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GETTING STARTED
Jobs Portal overview

Jobs Portal is a complete job board script written in PHP and MySQL. It lets you run your
own job site where employers post jobs, jobseekers build resumes and apply, and you
manage and monetize everything from one admin panel.

The four areas of the system

The script is split into four parts. Each part has its own address and its own chapter in this manual.

Area Who uses it Address What it does
Public Everyone / Home page, job search, company directory, categories,
website locations, news, FAQ, contact form, registration and
login.
Jobseeker Candidates /JOBSEEKERS/  Resume builder, documents, applications, messages, job
panel alerts and profile.
Employer Companies and /EMPLOYERS/ Post and manage jobs, review applicants, search the CV
panel agencies database, buy packages, banners and sub-accounts.
Admin panel  You, the site /ADMIN/ Settings, users, jobs, payments, pages, templates,
owner statistics and permissions.
Jobs Portal Find Jobs Categories Locations Companies Career Advice Contact Signin

% Find Jobs by Resume with Al |

Find the job that
moves your career
forward

Search thousands of current openings from established
employers, apply online and follow every application in one

account.

¥ Verified employers Free for jobseekers [l Instant email alerts

1 Classic Search 4 Al Smart Search

What
Q TabittE, KeyWoie O COmpaT b state or feriots Search jobs

Popular: A Class Contractor Teacher Programmer

The public home page of a Jobs Portal job board
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Main features at a glance
e Al built in: natural-language job search, resume-to-job matching, Al job description writer and an
Al resume and cover letter builder.

e Several ways to earn: job packages, subscriptions and credits, banner advertising and paid
access to the CV database.

e Multi-language: every page, category and location can be translated, see languages.

e SEO-friendly: readable URLs, XML sitemap, custom meta titles for categories and locations,
structured job data.

e GDPR tools: cookie consent banner and a data processing agreement page, see GDPR settings.

¢ Fully manageable: pages, menus, news, FAQ, logo, colors, fonts and templates are edited from
the admin panel without touching code.

Technical requirements

PHP 7.4 or newer (PHP 8.x recommended) with the PDO MySQL, GD, mbstring, cURL and fileinfo
extensions, MySQL or MariaDB, and Apache with mod_rewrite . Continue with the installation guide.
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GETTING STARTED
Installing Jobs Portal

Installation takes a few minutes: upload the files, import one SQL file into an empty
MySQL database and edit one configuration file.

Before you start

¢ A hosting account with PHP 7.4+ (8.x recommended), MySQL/MariaDB and Apache with
mod_rewrite enabled.

e PHP extensions: PDO MySQL, GD, mbstring, cURL, fileinfo.

e An empty MySQL database with a user that can read and write it. Use the utfsmb4 character set.

Step by step
1. Upload the files. Upload the content of the script folder to your web root (or to a sub-folder such
as /jobs) using FTP or your hosting file manager.

2. Create the database. In phpMyAdmin or your hosting control panel create an empty database and
a database user.

3. Import the SQL file. Import database/install.sql. It creates all tables and adds the starter data:
settings, pages, languages and the first administrator account. The login details are listed in
database/INSTALL.txt inside the script package.

4. Edit config.php. Set the database access and your domain, as described below.
5. Set folder permissions. The web server must be able to write to the folders listed below.

6. Log in to the admin panel at /ADMIN and follow the first steps checklist.

The config.php file

Variable Meaning

$DOMAIN_NAME Your domain, with the sub-folder if the script is not in the web root, for example
www.yourdomain.com OF www.yourdomain.com/jobs . It is used in e-mail links and in the
sitemap.

$DBHost , $DBUser, MySQL server, user, password and database name.

$DBPass , $DBName

$DBprefix Table prefix. The supplied SQL file uses jobsportal .

$DEBUG_MODE Keep it false on a live site. Setitto true only while testing: it prints PHP and SQL

errors on screen.

Folders that must be writable

Folder Used for
backups Database backups created from the admin panel
categories, locations Category and location lists saved by the admin panel
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thumbnails, uploaded_images, uploaded_images/ads Logos, job images, banners and photos
user_files Resumes, documents and job PDF files
user_videos Video resumes and company videos

On Linux hosting set these folders to 755 (or 775 if your host requires it). Never use 777 on a
production server.

Pretty URLs and .htaccess
The .htaccess file in the script root enables the SEO-friendly URLs. If your host ignores it, make sure

AllowOverride is enabled for the site. Pretty URLs are switched on in Admin — Settings.

Upload to a sub-folder first, test everything, then move the site to the web root. Remember to
update $DOMAIN_NAME afterwards.



Jobs Portal User Manual

GETTING STARTED
First steps after installation

Follow this checklist to turn a fresh installation into a branded, working job board.

1. Secure your administrator account

Open /ADMIN, log in, then go to Home — Change Password and choose a strong password. Then
open Admin Users to update the e-mail and name of the administrator. See roles and permissions.

2. Name and brand the website
1. Settings — Configuration Options — General Settings: website name, admin contact e-mail, time
zone, SEO URLs and multi-language switch.
2. Website — Logo & Favicon: upload your logo and favicon. See logo and templates.

3. Settings — Configuration Options — Appearance: accent color, secondary color, font, button
shape and footer color.

4. Settings — Configuration Options — Company Information: company name, address, phone and
e-mail shown on the site.

3. Configure e-mail

Registration, password reset and alerts depend on e-mail. Open Settings — Configuration Options —
E-mail, set the sender name and address and, if your host does not allow PHP mail(), enable SMTP
and enter the server details. See general settings.

4. Decide how your marketplace works

Open Job Settings — Configuration Options and choose: manual approval of jobs and employers, job
lifetime, free jobs for new employers, captcha and e-mail validation. All options are explained in Job
Portal settings.

5. Set your pricing

Open Payments — Payment Settings and choose how employers are charged (free site, packages,
subscriptions or credits), the currency and the payment methods. Then create your packages or
subscriptions.

6. Adapt categories and locations

Edit the lists for your niche in Job Categories and Locations. Remove what you do not need before
you invite users.

7. Review pages, menus and legal texts

Edit the pages and menu, write your Privacy Policy and Terms of Service, and set up the GDPR cookie
notice.
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8. Test as everyrole

Register a test employer and a test jobseeker from the public site. Post a job, apply to it, send a
message and check that the e-mails arrive. Use the Users section to remove test accounts
afterwards.

9. Golive

e Check that $DEBUG_MODE is false in config.php.
e Add your tracking codes and submit /sitemap.php to Google Search Console.
e Create a first backup.
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FAQ and troubleshooting

Quick answers to the most common questions.

E-mails are not delivered

Enable SMTP in Settings — E-mail and use the credentials of a real mailbox. Check spam folders.

| see a blank page or an error

Check the PHP error log of your hosting. Make sure PHP 7.4 or newer and the extensions pdo_mysql,
mbstring, gd and dom are enabled, and that the database settings in config.php are correct.

File uploads fail

Increase upload_max_filesize and post_max_size in PHP, check the limit in Job Portal settings and
make sure user_files is writable.

| forgot the admin password

Set a new hash in the admin users table with phpMyAdmin, or reinstall the default user from
database/INSTALL.txt.

Job alerts and expired jobs

Alerts are stored and can be exported. Sending bulk alert e-mails and deleting expired jobs need a
scheduled task on your server.

Payments

Confirm online payments manually in Approve Payments.

Where can | try it?

See the live demo linked in the page footer.

10



Jobs Portal User Manual

The public home page

The home page is built to turn visitors into registered users. It combines a prominent
search box with live statistics, featured jobs and shortcuts to categories and locations.

Jobs Portal Find Jobs Categories Locations Companies Career Advice Contact Signin

% Find Jobs by Resume with Al |

Find the job that
moves your career
forward

o

Search thousands of current openings from established
employers, apply online and follow every application in one

account.

J Verified employers Free for jobseekers [l Instant email alerts

C Classic Search 4 Al Smart Search

What
B okt Keiecitor ComEaTy O oivctatorariots Search jobs

Popular:  AClass Contractor Teacher Programmer

Home page with the hero search box

Hero search

The big search box at the top has two tabs:

e Classic Search - a job title, keyword or company in What and a city, state or remote in Where. The
Popular links below it are managed in Search Keywords.

¢ Al Smart Search - the visitor types a sentence such as “remote React developer paying over
$80k" and the Al converts it into keywords, location and salary filters. See Al job search.

A Find Jobs by Resume with Allink takes visitors to the resume matcher.

Statistics and trust signals

Counters show open positions, hiring partners, registered jobseekers and job industries, so a new site
looks active from day one. Partner company logos can be added in Job Settings — Configuration
Options — Employer & Candidate Rules — Partner Companies.

M
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Latest and featured jobs

Below the hero the page lists the latest job openings with company logo, location, job type and salary.
Tabs filter the list by Featured, Remote, Full Time, Part Time and Contract. The number of jobs in the
featured section is set in Job Portal settings. Employers can make their jobs featured, see managing
job ads.

Categories and locations

The home page also lists the most popular categories and locations with job counts (switch the
counts on or off with Show Number of Jobs in Category).

Branding the page

e Logo and favicon: Website — Logo & Favicon.

e Colors, font and button shape: Settings — Appearance.
e Menu items and page titles: Website — Pages.

e Texts on the page: Website — Interface Texts.

12
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PUBLIC WEBSITE
Searching for jobs

The search results page gives jobseekers fast filters and clear result cards, so they can
find a matching job in a few clicks.

Jobs Portal Find Jobs Categories Locations Companies Career Advice Contact Signin

Refine results A" jObS '
13jobs found Sortby: Mostrelevant ~
Category
All categories v
DeLL Administrative Analyst Competitive
Dellinc
Job
e Texas, United States Office Assistant
|__| Full Time - ;
The trative Analvet Parfarms adm ive support for
| | PartTime 2leaders w the Enterprise Solutions organization. The
[_| Contract Featured Full Time - SEpiE o
|_| Temporary
Date posted DeLL Software Development Analyst Competitive
@ Anytime Dellinc Posted a
Lisst 94 Hours ) Washington, United States Assistant Accountant
s Dellis looking f illed Software Development
Y

Analyst who is willing to handle development as well

(_) Last7days A
Featured Full Time ﬁwlvNW

Search results with refine filters on the left

Search and filters

Filter What it does

Keyword and Searches titles and descriptions; the location field accepts cities and regions from your
location location list.

Category Limits results to a category and its sub-categories.

Job type Full time, part time, contract, internship or temporary (editable in Field Values).

Date posted Any time, last 24 hours, 3 days, 7 days and more.

Salary range From, to and period (hour, week, month, year). The preset values come from Salary

Range Presets in Job Portal settings.

Company and ZIP  Search by company name; optional ZIP code and radius search when enabled in the
settings.

13
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Result cards

Each result shows the company logo, job title, employer, location, category, a short description, job
type, salary and badges such as Featured or New. Visitors can sort by relevance or date, move
between pages and press Apply Now or the bookmark icon to shortlist a job. Shortlisted jobs are
remembered for visitors without an account.

Search suggestions

While typing, the keyword box suggests job titles, categories or both. Choose the behaviour in Job
Settings — Configuration Options — Search Suggestions Type and manage the keyword list in
Search Keywords.

Create an alert from a search

At the bottom of the results visitors can save the current search as an e-mail job alert.

External job feeds

If you enable job feeds, results from partner job APIs are added after your own jobs, so the page is
never empty on a new site.

Advanced search

The Advanced Search page offers every filter on one screen, with category and location menus and
salary options.

14
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The job details page

Every job has its own page designed to drive applications and to rank in Google.

