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APPENDIX

{nstructions to file Annual Property Statement Online
for employees other than AlS Officers

PartA Pre requzsates

-

1. Open Internet Exp!crer (for best result version 6 or Iater) or Mozilla Firefox
2. 'Turn Pop-up blocker off". -

e In Internet Explorer, from Teols menu take "Pop ~Uup Blacker" "Turn off
Pop-up Blocker" (Plcture—‘i}
¢ In Mozilla Firefox from "Tools"” menu take "Options", click “Content" button
remove “tick" from "Block pop-up windows™ click "OK" (Plcture—Z)
o {f your browser having "any other toolbars installed {yahoo toolbar, google
- toolbar etc.), you may have to remove such toolbars.

3. In IE browser the fol!owmg seftings. may be done to enab[e downloading of
acknow!edgement

Goto “Tools” Menu =>"Internet Options® => ‘Secur:ty => "Custom Level” and set the
: ‘downioad’ and ‘file download' as enabled. (Plc’cure 3) :

4. PDF Reader : Adcbe Acrobat Reader 9.0 or Foxxt reader should be installed in the
system for viewing acknowledgement generated in PDF format after filing return.

PART B: On-line ﬂinq of Pronertv Returns

5. In the address bar type the address hitps: fhwww, spark gov. m!webspark
The login page will appear  (Picture -A)

6. Type the Permanent Employee Number (PEN) as’ User Code and enter the
__ password Then chck Sign In button :

7. Then 'Change password' wmdow (Picture -B) may -appear
Enter the old password and the new password. Password should consist of
-atleast 6 characters (alphabets and numbers). Repeat the new password entry in  the
conﬂrmatlon column and click Confinm button. :
8. Once again Picture -A will appear. Then type the user code and newly created
password and click Slgn En button on successful login, the mam menu page will
appear. .
-8 From "Profile” heﬁu select "Prbperty Returns™ (Picture -C).

10. The mstructcons for filing property returns is given in the page.{Picture - D) Chck on
'Get Started’ Button.
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11.'Enter Part | Details' (Picture — E) will be disp[ayéd. Fill in the recjuired details
correctly. Click the checkbox to accept the declaration and Click on “Confirm* button to
save the details, - 4 o : ‘

12. Next, Click on 'Enter Part Il details’ (Picture — F). Fill in tHe fequired fields, Click the
- checkbox to accept the declaration and Click on “Confirm® bution to save the details.

13. Click "Generate Acknowledgement" to get printouts for safe custody.
Please remember, No further modification is possible after taking
acknowledgement - ‘ '

14. Remember fo  Sign out.

Note:- For f{’as'swqrd, Contact: 2518399/ 2327559
For PEN, Contact: 2518741 =
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Goto “Tools” Menu => “Internet Options” => “Security” => “Custom Level” and set the
‘download’ and ‘ﬁle download’ as enabled. :

Picture -3~ o
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Part It Details: Click on the “Part Il Details” Button on the top (this link will be enabled,
only if you have selected “YES” in column 11 of part I). Enter the details properly in this
page. Click the checkbox to accept the declaration and Click on “Confirm* butfon to
save the details. - ' : '

o . Picture -F

‘Generating Ac_l'('nc;wied'gemenf.: Aﬁéf.ﬁling the }eiu{h.,a'céﬁy"of the filed return can be
generated by clicking on ‘Generate Acknowledgemeﬁt" button.. These print ouls are the
proof for filing and should be keptsafely.  ~ T oo T

Note: 'Pfeasé' note that the details cannot be modified if ?ckhoWledgginent is taken.

Do notfé)rgetté ‘Sign out’ {_rom-SPARKL R T



