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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 taxat ion of  propert ies and vacant land.  

The following roles within the revenue department can use PTIS. 

1.  Clerk 

2.  Bi l l Col lector 

3.  Revenue Inspector  

4.     Col lect ion Operator 

5.  Revenue Off icer 

6.  Commissioner 

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

of the department.  

In this manual, chapters are organized around key transactions 

performed by the department. The f i rst chapter introduces you to the 

PTIS.  

Get t i ng  S ta r ted  

I f  you are new to the system, start with Chapter 1 – Introducing 

Property and Vacant Land System  fol lowed by Chapter 2 – Introducing 

Workf lows . Af ter that you can use Table of Contents  in the beginning 

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

The following table describes the convent ions used in this manual. 

 

Note:   
Note provides extra information about a 

step or concept. Notes are contained in 

grey boxes.  

UI Element  To describe screen elements such as 

buttons, drop-down l ists, the name of  the 

element is in bold . 

References All references are in i tal ics .  Reference also 

contain hyperl inks and help you to quickly 

navigate to related content  

Navigation > 
Arrow ‘>’ notat ion describes the f low of  

navigation in the appl icat ion. For example, 

the fol lowing navigat ion means “on the Left 

Panel ,  Cl ick Appl icat ion  and then cl ick 

New Property .”  

 Left Panel > Applicat ion > New Property 

 

Fur the r  He lp  

In case you need further help, please cal l  +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 sof tware module that  helps municipal corporations manage 

property and vacant land taxation, ef f iciently and effect ively.  

The system brings in accountabi l i ty and transparency in the decision 

making process of  the revenue department of  a municipal corporation. 

I t  provides comprehensive information about a property such as: 

•  Property detai ls 

•  Property tax est imate 

•  Mutat ion of  property 

•  Payments against  the property 

•  Demand col lect ion & balance (DCB) of  the property 

Main  Transac t ions  

Key tasks or act ivi t ies performed in PTIS are cal led Transactions. 

PTIS enables you to perform the fol lowing main transactions: 

1.  Creating a new property 

2.  Creating a vacant land  

3.  Bifurcating a property 

4.  Adding or alter ing an exist ing property 

5.  Transferr ing ownership of  a property 

6.  Col lect ing property tax 

7.  Applying for revision peti t ion  

8.  Vacancy Remission 

9.  Amalgamation of  Property 

10. Tax Exemption 

11. Demoli t ion 
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12. Apply for GRP 

13. Transfer of  Title (For Reg) 

14. Adhaar Seeding 

Roles Involved in the Transactions 
Different roles may be involved in complet ing 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 complet ing 

the transactions in PTIS.  

Tab le  1  Roles in  PTIS 

Role Descript ion 

CSC Operator Ini t iates transactions and enters detai ls in 

the transaction forms. 

Interacts with the ci t izens. W henever 

required,  also prints and provides copies of  

decisions/documents related to ci t izen’s 

appl icat ions.  

Clerk Verif ies the detai ls entered can also make 

changes based on the document. 

Bi l l Col lector Verif ies the detai ls entered by the clerk in 

any transaction form. 

Revenue Inspector Responsible for val idating the information 

entered in the transaction forms. 

Conducts f ield inspections to veri fy the facts 

in the transact ion forms. 

May correct the detai ls in the transaction 

forms, if  required, to match with the facts on 

the ground. 
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Revenue Off icer Based on the transaction detai ls and the 

comments of  bi l l  col lector/revenue of f icer, 

decides to ei ther reject the t ransaction or 

forward i t  to the commissioner for approval.  

Commissioner Final authori ty to approve or reject a 

transaction.  

Also hears and disposes review peti t ions 

f rom the cit izens.  

Mas te rs  

The abi l i ty to create the masters wi l l  rest with the user having a role of  ULB 

Administrator. Since the masters have to be control led careful ly, only the users 

at the state wide wil l  be given an access to this role. 

 

Add Building classif icat ion 

Master is used to update the types of  Bui lding classif icat ions drop down in the 

new assessment screen. A new classif icat ion type which is to be incorporated 

in to the exist ing system is entered in the classif icat ion name f ield. 

 

Add Building Usage 
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Bui lding usage search is to l ist out the dif ferent usages that are 

currently exist ing in the system 

 

The following are the nature of  use of  bui lding as per the Municipal 

Act. 

Bui ldings are also classif ied based on the nature of  use:  

•  Resident ial 
•  Shops, shopping complexes 
•  Publ ic use 
•  Commercial  purposes 
•  Industr ial  purposes 
•  Cinema theatres or places of  publ ic entertainment 
•  Any other use not covered above. 
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Depreciat ion Rates 

 

•  The following are the l ist of  property types that are exempted f rom the 
Property Tax as per Municipal Act. 

•  Places set apart for publ ic worship 
•  Choult r ies 
•  Recognized Educational Inst i tut ions which set funds f rom Government 

(aided Schools/Colleges) including Hostels, Libraries and Playgrounds 
•  Ancient monuments not used as residential quarters or as publ ic off ices 
•  Charitable Hospitals and Dispensaries 
•  Hospi tals and Dispensaries maintained by Railway Inst i tut ions 
•  Bui ldings and lands belonging to the Municipal i ty 
•  Irr igat ion works vest ing with the Government 
•  Ex Service Man (Wherever he or she resides) 

 

Add a new exempt ion is to add an another exempted property type to 

the exist ing system. 

 

 

 

Floor type 

 

The f loor type search is to search for the speci f ic f loor type that is 

currently exist ing in the system. 
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Occupant type 

 

 

 

 

Ownership type 

 

Vacant Land 
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Independent Bui lding 

Super Structure 

Flats in Independent Bui lding 

Central Govt 33% 

Central Govt 50% 

Central Govt 75% 

State Government 

 

 

 

ULB Tax rates setup 

ULB setup Master is used to setup rates and add to the exist ing 

system. 

 

1. This function faci l i tates in maintaining the detai ls of  the unit  rates 

and faci l i tates in adding a new record, modi fying an exist ing record 

and delet ing an exist ing record.  



 

Page | 16 

 

2. The f ields are entered as per the admin requirements and then 

cl icking on the add button the detai ls that  are fed to the system are 

captured and are updated to the exist ing database. 

3. The detai ls that are fed to the system wi l l  now be avai lable for 

select ion f rom the next transaction onwards. 

 

Roof type 

 

Roof type search is to search for the avai lable roof  type’s that  are 

present in the exist ing system 
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Data Elements 

Field  Field Type  Required  Comments 

Roof type 

descript ion  

Text box N/A The roof  type 

descript ion is 

entered in the 

f ield to search 

for a part icular 

exist ing  roof  

type 

 

 

 

 

New Tax rate 

 

Add new tax rate is to create, modify and add a new tax rate to the 

exist ing system.  

 

1 To incorporate a new tax rate system to the exist ing database add 

new tax rate master should be implemented. 

2. The new tax rate system intended for a speci f ic tax type is selected 

f rom the tax type drop down l ist.  
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3. The new tax rate is specif ied in the tax rate f ield. 

4. Cl ick ing the add button the new tax rate for the tax type selected 

wi l l  be appl ied.  

5. From the next transaction onwards the created tax rate for the tax 

type wil l  be implemented  

  

==

 

 

 

Unit Rate 

 

Add a unit  rate is to add or modify an exist ing unit  rate tax.  

 

1 To incorporate a new uni t  rate to the exist ing database add a uni t  

rate master should be implemented. 

2. The new unit  rate system intended for a speci f ic revenue zone, 

nature of  bui lding and classi f icat ion of  bui lding is selected f rom the 

respective drop down l ist. 
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3. The new unit  rate is specif ied in the uni t  rate f ield. 

4. Cl ick ing the add button the new unit  rate for the selected f ields of  

revenue zone, nature of  bui lding use, classi f icat ion of  bui lding wil l  be 

appl ied.  

