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About this Manual

Property and Vacant Land Tax Information System (PTIS) is for users
who work in the revenue department of municipal corporations and

are responsible for taxation of properties and vacant land.
The following roles within the revenue department can use PTIS.

Clerk

Bill Collector
Revenue Inspector
Collection Operator

Revenue Officer

D 01~ W DN P

Commissioner

Note: Roles can be added/modified in PTIS as per the requirements

of the department.

In this manual, chapters are organized around key transactions
performed by the department. The first chapter introduces you to the
PTIS.

Getting Started

If you are new to the system, start with Chapter 1 ® Introducing
Property and Vacant Land System followed by Chapter 2 ® Introducing
Workflows. After that you can use Table of Contents in the beginning

of this manual or the Index at the end, to move to any topic.

Page | 5



9

Conventions

The following table describes the conventions used in this manual.

Note provides extra information about a

Note: . .
step or concept. Notes are contained in
grey boxes.

Ul Element | To describe screen elements such as
buttons, drop-down lists, the name of the
element is in bold.

References | All references are in italics. Reference also

contain hyperlinks and help you to quickly

navigate to related content

Navigation >

?ppmu ©<?a | mr _r gml bcaq
navigation in the application. For example,
rfc dmjj mugl e | _t ghe Leftg
Panel, Click Application and then click
New Property , -

Left Panel > Application > New Property

Further Help

In case you need further help, please call +91 80 4125 5708 or send

an email to contact@egovernments.org
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Introducing Property and
Vacant Land Tax System

Property and Vacant Land Tax Information System (PTIS) is a web-
based software module that helps municipal corporations manage

property and vacant land taxation, efficiently and effectively.

The system brings in accountability and transparency in the decision
making process of the revenue department of a municipal corporation.

It provides comprehensive information about a property such as:

Property details
Property tax estimate

1

1

1 Mutation of property

1 Payments against the property
1

Demand collection & balance (DCB) of the property

Main Transactions

Key tasks or activities performed in PTIS are called Transactions.

PTIS enables you to perform the following main transactions:

Creating a new property

Creating a vacant land

Bifurcating a property

Adding or altering an existing property
Transferring ownership of a property

Collecting property tax

N o o~ N P

Applying for revision petition
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Roles Involved in the Transactions

Different roles may be involved in completing a transaction.

Note: Role names and their functions can be configured in PTIS

depending on the needs of your department.

The following table describes the typical roles involved in completing

the transactions in PTIS.

Table 1 Roles in PTIS

Role Description

Clerk Initiates transactions and enters details in

the transaction forms.

Interacts with the citizens. Whenever
required, also prints and provides copies of
decisions/documents related to citizends

applications.

Bill Collector Verifies the details entered by the clerk in

any transaction form.

Revenue Inspector | Responsible for validating the information

entered in the transaction forms.

Conducts field inspections to verify the facts

in the transaction forms.

May correct the details in the transaction
forms, if required, to match with the facts on

the ground.

Revenue Officer Based on the transaction details and the
comments of bill collector/revenue officer,
decides to either reject the transaction or

forward it to the commissioner for approval.
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Commissioner Final authority to approve or reject a

transaction.

Also hears and disposes review petitions

from the citizens.

PTIS Reports

PTIS provides different types of reports to help you monitor and

manage all aspects of property and vacant land taxation. The reports

include:
1 Boundary wise DCB details
1 Daily collection report
1 Collection report boundary wise
1 Application workflow status report
1 Audit trail report
1 Property usage reports
1 Defaulters report
1 Base register

Signing into the System

You need to sign in before you can start using the system.

To sign in:

1. Enter the correct URL in the internet browser. The Signin

page appears, as shown in Figure 1.
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Figure 1: Signing into PTIS

Sign in
L mahesh

j *

Forgot password?

2. Enter username, password and click Signin.
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Home Screen

After signing into the system, the Home Screen appears, as shown in
the Figure 2.

Figure 2 Home Screen

Top Panel Worklist Drafts  Notifications

4 [ X mahesh

Hi, mahesh Worklist

== Applications Nature of

, Work Status Details
&= Favourites

06/10/2015 | surya Collections  Receipt Water Tax- :3)
D2:40 PM Receipt Created - surya-Z01C1
Header Submit for
Approval
D&6/10/2015 | surya Collections = Receipt Water Tax- :3)
02:26 PM Receipt Created - surya-Z01C1
Header Submit for
Agimsoval

Left Panel Right Panel

Home screen consists of the following panels:

Left Panel Provides two options ® Applications and

Favourites.

