5

glswllg cabaldl gyljg

Ministry of Municipalities and Housing

User Guide for Excavation Services (Nasseq)
Building Connection
Excavation Permit Request




Login to the System

After accessing the system link, the following screen will appear,
where the user enters their details (National ID/lgama Number, Pass-

word, Security Code) and then clicks the (Login) button.
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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.
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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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4) The user searches for (Infrastructure Coordination Services).
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5) The user then searches for the service (Building Connection Excava-

tion Permit Request).
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6) The system redirects the user to the service card, where they can

review the application process.
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7) The user can also review the service requirements.

lizo Juolgi Jbaioll Slodaiwll Jilosill dajmell i,

B delbl [y BAllaas  of dlde Wk gl - 1aal Gmat) 100 T o e W o

ile dluagi djas apai lus| b

0240510 ()
RTINS ... T

Cigpai ady} dgiaill dgisl payliie it caite JAls Lgaling viysad dpoatll dgall (ale sy (1

agatag Mol o choss. @)

o by (Liigidl] Sibslall buyg aastiusall
o 332) dile] J8 (b ran it J8 J31s lgs yalall Jaall Gusb wissa duoatl] dgall (nle iy (2
(Gabpiaally upliiian dlg Guabaall Gulglaall

2apaad sl wiplball ayaall Sjluad Shape File duslyiall Slbbiall jgas dussill dgall ale puaks (3

Cililhia ge daalgio Ahsll ok ol pilis gisall dedully Gall Al jgaT dssasll dgall ale Gusis (4

grnsall aaill Jilusg Jals i 53lgll dosbuallg ol

LY Al Jud ilily 238 slaicly albil daylyay walhall dosie dsoatll dgall @jili (6

) isall gige Sl g Joall ol Slassa glas] pis (5
e ' &




User Guide for Excavation Services (Nasseq) - Building Connection Excavation Permit Request g

8) Additionally, the user can view applicable conditions and fines.
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9) The user can access (Frequently Asked Questions).

The user then clicks the (Start Service) button to initiate a service re-

quest.
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10) After clicking (Start Service), the following screen appears, where
the user selects the type of building connection permit from the avail-
able options: (Single Building Connection, Multiple Building Connec-

tion).

Each option will be explained in detail.
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Single Building Connection

1) If (Single Building Connection) is selected, the following screen ap-
pears, representing the first stage (Request Information). The system
displays the applicant's details and the service provider's details. The
user selects (Coordination Office) from the dropdown menu.

Then, the user clicks (Next) to proceed to the next stage, with the op-
tion to save the request as a draft using (Save as Draft) or return to the

previous stage using (Back).
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2) The user is then directed to the (Project Information) stage, where
the following fields must be filled: (Project Name, Contract Number,
Project Description). The project duration is selected by choosing val-
ues from the electronic calendar for both (Project Start Date, Project
End Date).

Then, the user clicks (Next) to proceed to the next stage, with the op-
tion to save the request as a draft using (Save as Draft) or return to the

previous stage using (Back).
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3) The user is then directed to the (Site Information) stage, where the
excavation location must be specified. Multiple methods are available

for this step.
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4) After clicking the plus icon (Draw Excavation), dropdown lists appear
for selecting the excavation location, including (Municipality, District,
Plot Number).
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5) Once the area is selected on the map, the user clicks (Add Route).
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6) The user then draws the route on the map, as shown.
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7) The user enters the (Work Order Number) and fills in the following
fields: (Street Width, Route Depth, Route Width), then clicks (Add Ex-
cavation).
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8) The system adds the excavation to the map, as shown.
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9) After clicking the (Details) menu, excavation details are displayed.
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10) The excavation can be added by uploading its coordinates through

(Upload Shape File), then selecting the file from the device.
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11) Users can view (File Upload Instructions) by clicking the exclama-

tion mark icon.

o ipeatbas T > deseilblil 4317512610 bl ady

POl s sluogi duhs gl Slgpdall pllsi

il ciala) 2598 Jyai . Silpiall s cale Glal e

Slblial Jus Jaas lgiedi hey il Sl 8818 ple  goin of shape file Al iljlus LAls b  pusla bipds © Gols a3 dls

P oy -

G g il sl s el 1 bl 2l e Lo J pils o3l Jgldo




User Guide for Excavation Services (Nasseq) - Building Connection Excavation Permit Request E

12) A pop-up screen appears, displaying the following:
- Instructions for creating the shape file.

- User guide for drawing the excavation route.

- Types of excavations in a compressed file.

