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1. Profile

1.1. Register
In the address bar of the browser, enter the link (https://jobportal.ican.org.np/user/login) of
the user login portal. A login screen will appear as shown below.

It TS DbIBoCoea SR
THE INSTITUTE OF CHARTERED ACCOUNTANTS OF NEPAL

S (Established under the Nepal Chartered Accountants Act, 1997)

Welcome to ICAN Job Portal!

Email

Password Forgot Password?

@

4

New on ICAN Job Portal? Register Now

1. Click Register Now. A new form will appear as displayed below.

ST TIeS O 4(—
THEINSTITUTE OF cmmo ACCONTANTSOF NPAL (!
=

(Established under the Nepal Chartered Accountants Act, 1997)

Welcome to ICAN Job Portal!

Register as *

Job Seeker Employer k 2

Personal Details

First Name * Middle Name Last Name *

Membership no./Reg no* Code Phone *

Create Your Credentials

Email * Password * Retype Password *

| agree to the Terms and Conditions of the ICAN Job Portal and Privacy Policy. *


https://jobportal.ican.org.np/user/login

2. Click Employer. A new form will appear as shown below.

>

THE INSTITUTE OF CHARTERED ACCOUNfANTSOF NEPAL (& 7w
==

AIIEE.  (Established under the Nepal Chartered Accountants Act, 197)

Welcome to ICAN Job Portal!
Register as *

Job Seeker Employer

Personal Details

Organization Name *

PAN Number * Code Phone *

Nepal (+977)

Create Your Credentials

Email * Password * Retype Password *
® @

haracters or longer. At least

one number or symbol (like !@#$%)

| agree to the Terms and Conditions of the ICAN Job Portal and Privacy Policy. *

e3

Already have account? Login

3. Enter all the required fields and click Register Now button to complete the process and
create a new account.

Note: Job providers can login to the system only after the admin approves the account first.



1.2. Login
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THE INSTITUTE OF CHARTERED ACCOUNTANTS OF NEPAL

AEMEE.  (Established under the Nepal Chartered Accountants Act, 1997)
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Welcome to ICAN Job Portal!

Email 1

Password 2 Forgot Password?

®

3

New on ICAN Job Portal? Register Now

1. Enter Email.

2. Enter Password.

3. Click Sign In button to login. An error message will be displayed if the login credentials
are incorrect as shown below.

@5

ST TICS DobIBeCoea] R
THE INSTITUTE OF CHARTERED ACCOUNTANTS OF NEPAL

. (Established under the Nepal Chartered Accountants Act, 1997)

Welcome to ICAN Job Portal!

G These credentials do not match our
~ records.

Email

kuperadmin@pndc.com

Password Forgot Password?

............ ®

New on ICAN Job Portal? Register Now



4. After login is successful, the user will be redirected to the dashboard.

KINET €I RE et e
ANTS

Bikesh

Employer

ID Number: 16
PAN Number:

Company Name: Peacenepal Dot Com

Primary Phone: 98765876543
Secondary Phone: 123456789
Country: Nepal

Province: ba:

District: Kathmandu
Address: ktm
Employee Size: 10-100

Website :

2, Contact Person

Name: Bikesh Sh

Contact: +

) 534-4877

Email: user@pr

Status: Active

Jo)

Software Engineer (1)

Peacenepal Do

Applicant:

testtest (1)

epal Dot

Applicants

b Pending Jobs

asdfa (0)

cenepal Do

Applicants

b Expired Jobs

E 30 >

Web Developer (0)

Peacenepal Dol

Applicants

Bikesh

T o e

Counselor (1)

Apply B
asdfa (0)

pal Dot Com

English Lecturer (2)
Peacenepal Dot Com

Applicants



1.3. Change Password

T At UepTeen Rl (‘; -* :
T A = Bikesh ¥}

@ Dashboard

Bikesh
Employer
PRSIl CreateJob  JobSeekers  Export 2
2 Personal Details fh Active Jobs
i ntly act

ID Number: 1641445193
PAN Number: ¥ Apply Before 5 months from now ¥ Apply Before 3 week
Company Name: Peacenepal Dot Com © %/ software Engineer (1) “¥7 Counselor (1)
Primary Phone: 98765876543 Peacenepal Dot Com Peacenepal Dot Com

Secondary Phone: 123456789

Country: Nepal

1. Click the profile image of the user located at the top right corner of the screen.

2. Click Change Password. A form will appear in pop up as shown below.

Change Password

Current Password 3
New Password 4

Confirm Password 5

7 6

Change Password

3. Enter the Current Password.

4. Enter New Password.

5. Enter Confirm Password.



6. Click Change Password button to complete the process. An error message will be
displayed if the confirmation password does not match with the new password as shown
below.

Change Password

Current Password

New Password

Confirm Password

©

The password confirmation and new password must match.

