NIC HP

Annual Property Return

Manav Sampada

User Manual

Prepared by

NICSI

CONFIDENTIAL

For Restricted Use Only

(The information contained in this manual cannot be revealed or
reproduced in any form except for internal use of Manav Sampada

/ NICSI)




Manav Sampada

Table of Contents

LOGIN oo 3
Annual Property Return (APR)........ccoiiiiiiiiiiiiii e 6
SUDBMIt APR ..ot 14

Annual Property Return User Manual Page 2




Manav Sampada

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.

Department Of Personnel

Himachal Pradesh

. Contact Us @ About Manav Sampada

Awards p

CSI-SIG

4/ eGovernance Awards
CSI Nihilent Award 2017 of sustenance .

National X
eGovernance Awards Py

¥ BODE:——> Result of Departmental Examinations held in September, 2022 Office |

El Notice Board %) Authorized Logi
ogin

Latest 100 Orders of Different Department Department *
Enter Order No. Or Select Date m m A  -Select- V.
Sr. Order Description Login ID*
No, | Dewt |OrdorDete | o NarVaad) =
1 HEDU  08/02/2023 88'46.l 2023-Transfer of Smt. Aruna Bhardwayj,
Principal College Cadre Password *
2 HEDU  08/02/2023 884§ / 2023-Transfer of Dr. Meenu Jiwan, AP a
English
3 HEDU = 08/02/2023 ﬁ?:; /2023-Transfer of Smt. Raj Bhagti, AP Enter Expression Result
/ - = | Exp Rest
4 HEW | 0810272023 21805 / 2023-Trf order of 5\4. 8'- I i

Smt Leena&Smt Nazia Khan, Staff Nurses
8841/ 2023-Transfer of Sh. Shyam Lal. AP

5 HEDU = 07/02/2023 Hindi Login Forgot your password?NEw
5 HEDU  07/0212023 88f10 / 2023-Transfer of Sh. Yash Pal, AP Pol
Science s
{ot View Property Return B View eService Book
7 HEDU  07/0212023 8842 / 2023-Transfer of Sh. Jagmohan, AP
Maths {3 Online HIPA FeedBack Q Search Transfer/Promotion Orders
8 HEDU o07/022023 | ©5943/2023-Tif of Sh. Bhisham Kumar. AP [E&] View Transactions @ Telephone Directory
Sociology
8 Data Entry Status [E Age Wise Reports

12345678910.. Last

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.
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https://genpmis.hp.nic.in/

Manav Sampada

AiGreenlGovennancesooition Human|Resource & Einane|aliManagement
Department of >> DUMMY DEPARTMENT (NOT IN USE) @ Dashboard @ Logout

Logged As: 10004-N, T mmer Pasted At: Head office

Establishment At Head office PMIS Role: Establishment Data Entry

Transfer/Promotion My Profile

T MAIN MENU

NAVEEN THAKUR Form Details (Click To View Form Detail) Important Links / Action Pending "

.
&8 Personal Information

& Aoply for Departmental Exam April. 2023

o
Date of Birth 01 Jan fuwd Education] IRE
@ Send Sotware Related Grevances to NIC-HP
Date of Retirement 31 Dec 2040
p— g @ View sSeniosiask (Crezd sy
eSalary Code 1PO1-13105 N

4 Upload Scanned Signature

Next Increment = ,mruz
£ Update Gontact Details
Employee Type Regular
it RPN
Designation Senior Programmer

@ Annusl Froparty Retum (5PR)

A pgdress infomation 8 Gniine Appy Lesve
Leave Deca] 22 @ Submit Nominasions For HIPA Training
Q estabiishment Detai
4 HPAS-APAR for the year 20212022
T saiary etais Oepartmartal rocessing

4 Class-| and Class-l APARs for the year 20212022

@ ‘View Pension Galculation Sheet | 8 Crline ACR: Generslized for =l dept

Q) View SalaryIGRFICRF Subscriplion Detsis:

Erm—

Annual Property Retum Details

° [

6 1 1w W
N Mo of Transactions
Annual Confidential Report Details
Last Service Mistory Updation on Date: 14 Dex 2022

™ Deparimental Exam Passed

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.

