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Update property and business profiles

or collect data

Capture verified property, business or rate payer information under the assigned service scope and follow
supervisor review before treating a proposed change as an approved live record.
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Field agent 15-25 minutes
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Verify the sample property record
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Illustrated steps with numbered arrows and clear expected results.

About the examples

Screens show the actual application in a training environment with sample data. Use your own verified
account, assigned records and contact details when following the guide.
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Process flow

Follow the arrows from start to finish. Optional routes are explained in the numbered steps.

Before you start

e QObtain a visit with the relevant authorised service: Update property record, Update business record or
Update rate payer information.

e Prepare verified source details and follow assembly procedures for valuation, classification and personal
data. Collect only what is needed for the assignment.

o Keep location permission enabled. The default GPS requirement is accuracy of 15 metres or better and a
reading captured within 60 seconds. When the distance check is on, distance to the target plus GPS
uncertainty must fit within 20 metres.

Choose the authorised target

Open the correct property, business or place assignment.

v

Verify arrival

Obtain an accepted check-in on the working device.

v

Compare current information
Read the live record before entering corrections.

v

Capture a proposal
Use the service form for the target type.

v

Follow supervisor review
Pending changes are not final approved data.

v

Check the outcome

Read the decision and finish any required follow-up before checkout.

Numbered markers on screenshots identify the controls described beneath each image.
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Choose the correct update assignment

1. Open My work and select the visit for the intended property or business.

2. Confirm its target reference and authorised service. Property, business and rate payer forms are
alternatives determined by the allocated scope.

Verify the sample property record

L -0091

FIELD BRIEF o
Target & schedule J

@ 19 Oct 2026, 08:29 pm — 20 Oct 2026,

Supendsor

07:29 am Akosua Training
LIVE PROXIMITY
D Target account % Rate payer contact 0 0 m
.
+  FTRAIN-PROP-001 +233240000094

from the authoritative target pin

<7 Inside 20 m servic

€3 Accuracy 22m

Supervisor instructions

Synthetic training records only. Confirm the target and authorised services before acting.

AUTHORISED SCOPE o
. . (@) LOCKED UNTIL ARRIVAL
Field services /

[ @ Update property record @ Update rate payer information ]

</ Navigate to target

A - - . 4 oo-
SCREEN 04.01 | SAMPLE TRAINING DATA

Synthetic training data in the actual agent portal. Choose the correct update assignment.

1 Correct target and assigned services

2 Permitted update services

What should happen
The brief identifies the target and permitted update type.
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STEP 02
Verify arrival and compare the current record

1. Reach the target and choose Verify arrival using a fresh accurate fix.

2. Read Live account, billing & collection position and the Current property or Current business record before
changing anything.

10000 Keep current setting v

Occupancy status Valuation number

Update notes

360° RECORD OVERVIEW

.
Live account, billing & collection position * Refresh

Agent-issued [ paid

Paid on account Outstanding
-0] 8
N e = GH(0.00/

o’ o GH(0.00

Active billed
[%] GH(600.00

[Current property record ] Classification & rate [Rate payer record ]
Account No FTRAIN-PROP-001 Erms Id ERMS990091
No dassification configuration is linked.

Hseno 12 Fname Sample
Digitaladdress GA-000-0091 Lname Ratepayer
Location Sample Training Avenue Email ratepayer.field.training@ex
ample.test

Strestname Sample Training Avenue
Phone Mo Primary +233240000094

Rateable Value 10000

SCREEN 04.02 | SAMPLE TRAINING DATA

Synthetic training data in the actual agent portal. Verify arrival and compare the current record.

1 Current property record

2 Rate payer record

What should happen

The service is unlocked and you have checked the existing information.
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STEP 03

Propose verified property corrections

1. For a property visit, choose Update property record. Correct supported details such as house number,
digital address, street, locality or occupancy status.

2. Use classification, rateable value and valuation fields only with the required evidence and authority. Add
useful Update notes and recheck the target before submitting.

