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USER MANUAL FOR
COMPANIES



O1

Company / Employer
Registration



01| Company / Employer Registration

Companies and employers must create their own account before they can
publish apprenticeship opportunities on the QualiTEAM platform.

To register as a company, go to:

https.//platform.qualiteam-project.eu/my-profile/#tab2

On the registration page:
1. Select the Register tab.

2. Choose the Company account type.
3. Fill in the required information:

— Password

— First Name

— Last Name

— Email

— Contact Person Full Name
4. Read and accept the Privacy Policy.

5. Click Register Your Account.
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https://platform.qualiteam-project.eu/my-profile/#tab2

01| Company / Employer Registration

.
\ﬁ QualiTEAM Home  For Apprentices Browse Apprentices FAQ EN @ Login  © Register

My Profile QualiTeam Platform » My Profile

<30
® Apprentice & Company

Password

First Name
Last Name
Email

Contact Person Full Name
[O1 agree to the Privacy Policy *

Register Your Account

Register as VET Institution

After the registration is completed, the company user will be redirected to the
platform dashboard. From there, the company can add its company profile and
start publishing apprenticeship opportunities.
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02

Add Company Profile



After registering and logging in, the employer should first create the company
profile.

From the left-side dashboard menu:

1. Go to Companies.
2. Click Add Company.

3. Complete the company details form.

The company profile should include accurate and clear information about the
organisation, such as:

— Company name
Company tagline
Headquarters
Company logo
Established date/year
Website

Phone number
LinkedIn page

Industry

N T 2 2 N

Company size
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2 | Add Company Profile
-

The apprenticeship listing should provide clear and useful information for
apprentices, such as:

— Apprenticeship title
— Location

— Region

— Description

A complete company profile helps apprentices understand the organisation, its
sector, and the type of professional environment it offers.

Once the company details are completed, click Preview to review the profile. If
everything is correct, click Submit Company.

" JualiTEAM Home  For Apprentices Browse Apprentices  FAQ  EN Hi, Employer
Start
Submit Company Home |+ Dashboard
E Dashboard
)| Messages

[® Company Details
My Baokmarks

Organize and Manage Company name
=) Apprenticeships [Company full name
B2 Companies
Company Tagline {optional) Headquarters (optior
Manage Companies )
Company tagline e.g. "Londo
Add Company e o
eave this blank if the headquarters location is not impartant
Account Company Logo (optional)
My Profile
2 Browse  Maximum file size: 5 MB
Logout
since (option: Company Website
shed datefy
Phone (optional) Linkedin (opti
Phane Numbe Linkedin page url
Instagram (opt Tiktok (optional
nstagram page url iiktok page ur
Industry (¢ Company Size (of
Agrifood 5
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Important: The company profile should be created before publishing an
apprenticeship opportunity, because each apprenticeship must be connected
to a company.
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03

Submit an Apprenticeship
Opportunity



3 | Submit an Apprenticeship Opportunity

After creating the company profile, the employer can publish an apprenticeship
opportunity.

From the left-side dashboard menu:

1. Go to Apprenticeships.

Click Submit Apprenticeship.

Select the company related to the apprenticeship.
Fill in the apprenticeship submission form.

Accept the Terms and Conditions.

Click Preview to review the listing.

N oo oo W

If the information is correct, click Submit Listing.

*
ﬁ ualiTEAM Home For Apprentices Browse Apprentices  FAQ  EN Hi, Employer

Start
Post an Apprenticeship
Dashboard

| Messages

& Select Company
My Bookmarks

Organize and Manage
Select Company

£ Apprenticeships
Manage Apprenticeships ) Instagram URL ( al Linkedin URL (

‘Submit Apprenticeship ttp:/ http://

2 \Companies 1 accept the Terms and Conditions.
Account
My Profile
[ Apprenticeship Submission Form
Logout

Apprenticeship Titie

Location Apprenticeship Region
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The apprenticeship listing should provide clear and useful information for
apprentices, such as:

— Apprenticeship title

— Location

— Region

— Description

— Required skills or competences
— Duration

— Sector or industry

— Any additional requirements or useful information

Companies should make the opportunity description as clear as possible, so
apprentices can understand the role, the learning context, and whether the
opportunity matches their skills and interests.

