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Ministry of Municipalities and Housing

User Guide for Excavation Services (Nasseq)

Emergency Excavations




Login to the System

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

Password, Security Code) 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 All Products) button.
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4) From the next screen, the user searches for (Infrastructure

Coordination  Services).
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5) The user then searches for the service (Emergency Excavations).
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6) The system redirects the user to the service card, where they can

review the application process.

The user then clicks the (Start Service) button to initiate a service

request.
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7) The user selects the service (Submit a New Emergency Excavation

Notification).
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8) The next screen appears where the user fills in the emergency

excavation details and submits the request.
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9) The user completes the required fields under the (Emergency
Excavation Notification) section, which includes: (Coordination Office,
Network Type, Nature of Work, Excavation Method, Total Route
Lengths).

The user also fills in the (Reasons for Emergency Excavation) section,

including: (Reason, Reason Description, Attachment), then clicks (Add).

In the example shown, the user added (Internet Cable Disconnection),
where the attachment can be viewed by clicking the document icon or

deleted using the trash bin icon.
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10) For the (Location Details), the user selects the geographic location
by choosing values from the following dropdown lists: (Municipality,
Sub-Municipality, District, Plot Number, Block Number), then clicks on

the map to pinpoint the location.

Note: If the setting (Verify the display of geographic layers based on
the authority of the relevant coordination office) is enabled, additional
permissions will be assigned in the Nasseq platform to allow control
over the visibility of specialized geographic layers:

- Display all designated geographic layers.

- Display only the layers owned by the entity.

- Do not display any designated geographic layers.
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11) The (Submit) button appears, and the user clicks on it.
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12) After clicking (Submit), the system automaticallyfillsin the following

fields: (Municipality, Secretariat, District, Street, Midpoint Coordinates
X&Y).

The user then completes the fields under (Consulting Office, Main
Contractor).
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13) The user reviews and agrees to the undertakings.
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14) The user then clicks (Submit Request).
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15) The request is successfully submitted, and a confirmation message
appears. The user can print the request using the (Print) button or

choose (Not Now) to defer printing.
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16) If the selected area has an active Contractor Qualification Platform

(Etmam+), the system will display three options: (All, Team, Etmam).

When selecting (All), both the Team and Etmam+ lists are merged.
Contractors qualified under Etmam+ are marked with (Etmam+), as

shown in the screenshot below.
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17) If a qualified contractor from Etmam is selected, new fields for
the Project Manager appear, where the user must enter (National ID

Number), and select (Date of Birth) from the electronic calendar.
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18) The system retrieves the (Project Manager Name), and the user
enters the following required fields: (Mobile Number, Additional
Mobile Number, Email).
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19) If a qualified contractor from Etmam+ is selected, the dropdown
menu (Contractor Responsibilities and Tasks) will display three options:

(Backfilling, Rehabilitation and Paving, Cleaning).
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20) The user is then directed to the (My Emergency Excavations) page,
where the required action is displayed as (An Emergency Excavation
Permit Request Must Be Submitted).

Note:

If the emergency excavation permit request is not completed within 24
hours from the initial approval date, the preliminary notification will be
considered invalid, and a violation (Excavation Without a Permit) will
be recorded daily based on the approved fines and penalties schedule.
The request will appear in red.
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21) The user clicks on the green box in the (Actions) column and selects

(Print Preliminary Approval).
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22) The approval file is downloaded to the user's device.
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23) After opening the file, the (Emergency Excavation Work Permit

Form) appears.
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24) The user selects (Request an Emergency Excavation Permit), which
opens the first stage (Request Details), where the system displays the
applicant’s details, the service entity’s details, the preliminary approval

details, and the emergency excavation reasons.

The location can be viewed on the map by clicking on the coordinates
link in the field (Notification Coordinate Registered in Preliminary
Approval).
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25) The user can add a new reason under (Emergency Excavation
Reasons) by filling in: (Reason, Reason Description, Attachment), then
clicking (Add).

The user then clicks the (Next) button to proceed to the next stage,

with the option to save the request as a draft for later reference using .
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26) The user is directed to the (Location Details) stage.
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27) After zooming in, the location becomes clearer, and the user clicks

on the plus icon (Draw Excavation).
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28) After the menu appears, the user clicks on (Add Route).