Jobs Portal Find Jobs Categories Locations Companies Career Advice Contact Signin

Home | Office Assistant / Administrative Analyst

D&LL Administrative Analyst

DellInc
Featured Full Time

() 22951 [ Office Assistant (O Posted 520 days ago

Job Description
Apply Now
The Administrative Analyst Performs administrative support for 2 leaders within the Enterprise

Solutions organization. The Analyst prepares correspondence, presentations, and reports

[ shortlist
Composes routine correspondence and memoranda. Maintains confidential records and
information. Responsibilities include: - Screens telephone calls and visitors, and resolves inquiries
and requests. - Schedules and maintains calendar of appointments, meetings and travel (O Posted 520 days ago

rineraries, and coordinates related arrangements. - Tracks operational data in a database, 2 8Applications
including financial and other reporting metrics. - Uses software tools to compile data into
presentation format. - Maintains accurate schedule of activities of the leader/executive
supported, including complex meeting coordination and may include travel arrangements. -
Independently prepare presentations and recurring reports. - Coordinates special projects and
department activities. - Coordinates office functions with other departments Requirements: - 4-6 mt Dell |
ell Inc

years of relevant experience or equivalent combination of education and work experience. -
Experience with MS Outlook, Calendaring, Excel, PowerPoint and SharePoint - Knowledge of i =

Location Round Rock. TX, United
Della€™s policies and procedures

States of America

A job details page

What the page shows

Job title, company logo and name, location, category, job type and salary.

The full description with formatting (headings, lists, links). Unsafe HTML such as scripts is
removed automatically.

Additional custom fields defined in Job Fields, for example Experience Level.
An optional PDF attached by the employer, displayed inside the page.
Company details with a link to the company profile, and up to three similar jobs.
Share buttons (e-mail, LinkedIn, X) and a Shortlist button.

The number of visits, if Show Number of Visits for Jobs is enabled.

How candidates apply

If the employer entered an Application URL, the button opens that external page. Otherwise Apply

Now starts the built-in application: a registered jobseeker can attach a resume or document and a
cover message and answer the employer’s screening questions; unregistered visitors can apply as

15
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guests if Alflow Guest Applications is switched on. Employers then handle the application in the
employer panel and jobseekers follow it in their application history.

Which jobs are visible

A job is shown only when it is active, approved (Manually Approve New Jobs) and not expired.
Expired or inactive jobs return a not-found page, so visitors never land on outdated ads.

SEO

The page includes JobPosting structured data (title, date posted, valid-through date, hiring
organization, location and salary) that helps jobs appear in Google's job search. Page titles and
descriptions are generated from the job; category and location pages can have custom titles in
Custom Titles.

16
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Company directory and employer profiles

Employers get a public page of their own, and jobseekers can research companies
before they apply.

Jobs Portal Find Jobs Categories Locations Companies Career Advice Contact Signin

Companies hiring

what it's like to work there, and find the

Search companies

n 13 0

Verified employers Open positions Hiring this week

Top hiring companies

Employers with the most open roles right now

4 Job Offers

The company directory

The directory

The Companies page lists verified employers. It shows the number of verified employers, open
positions and companies hiring this week, a Top hiring companies spotlight and a searchable list.
Visitors can search by company name or keyword and filter by location, industry, company size and
actively hiring companies.

17
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Company profile page

Jobs Portal Find Jobs Categories Locations Companies Career Advice Contact Signin

Home / Companies / Amazon.com Inc

amazon Amazon.comInc.

General (2 1200 12th Ave. South, Ste. 1200. Seattle, WA = Undisclosed size employees

View open jobs (1) ¢ Share this Listing

Overview  Job Offers (1)

About Amazon.com Inc. Company Details
Amazon.com is an American e-commerce company with headquarters in Seattle, Washington Itis Industry General
the largest Internet-based retailer in the United States. Amazon.com started as an online bookstore,

g DVDs, VHSs, CDs, vid

CO[T‘IPEFIV size Undisclosed size

but soon diversified,

(nloads/streaming, software, video

games, electronics, apparel, furniture, food, toys, and jewelry. Headquarters

Seattle, WA

General Undisclosed size 1
Website amazon.com
Industry Company size Job Offers

A company profile with description, details and job offers
Each company page contains the logo and banner, name, industry, headquarters and company size, a

description, social profile links, a photo gallery, a video presentation and a tab with all current Job
Offers. Similar companies in the same industry are suggested at the bottom.

Employers edit this information themselves in Company Profile. You can also edit any company in
Admin — Users — Employers, and make a company featured so it appears in the spotlight.

Tips

e Encourage employers to add a logo and a good description — complete profiles convert better.

e Company profiles are indexed by search engines and bring extra traffic for company names.

18


http://localhost:8080/manuals/jobsportal/images/company-profile.jpg
http://localhost:8080/manuals/jobsportal/images/company-profile.jpg

PUBLIC WEBSITE

Jobs Portal User Manual

Browsing jobs by category and by location

Category and location pages help visitors who do not know exactly what to search for -
and they are excellent landing pages for search engines.

Jobs Portal Find Jobs

Categories Locations Companies Career Advice Contact

Browse jobs by category

Start with our most popular fields, or pick from the full list

Featured categories

Banking & Finance
0Jobs

All categories

Accountancy

O
Insurance

(]

Leisure & Tourism

(=]

Marlatinn & PR

Categories

Construction Education
1Job 0Jobs

® Am?ed Forces A f«d.rﬁin & Secretarial

a Health Sector A HD-iplth‘y & Catering

® Ij!li;i-Training A !.eg..al. & Professional
Madia & Puhlishina Ralae

The category page with featured categories

IT & Telecoms

Racruitmant

The Categories page shows featured categories with pictures and job counts, followed by the full list.
A category page lists its jobs and offers sub-category buttons and the matching search filters. Show

or hide the job counts with the option Show Number of Jobs in Category.

19
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Locations

Jobs Portal

Jobs by Location

Categories

Top cities for new openings, plus more places to search

Featured locations

United States

10 Jobs

All locations

Austria
U Joos

Bulgaria
U Jo0s

Cyprus

@)
v 0lJabs

Faroe Islands

The Locations page works the same way for countries, regions and cities.

have a picture.

How to manage them

Australia
0Jobs

Argentina
0 Jabs

Canada
0 Jabs

Czech Republic
0 Jabs

Finland

(@)

Locations

Companies

A

Career Advice

Belgium

Chile

Denmark

France

Contact

The location page with featured countries

Jobs Portal User Manual

Q. Search locations

4 locations

United Kingdom

0Jobs

43 locations

Brazil
e 0.Jobs

Germany

Featured locations can

e Edit the category and location trees, in every language: Job Settings — Job Categories /

Locations.

e Upload the pictures of featured categories and locations on the same screens (Category images,

Location images).

e Give each category or location its own page title, description and header tags in Job Listings —
Custom Titles to improve SEO.

Keep the category list short and meaningful. Jobs can be placed in up to three categories when
Allow Multiple Job Categories is on.

20
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PUBLIC WEBSITE

Al job search and Al resume matcher

Jobs Portal brings artificial intelligence to both sides of the marketplace: smarter search
for jobseekers and faster content creation for employers.

Jobs Portal Find Jobs Categories Locations Companies Career Advice Contact Signin

Al-Powered Career & Recruitment Portal

@  Smart Al Job Search [ Instant Resume Job Matcher

d your resume

using natural, plain English kip manual searc

ing complex multi-filter ¢

Universal Parsing: Reads PDF, DOCX, DOC, RTF, and TX

Contextual Understanding: Interprets

"Remote React developer resumes automatically

Instant Filter Extraction: Au at en S Skill & Profile Extraction: Extracts key technical
keywords, locations, and competencies and tz

Seamless Integration: Switch between classic standard Relevance Scoring: atibili es
search and Al Smart Search in one click against live job openings

Try Al Search on Homepage Upload Resume & Match

(M AlJob Posting Assistant #  AlResume & Cover Letter Builder

The Al features overview page

Al smart search

On the home page the visitor switches to Al Smart Search and describes the job in plain language, for
example “remote React developer paying over $80k”. The Al extracts keywords, locations and salary
brackets and runs the search with the right filters. Visitors can switch back to the classic search at

any time.
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Al resume matcher

Jobs Portal Find Jobs Categories Locations Companies Career Advice Contact Signin

Al Resume Job Matcher

hing! U OUr reSUMmE ur Al

i

-

Drag & Drop Your Resume Here

Choose File

Upload a resume to find matching jobs

1. The visitor opens Find Jobs by Resume with Al and drops a resume (PDF, DOCX, DOC, RTF or
TXT).

2. The system reads the document, extracts the profile, skills and target roles.
3. It compares the profile with your live jobs and shows Top Job Matches with a compatibility score.

Al for employers and jobseekers

e Al job description generator for employers.

e Al resume summary, job duties and cover letter for jobseekers.

Enabling Al on your site

Al features use an OpenAl-compatible API (the default settings point to Groq). In the admin panel
open Job Settings — Configuration Options — Al Configuration and:

1. Switch on Enable Al features on the site.
2. Choose which tools to enable: A/ Job Description Generator and Al Cover Letter Generator.
3. Enter the Al API Endpoint URL, the Al Model Name and your Al Provider API Key.

See Al configuration for details.

22
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The API key belongs to you and Al usage is billed by your Al provider. Keep the key private.
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PUBLIC WEBSITE
Registration, login and password reset

Jobseekers and employers register from the public site. One login form sends each user
to the right dashboard.

Jobseeker registration

Jobs Portal Find Jobs Categories Locations Companies Career Advice Contact Signin

Create your account

Register to apply for jobs, upload your resume and be found by employers

Email *
Password *
First Name * Last Name *
Phone (optior Location (opt
Please select

Resume (option:

Upload your resume

PDF, DOC, DOCX or RTF
|_J] 1wouldlike to subscribe to the newsletter
[T 1 anrae with mu data hainn stared and nroeessad — wa don't shara or sall v nersana

Jobseeker registration form

The form asks for e-mail, password (at least 6 characters), first and last name, optional phone,
location and an optional resume (PDF, DOC, DOCX, RTF, TXT; the allowed types and size are set in
the admin panel). Additional fields you create in Jobseeker Fields are added automatically.
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Employer registration

Jobs Portal Find Jobs Categories Locations Companies Career Advice Contact Signin

Create an employer account

Post jobs, manage applications, and hire qualified candidates

Account Type

® Direct Employer / Recruiter ") Recruitment Agency
Company Name *
Email * Password *
Contact Person * Industry Sector *
Please select

Company Description (optional

Location (optional) Address (optional)

Please select

Employer registration form

Employers choose Direct Employer / Recruiter or Recruitment Agency and enter company name, e-
mail, password, contact person, industry sector, description, location, address, phone and website,
plus any Employer Fields. New employers can receive free credits and free job posts (see Employer &
Candidate Rules).

Protecting the site from spam
e Manually Approve New Employers: new employer accounts stay inactive until you approve them
in Users — Employers.

¢ Require New Users to Validate Their E-mail Address: the user receives a link and the account is
activated when it is clicked.

e Captcha: an image captcha or Google reCAPTCHA on the registration and alert forms.

e A GDPR consent checkbox can be added to the forms, see GDPR settings.
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Login

Jobs Portal Find Jobs Categories Locations Companies Career Advice Contact Signin

Login

1to apply for jobs and manage your account

Email
Password

| Remember me Forgotten password?

t have an account? Sign up

The login page

Jobseekers, employers and employer sub-accounts all sign in on the same page with their e-mail and
password. After a successful login jobseekers go to /JOBSEEKERS and employers to /EMPLOYERS . After
several wrong attempts from the same address the login is temporarily blocked. Administrators use a
separate login at /ADMIN .

