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2  Definitions, Acronyms and Abbreviations  

Abbreviations  Description  

KCCA Kampala Capital City Authority  

OTP One Time Password   

GIS  Geographic information System  

LOI  Letter of Intimation  

URL Uniform Resource Locator  
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3  Scope  

¶ Property Tax Management Module  
¶ Building Permission Module  
¶ Document Management Module  

¶ Workflow Management Module  
¶ Web Portal Module  

¶ Corporate GIS  
¶ Mobile GIS Module  
¶ Integration of the Proposed solution with  

Á City Address Module (CAM)  
Á Network of Utilities and Land Use  

Á Traffic Management & Control  
Á Right of way and Resettlement Action Planning  
Á SMS & email  

Á 3rd party Systems like e -Cities, Smart permit System, I -Roads , Land 
Information  

Á System, Traffic Management, IFMS  
¶ Migration of existing data  
¶ Training to users  

¶ Go-Live of the proposed solution  
 

Maintenance services (Post Go Live) for 3 years  
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4  How to start using this portal  

Note:  This section is all about the overall flow of the application. If user wishes 

to skip this section and directly jump to the main focused part of this user manual 

then click here  

On Google Chrome, type the  following address to access the Application  

URL:   http://115.124.114.29:8080/KCCA_DEV/    (Development URL)  

The following home page will appear  

 

 

 

 

 

 

 

 

 

 

 

UserManual_SP_26022019-Generic.docx
http://115.124.114.29:8080/KCCA_DEV/
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 Login Process  

       1.1.1 Registered Employee and Professional License Holder 

etc. :  

Firstly u ser needs to click on login option as shown in below screen . 

 

Then user need to select any one User Type option acc ording to the User.  
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Enter the login ID and password as provided and click on ñLo gin ò button.  

 

Follwing screen will appear after sucessful login of Employee . 

 

¶ Employee can view all the modules for which user is having rights in the 

application on left hand side of the screen as highlighed in above screen  
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¶ The count of services displayed in grid of ñMy Task listò can be changed 

using ñshow ò option.  

¶ ñSearch ò option is used to search a service amongst  n number of service 

request present in grid.  

      1.1.2 Non Registered Citizen:  

If user is a non registered ñProfessional Licens e Holder ò  then user can create 

the account by clicking ñSign Up Now ò option as shown in below screen. 

 

When clicked on ñSign up nowò option, below registration form has been 

displayed by the system  

Note : Provision is given in the system for registration of professional license 

holders. Professional license holders are the personnelôs associated with architect, 

structural engineer etc. eligibility.  
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Below is the description of all the fields presen t on form .  

Sr. 

Number  

Field Name  Description  

1.   Coin Number . Enter your Coin number  

2.   Your Name  Enter your name  

3.   Your Email  Enter your Email Id  

4.   Your Mobile Number . Enter your mobile number  

5.   Your Date of Birth  Select your date of birth  

6.   Gender  Select your gender  

7.   PAN Number . Enter your PAN number  

8.   State  Select your State  

9.   City  Select your City  

10.   Address  Enter your address  

11.   Pin code  Enter your pin code  

12.   Username  Enter Username  
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13.   Password  Enter Password  

14.   Confirm Password  Confirm password by re -entering the 

password  

 

Post entering all the details, click on ñRegister ò Button.  

When clicked on register option , OTP generation message will be sent to your 

registered email ID and mobile number .  

Below mentioned screen can be seen when the OTP generation message is 

received on registered  mobile  number.   

 

ñYour one time OTP is : 1233, and is valid for 30 minutes. This OTP is to 

be used for the register process ò 

message will be received on your registered mobile number . 
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Once the  OTP is received , user have to enter the OTP in  ñconfirm OTP ò field and 

click on ñconfirm ò option. 

Refer the below screen for entering the OTP  
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Post entering all the details, click on ñRegister ò Button  to successfully add the 

details in the system. When clicked on ñaddò option Professional License Holder  

will be redirected to the home page as shown below . 

 

Following screen will be displayed after successful Registration  & Login  of Citizen . 

 

¶ Professional License Holder  can upload/change profile picture by clicking 

on ñUpload/Change profile pic ò option 

¶ On-going activities of Professional License Holder are listed in ñActivity 

List ò section 

¶ All the pending payments are displayed in a grid under  ñPayment 

Schedule ò section 

¶ Any application related notification will be displayed under ñNotification ò 

section  

¶ ñHelp ò section will contain a pdf file, wherein bifurcation will be done on 

basis of module and service explanation will be mentioned module wis e.  
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¶ Feedback related to any service can be written in ñRegister your 

Feedback ò   

 Search  

Search option is used to search a service by typing the initial letters of the 

service or any random letter. Service similar to the entered letters will be 

displayed in the dropdown.  

Refer below screen,  
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On clicking any of the service listed in the dropdown, ñApply ò page will be 

displayed by the system. User can directly apply for a service using this option  

 

When clicked on ñApplyò button, service application page will be opened.  

 

 Track your Application  

ñTrack your application ò option is used to track the status of the application. 

User can get to know the status by entering the Service request Number 

(Application Number)  
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Refer  Below Screen   

 
 

After entering the Service request no  click on ñGoò button.  

Below screen is displayed when clicked on ñGOò. 
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Using this option user can track the status of the application. As seen in above 

screen the status of application is displayed as ñPending ò 

 Verify Certificate/Outputs  

ñVerify Certificate/Outputs ò gives information about the document (Property 

Bill Receipt, Water Bill etc.)  

This option is basically of more advantage for any official person who may or 

may not be the part of the proc ess to verify the documents submitted by an 

individual.  

 

Below is the description of all the fields present on form  

Sr. No  Field Name  Description  

Verify Certificate/Output  

1.   Type of Document  Select the document type from the dropdown 

(Water Bill/NOC/Property Bill etc.)  

2.   Document Number  Enter ñDocument Numberò 
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3.   Document Date  Select document date from the date picker or 

enter the date manually  

 

After entering all the required data when clicked on ñVerify ò option below screen 

will be displaye d by the system  

 

 

 Citizen Services  

ñCitizen or Professional License Holder ò can directly apply for any service 

without registration as well. User can either click on ñCitizen Services ò tab or 

scroll down the page and select requested Department to apply as shown in below 

screen . 
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On Click of ñCitizen Servicesò below screen will be displayed  

 

 Dashboard  

Dashboard gives the graphical view of reports /application/ Transaction etc.  

Below is the screen to locate the ñDashboard ò tab on home screen.   
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On Click of ñDashboard ò below screen will be displayed.  
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 Online Payment  

Online Payment option is used to do the payments for a service or application 

directly. Search will be done on basis of property Number for property Tax module, 

similarly the search parameter will differ as per service.  

Below is the screen to locate the ñOnline Payment ò tab on home screen. 

 

User can do the Online Payment for Three  services which are listed as below. 

These services will be present in the dropdown when click ed on ñOnline 

Payment ò 

¶ Property Bill Payment  

¶ Ground Rent Payment  

¶ Pay Against LOI  
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 User Guide  

The main purpose of ñuser guideò is to let know the users about the flow and 

schema of each and every module/service etc. currently present in the applicat ion 

for better understanding of the same.  

Below is the screen to locate the ñUser Guide ò tab on home screen. 

 

ñUser Manualsò, ñPresentationsò, ñDownloadsò and ñFAQôsò are present in the 

dropdown of ñUser guideò tab.  

 

User manuals and presentations will contain the description about module and 

usage of each and every module.  
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 Contact Us  

ñContact us ò option is given for user privilege, any queries or concerns 

regarding the application/serviceò can be registered using this option. 

Below is the screen to l ocate the ñContact Us ò tab on home screen 

 

Below screens is displayed when clicked on ñContact Us ò option. 

 

Below is the description of all the fields present on form  

Sr. No  Field Name  Description  

1.   Name  Enter your name  

2.   Email Id  Enter your Email Id  

3.   Contact Number  Enter your contact number  



   
 

 

User Manual For Property Page 29 

 

 

4.   Your  feedback  Enter Feedback  

5.   Subject  Enter Subject  

Post entering the details click on ñSend Messageò button.  

 Know your details  

ñKnow your details ò option is given for user know about to Application charge, 

Property Number and Ward, Zone details etc.  .  

Below is the screen to locate the ñKnow your details ò tab on home screen. 

