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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 Licensed Agent in KetekSaja. As the Licensed Agent, you will be able to

sign up for an account and login when you already have an existing account. Next, you will be able

to edit the medical and insurance information of the candidates. You will also be able to accept or

reject  new  sponsor  profile  registration  and  candidate  application,  verify  or  withdraw  any  job

application submitted by the sponsor.  Next,  the  Licensed Agent  is  able to accept  or  reject  job

application offered by the Employer. Finally,  you will  also able to add new candidates under the

Licensed Agent and also apply job for the candidate.

1. How to Sign Up/ Login for Licensed Agent 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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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 : 3 

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

Administrator. 

Figure : 4 
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5. Once approved by the Administrator, you can now click on the 'Login' button.

Figure : 5 

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 : 6 

2. How to Access Licensed Agent Dashboard?

1. Once you have logged in, there will be a 'Licensed Agent' button on the top right of the screen.

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

Figure : 7 
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2. Select on Dashboard from the drop down list. The Medical and Insurance Update, Sponsors

and Job Application screen will appear. You may click to see the details.

Figure : 8 

3. How to Edit the Medical and Insurance information of the candidates?

1. Click on the Medical and Insurance Update tile. This will show a list of candidates.

Figure : 9 

2. Click on the name of the candidate to edit the medical and insurance information. Note that the

medical and insurance info can only be edited if the status is DRAFT or PENDING. 

Figure : 10 
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Figure : 11 

Figure : 12 

• Note that once the record is confirmed, it can no longer be editable.

4. How to Accept or Reject New Sponsor Profile Registration?

1. Click on the Sponsor Tile. This will show a list of sponsors on the screen. Then, click on the

Sponsor Name with their pending status.

Figure : 13 

Figure : 14 
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2. Click on the 'Accept' button to accept the new sponsor profile registration. Then, click 'OK' to

confirm the registration.

Figure : 15 

Figure : 16 

3. To reject  the  registration,  just  click  on  the  'Reject'  button.  Then,  click  'OK'  to  confirm  the

rejection.

Figure : 17 

Figure : 18 
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5. How to Accept or Reject new candidate application?

1. On the same sponsor listing, select on 'Candidate Listing'. A list of candidate screen entry will

appear. Click on Candidate List Name with pending status.

Figure : 19 

Figure : 20 
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2. Click on 'Approve' button to approve the new candidate application which has been submitted

by the sponsor. Then, add in some remarks before clicking 'OK' to approve the application.

Figure : 21 

Figure : 22 

3. Click on the 'Reject' button to reject the application. Then, add some remarks before clicking

'OK' to reject the application.

Figure : 23 

Figure : 24 
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4. To print the record, just click on the 'Print' button.

Figure : 25 

6. How to Verify or Withdraw Job Application?

1. Click on Job Application and there will be a list of job applications shown. Click on the Pending

Tab and click on the 'Approve' button and finally, click on 'OK' button to verify the application.

Note that the Pending Tab information is referring to application submitted by the sponsor and

needs the Licensed Agent verification.

Figure : 26 

Figure : 27 

Figure : 28 
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2. To withdraw the application, just click on the 'Withdraw'  button and click 'OK' to confirm the

application withdrawal.  Note that the New Tab information is referring to the job application

applied by the Licensed Agent. 

Figure : 29 

Figure : 30 

3. The  Offer  Tab  information  refers  to  the  job  applications  that  have  been  approved  by  the

Employer.

Figure : 31 
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7. How to Add New Candidate under Licensed Agent?

1. In  the  Dashboard,  click  on  the  add  Candidate  button  to  register  the  candidate  under  the

Licensed  Agent.  Note  that  the  record  will  be  updated  and  automatically  approved  by  the

Licensed Agent.

Figure : 32 

Figure : 33 

2. Fill  in  all  the  mandatory  fields  and  click  on  'Submit'  button  to  submit  the  new candidate

application.

Figure : 34 
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8. How to Apply Job for Candidate?

1. Click on Job by Company and a list of Employers drop down will be shown.

Figure : 35 

2. Select your preferred Employer List which will show a list of job vacancies under that Employer.

Then, Click on 'Apply' button to apply the job for the candidate.

Figure : 36 
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3. Click on 'Submit Application'  button in order to submit the job application for the selected

candidates. Then, click on 'OK' at the pop up.

Figure : 37 

Figure : 38 

4. Once you click on the 'OK' button the job application is successful.

Figure : 39 

Figure : 40 
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