Forgotten password

The Forgotten password? link asks for the account e-mail and sends a reset link that is valid for two
hours and can be used once. The user then chooses a new password.

E-mail settings

All these e-mails are sent with the sender and SMTP settings from Settings — E-mail. You can edit the
welcome e-mails in Job Alerts & Notifications.
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PUBLIC WEBSITE
E-mail job alerts

Job alerts keep jobseekers coming back. Anyone, even without an account, can save the
criteria of the jobs they want.

Jobs Portal Find Jobs Categories Locations Companies Career Advice Contact Signin
CreateaJob Alert
Fillin the form below to get notified by email when a new job matching your criteria is posted

Keyword (optional

Job title, skill or keyword

Category Location
All categories All locations
First Name * Last Name *

Email *

The Create a Job Alert form

Creating an alert

1. Open E-mail Alerts from the menu (or save a search from the results page).
2. Enter a keyword and choose a category and a location. All are optional.
3. Enter first name, last name and e-mail, solve the captcha if it is enabled, and press Submit.

4. An e-mail with an activation link is sent. The alert is active after the link is clicked, and every
message contains a link to cancel it.

Registered jobseekers

Registered users manage alerts inside their panel, see jobseeker job alerts.

For administrators

All alerts are listed in Job Listings — Job Alerts, where you can search, delete and Export Emails. The
subject and text of the alert e-mail are edited in Job Settings — Job Alerts & Notifications (Email Alert
Title and Email Alert Body Template). Use the placeholders [FIRST_NAME] and [JOBS_LINK].
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Sending the periodic alert e-mails requires a scheduled task (cron job) on your server. Ask your
developer or host to set it up if you want automatic mailing.
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News, FAQ and contact pages

Besides jobs, the public site includes content pages that build trust and attract search
traffic.

News and career advice

New Feature: Browse by Interactive Map

We are thrilled to announce a brand new feature for

How Local Directories Boost SEO for Small
Businesses

Jobs Portal Find Jobs Categories Locations Companies Career Advice Contact Signin
News & Updates
Q, SearchNews
_ © Recent Posts
B September 1, 2026 £ August 28, 2026

New Feature: Browse by
Interactive Map

ory: Interactive Map Browsing

Local search engine optimization is a game-changer

Finding | businesses has for small to med enterprises. One of the How Local Directories Boost
most effective tools for impr SEO for Small Businesses
August 28, 2026
Read Full Article > Read Full Article >

The Importance of Claiming
Your Business Profile

Top 10 Categories Gaining
Traction This Quarter

The news page

The news page lists articles with image, date and a short text, a search box and recent posts. Articles
are written in Website — News in every active language. Use it for career advice, hiring tips and
announcements.

FAQ

The FAQ page shows questions and answers as an accordion. Manage them in Extensions — FAQ
Manager: add a question, write the answer in each language, set the order and activate or hide it.

Contact form

The contact page has a form with name, e-mail, phone, subject and message. It is protected by a
hidden honeypot field, a time check, a security token and a link and keyword filter. Messages are
stored in Home — Messages in the admin panel, where you can read them and reply.
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Privacy Policy and Terms of Service

Both are normal pages that you edit in Website — Pages. They appear in the footer menu. Replace the
sample text with your own legal texts before you go live.

Custom pages

You can create any additional page (About us, Pricing, Advertise with us) and place it in the menu or

the footer.
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The jobseeker dashboard

After login every candidate lands on a personal dashboard at /JOBSEEKERS that

summarizes their job search.

Jobs Portal User Manual

Jobs Portal v

e O o

Home

Dashboard

Search For Jobs
Messages
Application History
Profile

Resume
Documents

Job Alerts

Log out

DASHBOARD

N Welcome back

Manage your job applications, resume, and profile settings.

i
4

Manage Applications

Your Job Applications History

Public Cloud Senior Test Developer...

Data Center Manager
Administrative Analyst

Senior Java Consultant

b
3

Manage your documents -

& Approved

@ Pending Validation

#® Pending Validation

@ Approved

Manage Alerts

View All »

Employer Reply: We would like
to move forward with your
profile.

Employer Reply: [n/a]

Employer Reply: [n/a]

Employer Reply: [n/a]

The jobseeker dashboard

What the dashboard shows

The menu

Menu section

v e @-

=)
3

Check your messages -

Notifications & Status

3 New messages

Quick Actions
Q search for Jobs
A Job Preferences

+ Add a New Document

Four counters - job applications, documents, job alerts and messages, each with a link to the
matching section.

Your Job Applications History — the latest applications with the date, the status (Pending
Validation or Approved) and the reply written by the employer.

Notifications & Status - for example the number of new messages.

Quick Actions - search for jobs, edit job preferences and add a new document.

Modify your resume button at the top.

Home

Profile

Contains

Dashboard, Search For Jobs, Messages, Application History

Edit Your Profile, Change Password, Job Preferences, Statistics
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Resume Create Your Resume, Visual Editor, Resume Creator, Video Resume
Documents Add A New Document, My Documents
Job Alerts Current Job Alerts, New Job E-mail Alert

The top bar has a shortcut back to the public website, the inbox and the account menu with Log out.
The language of the panel follows the language chosen on the public site.

Search for jobs inside the panel

Jobs Portal v 7 e o -
MY ACCOUNT
@ Home 2 Search for Jobs
Dashboard Narrow your results by keyword, category, salary, location and more.
Search For Jobs
Messages What are you looking for?
Application History Keyword Job Type
Job title, skill or keyword All v
2 Profile
(@ Resume
[J Documents Category & location
(@ Job Alerts Lty Location
All v All v
[* Logout
Company & posting date
Company Name Posting date
e.g. Northpeak Any date v
Salary range
From To Per
Min Max month V4

Search For Jobs inside the panel

Home — Search For Jobs offers the same filters as the public site (keyword, job type, category,
location, company, date posted and salary range) so candidates never have to leave their account.
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JOBSEEKER PANEL
Creating a resume with Al

Candidates build a professional online resume in a few minutes. The Al assistant writes
the summary and the job duties for them, and employers can find the resume in the CV

database.
JobsPortal v A B o
i i RESUME MANAGEMENT
o Home Visual Editor
e k
9 Profile Build your resume section by section and see the result instantly. Go Bac
(@ Resume
Create Your Resume John Smith # Edit
Visual Editor Front-end developer
U, 212-763-8978 (® 23 Ocean Drive, Santa Barbara
Resume Creator
Video Resume
(3 Personal Profile 2
[ Documents
| am looking for a job as senior JAVA or front-end developer to work on interesting and challenging projects ...
Job Alerts
(fh Work Experience
[ Logout
Java programmer at Cisco Inc. £ n]
2018 - present
Team leader in a new CISCO firmware development
Front-End Developer at Facebook 2 a

2012 - 2018

Developing different front end applications and approving the user experience

+ Add work experience

o Pdiiankian

The Visual Editor with Al buttons

Two ways to build a resume

Tool

Visual Editor

Resume
Creator

Best for
Editing the resume directly on the page, section by section, and seeing the result instantly.

A guided form: personal profile with availability, work experience, education, languages,
skills and interests.
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Jobs Portal v 2 o
MY
RESUME MANAGEMENT

(@ Home R c t

esume Creator

€ GoBack

A Profile Fill in your details and download a ready-to-use resume. Bac
() Resume v

2, Personal Profile 2 Edit

Create Your Resume

Visual Editor
John Smith

R Creat
esume Creator Front-end developer

Video Resume | am looking for a job as senior JAVA or front-end developer to work on interesting and challenging projects ...

[0 Documents

dobi Marts. fi Work Experience
[+ Logout
Java programmer at Cisco Inc. 2 0
2018 - present

Team leader in a new CISCO firmware development

Front-End Developer at Facebook £ a
2012 - 208

Developing different front end applications and approving the user experience

+ Add work experience

The Resume Creator

Resume sections
e Personal Profile - name, profile title (for example Front-end developer), phone, address and a
short summary.

e Work Experience - job title, company, dates and job duties. Add as many entries as needed with
Add work experience.

e Education - education level, school name and degree.
e Languages - language and proficiency level (the lists come from Field Values).
o Skills and Interests — type a skill and press Enter.

e Documents - files attached to the profile, see documents.

Writing with Al

1. Generate Summary: enter the profile title or a few key notes (for example 5+ years PHP, team
player, remote) and press Generate Summary. A professional summary is inserted and can be
edited.

2. Generate Duties with Al: in a work experience entry enter the job title and, optionally, a key focus,
then press Generate Duties with Alto get bullet points of responsibilities.

3. Al Resume Builder: the full resume editor can generate an entire resume and cover letter from a
target job role and background details.
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The Al tools appear only when the administrator has enabled and configured them, see Al
configuration.

Making the resume visible

A resume is shown to employers when Public Profile is set to Yes in Edit Your Profile. Employers then
find it with the CV database search. Candidates who prefer to stay private set it to No.
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JOBSEEKER PANEL
Documents and video resume

Candidates keep all their files in one place and attach the right ones to each application.

Jobs Portal v 2 & °
DOCUMENTS
I Home
@ Manage your documents
: + Add New Document
9 profile Viiew, edit, or remove your uploaded resumes and supporting attachments. _
(@ Resume
|_| selectan [] Delete Selected

[J Documents v

Add A New Document D Resume_John_Smith_2026.pdf Primary Resume

2 -

APPLICATION/PDF = 141.8 KB » Oct 11, 2026 « Updated Senior Java Resume
My Documents

@ Job Alerts o D Cover_Letter_Senior_Java.pdf P Set as Primary 3
APPLICATION/PDF « 47.4 KB » Oct 11, 2026 = Cover Letter for Senior Java Consultant position

[+ Logout

0 phpFSDjmj.pdf 2 Set as Primary lu]

APPLICATION/PDF = 1.5 KB = Oct 28, 2023 » fsdfsafd

The document manager

Uploading documents

1. Open Documents — Add A New Document.
2. Choose a file, enter a description and decide whether it is a resume.

3. Press Save. The system reads the text of PDF, DOC, DOCX, RTF, TXT and ODT files so employers
can find the candidate by keywords.

The allowed file types, the maximum file size and the maximum number of files per jobseeker are set
by the administrator in Job Portal settings (Maximum Resume Files per Jobseeker and Maximum
Attachment File Size) and in Uploaded Files. When the limit is reached the page asks the candidate to
delete an old file first.

Managing documents

My Documents lists every file with its size, date and description. For each file the candidate can open
or download it, edit the description, Set as Primary resume or delete it. Several files can be deleted at
once. The primary resume is pre-selected when applying for a job.
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Jobs Portal v

[y RESUME MANAGEMENT

@ Home Video Resume Presentation

2 Profile Add a video introduction to stand out to potential employers.
() Resume v

Create Your Resume
Visual Editor
Resume Creator
Video Resume

[ Documents

(D Job Alerts

[* Logout

Video Presentation Active
You have an active video presentation associated with your profile

Option 1: YouTube Video
YouTube Link or Video ID
e.g. https://www.youtube.com/watch?v=SxSP2mv_pVs

Paste either the full YouTube URL or the video code 1D,

Option 2: Direct Video Upload
Upload Video File

| Choose File | No file chosen

fo

ats: MP4, WebM, MOV, OGG. Max file size: S0MB.

OR

The video resume page

Save Video Presentation

A short video introduction helps a candidate stand out. Open Resume — Video Resume and choose:

¢ Option 1: YouTube Video - paste the YouTube link or the video ID.

e Option 2: Direct Video Upload - upload an MP4, WebM, MOV or OGG file (up to 50 MB).

