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First: What is Electronic Municipal Authorization?

It is a service aimed at digitally verifying the authorization of estab-
lishments for representatives, allowing the use of this authorization in 
services provided by the Balady platform. 

Second: Logging into 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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3) After logging into the Balady platform, the homepage appears as 
shown below.

The user then clicks the (View Products) button. 
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Third: Steps to Request the Service

1) To begin the service request, select (Electronic Municipal Authoriza-
tion) as shown below.
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2) The following screen appears, displaying the available authorization 
services.
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3) If the (Details) option is selected, a screen appears showing service 
information and details.
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My Establishments

1) If the user clicks the (Start Service) button, the following screen ap-
pears, listing all establishments linked to the user. Clicking the green 
box displays the available actions.
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2) After clicking the green box, the following options appear: (Add Rep-
resentative, Update Mobile Number).
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3) Selecting (Add Representative) redirects the user to the Add Repre-
sentative screen to authorize a representative for the establishment.
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4) If the user selects (Update Mobile Number), a small pop-up screen 
appears as shown below. The user must enter their Mobile Number 
and click (Verify).
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5) The verification code sent to the mobile number must be entered in 
the (Confirmation Code) field, then click (Confirm).
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6) If the entered code is correct, a message appears stating (Verifica-
tion Successful).

The user then clicks (Save) or cancels the process using the (Cancel) 
button.
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Approval / Rejection

1) If the user selects (Approve/Reject), the following screen appears, 
listing all authorization requests sent to the representative. The rep-
resentative can approve a request by clicking (Approve) or reject it by 
clicking (Reject).
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2) Clicking (Approve) displays the following screen, where the user se-
lects the acknowledgment checkbox.
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3) After enabling the (Approve Authorization) button, the user clicks it.
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4) A confirmation message appears stating (Authorization request ap-
proved successfully), as shown below.
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5) If the user selects (Reject), the following screen appears, where they 
must enter a reason for rejection in the (Reason for Authorization Re-
jection) field.
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6) After entering the reason, the (Reject Authorization) button be-
comes active, allowing the user to reject the request.
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7) The system then rejects the authorization request and displays a 
confirmation message, as shown below.
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Canceling Authorization

1) If the user selects (Cancel Authorization), the following screen ap-
pears, listing all authorizations associated with this representative. 
The user can cancel any authorization by clicking the (Cancel) button.
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2) Clicking (Cancel) displays a confirmation message, where the user 
selects (Confirm) to proceed with canceling the authorization. The user 
can cancel the process by clicking (Cancel).
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3) After confirmation, the system cancels the authorization and dis-
plays a confirmation message, as shown below.
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My Establishments

1) If the user selects (My Establishments), the following screen appears, 
displaying all establishments linked to the user. Clicking the green box 
shows the available operations.
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2) After clicking the green box, the following options appear: (Add Rep-
resentative, Update Mobile Number).
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3) Selecting (Add Representative) redirects the user to the Add Repre-
sentative screen to authorize a representative for the establishment.

The user enters the following details: (Representative’s ID Number, 
Representative’s Date of Birth). The user then clicks (Verify).
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4) After verification, the system retrieves the representative's infor-
mation. The user enters the following details: (Mobile Number, Email, 
Gender).

The user selects the authorized services and chooses (Authorization 
Expiry Date) from the electronic calendar. 

The user then checks the acknowledgment box.
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5) If the user checks the acknowledgment box, the system activates 
the (Submit) button.
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6) If the user clicks (Submit), the system submits the authorization re-
quest and displays a confirmation message.
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7) If the user selects (Update Mobile Number), a small pop-up screen 
appears as shown below. The user must enter their Mobile Number 
and click (Verify).
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8) The verification code sent to the mobile number must be entered in 
the (Confirmation Code) field, then click (Confirm).
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9) If the verification is successful, the system displays a confirmation 
message (Verification Successful). 

The user then clicks (Save) or cancels the process using the (Cancel) 
button.
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Adding an Authorized Representative for an Establishment

1) If the user selects (Add Representative for an Establishment), a screen 
appears where the user enters (Representative’s ID Number, Repre-
sentative’s Date of Birth) and clicks (Verify).
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2) After verification, the system retrieves the representative's infor-
mation. The user enters the following details: (Mobile Number, Email, 
Gender).

The user selects the authorized services and chooses (Authorization 
Expiry Date) from the electronic calendar.