Then, the user clicks (Next) to proceed, with the option to save the re-
quest as a draft using (Save as Draft) or return to the previous stage
using (Back).
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13) The user is then directed to the (Work Plan) stage, where required
fields in the (Worksite, Work Plan) sections must be filled.
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14) A value is selected from the (Building Location Proof) dropdown

mendu.
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15) After entering the (Building Permit Number) and clicking (Verify),

the system displays the permit details if the number is valid.
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16) In the (Work Plan) section, the fields must be filled with appropri-

ate values.

Once completed, the user clicks (Next) to proceed, with the option to

save as a draft using (Save as Draft) or return using (Back).

[ o [[IC S TP ETIEREY e soosionspons | st pins

Jozll dba

sl g gty . J-ne»-mﬁ:
——— + Slaaal sl g

o gty  aallan
- (ke Slagaalll piby) ans Suby * (Slatladl / SlayaaDlipis) 2 gl
* llally payll s Cidg * alldullg papll e2s sl
Jaa g 3 * gl asilase

Skl s i) o] alis Ja * gl 3se




m User Guide for Excavation Services (Nasseq) - Building Connection Excavation Permit Request

17) The (Routes) stage appears, showing three routes.

Users can view details of each route by clicking the black box in the

(Details) column.
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18) When route details are viewed, the screen appears as follows.
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19) Users can check for intersections (if any) by clicking the intersection

icon
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20) At the bottom of the details screen, the user selects (Route Position
Relative to Street Centerline) from the dropdown menu and fills out
the (Street Data) section.
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21) The dropdown menu values for (Route Position Relative to Street

Centerline) are displayed.
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22) The (Street Data from Geographic Information) section appears.

Once completed, the user clicks (Next) to proceed.
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23) If the required data for each route is not entered, the system dis-

plays a restriction message.
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24) The user then opens the second route details screen and fills in the

data as done for the first route, followed by the third route.

Once completed, the user clicks (Next) to proceed, with the option to

save the request as a draft using (Save as Draft) or return using (Back).
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25) The user is then directed to the (Work Team) stage, where required
fields in the following sections must be completed: (Field Supervisor
from the Service Provider Data, Engineering Consulting Office Data,

Contractors Data).
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26) The dropdown menu (Field Supervisor from the Service Provider) is
selected, and the fields are automatically populated. Users can modify

values for (Mobile Number, Additional Mobile Number, Email).
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27) Consultants are added in the (Engineering Consulting Office) sec-
tion by selecting values from the dropdown menus (Consulting Office,
Project Manager Name) and clicking (Add).

Note: At least one consultant must be designated as (Primary Consult-

ant) by selecting the checkbox (Assign as Primary Consultant).

By clicking the action box in the (Actions) column, users can view de-
tails by clicking (Details), modify consultant data using (Edit), or re-
move a consultant using (Delete).
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28) Contractors are added in the (Contractors Data) section using the
same method. Users select values from the dropdown menus (Con-
tractor, Project Manager Name) and choose contractor responsibilities
using (Contractor Responsibilities & Tasks), with the option to select
multiple responsibilities/tasks. Note: At least one contractor must be
designated as (Primary Contractor) by selecting the checkbox (Assign

as Primary Contractor).

By clicking the action box in the (Actions) column, users can view de-
tails by clicking (Details), modify contractor data using (Edit), or remove
a contractor using (Delete).

Then, the user clicks (Next) to proceed.

lsoJolsi  Glodsiul  Gleaill  ddmallie  galios g&-@

gl gLl ciisell ailily

“ it e @ sl e pd B puaig g i)
N o . gt - sl

Jigall gyl aB)  ggsdallpas gl wulll il o5ylion 8 caitall

ligrlyil s Jibgo o g1

palbagi ) sing "

oalglaall cilily

fhaibanl alsol) Golall Sl i P-4100710) &l &biai il 30  nle Lo 58 ol o3l 3l gl

@ Jplasi s g savihall et Jataal

DB oo gl alue ol chio i
el g, ol polall Slasad

Iﬁl



:A .I User Guide for Excavation Services (Nasseq) - Building Connection Excavation Permit Request

29) The useristhendirected tothe (Attachments) stage, where required

attachments must be uploaded by selecting a file from the device.
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30) Additional attachments can be added by entering a (File Name),
selecting the file, and clicking (Upload).