Press Save Video Presentation. Once a video is active, Play Video shows how it appears to employers

and Delete removes it.
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Applying for jobs and tracking applications

From the first click on Apply Now to the employer’s reply, the whole process stays inside
your job board.

How to apply

1. Open a job and press Apply Now. (If the employer provided an application URL, the button opens
that external page instead.)

2. Write an optional cover message.

3. Tick the documents from your profile to attach — the primary resume is pre-selected — or upload a
new document.

4. Answer the questions from the employer, if the job has screening questions.

5. Press Submit application. The employer is notified by e-mail and the application appears in the
employer panel.

A candidate can apply to a job only once. If Allow Guest Applications is enabled in the settings,
visitors without an account can apply by entering their name, e-mail and phone; otherwise they are
asked to log in or register.

Application history

Jobs Portal v Z 8 °
DASHBOARD
(g Hams *  YourJob Applications History
Dashboard Track and manage your submitted job applications
Search For Jobs
Date Job Title Status Employer Reply Actions
Messages
Application History 08/05/2022 Public Cloud Senior Test Developer (Java/JavaEE) AR we. would like to move forward ®
Oracle Corporation with your profile.
2 Profile
5 Data Center Manager Pending 5
B/05/2022 = ®
(D Resume 0820 Amazon.com Inc Validation [nfa]
D t
£ Poouments P Administrative Analyst Pending . ®
05/20/2025 i Lagsiae [n/a] .
Dell Inc alidatior
(@ Job Alerts
" 0/11/2026 Sonioe Jays pommukant ® Approved [n/a) ®
[? Logout ‘est Company

Application history with status and employer replies
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employer’s reply. Open an application to read the full job description, your message and the reply.

Status

Pending Validation

Approved

Rejected

Meaning

The employer has not reviewed the application yet.

The employer is interested; their reply explains the next steps.

The employer closed the application.

Private messages

Jobs Portal v

MY ACCOUNT

(@ Home
Dashboard
Search For Jobs
Messages

Application History

Jo

Profile

Resume

Documents

Job Alerts

©@ 0O o

[+ Logout

v

DASHBOARD
Received Messages
Date From Subject
’ y Opportunity in Mobile
03/25/2024 Ig@netartmedia.net Al
Communications Team
- Application Stat
03/24/2024 hp@netartmedia.net i

Update

Re: Inquiry regarding
oracle@netartmedia.net Senior Java Developer
position

The jobseeker inbox

Message

Hi John,
We saw your profile in our candidate pooi and think your

background matches an upcoming opening in our
department.

Dear John,
Thank you for applying to Hewlett-Packard. We wanted to

inform you that your resume has been shortlisted for the
second review stage.

Hi John,

Thank you for following up! We received your CV and our
technical team is reviewing it. We will get back to you soon.

Regards,
Oracle Recruiting

Employers can write to candidates whose profile is public. The messages arrive in Home —

Actions

Messages, where the candidate can read, reply and delete them. Replies are also sent by e-mail to

the employer.
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Job alerts in the jobseeker panel

Registered jobseekers can save as many alerts as they need and manage them in one

place.

Jobs Portal v

(@ Home

2 Profile

@ Resume
[0 Documents
@ Job Alerts

Current Job Alerts

New Job Email Alert

[+ Logout

z e @

JOB ALERTS

Manage your email alerts

+ New job email alert
Manage your active job notification rules and matching criteria

] selectan {1 Delete Selected

Ja\ Network Engineer

Category: Air Force « Location: Prague (Praha), Czech Republic

The job alerts list

Create an alert

1. Open Job Alerts — New Job E-mail Alert.

2. Enter a keyword and choose a category and a /ocation. Leave a field empty to match everything.

3. Press Save. The alert is active immediately because the user is already logged in.

Manage alerts

Job Alerts — Current Job Alerts shows each alert with its category, location and keyword. Use the
pencil icon to edit it, the trash icon to delete it, or select several and press Delete Selected. The
dashboard shows the number of active alerts.

For visitors without an account

Anyone can create an alert on the public site, see e-mail job alerts.
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The e-mails are sent by a scheduled task on your server. See the notes in Job Alerts &
Notifications.
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Profile, preferences and account settings

A complete profile makes it easier for employers to find and contact a candidate.

Edit Your Profile

Jobs Portal v

(@ Home

Profile

Jo

Edit Your Profile
Change Password
Job Preferences

Statistics

O

Resume
Documents

D
(@ Job Alerts

[* Logout

¢ Personal Details: title, first and last name, date of birth and gender.
e Contact Information: telephone, mobile, location and street address.
¢ Profile Picture: upload a photo (JPG, PNG, GIF or WEBP).

PROFILE

Edit Your Profile

Update your contact details and personal information.

Personal Details

Title First Name *

Mr v John

D.0.B. {dd/mm/yyyy)

26121986

Contact Information

Telephone

212-763-8978

Location

Please select

Street Address

23 Ocean Drive, Santa Barbara

The profile form

Gender

Other

Mobile

1234567890

Last Name *

Smith

¢ Privacy & Preferences: Public Profile (if Yes, registered employers can search and view the
profile) and Newsletter Subscription.

¢ Additional Information: any extra fields created by the administrator in Jobseeker Fields.

At the bottom the candidate can delete the account together with all resumes, files and applications.
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Job Preferences

Jobs Portal v 7 ® o w
MY ACCOUNT
PROFILE
H
g Morse Job Preferences
2 Profile v Set your target salary, availability, experience level, and preferred sectors.

Edit Your Profile

General Expectations

Change Password
Job Preferences Briefly describe yourself and the type of role you are seeking

Statistics I am looking for a job as senior JAVA or front-end developer to work on interesting and challenging projects ...

(@ Resume
[0 Documents Expected Salary (per month) Job Type
(@ Job Alerts 1500 Contract v
Experience Awvailability
[ Logout .
5-10 years v Immediately v

Please select your preferred job categories, locations and brief description of the role you are seeking

Accountancy [] Armed Forces Admin & Secretarial [ Banking & Finance
Construction [7] Education Engineering [} Insurance

| Health Sector [] Hospitality & Catering ["] Charities & Voluntary "] Leisure & Tourism
| HR & Training IT & Telecoms [C] Legal & Professional [T Manufacturing

Job Preferences

Preferences describe the ideal job: a short description, expected monthly salary, job type, experience
level, availability and the preferred categories and /ocations. Employers see this information when
they search the CV database.

Change Password

Profile — Change Password asks for the current password and the new one twice. After the change
the user is signed out and logs in again.

Statistics

Profile — Statistics shows how many times employers viewed the profile in a selected period, with
the date, company and a detailed report.
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The employer dashboard

Employers manage their whole hiring process from /EMPLOYERS.

Jobs Portal Dbe Dellinc

MY ACCOUNT
(@ Home v
Dashboard
Payments
Invoices
Sub Accounts

Messages

©

My Listings

]

Applications

©

Company Profile

CV Database

Jo

[® Logout

v o @-

EMPLOYER PORTAL

Dashboard Overview

Monitor active job listings, track applicant responses, and manage messages.

il 4 2 2 = 1 +

Active Job Postings Total Applications Received Messages Create Job Listing

Manage your listings - View Applications - Check Inbox - Post a New Job

Your Latest Job Postings View All -

08/07/2022 Software Development Analyst 0 New applications App 3:0  Rejected:0 @1
08/07/2022 Hardware Product Manager 0 New applications  Approved: 0  Rejected:0 @1
08/05/2022 Client Technical Support Associate 0 New applications  Approved: 0  Rejected:0 @1

The employer dashboard

Dashboard overview

¢ Active Job Postings - the number of live ads, with a link to manage them.

o Total Applications and Received Messages — with links to the applicants list and the inbox.

¢ Create Job Listing — the highlighted shortcut to post a new job.

¢ Your Latest Job Postings — every ad with its date, number of new applications and how many
were approved or rejected.

The menu

Section
Home

My Listings
Applications

Company Profile

Pages

Dashboard, Payments, Invoices, Sub Accounts, Messages

My Job Ads, Post A Job, Expired Listings, Export Or Import, Banners
Job Applications, Approved, Rejected

Edit Your Profile, Change Password, Logo, Photo Gallery, Video Presentation
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CV Database Search, Browse The Resumes

Which payment pages appear depends on the charging method you chose. If the site is free for
employers, the payment pages are not needed.

Messages

Home — Messages shows private messages from jobseekers, for example questions about a job. The
employer can read, reply to and delete messages.
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Posting ajob

Posting a job takes a few minutes, and the built-in Al assistant can write the description

for you.

Jobs Portal User Manual

Jobs Portal Db Delllnc

MY ACCOUNT
(@ Home
(O My Listings v
My Joh Ads
Post A Job
Export Or Import
Expired Listings

Banners

(@ Applications
(D) Company Profile

CV Database

Jo

[® Logout

Step by step

EMPLOYER PORTAL

Post a New Job

Fill out the details below to create and publish a new job opening.

JOB DETAILS

Job Title *

Category *

-- Please select -~

Job Type

Full Time

Description *

Al Job Description Assistant

e.g. 3+ years PHP experience, remate, $80k/yr, stock options, flexible hours

Nomal ¢ B I U

%

Enter job details or use the Al Generator above..

The Post a New Job form

Z ® @

< My Job Ads

# Generate Description

1. Open My Listings — Post A Job (or press Create Job Listing on the dashboard).

2. Fill in the Job Details: title, category (the lists open as you choose a category), job type (full time,
contract, part time, internship, temporary).

3. Write the Description with the rich text editor — or use the Al assistant below.

4. Add Location & Salary: location, ZIP, salary, job start date and an application URL if candidates
should apply on your own site.

00 N O O

. Press Submit.

. Add Media & Attachments: an image and an optional PDF.
. Optionally tick Post this job anonymously to hide the company hame.

. Optionally add screening questions (see below).
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Al Job Description Assistant

Type a few notes in the Al box, for example “3+ years PHP experience, remote, $80k/yr, stock
options, flexible hours”, and press Generate Description. The assistant writes a structured
description with an overview, responsibilities and benefits and inserts it in the editor, where you can
still change it. The button is available when the administrator has enabled Al configuration.

Screening questions

Add screening questions for applicants lets you ask questions that candidates answer when they
apply, for example “Do you have a driving license?". Enter the question and, in the answers field, the
choices (one per line) — or leave the choices empty for a free-text answer. You see the answers in the
application details.

What happens after you submit

o |f the administrator uses Manually Approve New Jobs (settings), the ad waits for approval;
otherwise it goes live immediately.

e The ad stays online for the number of days set in Jobs Expire Time.

e Depending on the charging method, posting uses one of your free jobs, a package credit, a
subscription slot or credits. If you cannot post, the page tells you what to buy first, see packages
and payments.

e To make the ad stand out, make it featured, see managing job ads.
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EMPLOYER PANEL
Managing job ads

The My Job Ads page is the central place for everything that concerns the ads you have
posted.

Jobs Portal Dpe Delllnc 2 o @

EMPLOYER PORTAL

@ Home Manage your job ads

+ PostaJob
(D My Listings v View, edit, track performance, or renew your posted job listings -
My Job Ads
] selectan 1 Delete Selected
Post A Job

EXpORLOF mport o Software Development Analyst

0 Applications Y7 &

Expired Listings —  Active  Featured Listi g added on: 08/07/2022 = Expires on: 10/22/2027
Banners
_ Hardware Product Manager
i 0 Applications £
() Applications Active  Listing added on: 08/07/2022 « Expires on: 10/22/2027
(D Company Profile

__ Client Technical Support Associate
0 Applications 17 &

2 CV Database = Active Featured Listing added on: 08/05/2022 « Expires on: 10/22/2027

[ Logout _ Administrative Analyst

= | 2 Applications 77 #
Active  Featured |icting added on: 05/20/2025 « Expires on: 10/22/2027

The My Job Ads list

The ads list

Each ad shows its title, status (Active), the Featured badge, the date added, the expiry date and the
number of applications. The title opens the public job page. Icons on the right let you:

View applications of the ad.