Once submitted, the apprenticeship opportunity becomes available on the
platform, and apprentices can view it and apply through their own account.
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04

Receiving Apprentice
Applications



When an apprentice applies for an apprenticeship opportunity, the application
is submitted through the platform.

After an application is submitted:

— the company receives an email notification with the application details,
— the company can review the apprentice’s profile/resume,
— the company can access the uploaded CV file,

— the company can manage the application status through the platform.

This ensures that the application is officially recorded inside the platform and

that the company receives the necessary candidate information in a structured
way.
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05

Manage Apprenticeship
Applications



5 | Manage Apprenticeship Applications

Companies can review submitted applications from their dashboard.

Go to: Apprenticeships > Manage Apprenticeships

or visit: https://platform.qualiteam-project.eu/manage-apprenticeship/

On this page, the company can see all published apprenticeship listings. Each
listing displays useful information such as:

— apprenticeship title,

— listing status,

— publication date,

— number of views,

— number of impressions,

— number of received candidates/applications.

To review the applications for a specific apprenticeship, click:

.
Manage Candidates
.
ﬁ Juali TEAM Home For Apprentices ~ Browse Apprentices FAQ EN Hi, Employer
Start
’ Manage Apprenticeship
S0 Dashboard
2} Messag

3 My Apprenticeship Listings
7 My Bookmarks

Organize and Manage Test Apprenticeship Active
22 Manage Candidates (1 2 B +«» B 0O
= B 21/05/2026 [ Expiring—~ © Filled:~ .l dviews 0 impressions

@ Apprenticeships

Manage Apprenticeships §)

Submit Apprenticeship
Add Apprenticeship

17

A
. P ° . §
a Confagrg?nlé% EBEB BID:: q)%asvllec

Qe o“F
Rl Q & 6P FPAND ) )] ’3}
A L S i !



https://platform.qualiteam-project.eu/manage-apprenticeship/

06

Review Candidates



6 | Review Candidates

After clicking Manage Candidates, the company can view the list of apprentices
who applied for the selected apprenticeship.

For each application, the company can:

— view the apprentice’s name,

— send an email to the apprentice, clicking details > email address
— open and review the apprentice’s resume/profile,

— access the uploaded CV file,

— filter applications by status,

— sort applications, for example by newest first,

— export the applications using Download CSV.

The company can also use the available action buttons:

— Details: view more information about the application.
— Notes: add private notes for internal use.
— Edit: update the application status.

.
ualiTEAM

\,‘ Home  For Apprentices Browse Apprentices  FAQ  EN Hi, Employer
Start
: Manage Apprentlceshlp
5 Dashboard
§ Messages
My Bookmarks The Apprenticeship applications for "Test Apprenticeship" are listed below. Download CSV
Organize and Manage Filter by status. Newest first
& Apprenticeships
Manage Apprenticeships
Student Test 2 =
i # Edit @ Notes @ Details
Submit Apprenticeship o = Email & View Resume
¥ Companies
rated 2 o
Account
f * . 19
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Private notes can be useful for keeping internal comments about the candidate,
interview feedback, follow-up actions, or any other information related to the
application review process.
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07

Update Application
Status



7 | Update Application Status

To update the status of an application:

1. Go to Apprenticeships > Manage Apprenticeships.
Click Manage Candidates for the relevant apprenticeship.
Find the apprentice application.

Click Edit.

SN ORI

Select the appropriate status from the Application status
dropdown list.

6. Click Save Changes.

Available application statuses may include:

— Selection

— Bilateral Agreements

— Mobility Implementation
— Follow-up

— Certification

— Rejected

— Manage Apprenticeship
Messages

& Appre

Manage Apprenticeships €

Student Test Noa
Submit Apprenticeship o P # Edt W Notes

Account
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The application status helps companies, apprentices, and VET Institutions follow
the progress of the apprenticeship process. Companies should update the status
whenever the application moves to the next stage.

