User guide: the platform team

This guide covers the work of the platform team: approving
organizations, granting internal roles, managing the taxonomy
and sensitive data, reviewing reports and disputes, and
running the course catalog. Every internal role needs an
authenticator app, and everything you do is logged.

For the platform administrator, the moderators and the catalog curators
of the owning body. Last updated: 8 November 2026
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1. The platform administrator

1. Choose the role (Tiogout | [ awan | (&
“Platform administrator” My dashboard

under “My roles”. The

Welcome, Test Administrator

administration cards
ap pear. Passport completion 0%

Next step: add Qualifications

Records verified by their issuer rank higher in
searches.

My Skills Passport

Your education, experience, certificates and skills in
one place.

My career

Occupations that suit you, and the skills you miss for
each.

Opportunities

Jobs, training, scholarships, grants and volunteering
from verified organizations.

My saved opportunities

The opportunities you saved and your search alerts.

My applications

Tha ctatie and hictans nf nnch annlinatinm vnn mada

2. “Organizations waiting”: Mydashboard  dwsll G

eaCh new Organlzatlon Wlth Organizations waiting for approval

its details and documents.
Choose the decision (§aupi) 62598 _uspmill Jolll diwa

(approve, I’ejeCt, or ask for Sent on 11 November 2026

Type of Non-governmental

information) and write the organization organization

Registrationor  NGO-62598
license number

reason. For issuers, set the

kinds of records they may Sector Agriculture, forestry and
. fishing
Verlfy‘ Governorate Hama
Owner dazall LlJ +963999800134

Open document 1 Passed the check

Decision

@ Approve

() Reject
() Ask for information

Reason or information needed

The owner reads it. Required to reject or to ask for
information.




2. Internal roles

1. “Internal roles” shows
who holds each role:
platform administrator,
catalog curator, moderator,
content editor and expert
reviewer.

My dashboard

Internal roles
. | | [ . | | | - | |

A platform administrator grants and revokes these
roles, and no one changes their own: another
administrator does. Every change is logged.

Who holds each role

Platform administrator

Test Administrator (You)
+963944000008

Since 7 November 2026, granted by Test
Administrator

Catalog curator

Nour Al-Hamawi
+963999800136

Since 11 November 2026, granted by Test
Administrator

Revoke the role

Moderator

Maher Al-Shami
+963999800135

Since 11 November 2026, granted by Test
Administrator

Revoke the role

! o SO O P T



CIgTTorm aaminmnisTraror

2. To grant a role: type the

| b . l b Test Administrator (You)
person’'s monile numpber S AU ABTEhA
(they need an aCCOUI']t) and Since 7 November 2026, granted by Test

Administrator

choose the role, then Catalog curator
{3 ”»

Grant the role”. You may ——
be asked to confirm it is +963999800136

Since 11 November 2026, granted by Test

y0u Wlth a Code ﬁrst. Administrator

Revoke the role

Moderator

Maher Al-Shami
+963999800135

Since 11 November 2026, granted by Test
Administrator

Revoke the role

Content editor

No one

Expert reviewer

No one

Grant a role

The person's mobile number

0944 000 007

(® Good to know
No one changes their own roles: another
administrator grants or revokes them. Every grant and
revocation is logged.

3. Taxonomy, sensitive data and



integrations

1. “Terms”: the
occupations and skills
everyone chooses from.
Review the new terms
users suggest: map them
to an existing term, add
them, or refuse them.

2. “Register of sensitive
fields”: every field that
holds sensitive data, where
it is kept, who sees it and
how long it is kept.
Reviewed at every change.

My dashboard

Term review
. | | [ . | | | - | |

Suggested terms

Terms people did not find in the lists show here.

» Merge terms
> Split aterm

» Rename a term

Changes in this review

No changes added yet.

Version notes (optional)

7

Publish 0 changes as a new version
=S

Reconstruction occupations

The occupations or groups the Reconstruction Experts
Registry reads. Each change is a new taxonomy version, and
is logged.

Civilengineer (2142) x

My dashboard du,ell

Register of sensitive fields
. | - | . | | | | | |

Each sensitive field has the purpose it is collected
for, the roles that can read it and the date of its last
review. When a review is due, the platform
administrators get a review task. A review confirms
the field as it is or changes it, and is logged.

Email address
Classification: C2 - Optional - account.email

Purpose: Notifications and the daily digest when the
person chooses email, and a fallback for sign-in codes.

Read by: The person themself

Last review: 7 November 2026 - Next review: 7
November 2027

Mobile number
Classification: C2 + Required + account.phone

Purpose: Sign-in codes, security alerts and
notifications. An organization sees it only after the
person applies or accepts its invitation.

Read by: The person themself, Organization owner,
Recruiter

Last review: 7 November 2026 - Next review: 7
November 2027

Verification evidence documents

Classification: C3 - Optional -




3. “Integration status”: the
state of the links with the
ministries, the text-
message provider and
others, with the last
success and the last error.

(® Good to know

My dashboard el (&

Integration status
| N NN BN BN BN BN BN e e e |

Systems

Ministry of Working
Education

Ministry of Higher  Working
Education

Civil registry Working
Course providers ~ Working

Language model ~ Working

Calls that need attention

&

No failed calls

Calls that failed, are retrying or were escalated
show here.

Back to my dashboard

Also on the dashboard: “Duplicates” to merge
duplicate accounts or organizations, and “Keys
waiting for approval” to approve live API keys.



4. The moderator: reports and disputes

1. Choose the role
“Moderator”. “Reports”
shows what was reported,
hidden items first, with the
number of reports and their
reason.

2. Open a case to see the
reports (without the
reporter's identity), then
decide: keep and restore,
remove, warn, or suspend
the account, with a reason
the reported side sees.
Both sides are told, and the
decision can be appealed
once.

{t} My dashboard du,ell (&

Reports and appeals
. | | [ . | | | - | |

SRR
Listing - (gu,29) wlismapl) aladl dSpe
New

1 reports - Fraud
Opened on 11 November 2026

Back to my dashboard

{t} My dashboard du,ell (&

Moderation case

Listing - () ©lmapll aliadl és - New

Reports

Fraud
It asks for a fee to apply.
Signed-in user - 11 November 2026 at 17:24

Decision

Action

@ Keep and restore
O Remove

O Warn

Reason for the decision (the reported party sees it)

We checked the listing and found no fee.

Z

Save the decision

Back to the list




3. “Freelance disputes”
shows freelance disputes
with the contract, its
milestones, messages and
evidence, so you can
decide and record the
decision.

{l} My dashboard el (&

Freelance disputes

o

No open disputes

Disputes the parties opened, and appeals
against their decisions, appear here.

Back to my dashboard



5. The catalog curator

1. Choose the role “Catalog : i cashbean]
curator”. “Course catalog” Course catalog
shows the courses that

.. . Providers
training centers publish:
review them and publish o) Rl s Ay
them in the directory or pui

Sync by APT

send them back with a \
note, and build curated i
collections of courses for Sync by AP
one goal" Provider name

Accreditation

Website

Add the provider
.

Import a course file

A CSV file with the agreed columns. The file is