Edit the ad (title, description, category, salary, PDF, status and more).

Delete the ad - its applications and screening questions are deleted too.

Remove the featured status.

Select several ads with the checkboxes and use Delete Selected for bulk removal.

Making an ad featured

Featured ads are shown first and with a badge on the home page and in search results. In the edit
form press Make Featured. Depending on your plan this uses a featured slot from your package or
subscription, or costs credits (the price is shown before you confirm). The featured period is set by
the administrator.
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Expired listings

My Listings — Expired Listings lists ads whose time has run out. For each one you can Renew it (it is
posted again with a new date and expiry, and uses a package slot, subscription slot or credits like a
new ad) or delete it.

Applications per ad

The Applications number links to the list of candidates filtered by that job.
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Reviewing applications

Every application is stored with the candidate details, documents and answers, so you
can decide quickly and answer every candidate.

Jobs Portal Db Delllnc

@ Home

(O My Listings

(@ Applications

Job Applications
Approved Applications

Rejected Applications

(@ Company Profile

Jo

CV Database

[+ Logout

The list

Applications — Job Applications shows pending applications. Use the job selector at the top to see
the candidates for one ad. Each row has the candidate name, the job, the date, the status and the
buttons Details and Delete. The sub-sections Approved Applications and Rejected Applications keep

the decided ones.

EMPLOYER PORTAL

Job Applications

Review and manage all applications submitted by candidates for your job listings.

Al jobs

|_| selectan

Peter White

John Smith

Application details

The details page contains:

—  Administrative Analyst « 05/20/2025

w

Approved

Pending

Administrative Analyst « 05/20/2025

The applications list

ce @
Delete Selected
Details Delete
Details Delete

the candidate’s contact information and profile (guests who applied without an account have their

entered details);

the cover message;

attached documents with download links, and the candidate’s resume summary — work history,

education, languages and skills;

the answers to your screening questions;
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e a Send message button for registered candidates.

Approve or reject

Write a short reply and press Approve or Reject. The reply is stored with the application and is visible
to the candidate in the application history on the dashboard. Approved and rejected applications
move to their own lists.

Deleting

Deleting an application removes it together with the files attached to it. Select several applications

and use Delete Selected to clean the list.

Answer every candidate, even with a rejection. It protects your reputation and the reputation of
your job board.
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Searching the CV database

Employers do not have to wait for applications —they can search all public resumes and
contact the best candidates.

Jobs Portal Db Delllnc

Home

My Listings

Applications

o 0 6 B

Company Profile

CV Database

Jo

Search

Browse The Resumes

[+ Logout

Search

c o @
EMPLOYER PORTAL
Search resumes
JOB PREFERENCES Category Location
All v All -
Search (keyword)
EDUCATION Education Level Degree, certificate, license, courses
All v
WORK HISTORY Preivous Employer Job title and duties
Search

Search resumes

Open CV Database — Search and combine filters:

Group

Job
preferences

Education

Work history

Filters

Category, location and a free keyword (matches the resume text and uploaded
documents).

Education level (high school up to PhD) and degree, certificates, licenses or courses.

Previous employer and job title and duties.

Browse The Resumes lists all public resumes without filters.

Viewing a candidate

The candidate profile shows the photo, summary, work experience, education, languages, skills and
the files the candidate chose to share. Employers can send a private message to the candidate and
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report a resume to the administrator.

What candidates control

Only jobseekers whose Public Profile is set to Yes appear in the results, see profile and privacy.

Charging for CV access

Access to resumes is a good paid feature. When you charge with packages each package has a
Number of Resume Views limit, and with credits you can set Credits per Resume View. If the employer
has no package or credits left, the page shows a link to buy one, see packages and payments.
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Packages, subscriptions, credits and invoices

What an employer sees in Home — Payments depends on the charging method you
selected in the admin panel.

Jobs Portal Db Delllnc

(m Home
Dashboard
Payments

Invoices

v e @-

EMPLOYER PORTAL

Payments & Services

View your payment history, invoices, and active service subscriptions.

Purchase anew job listing package

Sub Accounts Nathalie Test 10 jobs and one featured job Test 5 jobs
M s
e $5.00 $46.00 $35.00
© My Listings Tmitier of b 3 This is a test job listing package You bost up to 5 job listings with this
) Applicati
© Applications Festured Jobs 1 MNumber of Jobs 10 - - "
umber of Jobs
O Sompmey PR Number of Resumes 2 Featured Jobs 1 . ddobs o
eatured Jobs
A CVDatabase Number of Resumes 200
Number of Resumes 100
[® Logout
Employer payments page with packages
L]
Charging methods
Method (admin What the employer sees
setting)

Site Free for
Employers

Using Packages

Using
Subscriptions

Using Credits

A notice that posting is free.

Cards with the price, number of jobs, featured jobs and resume views. A coupon code
can be entered for a discount. After payment the package appears in the list of active
packages and is used when posting.

The current subscription, its limits (jobs, featured jobs, banners) and the plans available
to switch to.

The credit balance and a form to buy credits (limited by the minimum and maximum
purchase). Credits are then spent on posting, renewing, featuring and viewing resumes.
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Paying

After choosing a package, the employer selects a payment method among those you enabled: PayPal,
card payment (Stripe), or bank wire transfer and cheque with the instructions you entered. Bank
transfers and cheques stay pending until you approve them in Payments — Approve Payments. An
employer can cancel a pending order.

Invoices and history

Home — Invoices lists paid orders with the invoice code, so employers can download their invoices.
The numbering, VAT and company details are set in Invoice Settings.

New employers

New employers can get free jobs and free credits to try the service, configured in Employer &
Candidate Rules and Credits.
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EMPLOYER PANEL
Banner advertising for employers

Banners give employers extra visibility, and give you another source of revenue.

Jobs Portal DpE Delllnc B @
EMPLOYER PORTAL
m H
) Mome Manage your banners
(D My Listings v Manage your banner advertisements and promotional campaigns.
Ry dois A Select the area where you would like to place your banner
Post A Job
Export OF Import Featured Employers Side Column Banners
Featured Employers section to the right
Expired Listings Banner size 250 = 250 px
Banners Banner size 50 = 50 px i -
Days 20
() Applications hve $0.00
Price $49.00
(D Company Profile
SOLD OUT SOLD OouUT
9 ¢V Database
[+ Logout Your current banners
Dell Enterprise Hardware - : .
. N Pending Renew Edit Details Delete

ide Column Banners « 10/11/2026

The employer banner page

Placing a banner

1. Open My Listings — Banners. The page lists the banner areas you created, with the banner size,
validity in days, price and whether the area is sold out.

2. Choose an available area, enter a banner name, upload the image in the required size and choose
the link: a link to the employer’s ads on your site or an external URL.

3. Pay if the area has a price (or use credits/subscription banners). New banners usually wait for
your approval.
Your current banners
The list shows the area, the status (Pending, Active, Inactive, Expired) and the expiry date. Use Renew

to extend a banner, Edit Details to change the image or link and Delete to remove it.

For the administrator

You define the areas, their size, price, maximum number of banners and validity in Banner Areas, and
approve or add banners there as well.
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EMPLOYER PANEL
Sub-accounts for your recruiting team

Larger companies can give each recruiter a personal login without sharing the main
password.

Jobs Portal Dpe Delllnc 2 o @

EMPLOYER PORTAL

(RY Hovwe Manage your sub accounts

Dashboard Create team member accounts and configure granular permission access
Payments

Invoices Create a new sub account

Sub Accounts Username *

Messages

My Listings Password *

Applications

®© © 0

Company Profile Full Name

CV Database

Jo

N Phone
(= Logout

Add Sub-Account

Creating a sub-account

Create a sub-account

1. Open Home — Sub Accounts.

2. Enter a username (at least 4 characters; letters, numbers and _ - . @), a password (at least 6
characters), full name and phone.

3. Press Add Sub-Account. The team member signs in on the normal login page with the sub-
account username and password and works inside the employer account.

Permissions

Open the Permissions tab to tick which pages each sub-account may use (for example only

Applications, but not Payments). A sub-account that opens a page without permission sees an access
denied message. The Dashboard is always available.
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Edit or delete

Edit the name, phone or password of a sub-account, or delete it. Deleting removes its permissions
too.

Only give the Payments, Company Profile and Sub Accounts pages to people you fully trust.
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Importing and exporting job ads (CSV)

Employers with many vacancies can move their job ads in and out of the system in bulk.

Jobs Portal DE Dell Inc

Jo

Home

My Listings

My Job Ads
Post A Job
Export Or Import
Expired Listings
Banners

Applications

Company Profile

CV Database

Log out

v e @-

EMPLOYER PORTAL

Export or Import

3 i — My Job Ads
Export your existing job listings or import new job ads from external files. e

Import a.csv file Export the job ads data to a .csv file

Please select the .csv file to be imported Please select the fields to be exported

File *

(V] TITLE JOB_CATEGORY

[ Choose File | No file chosen
JOB_TYPE MESSAGE REGION

e i

APPLICATION_URL ACTIVE

DATE_AVAILABLE

Import and export of job ads

Export

Open My Listings — Export Or Import. On the right choose the fields to export (ID, title, job category,
job type, message, region, ZIP, salary, date available, application URL, active) and press Exportto
download a .csv file.

Import

1. Prepare a CSV file with the same columns as an export.

2. Select the file and press Continue. The ads are staged - they are listed for review but not yet

public.

3. For every staged ad choose Import Active, Import as Expired or Delete, or Select Import All, then
press Process Selected.

When the site charges with credits, every imported active ad costs the same credits as a new ad.
Administrators can see and edit the staged ads of all employers in Job Listings — Export or Import.
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The administrator can switch the import and export permission on or off for each employer (Users
— Employers). Without the permission the menu entry is hidden.
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Company profile and branding

A complete company profile builds trust and is shown on your public company page.

Jobs Portal pe DellIne 7 ® @

MY ACCOUNT

EMPLOYER PORTAL

(@ Home

Edit your profile

O My Listings Manage and update your company profile, branding, and contact details.

() Applications
ACCOUNT DETAILS

(D Company Profile v
Username
Edit Your Profile
Change Password
Logo Company
Photo Gallery Dell Inc

Video Presentation s
Company Description

CV Database Dell Inc. is an American privately owned multinational computer technology company based in Round Rock,
Texas, United States, that develops, sells, repairs and supports computers and related preducts and
services. Bearing the name of its founder, Michael Dell, the company is one of the largest technological
corporations in the world, employing mare than 103,300 people worldwide.

Jo

[* Logout

CONTACT PERSON & ADDRESS
Contact person

Test

Address

Round Rock, TX, United States of America

The employer profile form

Edit Your Profile

e Account details: username (e-mail), company name and description.

e Contact person & address, telephone, fax and website. The option Show my site url, address and
phone on the website controls what the public sees.

e Social profiles: Facebook, LinkedIn, Twitter/X, YouTube and Instagram page URLs.
o Preferences: newsletter subscription.

e Extra fields from Employer Fields.

Logo, gallery and video

Page What to do

Logo Upload a JPG, PNG, GIF, WEBP or BMP image. The logo appears on every job ad and on
the company page.

Photo Gallery Upload several photos of the office or team, reorder or delete them.
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Video Paste a YouTube link or upload an MP4, WebM, MOV or OGG file (max 50 MB).
Presentation

Change Password

Use Company Profile — Change Password. You must enter the current password.

