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Ministry of Municipalities and Housing

User Guide for The

Commercial License Modification Service




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.

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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H User Guide for The Commercial License Modification Service - Beneficiary

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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User Guide for The Commercial License Modification Service - Beneficiary E

Steps to Request the Service

1) To start the service request, search for the (Commercial Licenses)

product and click (Product Details).
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E User Guide for The Commercial License Modification Service - Beneficiary

2) Search for the (Modify Commercial Activity License) service and click
(Details).

lino halgi Chaiall Glodsiwill Slexdll dbgmall e sabioe i

aylaill Gl

8 dhn fy BUan o dlie dx geimt [ dubal Bia

Jilaulaei Y
Cialalg 1)

i st e Jasig asglhall Giloglaall (ke rap dralull Sloasll ke Galad ol Jludtanl s

2 I
£
i
i




User Guide for The Commercial License Modification Service - Beneficiary

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

Requirements, Conditions and Fines, etc.).

To start the application process, the user clicks the (Start Service)
button.
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B User Guide for The Commercial License Modification Service - Beneficiary

4) The user selects the role from the following options: (For Myself,
Owner/Manager of an Establishment, Authorized Representative/

Account Manager of an Establishment).

The user can also add an old license by clicking (Add Old License by

Beneficiary) and completing the process.
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User Guide for The Commercial License Modification Service - Beneficiary g

5) If the user selects (For Myself), the system displays the licenses

registered under the National ID.
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E User Guide for The Commercial License Modification Service - Beneficiary

6) If the user selects (Owner/Manager of an Establishment), the system
prompts for the Commercial Register Number. The user then enters

the number and clicks (Browse).

lisa Jiolgi  Chaiall  Oleflsiwil  Gleadll  dajmall i galioe i

(gl gls sl i i odlpatal 1) e Buaually spbasl Jaall sy Jssl op) il

by ill Cusss isang (gylatll Yol s 35390 Bl Gel ol ias . susluall (sjaje

» il Jasall

- ' g i




User Guide for The Commercial License Modification Service - Beneficiary m

7) If the user selects (Authorized Representative/Account Manager
of an Establishment), a dropdown menu appears with (Commercial

Register/Number 700). The user selects an option and clicks (Browse).
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m User Guide for The Commercial License Modification Service - Beneficiary

8) In this example, the user selects (For Myself). After choosing the
license to be modified, the system displays its details. The user clicks
(Submit Request) to begin the modification process.
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User Guide for The Commercial License Modification Service - Beneficiary m

9) The next step (User and Business Activity Details) requires verifying

the user's mobile number. The user enters the (Mobile Number) and

clicks (Verify).
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m User Guide for The Commercial License Modification Service - Beneficiary

10) A confirmation codeis sent via SMS. The user enters the (Verification

Code)andclicks (Confirm).
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User Guide for The Commercial License Modification Service - Beneficiary E

11) A message appears stating (Thank you, verification was successful)
as shown below.

The system verifies that the business activity associated with the
license is listed under the commercial registration of the beneficiary. If

the activity is not included, the following message is displayed:

"Dear Beneficiary, Unfortunately, you cannot modify your license
because the activities on the license are not listed in the commercial
registration. Please add the activities to the commercial registration
through the Ministry of Commerce services and then submit the

modification request again."
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@ User Guide for The Commercial License Modification Service - Beneficiary

12) Inthe (Primary Activity) section, the user can modify the (Total Store
Area) field. If the user clicks (Modify Primary Activity), an alert appears.
The user reads the message and clicks (Yes) to proceed with modifying

the primary activity.
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User Guide for The Commercial License Modification Service - Beneficiary

13) After clicking (Yes), the system displays the commercial registration
activities listed under the Ministry of Municipalities and Housing. The

user reviews the activities and clicks (Choose Activity from This Group).

