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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, 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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The Service of Issuing a Self-Service Machine Permit - Beneficiary E

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 All Products) button.
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E The Service of Issuing a Self-Service Machine Permit - Beneficiary

Steps to Request the Service

1) To start the service application, the user searches for (Commercial

Licenses) as shown below.
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The Service of Issuing a Self-Service Machine Permit - Beneficiary

2) The user searches for (Issuing a Self-Service Machine Permit Service)

as shown in the following screen.
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B The Service of Issuing a Self-Service Machine Permit - Beneficiary

3) The next screen appears, allowing the user to view (How to Apply,

Requirements, Conditions and Fines, etc.).
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The Service of Issuing a Self-Service Machine Permit - Beneficiary g

4) To start the application process, the user clicks (Start Service).
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E The Service of Issuing a Self-Service Machine Permit - Beneficiary

The following screen appears, where the (Unified License Number) is

entered, followed by clicking (View).
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The Service of Issuing a Self-Service Machine Permit - Beneficiary m

6) If the entered (Unified License Number) is correct, the system re-
trieves (Basic License Information) and (Primary Owner Information)

as shown below. The user then clicks (Submit Request).
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m The Service of Issuing a Self-Service Machine Permit - Beneficiary

7) The next screen represents the first stage of the request process,
(Request Information), where the system displays (Basic License Infor-

mation, Primary Owner Information, and Service Notifications).
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The Service of Issuing a Self-Service Machine Permit - Beneficiary

8) The notification recipients list can be modified by clicking (Click

Here).
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m The Service of Issuing a Self-Service Machine Permit - Beneficiary

The user clicks (Next) to proceed to the second stage.
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The Service of Issuing a Self-Service Machine Permit - Beneficiary E

10) The system then moves to the (Business Activity and Geograph-
ic Location Information) stage, displaying (Primary Store Information,
Activity Information, and Geographic Location Details) of the license.

The following screen represents the first part of (Business Activity and

Geographic Location Information).
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@ The Service of Issuing a Self-Service Machine Permit - Beneficiary

11) The following screen represents the second part of (Business Activ-
ity and Geographic Location Information), where the user clicks (Next)
to proceed to the next stage, with the option to save the request as a
draft by clicking (Save as Draft) and the ability to return to the previous
stage by clicking (Back).
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The Service of Issuing a Self-Service Machine Permit - Beneficiary

12) The user is then directed to the (Machine Location Selection) stage,
where a value is selected from the (Machine Location(s)) dropdown
menu, with the option to specify one or more machine locations with-
in the permit.

Note: If the primary license activity is (Retail sales through self-service vending
machines, including coffee machines, juice dispensers, etc.), the system allows
selecting a machine location from the following options: (Inside the store - Shop-
ping mall - Supermarket - Public places - Pedestrian paths - Independent location/
Existing building - Other). The dropdown menu for (Machine Location) is populat-
ed with these options. However, if this activity is not included in the license, the
machine location is restricted to (Inside the store) only, and the (Machine Loca-
tion) dropdown menu will contain this single option.
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E The Service of Issuing a Self-Service Machine Permit - Beneficiary

13) The following screenshot displays the (Machine Location(s)) drop-
down menu values.
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The Service of Issuing a Self-Service Machine Permit - Beneficiary E

14) If (Inside the store) is selected, the (Location Description) field does
not appear.
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E The Service of Issuing a Self-Service Machine Permit - Beneficiary

15) Clicking (Add Location) adds the location to the table, as shown be-
low, and retrieves the license data.
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The Service of Issuing a Self-Service Machine Permit - Beneficiary m

16) If any option other than (Inside the store) is selected, the (Location

Description) field appears, as shown below, for input.

The map also appears, allowing the user to select the location by

choosing from the following dropdown menus: (Region, City, District,

Street).
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E The Service of Issuing a Self-Service Machine Permit - Beneficiary

17) The user then clicks on the map to specify the location. Once the

(Confirm) button is activated, the user clicks it.
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The Service of Issuing a Self-Service Machine Permit - Beneficiary E

18) After clicking the (Confirm) button, the following fields are auto-

matically populated: (Eastern Coordinate, Northern Coordinate, Mu-
nicipality, Secretariat, District, Street).

