Estate Administration

User - Guide



Estate
Administration
Application

Steps
The application is initiated by the office of the Attorney
General on the public portal.

An invoice is generated for the process, payment is made
then the application is submitted.

Director of land valuation receives the application and
approves thus assigning to a valuer.

Valuer computes office report after which the application
is submitted to the director for harmonization.

The director of land valuation approves or rejects the
application.

On approval, the applicant can access the valuation report
and certificate.



Office of the AG
Dashboard



Attorney General Login

The user logs in using their username, password and an OTP sent to their phone

Login

“— ardhisaso

Shamba Lako, Hati Safi!

Identification number

AGO0631

Password

OTP Code

B

Don't have an account. Register here Back to home Forgot your password?



Listing of Services

The dashboard displays the services from which the applicant views Valuation Services

ARSI SHAMBA LAKO, HATI SAFI -
April 30, 2021 i Private account

= ardhisasa

Shamba Lako, Hati Safi!

Hi Office Of The Attorney General, welcome

Home / Dashboard

[ Services
Services
# My Properties

@ My Appointments Search for a Service

(3 My Tickets Q. Find Service

A Notifications

@ Account o —
Land Registration Land Administration
Search Change of User
Transfer Extension of e ciHe)
G WFL.
Lease q\i-\'h/ b{/tc‘;
Charge View More &

Extension of User View More



User selects Estate Administration
The list displayed will show all department processes, user selects asset valuation

9:25:46 AM SHAMBA LAKO, HATI SAFI
i Private account
April 30, 2021
N— .
— ardhisasa .
Shamba Lako, Hati Safi! Home / Dashboard / MoLPP / Valuation

Valuation Services

[ Services

# My Properties Asset Valuation

@ My Appointments Government Agencies Purchase

(3 My Tickets

Government Leasing

A Notifications
Estate Administration

@ Account
Arbitration



New Application
The user clicks on the New Application action button to initiate an application

9:27:01 AM SHAMBA LAKO, HATI SAFI )
Private account
April 30, 2021
N— .
"
tha'r‘n%';.‘alhiga%? afit Home / Dashboard / MoLPP / Valuation / Application

Estate Administration applications New Application

L1 :Services Pending o Ongoing @ Completed 0 Rejected o Cancelled °

# My Properties

Q se
@® My Appointments
(3 My Tickets No. Reference No. Date of submission Elapsed time Status Actions
A Notifications 1 VAL/EAX3CGPWIYTQ Apr 22, 2021, 4:54:48 PM 8 days Ongoing View
2 VAL/EA/JTLBFA1USS Apr 13,2021, 2:37:56 PM 17 days Ongoin: View
© Account : a : S - |
3 VALEA/O11108H50B Apr 13, 2021, 10:10:55 AM 17 days Ongoing
4 VAL/EATYN23XXC626 Mar 22, 2021, 4:30:15 PM a month Ongoing
5 VAL/EA/OB3X50VJU9 Mar 22, 2021, 8:43:29 AM a month Ongoing \'j} z ["‘-QA;}

6 VAL/EA/IOVFESGADSE Mar 19, 2021, 9:52:36 AM a month Ongoing View vy
FT—



Making An Application — FAQs

Defines key terminologies that are used repeatedly in the application

9:28:46 AM SHAMBA LAKO, HATI SAFI :
April 30, 2021 Private account
ril 30,
N— .
——/
~ thar,l,gat_]‘ll,g’?a%gﬁ! Home / Dashboard / MoLPP / Valuation / New Application
Estate Administration : New application
3 Services @ rros © rarcel cetails © rroprietorship details © Documents © \Verification
# My Properties Frequently Asked Questions
@ My Appointments
y What is Estate administration? N
(3 My Tickets
- - It is the process of determining market value of properties belonging to a deceased.
A Notifications p g prop ging
e Account What is development? v

What is land user?

What is letter of offer?

& )
What are loose assets? &

What is valuation certificate?



