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APPENDIX 

lns t r· cti•Hts to lilt- Online Annual Property Stah.·ment using SPAin~ 

Pnrt A: J're-n-y uisite c.. 

• (J j~c> n you-r \Veb brr.\\ '<; f•r such as Gong!.> chrome, Mozil h 1-ircfox, lntern.-r r ·plorer · 

• PDF Rec~ de'. Adolw RL'<ll1t>r 9.0 (01 ahov(• version), FuJ..it Rt'ader. should he ins tallt" (1 in 
the systc•n1 fm viewing Acknowledgeme11t d!> in PDF. 

f'art B: On-line Ilin2 of Property Returns 

• In tlw 1\cl(lrf'<;<; h;lr typ<' thC' addrrss www.-;park goJv Jn(\',il'bspark. 

The logm pagF will appear as p~;>r the (fig: A) 
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(Ftg · .A) 

4 ... -· ~· 

• If yuu are an existing User then type the Permanent Employee Number (PEN) JS U~er 

code d lld ente1 the password. Tht:'n cliLk the Sign in Hutton. 

• If you arc not an user then it is possible to register for User crea tion through the option 

'N ot Registered a User yet, ree1ster Now ava;l::lblc in the Login page . 
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·-- --- --------- --- ~--------
[Nn: Yt•u r ,~,,JhM Numho·t l">lll.tntlatory 111 t ht" fi,, IJ lf not Y"' tl pddted 111 pt·r~•ln,;l Jl'tJtl' thc·lllllfolrm )'olur 

auth<.H itiL·s to update it fo1 registration pll qllJse.j 
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Aft er !.'>r:l ;Ji t'tiug 1 egistrauun / lu~in w itn t'.\ JS til~g p;-~ <;swol d cl1 angp pa<.c:worrl \1 '1 ndow 

(F!g·H ) m;:;y 11.: appe>arerl 

t:n; .. . ,. , · :. ' • ·a~sword il n<l ' i ,,_ New Pas:-;·.vor rl t The pJSSI\'o ;-d w inch you used tt :ug!ll) 

M,1kt· ~t!l·c t !iat the g1ven t;<1<.'>wnrrl c; h n u1 •~ he Alphanumcnc (A lphabet and Numbers ) 
hilv !ng .1! l!•ast 8 characters. Rep1';::H th,o nf' w p.~ss1.-vord Pntry 1n the cunfinna\J(IIl column 
.tnd ci Jlk ·li e confirm butiom 
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tr-ig-B) 

• After (1uing the password ch;mgPjrcgJstration spark redirect tu login page [Fig.;\) once 

agam and type the user codt' and newly created p;•::.sworu drH.l did< Sign In button. 

'I hrn the main page will appea r. 
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l___-.~---·~_.~ _______________ ·~_·_· ________________ · ~_._·· --·-----------------·~-·-·------~ 
(Ftg-C) 

• From "Profile'· menu se lect "prope r ty returns" (Fig· c) 

• The instn•ct •on for llling prope rty returns IS gtven in the page (Fig: D) 

l. _______ _ 
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j Ftlmg Propc:rt}' Return~ i:; D :;1mplc 4 srcp proc~ss a5' gt\'Crl below. 
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Step J Emcr Part Ill Detail~ if applic,ble. 
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~----------------------------------------~--~~------------- ------- ------------ ----- ·-
(Fig- D) 

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

Step: 1 

Lnter pa rt I Detai ls(Fig: E) 

Ve rify the dua!ls dq>iaycd a nd f1ll up the req uin'd colu mn corn•ctly. (l ick the cnerk box to 
accept th P deciarat10n all(t chr k on con firm to p ron'Pd . 
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Enter Part H details 1 [mmovablr ) if applicahle (fig: F! 
Enter th f' r!'CJU ired ciPtails , accept the declaration ::~nd rhck on contlrm to <>ave and 
proceed. 
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Enter part 3 detail:, fMovablc)if applicable 

Enter the detJli s, Accept the dcctara Lio n Jnd click un co nfirm to save 
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This op tion hel ps you tu pr int the J( knuw ledgement for SJfe custody. User can edit pa rt I. II , Ill 
dt>t<-u b before gene1 ating adwowledgemenl. No fur ther MotlifkJtion is possible afte r 
dcknowledgcmenl. Fil ing authority can view the filed deta ils ofeach em ployee Jt any um e. 
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After usi ng th f' arphc;;tion rPmf' mlwrsto be sign out. (h g: G) 
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(Fig: G) 

Note: For any assis tance on add ition of Designation and for Password issues con tact GA 

{Computer Cell) Department 
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