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APPENDIX

Instructions to file Online Annual Property Statement using SPARK

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 as in PDF.

: On-li i f Pr R

e 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.
o If 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 yet 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.

e 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.

Mo patsword must be maemurm sight chiracrers in ngeh
4

ord " and® should contan aichaben. specl characners

e the [——__.——_I (@4 828" ang sumbet (Longer is genaraly seeree]

Coafien New Paasword [T 1« ey puenvord shoskd b dferect from et pesmord
nd 7 prewioct ones.

Pasmased ke Lver name. PEX, duce of beth, monch, standard

c“‘ﬁ”" N word show'd be wvoided.
[___] «  Password wil be expred sftes Eveey 30 dis . 52 range

your passwoed befors that..

(Fig-B)

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




Filing Property Retumns is a simple 4 step process as given below. . i

Step 7 Enter Part | Details
Verify the details display Few are ¥ other colu are incorrect you mey
ther admin secu!

Enter the detalls, accept the Jecleration and click on confirrm button to p
Step 2 Enter Part H Derails if applicable.

Enter the deteils, accept the declaration and click on confirm button to proceed
Step 3 Enter Part I Details if applicable,

Enter the details, accept the declaration and click on condirmm bution to proceed
Step <« Generate and print Acknowledgement

Note ; Please ensure that Foxit Reader or Adobe Acrobat Reader 9.0 or above is instalied in your system for viewing
reports. &
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(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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(Fig: E)
Step: 2
Enter Part II details (Immovable) if applicable (Fig: F)

Enter the required details, accept the declaration and click on confirm to save and
proceed.
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(Fig:F)
Step: 3
Enter part 3 details vablelif applicable

Enter the details, Accept the declaration and click on confirm to save.
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Step: 4
wi m Fig:
This option helps you to print the acknowledgement for safe custody. User can edit part I, I1, 11l

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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2 Demis of Expoyee
(1) Permanert Expioyss NumDenPEN)
2) Name & insais Yn Bock Letiers)
(3) Expanson of niails)
(4) Permanent Resadential Address.

(5) Designation |

(6) Date of Birth

(7) Date of entry in Govt. Service
(8) Appointing Authority

(9) Present Ofice

¥ Detads of Property
(1) Wheer snmovabie/movabie property
acquired/isposad of dunng prEvious years?

(21 ¥ Yas Whethor darails inEme ?
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ARUN VIKRAM DEV 5
Suteamarian polly

Andoor Madom Kurakkada PO

_Korani Atingal 695104, Thiruvananthapura

m

Senior Grade Assistant
06/08/1983

08/04/2011

Secretary, General Administration

(Fig—t)
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After using the application remembersto be sign out. (Fig: G)

Service and Payroll Adminisirative Repository for Kerala, -
Employce Interface

[Ericiial Admin W Loans/ Advances W Sarvice Hatters

W income Tax

® Provident Fund

= Accounts

(Fig:G)

Note: For any assistance on addition of Designation and for Password issues contact GA
(Computer Cell) Department