The user clicks (Next) to proceed, with options to save as a draft using

(Save as Draft) or return to the previous stage using (Back).
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31) The user is then directed to the (Requirements & Declarations)
stage, which includes sections for (Excavated Material Quantity, Re-

quirements & Declarations).
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32) At the bottom of the screen, the user reviews the requirements and
agrees to the declarations before clicking (Next), with the option to

save as a draft using (Save as Draft) or return using (Back).
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:A Ill User Guide for Excavation Services (Nasseq) - Building Connection Excavation Permit Request

33) The user is then directed to the (Fee Calculation) stage, where the
total service fee is displayed. The user must agree to the terms by se-
lecting the acknowledgment checkbox.
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34) The user clicks (Submit Request), with the option to save the re-
quest as a draft using (Save as Draft) or return to the previous stage

using (Back).
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35) A confirmation message appears, prompting the user to click (Con-
firm) to proceed with submission. The user can also choose to cancel

the process by clicking (Cancel).
Note:

After completing (Excavation Permit Issuance), a (Coordination Report)

will be automatically generated.
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Multiple Building Connection

1) If (Multiple Building Connection) is selected, the following screen ap-
pears, representing the first stage, (Request Information). The system
displays the applicant's details and service provider information. The
user selects (Coordination Office) from the dropdown list.
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2) The user clicks (Next) to proceed to the next stage, with the option
to save the request as a draft using (Save as Draft) or return to the pre-

vious stage using (Back).
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3) The user is then directed to the (Project Information) stage, where
the following fields must be completed: (Project Name, Contract Num-
ber, Project Description). The project duration is selected using the cal-
endar fields (Project Start Date, Project End Date).
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4) The user clicks (Next) to proceed to the next stage, with the option

to save the request as a draft using (Save as Draft) or return to the pre-
vious stage using (Back).
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5) The user is then directed to the (Location Information) stage and up-
loads a shape file by selecting (Attach Shape File) and choosing a (.zip)

file from the device.
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6) Once uploaded, the route(s) are displayed on the map. The user
must click on each route and determine whether it is a (Main Route) or

a (Connection Route).
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7) When clicking on the first route, a small window appears displaying
the route details. If the route length is greater than (25 meters), the
system does not allow selecting between (Main Route) or (Connection
Route), as it defaults to a (Main Route).
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8) If the route length is less than (25 meters), the system allows the

user to select whether it is a (Main Route) or a (Connection Route).
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9) If (Main Route) is selected, the route is updated accordingly, and a

confirmation message is displayed.
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10) If (Connection Route) is selected, additional fields appear that re-

quire input: (Short Address, Building Number). The user must also up-
load an attachment (Building Image).

The user then clicks (Save).
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11) The system updates the route accordingly.

Then, the user clicks (Next) to proceed to the next stage, with the op-
tion to save the request as a draft using (Save as Draft) or return to the

previous stage using (Back).

Note: At least one route must be selected as a (Connection).
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12) The user is then directed to the (Work Plan) stage, where required
fields in the (Worksite, Work Plan) sections must be filled.
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13) Once completed, the user clicks the (Next) button to proceed to the

next stage.
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14) The (Routes) stage appears, where the user fills in the route and

connection data. The system displays (2 routes) and (3 connections).

The user can check for intersections by clicking the intersection sym-
bol and view route details by clicking the black box under the (Details)

column.
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15) After clicking the intersection symbol, the following screen appears.
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16) When route details are viewed, the screen appears as follows.
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17) At the bottom of the details screen, the user selects (Route Position
Relative to Street Centerline) from the dropdown menu and fills out
the (Street Data) section.
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18) The (Street Type) dropdown list contains the following options:
(Concrete, Dirt, Pavement).

Note: If (Concrete, Pavement) is selected, a new field (Asphalt Milling
Width in Meters) appears.
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19) If (Dirt) is selected, the (Asphalt Milling Width in Meters) field does

not appear.
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20) The (Street Information from Geographic Data) section appears.
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21) The user then selects the second route to fill in its data.

ieeJolgi  Gledsiwdl  Gleadll  asmallie  galios .,u;@

P rpaibia T gy depaeiobiih  S617924343 il el tasaie o tyops | Slgpaall plbi

Preillhis O Ghgally Hblaim B Glkall 7 Jasdes 6 Gllwall 3 Jaslihi 4 pagallibl

E Q 500.01 el Hall gl Elec Al

8 Qo 275 sall Hallgzaly Eloc AS

Hgisan aditen
24.6721969210873,46 FINHI THSAZTS 24.672004114054687,46 7391 476854377
aipall asstaal
o Pt tdiis
sk el
el gty At kb aal
ipasil g st it
™ s
el agas Jilsg il g slaie ) PEre
o A
il fanal Jy Hally fumal e
ars 1




@ User Guide for Excavation Services (Nasseq) - Building Connection Excavation Permit Request

22) The second route data is completed using the same method.
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23) The connection data is then entered.
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24) The following screen displays the first connection details.
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25) At the bottom of the screen, the user selects (Route Position Rela-
tive to Street Centerline) from the dropdown list and fills in the (Street

Information) section.