Delete my user account

At the bottom of the profile page the employer can delete the account together with its jobs and
applications.

See how the result looks to visitors in company directory and profiles.
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ADMIN: JOBS & USERS
Admin panel:1ogin and dashboard

The admin panel at /ADMIN is the control room of your job board.

Logging in

Open yourdomain.com/ADMIN and sign in with your administrator username and password. The session
lasts up to 12 hours of inactivity. After ten failed attempts from the same IP address the login is
blocked for 15 minutes. Every attempt is stored in Home — Login Logs.

o
= # Home Search ... e @ ﬂ U]

= Welcome John Doe (Admin) , &= £
242 You last logged in on October 15, 2026, 10:44 am, since then there
-~ were 208 unique visits of the website, 0 were referrals from other
P 13 5
e @ You have no new messages. s ot e
=
&
Latest Posted Jobs View All
& Traffic Overview
Last 14 Days « Exciv
Senior Java Consultant
u teste@teste.com
Page Views Unique Visitors U
&
This_is_ate_st .
:9 3'1..0 Z: @gmail.co
b UX Design Lead
g@netartmedia.net
Network Engineer
mphasis@netartmedia.net
Data Analyst (Call Center)
gi@natartmedia,.net
The admin dashboard
The dashboard
¢ Welcome box with your last login time, the number of unique visits since then and new messages.
e Counters for active jobs, jobseekers and employers — click one to open the list.
¢ Traffic Overview for the last 14 days (bots are excluded), with views and unique visitors.
o Latest Posted Jobs and Latest Registered Employers with links to the full lists.

The Home menu

Page Use

Dashboard The page above.
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Quick Links A single page with links to every module of the panel, according to your permissions.

Messages Messages sent through the public contact form. Open a message to read it, reply by e-
mail or delete it.

Login Logs Successful and failed administrator logins with IP address and browser.
Change Enter the current password and the new password twice.
Password

Searching the panel

The search box at the top of every page finds modules by name, for example packages or languages,
and opens them directly. The icons at the top right open the public site, the inbox and log you out.

Administrators with limited permissions only see the modules they are allowed to use, see roles and
permissions.
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Managing jobs, applications and job alerts

The Job Listings menu gives you full control over every ad posted on the site.

(]
Job Ads List
O
= #A JobAds List
A
& & Manage Job Ads
-
M
- Show 20 v rows
=
= Image  Title
&
= Senior Java Consultant
Q
% & This is a test
*
= UX Design Lead
av
= ] Network Engineer
- Data Analyst (Call Center)
=
- Engineer
=S UX Design Lead

Senior Cybersecurity Research

Search ..

Category

Marketing & PR / Events
Management

Armed Forces

Health Sector / General
Practice

Construction /
Architecture

Admin & Secretarial

IT & Telecoms | Software
Testing

Health Sector | General
Practice

Employer

2 teste@teste.com

2 antonzamov@gmail.com

& lg@netartmedia.net

o
=

mphasis@netartmedia.net

& Ig@netartmedia.net

& lg@netartmedia.net

2 Ig@netartmedia.net

The Job Ads List

Date

Aug 5

Searchin All «

Jobs Portal User Manual

]

B -

Type to search
Expires .
Active
On
©Nov 10
"? i No
2026
®Nov 4
2026
®o0oet 22
2027
Q@O0ct 22
2027

Renew Actions
= T |
< Pl |
e il
<) Pl |
< Pl |
e |
2 rall |

The list shows image, title, category, employer, date, expiry date and status of each ad. Search by title

or employer and sort by any column. Per row you can:

e change the Active status with one click (inactive ads disappear from the public site);

e Renew the ad (new date and a new expiry);

e open the edit form - title, description, employer, category, location, salary, job type, PDF, featured
status, start and end dates and custom fields — with the same Al description assistant that
employers have;

o delete the ad.

Post a job for an employer

Press New Job Ad, choose the employer, category, job type, title and description (use the A/
Assistant if enabled), location, salary, dates and custom fields, and press Post Job. Admin-posted
jobs do not use the employer’s packages or credits.
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Approving jobs

When Manually Approve New Jobs is on in Job Portal settings, new ads from employers wait for you.
Open the ad and switch it to Active after reviewing it.

o L]
Applications
=
= A  Applications Search .. o @ ﬂ 0]
A
ey | .
22, Applicants

-
L
331 Employer:  All Employers ¥  Within:  All Time v m
=
— Job Ad Title Employer Applications Latest Application Actions
=
i & senior Java Consultant 2 teste@teste.com (4] Oct 11, 2026 16:46 3 View Candidates
a & Administrative Analyst 2 dell@netartmedia.net o May 20, 2025 18:20 4t View Candidates

& Public Cloud Senior Test Developer (Java/JavaEE) 2 oracle@netartmedia.net o Aug 5, 2022 23:30 482 View Candidates
|4

& Senior Cybersecurity Research Engineer & Ig@netartmedia.net (2] Aug 5, 2022 20:43 2t View Candidates

£ Data Center Manager 2 amazon@netartmedia.net o Aug 5, 2022 17:56 48 View Candidates
20

£ Claims Data Entry Clerk 2 hp@netartmedia.net o Aug 5, 2022 15:10 dat View Candidates
=+

The Applications list

Job Listings — Applications lists the ads that received applications. Filter by employer and period
(last day, 7 days, 30 days, year) and press View Candidates to see who applied, with the candidate
details, message and attachments. This is useful to resolve disputes between employers and
candidates.

Job Alerts

Job Alerts lists the e-mail alerts created by visitors and jobseekers (keywords, category, location).
Delete spam entries or press Export Emails to download the addresses.

Export or Import

The hub imports job ads from a CSV file. Upload the file, then review the staged ads and choose
Import Active, Import as Expired or Delete for each one, and press Process Selected. Use it to migrate
jobs from another system.
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Custom Titles

SEOQ titles for categories and locations are described in categories and locations.
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Managing employers and jobseekers
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The Users menu lists every account on your job board and lets you edit, add or remove

it.
Employers
=
= #& Employers
L,
B Manage Employers
]
m
= Sho 20 v rows
=
-
—_ Logo Company
=
L Q Greek
L]
weer
=
& AntonZamov
20
Hhphans Mphasis
=

@ LG LG Electronics
Test Company

ﬂﬂ Hewlett-Packard

Search ..

Email

test@greekgreek.com

ggg9@ggg.com

antonzamov@agmall.com

mphasis@netartmedia.net

Ig@netartmedia.net

teste@teste.com

hp@netartmedia.net

Jobs Phone

B0 Jobs 35-789-78987

B0 Jobs

& 1J0b +359898288448
=1Job 9180 3352 5000
£ 4 Jobs 201-816-2000
&1Job 206444655
21Job 650-231-8943

The Employers list

Searchin All v Typeto

Credits

7

50

Registered

Aug 5, 2022

Aug 5, 2022

search

]

B -
&+ Add Employer

Active Actions

The list shows logo, company, e-mail, number of jobs, phone, credits, registration date and status.

Use the toggles to activate or deactivate an employer and to give or remove the import permission.

Open an employer to edit:

e company data, contact person, address, website, description and logo;

¢ credits balance and free jobs;

¢ the purchased package or subscription, featured employer status (shown in the spotlight of the
company directory) and agency flag;

e anew password (Reset the user password) and the custom fields.

Press Add Employer to create an account manually: e-mail, password, company name, contact
person, phone, fax, website, initial credits, address and description.

When Manually Approve New Employers is enabled, approve a new company by setting Active to Yes.
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0

= # Jobseekers Search .. o 2 ﬂ U}
]

22 Manage Jobseekers 2+ Add Jobseeker

=
-e
M
- Show 20 v rows Searchin All v Type to search ... n
=
i Picture Jobseeker Name Email / Username Phone Registered Active Actions
=
iy - Peter White newl@newl.com 12123334444 Oct 17, 2023 F Al |
L]

2 asdfadf asdfa test123@test123.com Aug 5, 2022 es Pl |
|

- sdfaf asdfadf koko23@koko.com Aug 5, 2022 Yes Pl |
&
20

: tewst test teste12341234@teste.com 534534 Aug 5, 2022 Yes Pl |
[+

- John Smith testj@testj.com 212-763-8978 Aug 5, 2022 ves 2l |

The Jobseekers list

Each jobseeker can be edited: account details, status (active or not), preferred job type, resume
details (work history, skills, education, languages), credits or package, uploaded files and password.
Add Jobseeker creates an account manually. Deleting a jobseeker also removes their files and alerts.

Uploaded files

Users — Uploaded Files shows every document uploaded by jobseekers with owner, size, date and
type (CV / Resume or Attachment). Download or delete files, and edit the Allowed Upload Extensions
(for example doc, pdf, txt, rtf, docx, odt).

User messages

Users — User Messages lets you read the private messages exchanged between employers and
jobseekers, for moderation.

Custom user fields

Jobseeker Fields and Employer Fields add your own fields to the profiles, see custom fields.
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ADMIN: JOB SETTINGS

Job Portal settings

Job Settings — Configuration Options defines how your marketplace works. The page
has five tabs; remember to press Save All Settings at the bottom.

|

= # Configuration Options Search .. o ] ﬂ (U]
*

£ Job Portal Settings

=
Ep B Job Postings & : i
= Workflow K- Job Postings & Workflow
=X
= 2% Employer & Candidate

Rules Manually Approve New Jobs
=

Q Search & Location Jobs Expire Time (Days)
& Settings

90

o & JobAlerts &

Notifications Delete Expired Jobs
4
e @ Al Configuration Never ¥
&

‘J Allow Multiple Job Categories

20
= o Allow Guest Applications (Unregistered Users)

Show Number of Visits for Jobs

Salary Range Presets (Separated by |)

1000|2000|3000|4000|5000|6000| 7000|8000|8000}10000]12000]14000|16000(18000| 20000|25000/3
0000[40000|50000

The Job Portal Settings page

Job Postings & Workflow

Setting What it does

Manually Approve New  New jobs from employers are hidden until you activate them.
Jobs

Jobs Expire Time How long a job stays online. After that it disappears from the public site and the
(Days) employer can renew it. Set O for ads that never expire.

Delete Expired Jobs Never, or after 1, 3, 6 or 12 months (used by the clean-up task).

Allow Multiple Job Employers can place a job in up to three categories.

Categories

Allow Guest Visitors without an account can apply by entering their name, e-mail and resume.
Applications

Show Number of Visits  Displays the view counter on the job page.
for Jobs
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Salary Range Presets The values offered in the salary filter, separated by | .

Employer & Candidate Rules

Setting What it does
Manually Approve New New employer accounts must be activated by you.
Employers

Require New Users to Validate  Users must click the link in an e-mail before their account is active.
Their E-mail Address

Use Captcha on the Shows an image captcha. Combine with Use Google reCAPTCHA and enter
Registration and Alert Forms the Site Key and Secret Key from Google to use reCAPTCHA instead.

Free Jobs Provided for New How many ads a new employer can post before buying anything.
Employers

Maximum Resume Files per Limit of stored documents per candidate.

Jobseeker

Maximum Attachment File Size  Upload size limit, for example 5242880 for 5 MB (also limited by your PHP
(Bytes) configuration).

Partner Companies Image URLs (one per line) shown as partner logos.

Search & Location Settings

Setting What it does

Search Results per Page Number of jobs per page in the results.

Listings in Featured Section How many featured jobs the home page shows.

Show Number of Jobs in Category Shows the job counts next to categories and locations.
Search Suggestions Type None, jobs by keyword, job categories, or both.

Enable ZIP Code Field / ZIP Radius Adds a ZIP code to jobs and lets visitors search within a
Search distance.

