
Digital Inclusion VET – Content Management and 
Moderation 
 

Introduction 
Welcome to the operating manual for administrators and moderators of the Digital Inclusion VET 
platform. This document will guide you through the use of the management dashboard, the 
interface reserved for profiles with advanced privileges for controlling, updating and moderating the 
App. 

The dashboard is the operational heart of the platform: from here you can upload new content, edit 
existing materials, manage users and support tickets, as well as perform community forum 
moderation functions. 

The dashboard is divided into eight sections: Dashboard, Users master data, Global Information, 
Content, Ticket, Forum, User Management and App. 

 

 



Dashboard 
In the first section, called ‘Dashboard’, there is a counter showing the number of visits to the app. 
This will then be replaced by the number of downloads once the app is available on the main app 
stores. 

 

 

 

User Master Data 
In the User Master Data section, you will find a list of all administrators, tutors and moderators, 
identified by their first name, last name, email address and role (Administrator, User and 
Moderator). 

 

 

 



 

Among the actions that can be performed are ‘Edit’ and ‘Remove’.  

 

 

By clicking on Edit, you can modify the information for that particular user: Email Address, 
Country, Name, Surname, Gender and Age.  

 

 

 

By clicking on Remove, you can delete your account, but not those of other users. 

In the top left corner of the screen, you can choose how many users to display on a single page. 

 



 

In the top right corner, there is a search bar to find different users with a query, and a button with 
the + symbol, which allows you to create new users. 

 

 

 

By pressing the + button, you can create new users by selecting their type: administrator and 
moderator.  

 

 

 

 

 



 

 

 

 

 

The administrator will have access to all sections of the Dashboard, while the moderator will only 
be able to access the Dashboard, the Forum section, The User Management section and the App 
section.  

 

 

Moderator Dashboard 

 

After pressing the plus button and selecting the type we want to create, we will see a screen that 
allows us to enter all the information necessary to create a new user: Email Address, Nationality, 
First Name, Surname, Gender and Age. Once this information has been entered, press Save. 
Returning to the User Master Data section, we will find the new user in the list of users. 



 

Global Information 
The ‘Global information’ section is visible to everyone, even those who have not registered or 
logged in. This section contains general updates on new digital technologies and Industry 4.0. All 
Admins can upload content to this section regardless of their nationality. 

 

 

In this section of the dashboard, you will find all the content that has been uploaded, which can be 
deleted (Trash can icon) or edited (Pencil icon). By pressing the + button, you can create new 
content. 

 



 

 

 

 

 

 

After pressing the blue + button at the top left, you will be redirected to the content creation screen 
for the ‘Global Information’ section. We will find three sections here: one in which to enter the title, 
one in which you will have the (optional) option of uploading an image in jpg, png or GIF format, 
and one in which to enter the text with the information. To upload the content, finally click on Save. 

 

 



 

Content Section 
The content section is dedicated to uploading different types of resources that are essential for users 
of the application: job offers, courses and scientific articles. Each partner will take care to keep the 
section for its own country up-to-date. On the main page, we will find the four pages divided by 
nationality, each of which will be distinguished by the flag of the same nation as well as by the 
written indication. 

 

 

 

By pressing one of the buttons indicating a country, the page containing the list of all content 
uploaded up to that point will open, identified by title, type and date of creation.  

 

 

All the contents can be deleted (Trash can icon) or edited (Pencil icon). By pressing the + button, 
you can create new content. 



 

 

After pressing the blue + button at the top left, you will be redirected to the content creation screen 
for the ‘Content’ section. We will find four sections here: Title, Description, Type, External Links 
and Photos.  



 

Clicking on ‘type’ will open a drop-down menu with four different types of content: Courses, Job 
offers, Technology updates and Teacher Management Panel (dedicated to content for administrators 
such as surveys). 

 



 

In the ‘External links’ and ‘Images’ sections, you can attach one or more external links or one or 
more images to our post by clicking on ‘Add external links’ or ‘Add images’. 

 

Finally, to create the content, press the orange button at the bottom of the page ‘Create Content’. If 
you want to cancel the previous actions, press the green button with the words ‘Cancel and return 
to list’. 

 

Ticket Section 
In the Ticket section, administrators will find tickets sent to them by APP users. Tickets will be 
divided into a list and identified by ‘Subject’ (general subject of the ticket), ‘User’ (user who 
submitted the ticket), ‘Admin Assigned’ (administrator chosen by the user to manage the ticket), 
‘status’ and ‘date of submission’.  



 

 

In the top left corner of the screen, you can choose how many tickets to display on a single page. 

In the top right corner, there is a search bar to find different tickets with a query, and a red button 
that allows to see old closed tickets and eventually reopen them.  

Clicking on the ‘Manage’ button will open the ticket management page. On this page, you will see 
the details of the ticket received: in addition to the information in the list (creator, assigned admin 
and status), you can read the message sent by the user and your replies in the ‘Messages’ section. 
You can send replies by writing in the bar below ‘Reply to ticket’ and then clicking on the orange 
‘Send reply’ button. Finally, click on the green button to return to the ticket list. 

 

 

 

If the user's problem has been resolved, there is a red button below the general information at the 
top of the page marked “Close TIcket”, which will allow us to close the ticket and remove it from 
the list of open tickets. 

 



 

 

 

 

 

 

Forum Section 
In the Forum section it will be possible for admins to create new discussion topics, close existing 
ones (leaving them free for reading but without the possibility of posting new replies) or delete 
them permanently.  

In the top right corner, there is a search bar to find different Topics with a query. 

 

 

 

By clicking on the title of the topic you wish to open, you will find information about the 
administrator who created it, the date and time of creation, all the messages in the discussion, and 
the option to send new replies by writing in the bar below the words ‘Leave a Reply’ and then 
clicking on the orange ‘Send Message’ button. 

 



 

 

 

 

 

 

 

At the top left, you will find the orange button to create new topics. Pressing this button will 
redirect you to the creation page. Simply enter the title of the topic and the first message containing 
information, questions or anything else, and then press the orange ‘Create Topic’ button. Pressing 
the green ‘Cancel’ button will redirect you to the previous page. 

 

By clicking on the yellow ‘Close’ button, you can close the topic: it will still be accessible and all 
messages can still be read, but neither administrators nor users will be able to post new messages 
within that discussion. By clicking on the red button with the trash can icon, the topic will be 
permanently deleted.  

 



 

Before deletion, you will be asked to confirm that you want to delete the topic. 

 

 

 

User Management 
In the User Management section, you will see a list of users registered with the app, identified by 
their first name, last name, email address and role. From this page, Administrators and Moderators 
can ban users who have left inappropriate messages or use inappropriate language within the forum. 

 

 

In the top left corner of the screen, you can choose how many users to display on a single page. 



 

 

In the top right corner, there is a search bar to find different users with a query. 

 

 

 

 

 

 

In the line dedicated to each user, on the left hand side we will find a yellow button marked ‘Ban’. 
Pressing this button will ban the selected user: he/she will no longer be able to write in the forum, 
and will no longer be able to access any of the sections of the app. 

 

 

Before banning, you will be asked to confirm that you want to ban the selected user. 



 

A banned user accessing the app will see this screen: 
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