 

Click on ñKnow Your Details ò Button below screen will appear . 
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 GIS Portal  

ñGIS Portal ò option is given for user to redirect on GIS Portal or getting the 

location details . 

Below is the screen to locate the ñGIS Portal ò tab on home screen. 

 

When clicked on ñGIS Porta l buttonò below Screen will be displayed . 
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 Skip To Main Content  

ñSkip To Main Content ò option is given for user to Skip to main content on 

current screen.  

Below is the screen to locate the ñSkip to Main Content ò tab on home screen. 

 

 Screen Reader  

ñScreen Readerò option is given for user to know about screen reader.  

Below is  the screen to locate the ñScreen Reader ò tab on home screen. 
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After Click on ñScreen Reader Button ò below screen will appear.  

 

 Choose Font Size  

ñChoose Font Sizeò option is given to adjust the font size of the screen.  

Below is the screen to locate the ñChoose Font Size ò tab on home screen. 

 



   
 

 

User Manual For Property Page 33 

 

 

5  Masters  

 

 Add Data For Division Perishes & Village ( Define in Common 
Configuration)  

System provides the facility to add  Division, Perishes and Village.  

 

Follow the path :  Admin Login Ą Common Configuration ĄLookup  Ą Look up 

Detail Ą Lookup Hierarchical Search for 'WZB' Prefix  

After the Employee login  below screen will be appear.  

 

Below mentioned screen appears when clicked on ñLookup Detail ò 

 

¶ User Can Search ñValueò in the Lookup using ñSearch ò option. 

¶ User Can Edit ñValueò in the Lookup using ñEdit ò option. 
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¶ User can delete  ñValueò in the Lookup using ñDelete ò option.  

¶ User can add new ñValueò in the Lookup using ñAdd ò option.  

5.1.1  Search  

Firstly let us go through the entire flow of search  option.  

Enter and Select required fields and Click on Search  Button.  

(Lookup Master)  

 

(Lookup Details)  
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(Look Up Hierarchical)  

 

Reset  ï Click on ñReset button ò to clear previously entered or selected data . 

User can enter and select required fields or info then  click on the ñSearch ò. 

Click on ñSearch Button ò below Screen appear.  

(Lookup Master)  
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(Lookup Details)  

 

(Lookup Hieratical)  

 

ñResetò option is used to clear the entered data on form.  
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5.1.2  EDIT  

At first, user needs to select the row which ha s to be edited from the system.  

(Look Up Master)  

 

(Look up Details)  
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(Lookup Hireacial)  

 

Click on ñEdit Buttonò Below Screen Appear.  

User Can ñEdit or Update ò require fields or change the drop down values.  

(Lookup Master)  
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(Lookup Details)  

 

(Lookup Hieratical)  

 

Click on ñUpdate Buttonò System show the ñSuccessfully Updated ò message 

will be displayed . 

User can save the edited scheme by clicking the ñupdate ò button as shown with 

Red colour in above screen, if no duplication of data is found and all the validations 

are fulfilled  then a message will be displayed by the system saying ñSuccessfully 

Updated ò 

ñResetò option is used to clear the entered data on form . 

ñClose ò option is used to close the current form. 
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5.1.3  Delete  

At first, user needs to select the row which has to be delete  from the system.  

(Lookup Master)  

 

(Lookup Details)  ï View  
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(Lookup Hieratical)  ïView  

 

Click on ñDelete ò Option below screen appear . 

(Lookup Master)  
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(Lookup Details)  

 

(Lookup Hieratical)  

 

Within application the record is ideally inactive; to reactivate the deleted record 

user need to change the status to active.  
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5.1.4  ADD  

User will have to click on ñAdd ò option to add details. 

 

Following screen is displayed when clicked on ñAdd Buttonò. 

(Lookup Details)  
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(Lookup Hieratical)  

 

User can enter and select required fields or info then click on the ñSave ò button If 

* Mandatory fields are not enter or select system should display message in red 

colour after fulfilled then a message will be displayed by the system saying 

ñSuccessfully added ò. 

ñResetò option is used to clear the entered data on form.  

ñCloseò option is used to close the current form.  

Note -    Refer the Point 5 for the below Mentioned Prefix. Click here   

1.  'AWZ'  

2.  'PTP'  

3.  'CSC'  

Note  -  Refer the Point 5 (Lookup Master & Lookup Detail Screen, info 

only) for the below Mentioned Prefix. Click here   

4.  ' TAN'  

5.  ' AFT'  

6.  ' IDE'  
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 Factor Entry  

System prov ides the facility to set Factor.  

 

Follow the path :  Employee login Ą Property Tax  ĄMaster Ą Factor Entry  

After the Employee login below screen will be appear.

 

Below mentioned screen appears when clicked on ñFactor Entry ò 
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5.2.1 Add Factor Entry  

Click on ñAdd Buttonò for Add Factor .  Refer below screen.  

 

After Click on  ñAdd buttonò below screen will appear.  

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Factor Entry Master  

1.   Factor Type  Select Factor Type  

        2.  Factor Range  Select Factor Range   

        3.  Flat/Slab  Select Flat/Slab  

4.  From Slab  Enter From Slab  

5.  To Slab  Enter To Slab  

6 Valid From  Select Valid From  

7.  Valid To  Select Valid To  

8.  Value Type  Select Value Type   
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9.  Value  Enter Value  

10.  Add  Click on add for Add Multiple data or Row.  

11.  Edit  Click on Edit for Edit in Existing data or 

row  

12.  Delete  Click on Delete for Delete Existing Data or 

row  

13.  Save  Click on Save for Save data  

14.  Reset  To click on Reset button to clear previous 

entered data  

15.  Close  Click on Close button for close to current 

page  

 

5.2.2  Search  

Firstly let us go through the entire flow of search  option.  

 

Select required fields  and Click on ñSearch Button ò. Refer below screen.  

 



   
 

 

User Manual For Property Page 48 

 

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Factor Entry Master  

1.   Factor Type  Select Factor Type  

        2.  Search   Click on Search Button for fetch required 

data  

        3.  Reset  

 

Click on Reset button to Clear previously 

entered or Selected value  

 

After Click on ñSearch ò below screen will be appear. 

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Factor Entry Master  

2.   Factor Type  Displayed  

        2.  Factor Range  Displayed    

        3.  Flat/Slab  Displayed  
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4.  From Slab  Displayed  

5.  To Slab  Displayed  

6 Valid From  Displayed  

7.  Valid To  Displayed  

8.  Value Type  Displayed  

9.  Value  Displayed  

10.  Edit  Click on Edit for Edit in Existing data or 

row  

 

5.2.3.  At first, user needs to select the row which has to be edited from the 

system.  

 

Below screens is displayed when clicked on ñedit ò option.  

 

 

 

 

 



   
 

 

User Manual For Property Page 50 

 

 

Click on ñEdit Buttonò Below Screen Appear.  

 

User Can ñEdit or Update ò require field s or change the drop down value.  

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Factor Entry Master  

1.   Factor Type  View, Editable mode  

        2.  Factor Range  View, Editable mode  

        3.  Flat/Slab  View, Editable mode  

4.  From Slab  View, Editable mode  

5.  To Slab  View, Editable mode  

6 Valid From  View, Editable mode  

7.  Valid To  View, Editable mode  
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8.  Value Type  View, Editable mode  

9.  Value  View, Editable mode  

10.  Edit  Click on Edit for Edit in Existing data or 

row  

12.  Delete  Click on Delete for Delete Existing Data or 

row  

13.  Update  Click on Update for Updated data  

14.  Reset  To click on Reset button to clear previous 

entered data  

15.  Close  Click on Close button for close to current 

page  

 

Click on ñUpdate Buttonò Below Screen Appear . 

 

User can save the edited scheme by clicking the ñupdate ò button as shown with 

Red colour in above screen, if no duplication of data is found and all the validations 

are fulfilled  then a message will be displayed by the system saying ñSuccessfully 

Updated ò. 

ñResetò option is used to clear the entered data on form . 

ñClose ò option is used to close the current form. 
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 Annual Rent Master  

System provid es the facility to set Annual Rent.  

 

Follow the path :  Employee login Ą Property Tax  ĄMaster Ą Annual Rent Master  

After the Employee login below screen will be appear.  

 

Below mentioned screen appears when clicked on ñAnnual Rent ò 
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5.3.1 Add Annual Rent  

Click on ñAdd Buttonò for Add Annual Rent .  Refer below screen.  

 

After Click on  ñAdd buttonò below screen will appear.  

