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For The Craft License Service
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Printing a Craft License
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. User Guide for the Craft Licensing Services - Beneficiary

Login to the System (via Owner / Authorized
Representative)

After accessing the system link, the login page will appear.
The user must enter their credentials (National ID / lgama Number

and Password), then click “Login”.
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. User Guide for the Craft Licensing Services - Beneficiary

2) A verification code will be sent to the user’s registered mobile
number.

Enter the Verification Code in the designated field and click
“Login” again.
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User Guide for the Craft Licensing Services - Beneficiary

3) After successful login, the main page of the Balady Platform will
appear as shown below.
Then click on “Dashboard”.
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User Guide for the Craft Licensing Services - Beneficiary

4) To log in as the establishment owner / authorized
representative, click on the username.
A list of all commercial records owned or delegated to the user will

be displayed.
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. User Guide for the Craft Licensing Services - Beneficiary

Steps to Request the Service
1. To access the service, select “Requests”, then click

“New Application”.
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2. The screen will display all Craft License Services.
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. User Guide for the Craft Licensing Services - Beneficiary

3. To start the application process, click “Start Service.”
This page shows the application method and pre-service
procedures.
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. User Guide for the Craft Licensing Services - Beneficiary

The next screen displays the establishment’s activity data.

The activity must be among those requiring a craft license, and the
activity must be directly related to the craft profession.
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User Guide for the Craft Licensing Services - Beneficiary

The screen also shows workers registered under the commercial
record.

The system verifies each worker’s profession. The profession must
be one of those that require a craft license.

Workers are marked with colors to indicate their license status:

J Gray: Not subject to licensing
o Red: Unlicensed
o Green: Licensed
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. User Guide for the Craft Licensing Services - Beneficiary

After selecting the worker, the owner must enter the worker’s
mobile number and date of birth for verification.

Then click “ Professional Verification” to confirm that the worker
has a valid professional test.
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. User Guide for the Craft Licensing Services - Beneficiary

Once a valid professional test is verified, the craft license is issued.
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- User Guide for the Craft Licensing Services - Beneficiary

After the license is issued, both the owner and beneficiary receive an
SMS notification confirming the issuance.
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User Guide for the Craft Licensing Services - Beneficiary

Renewing a Craft License

J License renewal is available either after expiration or
within sixty (60) days prior to the expiration date.
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. User Guide for the Craft Licensing Services - Beneficiary

To renew the license, click on the “Renew” button.

Once the requirements are met and the “Renew” button is
selected, the license will be renewed automatically as shown on
the screen.
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L User Guide for the Craft Licensing Services - Beneficiary

After the renewal is completed, an SMS notification will be
sent to the beneficiary confirming that the craft license has been
successfully renewed.
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User Guide for the Craft Licensing Services - Beneficiary

Modifying a Craft License

A modification request is allowed under either of the following

conditions:

. Changing the worker’s licensed profession to another
profession.

J Changing the establishment under which the worker

was previously licensed.
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. User Guide for the Craft Licensing Services - Beneficiary

Once the “Modify” button is clicked, the license information will be
updated automatically with the new data as shown on the screen.
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. User Guide for the Craft Licensing Services - Beneficiary

Printing a Craft License

The Print License option becomes available immediately after the
license is issued.
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User Guide for the Craft Licensing Services - Beneficiary

The license can be downloaded and printed directly from the

system.
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. User Guide for the Craft Licensing Services - Beneficiary

Canceling a Craft License

After clicking the “Cancel” button, a confirmation message will
appear to verify the user’s decision to cancel the license.
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. User Guide for the Craft Licensing Services - Beneficiary

The license can be cancelled after it has been issued by clicking on the
cancel button
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. User Guide for the Craft Licensing Services - Beneficiary

An SMS message will be sent to the beneficiary confirming that
the craft license has been successfully canceled.
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. User Guide for the Craft Licensing Services - Beneficiary

Login to the System (via the Craftsman Himself)

1) After accessing the system link, the login screen will appear.
The user must enter their National ID / lgama Number and
Password, then click “Login.”
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. User Guide for the Craft Licensing Services - Beneficiary

2) A verification code will be sent to the user’s registered
mobile number.
Enter the code in the Verification Code field, then click “Login” to
proceed.
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User Guide for the Craft Licensing Services - Beneficiary

3) After successful login, the main Balady Platform homepage
will appear as shown below.
Then click on “Dashboard.”
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User Guide for the Craft Licensing Services - Beneficiary

Steps to Request the Service (for Craftsman Login)

To access the service, select “Requests”, then click “New Application.”
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. User Guide for the Craft Licensing Services - Beneficiary

The next screen will display all Craft License Services.
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. User Guide for the Craft Licensing Services - Beneficiary

To start the application process, click “Start Service.”

This screen represents the application method and pre-service

steps.
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. User Guide for the Craft Licensing Services - Beneficiary

The following screen will retrieve the applicant’s data as shown.
The activity must be one of those requiring a craft license, and it
must be related to the applicant’s profession.

The system will verify that the profession is among those eligible
for licensing.
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. User Guide for the Craft Licensing Services - Beneficiary

Once the data is verified, a new craft license will be issued.
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33 User Guide for the Craft Licensing Services - Beneficiary

After the license is issued, the beneficiary will receive an SMS
notification confirming that the craft license has been successfully
issued.
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. User Guide for the Craft Licensing Services - Beneficiary

Renewal: Can be done after expiration or within 60 days before

expiration
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. User Guide for the Craft Licensing Services - Beneficiary

License Renewal Process

To renew the license, click the “Renew” button.
If all conditions are met and the “Renew” button is selected, the
craft license will be renewed as shown below.
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36 User Guide for the Craft Licensing Services - Beneficiary

After the renewal process, a text message will be sent to the
beneficiary confirming that the craft license has been renewed, as
shown in the example screen below.
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User Guide for the Craft Licensing Services - Beneficiary

Amendment of the craft license is allowed if one of the following
conditions is met:
o The licensed worker’s profession has been changed to
another profession.
o The establishment of the worker who was previously
licensed has been changed.
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. User Guide for the Craft Licensing Services - Beneficiary

Once the “Amend” button is clicked, the license is updated with
the new data, as shown in the screen below.
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User Guide for the Craft Licensing Services - Beneficiary

Printing a Craft License

Once the craft license has been issued, the print option becomes
available.
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User Guide for the Craft Licensing Services - Beneficiary

The license can then be downloaded and printed.
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. User Guide for the Craft Licensing Services - Beneficiary

Canceling a Craft License

After clicking the “Cancel” button, a confirmation message will
appear to verify the cancellation request.
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. User Guide for the Craft Licensing Services - Beneficiary

The license can be canceled after issuance by clicking the “Cancel”
button.
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. User Guide for the Craft Licensing Services - Beneficiary

After completion, a text message will be sent to the beneficiary
confirming that the craft license has been successfully canceled.
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:For inquiries and direct communication

Unified Contact Number: 199040 R,

Customer Care Twitter Account: @Balady_CS
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