5. From the next transaction onwards the created uni t  rate wi l l  be 

implemented   

 

 

 

 

Wall type 

 

Wall  type search is to search and view al l  the exist ing wall  types in 

the systems 
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Wood type 

Wood type search is to search for al l  the avai lable wood type’s 

present in the system and to view their descript ions.  

 

 

New Classif icat ion 
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Add a New Classi f icat ion master is to add a new classif icat ion of  

bui lding type to the exist ing database .  

The following are the classi f icat ion types as per the Municipal Act: 

 

Bui ldings are classif ied based on i ts nature of  construct ion l ike: 

•  RCC Posh Buildings :  RCC bui ldings with superior qual i ty of  wood, better 
type of  f looring and sanitary f i t t ings and attached bathrooms, which 
improve the cost of  construct ion.  

•  RCC ordinary Bui ldings :  RCC bui ldings wi th ordinary type of wood, 
ordinary f looring and sanitary f i t t ings. 

•  Madres Terraced or Jack arch roofed or stone or sla bs or states 
roofed bui ldings 

•  Mangalore t i led roofing or Asbestos roofing or G.I. Roofed bui ldings 
•  Country t i led bui ldings 
•  Huts 
•  Any other bui ld ings not covered above 

 

 

UI prototype 

 

 

 



 

Page | 22 

 

P T I S  R e p o r t s  

PTIS provides dif ferent types of  reports to help you moni tor and 

manage al l  aspects of  property and vacant land taxation. The reports 

include: 

•  Boundary wise DCB detai ls 

•  Dai ly col lect ion report 

•  Col lect ion report boundary wise 

•  Appl icat ion workf low status report  

•  Audi t trai l  report 

•  Apartment DCB report 

•  Property usage reports 

•  Defaulters report 

•  Base register 

•  Current instal lment DCB report 

•  T it le Transfer Register report  

 

Sign ing  in to  the  Sys tem 

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 Sign in  

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

 

2. Enter username, password and cl ick Sign in .  
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Home Sc reen  

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

the Figure 2 .   

Figure  2  Home Screen 

Worklist Drafts NotificationsTop Panel

Left Panel Right Panel  

 

Home screen consists of  the fol lowing panels: 

Lef t Panel Provides two opt ions – Applicat ions and 

Favourites. 

Applications  enable you to carry out di f ferent 

transactions and view the reports.  

You can mark any transact ion or report as 

your favouri te. Once marked, the 
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appl icat ion or reports shows up in Favourites  

for quick access. 

Top Panel Enables you to view Worklist ,  Drafts ,  and 

Notifications .  

In addit ion,  the Top Panel  enables you to 

update your prof i le. 

Right Panel Shows Worklist, Drafts , and Notifications in List 

View sorted chronological ly with most 

recent on top.  

Worklist  contains al l  the transactions that 

are pending reviews or approval.  

Drafts  contain the transactions that are 

under process and not yet ready for 

forward submission. 

The  icon on the r ight of  each row 

enables you to view history of  each 

transaction.  

Open ing  Ex is t i ng  Transac t i ons  

The Right Panel of  the Home Screen contains l ist of  transact ions in 

the Workl ist, as shown in Figure 2.  

Cl ick on any transaction in the l ist to open that  transaction. The 

transaction opens in a new browser window. 

Crea t i ng  a  New Transac t ion  

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

Lef t Panel of  the Home Screen, as shown in Figure 2 .  
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From the Applications  you can dri l l  down to dif ferent features of PTIS, 

as shown in Figure 3 .  

Figure  3  Creat ing /Open ing Transact ions 

 

You can also create new transactions through the Favourites  l ink in the 

Lef t Panel.  

Mark ing  Transac t ions  as  Favour i tes  

Any transaction that you want to access from Favourites ,  you need to 

mark it  as a favouri te before you access i t ,  as shown in Figure 4 .  
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Figure  4  Mark ing as  Favour i te  

 

Up load ing  Documents  

You can also upload documents while creating dif ferent t ransactions. 

The Document Enclosed Details  sect ion within the transaction form, l ists 

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

Figure  5  Upload ing Documents  

 

To upload a document, cl ick Choose File ,  select the required f i le f rom 

your local  folder, and then cl ick open .  The name of  uploaded f i le now 

appears instead of  No file chosen .  

 



 

Page | 28 

 

Introducing Workflows 

A transaction goes through many stages before i t  is completed. At  

dif ferent  stages of  a transaction, specif ic act ions are performed by 

dif ferent roles. Transaction workf low is the organization of  stages 

f rom start to f inish.  Workf lows are designed to ensure transparency, 

accuracy, and accountabi l i ty in the revenue department. 

Note: Although this manual describes typical workf lows for dif ferent 

transactions, PTIS enables you to configure workf lows depending on 

the needs of your organization.  

For example, in smaller departments, a transaction may direct ly go 

from Revenue Inspector to the Commissioner instead of going via a 

Revenue Off icer.  
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Al though the data entered or altered in each transaction is dif ferent, 

al l  transactions go through simi lar review and approval process.  

A transaction goes through mult iple levels of  reviews unti l  i t  is 

approved. Al l  transactions go through the fol lowing review process.  

Figure  6  Review / Approva l  Process  

 

 

Work f l o w Rev ie ws /Approva l  

The aim of  reviews is to ensure that al l  detai ls entered in the 

transaction are accurate. Users perform the fol lowing steps af ter 

reviewing a transaction. 

•  Enter review remarks 

•  I f  transaction detai ls  are correct, forward the transaction to the 

next stage of  workf low. Otherwise, reject the transaction.  

Create/Modify a 

Task 

Rev iew 

Approve  

OK 

NOT OK  
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Entering Review Remarks 

Al l review actions are performed on the Approval Details  sect ion 

avai lable at the bottom of  each transaction form, as shown in  

Figure 7 .  

In the Approval Details  sect ion, enter review remarks in the Approver 

Remarks  box 

Figure  7  Approva l  Deta i l s  

 

Forwarding a Transaction 

Reviewer forwards a transact ion to the next stage of  the workf low i f  

no discrepancies are found in the transaction detai ls. 

To forward a transaction: 

1. In the Approval Details  section, as shown in the preceding 

Figure 7 ,  select Revenue Department f rom the Approver 

Departments  l ist .  

2. Select a designation from the Approver Designation  l ist .  

3. Select f rom the Approver list , the name of  the user to whom 

you want to forward the transact ion.  

4. Cl ick Forward .  The appl icat ion is automatical ly forwarded to 

the concerned user for further review or approval .  

Rejecting a Transaction 

I f  you f ind any discrepancies in the transaction detai ls, you can reject 

the transaction. The rejected transact ion goes back to the ini t iator of  
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the transaction, who can either reject the transaction or modify and 

resubmit i t. 

Before reject ing a transaction, i t  is mandatory to enter the reasons for 

reject ion in the Approver Remarks  box.  

To reject a t ransaction, cl ick Reject  in the Approver Details  sect ion. 

Approving a Transaction 

The f inal stage of  each transaction is approval.  At the approval stage 

a transaction is either approved or rejected. Each workf low has a 

designated role enti t led 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  Transact ion  Approval  

 

Cl ick Approve  to approve the transaction 

Transac t ion  C losu re  

After a transaction is approved, the system automatical ly generates a 

special notice along with a new unique identi f icat ion number for the 

transaction. This special  not ice is digital ly signed by the 

commissioner. 

Af ter approval,  the identi f icat ion number and tax detai ls are 

automatical ly sent as an SMS to the cit izen. The special notice is also 

sent to the clerk for pr int ing and handing over to the cit izen. 

I f  the appl icat ion was submitted at the Meeseva counter/CSC, cit izens 

can approach any of  the cit izen service counters wi th their appl icat ion 
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number. This helps the clerk to search for the appl icat ion in the 

system and hand over the special notice. 

I f  the appl icat ion was submitted onl ine, ci t izens get the special  notice 

in their inbox, which they can download and print.   

