
User Creation Manual in EGP II 

1) Login using admin user credentnials. 

2) The go to admin-> user management-> invite user-> public entity user 

 

 

 

3) Then click at public entity user 



4 The page appears as given below and fill the information as shown and fill the information as 

shown in the figure below and click on the initiate registration.

 

 

 

 

 

 

 

 

 

 

 

Shall always be no 

Select the name of the public 

entity 

Enter the email address to 

create account 

After filling all then information 

click on the initiate registration  



 

5. After clicking on the initiate registration, the dialogue box which has font in green color displays as 

shown in figure below. 

 

 

 

6. After it open the mail .[the e-mail is the one which is used to create account]. 

7. After opening the mail, the mail from the bolpatraadmin@bolpatra.gov.np is received as shown in fig 

below. 

 

 

 

mailto:bolpatraadmin@bolpatra.gov.np


8. Click on the mail and you can see the link as show in figure below. 

 

9. Click on the link and the following displays on the screen. 

 

10. then click on the Account details and fill up the information. All the contents that is marked with 

asterisk (*) shall be filled compulsorily. 



 



 

11. Then after filling up all the information click on the register. 

12. After clicking on the register the , the dialogue box which has font in green color displaying the 

information of sending the request.  

13. after it again LOGIN  using ADMIN credentials.  

14. At ADMIN dashboard, the task “PE REGISTRATION” is displayed under the  MY PENDING TASKS as 

shown in fig below. Then click  PE REGISTRATION” 

 

 

Write as shown fig.  

The username 

and password is 

used for logging 

in the bolpatra 

after the 

approval by the 

admin 



 

 

15. After clicking PE REGISTRATION the box appears at the bottom of the screen and click at the PE 

registration as shown in fig below. 

 

 

 

 

Click here 

Click here 



16. Then after clicking PE REGISTRATION APPROVE, the dialogue box appears as shown in fig below. 

Then click on action. 

 

 

17. After clicking at action , then click at claim task. 

18. After clicking at claim task, then the information appears as shown in fig below. Then here  

1. Select NON ADMIN [for creation of different roles] 

 Tick on the check box if the role is CREATOR 

 Tick on the check box if the role is REVIEWER 

 Tick on the check box if the role is APPROVER 

 

*Note:  

 An individual cannot have all the roles. [single person refers to single account] 

 But an individual can have role of reviewer and approver. 

2. Select ACCOUNTANT  [for ACCOUNTANT] 

 

  

 

Click here 



 

19. After selecting appropraite role then type the text as in comment box shown below and click on 

approve for approval  or any other button as approriate. 

 

If the role is 

CREATOR click 

here 

If the role is 

REVIEWER click 

here 

If the role is 

APPROVER click here 

Name of the person whose 

account been created  

Specify the role [creator 

or reviewer or approver 

or accountant]  

Name of the OFFice or PUBLIC 

ENTITY 

Click here to approve 



20. after clicking at approve, the box appears with green font as shown if fig below.  

 

 

 

 

21. after the process, the respective role is created. The username and password entered during the 

process is used to login in the bolpatra.gov.np 

22. for every role [creator, approver and reviewer] , same process is followed i.e form sterp 1 to 21. Just 

in step 18, the role will be distinguished as creator or reviewer or approver or accountant. 