Note: A maximum of two routes can be added, where each route must
not exceed 50 meters. The total length of both routes must not exceed

80 meters.
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29) The user then draws the route on the map, as shown.
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30) The user then enters the required fields: (Work Order Number,
Street Width, Street Depth, Route Width), then clicks (Add Excavation).
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31) The system adds the excavation to the map, as shown below.
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32) The user can also upload excavation coordinates by clicking (Upload
File).
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33) The user can access Shapefile Upload Instructions by clicking the

icon.
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34)Thefollowingscreenshotdisplaysthe (Shapefile Upload Guidelines).
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35) The user clicks (Next) to proceed to the next stage.
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36) The user is then directed to the Work Plan stage, where they must
fill in the missing fields, including: (Excavation Duration in Days,
Number of Camping Rooms, Does the project require a permit for

heavy equipment entry?).

The user then clicks (Next) to proceed to the next stage.
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37) The user moves to the (Routes) stage and fills in the required fields.
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38) The user fills in the following route details: (Route Location
Relative to the Street Centerline). The first section, (Street Data), is also

completed.
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39) The user clicks (Next) to proceed, with options to save as a draft

using (Save as Draft) or return to the previous stage using (Back).
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40) The user is then directed to the (Work Team) stage, where required
fields in the following sections must be completed: (Field Supervisor
from the Service Provider Data, Engineering Consulting Office Data,

Contractors Data).
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41) Selecting (Field Supervisor from the Service Provider) from the
dropdown list automatically fills in the related fields.
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42) The user can modify the Engineering Consulting Office details by

selecting (Edit) as shown in the following figure.
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43) A pop-up menu appears, allowing the user to edit the required

fields. After making the necessary changes, they must click the (Edit)

button to save the updates.
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44) The contractor's information can also be modified by selecting

(Edit) as shown in the following figure, after clicking the green box in
the (Actions) column.
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45) A pop-up screen then appears as shown below, allowing the user to

modify the required fields.
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46) The following figure displays the available values in the (Contractor

Responsibilities and Tasks) dropdown list.
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47) Then, the user clicks the (Edit) button to save the modifications.
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48) The user clicks (Next) to proceed, with options to save as a draft

using (Save as Draft) or return to the previous stage using (Back).
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49) If the selected area has an active Contractor Qualification Platform

(Etmam+), the system will display three options: (All, Team, Etmam).

When selecting (All), both the Team and Etmam+ lists are merged.
Contractors qualified under Etmam+ are marked with (Etmam+), as

shown in the screenshot below.
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50) The dropdown list (Project Manager Name) will not display any
values if a contractor qualified by Etmam is selected.
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51) The dropdown list (Contractor Responsibilities and Tasks) includes
the following three values only when a contractor qualified by Etmam

is selected: (Backfilling, Rehabilitation and Paving, Cleaning).
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52) After clicking the (Add) button, the project manager's fields will be

filled in, but only if a contractor qualified by Etmam is selected.

The user must enter the (ID Number) and select (Date of Birth) from

the electronic calendar.
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53) The system then retrieves the (Project Manager Name)field, and the

user enters values for the following fields: (Mobile Number, Additional
Mobile Number, Email) before clicking the (Edit) button.
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54) The user clicks (Next) to proceed, with options to save as a draft
using (Save as Draft) or return to the previous stage using (Back).
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55) The (Attachments) stage appears, where the user uploads the
required attachments, with the optionto add an additional attachment
by entering a value in the (Attachment Name) field, selecting the
attachment in the (Attachment) field, and clicking the (Upload) button.
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56) The user clicks (Next) to proceed to the next stage.
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57) The user is then directed to the (Requirements and Commitments)

stage,wheretheyreviewtherequirementsandagreetothedeclaration.
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58) The user clicks (Next), with the option to save the request as a draft
for later reference by clicking (Save as Draft) and the ability to return

to the previous stage by clicking (Back).
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59) After clicking (Next), the user is directed to the (Fee Calculation)
stage, where the total fees are displayed, and the system allows the
user to submit the request by clicking (Submit Request).
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60) A confirmation message appears, prompting the user to click
(Confirm) to complete the request submission or (Cancel) to abort the

process.
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61) After clicking (Confirm), the request is submitted, and the system
allows the user to evaluate the service by selecting the visible stars,
entering a value in the (Comments) field, and clicking (Submit