Making An Application — Parcel Details

Parcel details are keyed in on the provided template

Private account

11:36:37 AM SHAMBA LAKO, HATI SAFI
April 30, 2021
»"'/ Saha':n(bjarllik%CH‘a%gﬁ! Home / Dashboard / MoLPP / Valuation / New Application
Estate Administration : New application
s @ raas @ Parcel details @ Proprictorship details

B iy Properties Application details

@ My Appointments Enter parcel number: *
m My Tickets NAIROBI/BLOCK96/7
‘ Notifications Select if property is developed *

(®) Developed () Undeveloped
e Aceount Enter the type of development *

Office Block

Enter the description of the development

4 storey building. 56 partitioned offices, 10 board rooms

Enter the land user

o Documents

e Verification

Commercial & |

Select if you need valuation report *

(®) Yes

(O No

& N L:,L—Lk;
&
&



Making An Application — Contact Details
The applicant adds a contact person and their contact details

11:38:28 AM SHAMBA LAKO, HATI SAFI e
\—. Private account
April 30, 2021
e .
"
S ga'}bja'lllk%?ﬁ(s]aﬁ! Home / Dashboard / MoLPP / Valuation / New Application
Estate Administration : New application
D Saries ° FAQs o Parcel details e Proprietorship details o Documents e Verification

= My Properties Proprietorship details

@ My Appointments Enter the property contact's name: ~

Deceased ID Number Action
(3 My Tickets Jane James
‘ Notifications Enter the property contact's phone number: *
073586254
O Account 7



Making An Application — Document Upload

Applicant uploads letter of offer and loose assets documents in the recommended format

11:42.51 AM SHAMBA LAKO, HATI SAFI N
\—. Private account
April 30, 2021
N— o
— ardhisasa A -
Shamba Lako, Hati Safi! Home / Dashboard / MoLPP / Valuation / New Application
Estate Administration : New application
e ° FAQs o Parcel details o Proprietorship details o Documents 9 Verification
M My Properties Docinients
@ My Appointments Letter of offer(should be .pdf, .png or jpeg): Loose assets(should be .xisx or .csv):

A Notifications

Additional documents
O Account



Making An Application — Verification

A summary of the application is displayed for verification then submission can be done

11:45:32 AM SHAMBA LAKO, HATI SAFI

= ardhisasa

Shamba Lako, Hati Safi!

] services

# My Properties
@ My Appointments
(3 My Tickets

A Notifications

O Account

April 30, 2021

Home / Dashboard / MoLPP / Valuation / New Application

Estate Administration : New application

o FAQs ° Parcel details

Verification

Parcel Number: NAIROBI/BLOCK96/7

Applicant ID / Registration number
Office Of The Attorney General AGO0631

Deceased ID Number

Kamau Munyua 767676

Land status: Developed

Private account

° Proprietorship details ° Documents e Verification
Contact Person Phone Number
Jane James 0735862547

Land use: Commercial




Confirmation of application submission

The system queries the applicant for confirmation before submission

Are you sure?

Are you sure you want to submit the request?

No Yes




Invoice

The system automatically generates an invoice on successful submission of the application

11:50.26 AM SHAMBA LAKO, HATI SAFI -~
! Private account
April 30, 2021
e— .
——
- g!;g!,ll%?ﬁgﬁ! Home / Dashboard / MoLPP / Valuation / Application Details
Estate Administration : Application VAL/EA/3BGXH3LPNL Submit Request
[ services

_ Progress level: Application received, awaiting p t / payment ion (25% done)

M My Properties

@® My Appointments

(3 My Tickets Application Invoices

A Notifications

No. Date Payment Total Amount Balance Status Actions

1 Apr 30, 2021 Estate Administration Ksh. 2,000.00 Ksh. 2,000.00 Pending View v

O Account




Invoice Details

The invoice details can be viewed by clicking on the ‘view invoice’ button

Private account

11:54:14 AM SHAMBA LAKO, HATI SAFI
April 30, 2021

— .

