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VALUATION – Ownership Verification 

3. 



THE PROCESS 

 

  



4. VALUATION MANAGEMENT – OWNERSHIP VERIFICATION 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

STEP: 01 Click On this Icon in ERP Page 

STEP: 02 Login using your user name 

and password to the system 



  

STEP: 03 Then click on Ownership 

Verification  

STEP: 04 Select Assessmnt Numbers  

01 02 

03 04 05 



 

01. Select Action  

02. Add New Record  

03. Search Property Using Application Name 

04. Search Property Using Phone Number  

05. Search Button 

 

 

 

 

  

  

STEP: 05 Then click on Add Record  



  

 

 

 

 

 

 

 

 

 

 

01. Select Ward Number 
02.  Select Street 
03.  Select Valuation Type 
04.  Add plan Number 
05.  Add LOT Number 
06.  Add COC Number 
07.  Select COC Date 
08.  Add Address  

  

STEP: 06 Add a New Property 

Information   
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STEP: 07 Add an Application 

Information   



 

 

 

 

 

 

 

01. Add Applicant Name 

02. Add Applicant Address 

03. Add Phone Number 

04. Select Reference Date 

05. Select Status (Ex: Inspection) 

06. Select Type (Ex: Permanente) 

07. Add Temporary  File number 

08. Add comments of Management Assistant 

09. Select Assigned To  
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STEP: 08 Click on Save Button  



5. VALUATION OFFICER  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can find a property using: 

01. Assigned To  

02. File Number  

03. Ward Number 

04. Street 

05. Split Count 

06. Status   

 

 

 

 

 

 

 

 

STEP: 09 find a File  

STEP: 10 select a File 



<<< Click Here  

STEP: 11 Check Property Information  

(***AFTER VISIT***) 



    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

STEP: 12 Click on Valuation  

STEP: 13 Then Click on Edit   



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

01. Select Date of Inspection  

02. Enter Building Application No 

03. Click on check Box (if Supplied Electricity) 

04. Click on check Box (if Supplied Water) 

05. Click on check Box (if Supplied Drainage) 

06. Add Number of SQ.FT covered by building  

07. Add Rate per SQ.FT 

08. Select Occupied By  

09. Add Tenant Name 

10. Add Monthly Rent 

11. Select Deadline of payment  

12. Add Chief Valuation Inspector Comments 

13. Add Valuation Inspector comments  

 

 

 

STEP: 14 add Valuation Inspection 

Information   

1 2 

5 

3 4 

7 

6 

9 

11 

8 

10 

12 

13 



 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

STEP: 15 Assigned to Chief Valuation 

Officer  

STEP: 16 Click on Save Button   



6. CHIEF VALUATION OFFICER  
 

 

 

 

 

 

 

 

  

STEP: 17 select a File  

<<< Click Here  

STEP: 18 Check Property Information  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP: 19 Click on Valuation  

STEP: 20 Then Click on Edit   



 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP: 21 Assigned to Accountant  

STEP: 22 Click on Save Button   



7. ACCOUNTANT   
 

 

 

 

 

 

 

 

  

STEP: 23 select a property   

<<< Click Here  

STEP: 24 Check Property Information  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP: 25 Click on Valuation  

STEP: 26 Then Click on Edit   



 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP: 28 Assigned to Chief Clack   

STEP: 29 Click on Save Button   

STEP: 27 Add Approval   



8. CHIEF CLERK   
 

 

 

 

 

 

 

 

  

STEP: 30 select a property   

<<< Click Here  

STEP: 31 Check Property Information  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP: 32 Click on Valuation  

STEP: 33 Then Click on Edit   



 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP: 35 Assigned to Management 

Assistant    

STEP: 36 Click on Save Button   

STEP: 34 Add Approval   



9. MANAGEMENT ASSISTANT    
 

 

 

 

 

 

 

 

  

STEP: 37 select a property   

<<< Click Here  

STEP: 38 Check Property Information  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP: 39 Click on Post  

STEP: 40 Then Click on Resubmit    

STEP: 41 Click on Save Button   