Applications enable you to carry out different
transactions and view the reports.

You can mark any transaction or report as

your favourite. Once marked, the
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application or reports shows up in Favourites

for quick access.

Top Panel Enables you to view Worklist , Drafts, and

Notifications .

In addition, the Top Panel enables you to

update your profile.

Right Panel Shows Worklist, Drafts , and Notifications in List
View sorted chronologically with most

recent on top.

Worklist contains all the transactions that

are pending reviews or approval.

Drafts contain the transactions that are
under process and not yet ready for

forward submission.

The D icon on the right of each row
enables you to view history of each

transaction.

Opening Existing Transactions

The Right Panel of the Home Screen contains list of transactions in

the Worklist, as shown in Figure 2.

Click on any transaction in the list to open that transaction. The

transaction opens in a new browser window.
Creating a New Transaction

You can create a new transaction by navigating the Applications in the

Left Panel of the Home Screen, as shown in Figure 2.
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From the Applications you can drill down to different features of PTIS,

as shown in Figure 3.

Figure 3 Creating/Opening Transaction s

== Applications »

&= Favourites | Applications

< Back

el Property Tax

Collection < Back

Property Tax Existing property

Water Tax Manager administration
Reports

New Property

You can also create new transactions through the Favourites link in the

Left Panel.
Marking Transactions as Favourites

Any transaction that you want to access from Favourites , you need to
mark it as a favourite before you access it, as shown in Figure 4.
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Figure 4 Marking as Favourite

Favourites

Favourites Name Create New Property

Add Favourites Cancel

Uploading Documents

You can also upload documents while creating different transactions.
The Document Enc losed Details section within the transaction form, lists

the documents required for that transaction, as shown in Figure 5.

Figure 5 Uploading Documents

Document Enclosed Details

SNO Document Type Upload File
1 Photo Of Assessment Choose File | No file chosen
2 Building Permission Copy Choose File | Mo file chosen
3 Attested Copies Of Property Documents Choose File | Mo file chosen
4 Two Mon-Judicial stamp papers of Rs.10 Choose File | Mo file chosen
5 Motarized Affidavit Cum Indemnity Bond On Rs.100 Stamp Paper Choose File | Mo file chosen
& Copy Of Death Certificates Succession Certificate/ Legal Hair Certificate Choose File | Mo file chosen

To upload a document, click Choose File , select the required file from
your local folder, and then click open. The name of uploaded file now

appears instead of No file chosen .
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Introducing Workflows

A transaction goes through many stages before it is completed. At
different stages of a transaction, specific actions are performed by
different roles. Transaction workflow is the organization of stages
from start to finish. Workflows are designed to ensure transparency,

accuracy, and accountability in the revenue department.

Note: Although this manual describes typical workflows for different
transactions, PTIS enables you to configure workflows depending on
the needs of your organization.

For example, in smaller departments, a transaction may directly go
from Revenue Inspector to the Commissioner instead of going via a

Revenue Officer.
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Although the data entered or altered in each transaction is different,

all transactions go through similar review and approval process.

A transaction goes through multiple levels of reviews until it is

approved. All transactions go through the following review process.

Figure 6 Review/Approval Process

Create/Modify a

Task

Approve

Workflow Reviews/Approval

The aim of reviews is to ensure that all details entered in the
transaction are accurate. Users perform the following steps after
reviewing a transaction.

i1 Enter review remarks

9 If transaction details are correct, forward the transaction to the
next stage of workflow. Otherwise, reject the transaction.

Page | 16



Entering Review Remarks

All review actions are performed on the Approval Details section
available at the bottom of each transaction form, as shown in

Figure 7.

In the Approval Details section, enter review remarks in the Approver

Remarks box

Figure 7 Approval Details

Approver Department: —---Choose-— T | Approver Designation: v | Approver:

Approver Remarks:

Mandatory Fields *

Forwarding a Transaction

Reviewer forwards a transaction to the next stage of the workflow if

no discrepancies are found in the transaction details.
To forward a transaction:

1. In the Approval Details section, as shown in the preceding
Figure 7, select Revenue Department from the Approver
Departments list.

Select a designation from the Approver Designation list.

