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1 GETTING STARTED 

1.1 MINIMUM SYSTEM REQUIREMENTS 

 Internet Explorer 10.0 or above. 

 Mozilla Firefox Version 33.0.2. 

 Google Chrome Version 23. 

 Safari 5.1.7 

1.2 LOGGING INTO SYSTEM 

1. Start any Web Browser such as Internet Explorer / Google Chrome/ Mozilla or any 

other with above mentioned minimum requirements. 

Type the following URL in the address bar of the web browser. e.g. 

http://182.18.168.246/MainetService 

2. Press Enter. 

1.2.1 LOGIN 

 Enter User ID and Password. 

 Select Organization from the dropdown list. 

 Select Location. 

 Click Submit or hit Enter Key. 

 Change language (English / ह िंदी) from top right corner of the login form. 
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Figure 1: Login Screen 

1.2.2 RESET PASSWORD 

1. To create new password click Reset Password. 

2. Enter registered Mobile No. and click Submit. 
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Figure 2: Reset Password 

2 DETAILED USER MANUAL 

2.1 MASTERS 

Master Data is an information that is considered to play a key role in the core operation of 

a system. Master data includes various data about Construction class, Usage, Taxes, 

Checklist Service Charges, Billing Schedule and more. Masters are used to defining 

organization level setup parameters. The list of masters and their purpose is listed in the 

below-given sections. 

2.1.1 TAX MASTER 

Different taxes and Service charges and their percentage/amount for different usage types 

levied by ULBs can be configured here. Dependencies and validity of taxes/Service Charges 

will also be captured in tax master. 

How to Access: Administrative Setup  Service Setup  Tax Master  

1. Tax Master summary page appears. 
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Figure 3: Tax Master Summary 

2. Select Department and Tax List. 

3. Click Search and result will appear in the grid section as per the search criterion 

entered. 

4. Click View icon  to view details of existing Tax details. 

5. Click Edit icon  to edit details. 

6. Click Add button to create Tax Master. 

7. Tax Master form appears. 
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Figure 4: Tax Master Form 

8. Enter the details in the form and click Submit. 

9. Click Reset button to clear form. 

10. Click Back to go to previous page. 

Field Descriptions 

Sr. No. Field Label Data Type Mandatory Description 

Tax Master 

1.  Tax Code Displayed N/A Tax Code is automatically 

displayed by the system. 
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Field Descriptions 

Sr. No. Field Label Data Type Mandatory Description 

2.  Tax Name Dropdown Yes Select the name of the Tax from 

the dropdown list. 

The Tax name is fetched from the 

TXN Prefix. 

3.  Department Dropdown Yes Select the name of the 

Department from the dropdown 

list. 

4.  Applicable At Dropdown Yes Select when this tax is applicable 

from. The below fields in the form 

will change accordingly. 

5.  Calculation 

Method 

Dropdown Yes Select the calculation method of 

tax whether it should be 

calculated Flat / Slab / 

Percentage / Telescopic wise. 

6.  Parent Tax Code  Dropdown No The system will display a list of 

taxes already created for the 

department selected. Select 

Parent Tax Code from the 

dropdown list. 

7.  Tax Group Dropdown Yes Dropdown options will change 

according to the option selected 

in “Applicable At” dropdown. 

Identify whether the tax is 

Government Tax or Non-

Government Tax or Service Tax. 

The Tax Group is fetched from 

the TAG Prefix. 
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Field Descriptions 

Sr. No. Field Label Data Type Mandatory Description 

8.  Tax Category Dropdown Yes Tax Category shows the list of 

categories for account 

categorization for grouping. 

Select suitable option from the 

dropdown. 

The Tax Category is fetched from 

the TAC Prefix. 

9.  Tax Sub Category Dropdown Yes Tax Sub Category accordingly 

changes as per the Tax Category 

selected. Select suitable option 

from the dropdown. 

10.  Services Dropdown Yes If “Application” is selected in 

Applicable At, Tax Group is 

selected as Service Tax then 

Services dropdown shows all the 

services of the department. 

Select the suitable option from 

the dropdown list. 

11.  Print On Check Box Yes Tick against the check box of the 

suitable option. 

If you select “Bill” then the tax 

will be printed on Bill. 

If you select “Notice” (only for 

property tax) then, the tax will be 

printed on Notice. 

If you select “Receipt” then, the 

tax will be printed on Receipt. 
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Field Descriptions 

Sr. No. Field Label Data Type Mandatory Description 

12.  Collection 

Sequence 

Text Field No Enter the collection order by 

which the collection will be 

processed on the receipt. 

13.  Display Sequence Text Field No Enter the sequence number to 

display the tax on the bill. 

Depends On Factors 

14.  Data in the left-

side box 

List No Select the data and click right 

arrow to define dependency. You 

can select multiple data. 

15.  Data in the right-

side box 

List No Select the data and click right 

arrow. You can select multiple 

data. 

Account Integration 

16.  Account Head Dropdown Yes Select the Account Head. 

17.  Demand 

Classification 

Dropdown Yes Select the Demand Classification. 

18.  Status Dropdown Yes The system keeps default status 

as Active. Select Inactive to 

inactivate. 

19.  Save Button Yes Click to save records. 

20.  Reset Button No Click to clear the form. 

21.  Back Button No Click to go to the previous page. 
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2.1.2 WORKFLOW MASTER 

The Workflow Master is intended to create and update the Workflow in the system for the 

services. 

How to Access: User Task  Workflow Management  Workflow Type  

1. Workflow Master summary page appears. 

 

Figure 5: Workflow Master Summary 

2. Select Department and Service Name. 

3. Click Search and result will appear in the grid section as per the search criterion 

entered. 

4. Click View icon  to view details of existing Tax details. 

5. Click Edit icon  to edit details. 

6. Click Add button to create Tax Master. 

7. Workflow Master form appears. 
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Figure 6: Workflow Master Form 

8. Enter the details in the form and click Submit. 

9. Click Reset button to clear form. 

10. Click Back to go to previous page. 

Field Descriptions 

Sr. No. Field Label Data Type Mandatory Description 

Select Workflow 

1.  Department Dropdown Yes Select the name of the 

Department from the dropdown 

list. 

2.  Services Dropdown Yes Select the name of the Service 

from the dropdown list. 
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Field Descriptions 

Sr. No. Field Label Data Type Mandatory Description 

3.  Work Flow Mode Dropdown Yes Select the Work Flow Mode from 

the dropdown list. 

4.  From Amount Text Field Yes Enter the From Amount. 

5.  
To Amount Text Field Yes Enter the To Amount. 

6.  Location Type Radio 

Button 

Yes Select Location Type. If you 

select Ward-Zone, then Ward and 

Zone fields will be enabled. 

7.  Ward Dropdown Conditional Select Ward. 

8.  Zone Dropdown Conditional Select Zone. 

9.  Status N/A N/A The system keeps default status 

as Active. Select Inactive to 

inactivate. 

Add Workflow Steps 

10.  Event Dropdown Yes Select the event for service. 

Events are fetched from Event 

Master. 

11.  Organization Dropdown Yes If the workflow is cross 

organisation then select the 

organisation from the 

organisation master. 
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Field Descriptions 

Sr. No. Field Label Data Type Mandatory Description 

12.  Department Dropdown Yes Select department to map it 

organisation-wise for cross 

department workflow 

configuration. 

13.  Role/Emp Dropdown Yes Select the options as per role or 

employee name. 

14.  Details Dropdown Yes Select the details of the role from 

the dropdown list. 

15.  SLA Field Yes For each level of role selected the 

SLA period will be captured for 

expected service delivery. This 

field is enabled on Auto Escalation 

flag. 

16.  Units Dropdown Yes Select DAYS or HRS or MONTHS 

for the SLA period. 

17.  Approver No. Field Yes Enter the no. of approvers 

required for the escalation of 

services and complaint to next 

level. 

18.  Plus & Minus 

Signs 

Icon N/A 
Click  icon to add more rows. 

Click  icon to remove rows. 

19.  Submit Button Yes Click to save records. 

20.  Reset Button No Click to clear the form. 
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Field Descriptions 

Sr. No. Field Label Data Type Mandatory Description 

21.  Back Button No Click to go to the previous page. 

2.1.3 DOCUMENT GROUP MASTER 

This form will be used to create and update Checklist Details. 

How to Access: Administrative Setup  Service Setup  Checklist Document Master  

1. Document Group Common Master summary page appears. 

 

Figure 7: Document Group Master Summary 

2. Select Document Group. 

3. Click Search and result will appear in the grid section as per the search criterion 

entered. Edit Button will be enabled. 

4. Click Edit icon  to edit details. 

5. Document Group Common Master form appears. 
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Figure 8: Document Group Master Form 

 

6. Enter the details in the form and click Submit. 

7. Click Reset button to clear form. 

8. Click Back to go to previous page. 

Field Descriptions 

Sr. No. Field Label Data Type Mandatory Description 

Add - Document Group Common Master 

1.  Document Name Text Field Yes Enter the Document Name for the 

checklist. 

2.  Document Type Text Field Yes Enter the Document Type i.e. 

DOC, PDF, JPEG etc. 

3.  Document size 

(MB) 

Text Field Yes Enter Document Size for the 

document. The document size 

should be in MB. 

4.  Mandatory Dropdown Yes Select from the drop-down list 

that document is mandatory or 

not. 

If you select “Yes” the document 

is mandatory for the particular 

service. 

If theuser selects “No” the 

document is not mandatory. 
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Field Descriptions 

Sr. No. Field Label Data Type Mandatory Description 

5.  Sequence Text Field Yes Enter Sequence for the 

document. This specifies in which 

position document should display 

in services. 

6.  Plus & Minus 

Signs 

Icon N/A 
Click  icon to add more rows. 

Click  icon to remove rows. 

7.  Submit Button Yes Click to save records. 

8.  Reset Button No Click to clear the form. 

9.  Back Button No Click to go to the previous page. 

 

2.1.4 FACTOR MASTER 

Factor Master is the rule-based Master which allows the user to define the factors based on 

the various factors. factor master also allows the user to define the multiple rules against 

each factor. This can be managed through BRMS. 

2.1.5 RENT MASTER CUM ALV & RV CALCULATOR 

Rent Master cum ALV and RV calculator is the rule-based master which allows the user to 

define the rent chart of each ULB. This can be managed through BRMS. 

2.1.6 BILLING SCHEDULE MASTER 

Billing schedule Master is used to define the year wise billing frequency. The user will be 

able to define the billing frequency from the date of the establishment or from the date 

where the user wants to use the system. 
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How to Access: Property Tax  Masters  Billing Schedule  

1. Billing Schedule summary page appears. 

 

Figure 9: Billing Schedule Master Summary 

2. Click View icon  to view details of existing Billing Schedules. 

3. Click Edit icon  to edit details. 

4. Click Delete icon  to delete Billing Schedule of the Financial year. 

5. Click Add button to create Billing Schedule Master. 

6. Billing Schedule Master form appears. 

 
 

Figure 10: Billing Schedule Master Form 1 

7. Select Financial Year and Billing Frequency. 
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8. Click Save to proceed. 

