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1. Teacher Service Commission User manual.
1.1.Regarding this Document

This User manual will provide all the basic knowledge regarding Teacher Service Commission.
This manual will help you to navigate through the system.

2. Registration/Login

2.1.How to Register in TSC Job Portal?
Step 1: First of all enter https://online.tsc.gov.np/portal/login URL in Google Chrome or
Firefox or Internet Explorer.

Step 2: Candidate can register or Login into TSC Job portal clicking into Account Login
button.
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Sign in to your account

Email address

Password

Don't have account? Click here ta register

Forgot password? Click here to reset
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Step 2: If register has not been done, click on “Click here” link to register.



https://online.tsc.gov.np/portal/login

fRT&re a1 AN

Sign in to your account
Email address
Enter your email

Password

Don't have a-:c-:)urt-:) register

Forgot password? Click here to reset
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Step 3: To create an account user needs to add personal email address and Password.
After that click on “Register” button to save the information added.
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Open new account

Email address
Password

Confirm Password

Already have an account? Click here to
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Note: After user has been registered, user will get email for verification purpose.

Step 4: To verify your email address, user gets OTP code (6 digits) number in your email.
@ AU WER

Dear

d5¢c w. C r e Pd5ss5WOoraG (i e Ve ”'-,- I i
Please use following one time password (OTP) code to verify your email

address.

OTP Code: 185739

This code will be valid for 15 minutes.

Thanks with regards,
TsC

Step 5: Enter your OTP code in the given box. Then click on “Verify” button.

Note: If code is not available, then click on “Didn’t get OTP Code? Click to resend” link.
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Verify email address

One time password (OTP) code has been
sent to your email address. Please write
the code in the box below and click to

verify.

OTP Code (6 digits)

185739

Didn't get OTP code? Click

to resend
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Email verification gets completed after the above process.

2.2.How to Login into TSC Job Portal?
Step 1: Candidate can Login into TSC Job portal clicking into Account “Login” button.

Step 2: Enter same email address and password used to register in the system. Then click on

Login button.
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Sign in to your account

Email address

Password

Don't have account? Click here to register

Forgot password? Click here to reset

© HaftieR 2021 *fees Far amn

User should be able to login into the system.

Note: If password is forgotten, then click on “Click here” to reset the password.
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Reset password

Enter your email address to get one time
password (OTP) in your email.

Email address

Go back to legin page
© walfeR 2021 “Rier S sm

Enter the Email address that you enter at the login page.

A new generated password will be sent to your email address.

Go to your account and check the inbox for a mail regarding the new password.
Enter the same email address and the new password that has been given to you.
After that click at the login button and you can get the access to the system.




3. Personal Information

3.1: How to Edit Personal Information?

Step 1: Click on Edit button from top right side of the page. Enter necessary details in personal

Information section. Then click on “Save” button to save your Personal information.
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3.2: How to Edit Address?

ARl TR

arfymar st gt forea

ARTaar Skt et fafa

Step 1: From Personal Information, click on Location in next Tab. Click on “Edit” button to add Address

of the Personnel. Enter all the necessary Information and click on “Save” button.




3.3: How to Edit Family Information?

Step 1: From Personal Information, click on Family information in next Tab. Click on “Edit”
button to add Family Information. Enter all necessary information and click on “Save” button.
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4. Educational Information:

4.1: How to Add Educational Information?

Account

Step 1: Click on Add button from top right side of the page. Enter following values in the fields:

Educational Institute, Level, Special Courses

Select Educational Institute from drop down.

Select level of education from drop down.

Select Passed year (in Nepali Date) from drop down.
Select Passed year (in English Date) from drop down.

o 0 T o

Percentage and Division

Enter major subjects you studied. Multiple subjects can be added with comma.

a. Select division if specified in your marksheet from drop down.

b. Enter percentage.

10




c. Optionally, Select grade. (if your education is based in grade system)
d. Optionally, Enter GPA. (if your education is based in grade system)
e. Click on “Save” button.
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4.2: How to Edit Educational Information?

