then clicks (Save).




User Guide for the Approvals Platform - Beneficiary m

8) The project manager is then added to the table. The user clicks (Save)
at the top left of the screen.
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9) The contractor is successfully added. When searching by (Unified Na-
tional Establishment Number 700), the contractor appears as shown in

the screenshot below.

Clicking the green plus icon o displays the service entity and estab-

lishment date, as shown in the screenshot below.

After clicking the green box in the (Actions) column, the following op-
tions appear: (Details, Edit, Delete).
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3) Coordination and Approval
Incoming Requests

1) In the (Coordination and Approval) menu, there is an icon for (Incom-

ing Requests), which will be explained in detail.
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2) After selecting (Incoming Requests), the following screen appears,

containing (Excavation Requests) and (Project Requests).
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3) After selecting (Excavation Requests), the following screen appears,
displaying the incoming excavation requests. The user can search for

any request using search filters and perform actions on each request.
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4) Entering a value in the (Request Number) field and pressing the (En-
ter) key on the keyboard will display the search result if the entered

request number is correct.
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5) Searching can also be done by filling in the (Request Date) field and
pressing (Enter).
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6) The user can filter results by selecting a value from the (Request

Type) dropdown menu, as shown in the screenshot below.
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7) The search results then appear.
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8) The user can search by selecting a value from the dropdown list in

the (Municipality) field, as shown in the figure below.
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9) The search results then appear.
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10) The user can further filter results by selecting a value from the

Main Contractor) dropdown menu, as shown in the screenshot below.

aajlgll bl | Cilaslgall anio

aaylgll Culadall
Gldpul Slslialge Al Gllialh gl Jolaall ailodl bl ggi wlbllgl bl ey

g v Jail - Jall > Jall v Jail

. aumaunijhol  2023/08/28
luyll aahio ailol 4517267978 ©

2023/08/31 11921 ol pi S S
anl

sy &, lanl  2023/08/27
SRR - - R w220 ©
sl g anle 16:40:00

s Ldglsall . aydsaynijhnl  2023/08/21
2230026085303 bas galbayll g i Alyll aahio ailol 4517259537 @
anle 08:53:06
. . . aua aynijnl  2023/08/16
20230818 120944 Jowdll i jlasll gull 88 Ayl adbio ailol (o 4517253815 @
anlke 12:09:48
L Clyan g 2023/07/24
202307727 103340 Joull i Slllasbioatl T 4517233665 @
a20i0 10:33:40
s . ausaynijhol  2023/07/24
202308102 100240 Jodll i jlasll gulud a8 Ayl asbio ailol 4517233630 ©

anle 10:02:44

il gy G4y
e i quai ool 2023/07/20

2023/07/25 08:56:36 I o5 aosluo jloiiwill 833 a4 ailol 4517231522 @
i ! anle 08:56:38
a0
ol 8. & ol 2023/07719
23122292 b gubl Y iNeakivats o oES 4517231495 @
Culglaall ale 122237
g saa PP asira0ess @
22307724 081036 » alol 4 unid
& ulglaall & 08:1036
ol 8. : & ol 2023/07719
wvorzsorssas has byl HESIEEY  ihle ee 451723048 @
udglanls ale 07:58:32
) ) \ \ N ™~ N y N \/ N N/ y N/ \/ \
[ = | - == P I — | [ == — b p | ) — b : | / [ > [ ==
J L YAL \ A\ ALV . PG NN AN PN AL\
‘ < S (<Y




User Guide for the Approvals Platform - Beneficiary @

11) The search results then appear.
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12) Another filtering option is selecting a value from the (Response Sta-

tus) dropdown menu, as shown in the screenshot below.
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13) The search results then appear.
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14) Clicking the (+) icon allows the user to view request details, includ-
ing (Project Name, Service Entity, Approval Entity, Municipality, Dis-

trict, Main Consultant, and Coordination Request Status).

The system allows the user to view detailed request information by

clicking the green box in the (Actions) column and selecting (Details).
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15) After clicking (Details), the request details are displayed, as shown
in the screenshot below.
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16) Clicking the circular arrow icon (Reset Search Filters) clears all search

fields and resets the filters.
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17) The results are then displayed, as shown in the screenshot below.
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18) Clicking the filter icon ¥ opens the (Advanced Search) screen,

where search filters can be entered, followed by clicking the (Search)
button.
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19) After selecting (Project Requests), the following screen appears,
displaying the incoming project requests. The user can search for any

request using search filters and perform actions on each request.
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20) Clicking the (+) icon allows the user to view request details, includ-
ing (Project Name, Entity Name, Approval Entity, Municipality, District,

Sub-Project Classification, and Coordination Request Status).

The system allows the user to view detailed request information by

clicking the green box in the (Actions) column and selecting (Details).
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21) After clicking (Details), the request details are displayed, as shown
in the screenshot below.
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22) The screenshot below represents the second section of the request

details screen.
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23) The screenshot below represents the third section of the request

details screen.
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24) The screenshot below represents the fourth section of the request

details screen.
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25) The screenshot below shows the user searching for a specific re-

quest using the search filters.
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