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ALL INDIA INSTITUTE OF MEDICAL SCIENCES, VIJAYPUR, JAMMU-184120

F.No. AIIMS/JAMMU/Admin/OM/2025/1106 Date: 17% Jan, 2025

OFFICE MEMORANDUM

Sub: Instructions on timely submission of Annual Immovable Property Return by the officers/
employees of the institute.

Reference is invited to Sub-rule 1(ii) of Rule 18 of the CCS(Conduct) Rules, 1964 stipulates
that "Every Government servant belonging to any service or holding any post included in Group 'A’
and Group 'B' shall submit an annual return in such form as may be prescribed by the Government
in this regard giving full particulars regarding the immovable property inherited by him or owned or
acquired by him or held by him on lease or mortgage either in his own name or in the name of any
member of his family or in the name of any other person".

2. Accordingly, all Group 'A' and Group 'B' officers of the institute are required to file Annual
Immovable Property Return of the previous year latest by 31% January of the following year invariably.
The need for obtaining these returns regularly and making careful scrutiny of the same was reiterated
from time to time by the DoP&T.

3. Attention, is also invited to DOPT OM No. 11012/11/2007 dated 14.12.2007 and 27.09.2011
as per which, vigilance clearance, for the purpose of (a) empanelment (b) any deputation for which
clearance is necessary, (c) appointments to sensitive posts and assignments to training programmes
(except mandatory training), shall be denied to an officer, if he fails to submit his annual immovable
property return of the previous year by 3 1% January of the following year. All other relevant guidelines
issued by DoPT/Gol on the subject matter are to be followed mandatorily.

4. The officers need to fill their AIPR through electronic mode by accessing the HRMS portal of
AIIMS, Vijaypur, Jammu (https://epravah.prd.dcservices.in/AHIMSGS5/hissso/Login). For assistance,
the officers may refer to the "AIPR user manual" enclosed herewith as Annexure-I.

5. HoDs/OICs of respective Departments are, therefore, requested to ensure that these returns are
submitted by all Group A and B Officers under their control by 31% January, 2025.

6. This issues with the approval of Competent Authority, AIIMS, Vijaypur, Jammu.

-Sd/-
Administrative Officer
AIIMS, Vijaypur, Jammu

3

Medical Superintendent, AIIMS, Vijaypur, Jammu.

Dean (Academics/Examination/Research), AIIMS, Vijaypur, Jammu.

All HoDs/OICs, AIIMS, Vijaypur, Jammu.

Deputy Director (Admin), AIIMS, Vijaypur, Jammu.

Financial Advisor, AIIMS, Vijaypur, Jammu.

Registrar, AIIMS, Vijaypur, Jammu.

All Officers/Employees, AIIMS, Vijaypur, Jammu.

IT Section-with a request to upload this OM on the Institute’s website.

XN R LD =

Copy for information to:

PA to ED & CEO, AIIMS, Vijaypur, Jammu.

PA to Medical Superintendent, AIIMS, Vijaypur, Jammu.
PA to DD(A), AIIMS, Vijaypur, Jammu.

Office Order File.

Db~
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Annexure-|

All India Institute of Medical Sciences

Jammu

User Manual

for

filing of

Annual Immovable Property Return

on

e-Pravah

For any queries, or issues, please feel free to write us at -
hrms@jammu.edu.in




Chapter 1:- Login

1. Enter valid Username and valid Password

2. Enter Captcha

3.Then click on Sign In
s e

@ e-Pravah

SignIn
Please Select Organisation.

AlIMS, Jammu v

@ Password Base (O OTP Base

\w Username / Email Id / Mobile No. / PAN No.
Enter Your User Name e/

Human Resource Password
Enter Yc Password
Management System (HRMS) e Your Passwor ?—
It saves you from all the manual efforts and Forgot Password?

makes organizations' employee data easily

SivmdereF () EnterCaptcha Code <__
accessible with just a click.

