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The Digital Freelancers Profile Management System is a cloud-based
system designed to support the digital freelancer community in
General Santos City. This system enables digital freelancers to
showcase their skills and portfolios. This platform will also improve
marketability and visibility for potential clients and investors and offer
the Local Government Unit a dashboard that shows the distribution
and status of digital freelancers in General Santos City. Furthermore, it
intends to provide significant information to the freelancers and the
LGU.

This user manual is intended for administrators and freelancers using
the Digital Freelancers Profile Management System. The manual
includes the major business responsibilities inside the system and
describes simple actions to assist users. It contains thorough
instructions for system features, user roles, and functionality
available to administrators and freelancers. The manual's goal is to help
users make the best use of the platform.

Introduction

Freelancers: Individuals who create and manage their profiles and
portfolios on the platform.
Administrators: Users responsible for managing and overseeing the
system's operations, including the LGU officials who utilize the
dashboard for monitoring and analysis.

User Roles



System
Requirements

To ensure smooth and uninterrupted access to the Digital Freelancers Profile
Management System (DFPS), users are advised to meet the following hardware
requirements. Meeting or exceeding these specifications will help optimize system
performance and provide a seamless user experience.

Minimum System Requirements
Processor: Intel Pentium 4 processor or later (SSE3 capable)
Memory: 4 GB DDR4 RAM or 8 GB DDR3 RAM
Storage: 128 GB or 256 GB
Graphics: Integrated graphics
Operating System: Microsoft Windows 10
Internet Connection: At least a 5 Mbps broadband connection

Recommended System Requirements
Processor:

Intel: Core i5 minimum, Core i7 preferred
AMD: Ryzen 5 Quad Core minimum, Ryzen 7 preferred

Memory: 8 GB minimum (16 GB preferred)
Storage: 500 GB minimum
Graphics: Integrated graphics
Operating System: Microsoft Windows 10
Internet Connection: 100 Mbps connection

Required Software
Web Browser:

Google Chrome (latest version recommended)
Alternative supported browsers: Mozilla Firefox, Microsoft Edge (latest
versions)

Productivity Applications:
PDF Reader (e.g., Adobe Acrobat Reader or equivalent)
Office Suite (e.g., Microsoft Office or LibreOffice) for viewing or downloading
reports, if required



Accessing the Website

Getting Started

Freelancer Portal
https://capstone-app-profile-production.up.railway.app/

The DFPS user portal allows freelancers to register, manage their profiles, upload
resumes and portfolios, view announcements, and track events. The platform is
accessible via any modern web browser for easy and secure profile management.

Admin Portal
https://capstone-app-profile-production.up.railway.app/admin

The DFPS admin portal enables authorized administrators to verify users, manage
accounts, post announcements, oversee events, and access analytics dashboards.
Admin functions are protected and available through any up-to-date web browser.

Landing Page

To create an account, click the Sign Up button on the screen to open the
registration page. After visiting the site URL or logging out, users are taken to the
index page (landing page). The top navigation bar provides access to About Us,
Privacy Policy, Events, and Sign Up.

https://capstone-app-profile-production.up.railway.app/
https://capstone-app-profile-production.up.railway.app/admin


About Us Page

Login Page

Privacy Policy

Guest Module

The About Us page
displays the local
government unit’s
quality policy, vision,
creator information, and
contact details for
reaching the site
administrator or LGU.

The Privacy Policy page
explains how your data is
collected, processed, and
your data rights, and also
provides the contact
information of the data
privacy officer.

To access your account, click
the Login button on the
main page. You can sign in
by entering your registered
email and password, or
choose the Login with
Google option for quick and
secure access using your
Google account.



Guest Event Page

Guest Module

The Events page displays all publicly available events with search, date, and
sorting filters on the right panel. Clicking on an event redirects users to a
detailed event view.

Detailed Event View



Detailed Event View

Guest Module

When accessing the event page as a guest, users are prompted to either log in or
proceed as a guest; choosing to proceed as a guest allows users to view the page
without logging in, however, they are unable to record attendance.

This page displays detailed information about the selected event, including the
event date, time, organizer, tags, and the full event description.



Freelancer Registration

Freelancer Module

The user registration allows users to conveniently register using their Google
account or manually create an account by entering their username, email
address, and password.