9. Schedule wise Due Date form appears. 

 

Figure 11: Billing Schedule Master Form 2 

10. Enter the details in the form and click Submit. 

11. Click Reset button to clear form. 

12. Click Back to go to previous page. 

Field Descriptions 

Sr. No. Field Label Data Type Mandatory Description 

Add – Billing Schedule Master 

1.  Financial Year Dropdown 

List 

Yes Select Financial Year from the 

provided drop-down list. User can 

define the billing frequency for 

multiple years in a single 

transaction. 

2.  Billing Frequency Dropdown 

List 

Yes Select Billing Frequency from the 

provided drop-down list. 
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Field Descriptions 

Sr. No. Field Label Data Type Mandatory Description 

3.  Schedule From & 

Schedule To 

Text Field N/A If Billing Frequency has been 

selected as Monthly, then all the 

month of the financial year will be 

displayed here. 

If Billing Frequency has been 

selected as Bi-Monthly, then six 

schedules of Two months in each 

will be displayed. 

If Billing Frequency has been 

selected as Quarterly, then four 

schedules of Three months in 

each will be displayed. 

If Billing Frequency has been 

selected as Half-Yearly, then Two 

schedules of Six months in each 

will be displayed. 

If Billing Frequency has been 

selected as Yearly, The first 

month and the last month of the 

Financial Year will be displayed. 

4.  Calculate From Dropdown 

List 

Yes Select Calculate From. The 

options are: 

 From Bill Generation Date 

 From Bill Distribution Date 

 From Financial Year Start 
Date 

 From Schedule Start Date 

 From Schedule End Date 
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Field Descriptions 

Sr. No. Field Label Data Type Mandatory Description 

5.  No. of Day Text Field Yes Enter calculated Number of days 

in this field. 

6.  Save Button Yes Click to save records. 

7.  Reset Button No Click to clear the form. 

8.  Back Button No Click to go to the previous page. 

 

2.1.7 MANUAL RECEIPT MASTER 

Manual Receipt Master is used to maintain the manual receipt books issued to the ULB 

employee for the purpose of the collection. 

How to Access: Property Tax  Transaction  Property Tax Bill  Manual Receipt Entry  

 

Figure 12: Manual Receipt Master Search 

1. Enter Property No. or Old Property No. and select Manual Receipt Date. 

2. Click Search and Manual Receipt Entry form will appear. 
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Figure 13: Manual Receipt Master Form 

3. Enter Receipt Amount, Manual Receipt No., Upload Manual Receipt 

Document and choose payment option. 

4. Click Submit to proceed. 

5. Click Back to go to previous page. 

Field Descriptions 

Sr. No. Field Label Data Type Mandatory Description 

Property Details 

1.  Property No. Displayed N/A The system displays the Property 

No. 

2.  Old Property No. Displayed N/A The system displays the Old 

Property No. 
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Field Descriptions 

Sr. No. Field Label Data Type Mandatory Description 

3.  Owner Name Displayed N/A The system displays the Owner 

Name 

Property Address Details 

4.  Property Address Displayed N/A The system displays the Property 

Address 

5.  Location Displayed N/A The system displays the Location 

6.  Pin code Displayed N/A The system displays the Pin code 

Receipt Amount Details 

7.  Tax Description Displayed N/A The system displays the Tax 

Description 

8.  Balance Arrears Displayed N/A The system displays the Balance 

Arrears 

9.  Current Tax Displayed N/A The system displays the Current 

Tax 

10.  Total Balance Displayed N/A The system displays the Total 

Balance 

11.  Total Receivable Displayed N/A The system displays the Property 

No. 

12.  Enter Receipt 

Amount 

Text Field Yes Enter the Receipt Amount. 

13.  Manual Receipt 

No. 

Text Field Yes Enter the Manual Receipt No. 
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Field Descriptions 

Sr. No. Field Label Data Type Mandatory Description 

14.  Manual Receipt 

Date 

Displayed N/A The system displays the Property 

No. 

15.  Document Name Displayed N/A The system displays the Property 

No. 

16.  Status Displayed N/A The system displays the Property 

No. 

17.  Upload Button Yes Upload the document by selecting 

it from your computer. 

Receipt Mode Details 

18.  Collection Mode Radio 

Button 

Yes Select either Offline or Online for 

choosing the mode of payment. 

19.  Challan Mode Dropdown 

List 

Yes If Offline mode is selected as 

Collection Mode, then Pay By 

Challan@ULB option is auto-

selected. By submitting 

assessment, you can print the 

challan for paying at the ULB 

counter. 
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Field Descriptions 

Sr. No. Field Label Data Type Mandatory Description 

20.  Collection Mode Dropdown 

List 

Yes If Pay @ ULB Counter mode is 

selected as Collection Mode, then 

following options will be 

available: 

 Demand Draft 

 Cash 

 Cheque 

 Bank 

Fill out the required details and 

proceed for payment 

21.  Submit Button Yes Click Submit button to proceed 

for payment 

22.  Back Button No Click to go to the previous page. 

 

2.1.8 SMS & EMAIL MASTER 

SMS and Email Events notification will be sent to the citizen and departmental user against 

the services to notify them the status of their request. The SMS and Email Event Master is 

intended to add and update the SMS and Email Events for the service. 

How to Access: Administrative Setup  Other Tools  SMS and Email Configuration  

1. SMS & Email summary page appears. 
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Figure 14: SMS & Email Master Summary 

2. Select Department Name, Service Name, Event, Alert Subscription and/or 

Template Type.  

3. Click Search and result will appear in the grid section as per the search criterion 

entered.  

4. Click View icon  to view details of existing Tax details.  

5. Click Edit icon  to edit details.  

6. Click Delete icon  to delete already SMS/Email template.  

7. Click Add button to create new SMS/Email template.  

8. SMS/Email Master form appears.  
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Figure 15: SMS & Email Master Form 

9. Enter the details in the form and click Submit. 

10. Click Reset button to clear form  

11. Click Back to go to previous page. 

Field Descriptions 

Sr. No. Field Label Data Type Mandatory Description 

SMS & Email Master 

1.  Department Name Dropdown Yes Select the Department Name 

from the dropdown list. 

2.  Service Name Dropdown No Select the Service Name from the 

dropdown list. 
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Field Descriptions 

Sr. No. Field Label Data Type Mandatory Description 

3.  Event Dropdown Yes Select the Event from the 

dropdown list. 

The event type defines the page 

from where the SMS and Email 

are triggered according to the 

Template Type. 

4.  Alert Subscription Radio 

Button 

Yes Select the Alert Type from the 

radio buttons. 

As per the selection of Alert Type, 

the SMS and Email will be 

triggered. 

If you select “SMS” then only 

SMS will be sent to the user. 

If you select “Email” then only 

Email will be sent to the user. 

If you select “Both” then SMS and 

Email will be sent to the user. 

5.  Template Type Dropdown Yes Select the Template Type from 

the dropdown list. As per the 

selection of Alert Type, the SMS 

and Email will be triggered. 

6.  SMS Body Field Yes Enter the SMS Body in the 

English language. 

7.  SMS Body 

(Regional) 

Field Yes Enter the SMS Body in the 

Regional language. 

8.  Email Subject Field Yes Enter the Email Subject in the 

English language. 

9.  Email Subject 

(Regional) 

Field Yes Enter the Email Subject in 

Regional language. 
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Field Descriptions 

Sr. No. Field Label Data Type Mandatory Description 

10.  Email Body Field Yes Enter the Email Body in English 

language. 

11.  Email Body 

(Regional) 

Field Yes Enter the Email Body in Regional 

language. 

12.  Attribute List Yes Select the Attribute from the list 

which you want to incorporate in 

the SMS and Email template. 

13.  Submit Button Yes Click to save records. 

14.  Reset Button No Click to clear the form. 

15.  Back Button No Click to go to the previous page. 

 

2.2 SERVICES 

Following are the list of the services applicable at ULBs: 

a) New Property Registration cum Self-Assessment 

b) Self-assessment of Already Registered Properties 

c) Amalgamation 

d) Bifurcation 

e) Mutation 

2.2.1 NEW PROPERTY REGISTRATION CUM SELF-ASSESSMENT 

The New Property Registration cum self-assessment is used by a citizen or department 

person to register the new property along with self-assessment filing. 
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2.2.1.1 NEW PROPERTY REGISTRATION CUM SELF-ASSESSMENT APPLICATION 

How to Access: Property Tax  Transactions  New Property Registration Cum self-

Assessment 

1. Self-Assessment form appears. 

 

Figure 16: New Property Registration Cum Self-Assessment Screen 1 

2. Enter the details in the form and click Proceed. 
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Figure 17: New Property Registration Cum Self-Assessment Screen 2 

3. Document Upload section is enabled. 

4. Click Proceed. 

5. Click Reset button to clear form. 

6. Click Back to go to previous page. 

7. Self-Assessment View page appears. 
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Figure 18: New Property Registration Cum Self-Assessment Screen 3 

8. Enter Amount To Pay and complete the payment process. 

9. Click Edit to modify details in the Assessment form. 

10. Click Submit Assessment. 

11. Self-Assessment Application no. is generated. 
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Figure 19: Application No. Generation 

12. Click Proceed. 

13. Receipt for Self-Assessment is generated. 

14. For Authorization of New Property Registration cum Self-assessment refer to the 

Section 2.2.1.2. 
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Figure 20: New Property Registration Cum Self-Assessment Receipt 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

Ownership Detail 

1.  Ownership Type Dropdown List Yes Select Ownership Type from the 

drop-down list. 

Owner Details 

2.  Owner’s Name Text Field Yes Enter the name of the Owner. 

3.  Gender Dropdown List Yes Select Gender from the drop-

down list. 

4.  Relation Dropdown List Yes Select Relation from the drop-

down list. 

5.  Guardian Name Text Field Yes Enter the name of the Guardian. 

6.  Mobile No. Text Field Yes Enter the Mobile No. 

7.  Email Address Text Field No Enter the Email Address. 

8.  Aadhaar No. Text Field No Enter the Aadhaar No. 

9.  PAN No. Text Field No Enter the PAN No. 

10.  Plus & Minus 

Signs 

Icon N/A 
Click  icon to add more rows 

in case of multiple owner types. 

Click  icon to remove rows. 

Land Details 

11.  Old Property No. Text Field Yes Enter the Old Property No. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

12.  Land Type Dropdown List Yes Select Land Type from the drop-

down list. Based on the selection 

of Land Type, the following fields 

will change. 

13.  District Dropdown List Yes Select District from the drop-

down list. 

