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APPENDIX

Instructions to file Online Annual Property Statement using SPARK

Part A: Pre-requisites

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

s PDF Reader: Adobe Reader 9.0 (or above version), Foxit Reader, should be installed in
the system for viewing Acknowledgement as in PDF.

Part B: On-line filing of P R

¢ Inthe Address bar type the address www.spark.gov.in/webspark.
The login page will appear as per the (fig: A)
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(Fig: A)

e If you are an existing User then type the Permanent Employee Number (PEN) as User
code and enter the password. Then click the Sign in Button.

¢ [f you are not an user then it is possible to register for User creation through the option
‘Not Registered a User yet, register Now available in the Login page .
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[N B: Your aadhar Number is mandatory in the field. If not yelt updated in personal details then inform your
authorities to update it for registration purpose.|




After completing registration /login with existing password change password window
(Fig-B) may 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.
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(Fig-B)

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

From “Profile” menu select “property returns” (Fig: ¢).
The instruction for filing property returns is given in the page (Fig: D).

Scanned with CamScanner




: Lot s_Mn

S Service and Payrali Administrative Repository far Kerala,
Enqﬂn,ﬂ Interface
ePriin/admin  mieemsiAdvesess  aSevieMetten  miscemelax  mProvkestfusd  mAcowts  mSgmow

Fiting Property Returns is a simple 4 step process as given below.
Step 1 Enter Part | Details
Verffy the details dispiay Faw cok e ch I other columng are (NCorrect you may
cortact the respective sdmin section
Enter the deteils, accept the decleration end click on confirrn bution 1o proceed
Step 2 Enter Part Il Derails if applicable. .
Enter the detalls, accept the declaralion and elich on confiirm Bution 1o proceed
Step ¥ Enter Part Ill Details if applicable.
Enter the detauds, accept the declevation end click on coalirm button to procesd
Step 4 Generate and print Acknowledgement

Mote : Please ensure that Foxit Reader or Adebe Acrobat Reader 9.0 or above s installed n your system for viewing
reporis.

(Fig: D)

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

Step: 1

Enter part I Details(Fig: 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.
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Step: 2

Enter Part Il details (Immovable) if applicable (Fig: F)
Enter the required details, accept the declaration and click on confirm to save and
proceed.

| Scanned With CarhSCannér




Ao . |
€ Service and Payroll Administrative Repositony for Kerala SMII
Emplovee Interface itan i

o ot jpdein  aisemjamemsiws  aterves Maten = Tocmms Tas T R - Sham Ot

ANNUAL RETURN  PART I FORARUN VIKRAM DEV S [PEN-828830)
1 2 Furt 1 (immevabis)

Sl Laliiig ol Metse b allmved ustore (o g A beecmtedgeriment

Gl ol Mew By | ' r<beation i aiuny fivics

Faling peresd 1s citdaey o atarted o alicat oy st

Vi 216 Sena Numte [ | v Dy or Garoen s _:]
Vil 6F Lanet < B ]
Vhethia With Builtng - sams (= Jvmiie of Bukang - B 1
Nerw Bupeang(s | Put up .

Swdeg | Burng Ine Yea!
{encwiding

exonscn Teaovaton B — lvmive i
® bon Deoparhes
awred durmig prevIDuS

e
Sureoy v Subdnreon e - -
No - L - S
Estent Acre E T lcews —
Sabec) State [—— =l
Salect Detrct [z ]seiect ek seeis =l
(Fig:F)
Step: 3
Enter part 3 details (M i i

Enter the details, Accept the declaration and click on confirm to save.
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(Fig:G)
Step: 4
Enter Generate Acknowledgement (Fig: F)
This option helps you to print the acknowledgement for safe custody. User can edit part I, 11, [1]

details before generating acknowledgement. No further Modification is possible after
acknowledgement. Filing authority can view the filed details ofeach employee at any time.
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(Fig-F)

After using the application remembersto be sign out. (Fig: G)
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Note: For any assistance on addition of Designation and for Password issues contact GA
(Computer Cell) Department
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