Note: I f  a transaction is rejected,  the system automatical ly forwards 

the appl icat ion to the clerk and sends an SMS to the cit izen with 

reasons for reject ion of appl icat ion.  

I f  the appl icat ion is rejected by RO and commissioner then the 

appl icat ion is forwarded to RI. 
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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 fol lowing categories:  

•  New Property 

•  Vacant land 

I n i t i a t i ng  a  Ne w Proper t y  Reques t  

A New property request can be ini t iated in any of  the fol lowing ways:  

a) Cit izen Service Centre (CSC) 

b) Meeseva counters 

c) Onl ine request submit ted by a cit izen 

d) Ini t iated direct ly by the bi l l  col lector based on the f ield 

survey 

Cond i t i ons  for  Crea t i ng  a  Ne w Proper t y  

A new property created only when: 

a) A new property is identi f ied during f ield survey 

b) Cit izen informs the revenue department about the property 

c) An exist ing property undergoes bifurcation  

 

Documen ts  Requ i red  

Along with the appl icat ion, the property owner is required to submit 

the fol lowing documents for creating a new property:  



 

Page | 34 

 

a) Photo of  assessment 

b) Copy of  the bui lding permission  

c) Attested copies of  property documents ( including l ink 

documents) 

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

e) Notarized af f idavit  cum indemnity bond on Rs.100 stamp 

paper 

f ) Copy of  death cert i f icate/ succession cert if icate/ legal heir 

cert i f icate 
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Transac t ion  In i t i a t i on  –  By  CSC Opera to r /Meeseva  

Opera to r /C i t i zen  f rom por ta l  

Perform the fol lowing steps to create a new property:  

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

Left Panel  > Applicat ions > Property Tax > New Property > 

Create New Property 

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

detai ls, refer Creating a New Transaction  on page 24 .  

Figure  9  New  Propert y Form 

 

2. Enter detai ls in the New Property  Form as described in Table 2.  
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Table  2  Enter ing New  Proper t y De ta i ls  

Category of  Ownership Specify the type of  ownership by 

select ing an option from the 

Category of Ownership  l ist .  

For example, select Private  i f  i t is a 

private property. I f  i t is empty 

land, select Vacant land .  

Property Type Specify the type of  property by 

select ing an option from the 

Property Type  l ist .   

For example, select Residential  i f  

the property is used for 

residential purpose. 

Exemption Category Select  an opt ion f rom the 

exemption category i f  the property 

fal ls under a group of  propert ies 

for which the tax is 100% 

exempted.  

For example, Mosques, Ex-service 

men. 

Owner Detai ls Enter the property owner’s detai ls 

such as Aadhaar number and 

Mobile number. 

Assessment Detai ls 

Reason for Creation Specify the reason for creat ing 

this property record.  You can 

choose f rom the fol lowing options:  

• New Property 
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• Bifurcat ion 

Extent si te Specify the area of  the property 

including the compound area. 

Extent of  Appurtenant land Specify the area of  vacant land 

around the property i f  the vacant 

land is more than one-third of  the 

property.  

Occupancy Cert i f icate 

Number 

Enter Occupancy Cert if icate 

Number 

Occupancy Cert i f icate 

Date 

Enter Occupancy Cert if icate Date 

Super Structure Select  the Super Structure  opt ion i f  

the owner of  the land and the 

owner of  the bui lding on the land 

are two dif ferent part ies. 

Enter the detai ls of  the site owner 

i f  the property fal ls under a Super 

Structure Category.  

Bui lding Plan Detai ls Select  the Building Plan Details  

opt ion i f  the town planning 

department has authorized the 

bui lding construct ion at the site. If  

authorized, enter the bui lding 

permission number and date.  

Deviat ion Percentage Enter the percentage of  area of  

the bui lding that is deviat ing f rom 

the actual area permitted for 

construct ion of  bui lding. 
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*An addi t ional penalty charge is 

calculated based on the deviat ion 

percentage. 

Registrat ion Document No. Enter the registrat ion number of  

the property when the property 

was registered to i ts owner.  

Registrat ion Document 

Date  

Enter the registrat ion date when 

the property was registered by i ts 

owner.  

Property Address Enter the geographical location of  

the property. Specify detai ls of  

the property such as Zone number 

and Ward number. 

Amenit ies Select  the amenit ies avai lable on 

the site.  

For example, select the Lift  

checkbox i f  there is a l if t  in the 

bui lding.  

Construct ion Type Enter the detai ls about the 

construct ion type of  the bui lding.  

For example, specify if  the Floor 

type is marble 

Floor Detai ls Enter the detai ls of  each of  the 

f loors. Mult iple f loors can be 

added to a property. For instance, 

specify i f  the f loor is on the 2nd  

level  of  the bui lding. 

 



 

Page | 39 

 

3. Upload the documents provided by the property owner.  

4. Once al l  the detai ls are entered, forward the new property 

t ransaction to bi l l  col lector.  

Work f l o w fo r  Crea t i ng  New Proper ty  

The following diagram shows the review/approval workf low for 

creating a new property.  

 

Once the new property detai ls are entered and forwarded by the CSC 

Operator/Meeseva Operator/Ci t izen f rom Portal,  the fol lowing steps 

are performed.  

1. The appl icat ion is ini t iated by CSCUSER. Clerk checks the data 

and forwards to Bi l l  Col lector. Bil l  Col lector verif ies the detai ls and 

forwards the transaction to Revenue Inspector. 

Note: Bil l  Col lector cannot modi fy the detai ls in the 

transaction.  

2. Revenue Inspector val idates the detai ls with a f ield inspection. I f  

required, modif ies the detai ls and forwards the transaction to 

Revenue Off icer. 

3. Revenue of f icer reviews the detai ls and analyzes the remarks.  

Forwards for Approval  to the Commissioner. 

4. Commissioner approves appl icat ion and digi tal ly signs the 

cert i f icate.  
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Transaction is closed once i t  is approved or rejected.  
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Searching for a Property 

You can search for a property by f i l ter ing through the l ist of property 

records in the system. You can search using the fol lowing 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 fol lowing navigation.  

Left Panel  > Applicat ions > Property Tax > Exist ing Property 

> Search Property 

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

detai ls, refer Creating a New Transaction  on page 24 .  
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Figure  10 :  Search Form 
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Search for a property by entering any of  the fol lowing:  

a) Assessment Number of  the property 

b) Zone and Ward details 

c) Property Owner’s detai ls 

d) Demand detai ls 

List of  propert ies appear that match your search cri ter ia, as shown in 

Figure 11.  

Figure  11  Search Resu l ts  
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Creating a Vacant Land 

Vacant lands within the l imi ts of  the Municipal i ty are also taxable 

propert ies. PTIS enables you to create a new property record for a 

vacant land.  

Documen ts  Requ i red  

Along with the appl icat ion, the property owner is required to submit 

the fol lowing documents for creating a Vacant Land record in the 

system: 

a) Photo of  Assessment 

b) Copy of  the Bui lding Permission   

c) Attested Copies of  Property Documents ( including Link 

documents) 

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

e) Notarized Aff idavit  cum Indemnity Bond on Rs.100 stamp 

paper 

f ) Copy of  Death cert i f icate/ succession cert if icate/ legal  heir 

cert i f icate 

Transac t ion  In i t i a t i on  –  By  CSC Opera to r /Meeseva  

Opera to r /C i t i zen  f rom por ta l  

Perform the fol lowing steps:  

1. Open a New Property form by using the fol lowing 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 detai ls,  refer Creat ing a New Transaction  on page 24.  

Figure  12 :  New  Property Form-Vacant  Land  

5. Select Vacant Land f rom Category of  Ownership l ist.  

6. Fill  in the form detai ls as described in .   

7. Table 2 Entering New Property Detai ls . 

8. Enter the vacant land detai ls and the detai ls of  surrounding 

boundaries of  the property, as described in the following table: 

 

Tab le  3 :  Vacant  Land Detai ls  

Vacant Land Detai ls  
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Survey No. Survey number of  the vacant 

land 

Patta No. Patta number of  the vacant 

land  

Vacant land 

area(Sq.yards) 

Area of  the vacant land. The, 

system converts i t  into meters. 