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Annual Rent Master  

 1.  Construction Type  Select Construction Type  

          2.  Revenue Boundaries  Select Revenue Boundaries  
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        3.  Property Type  Select Property Type  

4.  Property Sub Type  Select Property Sub Type  

5.  Usage  Select Usage   

6 Sub Usage  Select Sub Usage  

7.  Factor  Select Factor   

8.  Sub Factor  Select Sub Factor    

9.  Valid From  Select Valid Form  

10.  Valid To  Select Valid To  

11.  Rent  Enter Rent  

12.  Save  Click on Save for Save data  

14.  Reset  To click on Reset button to clear previous 

entered data  

5.3.2 Search   

 Let us go through the entire flow of search  option.  
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Select required fields  and Click on ñSearch Button ò. Refer below screen . 

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Annual Rent Master  

 1.  Construction Type  Select Construction Type  

 2. Valid From  Select Valid Form  

 3.  Valid To  Select Valid To  

 4. Search  Click on Search  for Fetched require data  

 5.  Reset  To click on Reset button to clear previous 

entered data  
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After Click on ñSearch ò below screen will be appear. 

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Annual Rent Master  

 1.  Construction Type  Displayed  

        2.  Revenue Boundaries  Displayed  

        3.  Property Type  Displayed  

4.  Property Sub Type  Displayed  

5.  Usage  Displayed  

6 Sub Usage  Displayed  

7.  Factor  Displayed  

8.  Sub Factor  Displayed  

9.  Valid From  Displayed  

10.  Valid To  Displayed  

11.  Rent  Displayed  

12.  Save  Displayed  
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14.  Reset  Displayed  

 

5.3.3 Edit   

For Edit  first, user needs to select the row which has to be edited from the system.  

Below screens is displayed when clicked on ñedit ò option  

Click on ñEdit Buttonò Below Screen Appear.  
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User Can ñEdit or Update ò require fields or change the drop down value.  

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Annual Rent Master  

 1.  Construction Type  View, Editable Mode  

        2.  Revenue Boundaries  View, Editable Mode  

        3.  Property Type  View, Editable Mode  

4.  Property Sub Type  View, Editable Mode  

5.  Usage  View, Editable Mode  

6 Sub Usage  View, Editable Mode  

7.  Factor  View, Editable Mode  

8.  Sub Factor  View, Editable Mode  

9.  Valid From  View, Editable Mode  

10.  Valid To  View, Editable Mode  

11.  Rent  View, Editable Mode  

12.  Save  Click on Save for Save data  

14.  Reset  To click on Reset button to clear previous 

entered data  
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Click on ñSave  Buttonò Below Screen Appear . 

 

User can save the edited scheme by clicking the ñSave ò button as shown with Red 

colour in above screen, if no duplication of data is found and all the validations are 

fulfilled  then a message will be displayed by the system saying ñSuccessfully 

Updated ò. 

ñResetò option is used to clear the entered data on form . 

ñClose ò option is used to close the current form . 

5.3.4. Delete   

For Delete Click on ñDelete buttonò, refer Below Screen.  
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Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Annual Rent Master  

 1.  Construction Type  View  

        2.  Revenue Boundaries  View  

        3.  Property Type  View  

4.  Property Sub Type  View  

5.  Usage  View  

6 Sub Usage  View  

7.  Factor  View  

8.  Sub Factor  View  

9.  Valid From  View  

10.  Valid To  View  

11.  Rent  View  

 

After Clicking on ñDelete Buttonò Below screen will appear.  

 

After Click on ñOk Buttonò below Screen will appear.  
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Within application the record is ideally inactive; to reactivate the deleted record 

user need to change the status to active.  

 Exemption Entry  

System provides the facility to set Exemption.  

 

Follow the path :  Employee login Ą Property Tax  ĄMaster Ą Exemption Entry   

After the Employee login below screen will be appear.  

 

Below mentioned screen appears when clicked on ñExemption Entry ò 
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5.4.1 Add Exemption  

Click on ñAdd Buttonò for Add Exemption .  Refer below screen.  

 

After Click on  ñAdd buttonò below screen will appear.  

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Exemption Master  

 1.  Exemption Name  Enter Exemption Name  

        2.  Property Type   Select Property Type  

        3.  Age Slab  Select age Slab  

4.  Property Sub Type  Select Property Sub Type  
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5.  Property Usage Type  

 

Select Property Usage Type  

6 Property Sub Usage Type  Select Property Sub Usage Type  

7.  Construction Type  Select Construction Type   

8.  Floor Type  Select Floor Type  

9.  Tenancy/Occupancy Type  Select Tenancy/Occupancy Type  

10.  From Date  Select From Date  

11.  To Date  Select To Date  

12.  Type  Select Type  

13.  Slab Depends on  Select Slab Depends on  

14.  From Value  Enter From Value  

15.  To Value  Enter To Value  

16.  Value  Select Value  

17.  Depends on  Select Depends on  

18.  Add  Click on Add for Add data  

19.  Reset  To click on Reset button to clear previous 

entered data  

20.  Close  option is used to close the current form  
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5.4.2 Search  

Let us go through the entire flow of search  option.  

 

Select required fields  and Click on ñSearch Button ò. Refer below screen.  

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Exemption Master  

 1.  Exemption Name  Enter Exemption Name  

        2.  Property Type   Select Property Type  

3.  Property Sub Type  Select Property Sub Type  

4.  Property Usage Type  Select Property Usage Type  

5.  Property Sub Usage Type  Select Property Sub Usage Type  
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After Click on ñSearch ò below screen will be appear. 

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Exemption Master  

 1.  Exemption Name  Displayed  

        2.  Property Type   Displayed  

3.  Property Sub Type  Displayed  

4.  Property Usage Type  Displayed  

5.  Property Sub  Usage Type  Displayed  

6.  Serial Number  Displayed  

7.  Edit  Edit to Previously entered or Selected 

data.  

 

 

 

 

 



   
 

 

User Manual For Property Page 66 

 

 

5.4.3 Edit   

For Edit  first, user needs to select the row which has to be edited from the system.  

 

Below screens is displayed when clicked on ñedit ò option.  

Click on ñEdit Buttonò Below Screen Appear.  
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User Can ñEdit or Addò require fields or change the drop down value.  

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Exemption Master  

1.  Exemption Name  View, Not Editable mode  

        2.  Property Type   View, Not Editable mode  

        3.  Age Slab  View, Not Editable mode  

4.  Property Sub Type  View, Not Editable mode  

5.  Property Usage Type  View, Not Editable mode  

6 Property Sub Usage Type  View, Not Editable mode  

7.  Construction Type  View, Not Editable mode  



   
 

 

User Manual For Property Page 68 

 

 

8.  Floor Type  View, Not Editable mode  

9.  Tenancy/Occupancy Type  View, Not Editable mode  

10.  From Date  View, Editable mode   

11.  To Date  View, Editable mode  

12.  Type  View, Not Editable mode  

13.  Slab Depends on  View, Editable mode  

14.  From Value  View, Not Editable mode  

15.  To Value  View, Not Editable mode  

16.  Value  View, Not Editable mode  

17.  Depends on  View, Not Editable mode  

18.  Add  Click on Add for Add data  

19.  Reset  To click on Reset button to clear previous 

entered data  

20.  Close  option is used to close the current form  

 

Click on ñAdd  Buttonò Below Screen Appear . 

 

User can save the edited scheme by clicking the ñAdd ò button as shown with Red 

colour in above screen, if no duplication of data is found and all the validations are 
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fulfilled  then a message will be displayed by the system saying ñSuccessfully 

Updated ò. 

ñResetò option is used to clear the entered data on form . 

ñClose ò option is used to close the current form. 

 

 Receipt Rebate Entry Master  

System provides the facility to set Receipt Rebate.  

 

Follow the path :  Employee login Ą Property Tax  ĄMaster Ą Receipt Rebate Entry    

After the Employee login below screen will be appear.  
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Below mentioned screen appears when clicked on ñReceipt Rebate ò 

 

 

5.5.1 Add Receipt Rebate   

Click on ñAdd Buttonò for Add Receipt Rebate Entry .  Refer below screen.  
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After Click on  ñAdd buttonò below screen will appear.  