14.  Tehsil Dropdown List Yes Select Tehsil from the drop-down 

list. 

15.  Village Dropdown List Yes Select Village from the drop-down 

list. 

16.  Moholla Dropdown List Yes Select Moholla from the drop-

down list. 

17.  Block/Sheet Dropdown List Yes Select Block/Sheet from the drop-

down list. 

18.  Plot No. Text Field Yes Enter the Plot No. 

Diversion Details 

19.  Land Owner 

Name 

Text Field No Enter the Land Owner Name 

20.  Department 

Name 

Text Field No Enter the Department Name. 

21.  Total Area (Sq. 

Ft.) 

Text Field No Enter the Total Area in Sq. Ft. 

22.  Ownership Type Text Field No Enter the Ownership Type. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

23.  Remark Text Field No Enter the Old Property No. 

Property Address Details 

24.  Property 

Address 

Text Field Yes Enter the Property Address. 

25.  Location Dropdown List Yes Select Location from the drop-

down list. 

26.  Pin code Text Field Yes Enter the Old Property No. 

27.  Correspondence 

address details 

same as the 

above 

Checkbox Conditional Put tick mark inside the checkbox 

if the above address is same as 

the correspondence address. 

Untick the checkbox if the above 

address is not same as the 

correspondence address. In this 

case, provide the correspondence 

address. 

 Tax Zone Details 

28.  Property Zone Dropdown List Yes Select Property Zone from the 

drop-down list. 

29.  Property Ward Dropdown List Yes Select Property Ward from the 

drop-down list. 

30.  Road Type Dropdown List Yes Select Road Type from the drop-

down list. 

Building Details 

31.  Date Of 

Acquisition 

Calendar Select Select the Date Of Acquisition. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

32.  Total Plot Area 

(in sq. ft.) 

Text Field Yes Enter the Total Plot Area in sq. ft. 

Floor Details 

33.  Year Textbox Displayed The system displays the Financial 

Year. 

34.  Sr. No. Textbox Displayed The system displays the Sr. No. 

35.  Floor No. Dropdown List Yes Select Road Type from the drop-

down list. 

36.  Construction 

Completion Date 

Calendar Yes Select the date of Construction 

Completion. 

37.  Construction 

Type 

Dropdown List Yes Select Construction Type from the 

drop-down list. 

38.  Property Type Dropdown List No Select Property Type from the 

drop-down list. 

39.  Built-up Area (in 

sq. ft.) 

Text Field Yes Enter the Built-up Area in sq. ft. 

Additional Unit Details 

40.  Occupancy Type Dropdown List Yes Select Occupancy Type from the 

drop-down list. 

41.  Occupier Name Text Field No Enter the Occupier Name. 

42.  Nature of 

Property 

Dropdown List Yes Select Nature of Property from 

the drop-down list. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

Floor Specific Additional Information 

43.  Is Rebate 

Applicable? 

Radio Button Yes Select Yes if rebate is applicable. 

Select No if rebate is not 

applicable. 
44.  Select Applicable 

Unit No. 

Dropdown List Yes Select Applicable Unit No. from 

the drop-down list. 

45.  Factor Value Dropdown List Yes Select Factor Value from the 

drop-down list. 

46.  Plus & Minus 

Signs 

Icon N/A 
Click  icon to add more rows. 

Click  icon to remove rows. 

47.  Is Water 

Connection 

Facility 

Applicable? 

Radio Button Yes Select Yes if Water connection is 

applicable. Select No if Water 

connection is not applicable. 

48.  Select Applicable 

Unit No. 

Dropdown List Yes Select Applicable Unit No. from 

the drop-down list. 

49.  Factor Value Dropdown List Yes Select Factor Value from the 

drop-down list. 

50.  Plus & Minus 

Signs 

Icon N/A 
Click  icon to add more rows. 

Click  icon to remove rows. 

51.  Is Exemption 

Applicable? 

Radio Button Yes Select Yes if Exemption is 

applicable. Select No if Exemption 

is not applicable. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

52.  Select Applicable 

Unit No. 

Dropdown List Yes Select Applicable Unit No. from 

the drop-down list. 

53.  Factor Value Dropdown List Yes Select Factor Value from the 

drop-down list. 

54.  Plus & Minus 

Signs 

Icon N/A 
Click  icon to add more rows. 

Click  icon to remove rows. 

55.  Proceed Button Yes Click to proceed. Document 

Upload  section will appear. 

56.  Reset Button No Click to clear the form. 

Documents Upload 

57.  Document Name Displayed N/A The name of the document to be 

uploaded is displayed by the 

system. 

58.  Status Displayed N/A If “Optional” is displayed, then 

that document is optional. If 

“Optional” is displayed then that 

document is optional. 

59.  Upload Button Yes Click to upload the document 

from the system. 

Payment 

60.  Payment 

Amount 

Displayed  N/A The system displays the payment 

amount. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

61.  Amount to Pay Text Field Yes Enter the amount to pay. 

Receipt Mode Details 

62.  Collection Type Radio Button Yes Select either Offline or Pay @ ULB 

Counter for choosing the mode of 

payment. 
63.  Offline Dropdown List Yes If Offline mode is selected as 

Collection mode, then Pay By 

Challan@ULB option is auto-

selected. By submitting 

assessment, you can print the 

challan for paying at the ULB 

counter. 

64.  Pay @ ULB 

Counter 

Dropdown List Yes If Pay @ ULB Counter mode is 

selected as Collection mode, then 

following options will be 

available: 

 Demand Draft 

 Cash 

 Cheque 

 Bank 

Fill out the required details and 

proceed for payment 

65.  Submit 

Assessment 

Button Yes Click to submit the assessment. 

66.  Edit Button No Click to edit the application. 

67.  Proceed Button Yes Self-Assessment Application no. 

will be generated. Click Proceed. 

68.  Receipt Displayed  N/A Receipt will be generated. User 

can print the Receipt by clicking 

on the Print Button. 

 

2.2.1.2 NEW PROPERTY REGISTRATION CUM SELF ASSESSMENT VERIFICATION 

After the payment received either from the online or offline mode, the self-assessment will 

be available to department user for authorization based on the workflow defined in 

workflow master. 
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2.2.1.2.1 CHECKLIST VERIFICATION 

Department employee who has been assigned for the task of Checklist Verification, will be 

able to see the application in the grid section of the “My Task” page. 

 

Figure 21: Checklist Verification - Summary 

1. Click  to view history or past activities against this application. 

2. Click  to proceed with verification of the application. 

To Approve: 

3. Put tick in the checkbox in the Verified column after verifying the document/s 

uploaded by the applicant. 

4. Select Approve radio button. 

 

Figure 22: Checklist Verification Form 1 - Approval 

To Reject: 

5. Leave the checkbox in the Verified column un-ticked and enter Rejection 

Remark. 



UM for Property Tax Management – State Urban Development Agency – Government of Chhattisgarh   

User Manual – SUDA   Page 49 of 150 

6. Select Reject radio button. 

 

Figure 23: Checklist Verification Form 1 - Rejection 

To Keep on Hold: 

7. Leave the checkbox in the Verified column un-ticked. 

8. Select Hold radio button. 

 

Figure 24: Checklist Verification Form 1 – On Hold 

9. Click Submit. 

10. Successful submission of Checklist Verification is confirmed. 

 

Figure 25: Checklist Verification Confirmation 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

Summary Page 

1.  

Action -  

icon 

Icon No Click to view history or past 

activities against this application. 

2.  

Action -  

icon 

Icon No Click to proceed with verification 

of the application. 

Checklist Verification 

3.  Service Name Displayed N/A The system displays the Service 

name against which the 

application has been submitted. 

4.  Applicant Name Displayed N/A The system displays the Applicant 

Name. 

5.  Application ID Displayed N/A The system displays the 

Application ID. 

6.  Application Date Displayed N/A The system displays the 

Application Date. 

7.  Document Name Displayed N/A The system displays the 

Document Name. 

8.  Document 

Status 

Displayed N/A The system displays the 

Document Status. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

9.  File Name File Yes Click to open review the 

document submitted by the 

applicant. 

10.  Verified Checkbox Yes Put tick in the checkbox if the 

document is verified. Keep it un-

ticked if the document is not 

verified or you do not approve 

the document submitted. 

11.  Rejection 

Remark 

Text Field Yes If you want to reject the 

document, then enter Rejection 

Remark. 

12.  Status Radio Button Yes Select Approve radio button to 

Approve the Documents. 

Select Reject radio button to 

reject the Documents. 

Select Hold radio button to keep 

the application on hold. 

13.  Submit Button Yes Click to submit the checklist 

verification report. 

14.  Back Button No Click to go to the previous page. 

 

2.2.1.2.2 AUTHORIZATION LEVEL 1 

Department employee who has been assigned for the task of Authorization Level 1 for a 

particular service, will be able to see the application in the grid section of the “My Task” 

page. 
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Figure 26: Authorization level 1 - Summary 

1. Click  to view history or past activities against this application. 

2. Click  to proceed with verification of the application. 
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Figure 27: Authorization Level 1 – Form 1 
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To Approve The Application: 

 Select Approve radio button. 

 Enter Remark. 

 Upload document if any. 

 

Figure 28: Authorization Level 1 – Form 2 - Approval 

To Reject The Application: 

 Select Reject radio button. 

 Enter Remark. 

 Upload document if any. 

 

 

Figure 29: Authorization Level 1 – Form 2 - Rejection 

To The Application to other Department Employee: 

 Select Forward radio button. 

 Select Employee name. 

 Enter Remark. 

 Upload document if any. 
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Figure 30: Authorization Level 1 – Form 2 - Forward 

To The Application to other Department Employee: 

 Select Send Back radio button. 

 Select Event name. 

 Enter Remark. 

 Upload document if any. 

 

Figure 31: Authorization Level 1 – Form 2 – Send Back 

 

3. Click Submit Assessment. 

4. Successful submission of Authorization is confirmed. 

 

Figure 32: Authorization Level 1 Confirmation 

 



UM for Property Tax Management – State Urban Development Agency – Government of Chhattisgarh   

User Manual – SUDA   Page 56 of 150 

Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

Summary Page 

1.  

Action -  

icon 

Icon No Click to view history or past 

activities against this application. 

2.  

Action -  

icon 

Icon No Click to proceed with verification 

of the application. 

Authorization View 

3.  Decision Radio Button Yes Select Approve radio button to 

Approve the application. 

Select Forward radio button to 

send it to other some other 

employee in the department the 

Documents. 

Select Reject radio button to 

reject the application. 

Select Send Back radio button to 

send it back to the previous 

employee. 

4.  Employee Dropdown List Yes Select the name of the employee 

in case of “Forward” has been 

selected. 