Job Alerts & Notifications

Send Feed E-mail Alerts (do not send / send e-mails), Email Alert Title and Body Template with the
placeholders [FIRST_NAME] and [JOBS_LINK], and the subject and body of the New Employer
Welcome and New Jobseeker Welcome e-mails (the placeholder [USER] inserts the e-mail address).
Leave a subject empty to send no welcome e-mail.

Al Configuration

See Al configuration.
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Categories, locations, keywords and SEO titles

Adapt the structure of your job board to your niche or country.

Job Categories
=
= #A JobCategories Search o ] B (U]
:= Manage Categories
i
L
Lot L& Category Tree
=
= Language: English
; 1. Accountancy
1.1, Auditor
1.2. Analyst
I'l\ 1.3. Assistant Accountant
2, Armed Forces
o] 2.1. Administrative
2.2. Alr Force
t"_ 2.3. Mational Guard
2.4, Navy
3. Admin & Secretarial
ﬂn 3.1. Data Entry
s Language: Espanol
2. Publicidad
= 2.1. Agencias y asesores

2.2, Televisidn por cable

2.3. Correo directo

2.4, Internet

2.5. Publicidad exterior

2.6. Especialidades

19. Ropa

10.9. Ropa infantil

1@.1. Ropa de disefio para mascotas
18.2. Ropa de alta gama

The category tree editor
Job Settings — Job Categories shows one text box per active language. Each line is one category:

1. Accountancy

1.1. Auditor

1.2. Analyst

2. Armed Forces
2.1. Administrative

The number before the dot defines the level and the position: 1. is a main category, 1.1. a sub-
category, 1.1.1. athird level. Edit the names, add or delete lines and press Save Categories. Keep
the numbers of existing categories unchanged, because jobs are linked to them. Add new items with
a new unused number.

The Category images section lets you upload a picture for each main category; featured categories
on the category page use it.
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Locations

Job Settings — Locations works the same way with up to four levels (country, region, city, area). The
Defaultlist is used for languages without their own list. The folder /locations must be writable.

Search Keywords

Job Settings — Search Keywords has one list per language, one keyword per line. They are used for
the Popular links in the search box and for search suggestions.

Custom Titles (SEO)

Under Job Listings — Custom Titles you can give each category and each location its own meta title,
meta description, a banner image and additional HTML header tags. This is a strong SEO feature: a
page such as “Accountancy jobs in London” can have a title and description written for that search.

Write unique titles for your 10 most important categories and locations first.
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Custom fields and field values

Collect the extra information your niche needs without changing any code.

L]
Custom fields
|
= A JobFields Search .. o ] ﬂ U]
A
= Job Custom Fields & Employer Fields 4 Jobseeker Fields
=
m
- © Add New Field
= Field Name * Possible Values
=
=
i
er (i o) ma F taxt fiel
°
=S
* L ; ;
i= Configured Custom Fields (2)
.
ap # Field Name Possible Values Actions
54 1 Experience Levell Text Input = 0
2 Skill Levels Good Excellent Don't knowl z 0

The Job Custom Fields page

There are three field sets: Job Fields (Job Listings — Job Fields), Employer Fields and Jobseeker
Fields (Users menu). The pages have the same form:

1. Enter the Field Name, for example Experience Level.

2. In Possible Values enter one choice per line to create a drop-down list, or leave it empty for a text
field.

3. Press Add Field. Use the pencil icon to edit and the trash icon to delete a field.
Job fields appear in the job forms and on the job page. Employer and jobseeker fields appear in the

registration forms and profiles.

Field Values

Job Settings — Field Values edits the standard lists used across the site, in the format 1D-value;ID-

Value:

List Used for
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Job Types Full time, contract, part time, internship, temporary
Experience Levels, Availability Values Jobseeker preferences and CV search

Education Levels, Course Study Modes Resume education and CV search

Resume Languages, Language Proficiencies Resume languages section

Values such as M_FULL_TIME are translation keys, which means they are translated automatically in
each language. You can replace them with plain text if you use only one language, for example 1-Full
Time;2-Contract . Do not change the IDs of values already in use.
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Al configuration

Jobs Portal connects to any OpenAl-compatible Al service, so you choose the provider
and the cost.

|
= # Configuration Options Search .. o ] ﬂ (U]
*
& Job Portal Settings
=
2ot K Job Postings & : .
= Workflow K Job Postings & Workflow
=X
= 2% Employer & Candidate
Rules Manually Approve New Jobs
=
Q Search & Location Jobs Expire Time (Days)
& Settings
90
o & Job Alerts &
Notifications Delete Expired Jobs
4
© @ Al Configuration Never ¥
*
D Allow Multiple Job Categories
20
= O Allow Guest Applications (Unregistered Users)
Show Number of Visits for Jobs
Salary Range Presets (Separated by |)
1000|2000|3000/4000|5000|6000|7000|8000|9000]1000012000|14000|16000[18000|20000|25000|3
0000/40000|50000
Al configuration (screenshot)
Where to configure

Open Job Settings — Configuration Options — Al Configuration.

Setting Description

Enable Al features on the site Master switch. When off, the Al tabs and buttons are hidden.

Enable Al Job Description Shows Generate Description in the employer and admin job forms.
Generator

Enable Al Cover Letter Enables the Al resume summary, job duties and cover letter tools for
Generator jobseekers.

Al API Endpoint URL The base URL of an OpenAl-compatible API, for example

https://api.groq.com/openai/vl.
Al Model Name The model to use, as named by your provider.

Al Provider API Key The secret key from your provider. Never share it.
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What uses Al

e Al smart search and resume-to-job matching on the public site.
e Job description generator for employers and administrators.

e Resume summary, job duties and cover letter builder for jobseekers.

Costs and safety

e Requests are billed by your Al provider. Start with a small, inexpensive model and watch the
usage.

¢ Only the text typed by the user (or the uploaded resume text) is sent to the provider. Mention this
in your privacy policy.
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External job feeds

Job feeds add jobs from partner job search APIs to your search results, so a new job
board never looks empty.

=
= A  JobFeeds Search .. o ] ﬂ 0}
*
2 Job Feed Settings
=
-
i = General Feed Settings e .
== General Feed Settings
= £ Adzuna API
==
- Enable External Job Feeds
— Q, Jooble API o )
= Enabled (Backfill with external job feeds) v
& CareerJet API Turn external job backfilling on or off across the site
i
Main Feed Provider
& Talent.com API
¢ CareerJet v
4 Talroo | Jobs2Careers =
u Frimary feed provi der fetched first on search results
di 4 ZipRecruiter API Additional Feed 1Provider
None (Disabled) v
°
av Secondary provider to combine with main feed results
= Additional Feed 2 Provider
None (Disabled) v
Tertiary provider to combine with main and additional feed 1 results
Default Country Code

us
Two-letter ISO country code (e.g. us, gb, ca, de) used when filtering feed APls

Default Keyword for Empty Queries

The Job Feed Settings page

General Feed Settings

e Enable External Job Feeds: Disabled shows only your own jobs; Enabled backfills the results with
external jobs.

e Main Feed Provider is queried first; Additional Feed 1 and 2 are combined with it.

e Default Country Code: two-letter code (us, gb, ca, de) used to filter the feeds.

o Default Keyword for Empty Queries is used when a visitor searches without a keyword.

Providers
Provider You need
Adzuna App ID and App Key
Jooble APl key
CareerdJet Affiliate ID
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Talent.com Publisher ID
Talroo / Jobs2Careers Talroo ID and API key
ZipRecruiter API key

Register with the provider, copy the credentials in the matching tab and save. Respect each provider's
terms of use and attribution rules.

79



Jobs Portal User Manual

ADMIN: JOB SETTINGS
GDPR and cookie consent

Show a cookie notice and ask for consent to process personal data, as required in the EU
and many other regions.

=
= A GOPR Search . o ) B (U]
]
2o GDPR & Privacy Settings
=
et & GDPR & Cookie .
- Consent & GDPR & Cookie Consent
=y
= B DataProcessing
Agreement Enable GDPR Cookie Banner
=
Consent Banner Title
i
We Value Your Privacy
Consent Message Text
o
© On our site we use a technology called cookies to analyze our traffic and to improve user experience
and offer additional services like saving jobs for not registered users and others. Click below to
* consent to the use of this technology across the site. <br/>
When you choose to contact us or create your use profile, we keep your information secure in our
20 database and we do not sell, trade, or otherwise transfer to outside parties personally identifiable
information.
C]

Consent Read More Text

The GDPR settings

GDPR & Cookie Consent tab

e Enable GDPR Cookie Banner: shows a banner with Accept and Decline buttons to every new
visitor. The choice is remembered in the browser.

e Consent Banner Title and Consent Message Text: the text of the banner.

¢ Consent Read More Text: the label of a link to your data processing page.

Data Processing Agreement tab

¢ Show Data Processing Agreement on Registration Form: adds a required consent checkbox to
the jobseeker and employer registration forms.

o Data Processing Page Title and Content: the text of the page the checkbox links to (open it at
index.php?mod=gdpr ).

The texts supplied with the script are only examples. Have your privacy policy and data
processing agreement reviewed for your jurisdiction. Edit the Privacy Policy page in Pages too.
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Tracking scripts such as Google Analytics are added in Tracking Codes.
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Payments, packages, credits and invoices

The Payments menu defines how you earn money: what employers pay for, which
gateways they use and how invoices are produced.

L]
Charging model

o

= # Payment Settings Search .. o @z ﬂ U]
L,

=s Payment Settings

=
3,8 @ Charging Rules & = .

Currency © Charging Rules & Currency
=
e P PayPal Gateway How to Charge Employers
= ww Stripe Gateway Using Packages v
) © Authorize.NET Charge Job Seekers

No v
e B Square Gateway
Currency Symbol

[ £ 2Checkout, Skrill &

MercadoPago $
*

fl Cheques & Bank Wire Currency Position
L)
- Left ($100) v
=+

P PayPal Gateway

PayPal Currency Code

usD

PayPal Registered Email Address

Payment Settings

In Payments — Payment Settings — Charging Rules & Currency choose How to Charge Employers:

Model How it works

Site is free No payments. Everything is available to employers.

Packages Employers buy bundles with a number of jobs, resume views and featured ads.
Subscriptions Recurring plans billed every 1, 3, 6, 12 or 24 months with job, featured and banner limits.
Credits Employers buy credits and spend them on actions.

Direct payments  Employers pay for each job ad when they post it.

You can also charge jobseekers (Charge Job Seekers), and set the Currency Symbol and its position
(before or after the amount).
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Packages

D

= # Packages Search .. o 2 ﬂ U]

*

% Employer Packages + Add New Package & Payment Settings
=
22 1 b Package Name Price ($) Jobs Limit Resumes Limit Featured Jobs Status Actions
— - ;
= #5 Nathalie $5.00 3 pal 1 Active ®E N
- a3 I,efz.mj i.‘-}:sra-nﬁ:ne-fia[ﬂr? iion $46.00 10 200 1 Active % W
i .

0 # bl il T $35.00 5 100 0 Active “ W
W Delete Selected

|
a0
[+

Employer Packages

Payments — Packages: name, price, status, description, number of jobs, resume views, featured jobs
and sort order. Employers choose a package on the Packages & Payments page.

Subscriptions

Name, price, billing period, maximum jobs, featured jobs and banners, auto-renew, one-time use (for
trial plans) and optional custom HTML for the payment button.

Credits

Payments — Credits: price of 1 credit, free credits for new users, minimum and maximum purchase,
and the credit cost of posting, renewing and featuring a job, viewing a resume and applying to a job.