HIHd T -l

ANGreleiniGlovennancelToolifoMEHumaniResouicelaNEnnancilaliMainagemlenit

Department of >> DUMMY DEPARTMENT (NOT IN USE) @ Dashboard ® Logout
Posted At: Head office

Logged As: 85055 ... avrinn i manun, oo e

Establishment At: Head office PMIS Role: General
My Profile

View eServicebook (Checklist)

Update Password

Update Contact/ Reset/ New Password Form Details (Click To View Form Detail)
Details

Important Links / Action Pending ™"

Upload Scanned Signature & Apply for Departmental Exam April. 2023

Annual Propesty Retum (APR) — © Send Software Related Grievances to NIC-HP
Online APAR of HPAS T - 205? h N £ View eServicebook (Checkist)

Online APAR of Class-| and Class-I .  Upload Scanned Signature

Online ACR Regular i 2 Updale Contact Detals

Oniine Leave/Tour Management Director toanfo % Undate Password

& Annual Property Retun (APR)
HIPA Module

Service History | 0
£ Online Apply Leave
PMIS Related Other
Leave Decsils| 0 & Submit Nominations For HIPA Training
Education Department Rationalization

Master € HPAS-APAR for the year 2021-2022

Departmental Procesding] 0
Send Software Related Grievances to NIC © Class-| and Class-1l APARs for the year 2021-2022

Nominee] o 4 Online ACR: Generalized for all dept

Q View Salary/GPF/CPF Subscription Details
Award & Medals|0

Annual Property Return Details

6 0o 0 o0 0 o
Mo, of Transactions

N
B Aonuel Gonfidential Report Detils

Last Servics History Updation en Datzil.A.

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.
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My Profile

& UPDATE MY SCANNED SIGN

Manav Sampada

Department >> DUMMY DEPARTMENT (NOT IN USE)
First Name AJRY
Date of Birth 10/08/1995

UPLOAD MY SCANNED SIGN

Choose File | No file chosen

Middle Name ]

(Only Jpeg Image Should be Uploaded)

Upload Sign

Last Name

THAKUR

Annual Property Return

User Manual

Page 5




Manav Sampada

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.

HHcl

AGreeniGloMennancelToolifoMkumaniResiounceraSEinanclialiMainagemlenit

Department of >> DUMMY DEPARTMENT (NOT IN USE) # Dashboard ® Logout
Logged As: 85055-, .ar KUMAK iHRnun, - tor Posted At: Head office

Establishment At: Head office PMIS Role: General

My Profile

[ View eServicebook (Checkiist)

Update Password

Update Contact/ Reset/ New Password Form Details (Click To View Form Detail)
Details

Important Links / Action Pending &%

Upload Scanned Signature & Apply for Departmental Exam April. 2023

10Aug 1995 | |
Annual Property Return (APR) ;o Seucatn| 0 £ Send Software Related Grievances to NIC-HP
31Aug 2053 fl«
Oniine APAR of HPAS - Taiing]o © View eServicebook (Checkist)
e
Oniine APAR of Class-l and Class-Il - 2 Upload Scanned Signatur
Familyj 0
Online ACR 4 & Updale Contact Details
Regular
Oniine Leave/Tour Management Director Loanfo S Update Paseviord
bz = Service History |0
< Cnline Apply Leave
PMIS Related Other
Leave Detaiis] 0 % Suomit Nominations For HIPA Training

Education Department Rationalization
Master

& HPAS-APAR for the year 2021-2022

Departmental Proceeding| 0
Class- and Class-Il APARS for the year 2021-2022
Send Software Related Grievances to NIC @ B

Nomineef 0 4 Online ACR: Generalized for all dept

Q View Salary/GPF/CPF Subscription Details
Award & Medals| 0

Annual Property Retumn Details

N
B el Confidential Report Detals

Last Service History Updetien en DateiN.A.

®® Departmental Exam Passed

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.

% EMPLOYEE ANNUAL PROPERTY RETURN

Department >> DUMMY DEPARTMENT (NOT IN USE) v o#

Employee Code oo z

First Name AaY Middle Name KUMAR Last Name THAKUR
Date of Birth AR

You have already submitted Annual Property Return for following years:

Show| 10 | entries Search:

A No Annual Property Return submitted!

