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1.  ACCOUNT REGISTRATION
1. Click ‘Register now’.

Important:
• Please enter your work or personal 

email.
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2. Fill in all fields and click 
‘Request OTP’.
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3. Enter OTP Code sent to 
registered phone 
number and click 
‘Register’.
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1. Click ‘Create A Company 
Account’.

2.  CREATE COMPANY ACCOUNT
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2. Fill in the details of your 
company and click ‘Create 
Company’.

2

Important:
• Fields marked * are mandatory.
• Profile picture must be in jpg, png, jpeg 

format.
• Please upload your SSM Document (e-Info) 

Company Profile or Ordinan Nama 
Perniagaan (Bab 64) Sijil Pendaftaran as 
supporting documents.

• All mandatory fields must be filled in 
completely and accurately.
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1. Click on your company 
profile.

2. Click ‘SANSOLS’ icon to 
proceed to company 
dashboard.

3.  APPLICATION OF APPROVAL IN PRINCIPLE (AP)
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3. Click on ‘AP Applications’ tab.

4. Click ‘New AP’.

3.  APPLICATION OF APPROVAL IN PRINCIPLE (AP)
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5. Complete all 6 fields.

6. Click ‘Submit’.
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Important:
• All 6 sections must be filled in 

completely and accurately.
• Ensure progress bar is up to 100% to 

be able to click ‘Submit’.
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4.  APPLICATION OF LABOUR LICENCE

1
2

1. Click on ‘Licence’ tab.

2. Click ‘New Licence’.
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3. Select one ‘Approved AP’.

Important:
• Select Approved AP with available 

balance quota.
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4. Select ‘Job Position’.

STAC | SANSOLS USER HANDBOOK 11



5

5. Click ‘Add New Employee’.

6. Drag or click ‘+’ to add                 
employee into the licence.
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7. Click ‘Submit’.
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1. Click on ‘Settings’ tab.

5.  PROFILE SETTINGS

Important:
• Any saved updates or changes on 

profile settings will be pre-filled in 
any AP applications.
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