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Add Receipt Rebate Master  

 1.  From Date  Select From Date  

        2.  To Date   Select To Date  

        3.  From Days   Enter From Days  

4.  To Days  Enter To Days  

5.  Value  Enter Value  

6. Type  Select Type  

7.  Save  Click on Save button for save input 

data  

8.  Reset  Previously entered or selected input 

should be clear  

9.  Back  Need go to previous page  
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5.5.2 Search   

Let us go through the entire flow of search  option.  

 

Select required fields  and Click on ñSearch Button ò. Refer below screen.  

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Receipt Rebate Master  

 1.  From Date  Select From Date  

        2.  To Date  Select To Date  

3. Search  Click on Search record as per the 

require input  
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4. Reset  Clear to Previously entered or selected 

input.  

 

After Click on ñSearch ò below screen will be appear. 

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Receipt Rebate Master  

 1.  From Date  Displayed  

        2.  To Date   Displayed  

        3.  From Days   Displayed  

4.  To Days  Displayed  

5.  Value  Displayed  

6. Type  Displayed  

7.  Depends on  Displayed  

8.  View  Displayed  
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 Service Wise Charge Master  

System provides the facility to set Service Wise Charge.  

 

Follow the path :  Employee login Ą Property Tax  ĄMaster Ą Service Wise Charge 

Master  

After the Employee login below screen will be appear.  

 

Below mentioned screen appears when clicked on ñService Wise Charge 

Master ò 

 

 

 

 

 

 



   
 

 

User Manual For Property Page 75 

 

 

5.6.1 Add Service Wise Charge   

Click on ñAdd Buttonò for Add Service Wise Charge .Refer below screen.  

 

After Click on  ñAdd buttonò below screen will appear.  

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Service Wise Charge  Master  

 1.  Service Name  Select Service Name  

        2.  Charge Description    Select Charge Description  
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        3.  Charge Type   Select Charge Type  

4.  Usage  Select Usage  

5.  Sub Usage   Select Sub Usage  

6 Valid From Date  Select Valid From Date  

7.  Valid To Date  Select To Date   

8.  Type  Select Type  

9.  Slab Form  Enter Slab From  

10 . Slab To  Enter Slab To  

11.  Value Type  Select Value Type  

12.  Value  Enter Value  

13.  Slab Depends on  Enter Slab Depend on  

14.  Value Depend on  Enter Value Depend on  

15.  Save  Click on Save for Save data  

16.  Reset  To click on Reset button to clear 

previous entered data  

        17.  Close  option is used to close the current 

form  
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5.6.2 Search   

Let us go through the entire flow of search  option.  

 

Select required fields  and Click on ñSearch Button ò. Refer below screen.  

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Service wise Charge Master  

 1.  Service Name  Enter Exemption Name  

        2.  Search    Click on Search for required input.  

3.  Reset  

 

To click on Reset button to clear previous 

entered data  
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After Click on ñSearch ò below screen will be appear. 

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Service Wise Charge  Master  

 1.  Service Name  Displayed  

        2.  Charge Description    Displayed  

        3.  Charge Type   Displayed  

4.  Usage  Displayed  

5.  Sub Usage   Displayed  

6 Valid From Date  Displayed  

7.  Valid To Date  Displayed  

8.  Edit  Click on Edit button for Edit to previously 

entered or selected data.  
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5.6.3 Edit   

For Edit  first, user needs to select the row which has to be edited from the system.  

 

Below screens is displayed when clicked on ñedit ò option.  

Click on ñEdit Buttonò Below Screen Appear.  

 

User Can ñEdit ò require fields or change the drop down value.  

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Service Wise Charge  Master  

 1.  Service Name  View, Not Editable mode  
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        2.  Charge Description    View, Not Editable mode  

        3.  Charge Type   View, Not Editable mode  

4.  Usage  View, Editable mode  

5.  Sub Usage   View, Editable mode  

6 Valid From Date  View, Editable mode  

7.  Valid To Date  View, Editable mode  

8.  Type  View, Editable mode  

9.  Slab Form  View, Editable mode  

10.  Slab To  View, Editable mode  

11.  Value Type  View, Editable mode  

12.  Value  View, Not Editable mode  

13.  Slab Depends on  View, Editable mode  

14.  Value Depend on  View, Not Editable mode  

15.  Save  Click on Save for Save data  

        17.  Close  option is used to close the current form  

 

Click on ñSave  Buttonò Below Screen Appear . 

 

User can save the edited scheme by clicking the ñSave ò button as shown with Red 

colour in above screen, if no duplication of data is found and all the validations are 

fulfilled  then a message will be displayed by the system saying ñSuccessfully 

Updated ò. 

 ñClose ò option is used to close the current form. 
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 Tax Master  

System provides the facility to set Tax.  

 

Follow the path :  Employee login Ą Property Tax  ĄMaster Ą Tax Master  

After the Employee login below screen will be appear.  

 

Below mentioned screen appears when clicked on ñTax Master ò 
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5.7.1 Add Tax Master  

Click on ñAdd Buttonò for Add Tax .  Refer below screen.  

 

After Click on  ñAdd buttonò below screen will appear.  

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Tax Master  

 1.  Tax Name in English  Select Tax Name  

        2.  Tax Name in Marathi   Displayed  

        3.  Short Code  Displayed  

4.  Collection order  Displayed  
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5.  Sequence Order  Displayed  

6 Govt Tax  Displayed  

7.  For Bill Applicable   Displayed  

8.  For Special Notice   Displayed  

9.  Save  Click on Save for Save data  

10.  Reset  To click on Reset button to clear 

previous entered data  

11.  Close  option is used to close the current 

form  

 

5.7.2 Search   

Let us go through the entire flow of search  option.  
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Entered  required fields  and Click on ñSearch Button ò. Refer below screen.  

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Search Tax  

 1.  Tax Name in English  Enter Tax Name in English  

        2.  Tax Name in Marathi  Enter Tax Name in Marathi  

3. Search  

 

Click on Search Button for get require 

data  

4. Reset  

 

To clear previously entered or selected 

input.  
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After Click on ñSearch ò below screen will be appear. 

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Search Tax  

 1.  Tax Name in English  View, Not Editable mode  

        2.  Tax Name in Marathi  View, Not Editable mode  

3. Govt Tax  View, Not Editable mode  

4. Collection Order  View, Not Editable mode  

5.  For Bill Applicable  View, Not Editable mode  

6.  Edit  Click on Edit to previously entered or 

selected data to edit.  
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5.7.3 Edit   

For Edit  first, user needs to select the row which has to be edited from the system.  

 

Below screens is displayed when clicked on ñedit ò option.  

Click on ñEdit Buttonò Below Screen Appear.  
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User Can ñView or Hold to Taxò. Refer to below screen.  

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Tax Master  

 1.  Tax Name in English  Displayed  

        2.  Tax Name in Marathi   Displayed  

        3.  Short Code  Displayed  

4.  Collection order  Displayed  

5.  Sequence Order  Displayed  

6 Govt Tax  Displayed  

7.  For Bill Applicable   Displayed  

8.  For Special Notice   Displayed  

9.  Save  Click on Save for Save data  

10.  Reset  To click on Reset button to clear 

previous entered data  

11.  Close  option is used to close the current 

form  
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12.  On Hold  For Hold to Tax click on Hold  

13.  View  For view the Tax Details  

 

Click on ñView  Buttonò Below Screen Appear . 

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Tax Master  

 1.  Tax Name in English  Displayed  

        2.  Tax Name in Marathi   Displayed  

        3.  Usage  Select Usage  

4.  Sub Usage  Select Sub Usage  

5.  Reset  

 

To clear previously entered or selected 

input.  

6.  Close  option is used to close the current 

form  

7.  Go To Master  Option is used to Go to Master page  

 

User can save the edited scheme by clicking the ñAdd ò button as shown with Red 

colour in above screen, if no duplication of data is found and all the validations are 
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fulfilled  then a message will be displayed by the system saying ñSuccessfully 

Updated ò. 

ñResetò option is used to clear the entered data on form . 

ñClose ò option is used to close the current form. 

Tax Master Details  

System provides the facility to set Tax Details.  

 

Follow the path :  Employee login Ą Property Tax  ĄMaster Ą Tax Master Details  

After the Employee login below screen will be appear.  

 

Below mentioned screen appears when clicked on ñTax Master Details ò 
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Search  

Let us go through the entire flow of search  option.  

 

Enter  required fields  and Click on ñSearch Button ò. Refer below screen  

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Search Tax Master Details  

 1.  Tax Name in English  Enter Tax Name in English  

        2.  Tax Name in Marathi  Enter Tax Name in Marathi  
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3. Search  Click on Search Button for get require 

data  

4. Reset  To clear previously entered or selected 

input.  

