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Logging into the System

1) After accessing the system link, the following screen will appear, 
where the user enters their details (National ID/Iqama 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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2) 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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3) After entering Balady platform, the main screen of the platform ap-
pears as in the figure below.

Then press the button (View the products). 
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4) The user then selects Commercial Licenses.
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5) Then the Services appear, where the Service is selected (Issuing a 
Fast-Track Commercial License), as shown in the following screenshot.
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6) 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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7) Conditions and fines are shown in the following figure.

To start the application process for the service, press the button (Start 
the service).
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8) 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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9) The user then enters the verification code sent to him on his mobile 
in the field (verification code), then press the button (confirm).
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10) A message is then displayed stating that (verification successful), 
as follows. 

The user must choose the applicant status from the following options 
(Owner/manager of an establishment, Authorized Representative/
Authorized Account Manager).
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11) If the applicant status (Owner/Manager of an establishment) is se-
lected, a new field appears as (Commercial Register), to be filled by the 
user and then press the button (display), as in the following figure.
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12) If the entered Commercial Register number is correct, the business 
information is retrieved and displayed as shown in the figure below.
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13) If the applicant status being selected is the (Authorized Represent-
ative/Authorized Account Manager), a new drop-down list will appear 
with the name of the (Commercial Register /number 700), for the user 
to choose a value from.
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14) the establishment information is then retrieved and presented as 
shown in the figure below. Then press the next button.
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15) The figure below, which is the stage (activity information), where 
the user fills in the values of the following drop-down lists (ISIC4 activ-
ity, detailed activity, and total space of the store) in order.
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16) The beneficiary then completes the filling of the fields.
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17) After selecting (detailed Activity) a small sub-screen appears as in 
the following figure, to be approved, by pressing the button (I agree).
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18) 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 (ISIC4 activity, detailed activity), and 
entering the value of the field (additional activity space from the total 
area), then press the button (Add).

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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19) The following stage shows the (geographical location data), where 
the user selects the location through following the drop-down lists 
(area, city, district, street) in order.



The Service of Issuing a Fast-Track Commercial License - Beneficiary22

20) Then press on the map, and the button is activated (agree) as shown 
in the figure below.
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21) After pressing the button (agree) the following fields are filled (Re-
gion, Secretaries, Municipality, Neighbourhood, Street, Lot number) as 
in the figure below.

Then enter the value of the field (the number of the plot) and press the 
button (next) to move to the fourth stage, with the possibility of sav-
ing 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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22) Then a fourth stage is shown, which is the stage of (the shop data 
and the signs), where the user fills in the necessary field values, and 
the questions are answered yes or no.



25The Service of Issuing a Fast-Track Commercial License - Beneficiary

23) Agree to the undertaken.
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24) If the value (Yes) is selected for the question (Do you have a safety 
permit?), a new field appears as (safety permit number) to be filled out 
and then press the button (verify).

If the value (Yes) is selected for the question (Is the store located in a 
mall?), two new fields will appear as (the mall, the floor) to be entered.

If the value (Yes) is selected 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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25) The location of the shop is then proven by selecting the type of applicant 

(owner, tenant). If the option chosen is (owner), the user is shown the option 

(ownership contract for the building (title deed)) as in the following figure.

After selecting (the contract of ownership of the building (the deed)) the fol-

lowing options appear (attach the ownership contract, use the digital title 

deed number) to be selected from.

The user can add signs by choosing the sign type from the drop-down menu 

(the sign type) includes (indicative, advertising), and entering the field value 

(the sign space in square meters), and then pressing the button (Add).
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26) After completing filling the information, press the next button (to 
move to the fifth 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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27) After pressing the (next) button; the figure below, which represents 
the fifth stage for (attachments), where the user adds the required at-
tachments by pressing the field and then selecting the attachment 
from the device.
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28) 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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29) The beneficiary is then transferred to the first stage (the establish-
ment information) from (Print the QR code), as in the following figure. 
Where the user selects the location (inside a building) or (on the street).
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30) If the selected option was (inside a building), new fields appear to 
be filled as in the figure below.
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31) If the selected option was (on the street), different new fields ap-
pear as in the figure below to be filled.
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32) The owner/owners of the establishment information is displayed, 
as shown in the following figure, where the system allows them to be 
modified.
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33) The field values are filled in the section (establishment contact in-
formation), where the field values are filled (Site Manager ID, Birth 
Date) then press the button (verify).

Also enter the field value (Mobile number) then press the button (ver-
ify).
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34) The field value (E-mail) is then filled in.
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35) The field values are filled in the section (workers information), 
where field values are filled (National ID number, date of birth) then 
press the button (verify).

Then press the button (Add) for the system to add it in the table.
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36) The undertaking is then agreed upon in the section (declarations), 
and select one of the options (Yes, No) for the question (Do you have 
payment channels?).

If the selected value is (Yes), a new field appears as (payment channels) 
to be selected. Then press the (next) button.
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37) The user is then moved to the (work dates and hours) as in the fol-
lowing figure, for the user to choose the working dates.
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38) Then press the (next) button.
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39) The user is then moved to the stage (additional data) as shown in 
the following figure.
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40) If the value selected is (Yes) for the question (Are 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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41) The figure 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.

After the undertaken is agreed upon, the (next) button is pressed.
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42) 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 
and display them to the beneficiary, with the possibility of scanning 
the contents of the drop-down lists through the button (clear).
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43) The following figure shows the values in the drop-down list (num-
ber of years for payment).
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44) The cost of the total fee is then calculated as in the figure below.

Then press the button (Choose the payment method), with the possi-
bility to return to the previous stage through the button (return).
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45) The invoice is then issued, showing its number to the beneficiary.

You can choose one of the following methods of payment (Credit card 
/MADA, SADAD).



The Service of Issuing a Fast-Track Commercial License - Beneficiary48

46) If you choose the method of payment (Credit Card) then press the 
button (pay now) the next screen appears to fill in the field values for 
the credit card and payment.
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47) If the payment method (SADAD) is selected, payment methods for 
SADAD system are shown.
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48) After the beneficiary selects the stars and presses the button (Rat-
ing); a confirmation message appears stating that the user evaluation 
has been successful.



51The Service of Issuing a Fast-Track Commercial License - Beneficiary

Follow-up on the request

The user is then transferred to the screen (My Requests) as in the fig-
ure below, where the beneficiary can follow up on the request.
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SMS messages to the beneficiary

Below are the messages sent to the beneficiary after the completion of 
the application:

- Dear beneficiary, Ibrahim, the payment invoice number 38186634932 
was issued for the issuance of a commercial license for application No. 
6448137144 in the amount of 0.50671 riyals billing number of the Min-
istry of Municipal and Rural Affairs and Housing 771

http://qcapps.momra.gov.sa/eservices/) you can evaluate the service 
through the Link -

47E4-AC15-B951C264B4AB-5589-Survey#/Survey/1A12F330

- Dear beneficiary License No. 592162016044 has been issued, you 
can see http://10.80.140.100:9003/commonapi/clp/862d3b8e-
8a3b447bb52b72d linked to  it.

9c0100fee The site will be visited within 72 hours
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Continue Us

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

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



199040 Direct Contact Number

@Balady_CS Customer Service
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