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 Geographical and Educational Decoding Tables 

o Structure 

o How to maintain them up-to-date 

 Student Help Desk 

 Manual Certification of Degree Titles 

  



Geographical and Educational decoding tables 

Geographical decoding tables 

Summary: 

1. Overview 

2. How to add province/town  

3. How to edit province/town descriptions 

4. How to add provinces of a country into the system 

 

1. Overview 

As from the decoding tables created from the data collected from the partners, this is the structure of the 

file regarding the geographical decoding tables: 

 file geo-ALBANIA EZH with comments.xlsx  

(contains Regions and Municipalities) 

The file’s tables of a given category are hierarchically divided in different sheets basing on the granularity 

This file can be mapped into the following 3 tables inside the Database: dec_Country , tbProvince  

and tbTown . Here are reported the main fields of these tables and their relations. 

 

 
 

Data from these tables are used to register the information of the students, companies and job offers. For 

instance, in the student registration, country and provinces are requested concerning the birth information, 

while into the contact address all the three levels of information (country, province and place) can be 

inserted. 

2. How to add province/town 

To add a new province on the system it is necessary to fill at least the 3 mandatory fields, otherwise the 

data might become inconsistent. These fields are: 

 code 

 code_country 

 description_en 



The tbProvince code is the primary key but it is not set as auto increment. The code should be of the 

form XXXYYY, where XXX is the country_code (act as prefix, 8 is for Albania) and YYY the auto incremented 

value (starting from 001).  

So for instance, to add the first province of Italy (which has country code 380), the assigned code will be 

380001. 

Please note also that the record about Italy must be inserted also in the dec_Country table, in order to 

maintain the referential integrity. 

An example of SQL query of insertion is something like: 

 

INSERT INTO tbProvince (code,code_country,description_en) 

VALUES(380037,380,’Bologna’) 

Important: the new code assigned to the newly inserted record must be new and not already present into 

the table (as it is a primary key).  

To avoid inconsistencies, we suggest to select the new code by choosing the immediately next value of the 

last record inserted for a specified country.  

For instance, if the last province has value 8012, the code to select should be 8013 

Obviously this query can be extended by adding other fields which are not mandatory but recommended 

(e.g. the description in another language). If this description is not available, please add at least the English 

description preceded by an asterisk (so the value will be visible anyway in the system also in other 

languages). 

Similar, in order to add a new town it is necessary to fill at least the 3 mandatory fields, which are: 

 code 

 code_prov 

 description_en 

The tbTown code is of the form XXXYYYYYY, where XXX is the country code (act as prefix) and the YYYYYY 

the auto incremented value (starting from 000001) 

In this case the query will look like: 

 

INSERT INTO tbTown (code,code_prov,description_en) VALUES(380000001, 

380037,’Imola’) 

And it has the correct code of the related province (380037, which is Bologna) of the currently inserted 

town (Imola). 

Obviously, like in the provinces, this query can be extended by adding other fields which are not mandatory 

but recommended (e.g. the description in another language). If this description is not available, please add 

at least the English description preceded by an asterisk (so the value will be visible anyway in the system 

also in other languages). 

 

Important: the new code assigned to the newly inserted record must be new and not already present into 

the table (as it is a primary key).  



To avoid inconsistencies, we suggest to select the new code by choosing the immediately next value of the 

last record inserted for a specified country.  

For instance, if the last town has value 380000121, the code to select should be 380000122 

 

3. How to edit province/town descriptions 

To edit province or town descriptions, notably for multilingual purposes, it suffices to run a simple update 

query.  It may be useful also to populate the record values of other fields which are not mandatory. 

UPDATE tbProvince set Description_en=’Bologna’ where code= 380037 

 

4. How to add provinces of a country into the system 

The default province for foreign countries is set as “Foreign province”. 

If you want to add the taxonomy for the provinces of another country (e.g. Italy), you first need to retrieve 

all the data for the specific country. Once you got the full province list of the new country, it suffices to 

insert it into the database by using an insert query (as previously seen). 

Once you verified that the insertion has been done successfully, then you need to edit dec_Country 

table and set the value of the field TaxonomyTable  equals to tbProvince (see picture). In fact, when you 

insert this text, the system knows that for a specified country it is present into the indicated table 

(tbProvince) the list of provinces that will be loaded into the dropdowns.  