Showing 0 to 0 of 0 entries First  Previous ~ Next  Last

@ FProperty Detail of previous years which were already entered by an employee will be available for next years. However, the emplayee can add Property Details incase of any addition or they may cancel the previous entries incase of

Modiification/Deletion. The complete APR once submitted for any particular year cannot be modified.

I O Add/View/Cancel/Carry Forward Property I O Submit Annual Property Return

© Cancelled Properties / Assets could not be Shown as part of your APR Details.

On selecting the checkbox, the 1** 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

Manav Sampada

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

assets details.

B immovable (1) 1 Ligu

@ 1 Movabie (3)
STATEMENT OF THE IMMOVABLE FROFERTY (l.e LANDS, HOUSE, SHOPS AND OTHER BUILDING ETC.)

Description of Property =

Ares of Land (In case of Land & Bullding) #

Extert of Interest #

[
Howe Acquired (wheshar by purchase, morsgage, lease inheritance gifs or atherwise) & Name with detalis of persen(s) from whem acquired #
(@niy Values)
(@niy
i)
(@niy
o aci7rzeasae (Only Numeric Values)

< T ——

Msture of Land (In Case of Landed Froperiy)

Narme of Hoider in whase name Held & his/her Relationship with

the Property #

Ressan For Cancellation( g Sale of Property, Gift e Others) =

ebts & Other Liabilities (5)

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.

Immovable (1) () Liquid Assets (2) 1) Movable (3)
STATEMENT OF THE IMMOVABLE PROPERTY (1.e LANDS, HOUSE, SHOPS AND OTHER BUILDING ETC.}

De: of Property #

H

#res of Land (In case of Land & Bullding) #
550

Extent of Interest &
NA

Date of Acquisition #
161032000 )
e Acspired (vnesher by purchase, martgge, lesse inheritance gift or Gthervize) & Name with detai of persents) from whom scqured. &

Acquired tnrough Inheritance

vale of Property #
Rs | 5000000 (Qnly Nurmeric values)

Particulars of Sanction Autharity

Present Address

Phone Number (with STD Code)

0177122456 sorrzaeasane (Only Numeric Values:

Mobile Number (Gon't Prefix 0 or =31

oB989E9EOE (@nly Nurmeric Values

e-mail Address
thakur10@gmail.com

Permanent Address

Phone Number (with STD Cade)
o aaciTraEnE (Only NUM

< Add Immovabie Propery

©  Concelied Properties £ ASSeTs COUI NOT BE SROWN 9% PIFT of your APR Dasails

ian (District/Divi

Hasure of Land (In Case of Landed Properiy) #

Name of Holder in whase name Held & his/her Relationsip wi

Seif dummy user

Total Annwal Income from the Property ®
Rs | 10000

Reason For Cancellation( g Sale of Property, GIft to Others) #

d Village where Prope

() Debts & Other Lisbilities (5)

/Tehsil and Village where Properi

i the Gowe. Servany #

(Only Numerie Values)

Annual Property Return User Manual
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Manav Sampada

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.

You have already submitted Annual Property Return for following years:
Show 10 |entries —

A No Annual Property Return submitted!
Showing 010 0 of 0 entries Frst  Previous  Newt  Last

®  Property Detail of previous years which were already entered by an employee will be available for next years. However, the employee can add Property Details incase of any addition or they may cancel the previous entries incase of Modification/Deletion. The complets APR once submitted for any

particular year cannot be modified

NEw
B Add/View/Cancel/Carry Forward Property O submit Annual Property Re
Immovable 1) O Liquid Assets (2) O Movable (3) () PF and Life Insurance (4] (1 Debts & Other Lizbilities (5)
Show| 15w |entries —
. Smats/ _ Property . , Valueof  _ Annual , Areaot _ Nawreof , Extentof  _ Holder  Acquision , Particular of
SrNo Action Description ¥ EntryDate © Property lIncome  Precise Location ¥ land T Land ¥ Interest Name  Date ¥ How Acquired ¥ Sanction
1 = House 07/02/2023 | Rs. 5000000 Rs. 10000 Precise Location (District/Division/Tensil and Village where Property | 550 House A Seif dummy | 16/03/2000 Acquired through
Situated) user aheritance
Snowing 1o 1 of 1 entries First Pravious D Next  Last

® Cancelled Properties / Assets could not be Shown as part of your APR Details

Employee can update the added property by clicking in edit icon. Employee can only edit the added
property upto 5 days only.