5.  Event  Dropdown List Yes Select as per the authorization 

level in case of “Send Back” has 

been selected. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

6.  Remark Text Field Yes If you want to reject the 

document, then enter Rejection 

Remark. 

7.  Upload Button No Upload document if any. 

8.  Submit 

Assessment 

Button Yes Click to submit the assessment. 

9.  Edit Button No Click to edit the assessment. 

 

2.2.1.2.3 AUTHORIZATION LEVEL 2 

Department employee who has been assigned for the task of Authorization Level 2 for the 

particular service, will be able to see the application in the grid section of the “My Task” 

page. 

 
 

Figure 33: Authorization Level 2 - Summary 

1. Click  to view history or past activities against this application. 

2. Click  to proceed with verification of the application. 
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Figure 34: Authorization Level 2 – Form 1 
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To Approve The Application: 

 Select Approve radio button. 

 Enter Remark. 

 Upload document if any. 

 

Figure 35: Authorization Level 2 – Form 2 - Approval 

To Reject The Application: 

 Select Reject radio button. 

 Enter Remark. 

 Upload document if any. 

 

 

Figure 36: Authorization Level 2 – Form 2 - Rejection 

To The Application to other Department Employee: 

 Select Forward radio button. 

 Select Employee name. 

 Enter Remark. 

 Upload document if any. 
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Figure 37: Authorization Level 2 – Form 2 - Forward 

To The Application to other Department Employee: 

 Select Send Back radio button. 

 Select Event name. 

 Enter Remark. 

 Upload document if any. 

 

Figure 38: Authorization Level 2 – Form 2 – Send Back 

3. Click Edit to modify details in the Assessment form. 

4. Click Submit Assessment. 

5. Successful submission of Authorization is confirmed. 

 

Figure 39: Authorization Level 2 Confirmation 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

Summary Page 

1.  

Action -  

icon 

Icon No Click to view history or past 

activities against this application. 

2.  

Action -  

icon 

Icon No Click to proceed with verification 

of the application. 

Authorization View 

3.  Decision Radio Button Yes Select Approve radio button to 

Approve the application. 

Select Forward radio button to 

send it to other some other 

employee in the department the 

Documents. 

Select Reject radio button to 

reject the application. 

Select Send Back radio button to 

send it back to the previous 

employee. 

4.  Employee Dropdown List Yes Select the name of the employee 

in case of “Forward” has been 

selected. 

5.  Event  Dropdown List Yes Select as per the authorization 

level in case of “Send Back” has 

been selected. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

6.  Remark Text Field Yes If you want to reject the 

document, then enter Rejection 

Remark. 

7.  Upload Button No Upload document if any. 

8.  Submit 

Assessment 

Button Yes Click to submit the assessment. 

9.  Edit Button No Click to edit the assessment. 

 

Edit Self-Assessment: 

1. Once user clicks on Edit, modification facility of the assessment will be enabled. 

2. modify the details and click Proceed to Compare. 
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Figure 40: Application Edit By Authorization Level 2 Employee 
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3. Side-by-side view of the self-assessment form before and after edit will appear. 

4. User now can proceed with authorization process as described earlier. 

2.2.2 SELF-ASSESSMENT FOR ALREADY REGISTERED PROPERTIES 

The system will allow a citizen to file the self-assessment every year with and without 

changing the details. 

How to Access: Property Tax  Transactions  Self-Assessment for Already Registered 

Properties 

1. Self-Assessment for Already Registered Property form appears. 

 

Figure 41: Self-Assessment For Already Registered Property - Search 

2. Enter Property No. or Old PID 

3. Click Search and Self-Assessment form appears. 
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Figure 42: Self-Assessment For Already Registered Property – Form 1 

4. Enter the details in the form and click Proceed. 
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Figure 43: Self-Assessment For Already Registered Property – Form 1 
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5. Tax Calculation details section appears. 

6. Enter Amount To Pay and complete the payment process. 

7. Click Edit to modify details in the Assessment form. 

8. Click Submit Assessment. 

9. Self-Assessment Application no. is generated. 

 

Figure 44: Self-Assessment For Already Registered Property – Generation of Application Number 

10. Click Proceed. 

11. Receipt for Self-Assessment is generated. 
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Figure 45: Self-Assessment For Already Registered Property - Receipt 

Field Descriptions 
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Sr. 

No. 
Field Label Data Type Mandatory Description 

Ownership Detail 

1.  Ownership Type Displayed N/A The system displays Ownership 

Type. 

Owner Details 

2.  Owner’s Name Displayed N/A The system displays the name of 

the Owner. 

3.  Gender Displayed N/A The system displays Gender. 

4.  Relation Displayed N/A The system displays Relation. 

5.  Guardian Name Displayed N/A The system displays the name of 

the Guardian. 

6.  Mobile No. Displayed N/A The system displays the Mobile 

No. 

7.  Email Address Displayed N/A The system displays the Email 

Address. 

8.  Aadhaar No. Displayed N/A The system displays the Aadhaar 

No. 

9.  PAN No. Displayed N/A The system displays the PAN No. 

Land Details 

10.  Old Property No. Displayed N/A Enter the Old Property No. 

11.  Land Type Displayed N/A The system displays Land Type. 

12.  District Displayed N/A The system displays District. 

13.  Tehsil Displayed N/A The system displays Tehsil. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

14.  Village Displayed N/A The system displays Village. 

15.  Moholla Displayed N/A The system displays Moholla. 

16.  Block/Sheet Displayed N/A The system displays Block/Sheet. 

17.  Plot No. Displayed N/A The system displays the Plot No. 

Diversion Details 

18.  Land Owner 

Name 

Displayed N/A The system displays the Land 

Owner Name 

19.  Department 

Name 

Displayed N/A The system displays Department 

Name. 

20.  Total Area (Sq. 

Ft.) 

Displayed N/A The system displays Total Area in 

Sq. Ft. 

21.  Ownership Type Displayed N/A The system displays Ownership 

Type. 

22.  Remark Displayed N/A The system displays Old Property 

No. 

Property Address Details 

23.  Property 

Address 

Displayed N/A The system displays Property 

Address. 

24.  Location Displayed N/A The system displays The system 

displays Property Address. 

25.  Pin code Displayed N/A The system displays Pin code. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

26.  Correspondence 

address details 

same as the 

above 

Displayed N/A The system displays 

Correspondence address. 

Tax Zone Details 

27.  Property Zone Displayed N/A The system displays Property 

Zone. 

28.  Property Ward Displayed N/A The system displays Property 

Ward 

29.  Road Type Displayed N/A The system displays Road Type. 

Building Details 

30.  Date Of 

Acquisition 

Displayed N/A The system displays Date Of 

Acquisition. 

31.  Total Plot Area 

(in sq. ft.) 

Displayed N/A The system displays Total Plot 

Area (in sq. ft.). 

Floor Details 

32.  Year Displayed N/A The system displays Year. 

33.  Sr. No. Displayed N/A The system displays Sr. No. 

34.  Floor No. Dropdown List Yes Select Floor No. 

35.  Construction 

Completion Date 

Calendar Yes Select the date of construction 

completion. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

36.  Construction 

Type 

Dropdown List Yes Select Construction Type. 

37.  Usage Type Dropdown List Yes Select Usage Type. 

38.  Built-up Area Text Field Yes Select Built-up Area. 

39.  Occupancy Type Dropdown List Yes Select Usage Type. 

40.  Occupier Name Text Field No Select Built-up Area. 

41.  Property Type Dropdown List Yes Select Usage Type. 

42.  Plus & Minus 

Signs 

Icon N/A 
Click  icon to add more rows. 

Click  icon to remove rows. 

43.  Is Rebate 

Applicable? 

Radio Button Yes Select Yes if rebate is applicable. 

Select No if rebate is not 

applicable. 
44.  Select Applicable 

Unit No. 

Dropdown List Yes Select Applicable Unit No. from 

the drop-down list. 

45.  Factor Value Dropdown List Yes Select Factor Value from the 

drop-down list. 

46.  Plus & Minus 

Signs 

Icon N/A 
Click  icon to add more rows. 

Click  icon to remove rows. 

47.  Is Water 

Connection 

Facility 

Applicable? 

Radio Button Yes Select Yes if Water connection is 

applicable. Select No if Water 

connection is not applicable. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

48.  Select Applicable 

Unit No. 

Dropdown List Yes Select Applicable Unit No. from 

the drop-down list. 

49.  Factor Value Dropdown List Yes Select Factor Value from the 

drop-down list. 

50.  Plus & Minus 

Signs 

Icon N/A 
Click  icon to add more rows. 

Click  icon to remove rows. 

51.  Is Exemption 

Applicable? 

Radio Button Yes Select Yes if Exemption is 

applicable. Select No if Exemption 

is not applicable. 

52.  Select Applicable 

Unit No. 

Dropdown List Yes Select Applicable Unit No. from 

the drop-down list. 

53.  Factor Value Dropdown List Yes Select Factor Value from the 

drop-down list. 

54.  Plus & Minus 

Signs 

Icon N/A 
Click  icon to add more rows. 

Click  icon to remove rows. 

55.  Proceed Button Yes Click to proceed. Document 

Upload  section will appear. 

56.  Back Button No Click to refresh the form. 

Payment 

57.  Payment 

Amount 

Displayed  N/A The system displays the payment 

amount. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

58.  Amount to Pay Text Field Yes Enter the amount to pay. 

Receipt Mode Details 

59.  Collection Type Radio Button Yes Select either Offline or Pay @ ULB 

Counter for choosing the mode of 

payment. 

60.  Offline Dropdown List Yes If Offline mode is selected as 

Collection mode, then Pay By 

Challan@ULB option is auto-

selected. By submitting 

assessment, you can print the 

challan for paying at the ULB 

counter. 

61.  Pay @ ULB 

Counter 

Dropdown List Yes If Pay @ ULB Counter mode is 

selected as Collection mode, then 

following options will be 

available: 

 Demand Draft 

 Cash 

 Cheque 

 Bank 

Fill out the required details and 

proceed for payment 

62.  Edit Button No Click to edit the application. 

63.  Submit 

Assessment 

Button Yes Click to submit the assessment. 

64.  Proceed Button Yes Self-Assessment Application no. 

will be generated. Click Proceed. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

65.  Receipt Displayed  N/A Receipt will be generated. User 

can print the Receipt by clicking 

on the Print Button. 

 

2.2.2.1 SELF-ASSESSMENT FOR ALREADY REGISTERED PROPERTIES VERIFICATION 

After the payment received either from the online or offline mode, the self-assessment will 

be available to department user for authorization based on the workflow defined in 

workflow master. For detail requirement, please refer to the section 2.2.1.2 

2.2.3 AMALGAMATION 

2.2.3.1 AMALGAMATION APPLICATION 

How to Access: Property Tax  Transactions  Self-Assessment  Amalgamation 

1. Amalgamation form appears. 

 

Figure 46: Amalgamation – Property Search Form 1 

2. Enter the Parent Property No. and enter the Property Number to be Amalgamated or 

Parent Old Property No. and enter the Old Property Number to be Amalgamated. 