Market area 

value per 

Sq.meters 

Document value of  the land 

Current capital 

value 

After entering area and market 

value, system calculates and 

displays capi tal value.  

Effect ive date Automatical ly takes last  5 

instal lment date  

Detai ls 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.  

 

9. Upload relevant documents for verif icat ion. 

10. Forward the appl icat ion to the Bi l l  Col lector.  
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The following diagram shows the review/approval workf low for 

creating vacant land property.   

 

Once the vacant property detai ls are entered and forwarded by the 

CSC Operator/Meeseva Operator/Cit izen from Portal, the fol lowing 

steps are performed.  

1. The application is init iated by CSCUSER. Clerk checks the 

data and forwards to Bil l  Col lector. Bil l Collector verif ies the 

detai ls and forwards the transaction to Revenue Inspector. 

Note: Bil l  Col lector cannot modi fy the detai ls in the 

transaction.  

2. Revenue Inspector val idates the detai ls with a f ield inspection. I f  

required, modif ies the detai ls and forwards the transaction to 

Revenue Off icer. 

3. Revenue of f icer reviews the detai ls and analyzes the remarks.  

Forwards for Approval  to the Commissioner. 

 

4. Commissioner approves appl icat ion and digi tal ly signs the 

cert i f icate.  

 

Transaction is closed once i t  is approved or rejected.  
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Bifurcating a Property 

I f  a property gets bifurcated into two or more parts, PTIS provides you 

wi th an option to bi furcate the exist ing property in the system and re-

calculate the tax.  

The property owners need to request  for bifurcation of their property 

by submitt ing appl icat ions along with al l  the relevant documents to 

support their claim. These appl icat ions are veri f ied and val idated 

before the bifurcation process is ini t iated.  

The total area of  the parent property and chi ld property is val idated 

by the system by modifying the parent property according to the 

parameters of  the new chi ld property.  

Transac t ion  In i t i a t i on  –By CSC Opera to r /Meeseva 

Opera to r  

Perform the fol lowing steps:  

1. To open Bifurcation of  Assessment screen, use the fol lowing 

navigation.  

Applicat ions>Property Tax>Exist ing Property>Bifurcation of 

Assessment 

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

Assessment  screen appears,  as shown in Figure 13.  by  

You can also create a new property and select Bifurcation as 

the Reason for Creation in Assessment detai ls section.  
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Figure  13  B i furca t ion o f  Assessment  

.  

6. Enter the Assessment number of parent property for creating a 

bifurcated chi ld property.  

The system records the parent property number for the 

property and displays the pending tax,  i f  any.  

Note: I f  there is any pending tax, the system wil l  not al low 

you to proceed with the appl icat ion submission. 
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7. Upload relevant documents for val idation as l isted in Error! 

Reference source not found. .  For more detai ls refer Uploading 

Documents  on page 26 .  

8. Forward the appl icat ion to the Bi l l  Col lector. 

Work f l o w fo r  B i f u rcat i ng  a  P rope r t y  

The following diagram shows the review/approval workf low for 

bifurcat ing a property.  

 

Once the vacant property detai ls are entered and forwarded by the 

CSC Operator/Meeseva Operator/Cit izen from Portal, the fol lowing 

steps are performed.  

9. The application is init iated by CSCUSER. Clerk checks the 

data and forwards to Bil l  Col lector. Bil l Collector verif ies the 

detai ls and forwards the transaction to Revenue Inspector. 

Note: Bil l  Col lector cannot modi fy the detai ls in the 

transaction.  

10. Revenue Inspector val idates the detai ls with a f ield 

inspection. I f  required, modif ies the detai ls and forwards the 

transaction to Revenue Off icer. 
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11. Revenue of f icer reviews the detai ls and analyzes the 

remarks. Forwards for Approval to the Commissioner. 

 

12. Commissioner approves appl icat ion and digi tal ly signs the 

cert i f icate.  

 

Transaction is closed once i t  is approved or rejected.  
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Adding or Modifying  
an Existing Property 

A property may undergo substantial  change in i ts usage due to 

reasons that include: 

1. Structural factors such as addi t ion/delet ion of  exist ing bui l t  

up area.  

2. Ut i l i ty factors such as occupancy change. 

3. Court cases.  

4. Any other reason where property detai ls (except owner and 

address detai ls) 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 exist ing property.  

Note: The addit ion/alterat ion of property is not ini t iated unti l  the 

exist ing property taxes are paid by the assesse. I f  tax is due for some 

instalments, the property owner should pay the taxes due af ter which 

you can init iate addit ion/alterat ion of assessment.  

Documen ts  Requ i red  

Property owner needs to provide fol lowing documents for 

Addit ion/Alterat ion of  property: 

•  Assessment photo 

•  Bui lding plan documents ( i f  appl icable) 
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Ru les  fo r  Re -es t ima t ing  Proper ty  Tax  

Consider the fol lowing rules before re-est imating property tax 

charges:  

•  I f  after modif icat ion of  the property, the tax charges increase, 

then do not conduct val idation of  property tax payment.  

•  I f  after modif icat ion of  the property, the tax charges decrease 

then conduct val idation that ensures property tax payment is 

done unti l  current  f inancial  year.  

Transac t ion  In i t i a t i on  –  By  CSC Opera to r /Meeseva  

Opera to r /C i t i zen  f rom por ta l  

Perform the fol lowing steps:  

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

fol lowing navigation.  

Left Panel  > Applicat ions > Property Tax > Exist ing Property 

> Addit ion/Alterat ion of Assessment 

2.Enter the assessment number of  the property. Addition/Alteration 

of Assessment  screen appears, as shown in f igure. 
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Figure  14  Add i t ion / Al te ra t ion  o f  Assessment  

 

The system displays the relevant detai ls about the property 

and also the pending tax information of  the property.  

3.Modi fy the current detai ls ment ioned 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. 
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4. Forward the appl icat ion to the Bi l l  Col lector.  

Work f l o w fo r  Add ing /Mod i fy i ng  an  Ex is t ing  Proper ty  

The following diagram shows the review/approval workf low for 

adding/modi fying an exist ing property.  

 

1. Once the vacant/bui l t  up property detai ls are entered and 

forwarded by the CSC Operator/Meeseva Operator/Cit izen f rom 

Portal ,  the fol lowing steps are performed.  

              2.Clerk checks the data and forwards to Bi l l  Collector. Bi l l  Collector                              

veri f ies the detai ls and forwards the transaction to Revenue Inspector.  

Note: Bil l  Col lector cannot modi fy the detai ls in the 

transaction.  

Revenue Inspector val idates the detai ls with a f ield inspection. 

I f  required, modif ies the detai ls and forwards the transaction to 

Revenue Off icer. 

3.Revenue off icer reviews the detai ls and analyzes the remarks. 

Forwards for Approval to the Commissioner. 

 

    4.Commissioner approves appl icat ion and digi tal ly signs the 

cert i f icate.  

               5.Transaction is closed once i t  is approved or rejected.  
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Collecting Property Tax 

PTIS notif ies the concerned of f ic ials in Revenue Department about 

the Property Tax due. I t  enables to col lect property tax in an 

organized manner. Key features include: 

•  Col lect ing property tax charges f rom the cit izens 

•  Generating receipts 

•  Automatical ly updating the payment status 

•  Updating DCB detai ls of  the respective property 

Co l l ec t ing  Tax  Charges -  Co l lec t ion  Opera to r  

Perform the fol lowing steps:  

1. Open Collect Tax  form by using the fol lowing navigation.  

Left Panel  > Applications > Property Tax > Exist ing Property 

> Collect Tax 

2. Enter the Assessment number of the property.  

3. Col lect the property tax charges due f rom the cit izen.  

4. I f  the ci t izen is paying through cheque/DD, enter the 

cheque/DD detai ls.  
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Transferring  
Ownership of a Property 

Property owners can transfer their property to someone by gif t ing or 

sel l ing i t .  For such cases, the system enables you to transfer the 

ownership of  a property.  

