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Login Process

1) After accessing the (Balady) platform, the following screen will ap-
pear. Click on the (Services) menu. 
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2) Select (Control Panel) from the (Personal Pages) section.
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3) The (Service Card) screen will appear, allowing the user to view de-
tails such as (How to Apply, Requirements, Conditions and Fines, etc.)

The user then clicks (Start Service). 
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4) The user is redirected to the (Login) screen, where they must enter 
their (National ID/Iqama Number, Password, Verification Code), then 
click (Login).
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5) A Verification Code is sent to the user's registered mobile number. 
Enter the (Verification Code) in the designated field and click (Enter).
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6) The (User Information Panel) will then appear, displaying: (Balady 
Calendar, Requests Summary, Licenses Summary, Latest Updates On 
Requests And Licenses, Control Panel, Requests, Licenses, Invoices, Vi-
olations, Objections And Grievances, etc.).

A detailed explanation of these sections will follow.
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Switching Between Accounts

1) By clicking on the arrow in the (User Menu), users can view other ac-
counts associated with the owner's establishments. 
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2) Clicking on an establishment account will switch the user’s account 
to that establishment.
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3) Users can switch back to their personal account at any time. 
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4) Clicking on the account switch option will complete the transition.

Balady Calendar

It displays the current date with the ability to switch between the Gregorian and 

Hijri calendars. Also, it allows users to view certain Requests and Licenses.

Requests Summary

This section displays the following: (Total Number of Requests, Requests Under 

Processing, Draft Requests, Requests With Comments, Requests Awaiting Pay-

ment).

Licenses Summary

This section displays the following: (Total Number of Licenses, Active Licenses, 

Expired Licenses, Suspended Licenses, Licenses Expiring Soon).
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Latest Updates on Requests and Licenses

1) This section displays (Requests and Licenses).

The following figure represents (Requests) and includes (Request Data, 
License Data, Request Date, Location, Last Update, Request Status, Ac-
tion). 
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2) Clicking on the arrow displays the request details as shown in the 
figure below.
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3) Clicking on the three vertical dots in the (Action) column reveals the 
(Request Details) option. 
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4) Clicking on (Request Details) displays the request details.
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5) Scrolling down reveals additional sections related to the request. Us-
ers can view any section by clicking the arrow next to it.

In the (Committee Decision Data) section, users can download a copy 
of the Objections Review Committee Decision if an objection has been 
approved/rejected.
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6) The following figure shows a copy of the Objections Review Com-
mittee Decision.
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7) The following figure represents the (Licenses) section, which includes 
(License Number, License Type, Location, License Expiry Date, Last Ac-
tion, License Status, Action). 
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8) Clicking on the arrow displays the license details as shown in the 
figure below. Clicking on the three vertical dots in the (Action) column 
reveals the (License Details) option.
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9) Clicking on (License Details) displays the license details, including 
(License Information, Owner Data, Activity Data, etc.). On the left side 
of the screen, the License Card is displayed.

A red message appears indicating that objections are not allowed. 
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10) If objections are allowed, a blue message appears stating that users 
can file an objection before a specific date, along with the (Submit Ob-
jection Request) button.
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11) Scrolling down reveals additional sections related to the license, in-
cluding (Owner Data, Activity Data, Location Data, Shop Data, Owner-
ship Data, Cleaning Mechanism, Signboard Data, Attachments, List of 
Requests Submitted for the License).

Users can view any section by clicking the arrow next to it.
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12) The following figure represents the (Invoices) section, which in-
cludes (Invoice Number, Request Number, Last Payment Due Date, 
Amount, Action).
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13) Entering the Invoice Number in the search field and clicking the 
magnifying glass icon will display the search result if available. 
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14) Clicking on the three vertical dots in the (Action) column reveals the 
(Invoice Details) option.
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15) Clicking on (Invoice Details) displays the invoice information.