You have already submitted Annual Property Return for following years:

Shaw| 10w |entries Search
A No Annual Property Return submitted!

Shawing 0to 0 of 0 entries First Previous Next Last

@ Property Datsil of previous yesrs which were slready entered by an employee will be avallable for next years. However, the employee can add Property Details incase of any addition or they may cancel the previous entries Incase of Madifization/Deietion. The complete APR once submited for any

particular yesr cannot be modified

NEw
Add/View/Cancel/Carry Forward Property D Submit Annual Property Return
Immovable (1) [ Liquid Assets (2) [ Movable (3) [0 PF and Life Insurance (4) [) Debts & Gther Liabilities (5)
Shaw| 15w |entries .
Status/ Property Value of Annual Area of Nature of Extent of Holder Acquisition Particular of
s ) * ’ * ) * * ) ’ * * .
SrNo. Action Description Entry Date Property Income Precise Location Land Land Interest Name Date How Acquired Sanction
1 I & House 07/02/2023 Rs. 5000000 Rs. 10000 Precise Location (District/Division/Tehsil and Village where Property 550 Haouse NA Self dummy  16/03/2000 Acquired through

user nheritance

Click to View / Update (Enabled Till 5 Days After Last Update) / Cancel / Copy Record From Previous Year

Shawing 1t 1of 1 entries First  Previous D Next  Last

@ Cancelled Properies / Assets could nat be Shown & part of your APR Detalls

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.

Annual Property Return User Manual Page 8
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B Add/View/Cancel/Carry Forward Property O Submit Annual Proper

Immevable (1) (L Liquid Assets (2) (0 Movable (3} L) PF and Life Insurance (4) () Debts & Other Liabilities (5)

STATEMENT OF THE IMMOVABLE PROPERTY (i.e LANDS, HOUSE, SHOPS AND OTHER BUILDING ETC.)

Description of Property i Precise Location (District/Division/Tehsil and Village where Property Situated) #
House Precise Location (District/Division/Tehsil and Village where Property Situated)

Area of Land (n case of Land & Bullding Nature of Land (In Case of Landed Property) #
550 House

Extentof Interest 7 Name of Hoider in wnose name Held & Nis/ner Relationsnip with the Gave. Servant #
NA Self dummy user

Date of Acquisition #
16/03/2000 i}
How Acquired [whether by purchase, mortgage, lease inheritance gift or Gtherwise) & Name with detsils of parson(s) from whom scquired. #

Acquired through inheritance

Value of Property # Total Annusl Income from the Property #
Rs. 5000000 (@nly Numerie Values) Rs. | 10000 (Only Numeric Values)
Particulars of Sanetion Authority Reason For Cancellation(e.g Sale of Property, Gift ta Others) #

Present Address
Phone Number (with STO Code)
0177123456

Mabile Number (Dorit Prefix O’ or *+81')
9898989898

&l Address
thakur10@gmail.com

Permanent Address

Phone NUMDer (with STD Code)
0 776251 (Only Numeric Values)

Update Immovable Property

Copy Record From Previous Year

Cancel Immovable Property

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.

& Immovable (1) [ Liquid Assets (2) [ Movable (3) [ BF and Life Insurance (4) () Debts & Other Lisbilities (3)
STATEMENT OF THE IMMOVABLE PROPERTY (1.6 LANDS, HOUSE, SHOPS AND OTHER BUILDING ETC}
n of Property # .
operty Sicuated)
Area of Land (In case of Land & Building) # fLanded Property) #
550 House
Extent of Interest h the Gove. Servant)
]
MOTRERES, 18854 INNENTANCE BTt OF SPVErWISS) B NBM WIth SHTAIIE OF ParEOn(S) from Wom BCquired, &
Tot Froperty 8
(©r Rs. e
Re: e g Sale of Property, Gift to Crthers) #
o (©@niy Nurm ues)
< A Immovabie Property

Upon doing this a new entry will appear in the grid as shown in the screen below.

