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Login to the System

After accessing the system link, the following screen will appear,
where the user enters their details (National ID/Igama 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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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.

(G4aill 3ga Jul3 3o Jgaall

p4ual galll 398 Jla eloy

@allFgegidlajlig
JLawyigaigualig- \ 3

2021 © ytuayig Qigyallg ALl Yol o)jg - Abgaan Geal pias




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.
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E User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary

Then, the user clicks (Details) under the (Contacting the Office of His

Excellency the Minister) option, as shown below.
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The following service options appear: (Contacting the Office of His

Excellency the Minister, My Requests).
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B User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary

Contacting the Office of His Excellency the Minister

After selecting (Contacting the Office of His Excellency the Minister),
the service information screen appears, where the user can view (How

to Apply, Requirements, Conditions and Fines, etc).
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To start the application process, the user clicks (Start Service).
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E User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary

3) The system verifies the user’s registered mobile number by requiring
them to enter it in the (Mobile Number) field and click (Verify).
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User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary m

4) A confirmation code is sent to the user’s mobile number. The user
enters the code in the (Confirmation Code) field and clicks (Confirm)
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m User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary

5) After verification, a message appears stating (Thank you, verifica-
tion successful). The system then allows the user to select their appli-
cant role from the following options: (For Myself), (Owner or Manager

of an Establishment), (Authorized Representative).
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User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary m

6) In the following example, the user selects (For Myself), and the re-
quired fields appear: (City/Village), (Request Location/Region), (Re-
quest Subject), (Request Details).

The user can also attach supporting documents by clicking the Attach-
ments field and selecting a file from their device. The user must check

the Commitment Acknowledgment box.

Finally, they click (Submit Request) or cancel the process by clicking
(Cancel Request).
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m User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary

7) If the user clicks (Cancel Request), a confirmation message appears,
allowing them to select (Yes) to proceed with cancellation or (No) to go
back.
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User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary E

8) If the user clicks (Submit Request), the request form is sent, and the

user receives an SMS notification confirming submission.
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@ User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary

9) The request is successfully sent, and the Request Number is dis-

played.

The system allows the user to evaluate the service by selecting a star
rating and entering feedback in the (Comments) field. The user then

clicks (Submit Evaluation) to complete the evaluation.
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User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary

10) The evaluation is successfully saved, and a confirmation message is

displayed.
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E User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary

My Requests

1) The user is redirected to the (My Requests) screen, where they can
follow up on their requests.
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User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary E

2) If the applicant role is (Authorized Representative), a dropdown
menu appears labeled (Commercial Register / 700 Number). The user

selects a value and clicks (Browse).
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E User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary

3) If the applicant role is (Owner/Manager of an Establishment), a field
labeled (Commercial Register) appears. The user enters the register

number and clicks (Browse).
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User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary m

4) If the applicant role is (For Myself), the following search fields ap-
pear: (Transaction Number) (Request Status), (Request Date). The user

can fill in one or more fields and click (Search).
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E User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary

5) The following screenshot displays the (Request Status) dropdown

menu values.
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User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary E

6) The (Request Date) is selected using the electronic calendar.
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m User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary

7) Once the search results appear, the request is displayed, as the

screenshot below shows.
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User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary E

8) The user clicks (Request Details) to view more information.
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E User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary

9) The request details appear, as shown in the following screenshot.
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User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary

Requesting a Follow-up on a Transaction

1) The (Follow-up Request) button becomes available if the request
status is either: (Request Accepted and Transaction Created) or (Trans-
action Completed). Additionally, 20 days must have passed since the

transaction was created.
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E User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary

2) The next screen allows the user to modify the request details, in-
cluding: (Request Details) and (Attachments).
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User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary E

3) The user clicks (Submit Request) to save the changes or (Back) to

cancel the update.

S wihiode  pigll las ide go Jolgdl o3t
wiaaodl

* IPp.peg. pdf. docx. ldasall
171 cule-4150 9649423351 c64b83 jpg

cilagaill

Zilasyalig bl & Jussall Joxi ©

cabliill Cibsls il duwtioll SlalSN plasilg 3gagllg il sicls ©

alga 3133 g o §layl glial gl sof 5 Sikaull alindl 10 325l Jir 20 M g0 aytjly eaall Cai Syl ki G9aamd walball g8y 1 5 ©
ghtiaat i )ljgl Lplenisl past b audagillg il auo il ©

alols Lgidsh 3% bysilt  ple 3gait 6

s bl s i »




m User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary

4) The request is successfully sent, and the Request Number is dis-

played.

The system allows the user to evaluate the service by selecting a star
rating and entering feedback in the (Comments) field. The user then

clicks (Submit Evaluation) to complete the evaluation.
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User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary m

5) The evaluation is successfully saved, and a confirmation message is

displayed.
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E User Guide for the Service of Contacting the Office of His Excellency the Minister - Beneficiary

Contact Us

You can contact the (Balady) portal through the following communi-
cation channels:

Phone: 199040

X Account: @Balady CS

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




&1199040 Direct
¥ |@Balady_CS Custo

9.0

GGG -GGG -GGG GC-D0-D0=0=0=G=DC=DE=00=0
DEROE0C-0C000=0C=00R0E=00=0C=00=00=00=00=00-00=0C=00=00= 000000

=
(5
)



