Annexure A

Step by step guide for filing IPR Online.
1. Open the url https://sparrow-irs.eoffice.gov.in/ in Mozilla browser. The software runs
smoothly on Mozilla browser and thus it is recommended to install Mozilla browser. Then the
"SPARROW - Read Me" window (given below) will open which shows the information about the
e-signing facility in the SPARROW.
2. The read me window will have two buttons namely Close and Continue marked in blue, you can
click any of the two buttons they will be doing the same function. On clicking any of the above
two buttons, the user will be directed to the login screen of the SPARROW .
3. The "Smart Performance Appraisal Report Recording Online Window" screen will open up
which is essentially a login screen for SPARROW. The screen will have three fields "Username",
"Password" and "Captcha".
4. The username will be the NIC email id and only the name before "@" should be entered. For
example if your NIC email is anish.upadhay@nic.in or anish.upadhay@gov.in, then, the user id
will be anish.upadhyay.
5. The password for the application will be same as your NIC email ID password.
6. The Captcha as given in the box should be entered then click the "Login" button. By default, the
SPARROW window will open up as shown in the next page. It may also open a POP UP Window
for Aadhaar verification which can be simply closed.
7. After successful login, the SPARROW window which opens will have a IPR tab at the left
bottom below which there is a link “Declaration for IPR” officer has to click the IPR tab which is
in the left side.

8. For Filling up the IPR online officer has to Click Declaration for IPR link to
proceed further. After that he has to select the Year for filing the return. Then he has
to click the "Fill New Declaration" button.
9. Officer has the option to Upload manually filled and scanned pdf forms for which
separate link is available.
10. A unique Application No would get generated after successfully filing of the
return.
11. Officer also has the option to copy the details of IPRs from previous returns. In
this case user can use the values from the previous return (immediate previous year).
12. Officer also has the option to upload Nil Return. As a result of this, all the
columns of the form would get pre-populated with “NIL” value. However, wherever
required, the officer can fill the information in the desired columns.
13. For more details the officer is requested to visit the website of DGHRD
(http://www.dghrdcbec.gov.in/) and click on the user manual for uploading of IPR
in main page.