Annual Property Return User Manual Page 9
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ICancel/Carry Forward Property

Immovable (1)

show| 15

O Liquid Assets (2)

O Movable (3}

() PFand Life Insurance (4] [ Debts & Other Liabilities (5)

Search

, Statws/ _ Property " , Valeof  _ Annual . Areaof _ Natureof _ Extentof  _ Holder _ Acquisition . Particularof
SeNo Action Description ¥ EntryDate © Property  © Income | Precise Location ¥ land T Land Interest ¥ Name T Date ¥ How Acquired ¥ sanction h
1 = House 10/02/2023 R 5000000 Rs. 10000 Precise Location (Distric/Division/Tensil and Village where Property 550 House NATITT Seff ummy  16/03/2000 Acquired through
Situated) user inneritance
2 = House 07/02/2023 Frecise Location (DistrictDivision/Tehsil and Villsge where Froperty 550 House N Seff dummy | 16/03/2000 Acquired through
Situated) user nhericance
e

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.

Immova

Description of Property #

House

Area of Land (In case of Land & Building) #

550

Extentof Imerest =

NAT111

Date of Acquistion =

16/03/2000 =]

How Acquired (wi

Acquired through inheritance

Value of Property
Rs. 5000000

Particulars of Sanction Authority

Present Address

Phone Number {with STD Code)
0177123456

Mabile Number (Don't Prefix 0’ or '+g1'}
9895989898

e-mail Address
thakur10@gmail.com

Permanent Address

Phone Number (with STD Cade)
0

[ Liquid Assets (2)

STATEMENT OF THE IMMOWABLE PROPERTY (i.e LANDS, HOUSE, SHOPS AND OTHER BUILDING ETC)

O Movable (3)

r by purchase, mortgage, lease inheritance gift or otherwise) & Name with details of person(s) from whomacquired. #

(Orly Nureric Values)

csozmezszie (Only Numeric Values)

(Orly Nurneric Values)

egmrneasae (Only Nureric Values)

< Update Immovable Property | Cancel Immovable Property | Copy Record From Previous Year

[0 PF and Life Insurance (4) () Debts & Other Liabilities (5)

Precise Location (DistricuDivision/Tehsi and Village where Property Situated)

Precise Location (District/Division/Tehsil and Village where Property Situated)

Natwre of Land (In Case of Landed Property) #

House

Name of Holder in whnase name Held & hiz/ner Relationsnin with e Gove. Servant) =

Self dummy user

Total Annual Income from the Praperty #
Rs. 10000 (Only Nurneric Values)
Reason For Cancellstion(e g Sale of Property, Gift to Others) 2

Sold the Property

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

W Addn

wItancelCarry Torward Property

O Submit A

Immovable (1)

O Liquid Assets (2)

O Movable (3)

O PFand Life Insurance (4) ) Debts & Other Liabilities {5)

Sesrch
R . Propery . , Valueof Annual , Areaof | Natureof _ Extentof _ Holder _ Acquisition , Particular of
Srl ksl A h ipti ~ EntryDate © Property Income  Precise Location ¥ land  Land Interest Name  Date ¥ How Acquired ~ Sanction
1 Cancelled: Soidthe  fiHouse 10/02/2023  Rs 5000000  Rs 10000 Precise Location (Distric/Division/Tehsil and Village where 550 House NATTTT Selfdummy  16/03/2000
Property Property Situated) user
2 © House 07/0272023 | Rs 5000000  Rs 10000 | Precise Location (DistricDivision/Tensil and Village where 550 House 1A ummy | 16/03/2000

Property Situated)

Annual Property Return
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Manav Sampada

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.

Add/View/Cancel/Carry Forward Property O Submit Annual Property Return
[ immovable (1} Liguid Assets (2) [ Movable (3) [ PF and Life Insurance (4} [ Debts & Other Liabilities (5)
STATEMENT OF LIQUID ASSETS
Description of Property # Name and Address of Company / Bank etc. #
GOLD HDFC
% #
Amount # If not in own name and address of persons in whose name held #
Rs. 500000 (Only Numeric Values) self
y
Relationship with the Govt. Servant # Annual Income Derived #
self Rs. O (Only Numeric Values)
Remarks
GOLD
L3
< Add Liquid Assets
@ Cancelled Properties / Assets could not be Shown as part of your APR Details.

