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About this manual  
 

Advertisement tax system aims to improve the problem associated with manual maintenance of 

information related to tax and renewal fees collection the application computerizes the Advertisement 

taxes process by maintaining the master data, agreement details and Fees/Tax collection information. It 

generates the demand automatically every year and sends the data to collection section for collecting 

the fees 

 

Conventions  
 

 The Following table describes the conventions used in this manual 

  

Note:  

Note provides extra information about a step or concept. 

Notes are contained in grey boxes. 

UI Element To describe screen elements such as buttons, drop-down 

lists, the name of the element is in bold. 

References All references are in italics. Reference also contain 

hyperlinks and help you to quickly navigate to related 

content 

Navigation > 

Arrow ‘>’ notation describes the flow of navigation in the 

application. For example, the following navigation means 

“on the Left Panel, Click Application and then click 

Collection.” 

 Left  Panel > Applicat ion >Collect ion 

 

 

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

contact@egovernments.org 

Roles Involved in the system 
 

Different roles are involved in creating a new advertisement tax. 

 

  Table1: Roles in process. 

Role Description 

Clerk Creates advertisement tax and forwards it to next level 

for validation 

TPBO or TPO  Approves the advertisement tax and sends it to 

Commissioner/Approving Authority 

Collection Operator Collects the payment and creates the receipt, and gives it 

to customer 

Commissioner/Approving 

Authority 

Approved the license 

 

 

Signing in to the system  
 

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

To sign in: 

1. Enter the ULBName.emunicipal.ap.gov.in URL  in the internet browser. The 

Sign in  page appears, as shown in FIGURE 1. 

Figure 1: Signing into Advertisement Tax 
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After the signing in to the system with employee user credentials the home screen of advertisement tax 

appears  

As shown in the Figure in 2 
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Create New Advertisement ta   

 

 

 

 

 

 

 

Transactions  
 

Create New Advertisement Tax  
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A permission letter (i.e. license certificate) issued by the ULB to an individual to carry out Advertisement 

Tax in the said premises. 

To create advertisement, perform the following steps: 

1. Open Create New Advertisement  screen, using the fol lowing 

navigation 

Left Panel  > Applications >Advert isement Tax > 

Transact ions > Create Advert isement Tax. 

 



9 

 

 

Note: Enter the all * mandatory fields 

Enter details in create new advertisement screen as described below. 
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Advertisement Details  

Category  Select the category of the advertisement of the 

category from the drop down  

Sub category  Select the sub category of the advertisement 

from drop down. 

Class  Select the class from drop  

TPBO/ RI Number  Select the TPBO / RI number from drop down 

Electricity Number  Enter the electricity number 

Structure Type  Select the structure type radio button 

Property Type Select the property type from drop down 

Permission Details  

Application Number  Enter the application Number 

Application Date  Enter the application Date 

Agency  Enter the agency name 

Advertiser Enter the advertiser 

Ad Particulars  Add the advertiser ad particulars 

Owner Details  Enter the owner details 

Permission Starting Date  Select the permission starting date from calendar 

Permission End Date  Select the permission end date from calendar 

Duration of AD Enter the deration of the advertisement 

Locality 

Property Assessment Number  Enter the assessment number of the property  

Locality  Select the locality from drop down  

Revenue Ward  Select the revenue ward number from drop 

down  

Block  Select the block number from drop down 

Street  Select the street name from drop down 

Election ward  Select the election ward number from drop 

down  

Address Enter the address 

Structure  

Measurement(Number/SqMt/Sqft/vol)  Enter the measurements in Sqmt/Sqft/ Vole 

Unit of Measurement  Enter the unit of measurement. 

Length Enter length  

Width Enter Width 

Total height of Structure  Enter the total height of structure  

Tax Fee Details  

Current Year Tax Enter the current year tax  

Encroachment Fee Enter the encroachment fee 

Procession Details  

Approver Department  Select the approver department name from drop 

down  

Approver Designation  Select the approver designation  name from 

drop down 

Approver  Select the approver name from drop down  

Comments  Enter the remarks for the approver 
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Work flow for the creating New Advertisement Tax 
 

The following diagram shows the review workflow for the new advertisement tax. 

 

 

Once the new property details entered and forwarded by the CSC Operator/Meeseva Operator/Citizen from 

Portal, the following steps should performed.  

1. The application initiated by CSCUSER.  

2. JA / SA Reviews the details, analyzes the remarks, and forwards for approval to the 

commissioner. 

3. Commissioner approves application and digitally signs the certificate 

Note: Transaction is closed once the application approved or rejected. 

 

Create Legacy Advertisement Tax 
 

To Create Legacy Advertisement Tax perform the following steps 

1. Open Create Legacy Advertisement Tax screen by using the following navigation 

 

Left Panel  > Applicat ions > Advert isement Tax > 

Transactions > Create Legacy Advert isement Tax 

A create legacy advertisement tax screen appears as shown following figure 

• Submit the 
application

CSC Operator

• Verify 
Details

JA/SA

• Approve 
Application

Commissioner
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Enter details in create new advertisement screen as described below. 