For example:

— Selection: the application is being reviewed.

— Bilateral Agreements: the apprentice and company are moving towards
formal agreement.

— Mobility Implementation: the apprenticeship/mobility is active.

— Follow-up: the placement is being monitored after or during
implementation.

— Certification: the placement has reached the recognition/certification
stage.

— Rejected: the application was not accepted.
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08

Company Application
Workflow



8 | Company Application Workflow

The company application workflow follows this process:

This process ensures that the apprenticeship matching and placement workflow

is managed inside the platform, instead of being handled manually through
external files or email-only communication.

The platform keeps the application connected to the apprentice profile, the
company profile, the apprenticeship listing, and the application status. This
makes the process easier to monitor and more transparent for all user types
involved.
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USER MANUAL FOR
APPRENTICES



O1

Apprentice Registration



01| Apprentice Registration

Apprentices must create their own account before they can build their profile,
upload their CV, and apply for apprenticeship opportunities.

To register as an apprentice, go to:

https:/platform.qualiteam-project.eu/my-profile/#tab2
On the registration page:

1. Select the Register tab.
2. Choose the Apprentice account type.
3. Fillin the required information:

— Password

— First Name

— Last Name

— Email

4. Select your VET Institution from the available registered institutions in
the dropdown menu.

5. Read and accept the Privacy Policy.

6. Click Register Your Account.
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https://platform.qualiteam-project.eu/my-profile/#tab2

+
ﬁ QualiTEAM Home  For Browse Apprenti FAQ EN @Login @ Register

Manage Apprenticeship QualiTeam Platform » Manage Apprenticeship

St
e

) Password

¢ FirstName
¢/ LastName
= Email

— No Institution / None — v

O agree to the Privacy Policy *

Register Your Account

After registration, the apprentice is redirected to the platform dashboard. From
the dashboard, the apprentice can create a resume/profile, upload their CV,
browse available apprenticeship opportunities, apply, and track application
statuses.
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02

Create & Submit Resume /
Apprentice Profile



2 | Create and Submit Resume / Apprentice Profile

After registration, apprentices should create their resume/profile.

From the left-side dashboard menu:

1. Go to Resumes.

Click Add Resume.

Fill in the resume submission form.
Upload a CV file, preferably in PDF format.

Click Preview to review the resume.

o v oA oW

If all information is correct, click Submit Resume.

.

j CualiTEAM Home  For Apprentices Browse Apprentices  FAQ  EN Hi, Student -
Start

25 SmeIt Resume

98 Dashboard

2 Messages

X & Resume Submission Form
¥r My Bookmarks

(I Apprenticeship Alerts Your name Your email

Student Test student@platform. qualiteam-project.eu

Organize and Manage

Region Professional titie
@ Resumes
Austria e.g. "Web Developer”
Manage Resumes )
Add Resume
Location Photo (optiona

My Applications @
e.g. "London, UK", "New York", "Houstan, TX"

L Browse  Maximum file size: 5 MB
Account Enter your city location
& My Profile
i o Resume Sector
D Logout .
Alink to a video about yourself Choose a category..
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The resume/profile should include clear and accurate information, such as:

— Name

— Email

— Region

— Location

— Professional title

— Photo, if applicable

— Resume sector

— Skills, competences, education, or experience

— Uploaded CV file

The resume/profile is important because it helps companies understand the
apprentice’s background, interests, skills, and suitability for apprenticeship
opportunities.
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03

Change or Update the
Assigned VET Institution



3 | Change or Update the Assigned VET Institution

If an apprentice needs to change the assigned VET Institution, this can be done
from the profile settings.

Go to: https://platform.qualiteam-project.eu/my-profile/

Then:
1. Open My Profile from the dashboard menu.