 

After Click on ñSearch ò below screen will be appear. 

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Tax Master  

 1.  Tax Name in English  Displayed  

        2.  Tax Name in Marathi   Displayed  

        3.  Short Code  Displayed  

 4.  Govt Tax  Displayed  

 5.  For Bill Applicable   Displayed  

 6. Has Tax Details   Displayed  

 7.  On Hold  Displayed  
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 8.  Edit  Click on Edit for edit in previously 

entered or selected input   

 

Edit  

For Edit  first, user needs to select the row which has to be edited from the system.  

 

Below screens is displayed when clicked on ñedit ò option.  

Click on ñEdit Buttonò Below Screen Appear.  

 

User Can ñEdit or Update ò require fields or change the drop down value.  
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After Click on ñView Buttonò below screen will appear.  

 

Below is the description of  all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Tax Master Details  

1. Usage  View, Editable Mode  

2.  Sub Usage  View, Editable Mode  

3.  Save  Click on Save for Save data  

4.  Reset  To click on Reset button to clear 

previous entered data  

5.  Close  Option is used to close current  form or 

page.  

        6.  Go to Master  Click on Go to master button for 

master page.  

 

Click on ñSave  Buttonò Below Screen Appear . 
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Click on ñGo to Masterò below screen will appear.  

 

User can save the edited scheme by clicking the ñSave ò button as shown with Red 

colour in above screen, if no duplication of data is found and all the validations are 

fulfilled  then a message will be displayed by the system saying ñSuccessfully 

Updated ò. 

ñResetò option is used to clear the entered data on form . 

ñClose ò option is used to close the current form . 
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6  .Transaction    

 

 Property Registration & New Assessment  

System provides the facility to capture the Property Details, Owner  Details, and 

Location of Property  etc.   

¶ Data Collectors will conduct the survey and will collect the new property 

data  
¶ Date of effect, date of assessment will be capture along with Property 

details  
¶ Will updat e collected data in the system  
¶ Factors will be selected based on parameters  

¶ Application will be send further for approval  
¶ If approved then Valuation Notice /list will be generated  

  

Follow the path :  Employee Login Ą Property Tax Ą Transaction   Ą Property  Ą 

Property  Registration & New Assessment.  

After the Employee login  below s creen will be appear.  
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For ñProperty Tax & New Assessmentò click on ñProperty Taxò 

ñTransactionò and ñPropertyò. Refer below screen.  
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Click on ñProperty Registration & New Assessement ò button below screen 

appear.  

Step ï 1  

Select &  Enter require  property location information.  

 

Below is the description of all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Property Location Details -  Property Details  

1.   Property No  Non editable, auto displayed by the 

system  
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        2.  Building Permission No  Enter Building Permission No  

3.  GIS Survey Number  Non editable, auto displayed by the 

system  

4.  Property Status  Select Property Status  

Property Address  

        5.  Plot Number  Enter Plot Number  

6. Block Number  Enter Block Number  

7. House Number  Enter House Number  

8.  Location  Select Location  

9. House/Apartment 

Name  

Displayed / Select House/Apartment 

Name  

10.  Street/Road  Displayed / Select  Street/Road  

11.  Area/Locality  Displayed / Select Area/Locality  

12.  Pin Code  Enter Pin code  

13.  Landmark  Enter Landmark  

14.  Country  Displayed  

15.  City  Displayed  

16.  Google Map  Select Location  

17.  Latitude  Displayed  

18.  Longitude  Displayed  

19.  Revenue Boundaries  Displayed/ Select Revenue Boundaries  

20.  Administrative 

Boundaries  

Select Administrative Boundaries  

21.  Election Boundaries  Select Election Boundaries  

Upload File -  Property Photographs  
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22.  Browse  Click on Browse button to Upload 

property Photographs  

23.  Add  Click on add to add multiple property 

Photographs  

24 . Remove  Added property Photographs to 

remove  

25 . Sequence Number  Displayed  

26 . Next  After Entered or Selected inputs click 

on Next button for further process.  

 

GIS Map Location is based Division,Perishes and Village the map will be Zoom.so 

firstly, User Need to Select Revenue Bounderies as above mentioned screen.  As 

per the selection of Division,Perishes and Village location will be displayed.  
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After Selected & Entered input click on ñNext Buttonò refer below screen.  

 

After clicked on ñNext Buttonò ñProerty Noò should be generated  refer below 

screen.  
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After clicked on ñNext Buttonò Step 2 Property Owner Details page will appear.  

Step ï 2  

 

Below is the description of all the fields present on  form above mentioned screen.  

Sr. No  Field Name  Description  

Property Owner Details  

1.   Owner Name  Select Owner Name Little and Enter 

First Name, Middle Name and Last 

Name  

        2.  Organisation  Enter Organisation  

3.  Mobile Number  Enter Mobile Number  

4.  Email ID  Enter Email ID  

5.  COIN Number  Enter COIN Number  

6.  PAN Number  Enter PAN Number  

7.  Gender  Select Gender  

8.  Owner Type  Select Owner Type  

9.  Add  Click on Add button to add multiple 

data.  
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Click on ñAdd Buttonò refer below screen.  

 

User can add to multiple i nformation by using add button.  

After Entered or Selected columns click on ñNext buttonò refer to below screen.  

 

Below is the description of all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Property Owner Details  

1.  Owner Name  Select Owner Name Little and Enter 

First Name, Middle Name and Last 

Name  
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        2.  Organisation  Enter Organisation  

3.  Mobile Number  Enter Mobile Number  

4.  Email ID  Enter Email ID  

5.  COIN Number  Enter COIN Number  

6.  PAN Number  Enter PAN Number  

7.  Gender  Select Gender  

8.  Owner Type  Select Owner Type  

9.  Add  Click on Add button to add multiple 

data.  

10.  Owner Type  Displayed  

11.  Owner Name  Displayed  

12.  Gender  Displayed  

13.  Mobile Number  Displayed  

14.  Email Id  Displayed  

15.  COIN Number  Displayed  

16.  PAN Number  Displayed  

17.  Edit  Edit to entered or selected data  

18.  Delete  Delete to  

 

Next Button  ï used to go to ñNext page ò. 

Previous  Button  ï used to go to  ñBack page ò. 
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After Clicked on ñNext Buttonò below screen will appear.  

After Clicked on ñNext Buttonò Proerty Owner information saved successfully 

pops meaasge should be displayed.  

 

Step ï 3   
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Selected & Entered require fileds click on ñNext Buttonò Refer below screen.  

 

Below is the description of all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Property Building/Assessment Details  

Step -  I  

1.  Plot Area (Sq. meter)  Enter Plot Area (Sq. meter)  

        2.  Property Type  Select Property Type  

3.  Property Sub Type  Select Property Sub Type  

4.  Property Usage Type   Select Property Usage Type   

5.  Property Usage Sub  

Type   

Select Property Usage Sub Type   

Bill Details  

6.  Bill Type   Select Bill Type  
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7.  Delivery Type   Select Delivery Type  

Assessment Details  

8.  Current Assessment   Select Current Assessment   

9.  First Assessment  Select First Assessment  

10.  Construction Start 

Date  

Select Construction Start Date  

11.  Construction End Date  Select Construction End Date   

 

Next Button  ï used to go to ñNext page ò. 

Previous  Button  ï used to go to  ñBack page ò. 

After Click on ñNext Buttonò below screen will appear.  

System show the pops message of Proprty Building Assessment Save 

Successfully.  

 

Step ï 4  

Below is the description of all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Floor Wise Details  
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Floor Details  

1.  Total Floor   Select Total Floor   

        2.  Total Flats  Enter Total Flats  

3.  Add  Add multiple row or information  

4.  Reset  Clear to Entered or Selected data or 

input  

5.  Entry For  Select Entry for  

 

Selected & Entered require fileds click on ñNext Buttonò Refer below screen.  

 

Entry For Flat unit  

Below is the description of all the fields present on  form above mentioned screen.  

Sr. No  Field Name  Description  

Floor Wise Details  
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Floor Details  

1.  Total Floor   Select Total Floor   

        2.  Total Flats  Enter Total Flats  

3.  Add  Add multiple row or information  

4.  Reset  Clear to Entered or Selected data or 

input  

5.  Entry For  Select Entry for  

View Floor Details  

6.  Total Floor  Displayed  

7.  Total Flats  Displayed  

8.  Edit  Edit to selected or entered input.  

9.  Delete  Delete to selected or entered input.  

 

 

Next Button  ï used to go to ñNext page ò. 