3. Select from the Approverlist , the name of the user to whom
you want to forward the transaction.

4. Click Forward. The application is automatically forwarded to

the concerned user for further review or approval.

Rejecting a Transaction

If you find any discrepancies in the transaction details, you can reject

the transaction. The rejected transaction goes back to the initiator of
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the transaction, who can either reject the transaction or modify and
resubmit it.

Before rejecting a transaction, it is mandatory to enter the reasons for

rejection in the Approver Remarks boOX.

To reject a transaction, click Reject in the Approver Details section.

Approving a Transaction

The final stage of each transaction is approval. At the approval stage
a transaction is either approved or rejected. Each workflow has a

designated role entitled to approve a transaction.

At the approval stage of a transaction, user can view an Approve

button at the bottom of the transaction form, as shown in Figure 8.

Figure 8 Transaction Approval

Approver
Remarks:

Click Approve to approve the transaction

Transaction Closure

After a transaction is approved, the system automatically generates a
special notice along with a new unique identification number for the
transaction. This special notice is digitally signed by the

commissioner.

After approval, the identification number and tax details are
automatically sent as an SMS to the citizen. The special notice is also

sent to the clerk for printing and handing over to the citizen.

If the application was submitted at the Meeseva counter/CSC, citizens

can approach any of the citizen service counters with their application
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number. This helps the clerk to search for the application in the

system and hand over the special notice.

If the application was submitted online, citizens get the special notice

in their inbox, which they can download and print.

Note: If a transaction is rejected, the system automatically forwards
the application to the transaction initiator and sends an SMS to the

citizen with reasons for rejection of application.

Audit Trail

All form entries, modifications, comments, feedback, or documents
are maintained in a database along with the details such as who did it
and when. Audit trail report provides complete information about the

transaction trail.

The audit trail is available to specific users.
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Creating a New Property

The system enables you to create a new property. The property can

belong to one of the following categories:

1 New Property

1 Vacant land

Initiating a New Property Request

A New property request can be initiated in any of the following ways:
a) Citizen Service Centre (CSC)
b) Meeseva counters
c) Online request submitted by a citizen

d) Initiated directly by the bill collector based on the field

survey

e) Notification by the system for approved building plans

Conditions for Creating a New Property

A new property is created only when:
a) A new property is identified during field survey
b) Citizen informs the revenue department about the property
c) An existing property undergoes bifurcation

d) A property is given a new building plan approval and the
system notifies the concerned bill collector to initiate the

assessment of property after a pre-determined time.
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Documents Required

Along with the application, the property owner is required to submit

the following documents for creating a new property:
a) Photo of assessment
b) Copy of the building permission

c) Attested copies of property documents (including link

documents)
d) Two non-judicial stamp papers of Rs.10 each

e) Notarized affidavit cum indemnity bond on Rs.100 stamp

paper

f) Copy of death certificate/ succession certificate/ legal heir

certificate
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Transaction Initiation — By Clerk

Perform the following steps to create a new property:

1. To open a new property form, use the following navigation.

Left Panel > Applications > Property Tax > New Property >

Create New Property

A New Property Form appears as shown in Figure 9. For more

details, refer Creating a New Transaction on page 12.

Figure 9 New Property Form

PROPERTY TAX

New Property Form
Caregory of Ownership * : select v Property Type *: select

Apartment/Complex Name : select v Exemption Category : select

Owner details

Aadhaar No Mobile Number Email Address Guardian k.

Property Address

Locality *: select v
Zoneno#: select v Ward No #: T

Block No * :

2. Enter details in the New Property Form as described in Table 2.
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Table 2 Entering New Property Details

Category of Ownership

Specify the type of ownership by
selecting an option from the

Category of Ownership list.
For example, select Private if it is a
private property. If it is empty

land, select Vacant land .

Property Type

Specify the type of property by
selecting an option from the

Property Type list.

For example, select Residential if
the property is used for

residential purpose.

Exemption Category

Select an option from the
exemption category if the property
falls under a group of properties
for which the tax is 100%

exempted.

For example, Mosques, Ex-service

men.

Owner Details

Clrcp rfc npmdetals
such as Aadhaar number and

Mobile number.

Assessment Details

Reason for Creation

Specify the reason for creating
this property record. You can

choose from the following options:

T New Property
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9 Bifurcation

Extent site

Specify the area of the property

including the compound area.

Extent of Appurtenant land

Specify the area of vacant land
around the property if the vacant

land is more than one-third of the
property.