@ Update property record

Service to record

Update property record

House number

@ Update rate payer information

Digital address

[ 248

GA-000-0091

Street name

Sample Training Avenue

Property classification / revenue rate

Locality

OSample Training Avenue

¥

[ Keep current classification

Rateable value

10000

Occupancy status

Owner occupied

Update notes

Rated property

Keep current setting

Valuation number

SCREEN 04.03 | SAMPLE TRAINING DATA

Synthetic training data in the actual agent portal. Propose verified property corrections.

1 Verified house number

2 Property classification

What should happen

The property form contains a justified proposal rather than an unverified guess.
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Submit and inspect the pending comparison

1. Choose Verify location & record service.

2. Look for the notice that the proposal was sent to the supervisor. In Initial and proposed information,
compare before and proposed values and note the pending status.

Current property record Classification & rate Rate payer record
Account Mo FTRAIN-PROP-001 Erms |d ERMS5990091
Mo dassification configuration is linked.
Hseno 12 Fname Sample
Digitaladdress GA-000-0091 Lname Ratepayer
Location Sample Training Avenue Email ratepayer.field.training@ex
ample.test
Strestname Sample Training Avenue
Phone No Primary +233240000094
Ratezble Value 10000
Updated At 2026-10-
19T18:2%:23 +00:00
IMMUTABLE AUDIT COMPARISON / o
s . . s
Initial and nronnsed m'Fnrmihnr;] * B
Property update - 10 Oct 2026, 09:45 pm PENDING
Kojo Training submitted 4 changes
Hseno Rateable Value
INITIAL 12 INITIAL 10000.00
FROPOSED 4B PROPOSED 10000
Occupancy Status Remarks
INITIAL Not recorded INITIAL Not recorded
FROFOSED  Owner occupied FROPOSED  Verified sample house number and occupancy during the
training visit.

SCREEN 04.04 | SAMPLE TRAINING DATA

Synthetic training data in the actual agent portal. Submit and inspect the pending comparison.

1 Initial and proposed information

2 Pending review comparison

What should happen

The proposal is recorded for review; pending values have not silently replaced the live register.

Gye Ntoboa | Version 1.0 | Page 6 of 11



GYE NTOBOA / AGENTS TRAINING / GUIDE 04

STEP 05

Business alternative: capture the correct profile

1. For a business assignment, choose Update business record instead. Check business name, registration or

permit, quantity, contact, address and the permitted classification fields.

2. Submit the verified proposal through the same location-checked service button. Do not copy property

details into a business record.

@ Update business record

Service to record

Update business record

Business name

(:;l Update rate payer information

Aistmtinn number

[ Ama Training Supplies

Permit number

FTRAIN-2026-001

Business classification / revenue rate

]
(2
!

[ Keep current classification

Quantity

0

Business email

Locality

Business phone

+233240000094

Digital address

GA-000-0092

SCREEN 04.05 | SAMPLE TRAINING DATA

Synthetic training data in the actual agent portal. Business alternative: capture the correct profile.

1 Business name

2 Business classification

What should happen

The business proposal is saved for the same controlled review process.
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STEP 06
Rate payer information alternative

1. Where authorised, choose Update rate payer information. Verify the linked person or organisation and
correct only supported identity, phone, email or address fields.

2. For an Other place assignment without an existing linked record, this service captures field information in
the audit trail; it does not automatically register a new property, business or customer account.

Service to record

[ Update rate payer information V]
First name f Last name

Sample ORatepayer

Organisation Primary phone

+233240000094

Email Digital address

ratepayer.field.training@exa mple.teso

Residential address ‘
[ 24B Sample Training Avenue ]

AUDIT TIMELINE

[ L P — g |

SCREEN 04.06 | SAMPLE TRAINING DATA

Synthetic training data in the actual agent portal. Rate payer information alternative.

1 Update rate payer information

2 Verified contact details

What should happen

The requested information is captured under the actual assighment context.
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STEP 07
Read the supervisor decision before finishing

1. Reopen the assignment to refresh Initial and proposed information and read the approval status and any
Supervisor note.