Previous  Button  ï used to go to  ñBack page ò. 
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After Click  on ñNext buttonò Below Screen will appear.  

Property Flat Count Save Success fully.pops should be displayed.  

Step ï 5  

 

Below is the description of all the  fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Flat Details  

1.  Do you want to enter 

room details   

Click on Radio button  

        2.  Flat Status  Click on Radio button  
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3.  Total Floor  Select Total Floor  

4.  Flat Number  Enter Flat Number  

5.  Occupancy Type  Select Occupancy Type  

6.  Constructions Class  Select Constructions Class  

7.  Material type  Select Material type  

8. Construction Area  Enter Construction Area  

9. Total Area  Displayed  

10 . Exempted Area  Enter Exempted Area  

11 . Carpet Area  Enter Carpet Area  

12 . Usage Type  Select Usage Type  

13 . Usage Sub Type  Select Usage Sub Type  

14 . Tax Start Date  Select Tax Start Date  

15 . Currency Type  Select Currency Type  

16 . Plot Area  Enter Plot Area  

17 . Land Cost  Enter Land Cost  

18 . Monthly Rent  Enter Monthly Rent  

19 .  Annual Rent  Enter Annual Rent  

20 . Manual RV  Select Radio button  

21 . View Property Specific 

information  

Click on View Property Specific 

information button  

22 . RV Enter RV  

23 . Exempted G V Displayed  

24 . Exempted RV  Displayed  

 25 . Remarks  Enter Remarks  
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Upload File  -  Property Photographs   

26 . Browse   Upload File or Documents  

27 . Add  Add to multiple documents or files  

28 . Remove  Remove to Added documents or files  

Flat Owner Details  

29 . Same as property 

Owner  

Select Radio button  

30 . Name  Enter Name  

31 . Organisation  Enter Organisation  

32 . Mobile Number  Enter Mobile Number  

33 . Email Id  Enter Email Id  

34 . COIN Number  Enter COIN Number  

35 . PAN Number  Enter PAN Number  

36 . Gender  Select Gender  

37 . Owner Type  Select Owner Type  

38 . Add  Add to multiple information or row  

39 . Owner Type  Displayed  

40 . Owner Name  Displayed  

41 . Gender  Displayed  

42 . Mobile Number  Displayed  

43 . Email Id  Displayed  

44 . COIN Number  Displayed  

45 . PAN Number  Displayed  

46 . Edit  Edit to selected or entered input.  
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47 . Delete  Delete to selected or entered input.  

48 . Save  Save to Entered or Selected Data  

49 . Reset  Clear to Entered or Selected data or 

input  

 

Finish  Button  ï used to go to ñFinishò. 

Previous  Button  ï used to go to  ñBack page ò. 

After Selected & Entered columns click on Save button to save the informations . 

After Click on ñDo you want to enter room details button ò below screen will 

appear.  

 

Below is the description of all the fields present on form above mentioned screen.  

Sr. No  Field Name  Description  

Room Details  

1.  Property Status  Displayed  
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        2.  Room Type  Select Room Type  

3.  Total Floor  Select Total Floor  

4.  Assessment date  Displayed  

5.  Occupancy Type  Select Occupancy Type  

6.  Room Width  Enter Room Width  

7.  Construction Area  Enter Construction Area  

8.  Total Area  Displayed  

9.  Exempted Area  Enter Exempted Area  

10.  Carpet Area  Enter Carpet Area  

11.  Usage Type  Select Usage Type  

12.  Usage Sub Type  Select Usage Sub Type  

13.  Room Length  Enter Room Length  

14.  Currency Type  Select Currency Type  

15.  Add  Add to multiple Information or row  

16.  Reset  To clear entered or selected input.  

17.  Monthly Rent  Enter Monthly Rent  

18.  Annual Rent  Enter Annual Rent  

19.  Manual RV  Select Radio button  

20.  GV Displayed  

21.  RV Enter RV  

22.  Exempted GV Displayed  

23.  Exempted RV  Displayed  

24.  Remarks  Enter Remarks  
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Close  ï Click on clos e button close to current form.  

Selected &  Entered require fileds click on ñNext Buttonò Refer below screen.  

 

Entry For Hotel  

Next Button  ï used to go to ñNext page ò. 

Previous  Button  ï used to go to  ñBack page ò. 

Clicked on Next button Property Flat Count Save Succes sfully pops should be 

displayed.  
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Clicked on ñAdd buttonò below Screen will appear.  

 

Filled to ñHotel Income Detailsò refer below screen.  
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Clicked on ñAdd buttonò below Screen will appear.  

 

Selected & Entered require fileds click on ñNext Buttonò Refer below screen.  

 

Entry For Both  

Next Button  ï used to go to ñNext page ò. 

Previous  Button  ï used to go to  ñBack page ò. 
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Clicked on Next button Property Flat Count Save Successfully pops should  be 

displayed.  

Clicked on ñAdd buttonò below Screen will appear.  

 

After that Open the Combo  form of  ñHotelò & ñFlatò Details, Entered & 

Selected to ñHotelò & Flat Details.ò Fileds and columns .  

Finish  ï used to close to current page  

After click on ñFinish buttonò below screen appear.  

SRN number should be generated. Its showing at Pops message.  
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6.1 Scrutiny  Process.  

Scrutiny Process are configurable  done by admin . It will d efine up to five  level 

i.e.  Level ïI, Level ïII, Level ïIII, Level ïIV , Level ï V.  

6.1.1 ï Level ï 1  

Follow the  path  for Department:  Employee LoginĄ Dashboard.  

Follwing screen will appear after sucessful ñLogin of Employeeò. 

 

¶ Employee can view Service Wise Application,Service Reuest date,Assigned 

date,Service Request No.  

6.1.1 .1 Search and View  

¶ ñSearch ò option is used to search a service amongst  n number of service 

request present in grid. Refer below screen for search.  
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¶ Employee can ñSearch ò Service Wise Application,Service Reuest 

date,Assigned date,Service Request No.etc.  

¶ Enter required Iput  in ñSearch ò Colums.bleow screen appear.  

 

Employee  Can ñView ò the application form after click on ñPending buttionò in 

Sta tus columns.refer below screen.  
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Click on ñPending button ò,below screen appear. 

 

For Application view click on ñView Application Button ò. 

Services Description ïLevel wise Yes/No types questions give the answer with 

remarks.  

User can Approve, Rejcect, Re Submission, Reject but Forward & Deferment to 

the application along with entering to Remarks . 
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Save  ï Firstly Click on Approve,Reject but  forward button then click on Save 

button application sent to next level for further process.  

Save -  Firstly Click on Reject  button then click on Save button application 

Rejected. It forwarded to Initiator login.  

Close  ï Used to Close Current form page.  

6.1.2  ï Level ï 2  

Follow the path  for Department:  Employee LoginĄ Dashboard.  

Follwing screen will appear after sucessful ñLogin of Employeeò. 

 

¶ Employee can view Service Wise Application,Service Reuest date,Assigned 

date, Service Request No.  
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6.1. 2 .1  Search and View  

¶ ñSearch ò option is used to search a service amongst  n number of service 

request present in grid. Refer below screen for search.  

 

¶ Employee can ñSearch ò Service Wise Application,Service Reuest 

date,Assigned date,Service Request No.etc.  

¶ Enter required Iput  in ñSearch ò Colums.bleow screen appear.  

 

Employee  Can ñView ò the application form after click on ñPending buttionò in 

Sta tus columns.refer below screen.  
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Click on ñPending button ò,below screen appear. 

 

For Application view click on ñView Application Button ò. 

Services Description ïLevel wise Yes/No types question s give the answer with 

remarks.  

User can Approve, Rejcect, Re Submission, Reject but Forward & Deferment to 

the application along with entering to Remarks . 
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Save  ï Firstly Click on Approve,Reject but forward button then click on Save 

button application sent to further process to next level.  

Save -  Firstly Click on Reject  button then click on Save button application 

Rejected. It should forwarded to Level 1.  

Close  ï Used to C lose Current form page.  

6.1.3 ï Level ï 3  

Follow the path  for Department:  Employee LoginĄ Dashboard.  

Follwing screen will appear after sucessful ñLogin of Employeeò. 