Freelancer Registration

Freelancer Module

After providing the required account information, users are redirected to the
personal information form to complete their registration. This form requests
details such as full name, address, birthday, phone number, gender, and an
option to upload a profile image. A success message will appear once the details
are validated.

After submitting personal information, users are directed to provide their
background information, including affiliation, specialization, languages,
primary and secondary skills, resume, recent project, and work experience.
Users select their specialization and skills from drop-down menus, choose
languages, upload their resume and project (PDF), and enter previous client
details such as name, country, and year.



Freelancer Registration

Freelancer Module

After entering all required account information, users will be presented with the
Terms and Conditions. Upon agreeing, a pop-up message displaying the Privacy
Policy will appear.



Freelancer Registration

Freelancer Module

After entering all required account information, users will be presented with the
Terms and Conditions. Upon agreeing, a pop-up message displaying the Privacy
Policy will appear.



Freelancer Dashboard

Freelancer Module

On the dashboard, users see a welcome message with their name and
current date. The sidebar provides navigation to key pages, while the main
section organizes events into Upcoming, Attended, and Previous tabs,
showing event details, RSVP status, and a Read More option.



Freelancer Dashboard

Freelancer Module

Below the events, the “Suggested for you” section displays recent
announcements with images, titles, timestamps, locations, descriptions, and tags.
On the right, an Event Calendar highlights scheduled events by type, with a list
beneath showing today’s and upcoming events for the next seven days, including
their times and titles.

Freelancer Profile

The Freelancer Profile page offers a comprehensive overview of the user's
professional background and achievements, displaying their basic information
(name, profile photo, bio, specialization, location, and contact details) at the
top.

On the right, users can access and upload their resume and manage languages.
The page also features a Portfolio section showcasing sample works with
descriptions.



Freelancer Profile

Freelancer Module

The Work History section lists previous job experiences, including company
names and locations. Under Skills, users can view and manage their areas of
expertise relevant to their field.

The Certificates section highlights credentials or training programs completed,
showing the certificate title and date received. At the bottom, the Events
section summarizes participation in Attended and Previous events, listing event
titles, dates, and locations.

Freelancer Edit Profile
When the user clicks on Edit Profile, they are directed to the Personal
Information section.



Freelancer Edit Profile

Freelancer Module

…where they can manage and update their basic personal details, including input
fields for First Name, Last Name, Middle Name, and Suffix. 

In the Address section of the Edit Profile page, users can update their complete
home address, selecting Region, Province, City, and Barangay from dropdowns
and entering their Street, Building/House No., and Postal Code. After making
changes, clicking Save updates their location details for accurate profiling.



Freelancer Edit Profile

Freelancer Module

In the Additional Information section of the Edit Profile page, users can update
personal details such as Birthday, Gender, Contact Number, Pronouns, and a
customizable Quote.

The Profile Picture section lets users upload or update their photo by clicking the
image placeholder, then confirming changes with the Save button. 



Freelancer Edit Profile

Freelancer Module

The Edit Background section allows users to manage their Affiliation and
Specialization by selecting from dropdown options, with an option to "Send us a
ticket" if a needed choice is missing. 

 Manage Resume

The Resume section lets users upload, view, or remove their resume file;
clicking the file downloads it, while clicking the “X” prompts for confirmation
before deletion. If no resume is uploaded, users are prompted to add one to
complete their profile.



Manage Language

Freelancer Module

In the Languages section, freelancers can add new languages to their profile
or delete existing ones as needed. This feature allows users to accurately
showcase their language proficiencies, helping clients understand their
communication abilities. To add a language, click the Add button, select the
desired language, and save. 

Manage Projects



Manage Projects

Freelancer Module

In the Projects section, freelancers can manage their projects by adding new
entries, deleting or updating existing projects, and viewing detailed
information about each project. This feature helps users showcase their recent
work and relevant experience to potential clients

Manage Skills

The Skills section enables freelancers to add new skills to their profile or delete
existing ones. This allows users to keep their skillset up to date and accurately
represent their areas of expertise.

Manage Past Experience



Manage Past Experience

Freelancer Module

In the Past Experience section, freelancers can add or delete entries related to
their previous professional experiences. This feature allows users to maintain
an up-to-date record of their work history and showcase relevant experience to
potential clients.

Manage Certificates

The Certificates section allows freelancers to manage their uploaded
certificates, including adding new certificates, updating or editing details,
viewing certificate information, and deleting certificates as needed. 