Users can print the invoice using the (Print) button. 
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16) Clicking on the (Print) button generates a payment invoice as shown 
below.
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17) The following figure represents the (Violations) section, which in-
cludes (Violation Number, Violation Invoice Number, Violation Detec-
tion Date, Last Date for Filing an Objection, Fine Amount, Actions).
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18) Clicking on the three vertical dots in the (Actions) column reveals 
the (View) option.
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19) Clicking on (View) displays the Violation Details as shown below. A 
red message appears stating that the allowed period for filing an ob-
jection has expired. 
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20) If objections are allowed, a blue message appears stating that us-
ers can file an objection before a specific date, along with the (Submit 
Objection Request) button.
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21) Users can view the violation invoice by clicking on the (View Invoice) 
button under the Violation Invoice Data section. 
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22) In the (Invoices) section, users can perform various actions, includ-
ing.
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23) Filtering Results based on (Product) or (Invoice Type).
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24) Filtering Results based on (Last Payment Due Date) with the option 
to select the calendar type (Gregorian, Hijri).
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25) Filtering Results based on (Invoice Issuance Date).
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26) Filtering Results based on (Invoice Status).
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27) Sorting Results based on (Newest, Oldest).
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28) Exporting Data by clicking on the (Export) button.
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29) Adjusting the Number of Displayed Results per Page with options 
(10, 20, 40). 
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30) Resetting Search Filters by clicking on the circular arrow icon (Clear 
All).
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Requests

1) In the (Requests) section, users can perform various actions, includ-
ing. 
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2) Filtering Results based on (Product) or (Request Type).
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3) Filtering Results based on (Request Date) with the option to select 
the calendar type (Gregorian, Hijri). 
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4) The following figure displays the Gregorian calendar after uncheck-
ing the (Hijri) option.
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5) Filtering Results based on (Request Status).
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6) Filtering Results based on (Municipality).
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7) Filtering Results based on (Secretariat).
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8) Sorting Results based on (Newest, Oldest).
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9) Clicking on the arrow displays the license details as shown in the 
figure below. Clicking on the three vertical dots in the (Actions) column 
reveals the (Request Details) option.
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10) Clicking on (Request Details) displays the request details. On the 
left side of the screen, the buttons (View Transaction Data, Print) are 
available.

If there are Request for Clarification entries in this section, they will 
appear as shown below, categorized into three response statuses.
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11) The first Status is (The Given Response Time Has Expired). Clicking 
on the details icon displays the message: (Unfortunately, the response 
period has ended). 
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12) The first Status is (Response Submitted). Clicking on the details icon 
displays the response with an option to view the attachment using the 
(View File) button.
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13) The third Status is (Awaiting Response). Clicking on the details icon 
allows the user to respond by clicking on the (Reply) button. 
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14) The user then enters a response in the empty field and clicks on 
(Submit Clarification Response) with the option to attach a file using 
the (Attach File) button.
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15) The clarification request status then updates to (Response Submit-
ted).
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16) If no clarification requests are present, the following message ap-
pears in the (Clarification Requests) section.
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17) Users can adjust the number of displayed results per Page with op-
tions (10, 20, 40).
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18) Users can reset Search Filters by clicking on the circular arrow icon 
(Clear All).
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19) Clicking on the (Export) button displays the results, as shown in the 
following figure.
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20) Entering the Request Number in the search field and clicking on the 
magnifying glass icon displays the search result, if available.
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Licenses

1) In the (Licenses) section, users can perform various actions as follows. 
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2) Clicking on the arrow will display the license details. After clicking 
on the three vertical dots in the (Actions) column, the (License Details) 
option will appear.
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3) Selecting (License Details) will display detailed information about 
the license, including (License Information, Owner Information, Activ-
ity Information, etc.) 

