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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. 
 

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

https://jobportal.ican.org.np/user/login
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2. Click Employer. A new form will  appear as shown below. 
 

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. 
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1.2. Login 

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

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. 
 

3. Enter the Current  Password. 

4. Enter New Password. 

5. Enter Confirm  Password. 
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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. 
 

7. Click Close button to cancel the process. 

1.4. Edit Profile 

 

1. Click Profile or Edit Profile button. A form will  appear as shown below. 
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2. Edit all the necessary information and click Save button to save the changes. 
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1.5. Logout 

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

1.1. Forgot Password 

 

1. Click Forgot Password. A form will appear as shown below. 
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2. Enter a valid/registered Email Address. 

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. 
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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. Create Job 

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

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