Note: Ful l  Payment of property taxes is mandatory for the change in 

ownership.  

Documen ts  Requ i red  

Property owner needs to provide the fol lowing documents while 

submitt ing the appl icat ion for Transfer of  Ownership.  

•  Address proof  of  both part ies 

•  Attested copies of  property documents 

•  T it le deeds issued by revenue department 

•  Aff idavi t  f rom sel ler and buyer 

•  Mutat ion Appl icat ion form 

Transac t ion  In i t i a t i on  –By CSC Opera to r /Meeseva 

Opera to r /C i t i zen  f rom por ta l  

Perform the fol lowing steps:  

1. To open Transfer Ownership  screen, use the fol lowing 

navigation.  

Left Panel  > Applications > Property Tax > Exist ing Property 

> Transfer of Ti t le 
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2. Enter the assessment number of  the property. Transfer 

Ownership  screen appears, as shown in Figure 15 .  

  

Figure  15  Transfer  Ow nersh ip  

 

3. Enter the detai ls of  the new owner and speci fy the reason for 

t ransfer. 

4. Upload documents for val idat ion as l isted in Documents 

Required .  For more detai ls, refer Uploading Documents  on 

page 26.  

5. Forward the appl icat ion to the Bi l l  Col lector.  
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Work f l o w fo r  T rans fe r r i ng  Ownersh ip  o f  a  Proper ty  

The following diagram shows the review/approval workf low for 

transferr ing ownership of  a property.  

 

Once the vacant/bui l t  property detai ls are entered and forwarded by 

the CSC Operator/Meeseva Operator/Cit izen f rom Portal,  the fol lowing 

steps are performed.  

1. Clerk checks the data and forwards to Bi l l  Col lector. Bi l l  

Col lector verif ies the detai ls and forwards the transaction to 

Revenue Inspector.  

Note: Bil l  Col lector cannot modi fy the detai ls in the 

transaction.  

2. Revenue Inspector val idates the detai ls with a f ield 

inspection. I f  required, modif ies the detai ls and forwards the 

t ransaction to Revenue Off icer. 

3. Mutation Fee should be paid by the ci t izen. 

4. Revenue of f icer reviews the detai ls and analyzes the 

remarks. Forwards for Approval  to the Commissioner. 

 

5. Commissioner approves appl icat ion and digi tal ly signs the 

cert i f icate.  

 

Transaction is closed once i t  is approved or rejected.  
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Applying for Revision Petit ion 

Property owners can apply for revision peti t ion if  they do not f ind the 

tax levied on their property acceptable. They can submit an 

appl icat ion requesting revision of  peti t ion within 15 days af ter Special  

Notice is generated.  

I f  the appl icat ion is approved, the tax of  the property may decrease 

/remain same. 

Note: I f  a ci t izen does not apply for revision peti t ion within 15 days, 

the system automatical ly f inal izes the tax and revision peti t ion option 

is disabled.   

Transac t ion  In i t i a t i on  –  By  CSC Opera to r /Meeseva  

Opera to r / c i t i zen  por ta l  

Perform the fol lowing steps:  

1. To open Revision Petition  screen, use the fol lowing navigation. 

Left Panel  > Applications > Property Tax > Exist ing Property 

> Revision Peti t ion 

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

screen appears, as shown in F igure 16.  
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Figure  16  Revis ion Pet i t ion  

 

3. Enter the detai ls relat ive to property revision peti t ion into the 

system. 

4. Forward the appl icat ion to the Clerk. 

  



 

Page | 62 

 

Work f l o w fo r  Rev i s i on Pe t i t i on  

The following diagram shows the review/approval workf low for 

revision peti t ion.  

 

5. Once the revision peti t ion transaction is forwarded to the 

Clerk, he should veri fy and forward the same to 

Commissioner. 

6. Commissioner enters hearing detai ls, date and venue. 

Forwards the transaction to Clerk. 

7. Clerk generates hear ing notice. Forwards the transaction to 

Revenue Inspector.  

8. Revenue Inspector veri f ies/modi f ies the property detai ls, if  

required, and forwards the transaction to Revenue Off icer. 

Note: Remarks are mandatory in case the Revenue 

Inspector makes modif icat ions in the transaction detai ls. 

9. Revenue Off icer val idates the detai ls.  Forwards the 

t ransaction to Commissioner. 

10. Commissioner approves the revision peti t ion.  

11. Commissioner prints the endorsement notice of  revision 

peti t ion and hands over to the cit izen. 

12. I f  there are any modif ications in the property detai ls, clerk 

generates special  not ice and hands over to the cit izen.  
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Vacancy Remission 

I f  Property is vacant for minimum 6 months, the property owner can 

apply for vacancy remission f rom property tax. Vacancy remission 

feature enables a ci t izen to apply for vacancy remission f rom property 

tax.  

Documen ts  Requ i red  

Along with the appl icat ion,  the property owner needs to submit the 

fol lowing documents for creating vacancy remission: 

•  Electr ici ty Bi l l  

•  Any other required documents 

Task  In i t i a t i on  –By CSC Opera to r /Meeseva  

Opera to r /C i t i zen  f rom por ta l  

Perform the fol lowing steps to create vacancy remission: 

1. To open vacancy remission screen, use the fol lowing 

navigation.  

Left Panel  > Applications > Property Tax > Exist ing Property 

> Vacancy Remission 

2. Enter the assessment number of  the property. Vacancy 

Remission  screen appears, as shown in Figure 17.  
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Figure  17 :  Vacanc y Remiss ion  

 

3. In the Vacancy Remission Details  sect ion, enter From Date ,  To Date  

and Vacancy  Comments .  

4. In the Approval Details  section,  select Revenue Department 

f rom the Approver Departments  l ist .  

5. Select a designation from the Approver Designation  l ist .  

6. Select f rom the Approver list , the name of  the user to whom 

you want to forward the task. 

7. Cl ick Forward .  The appl icat ion is automatical ly forwarded to 

the concerned user for further review or approval .  

Work f l o w fo r  Vacancy Remiss ion  o f  a  Proper ty  

The following diagram shows the review/approval workf low for 

vacancy remission of a property.  
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Once the Vacancy Remission detai ls are entered and forwarded by the 

CSC Operator/Meeseva Operator/Cit izen from portal,  the fol lowing steps 

are performed.  

1. Clerk verif ies the appl icat ion detai ls along with remarks and 

forwards to commissioner. 

2. Commissioner reviews the appl icat ion and forwards i t  to the 

Clerk. 

3. The Clerk verif ies the detai ls and forwards the appl icat ion to 

Bi l l Col lector. 

4. Bi l l Col lector verif ies the appl icat ion and forwards the 

appl icat ion to Revenue Inspector. 

5. The Revenue Inspector conducts f ield veri f icat ion, val idates 

the effect ive date of  vacancy of  the property, and enters 

remarks. 

I f  the appl icat ion was submitted to the CSC, the cit izen can 

approach any of the cit izen service counters wi th his 

appl icat ion number. The ULB Operator can search the 

system with the appl icat ion number and hand over the 

acknowledgement to the cit izen.  

Six Monthly Cycle 

Vacancy remission process undergoes the fol lowing six monthly cycle: 
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6. Revenue Inspector searches for exist ing vacancy remission 

propert ies every month and updates f ield inspection detai ls 

unti l  6 t h  month. 

7. In the 6 t h  month, Revenue Inspector val idates and approves 

i t  and forwards to the Revenue off icer for approval.  

8. Revenue of f icer val idates the detai ls and forwards i t  to 

commissioner for f inal approval.  

9. Commissioner val idates the detai ls and remarks entered by 

Revenue Inspector, i f  found correct, the Commissioner 

approves the appl icat ion.  