Additionally, the system displays commercial registration activities
that are not listed under the Ministry of Municipalities and Housing.
The user can review these activities and click (Choose Activity from
This Group).
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E User Guide for The Commercial License Modification Service - Beneficiary

14) At the bottom, the user can click (Close) to cancel modifying the

primary activity.
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User Guide for The Commercial License Modification Service - Beneficiary E

15) If the user clicks (Choose Activity from This Group), they can select
values from the dropdown menus (ISIC Activity, Detailed Activity) and
must enter a value for the (Reason for Modification) field.
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E User Guide for The Commercial License Modification Service - Beneficiary

16) After selecting a value from the (Detailed Activity) dropdown, an

acknowledgment appears.
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User Guide for The Commercial License Modification Service - Beneficiary m

17) The user clicks (I Agree) at the bottom.
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E User Guide for The Commercial License Modification Service - Beneficiary

18) The selected values appear in the dropdown menus.
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User Guide for The Commercial License Modification Service - Beneficiary E

19) The user selects the type of workers from the options (Men,
Women, Men & Women). Additionally, an extra activity can be added
under (Additional Activity) by selecting values from the (ISIC Activity,
Detailed Activity) dropdowns, entering the (Additional Activity Area
from Total Area) field, and clicking (Add).
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m User Guide for The Commercial License Modification Service - Beneficiary

20) After selecting a value from the (Detailed Activity) dropdown, an

acknowledgment appears.
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User Guide for The Commercial License Modification Service - Beneficiary E

21) The user clicks (I Agree) at the bottom.
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E User Guide for The Commercial License Modification Service - Beneficiary

22) The following figure shows that the user has entered a value in the
(Additional Activity Area from Total Area) field, then clicks (Add).
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User Guide for The Commercial License Modification Service - Beneficiary

23) The added activity appears in the table, and the user can add more
than one activity.
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E User Guide for The Commercial License Modification Service - Beneficiary

24) If the license owner has outstanding debts, the system displays a
new section labeled (You Have Debts) as shown below, indicating the
(Total Debt Amount).

Note: If the debts exceed the maximum allowable limit, the service
request will be halted. However, if the outstanding debts do not
exceed the maximum limit, the user will be allowed to proceed with

the service.

The user can view debt details by clicking (More Details).
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User Guide for The Commercial License Modification Service - Beneficiary E

25) After clicking (More Details), the (Debt Details) screen appears, as

shown below. The user can pay any invoice by clicking (Pay Here).
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E User Guide for The Commercial License Modification Service - Beneficiary

26) After clicking (Pay Here), the user is redirected to the payment
screen, where they enter their credit card details and complete the

payment process.
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User Guide for The Commercial License Modification Service - Beneficiary m

27) The following screen represents the (Geographic Location Data)
stage, where the system displays the geographic data on the map and

in the fields below.
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E User Guide for The Commercial License Modification Service - Beneficiary

28) At the bottom of this page, if the fields (Plan Number, Plot Number)
contain the value (-1) or (No Value), the user is allowed to modify them,

and entry becomes mandatory.

After completing the required information, the user clicks (Next) to
proceed to the next stage. The user can also save the request as a draft
by clicking (Save as Draft) or return to the previous step by clicking
(Back).
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User Guide for The Commercial License Modification Service - Beneficiary m

29) The (Store and Signage Data) stage appears, where the user fills in

the required fields and agrees to the acknowledgment.
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m User Guide for The Commercial License Modification Service - Beneficiary

30) As shown below, if the user selects (Yes) for the question (Do
you have a registered trademark?), the system displays the message

(Registered Trademark).

The user can modify the following fields: (Store Name, Store Number,
Property Number, Number of Openings) and answer the questions (Is
the store located inside a gas station? Is the store located in a shopping

center?).