2. Find the Select VET Institution field.
3. Choose the correct VET Institution from the dropdown menu.

4. Click Save Changes.

Account
E-mail
& My Profile
student@mntm rs nz mipiiteam-san eeany

O Logout
Current password (required to change email)

Biographical Info

Select VET Institution

VET Institution -

Save Changes

It is important that each apprentice is connected to the correct VET Institution,
because VET Institutions may monitor placements, support the apprenticeship
process, and follow the progress of their apprentices.

b -
ReadLab Qenfeoicir "SEEB  Bigr: “HLM
Sy mmmoy  (0) S '~ 34
mancae | )ICES ) PAN)) D) B

EEEEEEEEEEEEEE



https://platform.qualiteam-project.eu/my-profile/

04

Browse Apprenticeship
Opportunities



4 | Browse Apprenticeship Opportunities

After completing the resume/profile and uploading the CV, apprentices can
browse available apprenticeship opportunities.

Go to: https://platform.qualiteam-project.eu/browse-apprenticeships/

From the apprenticeship archive, apprentices can view available opportunities
and select the one that best matches their profile, interests, skills, location, and
learning goals.

Once an apprentice opens an apprenticeship opportunity, they can click:

Apply for Apprenticeship

[
\ﬁ QualiTEAM . Home  For Apprenti Browse Apprentit FAQ EN Hi, Student
Automotive
Test Apprenticeship \. W Bookmark This Apprenticeship

o test

S j Apply for Apprenticeship
[ Send Message

Before applying, apprentices should read the apprenticeship details carefully
and make sure the opportunity fits their profile and expectations.

ovécopos Gcoooicio
Encppoci ol By

b .
ReadLab Qlentoicir  "SeEB  Bipu: “HLMS

-6.

REPUBLIQUE

FRANCA%E )") )
|

& aerean  meon  JE. 56



https://platform.qualiteam-project.eu/browse-apprenticeships/

05

Apply for an
Apprenticeship



5 | Apply for an Apprenticeship

When the apprentice clicks Apply for Apprenticeship, the application is
submitted through the platform.

After the application is submitted:

— the company receives an email notification with the application
details,

— the company can review the apprentice’s profile/resume,

— the company can access the uploaded CV file,

— the company can proceed with the application review process.

This ensures that the application is officially recorded inside the platform and
that the company receives the necessary candidate information in a structured
way.
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06

View Submitted
Applications



6 | View Submitted Applications

Apprentices can track their submitted applications from their dashboard.

Go to: Resumes > My Applications

or visit: https://platform.qualiteam-project.eu/past-applications/

In this section, apprentices can view:

— the apprenticeship title,
— the company name,
— the application status,

— the application date.

[ ]
ﬁ QualiTEAM Home For Apprentices Browse Apprentices FAQ EN

Start

Past Applications

85 Dashboard

Iy Messages

3 My Applications
w My Bookmarks o

0 Apprenticeship Alerts : i\
oY Test Apprenticeship

test
Organize and Manage 1 Status: Selection © 21/05/2026

® Resumes
Manage Resumes o
Add Resume

My Applications o

The application status helps apprentices follow the progress of each
application. For example, an application may appear under a specific
stage/status such as Selection, depending on the company review process.
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https://platform.qualiteam-project.eu/past-applications/

07

Apprentice Platform
Workflow



7 | Apprentice Platform Workflow

The apprentice workflow on the platform follows this process:

»

»

»

» » »

This workflow ensures that apprentices manage their own profile and CV, apply
directly to available opportunities, and follow the application process through
the official platform.

The platform was developed to support account creation, matching,
communication, notifications, and monitoring of apprenticeship placements
between apprentices, companies, and VET Institutions.
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08

Good Practices for
Apprentices



8 | Good Practices for Apprentices

Apprentices are advised to:

— Complete their profile before applying.

— Upload an updated CV in PDF format.

— Select the correct VET Institution.

— Use a clear professional title.

— Add accurate location and sector information.

— Apply only to opportunities that match their skills, interests, and learning
goals.

— Check My Applications regularly to follow application status updates.

— Use the platform communication tools when contacting companies.

