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APPENDIX

Instructions to file Annual Property Statement Online
For emplovees other than AIS officers

Part A: pre-requisites

e Open your web browser such as Google chrome, Mozilla Firefox, Internet
Explorer etc.

e PDF Reader: Adobe Reader 9.0 (or above version), Foxit Reader should be
installed in the system for viewing Acknowledgement generated in PDF format
after filing return.

Part B: On-line filing of Property Returns

e Inthe Address bar type the address www.spark.gov.in/webspark.

The login page will appear (Picture A)

LOGIN

ARK Help Desk Contact details User code 000000

Password  seseseseseee

Notice Board

1 e I Ay Ay AN teTAr wr
other officers having processing rights in
SPARK.

(Picture- A)

e Type the Permanent Employee Number (PEN) as User code and enter the
password. Then click the Sign in Button.

¢ Then the password change window (picture-B) will be appeared.

Enter old Password and the New Password (The password which you used to login).
Make sure that the given password should be Alphanumeric (Alphabet and Numbers)
having at least 8 characters. Repeat the new password entry in the confirmation column
and click the confirm button.




Service 0l Adwministrativ epository for Kerala

s Profile/ Admin = Loans/Advances = Service Matters

- Provi Fund = ACCounts = Sign Out

Enter Current Password

Enter New Password

Confirm New Password

Confum

(Picture-B)

e After doing the password change spark redirect to login page (picture -A) once
again and type the user code and newly created password and click Sign In
button. Then the main page will appear.

Service and Payroll Administrative Repository for Kerala

Employee Interface

®losas/ Advances W Garvira Matiers W incame Tax

= Fravidant fond = Accounts WG G 1

chsnne

(Picture-c)

e From “Profile” menu select “property returns” (Picture c).
e The instruction for filing property returns is given in the page (picture D).

Service ad Payroll A

ere for Kevala

Ermployee Interface

w Brafiie) Admin w Loans/ Advances m Service Matters w dincamae Tox = Provident Find = Accants = Sign Gut

Filing Property Returns is a simple 4 step process as given below.
Step 7 Enter Part ! Details

Verify the details di: . Few are char . I other
sCt the e acimin

are incorrect you may

Enrer the details, accept the declaration and click on confirm button to proceed
Step 2 Enter Part ll Details if applicable.
Enter the details, sccept the decisration and click on confirm button to proceed
Step 3 Enter Part Il Details if applicable.
Enter the details, accept the declaration and click on confirm button to proceed
Step < Generate and print Acknowledgement

Note ; Please ensure that Foxit Reader or Adobe Acrobat Reader 9.0 ar abave is installed in your system for viewing
reports.

|- Cet Started 3

(Picture- D)

Property returns is a simple 4 step process as mentioned below.




Step: 1

Enter part I Details( Picture E)

Verify the details displayed and fill up the required column correctly. Click the check
box to accept the declaration and click on confirm to proceed.

CHIBENG
L Progmrty Return
| i

Fnstrasrity

o (Piéture E)
Step: 2

Enter Part II details (Immovable) ifapplicable (picture F)

Enter the required details, accept the declaration and click on confirm to save and
proceed.

Service and Payroll Administrative B epasitory for Kerala i . !

Employee Interface

= Service Matters = Income Tax m Provident Fund = Accounts

Bart Ui (Movabkle)

3,

@ printing acknewledger

either not started or &

e, Dry or Garden -Seiace

ue of Building  ~

Malue

urvey and Subdivision g

Select Stata

i Setect District - Select Taluk

(Picture F)

Step: 3

Enter part 3 details (Movable)if applicable

Enter the details, Accept the declaration and click on confirm to save.
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=
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(Picture G)

Step: 4

Enter Generate Acknowledgement (Picture F)

This option helps you to print the acknowled
HI details before generating acknowled
acknowledgement. Filing authority can v

4

gement for safe custody. User can edit part I, II,
gement. No further Modification is possible after
iew the filed details of each employee at any time.

Part il (Movable)

wiedgement

of Immoval i

below mention

s, shares in ¢

37 or rule 39 of the Kerala Gove!

PART

urn Filing Authority

L Property Ret
Ii. Details of Employee
{1} Permarnent Employee Number(PEN)
{2) Name & Initial{s ) In Block Letters)
{3) Expansion of initial(s)

(4} Permarnent Reswiential Address

{5} Designation
{8} Date of Birth
{71 Date of entry in Gowt, Service

(8) Appointing Authority

{9) Present Office

Hi. Detaiis of Propenty
(1} Whether immovable/movabile property
acquiredidispesed of during previous years?

ds furnished in fir

d empioyee, employees spouse. relatives of f
ent Servants’ Concuct Rules 1960}

and clher ir ment he

by the
benami) for the year 201

{(Vide rule

riend;

s

General Administration §S Department

628830
ARUN VIKRAM DE

Subramanian potty

Andoor Madom Kurakkada PO

Korani Attingal 895104, Thiruvananthapura
m

Senior Grade Assistant
CEOBI1483
08042011

Secretary. General Administration
Department

General Adminisiration Accounts
Department. Secretariat

Yes

Ye

(Picture ¥H)

After using the application remember sign out. (Picture I)
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(Picture I)