3. Click Search. 

4. Details will appear below. 
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Figure 47: Amalgamation – Property Search Form 2 

5. Click Edit Details. 

6. Amalgamation form appears. 

 

Figure 48: Amalgamation Form 1 
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Figure 49: Amalgamation Form 2 

7. Enter the details in the form. 

 

Figure 50: Document Attachment 

8. Document Upload section is enabled. Upload the documents. 

9. Click Proceed. 

10. Click Reset button to clear form. 

11. Click Back to go to previous page. 

12. Amalgamation View page appears. 
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Figure 51: Amalgamation Preview Screenshot No. 1 

 

Figure 52: Amalgamation Preview Screenshot No. 2 
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Figure 53: Amalgamation Preview Screenshot No. 3 

13. For Authorization of property amalgamation, please refer to the Section 2.2.1.2. 

 

Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

 

1.  Property No. Text Field Displayed The property number is displayed 

by the system. 

Ownership Detail 

2.  Ownership Type Dropdown List Yes Select the Ownership Type. 

Owner Details 

3.  Owner’s Name Text Field Yes Enter the name of the Owner. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

4.  Gender Dropdown List Yes Select Gender from the drop-

down list. 

5.  Relation Dropdown List Yes Select Relation from the drop-

down list. 

6.  Guardian Name Text Field Yes Enter the name of the Guardian. 

7.  Mobile No. Text Field Yes Enter the Mobile No. 

8.  Email Address Text Field No Enter the Email Address. 

9.  Aadhaar No. Text Field No Enter the Aadhaar No. 

10.  PAN No. Text Field No Enter the PAN No. 

Land Details 

11.  Old Property No. Text Field No Enter the Old Property No. 

12.  Land Type Dropdown List No Select Land Type from the drop-

down list. 

13.  District Text Field No Enter the District name 

14.  Tehsil Text Field No Enter the Tehsil name 

15.  Village Text Field No Enter the Village name 

16.  Khasra No. Text Field No Enter the Khasra No. 

17.  Halka No. Text Field No Enter the Halka No. 

18.  Plot/House No. Text Field Yes Enter the Plot/House No. 

19.  Deed No. Text Field No Enter the Deed No. 

Property Address Details 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

20.  Property 

Address 

Text Field Yes Enter the Old Property Address. 

21.  Location Dropdown List Yes Select Location from the drop-

down list. 

22.  Pincode Text Field Yes Enter the Pincode. 

23.  Correspondence 

address details 

same as the 

above 

Checkbox Displayed The System displays if checked or 

un-checked. 

Tax Zone Details 

24.  Property Zone Dropdown List Yes Select Property Zone from the 

drop-down list. 

25.  Property Ward Dropdown List Yes Select Property Ward from the 

drop-down list. 

26.  Road Type Dropdown List Yes Select Road Type from the drop-

down list. 

Building Details 

27.  Date Of 

Acquisition 

Calendar Yes Select Date Of Acquisition from 

the drop-down list. 

28.  Total Plot Area 

(in sq. ft.) 

Text Field Yes Enter the Pincode. 

Documents Upload 

29.  Document Name Displayed N/A The name of the document to be 

uploaded is displayed by the 

system. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

30.  Status Displayed N/A If “Optional” is displayed, then 

that document is optional. If 

“Optional” is displayed then that 

document is optional. 

31.  Upload Button Yes Click to upload the document 

from the system. 

 

2.2.3.2 AMALGAMATION VERIFICATION 

The application for Amalgamation will be available to department user for authorization 

based on the workflow defined in workflow master. For detail requirement, please refer to 

the section 2.2.1.2 

2.2.4 BI-FURCATION 

2.2.4.1 BI-FURCATION APPLICATION 

How to Access: Property Tax  Transactions  Self-Assessment  Bi-furcation 

1. Amalgamation form appears. 

 

Figure 54: Property Number Search 
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Figure 55: Bifurcation Form 

2. Enter the details in the form and click Proceed. 

 

Figure 56: Document Attachment 



UM for Property Tax Management – State Urban Development Agency – Government of Chhattisgarh   

User Manual – SUDA   Page 84 of 150 

3. Document Upload section is enabled. 

4. Click Proceed. 

5. Click Reset button to clear form. 

6. Click Back to go to previous page. 

7. Bi-furcation View page appears. 

 

Figure 57: Bifurcation Form View 
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8. Enter Amount To Pay and complete the payment process. 

9. Click Edit to modify details in the Assessment form. 

10. Click Submit Assessment. 

11. Self-Assessment Application no. is generated. 

 

Figure 58: Application No. Generation 

12. Click Proceed. 

13. For Authorization of property bi-furcation, please refer to the Section 2.2.1.2. 

 

Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

 

1.  
New Property 

Number or Old 

Property 

Number 

Text Field Yes Enter the New Property Number 

or Old Property Number 

2.  
Search Button Yes Click to go to bifurcation form 

Ownership Detail 

3.  Ownership Type Dropdown List Displayed The System displays the 

Ownership Type. 

Owner Details 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

4.  Owner’s Name Text Field Displayed The System displays the Owner’s 

Name. 

5.  Gender Dropdown List Displayed The System displays the Gender. 

6.  Relation Dropdown List Displayed The System displays the Relation. 

7.  Guardian Name Text Field Displayed The System displays the Guardian 

Name. 

8.  Mobile No. Text Field Displayed The System displays the Mobile 

No. 

9.  Email Address Text Field Displayed The System displays the Email 

Address. 

10.  Aadhaar No. Text Field Displayed The System displays the Aadhaar 

No. 

11.  PAN No. Text Field Displayed The System displays the PAN No. 

Land Details 

12.  Old Property No. Text Field Displayed The System displays the Old 

Property No. 

13.  Land Type Dropdown List Displayed The System displays the Land 

Type. 

Property Address Details 

14.  Property 

Address 

Text Field Displayed The System displays the Property 

Address. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

15.  Location Dropdown List Displayed The System displays the Location. 

16.  Pin code Text Field Displayed The System displays the Pin code. 

17.  Correspondence 

address details 

same as the 

above 

Checkbox Displayed The System displays if checked or 

un-checked. 

Tax Zone Details 

18.  Pin code Dropdown List Displayed The System displays the Pin code. 

19.  Property Ward Dropdown List Displayed The System displays the Property 

Ward. 

20.  Road Type Dropdown List Displayed The System displays the Road 

Type. 

Building Details 

21.  Date Of 

Acquisition 

Calendar Displayed The System displays the Date Of 

Acquisition. 

22.  Total Plot Area 

(in sq. ft.) 

Text Field Displayed The System displays the Total 

Plot Area (in sq. ft.). This field 

can be edited. 

Floor Details 

23.  Year Textbox Displayed The system displays the Financial 

Year. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

24.  Sr. No. Textbox Displayed The system displays the Sr. No. 

25.  Floor No. Dropdown List Yes Select Road Type from the drop-

down list. 

26.  Construction 

Completion Date 

Calendar Yes Select the date of Construction 

Completion. 

27.  Construction 

Type 

Dropdown List Yes Select Construction Type from the 

drop-down list. 

28.  Property Type Dropdown List No Select Property Type from the 

drop-down list. 

29.  Built-up Area (in 

sq. ft.) 

Text Field Yes Enter the Built-up Area in sq. ft. 

Additional Unit Details 

30.  Occupancy Type Dropdown List Yes Select Occupancy Type from the 

drop-down list. 

31.  Occupier Name Text Field No Enter the Occupier Name. 

32.  Nature of 

Property 

Dropdown List Yes Select Nature of Property from 

the drop-down list. 

Floor Specific Additional Information 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

33.  Is Rebate 

Applicable? 

Radio Button Displayed The System displays the details. 

34.  Select Applicable 

Unit No. 

Dropdown List Displayed The System displays the details. 

35.  Factor Value Dropdown List Displayed The System displays the details. 

36.  Is Water 

Connection 

Facility 

Applicable? 

Radio Button Yes The System displays the details. 

37.  Select Applicable 

Unit No. 

Dropdown List Yes The System displays the details. 

38.  Factor Value Dropdown List Yes The System displays the details. 

39.  Is Exemption 

Applicable? 

Radio Button Yes The System displays the details. 

40.  Select Applicable 

Unit No. 

Dropdown List Yes The System displays the details. 

41.  Factor Value Dropdown List Yes The System displays the details. 

42.  Proceed Button Yes Click to proceed. Document 

Upload  section will appear. 

43.  Reset Button No Click to clear the form. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

Documents Upload 

44.  Document Name Displayed N/A The name of the document to be 

uploaded is displayed by the 

system. 

45.  Status Displayed N/A If “Optional” is displayed, then 

that document is optional. If 

“Optional” is displayed then that 

document is optional. 

46.  Upload Button Yes Click to upload the document 

from the system. 

 

2.2.4.2 BI-FURCATION VERIFICATION 

The application for Bi-furcation will be available to department user for authorization based 

on the workflow defined in workflow master. For detailed requirement, please refer to the 

section below: 

2.2.4.2.1 CHECKLIST VERIFICATION 

Department employee who has been assigned for the task of Checklist Verification, will be 

able to see the application in the grid section of the “My Task” page. 

 

Figure 59: Checklist Verification - Summary 



UM for Property Tax Management – State Urban Development Agency – Government of Chhattisgarh   

User Manual – SUDA   Page 91 of 150 

1. Click  to view history or past activities against this application. 

2. Click  to proceed with verification of the application. 

To Approve: 

3. Put tick in the checkbox in the Verified column after verifying the document/s 

uploaded by the applicant. 

4. Select Approve radio button. 

 

Figure 60: Checklist Verification Form 1 - Approval 

To Reject: 

5. Leave the checkbox in the Verified column un-ticked and enter Rejection 

Remark. 

6. Select Reject radio button. 
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Figure 61: Checklist Verification Form 1 - Rejection 

To Keep on Hold: 

7. Leave the checkbox in the Verified column un-ticked. 

8. Select Hold radio button. 

 

Figure 62: Checklist Verification Form 1 – On Hold 

9. Click Submit. 

10. Successful submission of Checklist Verification is confirmed. 

 

Figure 63: Checklist Verification Confirmation 

 

Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

Summary Page 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

1.  

Action -  

icon 

Icon No Click to view history or past 

activities against this application. 

2.  

Action -  

icon 

Icon No Click to proceed with verification 

of the application. 

Checklist Verification 

3.  Service Name Displayed N/A The system displays the Service 

name against which the 

application has been submitted. 

4.  Applicant Name Displayed N/A The system displays the Applicant 

Name. 

5.  Application ID Displayed N/A The system displays the 

Application ID. 