The user then checks the acknowledgment box.
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3) If the user checks the acknowledgment box, the system activates 
the (Submit) button.
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4) If the user clicks (Submit), the system submits the authorization re-
quest and displays a confirmation message.
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Status of Authorization Requests

1) If the user selects (Authorization Request Approval Status), a screen 
appears displaying all authorization requests along with their status, 
such as (Canceled by Manager, Rejected by Representative, Canceled 
by Representative, Created by Manager, etc.).
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2) The second section of the (Authorization Request Approval Status) 
screen.
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Removing an Authorized Representative from an Establishment

1) If the user selects (Remove Representative from an Establishment), a 
screen appears displaying all authorization requests related to the es-
tablishment. The system allows the user to remove any representative 
by clicking (Remove Representative).
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2) The second section of the (Remove Representative from an Estab-
lishment) screen.
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3) If the user clicks (Remove Representative), a confirmation message 
appears. In this case, if the user clicks (Confirm), the system removes 
the representative. The user can also cancel the process by clicking 
(Cancel).
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Modifying Authorized Services for an Establishment Representative

1) If the user selects (Modify Authorized Services for a Representative), 
a screen appears displaying all authorization requests for the user's es-
tablishment. The system allows modifications by clicking (Modify Au-
thorized Services).
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2) The second section of the (Modify Authorized Services for a Repre-
sentative) screen.
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3) If the user clicks (Modify Authorized Services), a screen appears con-
taining authorization details. The system allows the user to update the 
(Authorization Expiry Date) using the electronic calendar and modify 
the representative’s authorized services by selecting from the lists (Au-
thorized Services, Unassigned Services). The user must then check the 
acknowledgment box to proceed. If the user checks the acknowledg-
ment box, the system activates the (Save) button.
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4) After enabling the (Save) button, the user clicks it.
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Transferring a Request from One Representative to Another

1) If the user selects (Transfer Request to Another Representative), a 
screen appears displaying all authorization requests related to the es-
tablishment. The system allows the user to transfer a request by click-
ing (Transfer Requests).
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2) If the user clicks (Transfer Requests), a section appears listing all 
transfer requests. The user must then click (Process Transfers).
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3) If the user clicks (Process Transfers), a screen appears displaying the 
active representatives for the establishment. The user selects the rep-
resentative to whom the request will be transferred.
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4) If the user clicks (Transfer), the system successfully transfers the au-
thorization request to the new representative.
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Inquiry About Establishment Licenses

1) If the user selects (Inquiry About Establishment Licenses), a screen 
appears, allowing the user to check establishment licenses by clicking 
(View Establishment Licenses).
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2) If the user clicks (View Establishment Licenses), a screen appears 
displaying all licenses associated with the establishment. The system 
allows the user to download any license by clicking the Print icon. The 
system also enables license search by entering part of the (Registry 
Number, Establishment Name, or Store Name). The results are filtered 
in the lower table based on the entered search term.
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3) If the user clicks the Print icon, the system downloads the license as 
a PDF file.
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4) If the user opens the PDF file, the official license document is dis-
played, as follows.
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Inquiry About Establishment Requests

1) If the user selects (Inquiry About Establishment Requests), a screen 
appears, allowing the user to check the requests associated with the 
establishment by clicking (View Establishment Requests).
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2) If the user clicks (View Establishment Requests), a screen appears 
displaying all requests related to the establishment. The system shows 
the status of each request and allows searching for a specific request 
by entering part of the (Registry Number, Establishment Name, or 
Store Name). The results are filtered in the lower table based on the 
entered search term.
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Inquiry About Establishment Representatives

1) If the user selects (Inquiry About Authorized Representatives), a 
screen appears, allowing the user to check the representatives as-
signed to the establishment by clicking (View Establishment Repre-
sentatives).
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2) If the user clicks (View Establishment Representatives), a screen ap-
pears listing all representatives associated with the establishment. 
The system allows searching for a specific representative by entering 
part of the (Registry Number, Establishment Name, or Representative 
Name). The results are filtered in the lower table based on the entered 
search term.
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Adding an Establishment to an Account Manager

1) If the user selects (Add Establishment to an Account Manager), a 
screen appears where the user enters the (Commercial Registration 
Number) and clicks (Verify).



User Guide for Electronic Municipal Authorization Services - Beneficiary60

2) If the system retrieves the establishment’s information and the en-
tered Commercial Register Number is valid, a screen appears display-
ing the establishment details. The user can add the establishment to 
the account manager by clicking (Add Establishment). Before adding, 
the user can modify the following fields: (Mobile Number, Email).
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Authorizing an Account Manager for an Establishment Using a 700 
Number and a Commercial Establishment

1) If the user selects (Authorize an Account Manager for an Establish-
ment Using a 700 Number), a notice screen appears. The user reads the 
instructions and clicks (Confirm).
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2) If the user selects the (Establishment Type) and enters the (Estab-
lishment Number (700)), they must click (Verify).
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3) If the establishment exists in the system, the details (Establishment 
Name, Mobile Number, Email) are retrieved. The user selects the (Au-
thorization Expiry Date) from the electronic calendar.

If the user clicks (Download Authorization Letter Format), the system 
downloads the document to the user's device.
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4) If the user clicks (Download Authorization Letter Format), the sys-
tem downloads the document to the user's device.
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5) The following figure displays the Authorization Letter Format, which 
the user must complete.
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6) If the user uploads the completed authorization letter, they must 
select (Account Manager Authorization Letter) and then click (Submit 
Account Manager Request).
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7) The system processes the authorization and displays a confirmation 
message.
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8) If the establishment is not found in the Balady database, the user 
must manually enter the establishment details and upload proof of 
the 700 Number’s validity.
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