2. An approved proposal is applied by the controlled review process. If rejected, discuss the reason and
submit an appropriate corrected proposal; the agent cannot approve their own change.
Residential Address
INITIAL Mot recorded

PROPOSED 24B Sample Training Avenue

© Supervisor note
Reviewed the synthetic training proposal against the displayed original values ied field evidence.

¥

Property update - 10 Oct 2026, 00:45 pm APPROVED

Kojo Training submitted 4 changes

Hseno Rateable Value

INITIAL 12 INITIAL 10000.00

PROPOSED 24B PROPOSED 10000

Occupancy Status Remarks

INITIAL Mot recorded INITIAL Not recorded

FROPOSED  Owner occupied FROFOSED  Verified sample house number and occupancy during the

training visit.

@ Supervisor note
Reviewed the synthetic training proposal against the displayed original values and verified field evidence.

BILL LINEAGE

O

Current and superseded bills

Active FTRAIN-RATE-2026-001 2026 GH({600.00 billed GHI0.00 paid GH(600.00 due
SCREEN 04.07 | SAMPLE TRAINING DATA
Synthetic training data in the actual agent portal. Read the supervisor decision before finishing.

1 Approved property comparison

What should happen

You know whether the update is pending, approved or rejected and which information is authoritative.

Gye Ntoboa | Version 1.0 | Page 9 of 11



GYE NTOBOA / AGENTS TRAINING / GUIDE 04

STEP 08
Complete the remaining workflow and check out

1. Wait for pending record decisions. If an instant replacement bill is authorised and required, follow its
separate approval-to-generation workflow; approving a profile does not itself issue a replacement bill.

2. Choose Complete & check out only when the remaining approval or rebill workflow is resolved.

©r
Senvice window R Supenvisor
@ 19 Oct 2026, 08:29 pm — 20 Oct 2026, ——
it Akosua Training

LIVE PROXIMITY

D Target acoount % Rate payer contact 0.0 m
v

FTRAIN-PROP-001 +233240000094
from the authoritative target pin

- . </ Inside 20 m service zone
Supervisor instructions

Synthetic training records only. Confirm the target and authorised services before acting. € Accuracy £3m

o </ Navigate to target
AUTHORISED SCOPE
. . [Z) UNLOCKED OM SITE

G) Update property record G) Update rate payer information

Service to record

Update property record v
House number Digital address
24B GA-000-0091
Street name Locality
Sample Training Avenue Sample Training Avenue

Property classification / revenue rate

SCREEN 04.08 | SAMPLE TRAINING DATA

Synthetic training data in the actual agent portal. Complete the remaining workflow and check out.

1 Complete & check out

What should happen

The visit can close with completed evidence and no unresolved controlled workflow.
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Check your result

e The correct target and current record were checked.
e Each proposed change has verified evidence and an audit comparison.
e Pending review, rejection and approved live changes are clearly distinguished.

If you need help

A needed field or service is unavailable

Confirm the target type and scope with the supervisor. The agent form supports selected fields and is not
unrestricted register administration.

Proposal remains pending

Ask the assigned supervisor to review it. Do not claim that the live record has changed or repeatedly submit
the same proposal.

Checkout is disabled

Resolve pending profile decisions and pending or approved-but-ungenerated rebills with the supervisor
before completing the visit.

Useful things to know

e These are controlled update and information-capture workflows, not unrestricted property, business or
rate payer registration.

e Profile approval and replacement billing are separate decisions. Historical payment or bill records are not
overwritten by an agent editing a form.

e An administrator can turn off the distance boundary for the assembly. That does not remove GPS
accuracy, freshness, verified arrival, assignment ownership, service scope or same-device checks.

Continue learning

e Guide 01: Access your agent account
e Guide 02: Distribute bills

e Guide 03: Initiate bill payments

e Guide 05: Find your supervisor

Download all 6 guides in this collection

For account or bill-record corrections, contact the relevant assembly using its verified contact details. Keep your account or bill
reference available when requesting assistance.
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