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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 Sponsors in KetekSaja. As the Sponsor, 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 apply for

a job from your preferred company and withdraw the job application submitted. Finally, you will also

able to add new candidates under the Sponsor.

1. How to Sign Up/ Login for Sponsors 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 

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

Figure : 5 
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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 Sponsor Dashboard?

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

on 'Sponsor' 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 Online Application screen will appear. You

may click to see the details.

Figure : 8 

3. How to Withdraw an Online Application?

1. Click on Online Application on the menu and there will be a list of online applications shown

with different status. Note that the Pending Tab information is referring to application submitted

by  the  Sponsor  and  is  awaiting  for  the  Licensed  Agent  verification.  As  for  the  New  Tab

information, it refers to the job application applied by the Licensed Agent.

Figure : 9 

Figure : 10 
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4. How to Add a New Candidate under the Sponsor?

1. Click  on  the  Add  Candidate  button  on  the  dashboard  to  register  the  candidate  under  the

Sponsor. Enter all of the candidate's details in the mandatory fields and submit the application

for the Licensed Agent's approval.  

Figure : 11 

Figure : 12 

Figure : 13 

Figure : 14 
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5. How to Apply Jobs by Company?

1. Click on Jobs by Company button on the top right of screen and a list of Employers will be

shown.  Select  your  preferable  Employer  and  a  list  of  vacancies  will  be  shown  under  that

Employer.  Tick  the  boxes  of  the  candidates  that  you  want  to  apply  for  and  submit  the

application.

Figure : 15 

Figure : 16 

Figure : 17 

Figure : 18 

Figure : 19 
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