Step 1: Click on three dots as shown in the screenshot below. “Edit” and “Delete” action button is
available. Click on “Edit” action button so that Education information can be edited.
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Step 2: Update Education Information from Education description page. Click on “Save” button after
update has been made.
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4 .3: How to Delete Educational Information?

Step 1: Click on three dots as shown in the screenshot below. “Edit” and “Delete” action button is
available. Click on “Delete” action button so that wrong Education information can be deleted.
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Step 2: Are you sure? Question pop up is displayed with “Delete” and “Cancel” button. Click on “Delete”
button to delete the education information.

Are you sure? X

Once the item is deleted, all of its resources and data will be permanently
deleted. Before deleting your account, please download any data or

information that you wish to retain.

Cancel 1] Delete

User can Add, Edit and Delete Education information via Education Information Tab.

12



5. Training Information:

5.1: How to Add Training Information?
Step 1: Click on “Add” button from top right side of the page.
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Step 2: Enter all the valid data in the respective fields. Click on “Save” button after adding all the
values in the respective fields.
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5.2: How to Edit Training Information?

Step 1: Click on three dots as shown in the screenshot below. “Edit” and “Delete” action button is
available. Click on “Edit” action button so that Training Information can be edited.
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Step 2: Update Training Information from Training description page. Click on “Save” button after update

has been made.

5.3: How to Delete Training Information?

Step 1: Click on three dots as shown in the screenshot below. “Edit” and “Delete” action button are
available. Click on “Delete” action button so that wrong Training Information can be deleted.
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Step 2: Are you sure? Question pop up is displayed with “Delete” and “Cancel” button. Click on “Delete”
button to delete the Training details.

Are you sure? X

Once the item is deleted, all of its resources and data will be permanently
deleted. Before deleting your account, please download any data or
informatien that you wish to retain.

Cancel 17 Delete

User can Add, Edit and Delete Training information via Training Information Tab.

6. Managing Teacher license Details:

6.1: How to Add Teacher license details?
Step 1: Click on “Edit” button from top right side of the page to update the Teacher License details.
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Manage teacher license details

Step 2: Enter all the valid data in the respective fields. Click on “Save” button after adding all the
values in the respective fields.
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7. Managing Teacher Experience Details:

7.1: How to Add Current working school details?
Step 1: Click on “Edit” button from top right side of the page to update the Teacher Experience
details.
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Step 2: Enter all required values in the given fields and click on “Save” button.
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7.2: How to Add Previous working school details?

Step 1: Click on “Add” button from top right side of the page to add Previous Working School
details.
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Step 2: Enter all required values in the given fields and click on “Save” button.
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Candidate can add Current and Previous working details.

7.3: How to Edit Teacher Experience details?

Step 1: Click on three dots as shown in the screenshot below. “Edit” and “Delete” action button are
available. Click on “Edit” action button so that Teacher Experience details can be edited.
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Step 2: Update Teacher Experience details page. Click on “Save” button after update has been made.
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End Date {optional

7.4: How to Delete Teacher Experience details?

Step 1: Click on three dots as shown in the screenshot below. “Edit” and “Delete” action button are
available. Click on “Delete” action button so that wrong Training Information can be deleted.
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Step 2: Are you sure? Question pop up is displayed with “Delete” and “Cancel” button. Click on “Delete”
button to delete the Experience details.
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Are you sure?

Sure to delete this school record?

Cancel 1] Delete

User can Add, Edit and Delete Education information via Education Information Tab.

8. Managing Additional Documents Details:

8.1: How to Add Passport size photo?

Step 1: Click on “Naya Passport photo upload garnuhos” link to upload user’s photo.
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Step 2: Click on “Computer bata image browse garnuhos” button to upload the photo from user’s
computer.
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Upload and crop your recently taken passport size photo
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Note: Photo size should not be more than 200KB.

Step 3 : After selecting the photo, user can edit it before making it final photo. User can crop photo
by clicking “Crop” button. Also, user can use options as Zoom In, Zoom Out, Move Left, Move Right,
Move Up, Move Down, Rotate +90 deg, Rotate -90 deg, Flip X and Flip Y to edit the photo.