Additionally, users can enter or modify the store name in Arabic or

English.
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User Guide for The Commercial License Modification Service - Beneficiary m

31) If the user selects (Yes) for the question (Is the store located in a
shopping center?), a new dropdown menu (Shopping Center) appears,
allowing the user to select a value and enter the (Floor) field.
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E User Guide for The Commercial License Modification Service - Beneficiary

32) If the user selects (Yes) for the question (Are you contracted with
a municipality-approved cleaning company for waste collection and
transportation?), the system displays the electronic cleaning contract

details that must match the license data.
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User Guide for The Commercial License Modification Service - Beneficiary

33) If the user selects (Yes) for the question (Do you have a valid safety
permit?), the (Safety Permit Number) field appears, where the user
enters the number and clicks (Verify).
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E User Guide for The Commercial License Modification Service - Beneficiary

34) Ifthe user selects (No), an alert message appears: "Due to the license

not being previously linked to a safety permit, the request will be sent

to the Civil Defense platform for approval if a valid safety permit is not

M n
available.
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User Guide for The Commercial License Modification Service - Beneficiary E

35) The store location is verified by selecting the user’s role as (Owner,
Tenant). If (Owner) is selected, the user is given the following options:
(Attach Ownership Contract) or (Use Electronic Title Deed Contract
Number).

If (Attach Ownership Contract) is selected, the user must fill in the
(Ownership Contract Number, Ownership Contract Date) fields.
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:A .I User Guide for The Commercial License Modification Service - Beneficiary

36) If (Use Electronic Title Deed Contract Number) is selected, the
following options appear: (Title Deed issued under the Commercial
Registration Number, Title Deed issued under the 700 Number in the

Commercial Registration, Title Deed issued under the Owner's ID).

The user then enters the (Title Deed Contract Number) and clicks
(Verify).
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User Guide for The Commercial License Modification Service - Beneficiary m

37) If (Tenant) is selected, the user is presented with the options (Lease

Contract, Investment Contract).

If (Lease Contract) is selected, the user is given the following choices:

(Attach Lease Contract, Use Electronic Lease Contract Number).

If (Attach Lease Contract) is selected, the user fills in the (Lease Contract
Number, Lease Expiry Date) fields.
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m User Guide for The Commercial License Modification Service - Beneficiary

38) If (Use Electronic Lease Contract Number) is selected, the user fills
in the following fields: (Contract Number, Version Number, Tenant

Representative ID), then clicks (Verify).
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User Guide for The Commercial License Modification Service - Beneficiary E

39) If (Investment Contract) is selected, the user is given the options
(Attach Investment Contract, Use Electronic Investment Contract

Number).

The user can select (Attach Investment Contract) and proceed with the

request.
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:‘ I‘ I User Guide for The Commercial License Modification Service - Beneficiary

40) Alternatively, the user can select (Use Electronic Investment
Contract Number), which displays a table of available electronic

investment contracts—if any exist—for selection.
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User Guide for The Commercial License Modification Service - Beneficiary E

41) Regarding the (Signage Data) section, if the selected area has an
active (Lawhati Contract) setting enabled, the (Add Lawhati Contract)
option appears next to (Add Signage Data).
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E User Guide for The Commercial License Modification Service - Beneficiary

42) If (Add Signage Data) is selected, the system allows the user to
add signage by choosing the type from the dropdown (Guidance,
Advertisement) and entering the (Signage Area in Square Meters),
then clicking (Add). The user can delete an added sign from the table
by clicking the (X) icon.

After completing the data entry, the user clicks (Next).
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User Guide for The Commercial License Modification Service - Beneficiary m

43) If (Add Lawhati Contract) is selected, the user can choose a contract
from the (Signage Contracts) dropdown. The signs linked to the
selected contract will then appear, allowing the user to proceed with

the process.
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:l E:i User Guide for The Commercial License Modification Service - Beneficiary

44) After clicking (Next), the user is taken to the (Attachments Data)
stage, where attachments can be uploaded by clicking the field and

selecting the file from the device.
The user may also enter a value in the (User Notes) field if applicable.

After completing the attachments, the user clicks (Next) to proceed to

the next stage.
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User Guide for The Commercial License Modification Service - Beneficiary 4.