 

¶ Employee can view Service Wise Application,Service Reuest date,Assigned 

date,Service Request No.  
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6.1.3 .1 Search and View  

¶ ñSearch ò option is used to search a service amongst  n number of service 

request present in grid . Refer below screen for search.  

 

¶ Employee can ñSearch ò Service Wise Application,Service Reuest 

date,Assigned date,Service Request No.etc.  

¶ Enter required Iput  in ñSearch ò Colums.bleow screen appear.  
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Employee  Can ñView ò the application form after click on ñPending buttionò in 

Sta tus columns.refer below screen.  
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Click on ñPending button ò,below screen appear. 

 

For Application view click on ñView Application Button ò. 

Services Description ïLevel wise Yes/No types questio ns give the answer with 

remarks.  

User can Approve, Rejcect, Re Submission, Reject but Forward & Deferment to 

the applicat ion along with entering to Remarks . 
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Save  ï Firstly Click on Approve,Reject but forward button then click on Save 

button application Approved.  

Save -  Firstly Click on Reject  button then click on Save button application 

Rejected & it should forwarded to Level 2.  

Close  ï Used to Close Current form page.  

After approved the Application  it will go for Special Notice.  

 Special Notice.  

 
System generate the various kinds of Notices like New Property, Single property 
etc.  

 
Follow the path :  Employee Login Ą Property Tax Ą Transaction   Ą Property Ą 

Special Notice Generation  

After the Employee login  below screen will be appear.  
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For ñSpecial Notice Generationò click on ñProperty Taxò, ñTransaction & 

Property ò. Refer below screen.  

 

Click on ñSpeical Notice Generation ò button below screen will appear.  

 

Then Select to require ñProperty Selection ò as per below mentioned screen.  
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After Selected to require ñProperty Selection ò fileds entered to proeprty 

number and click on Generate special notice button, refer below screen.  
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After Click on ñGenerate Special Noticeò Button below screen will appear.  

 
 

Reset  -  Clear to Previously Entered or Selected data or input.  
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 Bill Generation  

Bill can be generated based on various input parameters like  New Assessed or 

Re-assessed, Property Number  
 
 

Follow the path :  Employee Login Ą Property Tax Ą Transaction Ą Property Ą 

Bill  Generation.  

After the Employee login  below screen will be appear.  

 

For ñBill Generation ò click on ñProperty Taxò, ñTransaction & Property ò. 

Refer below screen.  
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Click on ñBill  Generation ò button below screen will appear.  

 

Then Select and Enter to require ñProperty Selection  and Property Details ò 

then click on  Generate ñBill buttonò as per below mentioned screen.  
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After Clicked on ñGeneate Billòbutton below screen will appear . 

 

Reset  -  Clear to Previously Entered or Selected data or input.  
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 Re - Assessment   

System provides the facility to capture the Re -  assessment Details like Reason 

for Re -assessment, Property number etc.   

Follow the path :  Employee Login Ą Property Tax Ą Transaction Ą Property Ą 

Re-Assessment  

After the Employee login  below screen will be appear.  

 

For ñRe -  Assessment ò click on ñProperty Taxò, ñTransaction & Property ò. 

Refer below screen.  
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Click on ñRe - Assessment ò button below screen will appear.  

 

Select Reason for Re -  Assessment ,depand on the differnet forms . 
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Entered & Selected to require inputs click on ñSaveò button. Refer below screen.  

 

After clicked on ñSaveò button pops message should be displayed. Refer below 

screen.  
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Reset  -  Clear to Previously Entered or Selected data or input.  

Close  Button  ï used to Close  to  ñcurrent form  pageò. 

Add -  used to add to m ultiple input or value . 

Save ï used to s ave entered or selected data.  

Note -  Scrutiny Process  is same as per the ñNew Assessmentò for more 

details. click here  

 

 Search Property  

System provides facility to search the property on based New assessment, Re -

assessment, data entry etc.  

Follow the path :  Employee Login Ą Property Tax Ą Transaction  Ą Property Ą 

Search Property  

After the Employee login  below screen will be appear.  
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For ñSearch Propertyò click on ñProperty Taxò, ñTransaction & Property ò. 

Refer below screen.  

 

 

Click on ñSearch Property ò button below screen will appear.  

 

Select or Enter to require input and click on ñSearchò button. Refer below 

screen.  
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Click on ñSearchò button below screen will appear.  

 

above mentioend screen there is Edit option, User Can ñEdit ò to Save Draft data 

only.  

Reset  -  Clear to Previously Entered or Selected data or input.  

Save ï used to s ave entered or selected data.  

Search -  used to fetch to data.  
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 Adjustment  Entry  

Bill wise tax wise Adjustment amount with Reason for adjustment .  

 
Follow the path :  Employee Login Ą Property Tax Ą Transaction Ą Property Ą 

Adjustment Entry  

After the Employee login  below screen will be appear.  

 

For ñAdjustment  Entry ò click on ñProperty Taxò, ñTransaction & 

Property ò. Refer below screen.  
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Click on ñAdjustment Entry ò button below screen will appear.  

 

6.6 .1. Add  

For Add  Click on ñAddò Button refer below screen.  

 

 

 

 



   
 

 

User Manual For Property Page 143 

 

 

After Clicked on ñAddò button below screen will appear.  

 

Enter and Select data to require fileds.  

Entered & Selected require fileds,  click on òsaveò button.  

 

Reset  -  Clear to Previously Entered or Selected data or input.  

Save ï used to s ave entered or selected data.  

Close  ï used to Close current form page.  
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6.6 .2 . Search   

Select or Enter to require input and click on ñSearchò button. Refer below 

screen.  

 

After Selected or Entered to require input and click on ñSearchò button below 

screen will appear.  
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Reset  -  Clear to Previously Entered or Selected data or input.  

6.6.3. View  

For View , firstly user need to select row refer below screen.  
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After Clicking on ñViewò button below screen will appear.  

 

Close  ï used  to Close current form page.  
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6.6.4  Delete  

For Delete, firstly user need to select row refer below screen.  

 

After Clicking on ñDelete ò button record will temporarly deactive from the list.  
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 Write Off Dues  

System prepared the list of properties for which they want to write -off the 

demand.  
 

Follow the path :  Employee Login Ą Property Tax Ą Transaction Ą Property 

ĄWrite Off Dues  

After the Employee login  below screen will be appear.  

 

For ñWrite off Duesò click on ñProperty Taxò, ñTransaction & Property ò. 

Refer below screen.  
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Click on ñWrite off Duesò button below screen will appear.  

 

Enter and Select require details  and click on ñTax Wise Viewò button refer 

below screen.  

 

Clicked on ñTax Wise Viewò button below screen will appear.  
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Then enter ñWrite off Amountò and click on ñSaveò button.refer below screen .  

 

After clicking on ñSave buttonò ñWrite off Property Taxò will ganerated or 

open new tab.  
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Close ï used to close current form.  

Reset  -  Clear to Previously Ent ered or Selected data or input.  

 Demand Notice  

System provides facility to Generate  Demand Notice.  
 
Follow the path :  Employee Login Ą Property Tax Ą Transaction Ą Property 

ĄDemand Notice  

After the Employee login  below screen will be appear.  

 

For ñDemand Noticeò click on ñProperty Taxò, ñTransaction & Propertyò. 

Refer below screen.  
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Click on ñDemand Noticeò button below screen will appear.  

 

Select require details and click on ñGenerate  or Generate Demand Notice ò 

button refer below screen.  
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Clicked on ñGenerate Demand Notice ò button below screen will appear.  
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After Generating Notice for view,Click  on ñPrint Notice ò button .  

Clicked on ñPrint Notice ò button Demand Notice will be displayed.  

 

Print Report   ï used to Print to the Report . 

Reset  -  Clear to Previously Entered or Selected data or input.  

 



   
 

 

User Manual For Property Page 155 

 

 

 Warrant Notice  

System provides facility to Generate  Warrant  Notice. After generating Demand 

Notice user  can generate to Warrant Notice.  
 

Follow the path :  Employee Login Ą Property Tax Ą Transaction Ą Property 

ĄWarrant Notice  

After the Employee login  below screen will be appear.  

 

For ñWarrant Noticeò click on ñProperty Taxò, ñTransaction & Propertyò. 

Refer  below screen.  
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Click on ñWarrant Noticeò button below screen will appear.  

 

Select require details and click on ñGenerate or Generate Warrant Notice ò 

button refer below screen.  