System grants 50% tax exemption in next  instalment as 

vacancy remission. 
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                           Tax Exemption 

I f  property belongs to exempted categories such as temples, mosque, 

ex-servicemen, or any other, then 100% property tax exemption is 

given by the municipal i t ies. 

Note: I f  property category is changed from commercial /residential to 

exemption category then property owner has to apply separately for 

tax exemption.  

Documen ts  Requ i red  

The following documents are required based on the exemption reason 

selected along with the appl icat ion for tax exemption: 

a) Cert if icate f rom Sainik welfare department  

b) Any other required documents 

c) Photo of  bui lding 

Task  In i t i a t i on  –  By  CSC Opera to r /Meeseva  /c i t i zen  

por ta l  

Perform the fol lowing steps to create tax exemption:  

1. To open a Property  Tax Exemption  form, use the fol lowing 

navigation.  

Left Panel  > Applications > Property Tax > Exist ing Property 

> Tax Exemption 

 Property  Tax Exemption  Form appears, as shown in Figure  18.  
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Figure  18 :  P ropert y Tax Exempt ion 

 

2. In the Exemption  Details  sect ion, select a reason f rom the 

Exemption Reason  l ist .  

3. In the Approval Details  section,  select revenue department and 

designation f rom the Approver Department and  Approver 

Designation  l ists respectively.  

4. Select f rom the Approver list , the name of  the user to whom 

you want to forward the task. 

5. Cl ick Forward .  The appl icat ion is automatical ly forwarded to 

the concerned user for further review or approval .  

Work f l o w fo r  Tax  Exempt ion  

The following diagram shows the review/approval workf low for Tax 

Exemption.  
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Once the property detai ls are entered and forwarded by the CSC 

Operator/Meeseva Operator/Ci t izen f rom Portal,  the fol lowing steps 

are performed.  

2.Clerk checks the data and forwards to Bi l l  Col lector. Bi l l  Col lector 

veri f ies the detai ls and forwards the transaction to Revenue 

Inspector.  

Note: Bil l  Col lector cannot modi fy the detai ls in the 

transaction.  

3.Revenue Inspector  val idates the detai ls  with a f ield inspection. I f  

required, modif ies the detai ls and forwards the transaction to 

Revenue Off icer. 

   4.Revenue of f icer reviews the detai ls and analyzes the remarks. 

Forwards for Approval to the Commissioner. 

 

    5.Commissioner approves appl icat ion and digi tal ly signs the 

cert i f icate.  

             Transaction is closed once i t  is approved or rejected. 
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                    Property Demolit ion 

I f  a property is completely demolished, the property owner is required 

to inform the municipal i ty to stop the levy of  property tax f rom the 

effect ive date. From the effect ive date, instead of  property tax, vacant 

land tax is levied on the vacant land on which the property was 

demol ished.  

Note: This feature is appl icable for Property tax,  not for vacant land 

tax.  Al l  pending property tax dues should be clear before a property 

owner can init iate the demol i t ion process. 

Task  In i t i a t i on  –  By  CSC Opera to r /Meeseva  

Perform the fol lowing steps to create an appl icat ion for int imating 

about property demoli t ion: 

1. To open a new Property Demolition  form, use the fol lowing 

navigation.  

Left Panel  > Applications > Property Tax > Exist ing Property 

> Property Demoli t ion 

A New Property Demolition  Form appears as shown in Figure 

19. 
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Figure  19 :  P ropert y Demol i t ion  

 
 

2. In the Demolition  Details  sect ion, enter the reason for 

demol ishing property in the Reason for demolition  box. 

3. Enter the vacant land details  and the detai ls of  surrounding 

boundaries of  the property, as described in the following 

table: 

Vacant Land Detai ls  

Survey No. Survey number of  the vacant 

land 

Patta No. Patta number of  the vacant 

land  

Vacant land 

area(Sq.yards) 

Area of  the vacant land. The, 

system converts i t  into meters. 
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Market area  

value per 

Sq.meters 

Document value of  the land 

Current capital 

value 

After entering area and market 

value, system calculates and 

displays capi tal value.  

Effect ive date The date f rom which the 

vacant land needs to be taxed.  

Detai ls 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.  

 

4. In the Approval Details  section,  select revenue department f rom 

the Approver Departments  l ist . 

5. Select a designation from the Approver Designation  l ist .  

6. Select f rom the Approver list , the name of  the user to whom 

you want to forward the task. 

7. Cl ick Forward .  The appl icat ion is automatical ly forwarded to 

the concerned user for further review or approval .  
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Work f l o w fo r  P rope r t y  De mo l i t i on  

The following diagram shows the review/approval workf low for 

Property Demoli t ion.  

 

Once the property detai ls are entered and forwarded by the CSC 

Operator/Meeseva Operator/Ci t izen f rom Portal,  the fol lowing steps 

are performed.  

1. Clerk checks the data and forwards to Bi l l  Col lector. Bi l l  

Col lector verif ies the detai ls and forwards the transaction to 

Revenue Inspector.  

Note: Bil l  Col lector cannot modi fy the detai ls in the 

transaction.  

2. Revenue Inspector val idates the detai ls with a f ield 

inspection. I f  required, modif ies the detai ls and forwards the 

t ransaction to Revenue Off icer. 

3. Revenue of f icer reviews the detai ls and analyzes the 

remarks. Forwards for Approval  to the Commissioner. 

4. Commissioner approves appl icat ion and digital ly signs the 

cert i f icate. Transaction is closed once i t  is approved or 

rejected.  
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Amalgamation of Property 

Merging 2 or more propert ies into a single property is cal led 

amalgamation.  

The property owners need to request for amalgamating al l  the 

property by submitt ing appl icat ions along with al l  the relevant 

documents to support their claim. 

Note:  1) property tax dues should be clear before a 

property owner can init iate the Amalgamation of  property 

2) Property owner can  

 

Transac t ion  In i t i a t i on  –By  CSCUSER/meeseva 

Perform the fol lowing steps:  

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

navigation. 

Appl icat ions>Property Tax>Exist ing Property>Amalgamation  

2.  Enter the assessment number of the parent property.  

Amalgamation screen appears.  

Figure Amalgamation of Property 

 

3. Enter the chi ld property Assessment number ,which has to be 

amalgamated to parent property.  

 4. Update the relevant f loor detai ls 

 5. Forward the appl icat ion to clerk. 
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Work f l o w fo r  Ama lgamat ing  a  Proper ty  

The following diagram shows the review/approval  workf low for 

amalgamating a property.  

 

Once the property detai ls are entered and forwarded by the CSC 

Operator/Meeseva Operator/Ci t izen f rom Portal,  the fol lowing steps 

are performed.  

1. Clerk checks the data and forwards to Bi l l  Col lector. Bi l l  

Col lector verif ies the detai ls and forwards the transaction to 

Revenue Inspector.  

Note: Bil l  Col lector cannot modi fy the detai ls in the 

transaction.  

2. Revenue Inspector val idates the detai ls with a f ield 

inspection. I f  required, modif ies the detai ls and forwards the 

t ransaction to Revenue Off icer. 

3. Revenue of f icer reviews the detai ls and analyzes the 

remarks. Forwards for Approval  to the Commissioner. 

4. Commissioner approves appl icat ion and digital ly signs the 

cert i f icate.  

 

Transaction is closed once i t  is approved or rejected. 
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Applying for General Revision 
Petit ion 

Property owners can apply for general revision peti t ion i f  they do not f ind the 

tax levied on their property acceptable. They can submit an appl icat ion 

requesting general  revision of  peti t ion after 15 days of  Special Notice 

generated.  

 

   If  the appl icat ion is approved, the tax of  the property may decrease or 

remains same. 

Note: A cit izen has to apply for general revision peti t ion after  15 days 

 

Transcation Init ial isat ion –CSC operator /  meeseva 

Perform the fol lowing steps:  

1. To open General Revision Petition screen, use the fol lowing 

navigation.  