Evaluation).
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62) The system confirms that the Evaluation has been successfully

saved.
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63) The request status in the (My Requests) screen is updated to (Under

Coordinationand Approval).
Note:

After completing the (Excavation Permit Issuance) process, a
(Coordination Report) will be automatically generated.
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64) When clicking (Cancel Preliminary Approval for Emergency

Excavation), the following screen appears, representing the first stage,
where the user clicks (Proceed with Request).
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65) The user is then directed to the (Cancellation Information) stage,
as shown below, where they must fill in the following mandatory
fields: (Reason for Cancellation Request, Description of the Reason,

Excavation Completion Percentage).

The user then clicks (Next) to proceed to the next stage.
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66) The (Attachments) stage appears, where the user uploads the (Site
Image) attachment, with the option to add an additional attachment
by entering a value in the (Attachment Name) field, selecting the
attachment in the (Attachment) field, and clicking (Upload).

The user then clicks (Next) to proceed to the next stage.
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67) The user is then directed to the (Requirements and Commitments)

stage,wheretheyreviewtherequirementsandagreetothedeclaration.
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68) The user then clicks on the (Submit Request) button.
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69) A confirmation alert appears, prompting the user to click (Confirm)

to proceed with the request.
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70) The system then allows the user to evaluate the service by selecting
the number of stars displayed, entering a value in the (Comments)

field, and clicking the (Submit Evaluation) button.
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71) The system confirms that the Evaluation has been successfully

saved.
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72) The request status in the (My Requests) screen is updated to (Under
Coordinationand Approval).
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73) For requests that have violations recorded, clicking the green box in

the (Actions) column reveals the available options for the request, as

shown below. To view violations, the user clicks (Violations).
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74) The following screen appears, displaying the recorded violations

for the request.
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75) By clicking the (+) symbol, the (Violation Approval Date) can be
displayed.

Additionally, clicking the green box in the (Actions) column reveals

options such as (Details).
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76) After clicking (Details), the violation details are displayed.
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77) In the (My Emergency Excavations) screen, emergency excavations
are marked with different colors as follows:

- (White-Silver) indicates an active notification.

- (Yellow) indicates a notification where the contractor is at risk of
being blocked.

- (Red) indicates a notification where a violation has been issued.

P ——

e P
aijladl  pilspan
Sl wskaall sl e fodalldgtl ekl gyl Sl alilaligs Aadgallal
¢ |- b | v omk
i jlaal il ausdi Lot sl 202211212 20221211
W enfiat | hel iyl abioalel oo 44059464673
sils [V EY) 0836 0836
pgiis jladd 202212/08 202212407 aabia ditol
P % o pai 44059463233
wada 1426 14:26 )

pgiin jlaid 2022/12/02 202211201

B b ablsalgd hol sl dguadbioalel  obougwi 44059463127

andall 1421 1421

aol Ltk piio jwil  2022N203 202211725 7

S e St ; Plllashiodilel  oloupai 44059463123
sl auaslal 1813 1213

i jhanl b ayadi iio el 2022112/03 202211425 .

Maqpaiboladb apdi il gpglied Slldihiodld  olo. g 4059463117
i ol 1219 1219

i laal i & s il 2022/12/04 2022/11/25 .

pie Aot FECIPI S PO Slyllaihioaldl  ohowupas 44059462000

sl adall 1005 1005

i sl b piadi pglio il 2022028 2022711127 .

ks (it e i Sl dihiotitel  obopai 44059462519

sl aaulal 1243 1243

i haal ot s pglic )il 20220128 20211128 5

LR, At gl 4 Sl ashioaitel  obopui 44059462507

it anlodl 1247 1247

245 jpnilaol il ARKi il pgiio il 2022112701 2022/11/25

il ol 1232 1232

giin jlail 2022112/02 020200

Bllldahiodilel oo ipai 44059462491




User Guide for Excavation Services (Nasseq) - Emergency Excavations E

78) The Coordination Office can access the (My Emergency Excavations)
screen for different entities based on the region, view notification

details, print the notification, and print the violation details.
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