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Introduction

KetekSaja is a digital recruitment platform to monitor and manage the recruitment of foreign workers

among related  parties,  agencies  and  employers  in  the  recruitment  process.  This  user  guide  is

specifically for the role of Employers in KetekSaja. As the Employer, you will be able to sign up for

an account and login when you already have an existing account as well as editing the Employer's

Profile screen. Next, you will be able to add a new place of employment (POE) and add a new job

vacancy. Finally, you will also able to offer or reject the candidates for the job they added.

1. How to Sign Up/ Login for Employers Account?

1. Go to either URL: https://keteksaja.com or https://keteksaja.asia. The URL will bring you to the

KetekSaja homepage.

Figure : 1 

2. Once you click on the 'Sign Up' button, enter all the mandatory fields. Note that your Email and

Password will be your login account once approved by the Administrator.

Figure : 2 
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Figure : 3 

Figure : 4 

3. Once you have entered all the necessary details in the fields, you can either click the 'Back'

button to  return to the login  screen or  you can click  on the 'Submit'  button to create  the

account.

Figure : 5 
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4. After  clicking  the  'Submit'  button,  your  registration  is  now  pending  for  approval  by  the

Administrator. 

Figure : 6 

5. Once approved by the Administrator, you can now click on the 'Login' button.

Figure : 7 

6. The button will prompt you to the login page. Enter your email and password which you have

registered with and click on 'Login'.

Figure : 8 
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2. How to Access Employers Dashboard?

1. Once you have logged in, there will be an 'Employers' button on the top right of the screen.

Click on 'Employers' and the menu will be in the drop down list.

Figure : 9 

2. Select on Dashboard from the drop down list. The Published Job and Candidates screen will

appear. You may click to see the details.

Figure : 10 
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3. How to Add new POE?

1. Select on POE from the drop down list. (Note: POE = Place Of Employment). Click on the add

New POE button to add a new place of employment. The add new POE Profile screen entry will

appear. Enter all the details in the mandatory fields information. Click on the Save button to

save the record or click on the Cancel button to return to the main page.

Figure : 11 

4. How to Add a New Job Vacancy?

1. Select on Jobs from the drop down list and click on the add New Vacancy button. A new add

vacancy screen entry will appear. Enter all relevant details applicable for the new vacancy. Click

on the Save button to save the record or click on the Cancel button to return to the main page.

Figure : 12 

Figure : 13 

Figure : 14 
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• Note that if the vacancy posting status is Active Publish Pending, this means that is it waiting for

the Administrator approval. If the status is  Active Publish Approved, it is ready for candidates to

apply. Lastly, if it is  Active Unpublished Approved, this means that the vacancy post is not yet

published to the public.

5. How to View Candidate Application of the vacancy?

1. Select on Application from the drop down list. This will show a list of candidates that has applied

for the vacancy. 

Figure : 15 

2. Click on the Candidate name. The details of the candidate profile will be shown.

Figure : 16 
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3. Click on 'OK' button if you agree to offer or click on the 'X' button to cancel.

Figure : 17 

4. If you click on the 'Reject' button, a remark needs to be entered. Click on 'OK' button to agree

on the rejection or click on the 'X' button to cancel the rejection.

Figure : 18 
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6. How to Access Settings for Employers Account?

1. Select on Settings from the drop down list. The Employer Profile Screen will appear. You are

able to edit the Employer Profile.

Figure : 19 

Figure : 20 

Page: -8

KetekSaja – Digital Recruitment Platform
System Version 1.0





2022


	Introduction
	1. How to Sign Up/ Login for Employers Account?
	2. How to Access Employers Dashboard?
	3. How to Add new POE?
	4. How to Add a New Job Vacancy?
	5. How to View Candidate Application of the vacancy?
	6. How to Access Settings for Employers Account?