Left Panel  > Applications > Property Tax > Exist ing Property 

> general  Revision Peti t ion 

Enter the assessment number of  the property. General Revision Petition screen 

appears, as shown in below f igure 

 

2 .Enter the detai ls relat ive to property revision peti t ion into the system. 

Forward the appl icat ion to the Clerk 

`` 
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Workflow for General Revision Petition 

The following diagram shows the review/approval workf low for general revision 

peti t ion.  

 

1..Once the general revision peti t ion transaction is forwarded to 

the Clerk, he should veri fy and forward the same to 

Commissioner. 

2. Commissioner enters hearing detai ls, date and venue. 

Forwards the transaction to Clerk. 

3. Clerk generates hear ing notice. Forwards the transaction to 

Revenue Inspector.  

4. Revenue Inspector veri f ies/modi f ies the property detai ls, if  

required, and forwards the transaction to Revenue Off icer. 

Note: Remarks are mandatory in case the Revenue 

Inspector rejects the transaction detai ls.  

5. Revenue Off icer val idates the detai ls.  Forwards the 

t ransaction to Commissioner.  

6. Commissioner approves the general revis ion peti t ion.  

7. Commissioner prints the endorsement notice of  revision 

peti t ion and hands over to the cit izen. 

8. Then i t  is digi tal ly signed. 
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Transfer Of Tit le(For Reg) 

Property owners can transfer their property to someone by gif t ing or 

sel l ing i t .  For such cases, the system enables you to transfer the 

ownership of  a property.  

Note: Ful l  Payment of property taxes is mandatory for the change in 

ownership.  

Documen ts  Requ i red  

Property owner can submit the fol lowing documents while 

submitt ing the appl icat ion for Transfer of  Ownership(For reg).  

•  Address proof  of  both part ies 

•  Attested copies of  property documents 

•  T it le deeds issued by revenue department 

•  Aff idavi t  f rom sel ler and buyer 

•  Mutat ion Appl icat ion form 

Transac t ion  In i t i a t i on  –By CSC Opera to r  

Perform the fol lowing steps:  

1.To open Transfer Ownership  (For Reg)screen, use the fol lowing 

navigation.  

Left Panel  > Applications > Property Tax > Exist ing Property 

> Transfer of Ti t le(For Reg) 

2.Enter the assessment number of  the property. Transfer 

Ownership  (For Reg)screen appears as below  f igure 

  



 

Page | 79 

 

 

3.Enter the detai ls of  the new owner and  Upload documents i f  

i t  is provided and forward the appl icat ion.  

Work f l o w fo r  T rans fe r r i ng  Ownersh ip  o f  a  Proper ty  

1.The following diagram shows the review/approval workf low for 

transferr ing ownership of  a property.  
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2.Once the Transfer of  property detai ls are entered and forwarded by 

the CSC Operator the appl icat ion goes to commissioner direct ly.  

              3.Mutation Fee should be paid by the cit izen.  

    4.After gett ing approval f rom the Registrat ion department 

Commissioner approves appl icat ion and digi tal ly signs the cert if icate.  
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Writeoff 

I f  the property owner unable to pay the property tax, property owner can apply 

the write off  appl icat ion to commissioner and the commissioner puts the 

appl icat ion in counci l  and counci l  decides on write of  appl icat ion  

Transac t ion  in i t i a ted  by-  Revenue o f f i ce r  

Perform the fol lowing steps to ini t iate the write of  appl icat ion: 

1. To open Write-off  screen, use the fol lowing navigation.  

Left Panel  > Applications > Property Tax > Exist ing Property 

> Write-off> Create write-off 

9. Enter the assessment number of  the property. Wri te-off  

screen appears as below f igure 
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Note:  RO shal l  assigned write of f  ini t iator role and approving 

authori ty shal l  be giving the wri te off  approver role. 

 

 

1. Appl icat ion for Write-off  service. There wil l  be two tabs in 

the Write-off  screen  

4. Write-Off:  Detai ls of  the Assessment along with Water &amp;         

Sewerage Connection Information wil l  show. Need to enter 

few detai ls l ike Write-off  Type, Write- off  Reason, Resolut ion 

Type and Resolut ion Number required to effect Write-off . 

 5. Demand: Instalment wise and Component wise [General Tax, 

Penalty &amp; Library Cess] Demand &amp; Col lect ion 

detai ls of  the Assessment wi l l  be shown in this tab. 

6. User has to enter Demand Write-off  Amount wherever 

required.  

7.  User has to select Write-off  Type and Write-off  Reason, 

which are mandatory. 

8.  Write-off  type wil l  have two values – Ful l  Wri te-of f  and 

Part ial  Write-off . 

9.  If  Full  Write-off  selected, a checkbox wil l  shown by name 

Property to be deactivated.  

10. I f  Property to be Deactivated checkbox selected, al l  pending 

demand wi l l  wri t ten- off ,  Assessment wi l l  be deact ivated and 

wil l  not be shown anywhere.  

11. I f  the checkbox is not  selected, al l  pending demand wil l  be 

wri t ten-off ,  Assessment wi l l  continue and Demand shal l  be 

generated f rom next Financial  Year 

12. I f  any act ive Water/Sewerage Connections tagged to the 

Assessment, i t  wi l l  not deactivated,  even i f  the checkbox 

selected. Instead, i t  wi l l  show a val idation message as such. 

13. I f  Part ial Write-off  is selected:  

14. In Demand tab, User has to select From Instalment and To 

Instalment f rom the drop-downs. Based the Instalments 

selected, data wi l l  be populated.  
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15. User has to f i l l - in Demand Write-off  Amount column as per 

the Counci l  Resolut ion 

16. I f  Demand was ful ly col lected for any Instalment/Component,  

System wil l  not al low to enter Demand Wri te-of f  Amount 

17.  Similar ly, i f  part ial  amount was col lected for any 

Instalment/Component,  System wil l  al low to enter Demand 

Write-off  Amount, which should be &<= the Due Demand 

[ i .e.,  Demand-Col lect ion]. 

18.  In Write-off  tab, User has to select Write-off  Reason &amp; 

Resolut ion Type f rom the drop- downs and enter Resolut ion 

No., which are mandatory. Resolut ion Date wil l  fetched f rom 

Counci l  Management. 

19.  User can upload any document, if  required, which shal l  not 

exceed 5 MB. 

20.  Appl icat ion has to forward to the next funct ionary in the 

workf low i .e.,  Assistant Commissioner/Zonal Commissioner/ 

Deputy Commissioner/Addit ional 

Commissioner/Commissioner. 

21.  Appl icat ion shal l  processed unti l  the competent authori ty.  

22.  Competent authori ty shal l  approve the appl ication and 

generate Write-off  Proceedings af ter complet ing Digital 

Signature process. 

23. Once appl icat ion approved, Wri te-off  wi l l  effected and can 

viewed in the DCB of the Assessment. Amount wri t ten-off  is 

shown under the head Covered by Court Case / 

     Write Off. 
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Work f l o w fo r  W r i te  o f f : -  

 

Once the wri te approved and digital  signed, proceeding copy generated as 

shown below. 
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Court verdict 

I f  the property owner is not sat isf ied with the ULb towards taxes property owner 

wi l l  go for the court case. the outcome of the court handled by the legal case 

management by entering in the system. 

Transac t ion  in i t i a ted  by-  Revenue o f f i ce r : -  

Perform the fol lowing steps to ini t iate the write of  appl icat ion: 

1. To open Write-off  screen, use the fol lowing navigation.  

Left Panel  > Applications > Property Tax > Exist ing Property 

> create court verdict.  

Note:- Only property tagged to a court case is el igible for this 

service  

Enter the assessment number of  the property. Court verdict 

screen appears as below f igure 
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Note:  RO shal l  assigned write of f  ini t iator role and approving 

authori ty shal l  be giving the wri te off  approver role. 