Designed & Developed by C-

4. Following page will be appear

m

e-Pravah @ AllIndia Institute of Medical Sciences, Jammu

User Profile

Welcome, Abhishek 0

Dt itied Q
Bearchodies ] E
(@) Profile Abhishek

Implementation Engg
(48 Human Resource

Mobile No Email ID
i com
ﬁ@ Finance Management
System
& cer
Pending Tasks ~ Quick Links A
&2 paybill
& pesk 2 § ) - = @ Circul
1)) Total 4 Records of Personnel Details are Pending for Validation. L ANS >

Dashboard

7)) Total 4 Records of Posting Details are Pending for Validation.

1)) Total 4 Records of Pay Details are Pending for Validation.

1) Total 43 Records of Contact Details are Pending for Validation.

1) Total 4 Records of Qualification Details are Pending for Validation.
@ 7)) Total 232 Records of Family Details are Pending for Validation.

Centre for Development of - N
Advanced Computing



Chapter 2:- Filing Immovable Property Return

2.1. Click on Human Resource

— lcote, Aok
i = e-Pravah @ Al i s Bl Saaes, i L) (& Help esic) wetcome,Aotishe o

User Profile Q ‘
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>
Implementation Engg
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> <| hi >
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System
& crr ) o
Pending Tasks A Quick Links A
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2, Desk . =
= Total 4 Records of Personnel Details are Pending for Validation. Circulars >
Dashboard
Total 4 Records of Posting Details are Pending for Validation.
) Total 4 Records of Pay Details are Pending for Validation.
Total 43 Records of Contact Details are Pending for Validation.
)\ Total 4 Records of Qualification Details are Pending for Validation.
@ | Total 232 Records of Family Details are Pending for Validation.
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2.2. Click on Property Declaration

e,
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- = e-Pravah @ Allindia Institute of Medical Sciences, Jammu L) (& HelpDesk ) Welcome, Aphishe

Home Menu Q

P— | SERVICES l° SETUP e REPORTS
@ =
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292 o > Global > Personnel Record Setup > Leave Reports
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& > Leave
& crr

4 > Property Declaration K
O]
mp Paybill Immov. Prop. Declaration - Emp. Specific =
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Immov. Prop. Declaration Approval L]
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e
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2.3. Click on Annual Immovable Property Return - Emp. Specific
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Search Modules
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Welcome,Abhishek o

= e-Pravah e AllIndia Institute of Medical Sciences, Jammu Ja

Home Menu Q
J SERVICES b SETUP Q REPORTS
> Personnel Record > Leave Setup > Personnel Record Reports
> Increment > BankSetup > Increment Reports
> Global > Personnel Record Setup > Leave Reports
> Leave
> Property Declaration

.

Immov. Prop. Declaration - Emp. Specific

Immov. Prop. Declaration - HR

vy

Immov. Prop. Declaration Approval

page will appear
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Q

HomeMenu  Immov. Prop. Declaration - Emp. Specific @
Immovable Property Declaration List (Emp. Specific) [
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e Page () of 1 No records to view




2.4. Click on Add New

©

= e-Pravah @ AllIndia Institute of Medical Sciences, Jammu

Home Menu

Immov. Prop. Declaration - Emp. Specific @

™

& Help Desk ) Welcome, Abhishek o
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Q
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Following page will be appear
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= e-Pravah @ Allindia Institute of Medical Sciences, Jammu
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-\ ANEPPEY)
Home Menu

Immov. Prop. Declaration - Emp. Specific @

Q
®

@) Profile

M Save g Clear M Cancel
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ﬁﬂa *Emp. No. 919250100106 *Emp. G kash testi *Designation Profe
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2.5 Filing AIPR for New / Existing Property
2.5.1 Click on AIPR Type as shown below:

nu Immov. Prop. Declaration - Emp. Specific @

" Add Record & save ‘g Clear ™ Cancel

*Emp. No. 919250100106 *Emp. Name Gyan prakash testing *Designation Professor

*Department IT Cell

Declaration Detail
* Mode of Declaration : (Digital v
*Declaration for the year (2024 v “AIPR Type : | Select Value 4

ending :

Select Value

New Declaration

Nil Declal
Sold Declaration

Employee Remarks :

2.5.2 Click on New Declaration and on Action on property

™ Save ‘g Clear “ Cancel

*Emp. No. 919250100106 *Emp. Name Gyan prakash testing *Designation Professor

*Department IT Cell
Declaration Detail

* Mode of Declaration :
*Declaration for u-ed year (2024 v “AIPR Type : (New Declaration v (———""—-
ending :

Employee Remarks: [

Property Details

*Action On Property | Select Value V| Please Select This Option
Select Value

| New Acquired/ Existing Property!