=

3 .Sahail?(zﬁlﬁicgﬁgaﬁ! Home / Dashboard / Invoice Details

Application Invoice Details
[ services
— ardhisasa
M My Properties Shamba Lako, Hati Safi!

Phone: 0743922876, 0773641455, 0732682593
@ My Appointments i )
Email: ardhisasa@lands.go ke

m My Tickets Website: ardhisasa.lands.go.ke

Recipient
NAIROBI/BLOCKS6/7

A Notifications

O Account

No. Payment Description

1 Estate Administration Fee

INVOICE UNPAID

Invoice No. 2IBRIDCLNJ

Amount

Ksh. 2,000.00

Total Amount: Ksh. 2,000.00
Total Paid: Ksh. 0.00
Balance: Ksh. 2,000.00

¢ GO Livc(“ 3
O -

5
=



Payment procedures

The payments can be made through the various shown options

Estate Administration : Application VAL/EA/3BGXH3LPNL Submit Request
N— %
e
Applic Documents
D Sanices Application Invoices
# My Properties
No. Date Payment Total Amount Balance Status  Actions

® My Appointments

1 Apr 30, 2021 Estate Administration Ksh. 2,000.00 Ksh. 2,000.00 Pending View v
() wy Tickets

Select payment method *
A Notifications

O Mock C) Cooperative Bank C) Mpesa Express @ Mpesa
O Account
MOCK E 4 M"B(EHESS M-PESA

To pay your bill (KES 2000.00) via Mpesa. Follow the steps below.

Go to m-pesa on your phone
Select paybill option

Enter business no. 8300300
Enter account no. 2IBRIDCLNJ

Enter amount. 2000.00 v e
Enter your m-pesa pin and send &80

You will receive a confirmation message from mpesa (S

Once you have received a ion sms. Click P button below

Confirm



Final Submission

After payments have been made the application can now be submitted for processing

Are you sure?

Are you sure you want to submit the request?

No Yes




Office of the AG



Office of the attorney general — Approved Application

The applicant logs in to view the progress of the application, it is under the approved applications tab

12:45:30 PM SHAMBA LAKO, HATI SAFI 19

‘ —\—_ Pnvate account
May 4, 2021

= ardhisasa

Shamba Lako, Hati Safi! Home / Dashboard / MoLPP / Valuation / Application

Estate Administration applications

D B e Pending o ongoing e Completed ° Rejected o

# My Properties

Q =
@® My Appointments
G My Tickets No. Reference No. Date of submission Elapsed time Status Actions
‘_ Notifications 1 VAL/EA/3BGXH3LPNL Apr 30, 2021, 11:47:03 AM 4 days Completed View
2 VALUEA/C8QPLSCF87 Apr 12,2021, 7:27:29 AM 22 days Completed View
@ Account
ems per page: 2( =



Documents Tab

Process Documents will be available for viewing, download and printing

12:48:51 PM SHAMBA LAKO, HATI SAFI :
! Private account
May 4, 2021
N— %
"
v gac‘gbal,i?a%gﬁ! Home / Dashboard / MoLPP / Valuation / Application Details

Estate Administration : Application VAL/EA/3BGXH3LPNL

[ Services

# My Properties

Application Details Documents nvoices
@® My Appointments
B My Tickets No. Application documents Action # Process documents Action
‘ Notifications 1 Letter offer 1 Valuation certificate
e Account 2 Loose assets 2 Valuation report

ot :Li{:é'
e

7



Documents Tab

Process Documents will be available for viewing, download and printing

12:48:51 PM SHAMBA LAKO, HATI SAFI :
! Private account
May 4, 2021
N— %
"
v gac‘gbal,i?a%gﬁ! Home / Dashboard / MoLPP / Valuation / Application Details

Estate Administration : Application VAL/EA/3BGXH3LPNL

[ Services

# My Properties

Application Details Documents nvoices
@® My Appointments
B My Tickets No. Application documents Action # Process documents Action
‘ Notifications 1 Letter offer 1 Valuation certificate
e Account 2 Loose assets 2 Valuation report

ot :Li{:é'
e

7