 

 

It is possible also to add towns of the inserted provinces to the table tbTown by executing an insert query. 

In this case, all the town inserted for a given province will appear in the suggest box. For doing this, it is 

necessary to fill the following properties of each record of the table tbTown: 

 code 

 code_country 

 code_prov 

 description_en 

 valid 

Please note that in this case only the code_prov is a foreign key, the other (code_country) are redundant 

information. Anyway, these are necessary to activate the suggest functionality. 

The resultant example insert query is:  

INSERT INTO tbTown (code,code_country,code_prov,description_en,valid) 

VALUES(380902564, 380,380037,’San Lazzaro di Savena’,1) 

Here follows the example for the province of Bologna (code 380037) 



 

  



Educational decoding tables 

Summary: 

1. Overview 

2. How to add new course 

3. How to add new institute  

4. How to delete old courses  

5. How to renew course (new version of a course) 

6. How to edit institute/ course descriptions 

7. How to reorganize institute/course taxonomy 

8. How to add new university (or enable existing disabled one) 

 

1. Overview 

As from the decoding tables created from the data collected from the partners, this is the structure of the 

file regarding the educational decoding tables: 

 file 4_Decode table . edu-ALBANIA semi-final-date210618.xlsx  

(contains Universities, Faculties, Course_Of_Study, Degree_Type, Degree_Level and 

Secondary_Schools) 

These files can be mapped into the following 5 tables inside the Database: dec_ Universities , 

tbIn stitute , tbCourseOfStudy , dec_DegreeLevel  and dec_DegreeType .  

Here are reported the main fields of these tables and their relations. 



 

The tables dec_DegreeLevel and dec_DegreeType represents respectively the level of a degree 

(1,2 or 3, basing on Bologna process) and the specific type of a degree of a certain level (e.g. Bachelor’s 

Degree, Professional Master Degree,…) 

 

2. How to add new course 

To add a new course of an existing institute, it is necessary to fill at least the mandatory fields which are 

reported in the previously showed schema. In particular: 

 DegreeCode  

is the identifier of the record. It is of the form XXX9YYYY where XXX is the country code (acts as 

prefix) and the YYYY the auto incremented value (starting from 0001) 

 DegreeTitle_en  

is the name of the course in English 

 DegreeUniveristy  

is the code of the related record of the table dec_universities 

 CodeInstitute  

is a foreign key of the table tbInstitute, and must contain the code of the related institute 

 DegreeLevel and Degreetype  

are foreign keys of the related tables, and are necessary to indicate level and type of the course 



 DegreeLegalLength  

is useful to know how many years are necessary to complete the course (e.g. a master is tipically a 

2 year course) 

 DegreeMinimumMark and DegreeMaximumMark 

 indicate the range of min/max mark that a graduate can obtain 

 DegreeMarkType  

indicates whether the mark is numerical (value= ‘numeric’) or other type (value=’list’). In this 

second option, in the DegreeMarkList it is necessary to indicate also the comma-separated list 

of the possible values (e.g. A,B,C,D,E) 

 isValid  

is a Boolean that indicates that the course is enabled 

An example of query insertion of a Bachelor Course of the university 8001, of the institute having code 

80001, first level degree (1) and degreetype=1 (Bachelor's Degree) is the following: 

INSERT INTO tbCourseOfStudy (DegreeCode,DegreeTitle_en, 

CodeInstitute,DegreeUniversity, DegreeLevel, DegreeType, 

DegreeLegalLength, DegreeMinimumMark, DegreeMaximumMark, DegreeMarkType, 

IsValid) VALUES(890001, ‘Graphics’,80001,8001,1,1,4,0,10,’number’,True) 

Please note that even if the university code is obtainable through the associated institute of a course, it is 

necessary also to insert the correct value into the field DegreeUniversity, as this redundant data is 

used for a double check of the correctness.  

Important: If this value is not inserted, the course won’t be visible correctly in the platform. 