Following screen will appear



*Emp. No. 919250100106
*Department IT Cell
Declaration Detail
* Mode of Declaration :

“Declaration for the year ending

Employee Remarks :
4

Property Details
*Action On Property
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“Property Area
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4
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“couney
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Y
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2.5.4 Click on Save (scroll to the top to see the same)
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How to add Multiple Properties

If you have multiple properties, then follow the steps below else continue with Step
2.8

2.5.5 - Click on arrow as shown below:

I = e-Pravah @ Allindia Institute of Medical Sciences, Jammu £ (& Helppesk) Welcome, Gyan Prakash Testing o

‘ HomeMenu _Immov. Prop. Declaration - Emp. Specific @ &)
Search Modules ‘ Immovable Property Declaration List (Emp. Specific) [-)
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® Profile Emp. No. Emp. Name Designation Department Year Declaration Date DOCUeNE
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2.5.6 Click on Add as shown below:
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Home Menu _Immov. Prop. Declaration - Emp. Specific @ (%)
Search Modules Immovable Property Declaration List (Emp. Specific) [~}
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2.5.7 Add the details of another property as explained earlier and click on Save.

= = e-Pravah @ AllIndia Institute of Medical Sciences, Jammu Q1 (& Helppesk) welcome, Gyan Prakash Testing o

HomeMenu _ Immov. Prop. Declaration - Emp. Specific @ Q

[Creimedies
& profile T ® Clear 2 Cancel
*Emp. No. 919250100106 *Emp. Name Gyan prakash testing “Designation Professor
(48 Human Resource

“Department IT Cell
Declaration Detail

* Mode of Declaration :

*Declaration for the year 2024 “AIPR Type : New Declaration
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(5% Finance Management
System
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Dashboard *Action On Property
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Multiple properties will be visible as shown below:

Welcome, Gyan Prakash Testing

© = e-Pravah 6 Allindia Institute of Medical Sciences, Jammu

HomeMenu _Immov. Prop. Declaration - Emp. Specific @ Q
|search Modules Immovable Property Declaration List (Emp. Specific) )
— 5 Declaration Support °
@ protte Emp. No. Emp. Name Designation Department Year Declaration Date ek el
| )x | AC___ x| AC_ x|~ - C_—x A V)x A x
B 919250100106 Gyan prakash Professor IT Cell 2024 09-jan-2025 New Not Uploaded o ®
|m+§ Human Resource B3 EE
f@ Finance Management Property Acquired List )
System Immovable )
Property Serial  Action On Property +  'MMevaple Froperty Location Country state District
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~ ) 14 X All X ~ X -~ X 3 X
53 paybill ® @
2 Paybil 101| New Acquired/ Existing | Building Jammu India Jammu & Kashmir Samba BE O
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operty
lo ¢ % & Page (1 Jof 1 @ View 1 - 2 of 2
Dashboard
PR Page 1 )of 1 View 1-10f 1
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Continue with step 2.8



2.6 Filing AIPR for No Property Owned

2.6.1 Click on AIPR Type and select “Nil Declaration” as shown below:

= e-Pravah @ All India Institute of Medical Sciences, Jammu Q1 (& Helppesk) Welcome, Gyan Prakash Testing o

Home Menu Immov. Prop. Declaration - Emp. Specific @ Q

®

[P AddRecord = Save % Clear 4 Cancel

*Emp. No. 919250100106 *Emp. Name Gyan prakash testing *Designation Professor
“Department IT Cell
Declaration Detail

* Mode of Declaration :
“Declaration for the year “AIPR Type : [Seiect Value v~
ending :

Select Value
Employee Remarks : New Declaration
;J, Nil Declaration é——___

Sold Declaration

2.6.2 Click on Save as shown below and go to Step 2.8:
— e-Pravah @ Allindia institute of Medical Sciences, Jammu n Welcome, Gyan Prakash Testing o