Super Structure

Select the Super Structure option if
the owner of the land and the
owner of the building on the land

are two different parties.

Enter the details of the site owner
if the property falls under a Super

Structure Category.

Building Plan Details

Select the Building Plan Details

option if the town planning
department has authorized the
building construction at the site. If
authorized, enter the building

permission number and date.

Deviation Percentage

Enter the percentage of area of
the building that is deviating from
the actual area permitted for

construction of building.

*An additional penalty charge is
calculated based on the deviation

percentage.
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Registration Document No.

Enter the registration number of
the property when the property

was registered to its owner.

Registration Document
Date

Enter the registration date when
the property was registered by its

owner.

Property Address

Enter the geographical location of
the property. Specify details of
the property such as Zone number

and Ward number.

Amenities

Select the amenities available on

the site.

For example, select the Lift
checkbox if there is a lift in the

building.

Construction Type

Enter the details about the

construction type of the building.

For example, specify if the Floor

type is marble

Floor Details

Enter the details of each of the
floors. Multiple floors can be
added to a property. For instance,
specify if the floor is on the 2"

level of the building.

3. Upload the documents provided by the property owner. For

more details, refer Uploading Documents on page 14.
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4. Once all the details are entered, forward the new property
transaction to bill collector. For more details, refer

Forwarding a Transaction on page 17.

Workflow for Creating New Property

The following diagram shows the review/approval workflow for

creating a new property.

N
Bill Collector - Roe;f,i?: gl:e
oEnter wValidate wApprove
Details with field uReview Transaction
inspection Details
Revenue
inspector S

Once the new property details are entered and forwarded by the
Clerk, the following steps are performed. For more details on

forwarding, rejecting, or approving, refer Workflow Reviews/Approval
on page 16.

1. Bill Collector verifies the details and forwards the

transaction to Revenue Inspector.

Note: Bill Collector cannot modify the details in the

transaction.

2. Revenue Inspector validates the details with a field
inspection. If required, modifies the details and forwards the

transaction to Revenue Officer.

Note: Remarks are mandatory in case the Revenue

Inspector modifies transaction details.
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3. Revenue officer reviews the details and analyzes the
remarks. Forwards for Approval to the Commissioner.

4. Commissioner approves the transaction. For more details on
approving or rejecting a transaction, refer Workflow

Reviews/Approval on page 16.

Transaction is closed once it is approved or rejected. For more

details, refer Transaction Closure on page 18.
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Searching for a Property

You can search for a property by filtering through the list of property
records in the system. You can search using the following categories:

a) Assessment Number
b) Zone and Ward

c) Owner Name

d) Demand

To search for a property:

1. Open a Search Form by using the following navigation.

Left Panel > Applications > Property Tax > Existing Property
> Search Property

A Search Form appears, as shown in Figure 10. For more

details, refer Creating a New Transaction on page 12.
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Figure 10: Search Form

PROPERTY TAX

Search by Assessment Number

Assessment
Mumber # :

Search property by Zone and Ward

Zone * select r
Ward * ; select ¥
House Mo : Cwner Name

Search By Owner Name
Location® : —-{haoose-—- v

Owner Name
* .

House No :

Search Property by Demand

From *: To *:

dandatory Fields *
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Search for a property by entering any of the following:
a) Assessment Number of the property
b) Zone and Ward details
c) Property Owner2 q bcr _gj g
d) Demand details

List of properties appear that match your search criteria, as shown in

Figure 11.

Figure 11 Search Results

PROPERTY TAX

Search Results

Search Criteria * Search By Zone, Ward, Plot Mo/House No, Owner Name / Total Properties * 8 matching record found
Search value Zone Num: Zone-1, Ward Num: Revenue Ward No 1, Plot No/House No: , Owner Name:

2 Records found, displaying all Records.1

Assessment Owner Current Current Tax Arrear Tax

Number MName Address Tax Due Due Action

P — 3534ed, Narasimhaswamy Temple Street, Block - . v
0001000003 bablu Mo 1 587999 3618 2970 o Choose
oool00000z  sandeep sdfsdeSB: Kotta Peta Super Structure, Block 450 150 o - Choose— v

Mo 1234324

P d443343dff, Ganagalla Veedhi, Block Mo 1 . v
000100000 sandeep 454534 456 456 o Choose
0001000008 San df44445, Fanda Veedhi, Block Mo 1 244234 108 8 ] -—-Choose--- r

Rashmi .

