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User Manual for Creating User profile

This manual covers the Candidate’s registration into Foreign Employment Information
Management System (FEIMS) for obtaining foreign labour/work permit.

1. First Access FEIMS online web portal by typing https://feims.dofe.gov.np in a browser

like Google Chrome.
2. Then click the “Login” button under ‘“33fits USFMT TUHT a7 S =Te ks @i #7617 as

follows:

Government of Nepal

Ministry of Labour, Employment and Social Security
Department of Foreign Employment
Kathmandu, Nepal

= ]
FCRE ISR 0T T o SO ST HHER o SR
e ST T 7T | ATl ST A |

U 1S Ygd s SHifeH qUe- B |
Click Here

3. Now enter your latest passport number in the passport field and then click “Next” button
as follows:

Government of Nepal

Ministry of Labour, Employment and Social Security
Department of Foreign Employment
Kathmandu, Nepal

o WiH DT UHAT 3ATS T F13-d1 ATl SATTAR] SUAT ST IgaT-T
TR ufay T §TdT | (IR AESTHT THaRBT ATHRAT 41 Wb d SIRT 4T
ufq grer Al A e ferus! WY F4f AgaH! AR 3 ufay 1 i)

Passport Number (RIS&H| A¥aR) *
1237

1. Enter your latest

passport number
2. Then click ‘Next’—T
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Guideline For Re-Entry Process



https://feims.dofe.gov.np/

4. Enter your date of birth in AD and then click “Next” button as follows:

Government of Nepal

Ministry of Labour, Employment and Social Security
Department of Foreign Employment
Kathmandu, Nepal

Passport Number (RTgGHT 9a%) : 1231 =

Date Of Birth (o= fifd) *
199

birth in AD
2. Then click ‘Next’ 41
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Guideline For Re-Entry Process

5. A message “Your account has not been created. If you want to create, click register?” is
displayed in the case of user not created as before in the system. In this case, click the
“REGISTER” button as follows:

Your account has not been created. If you want to create click
register?

CANCEL
button

6. A registration form to fill up with the title ‘New Individual Registration’ is displayed as
below. So, fill-up the form and click ‘Submit’ button.
Note that all the fields in this form are mandatory. In the ‘Email’ field put your personal
email address that you use and have access to as you will receive OTP code and your
login password in that email address. /n the ‘Mobile No.’ field also put your personal
mobile phone number. Tick either ‘Email’, ‘SMS’ or you can tick both options to receive
OTP code in the above email and phone number that you had typed.



Government of Nepal

Minis of Labour, Employment and Soc Secur
Department of Foreign Employment
< andu pal

New Individual Registration
Passport No *

123

Date Of Birth(DOB) *

199
Email *
knm com

Mobile No *

984r

Send confirmation code in
Email SMS

Pick either ‘Email’ , ‘'SMS’

Back to login ©OF You €an pick both also. - m

After filling all fields click ‘Submit’ N |

7. After that a message like below will appear in the page saying to put the OTP code that
was sent to you in your respective email and phone. Check for the OTP code in your
email’s inbox (also check your Spam folder) or check your mobile phone for SMS. After
receiving the OTP code put the che in the field “Enter OTPCode”

w VIim s by AU b L= L al R WV
H OTP Code has been sent to your email or SMS as you specified,
please check your message and enter code below.If you have
not received the code yet click on Resend OTP to get another
one.
W
Enter OTPCode *
1S5
12
. - After putting OTP 1
i @ Resend OTP  code click on ‘VERIFY’
19

8. Asthe OTP issuccessfully verified, you will see a message in that page like below saying
that the User has been created successfully and the login password has been sent to your
email.

@ User created successfully and user credential has been sent to your email please check
your message for detail.

OK




9. You will be redirected to the login page again after clicking ‘OK’. In the login page
follow the same process as earlier and enter your latest passport number and then click

‘Next’ button.

Government of Nepal
Ministn f Labour, Employment and Social Secur
Department of Forelgn Employment

Kathmandu, Nepa
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Passport Number (RTEET-T T1a3) *
123 ‘—\
1. Enter your latest
passport number
2. Then click ‘Next’J

Guideline For Re-Entry Process
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10. In the next page you will be asked to enter your Password like below. Now go and check
your inbox (also check your spam folder) in the email address that you had typed earlier
for the password which you will require for logging in. Then provide your password in
the password field and click “Sign in’ button.

Government of Nepal

MAIr of Labour, Emg it and Sox Security
Department of Forelgn Employment
Kathmandu, Nepal

Passport Number (ITgSHT 5%) : 1231
Password (JTEas) *

\ 1. Enter the password that was Forgot Password?
sent to you in your Email (also
check inside spam
o | EEe
2. Click ‘Sign In”

Guideline For Re-Entry Process
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11. After signing in you will be now taken to your user dashboard where you will be able
to see various information. First you must complete building your profile. To build your
profile, Click ‘View/Edit Profile’ button only. DO NOT click on ‘Apply For Work
Permit’ button because that process will be handled by DoFE.