 

3. How to add new institute 

In order to add a new institute it is necessary to fill the mandatory fields indicated in the previously shown 

schema. In particular: 

 Code  

is the identifier of the record. It is of the form XXX0YYY where XXX is the country code (act as prefix) 

and the YYY the auto incremented value (starting from 0001) 

 code_univ  

is a foreign key of the table dec_Universities, and must contain the code of the related 

university 

 Description_en  

is the name of the institute in English 

 enabled  

is a Boolean that indicates that the institute is enabled 

 

An example of query insertion of a Institute of the university with code 80001 is the following: 

INSERT INTO tbInstitute (Code,code_univ,Description_en, enabled) 

VALUES(80001,8001, ‘New institute’,True) 



Important: if the newly inserted institute has no related records in the table tbCourseOfStudy (that is, 

has not records having codeInstitute equals to the code of the inserted institute) there might be 

problems in the page addDiploma.aspx (page that lets a student to add another diploma to its CV).  

In particular, it is not possible to load information on courses of an institute as there isn’t any course 

available. 

 

What happens if we insert an institute with the enabled  flag set to false? 

In this case, the institute is set as not enabled, and it is like an institute that has been deactivated. The 

system handles it as a non-certifiable institute: we assume that the degrees obtained from disabled 

institutes are like the ones obtained from external universities.  

So the interface will look like this: 

 

 

 

Important: Please note that this is not a correct case!  

In fact, every institute of an enabled university should lead the graduate to the filling of the questionnaire, 

in order to collect student’s information. In this case there is no reference to the courses and so the degree 

inserted won’t be certifiable and will not activate the related questionnaire to the user. 

 

Moreover, remember that when adding a new institute it is necessary to add its related  courses. It is 

recommended to insert the courses before the institute, in order to avoid an inconsistent situation like the 



one described. You can do it as the id of the new institute is known and it is not automatically assigned by 

the database. 

 

4. How to delete old courses  

If a course is not active anymore, it can be useful to delete it from the database. Clearly a DELETE query is 

NOT what we need, because the physical deletion of a record can lead to inconsistencies. 

The correct way to delete a course is to disable it, by setting its flag IsValid to False. It suffices an 

update query like this (example for course 8900001): 

UPDATE tbCourseOfStudy set IsValid=’False’ where DegreeCode=8900001 

Please note that in this case no more students will be able to add this course to their CV, and no one will be 

able to register itself to the platform with that course.  

For the students that have registered or have added this course to their profile before the deletion, the 

situation will remain normal (They won’t notice the deletion).  

Moreover, the ADM staff will still be able to certificate the title of these latter students. 

 

5. How to renew a course  
(new version of a course) 

If a course is renewed it is necessary to handle the situation. In fact, it is not correct just to edit the 

information of the old version of the same course. The correct way to renew a course is  

 deactivate the old course 

 insert a new course, having the information of the old course updated 

In this way the old students which registered themselves to the system won’t see wrong information about 

the course they attended which has now changed its name/characteristics.  

Also in this case the students of the old version of the course won’t be able to register themselves to the 

system with the information of that version. 

 

6. How to edit institute/ course descriptions 

 

To edit institute or course descriptions, notably for multilingual purposes, it suffices to run a simple update 

query.  It may be useful also to populate the record values of other fields which are not mandatory. Here 

follows the example for course 8900001 

UPDATE tbCourseOfStudy set Description_en=’Graphics’ where code= 8900001 



Important: as told before, the update query should be made only for adding further information of an 

existing course or to correct the wrong information set in it. Do not use this statement to renew a course, 

otherwise a registered student will find a wrong degree into his CV. 

 

7. How to reorganize institute/course taxonomy  

It may happen that the university needs to reorganize its structure of defined institutes, or to assign certain 

courses to another institute.  

 

Case of deletion of faculty 

In this case the institute/faculty and all its courses won’t be seen for the registration of the new students 

and won’t be added by the existing students to their CV. To delete an institute, we need to update its flag 

enabled and set is to False. 

This is the query that should be run (example for institute 80001): 

UPDATE tbInstitute set enabled=’False’ where code=80001 

Please note that in this case the institute will always be visible to the students that wants to add a new 

course, in the page addDiploma.aspx. The situation is the same as described before, when an institute 

was inserted with the enabled flag set to false. 

