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1. Profile

1.1. Register
In the address bar of the browser, enter the litk$://jobportal.ican.org.np/user/loyiof
the usetogin portal. A login screerwill appeamsshownbelow.
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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?

@
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New on ICAN Job Portal? Register Now

1. Click RegisterNow. A newform will appeamasdisplayed below.
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(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 newform will appeamasshownbelow.
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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 *

® ®

| 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 cli&egister Nowbutton to complete the process and
create anewaccount.

Note: Jobproviderscanlogin to thesystem only aftetheadmin approvetheaccounffirst.



1.2. Login

e
—
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Welcome to ICAN Job Portal!

Email 1

Password 2 Forgot Password?

®

3

New on ICAN Job Portal? Register Now

1. EnterEmail.

2. EnterPassword

3. Click Sign In buttonto login. An errormessageavill be displayed ifthelogin credentials
are incorrects showrbelow.

@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 loginis successfulthe userwill beredirected to thdashboard.
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Bikesh

Employer

You have succes:

2 Personal Details

ID Number: 16

PAN Number:

Company Name: Peacenepal Dot Com

Primary Phone: 98

Secondary Phone:
Country: Nepal

Province: ba:

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

Website :

2, Contact Person

Name: Bikesh Sh

Contact: +

) 534-4877

Email: user@p!

Status: Active

Jo)

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)

Agply B from
asdfa (0)
Peacenepal Dot Com

English Lecturer (2)
Peacenepal Dot Com

Applicants



1.3. Changdassword

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 profileimageof theuserlocatedat thetop right cornerof thescreen.

2. Click Change PasswordA form will appeatin popup asshown below.

Change Password

Current Password 3
New Password 4

Confirm Password 5

7 6

Change Password

3. EntertheCurrent Password

4. EnterNewPassword

5. EnterConfirm Password



6. Click Change Passwordutton to complete the process. An error message will be
displayedf the confirmationpasswordloesnot matchwith the newpasswordasshown
below.

Change Password

Current Password

New Password

Confirm Password

©

The password confirmation and new password must match.

Change Password

7. Click Closebuttonto cancel thg@rocess.

1.4. EditProfile

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 ashownbelow.



"ATA é( Q Bikesh /¥
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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 allthenecessary informatioand clickSavebuttonto savethe changes.



1.5. Logout

FMGT Tt DpTeten SRR _
TITUTE OF CHARTERE! OF NEPAL ‘@1 Q Bikesh /¥
Sepa € e, A

Bikesh
Employer
[PEEUEEETCIN  Create Job  Job Seekers Export
2 Personal Details h Active Jobs 1

The list of jobs that you have posted and currently active

1. Click Logout buttonto sign outheaccountandexit thesystem.

1.1. ForgotPassword

.“’v.‘u\\&_

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

g% (Established under the Nepal Chartered Accountants Act, 1997)

Welcome to ICAN Job Portal!

Email

Password Forgot Password?

- "'

New on ICAN Job Portal? Register Now

1. Click Forgot Password A form will appearasshown below.



ST TICS DobIBocoe el
THE INSTITUTE OF CHARTERED ACCOUNTANTS OF NEPAL
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T

Forgot Password?

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

Email 1 2

’ < Backto Iogins 4
3

2. Enteravalid/registeredEmail Address.

3. Click Reset Passwordbutton to proceed to send requesthhange the password. An
errormessage wilbedisplayed ifthe entere@mail isinvalid asshownbelow.

AT TISS DbIBecoed IRl
THE INSTITUTE OF CHARTERED ACCOUNTANTS OF NEPAL

 (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

10
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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 buttonto cancelthe processand go back tthe previougpage.

2. Job
2.1. Createlob

Q Bikesh /¥
@

Bikesh

Employer

Create Job Job Seekers Export

1. Click Create Job. A form will appeamasshownbelow.



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. Enterall therequiredfields andclick PostJob buttonto create anew job.

Note: After a job is posted, it willequire admin approval first in order to be displayed as
openvacancy.
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2.1. EditJob

1. Click on thetitle of thejob. A detailview of the jobwill appearasshown below.















