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SYSTEM OVERVIEW
The Ahasa Job Board is developed through a WordPress CMS framework. WordPress provides much flexibility and is easy and accessible for front and backend users.  This comprises of three parts: 1. The Website User Referred to as the front end. Where site content, information, navigation and user registration takes place. The Front End is the face of the system, and what a user will see before setting entering the system. A pathway to login is accessed here. 2. The System Backend Incorporates the members websites pages and the Job Board system. The Backend of the Website is known as the system. This is where all functions and development integrations occur. User admins have access to the backend as well as the member “Employer”. . Admins, will have much more flexibility in terms of adding site content and adding new users to the website.  3. The Front End The Front End, is where the main users of the site will login.  They will have access to their own Dashboard, view the job dashboard, have their own profile views. All  Job creation will happen on the backend, but there will be editing functionality on on the Front End for users. 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IN TR OD U C TION 
As an administrator you will be given access to the website with a username and password. The admin must make their way to the domain www.ahasa.orgLogin details will be provided to each member. If a member registers then they will need to be granted access by an Admin. 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Ahasa Job Board Website is for Members who Administer, Manage and are enrolled as a member to facilitate a job board for a company. The Member is also referred to as the Employer and that is the user role that will be given access to the website. Let’s have a look at how to use the Job Board and advertise a Job Position for a company. 



1.2. HOW TO ACCESS - THE MEMBER Once the MEMBER logs in from the top menu bar and enter your username and password on the login page. You will be directed to the AHASA home Page. 
 Navigate to your members page > Under your company click  . more info

 You will be taken to the members page. There you will see a dark top banner with more functions as well as a toolbar to access your dashboard as below. 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1.1. HOW TO LOG INAs an administrator you will have been given a username and    password by the sites developer or higher administrator. Direct yourself to the website https://ahasa.org/You will see the front information pages here, with a login option on the top right corner. Go through the website and familiarize yourself with the content and its pages. 

Click on the dashboard. Now you will see all the different components which make up the website that will provide access to the Job Board features. 

1. THE WEBSITE USER
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2. THE SYSTEM BACK-END

 Select “Add New” then enter all the clients information in the form listed.  Save and continue.  To view full listing select all companies. 
2.2.  ADD A JOB
 Navigate to “Job Listings” tab: 

" Please note: To be added as a user for your Agency you will have to be approved your Agency Administrator, who will create the login credentials and send them to you. The AHASA administrator will also need to approve.  To contact AHASA at   info@ahasa.org 2.1.  ADD A COMPANYNavigate to the “Company” tab on the left menu section. 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 View all Jobs by the tab “All Jobs” 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 Select “Add New” on the top left of the Jobs page.

2.3. ADD JOB FIELD DATA Enter all relevant data in the fields below. This page can be saved as a draft, scheduled for later and published. You may be able to view all data on the front end once completed. The Employer is able to go back and edit their listing. 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 Fill in a description of the job. You may keep it short and in point form  Use the tools to style your texts  Click on Add Media to add an image. 

NB: Enter the email address that will receive applications

Uploading Job Banner Size 2000px X 589px  

Add a location to the vacancy here 



Uploading Job Banner Size 2000px X 589px   Uploading Company Banner Size 2000px X 589px  

2.4. UPLOADING JOB BOARD BANNERS  

You may customize banners according to your company CI. 
 Navigate to the right side of the page and use the tools provided.  Add your company logo. Use an existing Logo in the gallery or upload a new one. 

2.5. ADD COMPANY LOGO TO JOB BOARD 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 Add a category for the job post. NB: If you need a new category please contact AHASA at  support@ahasa.org 
2.6. ADD CATEGORIES  

Uploading Company Logo  Size 1000 x 928px



 Add a Job Type for the job post. NB: Do not add a new Job Type rather use an existing type listed. If you need another Job Type to be added please contact support@ahasa.org 

 Go to the top right, and under the Publish Menu click on: Edit Draft - to change status  Edit Publish to Schedule the Job post.  Click on Publish to Post the Job post or Save as draft 

All categories are required to enable the job to be found on the main Ahasa Job Seeker Page filter
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2.8. VIEW JOB APPLICATIONS
 Navigate to Job Applications  Here you will find all applicants who applied for jobs Employers listed.  You may view, download and edit applications.  You will also receive an email of the application. Each company can only view their own applications. This information is not shared with other companies. 

2.6. ADD CATEGORIES   



Edit

Mark as position filled  Delete
view applications

3. FRONT END 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 The public can see the Members Page, but only a logged in user “Employer” can see the Job Dashboard on the front end. Here you will see your listing. Only the Jobs a single user has posted will be viewed by them. To view all Job Listings of other users, navigate to the back-end Job Listing as per 2.2 in this document. .  

 You are able to edit Job listings on the front end with these features. 

NB: Some front end functions are being improved by the Job Plugin Developer and is currently being supported by the builders and developers of the Job Manager. 

3.1. FRONT END JOB LISTING
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3.2. FRONT END JOB EDITOR 

3.3. FRONT END VIEW APPLICATIONS
 View applicants information on the front end.  

 Edit the applicants status and rate them. You may also comment for internal purposes. . 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4. FRONT END MEMBER PAGE 
4.1. FRONT END EDITING 
 The members page contains all information of the member listed on the Ahasa Website. Each member has access to their own page with front and back-end editing. 
 on the top wordpress menu click on Edit with Elementor. 

 To edit the Banner. Hover over until you see a blue indicator. Click on the pencil to allow you edit. 

 An image placement will appear on the left side menu. Click on Choose image. A window will pop-up to allow you to choose an image  to add an image, simply drag and drop an image into the window, select and add media.  Click save and continue 

Uploading Image Banner Size 2000px X 589px  

4.2. UPLOAD BANNER 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4.3. EDIT MEMBER PAGE TEXTS   Hover over to see the blue indicators. Click on the pencil on the corner of the texts. You are able to click in the box to edit.  You are also able to click on the left menu editor. 

 You are also able to click on the left menu editor. Here you will see more text style options. Click on update to save. 

 To exit click on the hamburger menu extreme left. Click on exit to dashboard. 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Postal Address:Po Box 10101, Edenglen, 1613, South AfricaEmail: info@ahasa.orgSupport: support@ahasa.orgTel: 083 444 9227

THANK YOU 

CONTACT

CURRENT MEMBERS UTILISING THE JOB BOARD
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