In order to maintain the correctness of the system, it Is also necessary to mark as deleted all the courses 

that affect the disabled institute. So it is necessary for each one of these courses to run the query seen at 

the previous point 4 

 

Case of change of affection from an institute to another (existing or new)  
 

If a course needs to change the afferent institute, it is necessary to disable the course and to insert the 

same course having different code and the new codeInstitute. This action is practically the same of 

the renew of a course, with the only difference of using a different codeInstitute.  

 

8. How to add new university  
(or enable existing new one) 

In order to include a new university in the project, it is necessary that the record regarding this university is 

inserted into the table dec_Universities. 

There already exist many of the universities of the participant countries of the project, but it may be 

necessary to add a new one. In this case, the mandatory fields to fill in the record are the ones reported in 

the previously shown table schema, these are: 



 Code 

the identifier of the record. It is of the form XXXYYY where XXX is the country code (acts as a prefix) 

and the YYY the auto incremented value (starting from 001) 

 name_en 

the English name of the university 

 enabled 

is a Boolean that indicates that the university Is enabled into the project 

An example of query insertion of a University is the following: 

INSERT INTO dec_Universities (Code,name_en, enabled) VALUES(8999, ‘New 

university’,True) 

Otherwise it is possible to enable an existing university (if already presnt) by simply setting its enabled 

flag to true, as follows: 

UPDATE dec_Universities set enabled=’True’ where code=8001 

To complete the insertion of a new university it is necessary also to add the related institutes and courses, 

as explained before. 

 

As like the case of the insertion of a new institute it is recommended to insert the courses before the 

institutes, and the institutes before the university, in order to avoid an inconsistency.  

You can do it as the ids of the new institutes are known (not automatically assigned by the system), and so 

is the university code. 

 

The last thing to do is to add the university logo into the folder  img\logo . This must be a file of type 

XXXYYY.jpg, where XXX is the country code of the university and YYYY is the acronym of the inserted 

university (E.G. UBT for Agricultural University of Tirana). 

It is also possible to disable a University, by setting its enabled flag to false. 

WARNING: after this action, the system can run into possible inconsistencies. 

 

The result is that the university disabled will look like a university that has never took part to the project:  

 Student won’t be able to register themselves to the platform starting from that university 

 adding of a diploma will lead to a non-certifiable degree 

 students which have a certifiable diploma of that university will see it without the questionnaire 

information. 

  



Student Help Desk 

Summary: 

1. How to reset user password 

2. How to unlock a user which has a blocked account  

3. How to exclude or enable again a student 

4. How to handle duplicated “National ID” 

5. Ticketing 

 

1. How to reset user password 

Every user (both student, enterprise or staff) can use the same method to reset the lost password, either by 

retrieving the reset link directly by email given the email or by answering the secret question. 

In this case the staff has no particular power to influence this procedure. 

 

However, if a student loses his password, or if its account is locked due to too many attempts failed, it is 

possible to reset his access directly from the helpdesk module.  

Go to Helpdesk->Student Research and search the student. 

If the student is locked out, there is also a warning message that informs you about the current situation. 

 

 

If you follow the procedure, you will be able to reset the password of the student (Click on the “Reset 

password” link, then on button “Send”). In this case the student will receive an email with a temporary 

link that permits him to reset the password by choosing a new one. 

If the user was locked, sending him the password reset email will automatically enable him also with the 

last password. 

So in this case he can choose between two choices: 

 Reset the password, by following the instructions on the email (recommended) 

 Enter with the old password (if available). In this latter case the password is however marked as 

expired, so it is necessary to change it anyway (see picture) 



 

 

2. How to unlock a user which has a blocked account 

 

If the user with a locked account is a student, you can easily follow the procedure described at point 1 and 

reset its password. 

Instead, if the user is of another type (enterprise or staff user) it is necessary to act directly on the 

database, as there is no function implemented on the site that does it automatically. 

 

The table which contains the data to be modified is  Users. It is necessary to set as false the 

isLockedOut field, and to reset the counters which count the failed access attempts (user becomes 

locked when a counter reach value 4). 

This is the query to be run (e.g. for user having username ‘santandrea’): 

UPDATE Users  

SET isLockedOut=0, 

FailedPasswordAttemptCount=0,FailedPasswordAnswerAttemptCount=0 

WHERE UserName='santandrea' 

It is also recommended to mark as expired the password of the user. In this way, user will be required to 

change the password at his first access. This is the query to do this job: 

UPDATE users SET PasswordExpireDate=GETDATE() WHERE UserName='santandrea' 

 

3. How to exclude a student 

It may be possible that a student requires to be excluded from the database. For doing this, it is necessary 

to access to the help desk module, search for the student by filling the research form and then confirm the 

user exclusion as in the following picture. 