6.  Application Date Displayed N/A The system displays the 

Application Date. 

7.  Document Name Displayed N/A The system displays the 

Document Name. 

8.  Document 

Status 

Displayed N/A The system displays the 

Document Status. 

9.  File Name File Yes Click to open review the 

document submitted by the 

applicant. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

10.  Verified Checkbox Yes Put tick in the checkbox if the 

document is verified. Keep it un-

ticked if the document is not 

verified or you do not approve 

the document submitted. 

11.  Rejection 

Remark 

Text Field Yes If you want to reject the 

document, then enter Rejection 

Remark. 

12.  Status Radio Button Yes Select Approve radio button to 

Approve the Documents. 

Select Reject radio button to 

reject the Documents. 

Select Hold radio button to keep 

the application on hold. 

13.  Submit Button Yes Click to submit the checklist 

verification report. 

14.  Back Button No Click to go to the previous page. 

 

2.2.4.2.2 AUTHORIZATION LEVEL 1 

Department employee who has been assigned for the task of Authorization Level 1 for a 

particular service, will be able to see the application in the grid section of the “My Task” 

page. 
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Figure 64: Authorization level 1 - Summary 

1. Click  to view history or past activities against this application. 

2. Click  to proceed with verification of the application. 
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Figure 65: Authorization Level 1 – Form 1 

To Approve The Application: 

 Select Approve radio button. 
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 Enter Remark. 

 Upload document if any. 

 

Figure 66: Authorization Level 1 – Form 2 - Approval 

To Reject The Application: 

 Select Reject radio button. 

 Enter Remark. 

 Upload document if any. 

 

 

Figure 67: Authorization Level 1 – Form 2 – Rejection 

 

To The Application to other Department Employee: 

 Select Forward radio button. 

 Select Employee name. 

 Enter Remark. 

 Upload document if any. 
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Figure 68: Authorization Level 1 – Form 2 – Forward 

 

To The Application to other Department Employee: 

 Select Send Back radio button. 

 Select Event name. 

 Enter Remark. 

 Upload document if any. 

 

Figure 69: Authorization Level 1 – Form 2 – Send Back 

 

3. Click Submit Assessment. 

4. Successful submission of Authorization is confirmed. 

 

Figure 70: Authorization Level 1 Confirmation 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

Summary Page 

1.  

Action -  

icon 

Icon No Click to view history or past 

activities against this application. 

2.  

Action -  

icon 

Icon No Click to proceed with verification 

of the application. 

Authorization View 

3.  Decision Radio Button Yes Select Approve radio button to 

Approve the application. 

Select Forward radio button to 

send it to other some other 

employee in the department the 

Documents. 

Select Reject radio button to 

reject the application. 

Select Send Back radio button to 

send it back to the previous 

employee. 

4.  Employee Dropdown List Yes Select the name of the employee 

in case of “Forward” has been 

selected. 

5.  Event  Dropdown List Yes Select as per the authorization 

level in case of “Send Back” has 

been selected. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

6.  Remark Text Field Yes If you want to reject the 

document, then enter Rejection 

Remark. 

7.  Upload Button No Upload document if any. 

8.  Submit 

Assessment 

Button Yes Click to submit the assessment. 

9.  Edit Button No Click to edit the assessment. 

 

2.2.4.2.3 AUTHORIZATION LEVEL 2 

Department employee who has been assigned for the task of Authorization Level 2 for the 

particular service, will be able to see the application in the grid section of the “My Task” 

page. 

 
 

Figure 71: Authorization Level 2 - Summary 

5. Click  to view history or past activities against this application. 

6. Click  to proceed with verification of the application. 
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Figure 72: Authorization Level 2 – Form 1 
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To Approve The Application: 

 Select Approve radio button. 

 Enter Remark. 

 Upload document if any. 

 

Figure 73: Authorization Level 2 – Form 2 - Approval 

To Reject The Application: 

 Select Reject radio button. 

 Enter Remark. 

 Upload document if any. 

 

 

Figure 74: Authorization Level 2 – Form 2 - Rejection 

To The Application to other Department Employee: 

 Select Forward radio button. 

 Select Employee name. 

 Enter Remark. 

 Upload document if any. 
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Figure 75: Authorization Level 2 – Form 2 - Forward 

To The Application to other Department Employee: 

 Select Send Back radio button. 

 Select Event name. 

 Enter Remark. 

 Upload document if any. 

 

Figure 76: Authorization Level 2 – Form 2 – Send Back 

7. Click Edit to modify details in the Assessment form. 

8. Click Submit Assessment. 

9. Successful submission of Authorization is confirmed. 

 

Figure 77: Authorization Level 2 Confirmation 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

Summary Page 

1.  

Action -  

icon 

Icon No Click to view history or past 

activities against this application. 

2.  

Action -  

icon 

Icon No Click to proceed with verification 

of the application. 

Authorization View 

3.  Decision Radio Button Yes Select Approve radio button to 

Approve the application. 

Select Forward radio button to 

send it to other some other 

employee in the department the 

Documents. 

Select Reject radio button to 

reject the application. 

Select Send Back radio button to 

send it back to the previous 

employee. 

4.  Employee Dropdown List Yes Select the name of the employee 

in case of “Forward” has been 

selected. 

5.  Event  Dropdown List Yes Select as per the authorization 

level in case of “Send Back” has 

been selected. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

6.  Remark Text Field Yes If you want to reject the 

document, then enter Rejection 

Remark. 

7.  Upload Button No Upload document if any. 

8.  Submit 

Assessment 

Button Yes Click to submit the assessment. 

9.  Edit Button No Click to edit the assessment. 

 

 

2.2.5 MUTATION 

The Mutation service is used to register transfer of property. The system will allow transfer 

of property only if all dues are cleared against the property number. 

2.2.5.1 MUTATION OF PROPERTY APPLICATION 

How to Access: Property Tax  Transactions  Self-Assessment  Mutation 

1. Mutation form appears. 
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Figure 78: Mutation Form 

2. Enter the details in the form and click Proceed. 

 

Figure 79: Document Attachment 

3. Document Upload section is enabled. 

4. Click Save Mutation button. 
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5. Mutation application number is generated. 

 

Figure 80: Application No. Generation 

6. Click Proceed. 

7. For Authorization of Property Mutation, please refer to the Section 2.2.5.2. 

 

Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

1.  Enter Property 

No. 

Text Field Yes Enter Property No. 

2.  Old PID No. Text Field No Enter Old PID No. 

3.  Search Button Yes Click the search button. 

Existing Owner Details 

4.  Ownership Type Displayed N/A The system displays the 

ownership type. 

5.  Owner’s Name Displayed N/A The system displays the Owner’s 

Name. 

6.  Gender Displayed N/A The system displays the Gender. 

7.  Relation Displayed N/A The system displays the Relation. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

8.  Guardian Name Displayed N/A The system displays the Guardian 

Name. 

9.  Mobile No. Displayed N/A The system displays the Mobile 

No. 

10.  Email Address Displayed N/A The system displays the Email 

Address. 

11.  Aadhaar No. Displayed N/A The system displays the Aadhaar 

No. 

12.  PAN No. Displayed N/A The system displays the PAN No. 

Land Details 

13.  Old Property No. Displayed N/A The system displays the Old 

Property No. 

14.  Land Type Displayed N/A The system displays the Land 

Type. 

Existing Property Details 

15.  Property 

Address 

Displayed N/A The system displays the Property 

Address. 

16.  Location Displayed N/A The system displays the Location. 

17.  Pin code Displayed N/A The system displays the Pin code. 

Tax Zone Details 

18.  Property Zone Displayed N/A The system displays the Property 

Zone. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

19.  Property Ward Displayed N/A The system displays the Property 

Ward. 

20.  Road Type Displayed N/A The system displays the Road 

Type. 

Transfer Details 

21.  Transfer Type Dropdown List Yes Select Transfer Type from the 

drop-down list. 

22.  Actual Transfer 

Date 

Calendar No Select the Actual Transfer Date. 

23.  Market Value Text Field Yes Enter the Market Value. 

24.  Sales Deed 

Value 

Text Field Yes Enter the Sales Deed Value. 

New Owner Details (First owner will be the primary owner) 

25.  Ownership Type Dropdown List Yes Select Applicable Unit No. from 

the drop-down list. 

Owner Details 

26.  Owner’s Name Text Field Yes Enter the Owner’s Name 

27.  Gender Dropdown List Yes Select the Gender from the drop-

down list. 

28.  Relation Dropdown List Yes Select Relation from the drop-

down list. 

29.  Guardian Name Text Field Yes Enter the Guardian Name 

30.  Mobile No. Text Field Yes Enter the Mobile No. 

31.  Email Address Text Field Yes Enter the Email Address. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

32.  Aadhaar No. Text Field Yes Enter the Aadhaar No. 

33.  PAN No. Text Field Yes Enter the PAN No. 

34.  Proceed Button Yes Click to proceed. Document 

Upload  section will appear. 

35.  Reset Button No Click to clear the form. 

Documents Upload 

36.  Document Name Displayed N/A The name of the document to be 

uploaded is displayed by the 

system. 

37.  Status Displayed N/A If “Optional” is displayed, then 

that document is optional. If 

“Optional” is displayed then that 

document is optional. 

38.  Upload Button Yes Click to upload the document 

from the system. 

39.  Save Mutation Button Yes Click to save application for 

transfer of property. 

 

2.2.5.2 MUTATION VERIFICATION 

the Mutation application will be available to the department user for authorization based on 

the workflow defined in workflow master. For detailed requirement, please refer below: 

2.2.5.2.1 CHECKLIST VERIFICATION 

Department employee who has been assigned for the task of Checklist Verification, will be 

able to see the application in the grid section of the “My Task” page. 
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Figure 81: Checklist Verification - Summary 

1. Click  to view history or past activities against this application. 

2. Click  to proceed with verification of the application. 

To Approve: 

3. Put tick in the checkbox in the Verified column after verifying the document/s 

uploaded by the applicant. 

4. Select Approve radio button. 

 

Figure 82: Checklist Verification Form 1 - Approval 

To Reject: 

5. Leave the checkbox in the Verified column un-ticked and enter Rejection 

Remark. 

6. Select Reject radio button. 
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Figure 83: Checklist Verification Form 1 - Rejection 

To Keep on Hold: 

7. Leave the checkbox in the Verified column un-ticked. 

8. Select Hold radio button. 

 

Figure 84: Checklist Verification Form 1 – On Hold 

 

9. Click Submit. 

10. Successful submission of Checklist Verification is confirmed. 
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Figure 85: Checklist Verification Confirmation 

 

Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

Summary Page 

1.  

Action -  

icon 

Icon No Click to view history or past 

activities against this application. 

2.  

Action -  

icon 

Icon No Click to proceed with verification 

of the application. 