0001000003 Kumar 11786, Panda Veedhi, Block No 1 325465 4582 3528 0 i 1 [=lalT ¥
0001000004 Suman ku 22ewwwl, Main Road, Block Mo 1 434575 2262 1800 ] -—-Choose---- r

Export options: csv | Excel | xmaL

Search Again Close

Opening Transactions from Search Results

You can perform the following actions on any item in the Search Result

list.

1 Addition/Alteration of Property

i Bifurcation
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1 Transfer of Property

i Revision Petition

To perform any of the above actions, select the desired action from

the Choose list in the Action column of the Search Result . Refer Figure 11.
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Creating a Vacant Land

Vacant lands within the limits of the Municipality are also taxable
properties. PTIS enables you to create a new property record for a

vacant land.

Documents Required

Along with the application, the property owner is required to submit
the following documents for creating a Vacant Land record in the

system:
a) Photo of Assessment
b) Copy of the Building Permission

c) Attested Copies of Property Documents (including Link

documents)
d) Two Non-Judicial Stamp Papers of Rs.10 each

e) Notarized Affidavit cum Indemnity Bond on Rs.100 stamp

paper

f) Copy of Death certificate/ succession certificate/ legal heir

certificate

Transaction Initiation — By Clerk

Perform the following steps:

1. Open a New Property form by using the following navigation.

Left Panel > Applications > Property Tax > New Property >

Create New Property
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A New Property form appears, as shown in Figure 12. For

more details, refer Creating a New Transaction on page 12.

Figure 12: New Property Form -Vacant Land

PROPERTY TAX

New Property Form
Caregory of Ownership * : WVacant Land v Property Type *: select

Apartment/Complex Name : select v Exemprion Category : select

Owner details

Aadhaar No

Email Address

Mobile Mumber Guardian k.

Property Address

Locality * select v
Zoneno ¥ select v Ward No *: A
Block Mo *: v Street: v

gcrion Ward @

Select Vacant Land from Category of Ownership list.

Fill in the form details as described in .

Table 2 Entering New Property Details.

o~ 0N

Enter the vacant land details and the details of surrounding
boundaries of the property, as described in the following
table:

Table 3: Vacant Land Details

Vacant Land Details
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Survey No. Survey number of the vacant
land

Patta No. Patta number of the vacant
land

Vacant land Area of the vacant land. The,

area(Sqg.yards) system converts it into meters.

Market area Document value of the land

value per

Sg.meters

Current capital After entering area and market

value value, system calculates and
displays capital value.

Effective date The date from which the
vacant land needs to be taxed.

Details of Surrounding Boundaries of the property

North Area on the northern side of

the vacant land.

East Area on the eastern side of

the vacant land.

West Area on the western side of

the vacant land.

South Area on the southern side of

the vacant land.

6. Upload relevant documents for verification. For more details,

refer Uploading Documents on page 14.
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7. Forward the application to the Bill Collector.

Workflow for Creating Vacant Land

The following diagram shows the review/approval workflow for

creating a Vacant Land.

N
" Revenue
Bill Collector )
oEnter o\alidate AR, wApprove
Details werify with field uReview Application
Details inspection Details
Revenue
Inspecor S

Once the vacant land details are entered and forwarded by the Clerk,
the following steps are performed. For more details on forwarding,
rejecting, or approving refer Workflow Reviews/Approval on page 16.

1. Bill Collector verifies the details and forwards the

transaction to Revenue Inspector.

Note: Bill Collector cannot modify the details in the

transaction

2. Revenue Inspector verifies/modifies the details after field
visit and forwards the transaction to Revenue Officer.

Note: Remarks are mandatory in case the Revenue
Inspector makes modifications in the transaction details.

3. Revenue officer reviews details and analyzes the remarks.

Forwards to Commissioner for Approval.

Page | 35



4. Commissioner approves the transaction. For more details on
approving or rejecting a transaction, refer Workflow
Reviews/Approval on page 16.

Transaction is closed once it is approved or rejected. For more
details, refer Transaction Closure on page 18.
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Bifurcating a Property

If a property gets bifurcated into two or more parts, PTIS provides you
with an option to bifurcate the existing property in the system and re-

calculate the tax.

The property owners need to request for bifurcation of their property
by submitting applications along with all the relevant documents to
support their claim. These applications are verified and validated

before the bifurcation process is initiated.