Field  Description  

Advertisement Details   

 Category  Select the category from drop down 

 Subcategory  Select the subcategory from drop down  

 Class  Select the class from drop down 

 TPBO/RI Number Enter the TPBO/RI Number 

Electricity Number Enter the Electricity Number 

Structure Type Select the radio button of structure type  
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Property Type  Select the property type  

Permission Details  

Application Number  Enter the application number 

Application Date  Select the application date from calendar 

Permission Number  Enter the permission number 

Permission Date  Select the permission date from calendar  

Agency  Enter the agency name  

Advertiser Enter the advertiser name 

Add Particulars    Enter the advertisement particulars  

Owner Details  Enter the owner details 

Permission Starting Date  Select the permission starting date from drop 

down  

Permission Ending Date  Select the permission ending date from drop 

down  

Duration of Ad Select the duration of the add from drop down  

Locality  

Property Assessment No  Enter the property assessment number  

Locality  Select the locality from drop down 

Revenue Ward  Select the revenue ward number from drop 

down  

Block  Select the block number form drop down 

Street  Select the street name from drop down  

Election Ward  Select the election ward number from drop 

down 

Address Enter the address of the advertisement  

Structure   

Measurement(Number/SQMt/Sqft/vol) Enter the measurement  

Unit of Measurement  Select the unit of measurement from drop 

down  

Length Enter the length of structure  

Width  Enter the width of structure  

Total Height of Structure  Enter the total height of structure  

Tax /Fee Details  

Current Tax  Enter the current tax amount  

Encroachment Fees   Enter the encroachment fees  

Tax/Fee Fully Paid for Current Year  Select the radio button of tax fully paid for 

current year  

Arrears Tax /Fee Details   

Pending tax as on 31/03/2018 Enter the amount pending tax  

 

Entering the all * mandatory fields click on submit button,  

On clicking on submit button the new window appears as shown in below figure.  
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Update Legacy Advertisement Tax 
 

To update the legacy advertisement tax perfume the following steps  

1. Open Update Legacy Advertisement Tax screen by using the following navigation 

 

Left Panel  > Applications > Advert isement Tax > 

Transact ions > Create Legacy Advert isement Tax 

 

 A update legacy advertisement tax page appears as shown in below figure 

 

You can search for a Updated legacy advertisement tax by filtering through the list of records in the 

system. You can search using the following categories: 

1) Agency Name 

2) Advertisement number  

3) Application No 

4) Permission Number  

5) Application Date 
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6) Application To Date 

7) Category  

8) Sub category  

9) Locality 

10) Ward  

11) TPBO/RI 

12) Owner Details 

 

 

To update the advertisement number select from action column EDIT button. 
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Update the advertisement details and click on submit button.  

Once clicking on submit button acknowledge page appears as shown in below figure. 

 

Deactivate the Advertisement  
 

Closing of an already registered advertisement tax in the said premises.  

 

To deactivate the advertisement tax, perform the following steps in commissioner Login:- 

 

1. Open Search Advertisement Tax screen, using the fol lowing 

navigation 

Left Panel  > Applications > Advert isement Tax> 

Transact ions > deact ivate advert isement tax 

A search advertisement page appears, as shown in following figure 
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In Action Select, Deactivate Option.  It will open the details of the advertisement.  Enter deactivation 

Remarks and deactivation date click on submit.  Application for Deactivate advertisement tax will 

created. 
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Search advertisement tax  
 

You can search for a License by filtering through the list of records in the system. You can search using 

the following categories: 

1) Agency Name 

13) Advertisement number  

14) category 

15) sub-category 

16) locality 

17) ward 

18) TPBO/RI No. 

19) Owner Details 

To Search , perform the following steps: 

2. Open a Search advertisement screen, by using the following navigation. 

Left Panel > Applications > Advertisement Tax > Transactions > Search 

Advertisement Tax. 
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Collect Advertisement Tax  
 

 Perform the following steps to collect the Advertisement Tax 

   Open Collect Tax screen from following navigation 

Left Panel  > Applications > Advert isement Tax > 

Transact ions> Collect Advert isement Tax 

A collect Advertisement tax page appears as shown below figure 

 

 

You can search for a License by filtering through the list of records in the system. You can search using 

the following categories 

1) By Agency/ Advertisement 

2) Agency name  

3) Advertisement Number  

4) Category  

5) Sub-category  

6) Locality  

7) Ward  

8) TPBO/RI Number 

9) Owner Details 

Enter the any of the filter criteria and click in search. From search result action column click on collect button  
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Select the particular advertisement tax and click on collect. 

Note: Partial payments are not allowed. 

Once payment successfully done system generates the receipt. 