Note: By clicking (Set as Default Values), the user can apply the select-
ed dropdown values for (Connection Position Relative to Street Center-
line, Street Type, Will the Street Be Closed?, Road Type) to all other

connections (Saved/Unsaved).

el laagill Job el lumslll e
s 1

Jaail al a2y sall dlyo gl Sax
B 1

* gLl haTie bl gl gyl g

ol ki B

okttt b ke G130 g 2 Gale el Gyl g Joial olail gib o Gusball BAAD Jal3 sy (ashall ol
Bulyiall Slaglasl oo daigl plgdll Sl gl ] SULy

Sl Sl B e - % A Gl S - plllingd - glan
2 . Y. . il -

e * el gl e * Gukiigsi
E 0 .

0] Ex} RRRD3434 a2



User Guide for Excavation Services (Nasseq) - Building Connection Excavation Permit Request

26) The system applies these values as default for all subsequent con-
nections and displays a confirmation message.
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27) The second connection data is completed in the same way as the

first connection.
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28) The second connection data is copied from the first connection, ex-
cept for the (Asphalt Milling Width in Meters) field.
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29) The user enters the (Asphalt Milling Width in Meters) field value.
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30) The third connection data is completed using the same method.
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31) The user enters the (Asphalt Milling Width in Meters) field value,
with the option to edit other fields.
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32) Once completed, the user clicks (Next) to proceed, with the op-
tion to save the request as a draft using (Save as Draft) or return using

(Back).
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33) The user is then directed to the (Work Team) stage, where required
fields in the following sections must be completed: (Field Supervisor
from the Service Provider Data, Engineering Consulting Office Data,

Contractors Data).
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@ User Guide for Excavation Services (Nasseq) - Building Connection Excavation Permit Request

34) The dropdown list (Field Supervisor from the Service Provider) is
selected, and the following fields are auto-filled (Name, ID Number,
Years of Experience). The user can only edit (Mobile Number, Addition-

al Mobile Number, Email).
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35) Consultants are added in the (Engineering Consulting Office) sec-
tion by selecting values from the dropdown menus (Consulting Office,
Project Manager Name) and clicking (Add).

Note: At least one consultant must be designated as (Primary Consult-

ant) by selecting the checkbox (Assign as Primary Consultant).
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36) Contractors are added in the (Contractors Data) section using the
same method. Users select values from the dropdown menus (Con-
tractor, Project Manager Name) and choose contractor responsibilities
using (Contractor Responsibilities & Tasks), with the option to select

multiple responsibilities/tasks.

Note: At least one contractor must be assigned as a main contractor by

selecting the checkbox (Set as Main Contractor).

Then, the user clicks (Next) to proceed, with the option to save the re-
quest as a draft using (Save as Draft) or return to the previous stage
using (Back).
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37) The useristhen directed to the (Attachments) stage, where required

attachments must be uploaded by selecting a file from the device.
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38) Additional attachments can be added by entering a value in the
(Attachment Name) field, selecting the file in the (Attachment) field,
and clicking (Upload).

The user then clicks (Next) to proceed to the next stage.
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39) The user is directed to the (Requirements and Commitments) stage,
where sections appear for (Excavation Waste Quantity, Requirements,

and Commitments).
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40) At the bottom of the screen, the user reads and agrees to the com-
mitments.
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41) The user clicks (Next) to proceed, with options to save as a draft us-

ing (Save as Draft) or return to the previous stage using (Back).
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42) The user is then directed to the (Fee Calculation) stage, where the
total service fee is displayed. The user must agree to the terms by se-
lecting the acknowledgment checkbox.
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43) Then, the user clicks the (Submit Request) button.
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44) A confirmation message appears, prompting the user to click (Con-
firm) to proceed with submission. The user can also choose to cancel
the process by clicking (Cancel).

Note:

After completing (Excavation Permit Issuance), a (Coordination Re-
port) will be automatically generated.

bl Jlasgl

€l Sl iy 0 38lie 2l L




&1199040 Direct
¥ |@Balady_CS Custo

A

SV St GV ISP ESPESO DO G G IS SOOI eSO e D et
R e A e

OO0 0000000000 00=0G=0G

%
e