 

Exclusion runs the [ExcludeStudent] procedure. 

If the student has no certificate degrees, his data and all connected records (CV, stud, user) will be 

completely removed from the database. 

If instead the student has a certificate degree, clicking on “exclude” button will set him as excluded 

without deleting all his information. This means that his CV won’t be searchable by the enterprises. 

However, his account, CV data and non-certified degrees are deleted. 

Please note that an excluded student cannot be re-enabled. Moreover, the email address used for the 

registration will be set as reserved, so the student won’t be able to register again with the previously 

inserted email. 

For this reason, it is appropriate to be careful before performing a student exclusion, and to consider the 

described scenario. 

 

 

 

4. How to handle duplicated “National ID” 

The National ID is the document number of each graduate, and acts as a unique identification number. 

However, it could be possible that this value is duplicated among different people. This case has therefore 

been handled in the platform Gradua, and this is how it works. 

Within the Help Desk page you can find other two boxes, which regards the management of doubled 

National ID. 

 

By these functions, you can either search for a duplicated National IDs or insert a duplicable National ID.  

In the search function, you can search if a National ID is set as duplicable into the system. In this case you 

can check the capability of the National ID (how many duplicated permitted and how many already in use) 

and edit it.  

 
 



This capabilities are stored in the table TaxNumberDuplicated. 

If instead the National ID is not found from the research, you can add a new one in the other section. 

When a student tries to register himself to the platform, the system first checks if the National ID has 

already been used; if yes, it will check if there is still available at least one quota for the current registration. 

If this is not available, the student will encounter a warning panel which will indicate what to do then. 

 

5. Ticketing 

The ticketing area is the one where are present all the help requests coming from the site. 

The whole area is placed into the Staff/Ticketing folder, while the class that manages is Manager, 

in App_Code/Ticketing. 

Here follows the ticket interface: 

 

 

Every ticket can have the following actions: 

 Take issue 

Assigns the current ticket to yourself 

 Save 

Save the modifications of status and the note written on the ticket 

 Close Ticket 

set the ticket status to Solved 



 

This is a simple schema of the ticketing tables used 

 

Every request is a record of the table Ticketing_FormStudProblems table. Every operation or note 

is stored in the Ticketing_StaffNote table. 

The possible status of the current ticket is stored in the Ticketing_Status table, while the type of 

user that will manage the Issue is defined in the table Ticketing_Users. 

UserStaff field contains the username of the user that did the last change on the record. 

  



Manual certification of degree titles 

Currently, the certification of degrees is done manually using the manual certification tool. This tool is very 

powerful as it let you to certificate a degree together with the related student basilar information. 

In the main page there is a search engine that gives the possibility to search for a particular graduate. Every 

student resulted will look like this:  
 

 

 

It is possible to edit the graduate information (like in the help desk area) and to edit degree information. 

Once opened (click on “Edit Degree”), there is also the possibility to certify the degree. For doing this, 

some constraints must be respected. Here follows an example of possible errors of the resulting form. 

 

The 2 errors (1 error and 1 warning) are the following: 

 Mark not correct (value over the maximum mark) 

 Different mark base (the degree selected has as 10 as default maximum mark permitted) 



 

The current tab gives also the possibility to assign the distinction mark base to the degree. The distinction, 

based on the degree mark base, is automatically calculated when added by a student into the CV, in this 

way: 

 When the mark base is 10, the distinction is given if the mark equals or is greater than 8 

 When the mark base is 100, the distinction is given if the mark equals or is greater than 84 

 When the mark base is 110, the distinction is given if the mark equals or is greater than 8 

In this tab is possible to change the degree and the degree mark base, and the default distinction 

calculation behavior will trigger automatically.  

If the two constraints described before are respected, is then possible to certificate the degree. Once done, 

the certified degree will look like this: 

 

In every moment it will be possible to edit the certification details of a certificated degree, but it is 

impossible to undo a certification done and set back the status of the degree as non-certificated. 


