
  The Service of Issuing

A Sidewalk Occupancy Permit

Beneficiary's
Copy



The Service of Issuing A Sidewalk Occupancy Permit - Beneficiary2

Contents

03

05

27

29

30

Log in to the System

Steps to Request the Service

Follow-up on the Request

SMS Messages to the Beneficiary

Contact Us



3The Service of Issuing A Sidewalk Occupancy Permit - Beneficiary

Log in to 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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Steps to Request the Service

1) 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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2) The user then searches for the product (Commercial Licenses).
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3) The available services appear, where the user searches for (Issuing A 
Sidewalk Occupancy Permit) as shown below. 
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4) The next screen appears, representing the Service Introduction 
Screen, where the user can view one of the service requirements 
through the menus (How to Apply, Requirements, Conditions and 
Fines, etc.).
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5) The following screenshot shows the (Requirements) menu.
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6) The following screenshot below displays the (Conditions and Fines) 
list. To start the application process, the user clicks the (Start Service) 
button.
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7) The following screen will appear, where the user selects the type of 
permit from the following options: (Sidewalk Occupancy Permit linked 
to a Shop License, Sidewalk Occupancy Permit linked to a Construction 
License).
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8) If (Sidewalk Occupancy Permit on a Construction License) is select-
ed, the following screen appears, allowing the user to choose the User 
Role from the options: (For Myself, Business Owner/Manager, Author-
ized Representative).

The user enters the (Unified License Number) field and clicks (Browse).
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9) If (Sidewalk Occupancy Permit on a Commercial License) is selected, 
the following screen appears, where the user enters the (Unified Li-
cense Number) field and clicks (Browse).
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10) If the entered license is valid and does not have an active permit, 
the system retrieves the Basic License Information as shown below, 
and the (Proceed with Request) button appears. The user clicks it to 
continue.
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11) The following screen will then appear, representing the first stage 
of the application process, which is (Application Data). Here, the appli-
cant's details are verified by entering the value in the (Mobile Number) 
field and clicking the (Verify) button.
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12) A code will then be sent to the user's mobile, which they must en-
ter in the (Verification Code) field and click the (Confirm) button, as 
shown in the following screenshot.
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13) A confirmation message appears, indicating a successful verifica-
tion process. The user clicks (Next) to proceed to the second stage.
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14) The system navigates to the (Business Activity and Geographic Lo-
cation Information) stage, as shown below. The user clicks (Next).
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15) The next stage, (Sidewalk Information), appears, where the user en-
ters Occupancy Details by filling in the following fields: (Start Date of 
Occupancy, Number of Occupancy Days).

The Sidewalk Details section is completed by entering the following 
fields: (Sidewalk Type, Occupancy Direction from the Store, Sidewalk 
Occupancy Area) and clicking (Add).
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16) The user then clicks the (Next) button to proceed to the fourth 
stage, with the option to return to the previous stage using the (Back) 
button, or save the application and return to it later using the (Save as 
Draft) button.
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17) The user is then taken to the (Attachments) stage, as shown in the 
following screenshot.  Attachments are added by clicking the field and 
selecting the required attachment from the device.

The user then clicks the (Next) button to proceed to the final stage, 
with the option to return to the previous stage using the (Back) button, 
or save the application and return to it later using the (Save as Draft) 
button.
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18) The (Fee Calculation) stage will then appear, as shown in the fol-
lowing screenshot.  Here, the user clicks the (Calculate) button, and the 
system will display the total fee cost.
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19) After the total fee cost is displayed, the user clicks the (Submit Ap-
plication to Municipality) button, with the option to return to the pre-
vious stage using the (Back) button, or save the application and return 
to it later using the (Save as Draft) button.
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20) 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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21) The user then clicks the Send Feedback button.
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22) After clicking the (Submit Evaluation) button, the evaluation is suc-
cessfully saved, as shown in the following screenshot.
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Follow-up on the Request

1) The user can follow up on the application through the (My Applica-
tions) screen, as shown in the following screenshot. The application 
status will be (Receipt of Commercial Licenses). Details of the applica-
tion can be viewed by clicking the document icon.

Note:

If the (Request to Cancel the Commercial License) is approved, the 
(Sidewalk Occupancy License) will be automatically canceled.
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2) After clicking the document icon, the application details will be dis-
played, as shown in the following screenshot.
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SMS Messages to the Beneficiary

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

- Dear Beneficiary, Ibrahim Ali, the payment invoice number 38182645632 
for the Sidewalk Occupancy in front of a shop for application number 
2448137144 has been issued, with an amount of 0.52 SAR. SADAD Biller 
Code for the Ministry of Municipal, Rural Affairs, and Housing is 771. 
You can evaluate the service through the following link: (http://qcap.

somra.gov.sa/EServices/Survey/#A768A282F37-611A-2D74-12DA-57D82DD1).

- Permit number 2448137144 has been issued. You can print the license 
including the permit details.
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Contact Us

You can contact the (Balady) portal through the following communica-
tion channels: 

Phone: 199040

X Account: @Balady_CS

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



199040 Direct Contact Number

@Balady_CS Customer Service
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