Masters 
 

Agency  
 

To view the Category options,  

1. Click Agency on Masters  pane, as shown in 

A Agency  pane appears, as shown in 
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Create Agency  
 

To Create Advertisement agency, perform the following steps: 

1. Open Create Agency  screen, using the following navigation.  

Left Panel > Applications > Advertisement Tax> Masters > Agency > Create 

Agency 

A Create Agency page appears, as shown in 

 

 

 

Agency details  

Field  Description  

Agency Code Enter the agency code  

Agency Name Enter the agency Name 

Agency SSID Enter the Agency SSID 

Deposit Amount  Enter the deposit Amount  

Mobile Number  Enter the Mobile Number 

Email ID Enter the Email ID 

Address Enter the address  

Status Select the status of the advertisement tax 

 

 

Search/Edit agency  
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1. Open Search Agency  screen, using the following navigation.  

Left Panel > Applications > Advertisement Tax> Masters > Agency > search 

Agency 

A Search Agency page appears, as shown in 

 

Select the agency Name from drop down and click on view button. 

 

Clicking view button agency details appears as shown below. 

 

 
To edit the Agency select the agency name from drop down and click on the Edit button. 

Clicking on the edit button the following page appears. 
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Edit the agency details and click on submit button,  

 
 

 

TPBO 
 

To view the TPBO options,  

1. Click TPBO on Masters  pane, as shown in 

A TPBO pane appears, as shown in 

 

To Create TPBO, perform the following steps: 

1. Open Create TPBO screen, using the following navigation. 

Left Panel > Applications > Advertisement Tax> Masters > TPBO> Create TPBO 

A Create TPBO page appears, as shown in 
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Enter the TPBO Name, check the active and enter the code of the TPBO select the submit button. 

 

Search/Edit TPBO 
 

To search/ Edit TPBO, perform the following steps: 

1. Open search/Edit  TPBO screen, using the following navigation.  

Left Panel > Applications > Advertisement Tax> Masters > TPBO> search TPBO 

A search TPBO page appears, as shown in 

 

 

To view the TPBO details select the TPBO details from drop down and click on view button. 

 

 

To edit the existing TPBO details select the TPBO Name from drop down and click on EDIT button 
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By clicking the edit button below image appears. 

 

Penalty Rates  
 

To change penalty rates, perform the following steps: 

1. Open Penalty rates screen, using the following navigation.  

Left Panel > Applications > Advertisement Tax> Masters > Penalty Rates > 

Change Penalty Rates. 

A Penalty Rates page appears, as shown in 

 

 

Schedule of Rate  
 

 

To Schedule of Rate, perform the following steps: 

1. Open schedule of Rate screen, using the following navigation.  

Left Panel > Applications > Advertisement Tax> Masters > Schedule of Rate> 

search schedule of Rate. 
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A Schedule of Rate page appears, as shown in 

 

Selecting any of the search criteria and click on search button. 

Clicking on the search button following page appears. 

 

 

 

Create schedule of Rate 
 

To Create schedule of Rage, perform the following steps: 

1. Open create schedule of Rate screen, using the following navigation.  

Left Panel > Applications > Advertisement Tax> Masters > Schedule of Rate> 

create schedule of Rate. 

A create Schedule of Rate page appears, as shown in 
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To create the schedule of rate select the mandatory fields from drop down and click on search button. 

Reports 
 

                   To view the Report options,  

1. Click Reports  pane, a Reports  pane appears, as shown in 

 

Advertisement Collection Report 
 

To generate Advertisement Collection Report, go through the following navigation: 

Left Panel > Applications > Advertisement Tax > Reports >Advertisement 

Collection Report 

An Advertisement Collection Report page appears, as shown below  
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Advertisement demand and collection report gives the following details. 

1) Advertisement Number. 

2) Application Number. 

3) Agency. 

4) Owner Details. 

5) Hoarding Status. 

Report can generated for any or all of the following 

  1) Agency Name  

2) Advertisement Number 

3) Application Number 

4) Application From Date 

5) Application To Date. 

6) Category  

7) Sub- Category 

8) Locality 

9) Ward 

10) TPBO/RI Number 

11) Owner Details 

12) Advertisement Status 

After selecting the required parameters and click on search to generate the report 

Report will look like this. 
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Agency wise Collection Report 
 

To generate Agency Wise Collection Report, go through the following navigation: 

Left Panel > Applications > Advertisement Tax > Reports > Base Register Report 

An Agency Wise Collection Report page appears, as shown below:  

 

Agency wise demand and collection report gives the following details. 

 1) Agency  

2) Number of hoarding  

3) Penalty amount  
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4) Additional tax (Service Tax and Cesses) 

5) Total Demand  

6) Collected Amount  

7) Pending Amount 

Report can generated following search criteria  

1) Agency Name 

2) Owner details  

3) Category  

4) Sub-category 

5) Locality 

6) Ward 

After selecting the required parameters and click on search to generate the report 

Report will look like this. 
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