Announcements
The Announcements page provides users with important updates,
notifications, and relevant information directly from the system
administrators. This section helps freelancers stay informed about current
opportunities, policy changes, and events within the community.



Announcements

Freelancer Module

Announcements for the current day appear at the top, followed by suggested
announcements and their details. A search filter on the right allows users to
find specific announcements, reset filters, or filter by date and tags. All other
announcements are listed after the suggested ones.

Events



Events

Freelancer Module

The Events page offers a comprehensive overview of all platform events, with the
Events for You section providing personalized recommendations based on
the user's skills and interests. On the right side, users can utilize powerful filters
and sorting tools, including a search bar, date range, status filters, and options
to sort events by latest or oldest, making it easy to find relevant events

The Today's Events section highlights activities scheduled for the current date,
keeping users updated in real time. The All Events section lists every event—
upcoming and past—with key details such as title, venue, platform, organizer,
date, and a brief description.



Event Detail

Freelancer Module

On the left panel, users can view and interact with the RSVP section to indicate their
interest, attendance, or non-attendance before the event date. If the event is
currently happening (the date is today), the RSVP option automatically updates to
allow users to record their attendance directly. Additional features include a map
location with directions, a social media share panel, and a summary of current RSVP
responses. 

The Event Detail Page provides comprehensive information about the selected event,
including its title, description, date and time, location, organizer, event tags, and
the virtual platform if applicable. A prominent banner at the top displays the event
name, schedule, and status (such as “Moved”).



Settings

Freelancer Module

The Support Ticket page allows users to request assistance or report issues within
the system. To create a new support ticket, select a subject from the Ticket Subject
dropdown and click the Create Ticket button.

Below, the page organizes your tickets into three categories: Open, In Progress, and
Closed. You can easily view the status of your tickets, and for more details or follow-up,
click the View Conversation button on any ticket to see or continue the discussion
with support. 

The Change Password page allows users to update their account password securely.
To change your password, enter your old password, then type your new password
and confirm it in the fields provided. Click Change Password to save your new
password.



Admin Dashboard

Admin Module

The Admin Dashboard provides administrators with an overview of key statistics
and analytics for the platform. At the top, summary cards display the total
number of freelancers, skills, languages, specializations, events created, and
support tickets. A sidebar on the left allows quick navigation to sections such as
Events, Profiling, Geolocations, and Support.

The dashboard features a filter section where admins can filter data by tag or
event name. Central to the page is the Attendance Report Analytics chart,
showing attendance counts for each event. On the right, statistics summarize
the overall number of unique attendees, as well as the number of attendees
identified as PWD (Persons with Disabilities) and 4Ps (Pantawid Pamilyang
Pilipino Program) members. 



Admin Dashboard

Admin Module

The Gender Ratio Report provides a graphical representation of attendee gender
distribution, including counts for Male, Female, and Other categories, as well as
the overall attendance total by gender. These analytics help administrators track
engagement and understand participant demographics at a glance.

This section of the admin dashboard presents detailed analytics on event
participation and demographics. Summary cards display the converted
attendance, total RSVPs, and average RSVPs per event. The RSVP and
Attendance Comparison Report visualizes the breakdown of interested, attending,
and not attending RSVPs alongside actual attendance figures.



Admin Dashboard

Admin Module

The Age Range Distribution section presents a bar chart visualizing the age
distribution of participants across five categories: 20 Below, 20-29, 30-39, 40-49,
and 50+. Below the chart, summary cards display the count of individuals in
each age group, helping administrators easily monitor and analyze the
demographic makeup of event attendees by age.

The Map View provides a geographic overview of freelancer distribution by
barangay. Users can hover over each barangay to view key information,
including the number of freelancers, dominant skill, language, and specialization
in that area. This feature helps administrators and users visualize trends and
concentrations of freelancers within the region.



Admin Dashboard

Admin Module

The Support Tickets section allows users to track and manage their support
requests. Tickets can be filtered by status, such as open, in progress, or closed.
Each ticket displays its subject, current status, and the latest message, with a
View button for accessing detailed conversation history and updates regarding the
request.



Charts

Admin Module

The Charts section serves as a central site map for accessing various data
visualizations within the system.

