
IPR/Asset Dectaration Process

Getting Guide andSta rted
User Manual

I
I



G;',

Steps to submit IPR

1. htto://sso.raiaslhan.qov.in

2. Provide user name, password and captcha

3. Go to lvlenu =

4. Click on My Information - HRMS

5. Click on Asset Declaration

6. Cllck on Declare Button

7. Add Assets

L Fill up all the required Columns.

9. Save

10.Add assei, if more to be added.

'1 1. Once all assets are added, Press Submit button to approve.

12. OTP will be received on youf Aadhaar linked N,{obile number, enter OTp

& Submit.

'l3.Take out ihe Print Out of the submitted document, Sign it and Upload

the document for future reference.
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r. Asscl Declara lion Process:

add new Asset click on Add button from below mentioned URL

lnfofmation ) Asset Declaratlon

After click on Declare button a fo.m wil! get open where

from previous declared asset Usel can also declare Nll

To

N,4y

user can add asset or copy asset

il
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On click of add asset a popup will open where employee will enter following delalls

User can copy asset from previous declafed asset and after copying asset usef can

add/edit/deleie deiails.

User can ma on NIL check box to declare NIL asset

For calendii Year 2020 as on 1'l:n 2'12'1

N-ra^ o, D'!(.,c'. s.'b a .r"on, a'ula :' il \ Jage rn

vr'hi.h pr.fer.Y is s !u:red
Name and deralls ol properties Fouiing and Land

Hov! acqulr€d, lvlrerher by p!r.h:se, lease orsortage, inheritan'e' gitt '

Derails otA(qui5ition (From lvho m ac<luir..l) i

An.u.l In.ome from ProPerty

Asset DeIail:- 3

copy as€crs oeclaration

IDeputation In]
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User has to upload signed copy of asset declaration after which declaration will be
considered as submitted.

ffi:

....

Asset Declaration List Mader 5

After upJoading signed copy of asset declaratjon fepod.

Asset Declaration after document uptaad: - 6

!r::.1

s'I.!Ir1r r\T I)r a:r 1R !t 1()\ oF ltlr.ro\ rRtE rR{rrLAl \ 0r
FIRSTf PPODiI\1f \T ITIR 

-TII]: \TrR ]O].'(Dr(LltttD ls o\ tsIJ1f r:!ii! ti: I)

r-r:i,n", .,;Lln:.nr :jrJ:!i-r
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Departmeni can check records

Asset Detai! Mts Fittet: - 7

accordtng to declared or not declared jist of employee list.

-,,.'-" t::; :trie:.:, 
:iis..::

Depadment can
option. by clicking on print aJJ

Dectared Asset Detait: " I
print muJtiple Asset form by seJecting checkbox

Not Dectared Asset Detait: " s

lDepulatjon Inl
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Department can send remincler
Sent for employee

SMS / Mail / System Notifjcation

to multiple employees and can check the

can be sent to employees

log fof messages

Senct Notification: - 10

AUhorized useT can check log of SMS/[,4a jllNotificaiion sent to employee individLrally or in

I
PaseT 

I

Show Log: - 11
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