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1. Overview 
An eternal partner is an organizational entity (academic institution) that associates itself with 

the National Career Service (NCS) to register their respective students as jobseekers on the 

NCS portal. Once registered on the portal these students can make use of the portal to search 

and apply for jobs there like all other jobseekers.  

The external partner module covers the following functionality: 

 Access the Application 

 Log into the NCS Portal 

 Register Jobseeker 

 View/Edit Jobseeker Profile 

2. Access the Application 
To access the NCS portal, type the following website address or Uniform Resource Locator 

(URL) in the address bar of your Internet browser: http://www.ncs.gov.in/. The Home page of 

the NCS portal displays. (screenshot attached) 

http://www.ncs.gov.in/
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NCS Portal Home Page 
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3. Log into the NCS Portal 
As an External Partner of the NCS portal, you will be provided with the appropriate login 

credentials (username and password) for accessing the NCS portal on the Email ID shared with 

us by AISHE. 

1. Access the NCS portal 

2. In the Login section enter login ID 

3. Next, enter your password 

 

Login Section 

4. Click the Sign In button. This displays the Registration screen. 
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4. Register Jobseeker 
As an External Partner, you have to register students from your institute on the NCS portal so 

that they can avail the facilities provided by the portal.  

You may ask the candidate to fill all the required information to initiate the registration 

process. 

Each candidate can create his individual username and password while registering. 

 

Registration Screen 
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Each field has been explained below in detail 

1. Enter candidate’s first name  

2. Enter their middle name 

3. Enter their last name  

4. Select the appropriate gender  radio button 

5. Select the Unique Identification type (PAN card, Aadhaar card or Others) from the drop-

down list 

Note: Selecting the Others option enables you to choose any one of the following 

identification type for the candidate: Voter’s Identity Card, Passport, Driving License, or UAN 

Number. 

6. Enter Unique Identification number based on the selected Unique Identification type  

Note: Use the Check button to see if the entered UID already exists.  

7. Select the candidate’s date of birth from the calendar 

8. Enter their guardian or father’s name 

9. Select their highest education level from the drop-down list  

Note: The Education field only displays when any one of the following options is selected from 

Highest Education Level drop-down list: Diploma After 10th, Diploma After 12th, Graduate, PG 

Diploma, Post Graduate, or PhD. Further, additional fields display based on the option 

selected from the Education drop-down list.  

Note: Once the candidate’s registration process is completed, the education related data 

entered here is saved to their profile.  

10. Select a state from the drop-down list 

11. Select a district from the drop-down list  

Note: The District drop-down list only displays after the name of a states is selected from the 

State drop-down list. 

12. Enter the candidate’s Email ID 

13. Enter their ten digit valid mobile number as the OTP is sent on the same number for 

confirmation 

14. Enter a password that the candidate would use for accessing the NCS portal as a 

jobseeker. The password should at least have eight characters, contain at least one 

alphabet, one number and one special character (@ $ %) for example: “pass@word1”. 

15. Retype the same password for confirmation 

16. Select the username option that would be used by the candidate for logging in to the NCS 

portal 

17. Enter the candidate’s job preferences or key skills (enter multiple skills as required) 

18. Enter security code as shown in the displayed image 

19. Check the I agree to terms and conditions check box. To read the terms and conditions 

document of the NCS portal, click the Click Here link. 
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20. Click the Submit button. After successful registration the Registration Status screen 

displays and a One Time Password (OTP) is sent to the entered mobile number. 

 

OTP Screen 

21. Enter the OTP verification code which is received on the registered mobile number. 

Note:  Click the Resend link, if OTP is not received on the given mobile number.  

22. Click the Submit button. 
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23. You (External Partner) will now be redirected to the View/Update Profile screen of the 

newly registered candidate. 

24. Please ensure that the candidates fills their complete details regarding their skills, 

internships, experience (if any)  

 

 

View/Update Profile Screen 

Note: To know more about viewing and updating the profile of a jobseeker, please visit: 

https://www.ncs.gov.in/User_Manuals/Jobseeker.pdf  

25. After the details of the candidate have been updated the candidate can Sign Out using 

the Sign Out button on top of the page.  

 

Sign Out Button 

https://www.ncs.gov.in/User_Manuals/Jobseeker.pdf
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26. Once the candidate has signed out, you will be redirected back to the Registration screen 

to register the next candidate.  

 

Repeat the above mentioned procedural steps to register another candidate. 

 

Registration Screen 
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27. The registered candidate can access the URL www.ncs.gov.in anytime from any anyplace 

and login to  NCS portal using his created username and password to apply on jobs  

 

Note: To upload their documents to the DigiLocker application, a registered candidate 

(jobseeker) needs to log into the NCS portal and then connect their DigiLocker account 

with their NCS account. To know more about how the DigiLocker application works with 

the NCS portal, please visit: https://www.ncs.gov.in/User_Manuals/Jobseeker.pdf 

 

28. In order to Log out of the NCS portal application click the Sign Out link. You can login again 

with the credentials shared on Email. 

 

Sign Out Link 

http://www.ncs.gov.in/
https://www.ncs.gov.in/User_Manuals/Jobseeker.pdf

