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Open NBRI Recruitment Portal 
 

 

 

 
How to Use This Manual 

This manual serves as a reference guide for working with NBRI’s Recruitment Portal. 

1. Application Module 

 Candidate Advertisement Dashboard 

Applicants can apply for multiple jobs under a single advertisement number. 
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 Archive 

Under the archive option we find all closed advertisements. 
 

 Instruction 

Under this tab the applicant finds all instructions related to the individual job post. 
 

 

 Apply Now 

On clicking the “APPLY NOW” button applicants can apply for the job against specific post code. 
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 Candidate Register 

In-case of new user, on clicking the apply now button the user will be redirected to Registration 

Page. Enter all required field details before clicking the “Register” button. 

 
 

 
 Candidate Login 

After successfully registration enter login credential details in login tab and press “Login” button. 
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 Candidate Dashboard 

After successfully login then first of all it shows the candidate dashboard and from here users can apply 

for a new job, edit/update partially filled applications and also view all submitted applications. 
 

 
 Particulars of Application 

On clicking the “Apply” or “Edit/Update” link below the given form will appear. 

Here the user needs to fill up all the (*) mandatory fields and click on Save and go to Basic Particulars. 
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 Basic Particulars 

In basic particulars user needs to fill up entire form details and press on “Save and go to 

Educational Qualifications” Button. 

If user clicks on “Previous” button, the user will be redirected to Save and go to Basic 

Particulars Button. 

The Remove Button helps users to remove / discard the attached certificate if in-case needed. 
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 Educational Qualifications 

Fill up essential details and Press “Save and got to Research Outputs” 

 Research Outputs 

Fill up essential details and Press “Save and got to Research Outputs” 

 Particulars of Employment/Experience 

Fill up essential details and Press “Save and got to Research Outputs” 

 Declaration 

At last here in the declaration page the user will fill-up the form as required and save it by clicking the 

Save Button given at the bottom part of the page. 

Except Save Button there are few more buttons that are also available. Usability of those buttons are as 

below: 

Edit/Update: On clicking this button user will be redirected to the first page i.e. Particulars of 

Application where users can start checking and edit entire forms one by one before submitting. 
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Print Preview: Using this button, users can check the filled-in forms in a single page before printing. 

Print: On clicking, the user can take a print out of the form. 

Proceed To Payment: On clicking it, then the user move to next page i.e. “Payment Page” (see page 9 (a 

to h points  for your reference)). 
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(a). “Payment Page”: On clicking PAY button link, then open new page link “NSDL surePay” 
 

 

Note : 

 

(1) Payment is mandatory only for Male (Gender) applicants belong to General, OBC  & 

EWS Categories. 

(2) The rest of the other Categories i.e. SC/ST/PWD, and CSIR Employee/Abroad 

Candidates are exempted from the payment of the Application fee. 

(3) In case of any query related to difficulty in payment gateway at the online portal, 

please write your query through mail addressing to coa@nbri.res.in   

 
(b). “NSDL surePay”: Here you select payment open ( Credit Card/Debit Card/UPI/Net 

Banking/Wattet ) for paying application fee. 

 

 
 

 

 

 

 

 

mailto:coa@nbri.res.in
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(c).  “Credit Card”: If you select this then open credit card details page after filling card 

details field then click on Make Payment button option. payment if success then move to back 

on declaration page. If failure then try again. 

 

 
 

 
(d). “Debit Card”: Under this option, you can enter your debit card details as per shown 

below screen. After that click on below shown button PAY S$ 1.94 
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(e). “UPI”: Under this option, you can make a payment using  UPI option Select UPI→Enter 

UPI ID-→Then click PAY Now  

 

 
 

 

(f).  “Net Banking”: Under this option, select your bank then click Pay Now then you move 

to your net banking login credential page. After login complete your payment if success then 

move to back on declaration page. If failure then try again. 
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(g).   “Wallet”: you can make a payment using  wallet option select Wallet→Choose wallet option-

→Then click PAY Now button 

 

 

 
 
(h). Afetr completing successful payment disable “Proceed To Payment” option and generated your  

Challan/Transaction ID number as shown below. 
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Submit: On clicking this button the form will be submitted as shown below. If the user pressed “Yes” 

then submit final application if pressed “No” then redirected to the same page. 

 

 

 

 
After final submission then pointer move to candidate window as shown below 
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 Profile 

The user profile link is located at the top right corner between “Application Applied” and “Change 

Password” link. Here users update some field’s data. 
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 Change Password 

Here the user can also change his password by clicking the “Change Password” link. 
 
 

 
 

 Forgot Password 
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The Forgot Password button will help the user to reset password with a new one. 
 