HomeMenu _ Immov. Prop. Declaration - Emp. Specific g Q

)

I AddRecord B Save g Clear < Cancel

*Emp. No. 919250100106 *Emp. Name Gyan prakash testing *Designation Professor
“Department IT Cell

Declaration Detail
* Mode of Dectaration :
2024 v *AIPR Type : [Nil Declaration ~

Employee Remarks :

*Declaration for

2.7 Filing AIPR for Property Sold

2.7.1 Print the form given in “For Sold Property” section of the user manual. Click
here to go to the same. Fill the form manually and ink sign it.

2.7.2 Scan the printed form and create a PDF file of the same.

2.7.3 On e-Pravah Portal, Click on AIPR Type and select “Sold Declaration” as
shown below:

= e-Pravah @ AllIndia Institute of Medical Sciences, Jammu R e s i o

Home Menu Immov. Prop. Declaration - Emp. Specific @ [&)

(©)

[P AddRecord ™ Save 7 Clear < Cancel

*Emp. No. 919250100106 *Emp. Name Gyan prakash testing *Designation Professor
*Department IT Cell
Declaration Detail

* Mode of Declaration :
*Declaration for the year (2024 v *AIPR Type : [Nil Declaration v
theyear

Select Value

Employee Remarks : New Declaration
;J Nil Declaration
Sold Declaration &—




2.7.4 Attach the saved PDF as shown below:
= e-Pravah @ All india Institute of Medical Sciences, Jammu O (& nelppesk) Welcome, Gyan Prakash Testing o

mmov. Prop. Declaration - Emp. Specific_ & ()

Home Menu

== Save g Clear 2 Cancel

KB  Addrecora =

*Emp. No. 919250100106 *Emp. Name Gyan prakash testing “Designation Professor
“Department IT Cell
Declaration Detail

* Mode of Dectaration ©
“~Dectaration for the year (Z034°< ~ATPR Type : (SOl DETEETSE <
e

Employee Remarks = [ “Upload Support Document & [

= e-Pravah @Gy -~ o instiute of Medical sciences, Jammy 0O (= relppesk) Welcome, Gyan Prakash Testing o

Home Menu __Immov. Prop. Declaration - Emp. Specific & )

‘Upload File

“File Name | Choosae File | No file chosen

(Kinﬂlywic/ IPG and PDF file.)

B |

= c-Pravah ®&GEESgis -t of Medical Sciances, Jamm O (& relppesi) Welcome, Gvan Prakash Testing o

Home Menu __Immov. Prop. Declaration - Emp. Specific & o

Upload File
“File Name | Choose File | No file chosen

(Kindly upload only JP! = ana PDF file.)

)

File Uploaded Successfull

2.7.5 Click on Save as shown below and go to Step 2.8
— e-Pravah @ ALl tndie Institite SF MEdical Sclances: Samm fal Welcome, Gyan Prakash Testing o

Home Menu _ Immov. Prop. Declaration - Emp. Specific @ Immov. Prop. Declaration - H R © (&)

Add Record

*Emp. No. 919250100106 *Emp. Name Gyan prakash testing “Designation Professor
“Department IT Cell
Declaration Detail

- Mode of Dectaration -

“Dectaration for the year (3024 “AIPR Type : (Sold Declaration ~
ending -

Employee Remarks : “Upload Support Document {+ [E

File Uploaded

2.8 AIPR form is now saved in draft state. A message will be displayed. Close the
form as shown below:

= = c-Pravah g e e o medicat scences, sommy 0O Erewoe) weome. e @)

HomeMenu M RDesk @ Validation - Personnel Records @ _Immov. Prop. Declaration Approval & [
D, Validatea - & Validator Detaits Report 3@ Cancet

Support Document

I (8 Human Resource

@3 Finance Management

© validate ©

System B R il il O R RRRRREEERREEEEEEERERREERE—ES—————IB
S2 erF mmovable Property Declaration Details Validated for Employee Number(s) — 919250100106

52 paybint
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2.9 Click on the “Submit to Vigilance” as shown below:

