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2 INTRODUCTION  

The Licensing of Student Recruitment Agencies portal has been extended to ease Licensing of 

Student Recruitment Agencies (LSRA) process. The system allows Agencies to fill in the Self-

Assessment Report (SAR), make payments and track the process of Licensing of Student 

Recruitment Agencies (LSRA). The portal can be accessed using the address from any web 

browser.  

2.1 User Registration 

 

The web portal can be accessed via any browser.   

1. Go to your browser’s address bar and type the link. 

2. Press Enter to access the login window below 

 

 

 

3. Click Create account to access the account registration page 
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Figure 1 Account registration 

 

Fill in all the details, submit and wait for account verification and login credentials from CUE 

2.2  User Login. 

 

The web portal can be accessed via any browser.   

4. Go to your browser’s address bar and type the link. 

5. Press Enter to access below login window.  
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Figure 2:Login Form 

6. Log in to your account by typing in your registered email address and password (as 

provided by the Commission for University Education) in the appropriate text boxes.  

 

Forgot Password. 

The forgot password action assists users to request password change from CUE.  At the 

account login page, click Forgot password to access the page shown in Figure 4. Fill in your 

email address and click reset password. 

 

 

 

Figure 3 Forgot Password 
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2.2.1 Using the Web Portal. 

 

Upon login, a user will be able to access the main Dashboard as shown in figure below.  

 

Figure 4: Main Dashboard 

2.3  Licensing of Student Recruitment Agencies. 

Introduction. 

 

The Licensing of Student Recruitment Agencies portal allows agencies to initiate a Self-

Assessment Report (SAR) application from the web portal. An authorized portal user would be 

required to fill in the SAR and to pay for the service after he completes the SAR in order to 

proceed. The process of Licensing of Student Recruitment Agencies will only proceed after an 

agency pays and attaches evidence of payment from the portal. 

 

2.4 Standards and Guidelines 

 

This section contains the standards and guidelines that govern how the process of Licensing of 

Student Recruitment Agencies is undertaken. There is a link which one can access the entire 

standard and guidelines document. 
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Figure 5: Standards and Guidelines 

 

2.5 Application for Licensing of Student Recruitment Agencies 

This subsection allows one to start the process of Licensing of Student Recruitment Agencies.  A 

click on this function initiates the Licensing of Student Recruitment Agencies. The following sub-

sections can be viewed under this section. 

 
 

2.5.1 New Application 

This subsection contains details of the license type,office physical location details and the head 

of agency details. 

 

Figure 6:New Application 
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2.5.2 Physical Location details  

This section allows agencies to enter details of all their offices from the head office to the 

branches. There is provision to list as many as they have by clicking on the ’Add Physical location’ 

tab. 

 

Figure 7:Physical location details 

 

2.5.3 Institution/Universities represented by the agency details 
Agencies are supposed to list all the universities or institutions that they are representing.All fields 

with an asterisk are mandatory and should be filled. 

 

 

Figure 8:Institutions/Universities represented by agencies 

2.5.4 Services Offered to Students before and after they join the institutions being 

recruited for 
 

This section provides a list of the various services that the universities and institutions offer.The 

applying agency is to select the services by clicking on the checkbox. 

There is provision to add another service which might have not been captured on the list. 
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Figure 9: Services rendered to students 

 

2.5.5 Compliance with national and county governments regulations governing public 

and health safety including fire safety 
 

This section provisions for the agency to attach their public and health certificate and the fire 

safety certificate with the necessary details of these certificates. 

 

 

Figure 10: Compliance with county government regulations 

 

2.5.6 Agency facilities 
 

This section contains a list of the various facilities provided by the agency. The applying agency 

will select the necessary facilities. There is provision to give a description for facilities that cannot 

be quantified. 
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Figure 11:Agency facilities 

 

2.5.7 Staff Member Qualifications 
 

This section is meant for entering details of all the staff members of that particular agency. The 

agency should also attach the necessary documents for each staff member. 

 

 

Figure 12: Staff member Qualifications 

 

2.5.8 Supporting documents 
 

After filling all the sections, the applying agency should attach all the supporting documents at 

this point. It is mandatory to attach all the listed documents. 
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Figure 13: Supporting Documents 

 

2.5.9 Declaration 
 

The applying agency is supposed to give a declaration before submitting this document to the 

commission for processing. 

 

 

Figure 14: Declaration 

2.5.10 Application Pending Payment 
 

This section contains all the completed applications that are awaiting upload of evidence of 

payment. 

The applying agency will see a pop up for them to enter all the necessary details before 

submitting it to CUE. 
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Figure 15: Payment list 

 

 
 

 

2.6 Draft Application(s) 

This subsection holds the Licensing of Student Recruitment Agencies applications that have not 

been submitted to the Commission for University Education. One is able to make changes to an 

application not yet submitted at this section. 

2.7 Status of Applications 

 

This section contains the Licensing of Student Recruitment Agencies applications sent to 

Commission for University Education.  This section can be used by the applicant to track the 

stages in which their submitted applications are.  

The distinct stages of Recognition and Equation for Qualification process are; 

1. Finance Processing 

 

2. Preliminary checks 

3. Verification Checks 

4. Awaiting site visit 
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Figure 16: Status of Application 

 

2.8 Request for resubmission 

This section indicates all the applications that have undergone processing from the Commission 

of University Education and require some amendments to be done by the applicant before 

resubmission. Applicants can access those applications and make the necessary changes. 

 

 

Figure 17:Request for resubmission 

 

2.9 Terminated applications 

 

This section indicates all the applications that have undergone processing from the Commission 

of University Education however the service being sought is not offered by the commission which 

leads to its termination. 

 
 

2.10 Appeals 

This section is meant for carrying out appeals for applications in which the applicant wants to 

challenge the verdict given. It also has the reason for rejection where they can view the reason 

why their application was rejected. 
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Figure 18: Appeal 

 

The applicant is required to enter the reason why he/she is appealing and attach any evidence 

to support his appeal. 

 

 
Figure 19: New Application appeal 

 

2.11 My Licenses 
 

This section contains all the approved licenses for that particular agency and they can see the 

details of that license i.e ,when the license is going to expire. 

There is provision to apply for a renewal if that license is about to/has expired. 
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Figure 20:Licenses 

 

2.12 Open Renewal Applications 

 

This section holds applications that are undergoing the renewal process but are yet to be 

submitted to the commission for processing. 

 
Figure 21: Open Renewal Applications 

 

 

2.13 Helpdesk 

 

This section is where agencies can make inquiries to the Commission for University Education. They 

enter the information then click on the send button. 
 

 
Figure 22: Helpdesk 
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2.14 Quick links 

This section contains links to the various accredited universities directories, both local and foreign 

universities. 
 

 
Figure 23: Quick links 
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