The (License Card) is displayed on the left side of the screen. 
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4) Clicking on the (Export) button displays the results, as shown in the 
following figure.
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5) Users can filter results by (License Type).
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6) Users can filter results by (License Status).
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7) Users can filter results by (License Expiry Date) with the option to 
select the calendar type (Gregorian, Hijri).
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8) Users can filter results by (Municipality).
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9) Users can filter results by (Secretariat).
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10) Users can reset Search Filters by clicking on the circular arrow icon 
(Clear All).
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11) Users can sort results by (Newest, Oldest). 
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12) Clicking on the (Export) button displays the results, as shown in the 
following figure.
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13) Entering the (License Number) in the designated field and clicking 
the magnifying glass icon will display the search result if found. 
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Printing Licenses for Requests Compiled in One Profile

1) In the (Licenses) section, click on the dropdown menu (License Type). 
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2) After selecting (Commercial Activity License Services), a new button 
labeled (Select Licenses for Batch Printing) will appear.
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3) Clicking on (Select Licenses for Batch Printing) allows the user to 
choose one or more licenses for printing using the checkbox next to 
each license. 
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4) After selecting one or more licenses, a new button labeled (Generate 
Print Request) will appear.
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5) Multiple licenses can be selected for printing together.
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6) Clicking on (Generate Print Request) downloads the batch print file, 
as shown below.
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7) After opening the file, the first page will display the total number of 
printed licenses.
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8) The second page.
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9) Another example of printing multiple licenses in one batch.
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10) If certain licenses fail to print, a notification message will appear 
stating (The following licenses could not be printed) along with a list 
of unprinted licenses.
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11) The first page.
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12) The second page.
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13) In the following example, the user selected (6) licenses for printing 
together.
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14) If the number of selected licenses is less than the system-defined 
limit for batch printing, the system will generate the file directly with-
out requiring a (Batch Print Request). The user can download the file 
immediately and proceed. 

However, if the number of selected licenses exceeds the system-de-
fined limit, a verification step will be triggered. A small pop-up will 
appear, prompting the user to enter their (Mobile Number) and click 
(Verify) to proceed with the batch print request.
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15) After receiving the verification code via SMS and entering it into 
the designated field, clicking on (Verify) will confirm the process with 
a message stating (Verification Successful).
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16) Clicking on (Print) will create a batch print request and display a 
request number, which can be tracked in the (Requests) section.
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17) In the (Requests) section, the request will appear with the status 
(File Under Processing).
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18) After one business day, the request status will change to (File Ready 
for Download), and the file can be printed by clicking on the vertical 
three-dot menu under (Actions) and selecting (Print).
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19) The file will then be downloaded to the user's device.
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20) Once downloaded, the request status will update to (File Down-
loaded).
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21) After the download link expires, the request status will change to 
(Download Link Expired).
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Invoices

1) In the (Invoices) section, users can perform various operations as fol-
lows. 
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2) Clicking on the (Export) button displays the results, as shown in the 
following figure.
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3) After entering the (Invoice Number) in the designated field and click-
ing the (Search Icon), the system will display the search results if the 
invoice exists. 
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4) Clicking on (Central Control) will open the invoice details as shown 
below.

Users can print the invoice using the (Print) button.
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5) Clicking on the three vertical dots in the (Action) column reveals the 
(Invoice Details) option.
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Violations

1) In the (Violations) section, users can perform various operations, as 
follows. 
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2) Results can be filtered by (Violation Status) or (Violation Invoice Sta-
tus).
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3) Results can be filtered by (Last Date to Submit an Objection) with 
the option to select the calendar type (Gregorian or Hijri). 
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4) Results can be filtered by (Violation Detection Date) with the option 
to select the calendar type (Gregorian or Hijri).
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5) Users can sort results by (Newest, Oldest).
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6) By unchecking the (Allowed to Submit an Objection) box, the sys-
tem will display violations that cannot be appealed.

The default setting enables this box to display only violations eligible 
for objection.
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7) Clicking on the arrow expands the (Violation Details) as shown be-
low. The vertical three-dot menu under (Actions) will reveal the op-
tions (View, Submit an Objection).



