
 

Quick Usage Guide: Job Board Module 

This guide will go through important user and admin functionalities in no particular order. 

 

 

Job Boardôs Main page 

 

 
 

 

 

 

 

 

 

 

 

 

 

 
 

 

 



 

Quick Links for Administrator  
 

Administrator can easily access administration tasks through the quick links on top section of right column of 

the Main page. We will go through these Quick Links for Administrator below. 

 

 
 

 

Summary of accessible roles 
 
 Host / 

Admin  

Registered 

Users 

*Role that can 

manage category 

*Role that can 

manage listing 

*Role that can 

add listing 

*Role that can 

manage review 

Subscription X X     

Post New Job X    X  

Manage Picklists X      

Manage Sort Options X      

Manage Categories X  X    

Manage Listings X   X   

Manage Job Applications X      

Manage Reviews X     X 

Attribute Template  X      

*Role that can be set on Edit Options page. 

 

 



 
 

ADD/UPDATE/DELETE Listing  
 

Users will be able to see Post New Job link if they are in Roles that can add listings (set in Role and Security 

Settings on Edit Options page). This page has several sub sections which we will go through each one of them 

in the moment. Mostly, more granular permissions can be specifically assigned for each particular section. This 

can be configured in conjunction with different subscription plans to allow different privileges.  

 

1. Listing Home: This is the main information of the listing. Company Logo will be added here on this 

section. This section has to be completed first for the ItemID to be automatically generated before 

proceeding to the next sections. When User Notification Options, in Email and Notification Settings 

section on Edit Options page, is set to be Notify category subscribed users, Notify applicable users 

CheckBox will be shown at the bottom of this Listing Home page. When you add/update the listing and 

want those Category Subscribed Users to be notified, please check the Notify applicable users 

CheckBox before process to click Update. 

 

(Screenshot shown on the next page) 

 

 



 

 



 
 

2. Add Attribute: Users can use this section for itemôs specifications or anything that applies to this 

particular item if they canôt find any other appropriate section to put them. There is no limit on the 

number of per item attributes. To allow access to this section to only certain roles, go to authorize Roles 

that can add item attributes in Roles and Security Settings section on Edit Option s page. 

 

 
 

 

3. Add Images: This section can be used to add additional images to the listing. To set Number of Images 

can be added here, go to Max Limit  in Image/File/Video Settings section on Edit Options page. Also, 

if Require individual item authorization? (can be set in Image/File/Video Settings section on Edit 

Options page) is enabled for Related Images, each Image added here can be individually 

authorized/unauthorized by Administrative role users. To allow access to this section to only certain 

roles, go to authorize Roles that can add additional images in Roles and Security Settings section on 

Edit Options page. 

 

 



 
 

4. Add Files: This section can be used to add related files to the listing. To set Number of Files can be 

added here, go to Max Limit  in Image/File/Video Settings section on Edit Option s page.  Also, if 

Require individual item authorization? (can be set in Image/File/Video Settings section on Edit 

Options page) is enabled for Related Files, each file added here can be individually 

authorized/unauthorized by Administrative role users. To allow access to this section to only certain 

roles, go to authorize Roles that can add files in Roles and Security Settings section on Edit Option s 

page. 

 

 
 

 

5. YouTube Videos: User can use this section to add YouTube Videos to his/her listing. To set Number of 

Videos can be added here, go to Max Limit  in Image/File/Video Settings section on Edit Options 

page. Also, if Require individual item authorization? (can be set in Image/File/Video Settings 

section on Edit Option s page) is enabled for YouTube Videos, each video added here can be 

individually authorized/unauthorized by Administrative role users. To allow access to this section to 

only certain roles, go to authorize Roles that can add videos in Roles and Security Settings section on 

Edit Options page. 

 

 
 

Note: You Tube Video Link is Value of src and will be in the form of 

http://www.youtube.com/embed/Xyy4Zccc0 , can be found from You Tube Embed code 

For example: 

¶ From You Tube Website, You Tube Embed code is: 

<iframe width="560" height="345" src="http://www.youtube.com/embed/Udl6rP5shs0" 

frameborder="0" allowfullscreen></iframe> 

¶ To input into moduleôs You Tube Videos setting, You Tube Video Link is: 

http://www.youtube.com/embed/Udl6rP5shs0 

 

 

 

 

  

http://www.youtube.com/embed/Xyy4Zccc0
http://www.youtube.com/embed/Udl6rP5shs0


 
 

6. Review Admin: This section will be visible only to Users with Administration Role. This section allow 

review administrator to authorize/delete review. An admin, however, will not be able to change the 

rating and review content. If you do not wish to administer this process then you can bypass this on the 

Edit Options page under Review Settings by setting review to not require authorization. You can also 

disable the review feature all together if it does not apply to your business rules. To allow access to this 

section to only certain roles, go to authorize Roles that can manage review in Review Settings section 

on Edit Options page 

 

 
 

 

7. Also list under: This section will allow this particular listing to be listed under multiple categories. 

Search functionality, however, will not return duplicate listings. To allow access to this section to only 

certain roles, go to authorize Roles that can assign multiple categories in Roles and Security Settings 

section on Edit Option  page. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Manage Picklists 
 

Manage Picklists is a central location for you to ADD/UPDATE/DELETE picklist items used on post listing 

page. They are mostly used to populate applicable list controls used on the Add item page. One thing to 

remember is that if the picklist value is deleted or updated after original value has already been posted then the 

list control will not be able to find matched item on the edit mode. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



 
 

Manage Sort Options 
 

This section is used to ADD/UPDATE/DELETE sort options. Text can be arbitrary set but Value is required to 

be identical to the name of the sort column. The first item on the list will be treated as a default sort column. If 

nothing has been added to this section then listings will be sorted by CreateDate Desc.  

 

 
 

 
 

Note: To make this Sorting feature visible in your DataGrid View, you have to enable Sorting, can be set on 

Edit Options page. 

 

 

 

 

 

 

 

 

 



 

 

Manage Categories 
 

Users will be able to manage categories if they are in Roles that can manage categories (set in Role and 

Security Settings on Edit Options page). Clicking on the Manage Categories on the Main page will get them 

to Category Administration page shown at the bottom of this section.  

 

Authorized users will be able to ADD/UPDATE/DELETE category. Nested categories can be created by 

assigning appropriate parent category. Please take an extra step to double check that each category does not 

direct or indirectly reference itself as a parent to cause infinite loops. 

 

When you select Listing Fee Method to be Per Category Fee (can be set in Payments Settings on Edit 

Options page), Payment Required? and Price columns will be visible. You may set whether you want to 

charge and how much for any user to post a listing in each category. 

 

You can disable user to post listings to certain categories (such as pass through categories) by uncheck the 

checkbox Enable Listings? 

 

Also, you may customize an icon for any category. After click Edit button for any category, browse to choose 

your own preferred Category Icon and then check Overwrite Icon and click Update. You have an option to 

activate/inactivate your customized category Icons; to do so please see Show Custom Category Icon? in 

Image/File/Video Settings in Edit Option Instruction . (Samples of customized Icons used in this 

documentation are from http://www.aha-soft.com. Theyôre not included in the module). 

 

Note: Each listing has to be assigned to a category. At least one category has to be created before listing can be 

added.  

 

 
 

http://www.aha-soft.com/