Edit image x
00 T [ [ [ [ () [y
coen

Step 4: To upload the cropped photo, user can click on “yo passport photo upload garna yaha click
garnuhos” button.
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Photo is uploaded in New Passport upload section.

8.2: How to New Signature sample?

Step 1: Click on “Naya dastakhat namuna upload garnuhos” link to upload user’s sample signature.
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Step 2: Click on “Computer bata image browse garnuhos” button to upload the Signature from
user’s computer.

i SxaEdd! A ATdls THe

Upload and crap image of your signature
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Note: Photo size should not be more than 200KB.
Step 3 : After selecting the photo, user can edit it before making it final photo. User can crop photo

by clicking “Crop” button. Also, user can use options as Zoom In, Zoom Out, Move Left, Move Right,
Move Up, Move Down, Rotate +90 deg, Rotate -90 deg, Flip X and Flip Y to edit the photo.

Edit image

T

Step 4: To upload the cropped photo, user can click on “yo dastakhat ko namuna upload garna yaha
click garnuhos” button.
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New Sample signature should be uploaded in the system.
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8.3: How to Add Other documents?
Step 1: User can either click on “Add” button or “Anya kagajat upload garnuhos” button to upload

other necessary documents.
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You have not uploades your documents yet.

Step 2: User needs to select the file type.
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Step 3: click on “computer bata image browse garnuhos” button to upload the file image.
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Note: Photo size should not be more than 200KB.

Step 4: After selecting the photo, user can edit it before making it final photo. User can crop photo
by clicking “Crop” button. Also, user can use options as Zoom In, Zoom Out, Move Left, Move Right,
Move Up, Move Down, Rotate +90 deg, Rotate -90 deg, Flip X and Flip Y to edit the photo.
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Edit image
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Step 5: To upload the cropped photo, user can click on “yo kagajat upload garna yaha click
garnuhos” button.
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New Additional document should be uploaded in the system. If uploaded the wrong file, user can
delete the image by clicking on “hataunuhos” button.
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9. Advertisements for Teacher’s Post:

9.1: How to Apply for Teacher’s Post from Advertisement?

Step 1: From Advertisement section, click on recently opened posts. Click on “Apply Now” button.
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Step 2: Select job post after clicking on “Apply Now” button. After selecting job post, selection of

province field appears.

Note: Job posts are displayed on accordance to the qualification and teaching experience level.
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Select province

Step 3: Select Province. After selection of province Subject selection field appears.
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Step 4: Select Subject. After selecting subject participating groups checkboxes appears.
Selection category with their respective advertisement no. should be available.
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Step 5: After selecting the group for participation, user details should be displayed in below fields.
Check at least one educational record, one training record and choose one document to attach in
the given application.
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Step 6: Check privacy and policy, then click on “Submit” button to submit the application.
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Step 7: If all the details are correct then congratulation message pop up should appear. Click on
“Ok” button to see digital copy of your application form and admit card.
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Congrats! Your application has been submitted successfully. Click Ok to
see digital copy of your application form and admit card.
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Step 8: Candidate needs to pay amount for the application he/she applied to. Click on “Dastur bujhauna
yaha click garnuhos” button.
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Step 9: Click on checkbox if you agree on all the conditions. For application payment select bank, then
click on “voucher prapta garnuhos” button.
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Step 10: Applicants can even download or print the voucher. To download or print applicants needs to

click on “voucher download/print garnuhos” button.
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Voucher will be downloaded or gets printed depends upon applicants choice.

10. Application applied details:

10.1: How to view application applied to?
Step 1: From Application applied details section, click on “View” button.
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Note: If payment is due, then candidate will not be able to view entrance form or payment receipt.
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10.2: How to view entrance form?

Step 1: Click on “prabesh patra herna yaha click garnuhos” button after viewing application applied
details.
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Step 2: User should be able to view entrance form. User can download entrance form by clicking on
“prabesh patra download garnuhos” button.
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10.3: How to download application voucher?
Step 1: From Application applied details section, click on “View” button. Scroll down till the end of
the page. Click on “bhuktani voucher download garnuhos” button after viewing application applied
details.
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PDF file should be downloaded.
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