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Login 

This is the home page of in Manav Sampada portal https://genpmis.hp.nic.in/), here user can see the list 
of online orders published by different departments. In order to login employee first should have the 
login ID (PMIS code) and password then enter the result of the expression in the textbox and click Login. 
 
Note: if employee does not have the login credentials then he/she should contact the department head 
office. 

   
After logging in successfully, employee will directed to the dashboard as shown in in the screen below. 
Some of the important or frequently used links are on the right side under “Important Links/Action 
Pending” section. 

 

https://genpmis.hp.nic.in/
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Employee should make sure that his/her scanned signature is uploaded, because if the signature is 
uploaded then only it will appear at the bottom of the Annual property Return (APR). 

 
How to Add Scanned signatures:  
The employee dashboard screen has “My Profile” Menu. This menu has further submenus. In order to 

upload the scanned signature employee will have to click on Upload Scanned Signature sub menu item. 

 

On clicking the menu user will be directed to the following screen, if signature is already uploaded then 

the uploaded signature will appear here. Otherwise employee will have to browse the scanned signature 

and upload the sign. After uploading the signature now lets us move towards the APR filing. 



Manav Sampada 
 

Annual Property Return                                            User Manual Page 5 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Manav Sampada 
 

Annual Property Return                                            User Manual Page 6 
 

Annual Property Return (APR) 

To Fill the Annual Property Return (APR) employee will find the sub menu under my profile section or 

employee may directly find the menu on the dashboard under important links/ Action pending section 

as highlighted in the screen below.  

 

On clicking this sub item, the details of the employee along with the previously submitted APR’s will 

appear here.  In order to add the new property, employee should check the check box as highlighted in 

the screen below. 

 

On selecting the checkbox, the 1st form of immovable property will open up for the entry. Employee may 

select any of the form like: 

 Immovable 

 Liquid Assets 
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 Moveable 

 PF and Life Insurance 

 Debt & Other Liabilities 

It’s not mandatory to fill all the forms for APR submission. Employee may fill the desired forms ad per his 

assets details. 

 

Immovable: The term ‘Immovable property’, an asset that cannot be moved from one place to another 

is immovable property. Immovable property is commonly referred to as real estate – a residential 

house, a warehouse, a manufacturing unit or a factory. Employee will have to fill all the mandatory fields 

and then click on “Add Immovable Property” button. 

Note: Employee can edit the newly added property only upto 5 days from the date of entry. 
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After adding the property, employee will view the added property in the grid form as shown in the 

screen below. Employee can add multiple properties in each form. For new entry in the selected form 

employee should click on “+Add New Entry” button which is highlighted in the screen. 

 

Employee can update the added property by clicking in edit icon.  Employee can only edit the added 

property upto 5 days only. 

 

On clicking the edit icon, employee will be directed to the new screen where he/she will be shown the 

details of the property. Employee may update the desired field and then click on “Update Immovable 

property” button and this action will update your property details. 
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Before going to next APR From Employee should know about some other functionalities of this APR 

Module Like: 

 Copy record from previous year 

 Cancel Property 

Copy record from previous year:  Employee can use this option to duplicate that particular record. In 

words let’s assume you have 2 houses and details of those are properties is almost similar then you can 

click on this “Copy Record from previous year” button then you will see the prefilled form  where you 

can modify the details you desired then click on only “Add ‘Property type’” button at the bottom as 

shown in the screen. 

 

Upon doing this a new entry will appear in the grid as shown in the screen below. 
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Cancel Property:  Employee can this functionality in case, he/she does not possess the entered property. 

By cancelling the property he/she can remove the property from his/her Annual Property Return. In 

order to cancel a property employee will have to enter the reason for cancellation and then click on 

“Cancel Property” button which is in red colour. 

Note: Cancelled Properties / Assets could not be shown as part of your APR Details. 

 

Note: Cancelled Properties / Assets could not be shown as part of your APR Details. 
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Liquid Assets: A liquid asset is an asset that can easily be converted into cash in a short amount of 

time. Liquid assets include things like cash, Gold. Employee will have to fill all the mandatory fields and 

then click on “Add Liquid Assets” button. 

Note: Employee can edit the newly added property only upto 5 days from the date of entry. 

 

After adding the property, employee will view the added property in the grid form as shown in the 

screen below. Employee can add multiple properties in each form. For new entry in the selected form 

employee should click on “+Add New Entry” button which is highlighted in the screen. 

 

Movable: Movable assets examples are everything that can be transported from one place to another, 

including: Vehicles, electronic devices, books, timber, etc. Employee will have to fill all the mandatory 

fields and then click on “Add movable Property” button. 

Note: Employee can edit the newly added property only upto 5 days from the date of entry. 
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After adding the property, employee will view the added property in the grid form as shown in the 

screen below. Employee can add multiple properties in each form. For new entry in the selected form 

employee should click on “+Add New Entry” button which is highlighted in the screen. 

 

Similarly, employee can fill all the forms with correct information 

PF and Life Insurance: This form is comprised of two different forms: 

1. PF 

2. Life insurance 

Employee can enter all the mandatory details in either part (A or B) then click on “Add Insurance Policy” 

or “Add Provident Fund” respectively to save the details.  

Note: Employee can edit the newly added property only up to 5 days from the date of entry. 



Manav Sampada 
 

Annual Property Return                                            User Manual Page 13 
 

 

Debt & Other Liabilities:  This is the last form of the APR, where employee can enter the details of his 

debt or other liabilities like loan form bank. Employee will have to fill all the mandatory fields and then 

click on “Add Debt and Liability” button. 

Note: Employee can edit the newly added property only up to 5 days from the date of entry. 
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Submit APR 

After filling the APR details employee will have to select the “Submit Annual Property return” checkbox 

in order to submit the APR. Then employee will have to select the year for which he wants to submit the 

APR.  

 

After selecting the year employee will click on “view” button. Upon clicking the “View” button a pop will 

appear where user can view the details of property he/she is going to submit. After viewing the APR 

employee will click on “Submit” button to finally submit the APR for that particular year.  

 

After APR Submission employee can see that the new entry of submitted APR appeared on the page as 

shown in the screen below. By clicking on “View” button employee can view the submitted APR. 

Note: The added properties will remain available for the next year unless they are cancelled by the 

employee himself. 
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