The total area of the parent property and child property is validated
by the system by modifying the parent property according to the
parameters of the new child property.

Note: The bifurcation of the property is not allowed till the existing

property taxes are paid by the assesse.

Documents Required

Along with the application, the property owner is required to submit

the following documents for bifurcating a property.
a) Photo of assessment
b) Copy of the building permission

c) Attested copies of property documents (including link

documents)
d) Two non-judicial stamp papers of Rs.10 each

e) Notarized affidavit cum indemnity bond on Rs.100 stamp

paper

f) Copy of death certificate/ succession certificate/ legal heir

certificate
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Transaction Initiation =By Clerk

Perform the following steps:

1. To open Bifurcation of Assessment screen, use the following

navigation.

Applications>Property Tax>Existing Property>Bifurcation of

Assessment

2. Enter the assessment number of the property. Bifurcation of

Assessment screen appears, as shown in Figure 13.

Alternatively, you can also search for the property by using
the search filters available in the system. Refer Searching

for a Property on page 28.

You can also create a new property and select Bifurcation as

the Reason for Creation in Assessment details section.
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Figure 13 Bifurcation of Assessment

PROPERTY TAX

Aszeszment Number :
Owner Name :

Property Address :

Assessment Details

Registration Doc Mo :

Extent of Site (Sq.Mzrs) *:

Super Structure :

Category of Ownership * :

Apartment/Complex Name :

Iz Extend of Appurtenant Land

Building Plan Details :

Bifurcation of Assessment

0001000004
Suman ku

22ewww1, Main Road, Block Mo 1, PIN :

66

45000.0

Private v

Mantri Square v

Mobile Mumber:

Registration Doc Date :

Site Owner * :

Property Type ¥ :

COccupancy Certificate Number:

09916534408

1210/2015

Ram

Residential

177

3. Enter the Assessment number of parent property for creating

a bifurcated child property.

The system records the parent property number for the

property and displays the pending tax, if any.

Note: If there is any pending tax, the system will not allow

you to proceed with the application submission.
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4. Upload relevant documents for validation as listed in
Documents Required. For more details refer Uploading

Documents on page 14.
5. Forward the application to the Bill Collector.

Workflow for Bifurcating a Property

The following diagram shows the review/approval workflow for

bifurcating a property.

N
" Revenue
Bill Collector :
oEnter o)alidate SRR wApprove
Details w/erify with field uReview Transaction
details inspection Details
Revenue
Inspector —

Once the transaction is forwarded by the Clerk, the following steps

are performed. For more details on forwarding, rejecting, or approving

refer Workflow Reviews/Approval on page 16.

1. Bill Collector verifies the details and forwards the

transaction to Revenue Inspector.

Note: Bill Collector cannot modify the details in the

transaction

2. Revenue Inspector verifies/modifies the details and forwards

the transaction to Revenue Officer.

Note: Remarks are mandatory in case the Revenue
Inspector makes modifications in the transaction details.
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3. Revenue officer reviews details and analyzes the remarks.
Forwards to Commissioner for Approval.

4. Commissioner approves the transaction. For more details on
approving or rejecting a transaction, refer Workflow

Reviews/Approval on page 16.

Transaction is closed once it is approved or rejected. For more

details, refer Transaction Closure on page 18.
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Adding or Modifying
an kExisting Property

A property may undergo substantial change in its usage due to

reasons that include:

1. Structural factors such as addition/deletion of existing built
up area.
Utility factors such as occupancy change.
Court cases.
Any other reason where property details (except owner and

address details) get changed.

These changes have an impact on the increase/decrease in property
tax demand. In such instances, the system provides a function that

enables you to add or modify an existing property.

Note: The addition/alteration of property is not initiated until the
existing property taxes are paid by the assesse. If tax is due for some
instalments, the property owner should pay the taxes due after which

you can initiate addition/alteration of assessment.

Documents Required

Property owner needs to provide following documents for

Addition/Alteration of property:

1 Assessment photo

1 Building plan documents (if applicable)
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Rules for Re-estimating Property Tax

Consider the following rules before re-estimating property tax

charges:

91 If after modification of the property, the tax charges increase,
then do not conduct validation of property tax payment.

9 If after modification of the property, the tax charges decrease
then conduct validation that ensures property tax payment is

done until current financial year.

Note: Alteration of the property can be accepted before 31°" August

for first half instalment and 28'" February for second half instalment.