This helps companies evaluate applications more easily and ensures that the
matching process takes place correctly inside the platform.

Enxcptonio al Beymsaniy
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USER MANUAL FOR
VET INSTITUTIONS



O1

Registration



01| Registration

Go to: Vet Institution registration - QualiTeam Platform

VET Institutions register by clicking Register as VET Institution button and filling
in the VET Institution Registration form.

*Admin approval is required for user activation.

L ]
\ﬁ QU&"TEAM ) Home For Apprentices Browse Apprentices FAQ  View Applications

Register as VET Institution

woan
Email Address
® Apprentice = Company
Password

Username
Confirm Password
Password
Username
First Name
Last Name VET Institution Name
Email
Country
None Selected A

. . Contact Person Full Name
Ol agree to the Privacy Policy

Register Your Account

Register as VET Institution

VET Sector Focus

Show privacy policy
[ Please confirm that you agree to our privacy policy

Only fill in if you are not human

Register VET Institution
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https://platform.qualiteam-project.eu/vet-institution-registration/

02

Apprenticeship
Applications



2 | Apprenticeship Applications
]

When an Apprentice is registered under a VET Institutions, Institutions can
access and review their Apprenticeship Applications by clicking the menu item
View Applications visible only to VET Institutions.

Apprenticeship Applications [ add new applicstion |

screen Lptions ¥

All(1) | New (1) ‘ ‘ Search Apprenticeship Applications
| Bulkactions v | | apply | | Aldates v || Applications for all Appren v HE\ e
[ status Candidate Apprenticeship applied for %  Rating Notes Attachment(s) Resume Posted Actions

B studentTest Test Apprenticeship developer YT YT YYYTTYY 0 notes Student Test 14/10/2025 |T\‘ ‘T‘
student@qualiteam.startup.ngo by Employer Test e

(] Status Candidate Apprenticeship applied for 5 Rating Notes Attachment(s) Resume Posted Actions
Bulk actions || 4ppiy | 1item

In case no Apprentice is registered under logged in VET Institution

“No apprenticeship applications found” message is shown.

Apprenticeship Applications | ddnew appiication |

All (1) | New (1)

| All dates v | | Applications for all Appren v || Filter |

() status Candidate Apprenticeship applied for

No apprenticeship applications found

VET Institution only visible menu item: My Apprentices

8
\’ﬁ QU&II!TEAM . Home  For Apprentices Browse Apprentices  FAQ

for VET Institutions ~ EN

*Page visible only to VET Institutions for browsing Apprentices registered under
logged in VET Institution account.

My Apprentices

QualiTeam Platform » My Apprentices

Student Test

Apprentice: Student Test
Updated: 24/10/2025

test resume content

View Resume
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2 | Apprenticeship Applications

In case no Apprentice is registered under logged in VET Institution “No
apprentices assigned to your institution yet.” message is shown.

Important: Apprentices must have an active Resume to be visible in the
Platform and apply for Apprenticeships.

L AppIEIULESID AR W
&5 My Resumes.

Organize and Manage

@ Resumes ~ Student Test Published
- = - - e * g ® 0
Manage Resumes @ ® Web Developer @ Larissa, Greece I ICT  # 13/10/2025
Add Resurme

My Applications @
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03

Apprentice Register
Under VET Institution



3 | Apprentice Register Under VET Institution

o o
@ Apprentice 7 Company ® Apprentice & Company

Username
Username

Password
Password
First Name
First Name
Last Name
Last Name
Email
Email
None Selected v
Mone Selected hd

1 agree to the Privacy Policy

— Mo Institution [ None —

Register Your Account

VET Test
None Selected

Register as VET Institution

Register as VET Institution
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In Apprentice registration section user can select VET Institution from a list of
registered VET Institutions in the platform (if there are already registered, else
no option is available).

® Resumes Biographical Info

Account

8 My Profile

O Logout

Select VET Institution

VET Institution v

— No Institution [ None —

VET Test

Apprentices have the option to add, update/change their VET Institution later on
in their profile.
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