109User Guide for the Service of Control Panel - Beneficiary

8) Clicking on (Submit an Objection) will redirect the user to the next 
screen.
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9) The user must enter the (Reason for Objection) in the designated 
field and upload a supporting document using the (Upload File) but-
ton.
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10) Clicking on (Upload File) will open a small pop-up window where 
the user can select the document from their device.
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11) The user then clicks on (Add) to attach the document.
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12) After reviewing the details, the user clicks on (Submit Request).
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13) The objection request is successfully submitted, and a confirmation 
message will appear.
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Objections and Grievances

1) In the (Objections and Grievances) section, users can perform vari-
ous actions, including viewing (Objection Requests, Transactions Eligi-
ble for Objection). 
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2) In the (Transactions Eligible for Objection) section, after entering the 
transaction number in the field, the system will display the search re-
sult if available.
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3) Users can filter results by (Product, Transaction Type). 
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4) Users can filter results by (Last Date for Objection) with the option 
to select the (Gregorian or Hijri Calendar).
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5) Clicking the three vertical dots in the (Action) column reveals the 
options: (View Details, Submit Objection Request).
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6) The following illustration represents the (Objection Requests) sec-
tion.
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7) Users can filter results by (Request Status).
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8) After entering the request number in the field, the system will dis-
play the search result if available. Clicking the three vertical dots in the 
(Action) column reveals the option (View Details).
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9) Clicking the (View Details) button will display the objection request 
details.
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10) Clicking the (View Details) button will display the objection request 
details.
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11) Clicking the (Print) button will generate a printed version of the vi-
olation.
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My Powers of Attorney (POAs)

1) In the (My Powers of Attorney (POAs)) section, the user can perform 
various operations, as follows. 
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2) The results can be filtered by (Agent) or (Client).
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3) The result will then be displayed as follows. 
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4) The following result appears when selecting (Client).
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5) Results can be filtered by (Type of Power of Attorney).
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6) The search results will then be displayed as follows.



User Guide for the Service of Control Panel - Beneficiary132

7) Results can be filtered by (Power of Attorney Date).
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8) Results can be filtered by (Date of Power of Attorney Addition).



User Guide for the Service of Control Panel - Beneficiary134

9) Results can be filtered by (Power of Attorney Status).
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10) The search results will then be displayed as follows.
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11) Clicking on the (Clear All) circular arrow icon clears all search filters.
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12) All search filters have been cleared.
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13) Results can be sorted using the (Sort By) dropdown list.
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14) The search results will then be displayed as follows. Users can ex-
port search results to an Excel file using the (Export) button.
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15) The following image shows the exported Excel file.
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16) A new Power of Attorney can be added using the (Add Power of 
Attorney) button.
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17) The user will then be redirected to the next screen, where they can 
select (Category) and (Power of Attorney Types).
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18) If the (Client) option is selected, new fields will be displayed, as 
shown below.



User Guide for the Service of Control Panel - Beneficiary144

19) The following image displays the available options in the (Agent 
Identification Type) dropdown list.
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20) The following image displays the available options in the (Agent 
Identification Type) dropdown list.
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21) If (Agent for Heirs) is selected, the following fields will appear: 
(Power of Attorney Number, Deceased's Date of Birth)—these must be 
completed before clicking the (Verify) button.
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22) If (Custodian of a Trust) is selected, the following fields will appear: 
(Trust Registration Number, Trust Date, Trust Name, Trust Registration 
Text). These must be filled out before clicking the (Submit Request) 
button.
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23) If (Agent) is selected under (Category), the following options will 
be displayed in the (Power of Attorney Types) section: (Agent for an 
Individual, Agent for Heirs, Custodian of a Trust, Guardian of a Minor).

