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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.



5User Guide for the Service of Objection to Cancellation Fees - Beneficiary

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 Products) button. 



User Guide for the Service of Objection to Cancellation Fees - Beneficiary6

2) To begin the service application process, select the (Commercial Li-
censes) menu, as shown in the screenshot below.
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3) The user searches for (Service of Objection to Cancellation Fees) as 
displayed in the following screen.
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4) The next screen appears, allowing the user to view (How to Apply, 
Requirements, Conditions and Fines, etc.).
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5) The following figure represents the (Requirements) section.
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6) The following screen represents the (Conditions and Fines) section.

To start the application process, the user clicks the (Start Service) but-
ton.
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7) The next screen will appear, where the applicant's information is 
verified by entering the value in the field Mobile Number and clicking 
Verify.



User Guide for the Service of Objection to Cancellation Fees - Beneficiary12

8) The system sends a verification code to the user’s mobile number. 
The user enters the (Confirmation Code) and clicks (Confirm).
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9) A message appears confirming the successful verification. The user 
then selects their applicant status from the following options: (For My-
self, Owner/Establishment Manager, Authorized Representative for 
an Establishment).
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10) In the following example, the user selects (Owner/Establishment 
Manager), which triggers an additional field for (Commercial Register 
Number). The user enters the number and clicks (Browse).
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11) Commercial licenses are then displayed according to the entered 
Commercial Register.
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12) After selecting the license, its details are displayed. The user clicks 
(Apply for Request) to proceed, as shown in the following screen.
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13) The Data Review stage appears, displaying the license details, re-
quest information, invoice details, and other relevant data.
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14) The user selects the (Actual Closure Date of the Business) from the 
electronic calendar and uploads a file in the Attachment field.

The user then clicks the (Next) button to proceed to the next stage. The 
request can also be saved as a draft for later access using the (Save as 
Draft) button.
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15) The Objection to Items stage appears, where the system allows us-
ers to correct the request details by selecting the item, entering the 
Objection Reason and New Area, and uploading a file in the Attach-
ment field.
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16) The following screen shows the user selecting the item (Activity 
Fees), which makes entering the fields (Objection Reason and New 
Area) mandatory.
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17) The user confirms the declaration in the Data Accuracy Declaration 
section. After completing this step, they click (Next) to proceed to the 
next stage, with the option to save the request as a draft by clicking 
(Save as Draft) or return to the previous step by clicking (Back).
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18) The Fee Calculation stage appears, where the user clicks (Calculate) 
for the system to compute the total fee and display it at the bottom.
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19) The system displays the Total Fees, as shown in the following screen. 
The user has the option to clear the contents by clicking (Clear) or pro-
ceed by clicking (Submit). They can also return to the previous step by 
clicking (Back).
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20) After submitting the request, a confirmation message appears, dis-
playing the Request Number, as shown in the following screen. The 
system also allows the user to evaluate the service by selecting a num-
ber of stars, entering comments in the Comments field, and clicking 
(Submit Evaluation).
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21) The evaluation is successfully saved, and a confirmation message 
appears.
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22) The user can track the request status from the (My Requests) screen 
as shown below.
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23) By clicking on the paper icon in the (Browse) column, the user can 
see the details of the request.
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