Transaction Initiation — By Clerk

Perform the following steps:

1. To open Addition/Alteration of Assessment ~ screen, use the

following navigation.

Left Panel > Applications > Property Tax > Existing Property
> Addition/Alteration of Assessment

2. Enter the assessment number of the property.
Addition/Alterat ion of Assessment screen appears, as shown in

Figure 14.

Alternatively, you can also search for the property by using
the search filters available in the system. Refer Searching

for a Property on page 28.
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Figure 14 Addition/Alteration of Assessment

¥ PROPERTY TAX

Assessment Number :
Owner Mame :

Property Address :

Assessment Details

Registration Doc No:

Extent of Site (Sq.Murs) * :

Super Structure :

Category of Ownership * :

Apartment/Complex Name :

Is Extend of Appurtenant Land :

Building Plan Details :

Addition/Alteration of Assessment

0001000004

Suman ku Maobile Number:

22ewww1, Main Road, Block No 1,

66 Registration Doc Date :
45000.0
=l Site Owner * :
Private v Property Type *:
Mantri Square ¥

(] Occupancy Certificate M

The system displays the relevant details about the property

and also the pending tax information of the property.

3. Modify the current details mentioned in the property record

or add new information.

Note: You can change the property type from vacant land to

private property/state government /central government

property, but, you cannot change private property/state

government /central government property to Vacant Land.

991653444

12/10/201

Ram

Reside

177
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4. Upload relevant documents for validation as listed in
Documents Required. For more details, refer Uploading
Documents on page 14.

5. Forward the application to the Bill Collector.

Workflow for Adding/Modifying an Existing Property

The following diagram shows the review/approval workflow for

adding/modifying an existing property.

4 R |

Bill Collector :
uEnter walidate . wApprove
Details w/erify with field uReview Transaction
details inspection Details
Revenue
Inspector —

N—

Once the new property details are entered and forwarded by the
Clerk, the following steps are performed. For more details on
forwarding, rejecting, or approving refer Workflow Reviews/Approval

on page 16.

1. Bill Collector verifies the details and forwards the

transaction to Revenue Inspector.

Note: The property/ vacant land tax will be in Alteration
State. No transactions can be performed on this property

2. Revenue Inspector verifies/modifies the details, uploads
relevant documents, re-estimates the property tax charges,
and forwards the transaction to Revenue Officer.

3. Revenue officer reviews the details and analyzes the

remarks. Forwards to Commissioner for Approval.
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4. Commissioner approves the transaction. For more details on
approving or rejecting a transaction, refer Workflow
Reviews/Approval on page 16.

Transaction is closed once it is approved or rejected. For more
details, refer Transaction Closure on page 18.
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Collecting Property Tax

PTIS notifies the concerned officials in Revenue Department about
the Property Tax due. It enables to collect property tax in an

organized manner. Key features include:

Collecting property tax charges from the citizens
Generating receipts

1
1
1 Automatically updating the payment status
1

Updating DCB details of the respective property

Collecting Tax Charges- Collection Operator

Perform the following steps:

1. Open Collect Tax form by using the following navigation.

Left Panel > Applications > Property Tax > Existing Property

> Collect Tax

Enter the Assessment number of the property.
Collect the property tax charges due from the citizen.
If the citizen is paying through cheque/DD, enter the
cheque/DD details.
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Transterring
Ownership of a Property

Property owners can transfer their property to someone by gifting or
selling it. For such cases, the system enables you to transfer the

ownership of a property.

Note: Payment of pending property taxes is mandatory for the change

in ownership.

Documents Required

Property owner needs to provide the following documents while

submitting the application for Transfer of Ownership.

1 Address proof of both parties
1 Attested copies of property documents

i Title deeds issued by revenue department

Transaction Initiation =By Clerk

Perform the following steps:

1. To open Transfer Ownership screen, use the following

navigation.

Left Panel > Applications > Property Tax > Existing Property

> Addition/Alteration of Assessment

2. Enter the assessment number of the property. Transfer

Ownership screen appears, as shown in Figure 15.
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Alternatively, you can also search for the property by using

the search filters available in the system. Refer Searching

for a Property on page 28.