If any of the following options are selected: (Agent for an Individual, 
Agent for Heirs, Custodian of a Trust), the same fields as in the (Cli-
ent) selection will be displayed. If (Guardian of a Minor) is selected, the 
following fields will appear: (Guardianship Deed Number, Deed Date, 
Guardianship Deed Text). These must be completed before clicking the 
(Submit Request) button.
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24) The user will then proceed to the (Authorized Services) step to se-
lect the relevant services.
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25) After selecting the services, the user clicks (Next).
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26) The user will then proceed to the (Attachments) step, where they 
can upload the required documents by clicking the designated field 
and selecting the file from their device. Afterward, the user clicks (Sub-
mit Request).
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27) The request is successfully submitted, and a confirmation message 
is displayed.
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28) The request will now appear in the (My Powers of Attorney) section 
with the status (Pending Approval).
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29) Once approved by an official, the status will change to (Active).
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User Profile

1) The user can view their (User Profile) information by clicking the em-
ployee icon located at the top left of the screen. 
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2) The (User Profile) information will be displayed, including (Full Name, 
Gender, Nationality, Date of Birth, and National ID Number).

Users can modify their (Contact Information) for individuals or busi-
nesses (Companies) by clicking the (Change) button.
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3) Clicking (Change) will display the (User Profile) screen, allowing up-
dates. 
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New Request

1) The system allows users to submit a (New Request) by clicking the 
(New Request) button at the top left of the screen.

A dropdown list will appear containing (Request Issuance). 
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2) After clicking (Request Issuance), the following screen appears, dis-
playing available licenses, including (Construction Licenses, Survey Re-
ports).
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3) Clicking (Construction Licenses) will display the services available 
under this category. 
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4) After selecting a service, the following screen appears, where users 
can initiate the service by clicking (Start Service).
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5) The following screen displays the (Service Requirements).
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6) Clicking (Start Service) will navigate the user to the service page.
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Notifications

1) Users can access this section by selecting (Notifications) at the bot-
tom right of the screen and then clicking (Notification List). 
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2) The (Notifications) screen appears as shown below, with the op-
tion to view notifications by clicking the bell icon at the top left of the 
screen.
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3) Users can search notifications using (Commercial Registration Num-
ber, License Number, Request Number, Invoice Number, etc.). In the 
example below, the search is conducted using the (License Number).

Users can view the Notification Text by clicking the arrow icon or de-
lete the notification by clicking the three vertical dots in the (Action) 
column and selecting (Delete). 
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4) A confirmation message will appear, prompting the user to click 
(Delete) to confirm notification removal.



User Guide for the Service of Control Panel - Beneficiary168

5) Results can be filtered by (Notification Type).
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6) Results can be filtered by (Product Type).
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7) Results can be filtered by (Service).
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8) Results can be filtered by (Notification Status).
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9) Results can be filtered by (Notification Start Date).
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10) Example of filtering results by (Notification Start Date).
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11) Results can be filtered by (Notification End Date).
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12) Search filters can be reset by clicking the circular arrow icon (Clear 
All).
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13) All search filters have been cleared.
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14) Selecting (Mark All as Read) will display a confirmation message 
asking the user to click (OK).
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15) Selecting (Delete Notifications) will prompt a message asking the 
user to select the notifications they wish to delete.
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16) The notifications are displayed in a table for selection.
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17) After selecting one or more notifications, the (Delete) button will be 
activated, allowing deletion of the selected notifications.
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18) Users can switch between accounts by clicking their username and 
selecting one of the available (Establishments/Power of Attorneys), as 
shown below.
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19) Upon selecting an (Establishment/Power of Attorney), a new but-
ton labeled (Notification Settings) will appear.
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20) This section can also be accessed via (Notifications) at the bottom 
right of the screen, which includes the following options: (Notification 
List, Add Contact, Assign Notifications).
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21) Clicking (Notification Settings) in the previous screen will display 
the screen below, which includes the (Contact Settings) button.
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22) Clicking (Contact Settings) will reveal options to (Add a New Con-
tact) and (Assign Service Notifications to a Contact).
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23) Clicking (Add a New Contact) will display the following screen, 
where the user enters the basic (Contact Information).