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.

Add/View/Cancel/Carry Forward Property 0 Submit Annual Property Return
[ Immovable (1) Liguid Assets (2) [ Movable (3) [J PF and Life Insurance (4) [ Debts & Other Liahilities (5)
Show 15 v entries Search:
StNo * Status/Action % PropertyDescription & Name & Address Company/Bank & ValueofProperty % AnnualIncome Derived & Owmer Name & Address ¢ Relationship & Remarks &
1 ¢ GOLD HOFC Rs. 500000 Rs.0 Self self GOLD
Showing 1 to 1 of 1 entries First  Previous Net  Last
@ Cancelled Properties / Assets could not be Shown as part of your APR Detals,

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.

Annual Property Return User Manual Page 11
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Add/View/Cancel/Carry Forward Property O Submit Annual Property Return

O Immeovable (1) O Liguid Assets (2) Movable (3) () PF and Life Insurance (4) [ Debts & Other Liabilities (5)
STATEMENT OF MOVABLE PROPERTY

Description of Property #
CAR

%
Value At Time Acquisition #

Rs. 800000 (Only Numeric Values)

Owner Name and Address #

Ajay Kumar, Shimla the mall road

How Acquired #

Purchased

Date of Acquisition #
02/03/2022 i1

Remarks

< Add Movable Property

@ Cancelled Properties / Assets could not be Shown as part of your APR Details

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.

Add/view/Cancel/Carry Forward Property 0O submit Annual Property Return
O immovable (1) O Liquid Assets (2) Movable (3) () PF and Life Insurance (4) [ Debts & Other Liabilities (5)
Show| 15 v |eniries Search:
SrNo *  Status / Action % Property Description ¢ Value at Time Acquisition % Owner Name Address % How Acquired % Aquisition Date :
1 = CAR Rs. 800000 Ajay Kumar, Shimla the mall road Purchased 02/03/2022
Showing 1to 1 of 1 entries First  Pravious Mext  Last
® Cancelled Properties / Assets could not be Shown as part of your APR Details

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.
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O Immovable (1) O Liquid Assets (2) O Movable (3)
STATEMENT OF PROVIDENT FUND AND LIFE INSURANCE

Part-A (Insurance Policy)
Insurance Policy Ne.

Date of Policy #
Name and Insurance Company #
4
Sum Insured #
{Only Numeric Valuss)
Date of Maturity =

Amaurt of Annual Premium #
{Only Numeric Values)

Remarks (I there is dispute regarding closing balance the figure sccording t the Gove, Employee snould be mentioned inhis column)

Add Insurance Policy

PartB (Provident Fund)
Type of Provident Fung
OGPFOCPF

GPF/CRF Account No.

Closing Balance a5 Last Reparied by the Audit/ A0 =
Rs. {Only Numeric Values)

Date of Closing Such Bzlance

]
Contribution Made Subsequensly £
Rs {Only Numeric Values)
Total Amournt =
Rs {Only Numeric Values)

Rermarks (If there s dispute regarding clasing balance the figure according to the Gows, Employee should e mentioned in this column.)

< Add Provident Fund

© Cancelied Properties / Assets could not be Shown 55 part of your APR Detsils

PF and Life Insurance (:

() Debts & Other Liabilities (5)

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.

w/Cancel/Carry Forward Property

O Submit Annua

erty Return

J immovable (1) O Liquid Assets (2) ] Movable (3)

STATEMENT OF DEBTS AND LIABILITIES

Amount #

fis (Only Numeric Values)

Name and Address of Creditor #

Date of Incurring Liability #

Detsil of Transaction =

Remarks

< ‘Add Debrs and Liability

©  Cancelled Properties / Assets could not be Shown a5 part of your APR Detals.

() PF and Life Insurance (4)

Debrs & Other Liabilities (5)
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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.

You have already submitted Annual Property Return for following years:

Show 10 W |entries P—

A No Annual Property Return submitted!

Showing 0to 0.of O entries Frst  Previous  Next  Last

@ Property Deail of previous years which were already entered by an employee wil be available for next years. Haever, the emplayee can add Property Details incase of any addition or they may cancel the previaus entries incese of Modification/Deletion. The complete APR ence submitted far any

particular year cannat be modified.