Checklist Verification 

3.  Service Name Displayed N/A The system displays the Service 

name against which the 

application has been submitted. 

4.  Applicant Name Displayed N/A The system displays the Applicant 

Name. 

5.  Application ID Displayed N/A The system displays the 

Application ID. 

6.  Application Date Displayed N/A The system displays the 

Application Date. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

7.  Document Name Displayed N/A The system displays the 

Document Name. 

8.  Document 

Status 

Displayed N/A The system displays the 

Document Status. 

9.  File Name File Yes Click to open review the 

document submitted by the 

applicant. 

10.  Verified Checkbox Yes Put tick in the checkbox if the 

document is verified. Keep it un-

ticked if the document is not 

verified or you do not approve 

the document submitted. 

11.  Rejection 

Remark 

Text Field Yes If you want to reject the 

document, then enter Rejection 

Remark. 

12.  Status Radio Button Yes Select Approve radio button to 

Approve the Documents. 

Select Reject radio button to 

reject the Documents. 

Select Hold radio button to keep 

the application on hold. 

13.  Submit Button Yes Click to submit the checklist 

verification report. 

14.  Back Button No Click to go to the previous page. 
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2.2.5.2.2 AUTHORIZATION LEVEL 1 

Department employee who has been assigned for the task of Authorization Level 1 for a 

particular service, will be able to see the application in the grid section of the “My Task” 

page. 

 

Figure 86: Authorization level 1 - Summary 

1. Click  to view history or past activities against this application. 

2. Click  to proceed with verification of the application. 
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Figure 87: Authorization Level 1 – Form 1 
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To Approve The Application: 

 Select Approve radio button. 

 Enter Remark. 

 Upload document if any. 

 

Figure 88: Authorization Level 1 – Form 2 - Approval 

To Reject The Application: 

 Select Reject radio button. 

 Enter Remark. 

 Upload document if any. 

 

 

Figure 89: Authorization Level 1 – Form 2 - Rejection 

To The Application to other Department Employee: 

 Select Forward radio button. 

 Select Employee name. 

 Enter Remark. 

 Upload document if any. 
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Figure 90: Authorization Level 1 – Form 2 - Forward 

To The Application to other Department Employee: 

 Select Send Back radio button. 

 Select Event name. 

 Enter Remark. 

 Upload document if any. 

 

Figure 91: Authorization Level 1 – Form 2 – Send Back 

3. Click Save Mutation button. 

4. Successful submission of Authorization is confirmed. 

 

Figure 92: Authorization Level 1 Confirmation 

5. Public Notice is generated. 
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Figure 93: Public Notice 

Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

Summary Page 

1.  

Action -  

icon 

Icon No Click to view history or past 

activities against this application. 

2.  

Action -  

icon 

Icon No Click to proceed with verification 

of the application. 

Authorization View 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

3.  Decision Radio Button Yes Select Approve radio button to 

Approve the application. 

Select Forward radio button to 

send it to other some other 

employee in the department the 

Documents. 

Select Reject radio button to 

reject the application. 

Select Send Back radio button to 

send it back to the previous 

employee. 

4.  Employee Dropdown List Yes Select the name of the employee 

in case of “Forward” has been 

selected. 

5.  Event  Dropdown List Yes Select as per the authorization 

level in case of “Send Back” has 

been selected. 

6.  Remark Text Field Yes If you want to reject the 

document, then enter Rejection 

Remark. 

7.  Upload Button No Upload document if any. 

8.  Submit 

Assessment 

Button Yes Click to submit the assessment. 

9.  Edit Button No Click to edit the assessment. 
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2.2.5.2.3 OBJECTION ENTRY 

After scrutiny level 1, the user needs to do objection entry to proceed further with 

department process. 

How to Access: Administrative Setup  Other Tools  Objection  Objection Entry 

1. Objection Summary page appears. 

 

Figure 94: Objection Summary 

2. Select Department, Objection Type, Reference No, and Objection on. 

3. Click Search and result will appear in the grid section as per the search criterion 

entered. 

4. Click View icon  to view details of existing Tax details. 

5. Click Add button to create Tax Master. 

6. Objection Entry form appears. 
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Figure 95: Mutation Form 

7. Enter the details in the form and click Submit. 

8. Objection Application and Objection No. number is generated. 

 

Figure 96: Objection Application & Objection No. Generation 

9. Click Proceed. 

 

Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

Objection/Appeal Issuer Details 

1.  Title Dropdown Yes Select the title from the 

dropdown list. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

2.  First Name Textbox Yes Enter the First Name. 

3.  
Middle Name Textbox No Enter the Middle Name. 

4.  
Last Name Textbox Yes Enter the Last Name. 

5.  Gender Dropdown Yes Select the Gender from the 

dropdown list. 

6.  Mobile No. Textbox Yes Enter the Mobile No. 

7.  Email ID Textbox No Enter the Email ID. 

8.  Aadhaar No. Textbox Yes Enter the Aadhaar No. 

9.  Address Textbox Yes Enter the Address. 

Objection/Appeal Details 

10.  Department Dropdown Yes Select the Department from the 

dropdown list. 

11.  Service Name Dropdown Yes Select the Service Name from the 

dropdown list. 

12.  Objection on Dropdown Yes Select the Objection on from the 

dropdown list. 

13.  Reference No. Textbox Yes Enter the Address. 

14.  Bill no. Textbox Yes Enter the Address. 

15.  Bill Due Date Calendar No Select the Bill Due Date. 

16.  Notice No. Textbox Yes Enter the Address. 

17.  Objection 

Details 

Textbox Yes Enter the Address. 

18.  Location Dropdown Yes Select the Objection on from the 

dropdown list. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

19.  File Upload Button No Click to upload file. 

20.  Submit Button Yes Click to save the record. 

21.  Reset Button No Click to clear the data entered in 

the form. 

 

2.2.5.2.4 HEARING DATE & TIME ENTRY 

Department employee who has been assigned for the task of Hearing Date Entry for a 

particular service, will be able to see the application in the grid section of the “My Task” 

page. 

 

Figure 97: Hearing - Summary 

1. Click  to view history or past activities against this application. 

2. Click  to proceed with verification of the application. 
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Figure 98: Authorization Level 1 – Form 1 

3. Enter the details in the form and click Submit. 

---- 

4. Hearing/Inspection No. is generated. 

 

5. Click Proceed. 

 

 

Field Descriptions 
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Sr. 

No. 
Field Label Data Type Mandatory Description 

Objection/Appeal Issuer Details 

1.  Title Dropdown Displayed The system displays the title. 

2.  First Name Textbox Displayed The system displays the First 

Name. 

3.  
Middle Name Textbox Displayed The system displays the Middle 

Name. 

4.  
Last Name Textbox Displayed The system displays the Last 

Name. 

5.  Gender Dropdown Displayed The system displays the Gender. 

6.  Mobile No. Textbox Displayed The system displays the Mobile 

No. 

7.  Email ID Textbox Displayed The system displays the Email ID. 

8.  Aadhaar No. Textbox Displayed The system displays the Aadhaar 

No. 

9.  Property 

Address 

Textbox Displayed The system displays the Property 

Address. 

Objection/Appeal Details 

10.  Department Dropdown Displayed The system displays the 

Department Name. 

11.  Service Name Dropdown Displayed The system displays the Service 

Name. 

12.  Objection on Dropdown Displayed The system displays the 

Objection on 

13.  Reference No. Textbox Displayed The system displays the 

Reference No. 

14.  Bill no. Textbox Displayed The system displays the Bill no. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

15.  Bill Due Date Calendar Displayed The system displays the Bill Due 

Date 

16.  Notice No. Textbox Displayed The system displays the Notice 

No. 

17.  Objection 

Details 

Textbox Displayed The system displays the 

Objection Details 

Inspection/Hearing Scheduling 

18.  Inspection/Heari

ng Scheduling 

Radio Button No Select by clicking inside the radio 

button: 

Inspection or Hearing. 

19.  Date & Time Date & Time 

Picker 

Yes Select the date and time. 

20.  Submit Button Yes Click to save the record. 

21.  Reset Button No Click to clear the data entered in 

the form. 

 

2.2.5.2.5 HEARING DETAILS ENTRY 

Department employee who has been assigned for the task of Hearing Details Entry for a 

particular service, will be able to see the application in the grid section of the “My Task” 

page. 
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Figure 99: Hearing Details Entry - Summary 

1. Click  to view history or past activities against this application. 

2. Click  to proceed with verification of the application. 

 

Figure 100: Hearing Details Entry Form 

3. Enter the details in the form and click Submit. 

 



UM for Property Tax Management – State Urban Development Agency – Government of Chhattisgarh   

User Manual – SUDA   Page 129 of 150 

Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

Objection/Appeal Issuer Details 

1.  Title Dropdown Displayed The system displays the title. 

2.  First Name Textbox Displayed The system displays the First 

Name. 

3.  Middle Name Textbox Displayed The system displays the Middle 

Name. 

4.  Last Name Textbox Displayed The system displays the Last 

Name. 

5.  Gender Dropdown Displayed The system displays the Gender. 

6.  Mobile No. Textbox Displayed The system displays the Mobile 

No. 

7.  Email ID Textbox Displayed The system displays the Email ID. 

8.  Aadhaar No. Textbox Displayed The system displays the Aadhaar 

No. 

9.  Property 

Address 

Textbox Displayed The system displays the Property 

Address. 

Objection/Appeal Details 

10.  Department Dropdown Displayed The system displays the 

Department Name. 

11.  Service Name Dropdown Displayed The system displays the Service 

Name. 

12.  Objection on Dropdown Displayed The system displays the 

Objection on 

13.  Reference No. Textbox Displayed The system displays the 

Reference No. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

14.  Bill no. Textbox Displayed The system displays the Bill no. 

15.  Bill Due Date Calendar Displayed The system displays the Bill Due 

Date 

16.  Notice No. Textbox Displayed The system displays the Notice 

No. 

17.  Objection 

Details 

Textbox Displayed The system displays the 

Objection Details 

Hearing Details 

18.  Name of Hearing 

Authority 

Textbox Yes Enter the details of the Hearing 

Authority. 

19.  Hearing 

Remarks 

Textbox Yes Enter the details of the Hearing 

Authority. 

20.  Selection Radio Button No Select by clicking inside the radio 

button: 

Owner or Representative. 

21.  Name of Person Textbox Yes Enter the Name of Person 

22.  Hearing Status Dropdown List Yes Select the Hearing Status from 

the dropdown list. 

23.  Mobile No Textbox Yes Enter the Name of Person 

24.  Email ID Textbox No Enter the Name of Person 

25.  Submit Button Yes Click to save the record. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

26.  Reset Button No Click to clear the data entered in 

the form. 
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2.2.5.2.6 HEARING ORDER PRINTING 

Department employee who has been assigned for the task of Hearing Order Printing for a 

particular service, will be able to see the application in the grid section of the “My Task” 

page. 