The user enters the (Name) and (National ID Number) fields and clicks 
(Retrieve Contact Details). The National ID Number must be previously 
registered on the Balady platform; otherwise, the user must click (Reg-
ister).
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24) Clicking (Register) allows the user to create a new account by en-
tering the required fields: (National ID/Iqama Number, Date of Birth) 
and clicking (Confirm) to complete the process.
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25) If an account already exists, the user enters the (Name) and (Identi-
fication Number) and clicks (Retrieve Contact Details).
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26) A verification code is sent to the user’s mobile, which must be en-
tered in the (Verification Code) field before clicking (Confirm).
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27) Once verified successfully, the user selects the available electronic 
(Notification Channels), which include (SMS, Email, Mobile App, Con-
trol Panel).

Users also choose their (Preferred Language) from (Arabic, English).
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28) In (Additional Contact Information) section, users can add several 
emails addresses.

for the same contact by clicking (Add Contact Information).
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29) Clicking (Add Contact Information) reveals the (Email Address) sec-
tion, where users click (Add Email Address).
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30) Clicking (Add Email Address) prompts a new field labeled (National 
ID Number), where users enter their ID and click (Retrieve Email Ad-
dress). 
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31) A verification code is sent to the user’s mobile, which must be en-
tered in the (Verification Code) field before clicking (Confirm).
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32) The email address is successfully added and can be deleted using 
the (Delete) button.

Once all details are entered, the user clicks (Save).
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33) The (Assign Service Notifications to a Contact) option allows users 
to specify which notifications a selected contact will receive.
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34) Clicking (Assign Service Notifications to a Contact) displays the fol-
lowing screen, where the user selects a value from the (Product Type) 
dropdown list.
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35) In the example below, the user selects (Commercial License Servic-
es), displaying the following sections: (From/Contact), (To/Contact).

The (Product Type) field can be cleared by clicking the circular arrow 
icon.
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36) The (Product Type) dropdown is reset to (All), displaying all prod-
ucts.
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37) In the following example, the (From/Contact) dropdown value is 
selected, and the product (Commercial License Services) is chosen, al-
lowing the system to expand the product details and display available 
services.
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38) After selecting the Service(s) to be transferred from one contact to 
another, the (Transfer) button is activated.
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39) Clicking (Transfer) moves the selected services from (Mohamed) to 
the (Default Contact), displayed in green.
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40) Similarly, all services under the (Health Certificates) category are 
selected for transfer in the opposite direction—from the (Default Con-
tact) to (Mohamed).
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41) Clicking (Transfer) moves the selected services, displaying them in 
green. The user then clicks (Save).
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42) Clicking (Save) prompts a small confirmation window where the 
user must click (Yes). The screen displays a summary of the services 
transferred between contacts.
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Balady Calendar

1) In the (Balady Calendar) section, the user can view years, each accom-
panied by a number representing the total count of (Drafts, Licenses, 
Invoices, etc.). 
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2) Clicking on a specific year, such as (2025), displays the months along 
with the total count of (Drafts, Licenses, Invoices, etc.) for each month. 

Expanding a month will display its contents as shown in the figure be-
low.
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3) Clicking the (Hijri) button converts the calendar to the Hijri format, 
with the option to revert to the Gregorian format by clicking the same 
button. 
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4) Selecting a specific month reveals its contents.
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5) Here is another example of the contents of another month, which 
includes three notifications.
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6) Clicking on a notification displays its details for the user.
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7) At the top left of the screen, users can navigate to the previous day's 
date by clicking the (Previous) arrow.
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8) Users can filter results by selecting from the following options: 
(Drafts, Licenses, Invoices, Appointments, Objections, Permits).
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9) The results are filtered accordingly.
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Logging Out

After clicking the (Log Out) button, the user is successfully logged out 
of the system, with a confirmation message displayed. 
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