Submit Annual Property Return

© After Pressingthe View Button a PDF file will be generated, Keep the PDF file-apen and press Submit Button,

Year | 2022 hg View
© Cancelled Properties / Assets could not be Shown as part of your APR Details. 2081
| |
2020
mEn Disclaimer :Cantent on this wetsit i puslishad and managed by Deparzment of Personnel, Govemment of Himachal Pradesn . Sita i designad by NICState Centre, Himachal Pradesh
E—— National Digital India
=== pomat f Vo

@ National Informatics Centre (NICHF)

Browser Compatibilty - Th sbove and Oper 40 o obos

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.

= o % |ManavSsmp: X Grievance Appelste Committes X | G PF and Life Insurance - Google . X | =+

| Ret_PropertyDetailsofEmployee - Gor

& genpmis.hp.nic.in/Aspx/ReportViewer.aspx Q aQa r * K
3

rnment of Himachal Pradesh
aniResourcel&lFinancialiManagement

= Rpt_PropertyDetailsofEmployee -

Form-1 (Statement of the Immovable Proporty .o LANDS, HOUSE, SHOPS AND OTHER BUILDING ETC.)

SeN| Description of | Precise Area | Naureof | Extant of How Value | Particular | Total | Dataof
o | Propenty Location | ofLand Land | ofinterest | Acquisition | Acquired |of Property | of Sanction [ Amnual Entry
Incoma

1[House [550 House. o 16032000 [Ae ‘5000000]
e

InTehsi and
|Vilage where

[Property

[Stuatec)
[Form2 Liquid Assets) |
Sr | DescriptonOF | Name Address Amount Owner Name Relationship | Annual Income Remarks v o
No. Property Address Dorived
[ oo | wec | mwwm | s | i [ mo | oo ]

Last Name e —
Genersted on: 10022023 Page 1ol
[Form-3 (Statement of Movable Property)
[No] Description Of Property | Walue al Time Acauisibon | _ Owner Name Adcress | How Acauired | _AquisitionDate | Remarks
‘ 1 ‘ CAR ‘Rs 800000 |Nay Kumar, Shimia the mall | Purchased ‘ 020372022 | Search:
road
Form-4 (Statement of Provident Fund And Life insurance Policy)
Parth (insurance Detall FartB (Provident Fund) I
/S, [Insurance|insurance [Name of Insuranca  [Sum |Dateof [Amoun [Type [PF AccL |Closing [Date of _[Contribulio [Tolal __|Remarks Frst  Prevous  Nedt  Last
No. [Polcy  [Date ny lInsure [Maturity [tof  [of PF [No Balance Glosing  [nmade |Amount
No. @ pramiu List  [Batsnce  [Subsequent] b
Raaied s operty Details Incase of any addition or the i ification/Defetion. The complete APR once submitced for any
‘ particular year cannot be modified.
o
O Addiew/Car Forward Property Submit Annual Property Return

Disclaimer : Gontent on this wessie is pusisned and manged by Deparimens of Persannel, Gavammen of Himachal Pradesh . i is designed by MICS:

19 Digical india

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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MPLOYEE ANNUAL PROPERTY RETURN
Department >> DUMMY DEPARTMENT (NOT IN USE) v oz
Employe ode 85055 @
First Name ARY Middle Name KUMAR Last Name THAKUR
Date of Birth T
You have already submitted Annual Property Return for following years:
snow 10 v entries . h‘ ‘
Sr.No “  Year ¢ Value of Total Property ¢ Total Annual Income € Submit Date € Action s
1 2020 5000000 10000 10/02/2023 I m I
Shawing 1t0 1 of 1 entries First  Previous m Next  Last
© Properyy Dexilof p h Iready encered by an emp be avalable for next years. However, the employee can add Property Details incase of any addition or they may cancel the p incase of Deletian. The complets APR once submited for any
particular year cannot be modified.
NEw
ICarry Fory \nnual Proper
© Cancelled Properties / Assets could not be Shown as part of your APR Details.
Disclaimer : Content an this websice is published and managed by Department of Personnel, Government of Himachal Pradesh . it i designed by NIC State Centre, Himachal Pradesh.
Digital india
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