45) The next stage is (Fee Calculator), where the user clicks (Calculate)

to have the system compute and display the total fees.
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E User Guide for The Commercial License Modification Service - Beneficiary

46) The total fees appear as shown in the next screen, with an option

to clear the contents using the (Clear) button.
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User Guide for The Commercial License Modification Service - Beneficiary m

47) If the license owner has outstanding debts, the system displays a

new section labeled (YouHave Debts) showingthe (Total Debt Amount).

The user can view debt details by clicking (More Details).
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E User Guide for The Commercial License Modification Service - Beneficiary

48) After clicking (More Details), the (Debt Details) screen appears, as

shown below. The user can pay any invoice by clicking (Pay Here).
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User Guide for The Commercial License Modification Service - Beneficiary E

49) After clicking (Pay Here), the user is redirected to the payment
screen, where they enter their credit card details and complete the

payment process.
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m User Guide for The Commercial License Modification Service - Beneficiary

50) After clicking (Submit Request), the request is successfully

submitted, and a confirmation message appears.

The system also allows the user to evaluate the service by selecting a
number of stars and entering comments in the (Comments) field. The

user then clicks (Submit Evaluation).
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User Guide for The Commercial License Modification Service - Beneficiary E

51) The evaluation is successfully saved, and a confirmation message
appears.

Note:

Once the (Modify Commercial License) request is completed, any

permits incompatible with the new activity will be automatically
canceled.




E User Guide for The Commercial License Modification Service - Beneficiary

52) The user can track the request via the (My Requests) screen. By
clicking the (View) icon under the (Action) column, they can view

request details.
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User Guide for The Commercial License Modification Service - Beneficiary

53) The request details are then displayed, with the following screen

representing the first section of the request details.
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@ User Guide for The Commercial License Modification Service - Beneficiary

54) The following screen represents the second part of the request

details.
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User Guide for The Commercial License Modification Service - Beneficiary E

55) The following screen represents the third part of the request details.
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@ User Guide for The Commercial License Modification Service - Beneficiary

56) The following screen represents the fourth part of the request

details.
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User Guide for The Commercial License Modification Service - Beneficiary @

Civil Defense Data Request Cases (when a Safety Permit is linked to

the license)

- Modifying the license activity.

- Modifying store area.

- Adding an additional activity.

- Modifying the area of an additional activity.

Below is an example of (Modifying License Activity) where the displayed
message in case of a non-immediate safety process (Sending the
request to Civil Defense) states: "Due to the modification of the license
activity, the modification request will be sent to the Civil Defense

platform for approval.”
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@ User Guide for The Commercial License Modification Service - Beneficiary

The following table illustrates all cases:

Dl.Je. to the mod!f!cat!on of the I|ce|.'\se Due to the modification of the
activity, the modification request will be . L
- license activity, please add
sent to the Civil Defense platform for L
Civil Defense data.
approval.
Due to the modification of the store area, Due to the modification of the
the modification request will be sent to the store area, please add Civil
Civil Defense platform for approval. Defense data.
Due to adding the activity (specific activity Due to adding the activity
name), the modification request will be sent (specific activity name), please
to the Civil Defense platform for approval. add Civil Defense data.
Due to modifying the area of (specific Due to modifying the area of
activity name), the modification request will be (specific activity name), please add
sent to the Civil Defense platform for approval. Civil Defense data.

Below is an example of (Modifying License Activity) where the message
displayed in case of animmediate safety process is shown.
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SMS Messages to the Beneficiary

Below are the messages sent to the beneficiary after submitting the
application:

- Dear Beneficiary, your business license #792162016044 has been
modified. You can check it at the following link:

http://10.80.140.100:9003/commonapi/clp/5c0183ba0a3c42808daaf
9e114ed62

The site will be visited within 72 hours.



Contact Us

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

Phone: 199040
X Account: @Balady CS

Daily Work hours (8:00 - 22:00)
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