Most analytics charts in the system feature powerful filtering options to help users
customize the data they view. Location filters—such as Region, Province, City, and
Barangay—allow users to focus results on specific geographic areas. Category or
skill filters enable users to select relevant topics, skills, or criteria to narrow down
the data even further.

This chart displays the number of users associated with each skill, category, or
selected attribute on the platform. Each vertical bar represents a specific option,
with the height indicating the total number of users linked to that item. This
visualization helps users and administrators quickly compare the popularity or
distribution of different skills, categories, or attributes across the community.



Charts

Admin Module

The Analysis section below each chart provides a summary of key trends and
patterns observed in the data. Users can export both the analysis and chart data
to PDF or Excel for reporting and further analysis.

Manage Accounts

The Manage Accounts page allows administrators to view, search, filter, and
manage freelancer accounts. Admins can add new accounts, perform bulk
actions, verify account status, and access individual profiles for further review or
notification.



Admin Module

Notify Missing Requirements

The Notify Missing Profile Items page allows administrators to select which
required items (such as Resume or Projects/Portfolio) are missing from a user's
profile and quickly send a notification email prompting the user to complete
their profile.

The Projects page displays a list of freelancer projects, including the project
title, description, project file (PDF), date created, and owner. Administrators can
view, select, and perform bulk actions such as deletion to efficiently manage
submitted projects.

View Projects



Admin Module

View Profile

The Profile Information page displays the freelancer’s personal details,
including their name, gender, date of birth, contact number, email, address,
quote, and pronouns. On the right, the Certificates section lists earned
certificates with options to download each certificate, allowing for easy
access and verification of the freelancer’s credentials.

This page displays a freelancer’s projects and resume with options to
download each file. The Background Information section summarizes the
user’s affiliation, specialization, skills, languages, and past experiences. Users
can also export their complete profile to PDF for sharing or record-keeping.



Events

The Events page allows administrators to view and manage all events, including
their titles, schedules, location types, publication and cancellation statuses.
Users can filter and search events, add new events, export event lists, view
event statistics, and generate guest links or QR codes for easy sharing and
access.

Admin Module

Add Events

The Add Event page allows
administrators to create
new events by entering
details such as the event
title, description, image,
and organizer. 



Add Events

Admin Module

The Event Date tab allows
administrators to specify the
start date and time as well
as the end date and time
for the event. Accurate
entry of these details
ensures correct scheduling
and visibility of the event on
the platform.

The Location Type tab
allows administrators to
specify whether the
event is physical,
virtual, or both by
selecting the
appropriate option from
the dropdown menu.

The Physical Location
tab allows
administrators to select
the specific venue for
the event from a
dropdown list. 

The Virtual Details tab
allows administrators to
enter the virtual URL,
specify the virtual
platform, and provide
additional details for
online or hybrid events. 



Add Events

Admin Module

The Tags tab allows
administrators to add
relevant keywords or tags
to an event, making it
easier to categorize and
search for events based on
specific topics or themes.

Event Statistics

The Status tab
allows
administrators to
set the event’s
publication status
by marking it as
Published, Moved,
or Cancelled. 



Event Statistics

Admin Module

The Overall Event Statistics section provides visual summaries of platform
events, including charts for attendance per event, RSVP and attendance
comparison, gender ratio, and age range distribution. These analytics help
administrators quickly assess participation and demographic trends across all
events.

Below, the Overall Other Event Statistics section lists key figures such as total
attendees, PWD and 4Ps attendees, RSVP-to-attendance conversion, and the
percentage of freelancers with matching skills. Users can download these
reports in PDF or Excel format for further analysis and documentation.

Announcements

The Announcements page allows administrators to add, search, filter, and
manage announcements. Announcements are displayed in a list with details
such as title, author, creation date, and address, and admins can perform
actions like delete or export on selected items.



Add Announcements

Admin Module

To add an announcement, administrators enter the announcement title,
content, optional image, and location address, then save or continue editing as
needed. 

Tags can also be added to categorize the announcement, making it easier for
users to find relevant updates on the platform.



Record Management 

Admin Module

The Record Management section allows administrators to efficiently add, edit, or
delete records across various tables, such as Skills, Specializations, Tags,
Languages, and Affiliations. For each table, users can create new entries by
providing required information, update existing records, or remove outdated
data as needed.

A searchable and filterable list displays all current records, making it easy to find,
review, and manage information in bulk. 

Example: Skills Table
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