 

Clicked on ñGenerate Warrant Notice ò button below screen will appear.  
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After Generating Notice for view,Click on ñPrint Notice ò button.  

Clicked on ñPrint Notice ò button Warrant Notice will be displayed.  

 

 

Print Report   ï used to Print to the Report.  

Reset  -  Clear to Previously Ent ered or Selected data or input.  

 



   
 

 

User Manual For Property Page 158 

 

 

 Mass Valuation  

System provides facility to  execute the Mass Valuation of the Property.  

 
Follow the path :  Employee Login Ą Property Tax Ą Transaction Ą Property 

ĄMass Valuation  

After the Employee login  below screen will be appear.  

 

For ñMass Valuationò click on ñProperty Taxò, ñTransaction & Propertyò. 

Refer below screen.  
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Click on ñMass Valuationò button below screen will appear.  

 

Select and enter require details and click on ñSave ò button refer below screen.  

 

Clicked on ñSave ò button below screen will appear.  
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View More Details   ï used to View more details . 

Reset  -  Clear to Previously Entered or Selected data or input.  

 

 ALV RV Increase Decrease  

System provides facility to  Print Report of ALV RV Increase Decrease.  
 

Follow the path :  Employee Login Ą Property Tax Ą Transaction Ą Property 

ĄALV RV Increase Decrease   

After the Employee login  below screen will be appear.  

 

For ñALV RV Increase Decreaseò click on ñProperty Taxò, ñTransaction & 

Propertyò. Refer below screen.  
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Click on ñALV RV Increase Decreaseò button below screen will appear.  

 

Select and enter require details and click on ñPrint Report ò button refer below 

screen.  
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Clicked on ñPrint Report ò button below screen will appear.  

 

Reset  -  Clear to Previously Entered or Selected data or input.  

 

 Inspection against Objection  

 System provides facility to Capture  Inspection against property details.  

Follow the path :  Employee Login Ą Property Tax Ą Transaction Ą Objection Ą 

Inspection Against  Objection  
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After the Employee login  below screen will be appear.  

 

For ñInspection against Objectionò click on ñProperty Taxò, ñTransaction 

& Objectionò. Refer below screen.  
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Click on ñInspection against Objectionò button below screen will appear.  

 

Enter or Select require fields and Click on òSearch buttonò or Directly Click on 

ñSearch Buttonò. 
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Clicked on ñSearchò below screen will appear.  

 

Click on Status as ñPending buttonò below screen will appear.  

 

Enter and Select require details and click on ñSave ò button refer below screen.  
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Clicked on ñSave ò button below screen will appear.  

 

After Saved Entry this application will go to Hearing Intimation Transaction.  

Click here  for further process of Hearing Intimation.  

Reset  -  Clear to Previously Entered or Selected data or input.  

Close ï used to close current form.  

 

 Hearing Intimation   

System have provision  to generate to Hearing Intimation letter.  

Follow the path :  Employee Login Ą Property Tax Ą Transaction   Ą Objection 

ĄHearing Intimation  

After the Employee login  below screen will be appear.  
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For ñHearing Intimation ò click on ñProperty Taxò, ñTransaction & 

Objection ò. Refer below screen.  

 

Click on ñHearing Intimation ò button below screen will appear.  

 

Then Click on ñPending Buttonòbutton refer below screen.  
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After Clicking on ñPending Buttonòbutton below screen will appear.  

 

Enter or Select require fields and Click on òSave  button ò. Refer below screen.  
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Clicked on ñSave ò button below screen will appear.  

 

User can Print to this page for that Click on ñPrint this Page Buttonò. 

For Search click on  ñGo To Search Pageò Button . 

Close ï used to close current form.  

Reset ï Clear to previously entered or selected data.  

After Submitted Application It will go to Hearing Details.  

Click Here  for Hearing Details Process.  
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 Hearing Deta ils  

System provides facility to search the Hearing details  on based Hearing date , 

Property number  etc.  

Follow the path :  Employee Login Ą Property Tax Ą Transaction Ą Objection Ą 

Hearing Details  

After the Employee login  below screen will be appear.  

 

For ñHearing Details ò click on ñProperty Taxò, ñTransaction & Objectionò. 

Refer below screen.  
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Click on ñHearing Details ò button below screen will appear.  

 

Enter & Select to require details and click on ñSearchò button or direclty click on 

ñSearchò button.  
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After Click on ñSerachingò beelow screen will appear.  

 

Then Click on ñPending Buttonòbutton refer below screen.  
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After Clicking on ñPending Buttonòbutton below screen will appear.  

 

 

 

 

 

 

 

 

 

 

 

 



   
 

 

User Manual For Property Page 174 

 

 

Then Enter or Select require fields and Click on òSave  button ò. Refer below 

screen.  

 

Click on ñSave ò button for Save to the entered or selected fileds or inputs.  

Click on Save button system will displayed data successfully message.  
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After Click on ñSave ò button  below screen will appear.  

 

Above Mentioned screen is Hearing order after click on  ñSave buttonò it will be 

generating.  

Close  ï used to close current form.  

Reset  ï Clear to previously entered or selected data.  
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 Court Case  

System provides facility to add the Court Case Details.  

Follow the path :  Employee Login Ą Property Tax Ą Transaction Ą Collection Ą 

Court Case  

After the Employee login  below screen will be appear.  

 

For ñCourt Caseò click on ñProperty Taxò, ñTransaction & Collectionò. Refer 

below screen.  
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Click on ñCourt Caseò button below screen will appear.   

 

6.15 .1. Add  

For Add , User need to click on ñAdd ò button refer below screen.  
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After Clicking on ñAdd ò button refer below screen will appear.  

 

Enter and Select require data or input then click on ñSaveò button. Refer below 

screen.  

 

After Clicked on Save Button  System displayed the ñData Saved 

Successfully ò Pops message  at Centre  on screen.  

Reset  -  Clear to Previously Entered or Selected data or input.  

Save ï used to s ave entered or selected data.  

Close  ï used to Close current form page.  
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6.15 .2. Search  

For Search , User can Search  record  refer below screen.  

User Need to Enter or select to require fileds  and click on ñSearchò button.  

 

Select or Enter to require input and click on ñSearchò button. below screen 

screen will appear.  

 

Reset  -  Clear to Previously Entered or Selected data or input.  
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6.15 .3. Edit and Delete  

For Edit , firstly user need to select row refer below screen.  

 

After Clicking on ñEdit ò button below screen will appear.  

 

User Can Edit to require data as per above mention screen.  
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Then click on ñSave Button ò button refer below screen.  

 

After Clicking on ñSave Buttonò Below Screen will appear.  

 

Data Upldated Successfully meassge will be displayed.  

For Delete  , firstly user need to select row refer below screen.  
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After Clicked on ñDelete Buttonò below screen will appear .  

 

Then click on ñYes Delete it Buttonò for delete.  

Close  ï used to Close current form page.  

 

 Ground Rent Registration  

System provides facility to add the Ground Rent Details  like Plot number, Coin 

number etc.  

Follow the path :  Employee Login Ą Property Tax Ą Transaction   Ą Ground Rent   

Ą Ground Rent Registration  

After the Employee login  below screen will be appear.  
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For ñGround Rent Registrationò click on ñProperty Taxò, ñTransaction & 

Ground Rent ò. Refer below screen.  
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Click on ñGround Rent Registrationò button below screen will appear.   
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Enter and Select require details and click on ñSave ò button refer below screen.  

 

 

 

 

 

 

 

 



   
 

 

User Manual For Property Page 186 

 

 

Clicked on ñSave ò button below screen will appear.  

After  Appliocation Submitted Successfully  ñAcknowledgement  Receipt ò will 

generated.  

 

                                                          

Note -  Scrutiny Process  is same as per the ñNew Assessmentò for more 

details. click here  

Reset  -  Clear to Previously Ent ered or Selected  data or input.  
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After Final Approval ñGround Rent Registration Certificateò will generated.  
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 Ground Rent Bill Generation  

Bill can be generated based on various input parameters like  Single, Multiple, 

Ground Rent number, financial year etc.  
 

Follow the path :  Employee Login Ą Property Tax Ą Transaction   Ą Ground Rent   

Ą Ground Rent Bill Generation  

After the Employee login  below screen will be appear.  

 

For ñGround Rent Bill Generationò click on ñProperty Taxò, ñTransaction & 

Ground Rent ò. Refer below screen.  

 

 

 

 


















































































































































































































































































































































































