 

3.  Court case status shal l  ONLY be under Interim 

Stay/Judgement/Hearing in Progress/closed. 

4.  User has to enter the Assessment No. for which Court Verdict 

has to implemented. 

5.  Appl icat ion for Court Verdict service. There wil l  be two tabs in 

the Court Verdict screen :  

�  Court Verdict :  Details of  the Assessment along with Water 

&amp; Sewerage Connect ion information wi l l  shown. Need to 

select the act ion to be performe as per Hon’ble Court 

di rect ions. 

�  Demand :  Instalment wise and Component wise [General Tax,  

Penal ty &amp; Library Cess] Demand &amp; Collect ion 

detai ls of  the Assessment wi l l  be shown in this tab User has 

to enter Demand Covered by Court Case wherever required.  

6.  Action wil l  have three values – Cancel Property, Update Demand 

direct ly &amp; Re- Assessment of  property.  

7.  I f  Cancel Property selected, al l  pending demand wil l  wri t ten-off ;  

Assessment wi l l  be deactivated and wil l  not  be shown anywhere. 

8.  Even though i f  any act ive Water/Sewerage Connection is tagged 

to the Assessment, i t  wi l l  be deactivated.  

9.  I f  Update Demand Direct ly is selected: 

�  In Demand tab, al l  the Demand and Collect ion data wil l  be 

populated.  

�  User has to f i l l - in Demand Covered by Court Case 

column. 

�  For example, if  demand is Rs. 100/- for an Instalment and 

court directs to col lect Rs. 60/-,  then Rs. 40/- shal l  be 

entered in Demand Covered by Court Case. 

�  I f  Demand ful ly col lected for any Instalment/Component, 

even then user can enter the amount/demand covered by 

Court Case. 
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�  Once the appl icat ion approved, Col lect ion wil l  be re-

apport ioned as per the values entered in Demand Covered 

by Court Case.  

�  For example, if  demand is Rs. 100/- for 2016-2017-1 and 

the same was col lected. I f  Hon’ble Court directs to col lect 

only Rs. 60/-,  user has to enter Rs. 40/- under Demand 

Covered by Court Case column. System wi l l  re-apport ion 

the remain balance col lect ion i .e.,  Rs. 40/- towards 2016-

2017-2.  

10.  If  Re-Assessment is selected :  

�  Al l  the parameters required for Assessing a property wi l l  

be shown. User has to enter al l  the Mandatory f ields. 

Based on the Date entered in Effect ive Date column, tax 

wil l  be Re-assessed f rom that period to Current Financial  

Year.  

Work f l o w fo r  Cour t  Ve rd ic t : -  

 

 

 

�  Once appl icat ion approved, Court Verdict wi l l  be effected 

and can be viewed in the DCB of  the Assessment. Court 

Case /  Write Off show amount entered under Demand 

Covered by Court Case under the head Covere 
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       Aadhaar Seeding  

Aadhaar is a 12-digit  unique identi f icat ion number issued by the Indian 

government to every individual resident of  India.  

Property owners can update aadhaar number. 

 

Transac t ion  In i t i a t i on  –By B i l l  Co l lec to r  

Perform the fol lowing steps:  

1) To open Aadhaar seeding screen fol low the below mentioned 

navigat ion.  

 

Left Panel > Applications > Property Tax > Aadhar Seeding> search Aadhar 

seeding.  

2) Select the ward number of  the property or Elect ion ward, Assessment 

number, or Door number and cl ick on the search.  

          Fol lowing screen appears.  
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3) In Aadhar to be updated section,  Enter the Aadhar number and press 

the tab button to fetch the Aadhar detai ls. 

4) Cross check the fetched Aadhar detai ls and property owner detai ls if  

both are matching cl ick on update button. 

 

Work f l o w fo r  Aadhar  Seed ing  Transac t ion .  

         

Once the Aadhar number entered and forwarded by the bi l l  col lector the 

appl icat ion goes to commissioner direct ly. 

Once the Aadhar seeding successful ly approved the system wil l  be pushed into 

the bhudhar system. 
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Data Entry 

Crea te  a  p rope r t y -  Da ta  En t r y  

The system enables you to create a new property through data entry 

screen. 

The property can belong to one of  the fol lowing categories:  

•  New Property 

•  Vacant land 

Work  F low in i t i a ted  by –  Commiss ione r : -  

 Perform the fol lowing the steps:  

1) To open a data entry screen fol low the below mentioned 

navigat ion 

 

Left Panel > Applications > Property Tax > Exist ing property> Data Entry 

Screen.. 
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Enter the al l  mandatory f ields and cl ick on create button. 

Once the property data entry saved in the system generated the 

acknowledgement as successful ly created with assessment number. 
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Edit Demand for data entry 

  Edit  demand screen is to edit  the demand for the data entry assessments. 

 

 Transac t i on  i n i t i a ted  by-  Commiss ioner  

1) Perform the fol lowing steps to edit  demand screen. 

 

Left Panel > Applications > Property Tax > Exist ing property> Edit Demand for 

Data Entry Screen.. 

 

Enter the assessment number in search screen and cl ick on search button. 

Edit  demand screen appears as shown below. 
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Note: Add the instal lment in the order of newest to oldest.  

Cl ick on update button. 
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Edit Collection 

 Edit  col lect ion screen to edit  the col lect ion, which col lected through 

manual ly and to update in system. 

  

Transac t ion  in i t i a ted  by : -  Commiss ioner  

Perform the fol lowing the steps to:-  

1) To open a Edit Col lect ion screen fol low the below mentioned 

navigat ion 

 

Left Panel > Applications > Property Tax > Exist ing property> Edit col lect ion 

Screen.. 

 

 

Enter the assessment number and cl ick on submit button. 

Edit  col lect ion page appears as shown below f igure. 
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Enter the revised col lect ion column enter the amount. 

 

Note: Revised col lect ion should not be greater than demand 

 Receipt total amount should match with year wise revised col lect ion. 

 

Enter the Receipt Number 

Enter the receipt Date  

Enter the Receipt amount. 
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Remarks  

Once cl icking on submit button success message appears as col lect ion was 

successful ly updated for assessment number. 
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Add Demand  

Add demand screen is to add the demand for the exist ing assessments. 

 

 Transac t i on  i n i t i a ted  by-  Commiss ioner  

1) Perform the fol lowing steps to Add demand screen. 

 

Left Panel > Applications > Property Tax > Exist ing property> Add Demand 

 

 

Enter the assessment number and cl ick on search button and the fol lowing page 

appears as shown below f igure. 
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In Add demand screen enter the actual  tax and actual col lect ion 

Note: Add the demand in instal lment wise newest to oldest.  

To add the instal lment cl ick on Add/Remove instal lment plus(+) and minus(-) 

Enter the remarks and cl ick on submit button successful message appears as 

demand is added successful ly.  
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Edit owner/Edit Mobile Number 

 Edit  owner screen is to edit  the owner name, phone number, emai l address 

 

Transaction initiation by – Commissioner  

Perform the fol lowing steps:  

1) To open a Edit owner screen fol low the below mentioned navigation.  

 

Left Panel > Applications > Property Tax > Exist ing property> Edit owner 

detai ls. 

 

Search screen enter the assessment and cl ick on search but ton to edit  the 

owner detai ls. 

Note: If  adhaar detai ls are existed owner,  detai ls are not edi table 
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Enter the owner detai ls and cl ick on submit button. 
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Door No 

Edit door number screen is to edit  the exist ing assessment door number. 

Transac t ion  in i t i a ted  by-  Commiss ioner  

Perform the fol lowing steps:  

1) To open a Edit Door Number screen follow the below mentioned 

navigat ion.  

 

Left Panel > Applications > Property Tax > Exist ing property> Edit Door Number  

By fol lowing the navigation screen appears as shown below 

 

Enter the assessment number and cl ick on search button.  
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Once the door number entered and submitted a new window appears and shows 

the message as owner door number successful ly updated.  
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