1. Enter Property Number or Old Property Number. 

2. Click Search.  

3. Hearing Order Printing form appears. 

 

Figure 101: Hearing Order Printing 

4. Enter the details in the form and click Submit. 

5. Hearing Order is generated. 
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Figure 102: Hearing Order 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

Objection/Appeal Issuer Details 

1.  Select Option Radio Button Yes Select by clicking inside the radio 

button: 

Single/Multiple or All. 

2.  Department Dropdown Yes Select the Department from the 

dropdown list. 

3.  
Objection Type Dropdown Yes Select the Objection Type from 

the dropdown list. 

4.  
Selection 

Criteria 

Dropdown Yes Select the Selection Criteria from 

the dropdown list. 

5.  Zone Dropdown Yes Select the Zone from the 

dropdown list. 

6.  Ward Dropdown Yes Select the Ward from the 

dropdown list. 

7.  Financial Year Dropdown Yes Select the Financial Year from the 

dropdown list. 

8.  Search Button Yes Click to search the objection 

details. 

Objection Details 

9.  Sr. No. Textbox Displayed The system displays the Sr. No. 

10.  Objection No Textbox Displayed The system displays the 

Objection No 

11.  Objection Date Calendar Displayed The system displays the 

Objection Date 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

12.  Owner Name Textbox Displayed The system displays the Owner 

Name 

13.  Objection Type Textbox Displayed The system displays the Owner 

Type 

14.  Objection Status Objection Displayed The system displays the 

Objection Status 

15.  Hearing Date Calendar Displayed The system displays the Hearing 

Date 

16.  Hearing Time Time Picker Displayed The system displays the Hearing 

Time 

17.  Action Button Yes Click to generate Hearing Order. 

 

 

2.3 TOOLS 

2.3.1 DATA ENTRY SUITE 

The data entry suit is used by the department person to register the new property and to 

record the property wise arrears for last five years. This tool facilitates manual entry for 

property details. 

How to Access: Property Tax  Transactions  Data Entry Suite 

1. Data Entry summary page appears. 
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Figure 103: Property - Data Entry Suit Summary 

1. Enter Property No. and Old PID or Owner Name and Mobile No. or Property 

Zone and Property Ward to search already added property. 

2. Click Search and result will appear in the grid section as per the search criterion 

entered. 

3. Click View icon  to view details of property. 

4. Click Add button to open Data Entry Suite form. 

5. Data Entry Suite form appears. 
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Figure 104: Property - Data Entry Suit Form 

6. Enter the details in the form and click Proceed to View. 

7. Data Entry Form View page appears. 
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Figure 105: Property - Data Entry Suit Form View 

8. Document Upload section is enabled. Upload required document. 

9. Click Edit to modify details in the form if required. 

10. Click Submit to proceed. 

11. Property Number is generated. 
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Figure 106: Property Number Generation 

12. Click Proceed. 

13. For authorization process, refer to the section 2.2.1.2 

 

2.3.1.1 ADD TAX ARREARS 

1. In the Data Entry Suite form click Add Arrear Entry button. 
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Figure 107: Property - Data Entry Suit– Add Arrears 

2. Outstanding Amount page appears. 
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Figure 108: Property - Data Entry Suit – Add Arrears – Outstanding Amount 

3. Select the Financial Year and click Proceed. 

4. Tax Entry grid section appears. Enter the Arrear Amount. 

5. Click Next. 

6. Complete property details page appears with option to upload documents. 
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Figure 109: Property - Data Entry Suit – Add Arrears – Upload Document 

7. Upload required documents. 

8. Click Edit to modify details in the form if required. 

9. Click Submit to proceed. 

10. Confirmation message appears. 



UM for Property Tax Management – State Urban Development Agency – Government of Chhattisgarh   

User Manual – SUDA   Page 143 of 150 

 

Figure 110: Property - Data Entry Suit – Add Arrears – Confirmation 

 

Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

Ownership Detail 

1.  Ownership Type Dropdown List Yes Select Ownership Type from the 

drop-down list. 

Owner Details 

2.  Owner’s Name Text Field Yes Enter the name of the Owner. 

3.  Gender Dropdown List Yes Select Gender from the drop-

down list. 

4.  Relation Dropdown List Yes Select Relation from the drop-

down list. 

5.  Guardian Name Text Field Yes Enter the name of the Guardian. 

6.  Mobile No. Text Field Yes Enter the Mobile No. 

7.  Email Address Text Field No Enter the Email Address. 

8.  Aadhaar No. Text Field No Enter the Aadhaar No. 

9.  PAN No. Text Field No Enter the PAN No. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

10.  Plus & Minus 

Signs 

Icon N/A 
Click  icon to add more rows 

in case of multiple owner types. 

Click  icon to remove rows. 

Land Details 

11.  Old Property No. Text Field Yes Enter the Old Property No. 

12.  Land Type Dropdown List No Select Land Type from the drop-

down list. 

Based on the selection of Land 

Type, the following fields will 

change. 

13.  District Dropdown List Conditional Select District from the drop-

down list. 

14.  Tehsil Dropdown List Conditional Select Tehsil from the drop-down 

list. 

15.  Village Dropdown List Conditional Select Village from the drop-

down list. 

16.  Moholla Dropdown List Conditional Select Moholla from the drop-

down list. 

17.  Block/Sheet Dropdown List Conditional Select Block/Sheet from the 

drop-down list. 

18.  Plot No. Text Field Conditional Enter the Plot No. 

Property Address Details 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

19.  Property 

Address 

Text Field Yes Enter the Property Address. 

20.  Location Dropdown List Yes Select Location from the drop-

down list. 

21.  Pin code Text Field Yes Enter the Pin code. 

22.  Correspondence 

address details 

same as the 

above 

Checkbox Yes Put tick mark inside the checkbox 

if the above address is same as 

the correspondence address. 

Untick the checkbox if the above 

address is not same as the 

correspondence address. In this 

case, provide the correspondence 

address in the given form. 

 

Tax Zone Details 

23.  Property Zone Dropdown List Yes Select Property Zone from the 

drop-down list. 

24.  Property Ward Dropdown List Yes Select Property Ward from the 

drop-down list. 

25.  Road Type Dropdown List Yes Select Road Type from the drop-

down list. 

Building Details 

26.  Date Of 

Acquisition 

Calendar Yes Select the Date Of Acquisition. 

27.  Total Plot Area 

(in sq. ft.) 

Text Field Yes Enter the Total Plot Area in sq. ft. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

Floor Details 

28.  Year Dropdown List Yes Select the financial year from the 

dropdown list. 

29.  Sr. No. Displayed N/A The system displays the Sr. No. 

30.  Floor No. Dropdown List Yes Select the Floor No. from the 

dropdown list. 

31.  Construction 

Completion Date 

Calendar Yes Select the Construction 

Completion Date from the 

Calendar. 

32.  Construction 

Type 

Dropdown List Yes Select the Construction Type 

from the dropdown list. 

33.  Usage Type Dropdown List Yes Select the Usage Type from the 

dropdown list. 

34.  Built-up Area Text Field Yes Enter the Built-up Area in sq. ft. 

35.  Plus & Minus 

Signs 

Icon N/A 
Click  icon to add more rows. 

Click  icon to remove rows. 

Additional Unit Details 

36.  Occupancy Type Dropdown List Yes Select the Occupancy Type from 

the dropdown list. 

37.  Occupier Name Text Field Yes Enter the name of the occupier. 

38.  Property Type Dropdown List No Select the Usage Type from the 

dropdown list. 

Floor Specific Additional Information 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

39.  Is Rebate 

Applicable? 

Radio Button Yes Select “Yes” if rebate is 

applicable. Select “No” if rebate 

is not applicable. 

40.  Select 

Applicable Unit 

No. 

Dropdown List Yes If “Yes” has been selected for 

rebate, then select Applicable 

Unit No. from the drop-down list. 

41.  Factor Value Dropdown List Yes If “Yes” has been selected for 

rebate, then select Factor Value 

from the drop-down list. 
42.  Plus & Minus 

Signs 

Icon N/A 
Click  icon to add more rows. 

Click  icon to remove rows. 

43.  Is Water 

Connection 

Facility 

Applicable? 

Radio Button Yes Select “Yes” if Water connection 

is applicable. Select “No” if Water 

connection is not applicable. 

44.  Select 

Applicable Unit 

No. 

Dropdown List Yes If “Yes” has been selected for 

water connection facility, then 

select Applicable Unit No. from 

the drop-down list. 

45.  Factor Value Dropdown List Yes If “Yes” has been selected for 

water connection facility, then 

select Factor Value from the 

drop-down list. 

46.  Plus & Minus 

Signs 

Icon N/A 
Click  icon to add more rows. 

Click  icon to remove rows. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

47.  Is Exemption 

Applicable? 

Radio Button Yes Select “Yes” if Exemption is 

applicable. Select “No” if 

Exemption is not applicable. 

48.  Select 

Applicable Unit 

No. 

Dropdown List Yes If “Yes” has been selected for 

exemption, then select Applicable 

Unit No. from the drop-down list. 

49.  Factor Value Dropdown List Yes If “Yes” has been selected for 

exemption, then select Factor 

Value from the drop-down list. 

50.  Plus & Minus 

Signs 

Icon N/A 
Click  icon to add more rows. 

Click  icon to remove rows. 

51.  Proceed Button Yes Click to proceed. Document 

Upload  section will appear. 

52.  Reset Button No Click to clear the form. 

Administrative Details 

53.  Tax Collector 

Assignee 

Dropdown List Yes Select the department person 

name for assigning tax collection 

task. 

54.  Proceed to View Button Yes Click to proceed. 

55.  Add Arrears 

Entry 

Button Yes Click to add arrear details. 

Add Tax Arrears 

56.  Financial Year Dropdown List Yes Select the Financial Year from the 

drop-down list. 
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Field Descriptions 

Sr. 

No. 
Field Label Data Type Mandatory Description 

57.  Old Property No. Displayed N/A If there is an Old Property No., 

the system displays it. 

58.  Proceed Button Yes Click to proceed. 

59.  Arrears Text Field Yes Enter the arrear amount in 

numeric numbers. 

60.  Next Button Yes Click to proceed. 

61.  Back Button No Click to go to the previous page. 

Document Upload 

62.  Document 

Description 

Text Field No Enter the name of the document. 

63.  Upload Button No Click to upload the document 

from the system. 

64.  Submit Button Yes Click to submit the from. 

Property number will be 

generated. 
65.  Edit Button No Click to edit the data. 

66.  Proceed Button Yes Property number will be 

generated. 
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2.3.1.2 DATA ENTRY SUIT VERIFICATION 

The registered property will be available to department user for authorization based on the 

workflow defined in workflow master. For detailed requirement, please refer to the section 

2.2.1.2 