Payment gateways

The tabs of Payment Settings configure each gateway:

Gateway Needed

PayPal Currency code and the registered PayPal e-mail
Stripe Publishable key and secret key

Authorize.Net, Square Account credentials from the provider
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2Checkout, Skrill, MercadoPago Merchant ID / account e-mail

Cheques & Bank Wire Instruction text shown to the employer

Online gateways redirect the employer to the provider, but the script does not receive an
automatic confirmation yet. Check your PayPal or Stripe account and confirm each order in
Approve Payments.

Approve Payments and archive

Approve Payments lists pending orders (bank wire, cheque and online payments waiting for
confirmation). Press Approve to deliver the package, subscription or credits, or delete the order.
Completed orders go to the Payments Archive.

Coupons

Payments — Coupons: create a code and a percentage discount. Employers enter it at checkout.

Invoices

Invoices lists the invoice of every paid order for download, plus Pro Forma invoices. Invoice Settings
holds the starting numbers, default VAT, issuer details, footer text and the option to e-mail invoices
automatically (subject and body can use [INVOICE_LINK]).
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Banners and advertisements

Two revenue tools: banner spaces sold to employers, and ad zones for your own
advertising code.

Banner areas

In Job Settings — Banners define the places where banners appear. Each banner area has a name,
position (side, top or bottom), maximum number of banners, number shown at once, width x heightin
pixels, price and number of days a banner stays online.

Approving banners

Employers upload banners from their panel (Employer banners). Review them in the banners list,
check the image and link, and set the status to Active. Banners are limited by the employer’s
subscription or paid for according to the area price.

Jobs Portal De Dellinc A = @
EMPLOYER PORTAL
@ H
o Home Manage your banners
(D My Listings v Manage your banner advertisements and promotional campaigns.
My dois A Select the area where you would like to place your banner
Post A Job
Export OF Impont Featured Employers Side Column Banners
Featured Employers section to the right
Expired Listings Banner size 250 x 250 px
Banner size 50 = 50
Banners anner sizi * 50 px Giia 56
Days 20 .
() Applications sl $0.00
Price $49.00
(D Company Profile
SOLD OUT SOLD OUT
2 CV Database
[+ Logout Your current banners
Dell Enterprise Hardware X : .
Pending Renew Edit Details Delete

ide Column Banners « 10/11/2026

How employers see banners

Advertisements (ad zones)

Under Website — Advertisements paste any HTML or JavaScript, for example Google AdSense
code, into predefined zones:

Zone Position
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ad_header_ad Header

ad_sidebar_top, ad_sidebar bottom Sidebar of the pages
ad_article_top, ad_article_bottom Above and below page content
ad_footer_ad Footer

Leave a zone empty to hide it.
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Pages, menu structure and news

Everything visitors see in the menu is a page you control.

=

= #A Pages Search .. o 2 ﬂ U]
& 5 Website Structure + Add New Page
=]
22
-

@ Howtomanage your pages )

-
= Build your website's navigation by arranging pages in this visual tree. The order here determines how they appear in your website's main menu.
i Drag & Drop or use Arrows to reorder or nest pages (# Edit to write content & SEO @ Settings to change URLs or hide pages
=

§ Delete to remove pages with the trash icon

0
,,
=

it B Find Jobs T4 BN

it @ Categories T 4 @ % N
20
- i B Locations Tt 4 # % W

it B Companies T + ® & W

it @ CareerAdvice * + # & W

it @ Contact T4 E0N

ii @) EmailAlerts T 4+ & & W

The page tree

Website — Pages shows the site tree. Drag and drop pages to change the order and nest sub-pages.
Each page has icons for edit, settings and delete.

Page settings

o Title, URL slug and meta tags per language (the meta title and description are used by search
engines).

e Extension File: the PHP module that runs on the page (for example jobseekers, employers,
contact, jobs).Leave empty for plain content pages.

e Active: hide a page without deleting it.
e Show only in footer menu: for pages such as Privacy Policy and Terms.

Page content

Edit the content with the rich text editor. You can use custom tags to insert dynamic blocks.
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News

Website — News manages the articles shown on the News page: title, image, date, text, active status
and SEO fields. The latest articles also appear on the home page.

FAQ Manager

Extensions — FAQ Manager maintains the questions and answers of the FAQ page.
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ADMIN: WEBSITE & CONTENT
Logo, templates, interface texts and custom tags

Make the site look like your brand without touching the code.

Logo & Favicon

Upload the site logo and favicon in Website — Logo & Favicon. Without a logo the website name is
shown as text.

Templates

12

= #A Templates Search o 2 B U]

@ Template Manager

i

New .10

By NetArt Media | Folder: /new

Mo description provided.

[EUE - -

¥

</> Edit HTML

5.

The Template Manager

Website — Templates lists the installed themes. Activate a theme with one click, or use Edit HTML to
modify the files of a template directly in the browser. Colors, fonts and button radius are changed
without editing HTML in Appearance.

Interface Texts

Website — Interface Texts opens the language file of any language, so you can change labels,
buttons and messages. Search for the text and edit the value; keep placeholders like %s and [NAME] .
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Custom Tags

Extensions — Custom Tags defines your own tags, which you can insert in page content and
templates to reuse a block of HTML. Extension Files lists the available PHP modules that can be
assigned to pages.
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ADMIN: SYSTEM

General settings, e-mail, tracking and social
media

Settings — Configuration Options has five tabs for the global behaviour and look of the
site.

|
= # Configuration Options Search . o ] B (U]
A
== System Settings
=
@ General Settings
22 X General Settings
=5 B Company Information
=
- Website Name
= @ Appearance My Website
g ¢</> Advanced Settings
@D Enable SEO URLs
2
& D Multi-Language Site
* Show Home link in the main menu
20
Admin Contact Email
» admin@example.com
This is the email address that will receive contact form submissions,
System Timezone
(UTC+07:00) Jakarta v
& Company Information
The General Settings page

¢ Website name, SEO-friendly URLs, multi-language (adds the language switcher), show Home
link in the menu.

¢ Admin contact e-mail receiving the contact form messages, and the time zone.

Company Information

Name, address, phone and e-mail shown in the footer, on invoices and on the contact page.

Appearance

Primary and secondary colors, one of 30 Google fonts, button corner radius and footer color.
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E-mail

Set the sender name and address of all system e-mails. Enable Use SMTP and enter the server, port,
encryption (SSL, TLS or none), user name and password to send through your mail provider, which
improves deliverability.

Send a test by registering a new jobseeker with your own address after changing e-mail settings.

Advanced

The Google Analytics ID and Maintenance mode, which shows a maintenance message to visitors
while you can still use the admin panel.

Tracking Codes

Settings — Tracking Codes: Google Analytics, Facebook Pixel and custom scripts for the header and
footer.

Social Media

Settings — Social Media: links to Facebook, Instagram, X, LinkedIn, YouTube, TikTok and Pinterest
shown in the footer. Empty links are hidden.
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ADMIN: SYSTEM
Languages and translations

Serve your visitors in their own language and rank in local search results.

a
= # Language Versions Search o ] ﬂ 0]

f

a2 Code Language Name Status Actions
= EN English Active VAl |
- ES Espaiiol Active Fan |
&

o]

|

&

20

=+

Language Versions
Adding alanguage

1. Open Settings — Language Versions and add a language by its two-letter code (for example es)
and name.

2. Enable Multi-language in General settings so the language switcher appears.

3. Translate the interface in Website — Interface Texts. Missing texts fall back to English.

4. Translate each page title, slug and meta tags in Pages, and the category and location lists in Job
Settings.

Notes

e The admin panel stays in English.
e Employers write job ads in any language; only the interface is translated.
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Statistics and reports

See how visitors use your job board without installing another tool.

Traffic Reports
=
= #A Traffic Reports Search .. o ] ﬂ (U]
A
|~ Traffic Reports
=
L
@ Showing Data for the Last 30 Days

m

)

e @ TOTAL PAGEVIEWS o e  UNIQUE VISITORS : AVG ACTIONS / SESSION " RETENTION RATE

== abs

= 574 = 102 ¢ 5 & 1MN.3%

=

h . . Top Content / P

| Traffic Trends «=. Top Content / Pages
o URL PATH VIEWS
(D Total Pageviews () Unique Visitors

24 # / 106

* #2 |search 86

®

- #3 [login 57

=+
#4 femail-alerts 40
#5 [company 38
#6 [companies 36
#7 [locations 32
#8 [categories 28

Traffic Reports

Page views and unique visitors over time, top pages and top jobs. Bots are filtered out.

Referrals & Sources

Where the traffic comes from: search engines, social networks, other websites or direct visits.

Audience & Tech

Countries, browsers, operating systems and device types of your visitors.
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Live Activity Log

o
= #  LiveActivity Log Search ... e ] ﬂ [0]

«" Live Activity Log

=
-e
2.8 @ Monitoring Real-Time Activity Auto-refreshing in 54s " Refresh Now
-
=
TIME VISITOR (IP) SYSTEM PAGE VIEWED SOURCE
=
Just now ref sl G fai_match i
NEW SESSION
i
127.0.0.1 &
Direct / None
c Just now NEW SESSION [search t "
127.0.0.1 =
|~ t
ke S NEW SESSION /
* 127.0.0.1 Q - o
Just now L flogin Direct / None
20 o
127.8.8.1 . Pirart 1 Nome
Just now NEW SESSION fiobseekers Direct / None
=
127.0.0.1 e i
Just now NEW SESEION femployers Direct / None
Just now it = femail-alerts Direct / None
NEW SESSION
127.8.8.1 =] 1
Direct / Nons
Just now i fai
127.0.0.1 s | et
Just now TR fnews Direct / None

The live activity log

A real-time list of visits with page, referrer and device.
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ADMIN: SYSTEM
Admin users, groups and permissions

Give moderators and editors only the access they need.

Admin Users

In Admin Users — Admin Users add a user with name, e-mail, username, password and a group.
Deactivate a user without deleting it.

Groups

Groups are roles such as Super Admin, Moderator or Editor. The Super Admin group always has full
access.

Permissions matrix

|
= # Permissions Search . o @z n U}
24 Permissions Matrix
i
-
Use the switches below to grant or revoke access to specific pages for each Admin Group. Note: The primary Superadmin group is hidden as it inherently possesses full
22 system access.
o
= Admin Page / Module News Editor
= #A Home
& Dashboard
basic_access o
Quick Links
|
Messages (}
20 Login Logs (@)
£ Ch P rd
ange Passwo
=

& JobListings

Job Ads List
manage_listings

Job Alerts

Inh Cialre

The permissions matrix

Tick the modules each group can use. Users see only permitted menu items, and direct access to
other modules is refused.

Change the default administrator password immediately after installation.
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ADMIN: SYSTEM
Backups

Protect your data with regular database backups.

a
= & Backups Search ... o @z ﬂ (U]

]
= System Backups
]
-
ey 0 Available Backups OFiles
-
5 &
=
- Manual Backup
=
Create a full snapshot of your website's database Mo backups have been created yet.<br>Use the button on the left to generate your first backup!
i ncluding all pages, settings, and users
a £ Generate New Backup
|
de © Important Note
This tool backs up your Database (text, settings
° pages). It does <em>not</em> back up your
av uploaded images or PHP files. To back up your
physical files, please use your hosting control panel.
=
Backups

Settings — Backups creates a backup of the database, lists earlier backups and lets you download or
delete them.

The backup contains the database only. Also copy the folders user _files, logos and images
regularly, preferably with your hosting backup.

Restore

Import the downloaded SQL file with phpMyAdmin or the mysql command.
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Jobs Portal User Manual - NetArt Media
https://www.netartmedia.net/manuals/jobsportal/
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