E e—PraVah @ All India Institute of Medical Sciences, Jammu Q X Help Desk ) Welcome, Gyan Prakash Testing o

‘ Home Menu _ Immov. Prop. Declaration - Emp. Specific @ immov. Prop. Declaration-HR @ Q

Immovable Property Declaration List (Emp. Specific) (-]

5 5 5 Declaration Support Q
Emp. No. Emp. Name Designation Department Year Declaration Date Status Documeit
~ )x |~ ( B[o:3 B[22 | 0 )x | ~ ( )x |~ ( Jx =(A_v]x A ( ) x
> 910250100106 Gyan prakash Professor T Cell 2024 09-jan-2025 New Not Uploaded BEdER®

| testing
|lo @ X G Fage@ol\ iew 1 -1 0f 1

2.10 A message will be displayed confirming that an OTP will be received. Click on
Ok.

= e-Pravah e et S Mienl i3 e L (& Helppisk ) Welosme. Gyan Erokash Testing o

Home Menu _Immov. Prop. Declaration - Emp. Specific @  Immov. Prop. Declaration-HR @ Q
I Immovable Prpeylv Declaration List (Emp. Specific) o
Emp. No. Emp. Name Designation Department vear Declaration Date  Deglaration oeeor °
~ C Ix |~ ( S B Y AT )x |~ ( N L r Ix = @L__Y)x A ( ) x
19250100106 Gvan prakash Professor rcen 2024 094an-2025 New Not Uploaded B E O
Lo x o Page (i )of 1 View 1 -1 of 1

You will now receive an OTP on your registered mobile number and e-mail id.
Once you enter the OTP, the form will be submitted. Once submitted, it will not
be editable. Are you sure you want to continue?.

2.11 Enter the OTP received on Email and/or Mobile Number.

= e-Pravah @R e ieormeio scences, samm 0 (Ereipoesk) weicome, Gyan Prakash Testing o

Home Menu _Immov. Prop. Declaration - Emp. Specific @ Immov. Prop. Declaration -HR @ (&)

Enter OTP

(oo )

OTP send on Mobile No.- **==== 5271 and Email ID- gya®======= @cdac.in

==

In case if the OTP on email /SMS message is not send to the
displayed mobile number or email , then please contact with the
respective to Establishment Dealing Hand



2.12 For the self records, you can also download the printed AIPR by clicking on the
blue icon as shown below:
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Chapter 3:- Rejected AIPR

If AIPR get rejected in any case then, user can see their AIPR by following steps

3.1 In case if vigilance cell reject AIPR then , it show Reject AIPR on user screen

& = e-Pravah @ Allindia Institute of Medical Sciences, Jammu Q (& Helpbesk ) welcome, Gyan Prakash Testing o

HomeMenu  Immov. Prop. Declaration - Emp. Specific @ Q
[search Modules | Immovable Property Declaration List (Emp. Specific) [
= T : Declaration Support )
@ profe Emp. No. Emp. Name Designation Department Year Declaration Date Dpgett
~ x|~ ( x| A ( )ixd|AR( )x |~ ( )x  ~ ( ) x == (Al vlx | A ( ) X
I ¥ 919250100106 Gyan prakash Professor I Cell 2024 09-Jan-2025 Rejected Not Uploaded -l l
(8 Human Resource waio
PRI IS Page (1_]of 1 View 1-10f 1

{5 Finance
System
@ GPF

O] ;
£33 Paybill

& pesk

[&] pashboard

)

Centre for Development of
Advanced Computing

3.2 Click on the blue file icon as shown below:
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3.3: User can see the reject remark by which vigilance cell rejected their AIPR
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Emp. No :

Present post held :
Present Basic Pay :
Joining Date :

Year :

Mode of Declaration :
Declaration Status :

Emp. Remarks :

919250100106 Emp. Name :
Professor Department :
50000.00 Date of Birth :
01-MAY-2024 Retiring Date :
2024 Declaration Date :
Digital
Rejected AIPR Type :
Authority Remarks :
Property Declaration Detail

Property No - 1
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New Declaration

The location or address of the property is
incomplete.