Then, the user clicks (Add Location).
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m The Service of Issuing a Self-Service Machine Permit - Beneficiary

19) The user then clicks the (Next) button.
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The Service of Issuing a Self-Service Machine Permit - Beneficiary E

20) The user is redirected to the (Machine Details) stage, where the

system allows returning to the previous step and adding another loca-
tion by clicking (Add Location).
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E The Service of Issuing a Self-Service Machine Permit - Beneficiary

21) Clicking (Add Location) takes the user back to the previous phase if

another location needs to be added within the permit.
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The Service of Issuing a Self-Service Machine Permit - Beneficiary

22) Clicking (Next) returns the user to the (Machine Details) phase, as

shown below.

To add a machine, the user fills in the following fields: (Machine Loca-
tion, Machine Type, Machine Location Area in Square Meters, Machine
Serial Number) and clicks (Add).
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E The Service of Issuing a Self-Service Machine Permit - Beneficiary

23) If locations other than (Inside the store) such as (Supermarket, Pub-
lic Places, Pedestrian Paths, etc.) were selected in the previous phase
(Defining Machine Locations), these options will appear in the (Ma-
chine Location) dropdown in the next phase (Machine Details). When
selecting any of these locations, the system requires proof of the store’s
location by selecting the beneficiary's status from (Owner/Tenant) and

uploading the required attachments.
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The Service of Issuing a Self-Service Machine Permit - Beneficiary E

24) If the option (Owner) is selected, the following choices appear: (At-
tach Ownership Deed, Use Electronic Title Deed Number).

If (Attach Ownership Deed) is chosen, the following fields appear:
(Ownership Deed Number, Ownership Deed Date) for input, and at-
tachments must be added in the (Attachments) section, including (A
copy of the property ownership deed, and a machine quality certificate
issued by the Saudi Standards, Metrology, and Quality Organization).
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E The Service of Issuing a Self-Service Machine Permit - Beneficiary

25) If the option (Use Electronic Title Deed Number) is selected, the fol-
lowing choices appear: (Title deed issued with the establishment's uni-
fied number, Title deed issued with the 700 number in the commercial

register).

One of these options must be selected, and verification is done by en-

tering the (Ownership Deed Number) field and clicking (Verify).
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The Service of Issuing a Self-Service Machine Permit - Beneficiary m

26) If the option (Tenant) is selected, the following options appear:

(Lease Contract, Investment Contract).

If (Lease Contract) is selected, the following options appear: (Attach
Lease Contract, Use Electronic Lease Contract Number).
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E The Service of Issuing a Self-Service Machine Permit - Beneficiary

27) If (Attach Lease Contract) is selected, the following fields appear:
(Lease Contract Number, Lease Expiry Date) for input. The attach-
ments (Lease contract, Machine quality certificate issued by the Saudi
Standards, Metrology, and Quality Organization) must be selected in

the (Attachments) section.
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The Service of Issuing a Self-Service Machine Permit - Beneficiary E

28) If (Use Electronic Lease Contract Number) is selected, the following
fields appear: (Contract Number, Version Number, Tenant Represent-

ative ID) for input. The user then clicks (Verify) to proceed.
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m The Service of Issuing a Self-Service Machine Permit - Beneficiary

29) If (Investment Contract) is selected, the following options appear
to be selected from: (Attach Investment Contract, Use Electronic In-

vestment Contract Number).

If (Attach Investment Contract) is selected, the user must upload the
required attachments: (Investment Contract, Machine Quality Certifi-
cate issued by the Saudi Standards, Metrology, and Quality Organiza-

tion) from the device.
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The Service of Issuing a Self-Service Machine Permit - Beneficiary m

30) When selecting (Use Electronic Investment Contract Number),
available electronic investment contracts appear if they exist.
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E The Service of Issuing a Self-Service Machine Permit - Beneficiary

31) After adding the machines, they appear in the table as shown be-
low. The (Quality Certificate Attachment) can be downloaded by click-

ing (View Attachment), and any added machine can be removed by
clicking (X).