Change Password

7. Click Close button to cancel the process.

1.4. Edit Profile

Bikesh ¥}
L

Bikesh

Employer
Dashboard Create Job Job Seekers Export —d ‘ Edit Profile

8, Personal Details @ Active Jobs

1. Click Profile or Edit Profile button. A form will appear as shown below.



"ATA é( Q Bikesh /¥
°

=2

Bikesh

Employer
Dashboard  Createdob  JobSeekers  Export
Organization's Detail Description
Organization Name o
: ®B6E@ | = % @ soures

99 | Styles - | Fomat - 9

= BISTIL

Peace Nepal DOT Com s & leading IT company based in Nepal. It s an IT company with highly qualified and dedicated team members ahways
committad for providing state of art and qualty output and delivering it on the time committed for

With the advent of the globalization itis necessity that the company goes global for finding the potential customers The success of the company
depends on the demand from the customers globally and not how much more it selis than the competitors; we can help the company/business expand

and go global with every possible expertise we have. To make the business successful n reaching global customers, we will provide the solutions with

Nepal vary techniques and consuitation by the group of our IT professionals

Save

(3 profile Photo

Website

b, Ty |
' (s

(3 Cover Photo

Number

Contact Person

Name *

Bikes

Middle Name

2. Edit all the necessary information and click Save button to save the changes.



1.5. Logout

& .

INTS OF NEPAL =
AL T

Bikesh

Employer

Dashboard Create Job Job Seekers Export

2 Personal Details h Active Jobs

The list of jobs that you have posted and currently active

1. Click Logout button to sign out the account and exit the system.

1.1. Forgot Password

.“’v.‘u\\&_

ST TS DdIBeCoe S R
THE INSTITUTE OF CHARTERED ACCOUNTANTS OF NEPAL

S5 (Established under the Nepal Chartered Accountants Act, 1997)

Welcome to ICAN Job Portal!

Email

Password Forgot Password?

¢ 1

New on ICAN Job Portal? Register Now

1. Click Forgot Password. A form will appear as shown below.



ST TICS DobIBocoe el
THE INSTITUTE OF CHARTERED ACCOUNTANTS OF NEPAL

. (Established under the Nepal Chartered Accountants Act, 1997)

T

Forgot Password?

Enter your email and we'll send you a new
generated password.

Email 1 2

’ < Backto Iogins 4
3

2. Enter a valid/registered Email Address.

10

3. Click Reset Password button to proceed to send request to change the password. An
error message will be displayed if the entered email is invalid as shown below.

AT TISS DbIBecoed IRl
THE INSTITUTE OF CHARTERED ACCOUNTANTS OF NEPAL

K. (Established under the Nepal Chartered Accountants Act, 1997)

Forgot Password? #

(® Please enter your valid email.

Enter your email and we'll send you a new
generated password.

Email

< Back to login
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If the email address is valid user will receive a new password in an email which they can
login with later.

4. Click Back to Login button to cancel the process and go back to the previous page.

2. Job
2.1. CreatelJob

Q

Bikesh

Employer

Create Job Job Seekers Export

1. Click Create Job. A form will appear as shown below.




Bikesh /¥%
.

Job Details
Select Industry Type Number of vacancy *
ctir ry TVp
Published Date Expired Date * Select level
[a] icl =}
Salary
Job Requirement
Select Qualification Select Experience * Select Tags
lect Qualificatior ele: perience Select tags
Job Description *
@ ® E Y- = ™ EE=EQ X6 souce
B I &|L|:=:= 4 | 9y | Styles - | Fomat - | 2
Job Specification
@ E @ G- = M EE=SQ @ source
BI S|L|i= = 99| Styles + | Format -2

2. Enter all the required fields and click Post Job button to create a new job.

Note: After a job is posted, it will require admin approval first in order to be displayed as
open vacancy.
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Bikesh

Employer

Dashboard Create Job Job Seekers Export

2 Personal Details fh Active Jobs

f jobs that you have posted and currently active.
ID Number: 1641445193

Apply Before 3 weeks from now

PAN Number: S Apply Before 5 months from now -
Yot Cor 1 ) Software Engineer (1) e 1 5 b“ Counselor (1)

Company Nam

Peacenepal Dot Com

Com

Peacenepal Dot Co

Applicants Applicants

Primary Phone: 9876

Secondary Phone: 12

Country: Nepal

Click on the title of the job. A detail view of the job will appear as shown below.

Bikesh

.'D":.
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THE INSTITUTE CF CHARTERED ACCOUNTANTS OF NEPAL Ex Q
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Software Engineer

Basic Job Information

Industry Type
Job Category
Job Level

No. of Vacancy/s
Education Level
Job Location

Deadline

Professional Skill Required

Job Description

For our e
IT services for European and U
Job is fully remote and requires Windo
Please Note:
This is a full time job (8 hrs ¢
« Monday-Friday, from I
vary +1 hour durin

Job Specification

Requirements:

o Ability t

Nice to have:

« nodejs
« angular/react

« spring (spring bo

arge Polish I

Views Count :136 | Apply Before § months from now

Banking an

Comp!