Government of Nepel Wekioras
Department of Foreign Employment l S s Gam
" Passport

P Change Password @ Logout

Apply For Work Permit
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View/Edit Profile Old Applications New Company Add Individual Complaint RA Complaint Search Foreign Job
3557 Request TR T e Demand
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12. As you click “View/Edit Profile”, ‘Individual Basic Info’ page will be displayed as
below. Fill out all the fields specially the ones marked with “*’ as those fields are
mandatory. After filling the fields click on ‘Next’ button. It will save the entered details
and send you to the next page.

Basic Info / Bank AccountInfo / FamilyInfo / Personalinfo / Training Info / Academic Info

S —— |

Fill out all the fields specially the ones
marked with **’ as those fields are

Individual Basic Info
*Fields Are Mandatory (GE®T et g

mandatory
Basic Info
First Name * Middle Name Last Name *
S Enter Middle Name G
Date of Birth * Age Gender
199 O Male ® Female
Marital Status * Religion Upload Profile Image(jpg,png,jpeg)*
Select v Select Religion v | Upload ‘
Permanent Address Info
Country * Region Zone
v Select Region v Select Zone v
TuzEnSINp VU
24 Select District ~
Passport Info
Passport No * Issued Date: *
123 203

Click ‘Next — &9



13. As you click “Next” button, ‘Bank Information’ page will be displayed as below. Input
your Bank details as per fields present there and then upload your cheque book image in
the ‘Upload Bank Account Image’ field to confirm that the account number and account
holder name that you entered indeed exists in the bank. The image could be for example,
scan of cheque book/ATM card (clearly showing bank name, account holder name and
account number).

Basic Info Family Info Personal Info Training Info Academic Info

|

Bank Information

Bank Account Info

Upload image to verify existence of
mentioned account holder name and

m account number. e.g. Scan of cheque boaok. Click “Next’

By clicking ‘Next’ your entered data will be saved and it will send you to the next page.

14. After that you can continue filling the next pages Family Info, Personal Info, Training
Info and Academic Info in similar fashion. Now, in the ‘Personal Info’ page fill out all
the fields.

Basic Info / Bank Account Info / Family Inf Personal Info Training Info / Academic Info
I
T |
F1ll out all the fields specially the
Family Information ones marked with "' as those
* Fields Are Mandatory (SgMe @30 W)
fields are mandatory.
Family Info
Father Name * Mother Name *
kjf fgh:
Spouse Name No Of Children Spouse Age
Emergency Contact Info
Emergency Contact Person * Contact No * Country *
9845784 01457
Region Zone District *
City Tole Street
tate House N
Click Next' =>

After that click ‘Next’ button.



15. In the next ‘Personal Info’ page fill out all the fields.
Basic Info / Bank Account Info / Family Info / Personal Info / Training Info / Academic Info

-
Fill out all the fields specially

Personal Information

- . 131
e e oy o e the ones marked with '*' as those
fields are mandatory.

Personal Info
Height Weight (In KG) Special Skill

5 #| 5 inch 55 Enter Special Skill

f multiple seperste with

Experience Known Languages Any Physical Mark

Enter Experience Enter Language If yes please mention

Click Next' e=r==-@T5)

After filling it out click ‘Next’ button.

16. In the ‘Training Info’ page click ‘ADD’ button to input training information and upload
training document.

Basic Info / Bank AccountInfo / FamilyInfo / Personal info / Traming Info / Academic Info

Training Information
* Fields Are Mandatory (SETd®1 a0 Hsrem)

) <=/ Click'ADD'

Training Information .
* Fields Are Mandatory (S50 Tawe H2m) Flll OUt all tlle ﬁelds

Training Detail

Training * Institution Address
Caregiving Enter Training Institute Name Enter Address

Start Date End Date Duration(in days)
Select Start Date Select End Date Duration in Days

Training Documents

Upload training
document

Add Document

e Click Next' =>

After filling the details and uploading training document click ‘Next’ button.



17. Next on the ‘Academic Info’ page click ‘ADD’ button to input academic information
and upload academic document.

Basic Info / Bank Account Info / Familyinfo / Personal info / Traininginfo / Academic Info
—

Academic Information
* Fields Are Mandzrtory (SR e+

€ <= Click'ADD

Academic In_formatip_n )
Pl e iendetry (e R s Fill out all the fields

Qualification Info

Qualification * Institution Name Institution Address

Enter Qualification Enter Institution Name Enter Institution Address
Start Date End Date Duration({In Year)

Enter Start Date Enter End Date
Acdemic Year Rank

Enter Acdemic Year Enter Rank

Academic Documents

Upload academic
Ty~ —— | p

document

Click 'Save' == D)
After filling out all the fields and uploading document click the ‘SAVE’ button.

18. Also change your password after logging in into something that you can remember and
keep it safely. You can change it by going to the ‘Change Password' button in your user
Home Page.

Government of Nepal

Department of Foreign Employment

# Home Page P Change Password & Logout

Click Here

Change Password

Old Password * New Password * Retype Password *

Enter Old Password Enter New Password Retype New Password

19. After completing all the steps and procedures above logout from your dashboard by
clicking ‘Logout’ button.