The (Permit Fee Calculation) section appears at the bottom of the

screen.
-3 & Q lso Juolgi  Gbaiall  Glodsiwdl  Glesall  damell e alioe  gois
el sl = 8 3 e 5 o e
m 63gua8 has T ‘ on > ‘ 4617361854 qlhllpiu] auils 2033 &iatlo apai Jlaun] @033 | aybaill pasdl | apufyl
5 ° 3 2 1
ALl Al OB GGl Juolai Slidlallphlge s pagally bLidll by bl il
el

dsbaall Siliglall &

il o Ml St 030 il o Ml 336
Blgals @4 didlall gégo dabuso plasabaasill @Ayl a
el iR alall Sl goi e teees ¢ ot aigllall goi S adgall
83gall yially digdlall adgall
_—— R : .
4 = 222 23456789 Al R gl ol uoe g2l
oo apasdll dgall Sie

apaill pgay cibua &

aupaill jlsal eguy 987.92
Jiy
Ju  967.92 BLaill
N o = o B




The Service of Issuing a Self-Service Machine Permit - Beneficiary

32) If (Inside the Store) is selected from the (Machine Location) drop-
down list, the system does not require proof of store location. The only
requirement is to upload the attachment (Machine Quality Certificate
issued by the Saudi Standards, Metrology, and Quality Organization)
and click (Add).
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E The Service of Issuing a Self-Service Machine Permit - Beneficiary

33) The user clicks (Create Request) at the top left of the screen.
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The Service of Issuing a Self-Service Machine Permit - Beneficiary E

34) The system then moves to the (Requests Sent to Municipality)
phase, where submitted requests and their details can be reviewed. A

separate request is generated for each location.

The user then clicks (Next).
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:l .I The Service of Issuing a Self-Service Machine Permit - Beneficiary

35) The system allows the user to evaluate the service by selecting a

rating from the visible stars and entering a value in the (Comments)
field.
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The Service of Issuing a Self-Service Machine Permit - Beneficiary m

36) The user then clicks the (Submit Evaluation) button.
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m The Service of Issuing a Self-Service Machine Permit - Beneficiary

The evaluation is saved successfully, and a confirmation message

appears as shown below.
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The Service of Issuing a Self-Service Machine Permit - Beneficiary E

38) The user can track the request through the (My Requests) screen,
where it shows that two requests have been created for the same li-

cense.

Note: If a (Commercial License Cancellation Request) is approved, the

(Self-Service Machine Permit) is proactively canceled.
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:l :ll The Service of Issuing a Self-Service Machine Permit - Beneficiary

Clicking the paper Icon (Browse) in the (Action) column displays the

details of the first request.
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The Service of Issuing a Self-Service Machine Permit - Beneficiary E

40) In the (Machine Details) section, clicking the machine name dis-
plays its details as follows.
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@ The Service of Issuing a Self-Service Machine Permit - Beneficiary

41) The second request can be reviewed in the same way by clicking the

paper Icon (Browse) in the (Action) column.
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The Service of Issuing a Self-Service Machine Permit - Beneficiary m

The details of the second request are then displayed.
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:‘ E:’ The Service of Issuing a Self-Service Machine Permit - Beneficiary

43) In the (Machine Details) section, clicking the machine name dis-
plays its details as follows.
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The Service of Issuing a Self-Service Machine Permit - Beneficiary E

44) If there are comments on the attachment or request from the mu-
nicipal staff, new sections appear for the beneficiary under (Comments
on Attachments, Comments on Request) as shown below. The user can
respond by entering values in the fields (Response to Comments on

Attachment, Response to Comment) respectively.

The user then clicks (Resubmit Request to Municipality).
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