Entry

Soluta lorem sed vel

liable intern:

510 PC computer, a

er day) that requires working in the following hours (Kathmandu time!

time, from 1:45PM till 6:45PM; time rr

09 vailability during t

, find answers in documentation/interr

dently read and understand the co

archit:

ma (relational dat

ackup.

N

Peacenepal Dot Com

Kupandol, Kathmandu, Nepa

Bikesh ¥}
o

2. Click Edit button to proceed to edit the job. A form containing existing information of
the job will open as displayed in the image below.



2 o AT TR
THED  CHAR TERED ACCOUNTANTS OF NPAL :6 Bikesh
{Rablibed vt e Nepal Charterel Acommmtsnis AL 199) Sy

Job Details
Title * Select Industry Type * Select Job Category * Number of vacancy *
vare Engineer Banking and Financial Institutions Computer applicatior Soluta lorem sed vel
Location * Fublished Date * Expired Date * Select level
Mar 28 AM =} 2 =] Entry Level

sdiandae et qu

Job Requirement

Select Qualification Select Experience * Select Tags

Quali

1-6 month intern

Job Description *

B E @ V|- mEmEE QX Bsouce

£ |99 Syes - Fomal - | ?

For our customer, a large Polish IT company, wo are seeking for strong developers to support the team. The company is providing IT services for European and US customers
Job s fully remote and requires Windows 10 PC computer, a reliable internet connection.

Please Note:

This is a full tima job (8 hrs per day) that requires working in the following hours (Kathmandu time)

= Monday-Friday, from 1:45 PM to 9:45 PM (or at least 5 hours avaitability during that time, from 1-45PM til 6:45PM. time might vary +-1 hour during daylight saving time) (Kathmandu time)

Min rds & Max: 1000 words

Job Specification

@@ @ G- |= M EmE=sQ X @sowrce

3 | 99| Styles - Fomat - | ?

Requirements:

« You need to have practce (independently read and understand he code, find answers in documentation/nierne!, modity existing code, creating your code)
- JAVA

* Knowledge of WEB apps and microservices architecture

= Abilty 1o use IDE Tools (for example: NetBeans Intali)

« Abilty to debug applications

Nice to have:

000 words

- B

3. Edit all the information as required and click Update button to save the changes.
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3. Applicants/Job Seekers

3.1.  View Applicant Profile

SKieT BRSO
THE N CHARTEREL
UK ot under e Nepal O

ﬁi{ Q

=

Bikesh

Employer

Create Job Job Seekers

2 Personal Details @ A

1D Number: 164144!
PAN Number:
Company Name: Peacenepal Dot Com
Primary Phone: 98765876543
Secondary Phone: 123456782

Country: Nepal

Export

1

ctive Jobs

hat you have posted and currently active

Peacenepal Do

Applicants

Software Engineer (1)

t Com

B » Counselor (1)

nepal Dot Com

Applicants

1. Click Job Seekers. A new page will open displaying the list of applicants.

8 Erasn @

# APPLICANT DETAILS WORK EXPERIENCE

2, Full Name Suresh Tamang
%, Contact 9849501483

& Email suresh@pndc.com
®© Address ktm

2 Gender Male

Q Marital Status Married

Profile Completed

2 Full Name bikesh sth
%, Contact 6789

B Email bikesh.shrestha+22@pe
© Address kathmandu

& Gender Male

Profile Completed

acenepal.com

peace

Id voluptatem Ipsam

QUALIFICATION

School Level
Bachelor Level

School Level

School Level

View Profile

View Profile

I )

Bikesh

2. Click View Profile button. The detail page of the applicant will be displayed as follows.

8

Suresh Tamang

Student

2, Basic Info

Name: Sure:

Email: sure:

b Work Experience

developer

Contact: 28495(

Linked In: https:/v

w.linkedin.com

2, Other Applicants

Rajan Shrestha

@‘ Bikesh Shrestha
’@ bikesh sth
§ 23456789

Bikesh

'y
°

W
°




Note:
a. In applicants listing page, the profile detail of the jobseekers can be viewed if the

jobseekers have made their profile publicly accessible.
b. If applicants have applied for a job, the job providers can automatically view their
profile regardless of if the applicants have made their profile public or not.

4. Export Jobs

(@) aeT s DTS
THE INSTITUTE OF CHARTERED A
HEWEE Vrtainhesd wrder the Nepal  Rarter

Bikesh Y}

Dashboard Create Job Job Seekers Export

@ Active Jobs

1

L Personal Details

ID Number: 1641445193

1. Click the Export button to export the information of the jobs that includes the detail of
applicants.

Note:

a. “Active Jobs” means the list of jobs currently available which is visible to the

jobseekers.
b. “Pending Jobs” means the list of jobs that are waiting admin approval to be published.
c. ” Expired Jobs” means the list of jobs that have already crossed the apply deadline and

are not visible to the jobseekers.
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