Figure 15 Transfer Ownership

PROPERTY TAX

Assessment Number :

Property Address :

Ward :

Current Property Tax :

Owner details

Aadhaar No Mabile Number

NFA 9916534408

Transferee Details

Mobile Mumber{without
+91)

Aadhaar No

Reason for Transfer # :

Transferor Details

0001000004

22ewww1, Main Road, Block No 1,
PIN : 434575

Revenue Ward No 1

Rs. 62 /-
Dwner Mame Gender
sSuman ku MALE
Owner Name Gender
FEMALE ¥
select v

Zone: Zone-1

Block : Block Mo 1

Email Address

bimalendu.lenka@gmail.com

Email Address

3. Enter the details of the new owner and specify the reason for

transfer.

4. Upload documents for validation as listed in Documents

Required. For more details, refer Uploading Documents on

page 14.

5. Forward the application to the Bill Collector.
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Workflow for Transferring Ownership of a Property

The following diagram shows the review/approval workflow for

transferring ownership of a property.

Collection

w/alidate e uReview
with field Details

inspection

Bill Collector

w/erify
details

WApprove
Transaction

uEnter Detail

Revenue Revenue
Inspector Officer

N— N—

Once the new property details are entered and forwarded by the
Clerk, the following steps are performed. For more details on
forwarding, rejecting, or approving refer Workflow Reviews/Approval

on page 16.

1. Bill Collector verifies the details and forwards the
transaction to Revenue Inspector.

2. Revenue Inspector verifies/modifies the details, enters the
market value of the property. Based on the market value, the
system calculates mutation fee. Forwards the transaction to
the Collection Operator.

3. Collection Operator performs the steps as described in
Collecting Tax Charges- Collection Operator. Forwards the
application to the Revenue Officer once the payment is made
by the citizen.

4. Revenue officer reviews the details and analyses the
remarks. Forwards the transaction to Commissioner for
Approval.

5. Commissioner approves the transaction. For more details on
approving or rejecting a transaction, refer Workflow

Reviews/Approval on page 16.
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Transaction is closed once it is approved or rejected. For more
details, refer Transaction Closure on page 18.
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Applying for Revision Petition

Property owners can apply for revision petition if they do not find the
tax levied on their property acceptable. They can submit an
application requesting revision of petition within 15 days after Special

Notice is generated.

If the application is approved, the tax of the property may

decrease/increase/remain same.

Note: If a citizen does not apply for revision petition within 15 days,
the system automatically finalizes the tax and revision petition option

is disabled.

Transaction Initiation — By Clerk

Perform the following steps:

1. To open Revision Petition screen, use the following navigation.

Left Panel > Applications > Property Tax > Existing Property

> Revision Petition

2. Enter the assessment number of the property. Revision Petition

screen appears, as shown in Figure 16.

Alternatively, you can also search for the property by using
the search filters available in the system. Refer Searching

for a Property on page 28.
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Figure 16 Revision Petition

PROPERTY TAX

Property Details Revision Petition Details

Record Revision Petition

Revision
Revision Petition Received
=HEen PERRen RerehE 15/10/2015 Petition .
Date )
Received By
Revision Petition Details*
s
Approval Details
Ay A
pprover Choose—- Rprover —Choose— ¥ | Approver: | —Choo
Department: Designation:
Approver
Remarks:

3. Enter the details relative to property revision petition into the

system.

4. Forward the application to the Commissioner.
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Workflow for Revision Petition

The following diagram shows the review/approval workflow for

revision petition.

Revenue
Inspector

wVerify/Modify
details

Commissione!

uEnter details wGenerate

hearing notice

w/erify details
oEnter hearing
details

wApprove
revision
petition

Revenue Officq

Once the revision petition transaction is forwarded to the
Commissioner, the following steps are performed. For more details on
forwarding, rejecting, or approving refer Workflow Reviews/Approval

on page 16.

1. Commissioner enters hearing details, date and venue.
Forwards the transaction to Clerk.

2. Clerk generates hearing notice. Forwards the transaction to
Revenue Inspector.

3. Revenue Inspector verifies/modifies the property details, if

required, and forwards the transaction to Revenue Officer.

Note: Remarks are mandatory in case the Revenue
Inspector makes modifications in the transaction details.

4. Revenue Officer validates the details. Forwards the
transaction to Commissioner.

5. Commissioner approves the revision petition. For more
details on approving or rejecting a transaction, refer

Workflow Reviews/Approval on page 16.
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Clerk prints the endorsement notice of revision petition and
hands over to the citizen.
If there are any modifications in the property details, clerk

generates special notice and hands over to the citizen.
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