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Services for the FLIP+ Platform

Lot 1 : IT development, maintenance and hosting
Lot 2 : Project coordination, management and monitoring
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Admin & Super Admin rights 

Roles Perimeter

ORGANISATIONS ADMINISTRATORS USERS ITEMS

Create / edit / delete Create / edit / delete
Create / edit / 

delete
Bulk import

View Read-Only 
Items / Export

Create / edit / 
delete

Bulk import

Super 
Admin 

All ORGANISATIONS

Admin
A single ORGANISATION 
attached to it

✘ ✘

User 
User belonging to an 
ORGANISATION declared in 
FLIP+ Library 

✘ ✘ ✘ ✘
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General management principles 

4

1

From the profile menu (top 
right), you can access the 
Administration module by 
clicking on Admin Settings

Super Admin

Admin

Navigation Menu: From this 
menu, you can: 
• Manage organisations (Super 

Admin only)
• Manage Domain/Subdomain 

(Super Admin only)
• Manage user accounts
• View archived items and tests
• Job monitoring : monitor 

translations 

1

1

2

Use "Go back to Library" to return 
to the main platform view

2

Main Display Area (based on selected 
category): 
This space shows the content corresponding to 
the section selected in the left menu.

3

Admin Session Info & Appearance:
• Your connected admin email is shown in the 

top right corner of the screen.

3

4

4

Add Organisation (Super Admin only): Allows 
Super Admins to create and register a new 
organisation with basic details.

5

5

6

Search bar: filter organisations by name.
6
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Access to all organisations 

5

1 Super Admin

1

1

1

2

Cross-organisation access

As a Super Admin, you can manage all 
organisations from a single-entry point.

Click on “See all” in your profile 
menu to access the full list of 
organisations

• From there, you can switch 
organisation context at any 
time

• This allows you to view and 
manage items, users, and 
settings for any organisation 
without logging out

Useful for central administration teams 
or platform managers
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User Management – Create a user 

6

2

Super Admin

Admin

1

2

Add User (Super Admin & Admin):

• Click on “User” in the top-left menu.
• Click on "Add User" in the top-right corner of the User list to begin creating a 

new user.

Fill in User Information:

On the "Create User" form:
• First Name, Last Name, and Email are mandatory.
• Select a Default Organisation from the dropdown (Admins can only assign their 

own org).
• Assign a Role (USER, ADMIN, etc.).
Click "Create" to validate. An invitation email is automatically sent to the new user.

1

2
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User Management – Edit a user 
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2

Super Admin

Admin

1

2

Access Edit Menu:

• Click on the three dots in the Actions column next to a user’s name, then 
select Edit.

• If you want to reset the user password, click on “Reset password”. 

Edit User Information:

• Update fields such as name, email, organization, or role.
• Click Save changes to confirm.
• Use Deactivate to disable the user account.

1

2
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Organisation management – Show info  

8

3

2

1 2

Super Admin

Admin

Select "Organisation" in the left menu

This opens the full list of organisations registered on the 
platform.
To access detailed information about one organisation:
• Click the three-dot icon at the end of the row
• Then select “Show”

View organisation details

The detail view displays all available data for the selected 
organisation:
• Name, short name, and country code
• Additional info: website, image/logo, and description
• Contact details (if filled): email, phone, and address

1
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Organisation management – Edit 
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3

Super Admin

1

2

2

Access the edit menu

To edit an organisation’s information (available only to 
Super Admins):
• Go to the “Organisation” section in the left menu
• Click on the three-dot icon next to the organisation’s 

name
• Select “Edit” from the dropdown

Edit organisation details

You can now update all organisation data, including:
• Name, short name, and country code
• Optional fields: description, website, and logo
• Contact information: email, phone, and address

Don’t forget to save your changes or continue editing with 
the top-right buttons.
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Organisation management – Create  
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3

Super Admin

2

1 Click “Add Organisation”

From the Organisation section in the left-hand menu, Super 
Admins can create a new organisation by clicking the “Add 
Organisation” button at the top right of the list.

2 Fill in the organisation details

Complete the required and optional fields:
• Name, short name, and country code (required)
• Additional info: description, website, logo (image URL)
• Contact info: email, phone, and address

Click “Create” or “Create and add another” to save the new 
organisation.
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Domain management

11

4

Super Admin

Navigation Menu:
To access this view, click on 
“Domains” from the administration 
menu.

1

1

Title: The name of the domain as 
displayed in the library.

Rank: Determines the order in 
which domains appear in the left-
hand menu of the library.

Subdomains: Indicates how many 
subdomains are currently 
associated with each domain.

Actions: Clicking the three dots on 
the right allows you to edit the 
domain. 
Deletion is not possible through 
the interface,  it requires a request 
to the technical team

2

2

3 4

4

5

5

3
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Domain management - Edit

12

4

Super Admin

1 2Access the Edit Menu

From the Domains section in the left-hand admin menu, Super 
Admins can edit an existing domain by clicking on the three-dot menu 
next to the domain, then selecting “Edit”.

Modify the domain information

Fill in or update the following fields:
• Title: name of the domain (required)
• Description: (optional) content describing the domain
• Rank: defines the order in which the domain appears in the 

Library view
Click “Save changes” to apply your modifications.
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Domain management - Create

13

4

Super Admin

1 2Click “Add Domain”

From the Domains section in the left-hand admin menu, Super 
Admins can create a new domain by clicking the “Add Domain” 
button at the top right of the list.

Fill in the domain details
Complete the following fields:
• Title (required): the name of the domain
• Description (optional): additional information displayed in the 

Library view
• Rank (optional): defines the order of appearance in the 

Library
Click “Create” to save the new domain.
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Subdomain management

14

4

Super Admin

Navigation Menu:
To access this view, click on 
“Subdomains” from the 
administration menu.

1

1

Parent: The domain 
this subdomain 
belongs to

2

2

Title: The subdomain 
name as shown to 
users

3
Rank: Defines the display order of 
subdomains within each domain

4

Actions: The three-dot menu lets 
you edit an existing subdomain
Deletion is possible: if a 
subdomain is deleted, the items 
associated with it will not be 
removed. They will remain linked 
to the main domain only.

4

4

5

Add Subdomain: 
Use the “Add 
Subdomain” 
button to create a 
new subdomain. 
You must:
• Select the 

parent domain
• Define the title 

and rank

6

6

3
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Subdomain management - Edit

15

4

Super Admin

1 2Access the Edit Menu

From the Subdomains section in the left-hand admin menu, Super 
Admins can edit an existing domain by clicking on the three-dot menu 
next to the domain, then selecting “Edit”.

Modify the Subdomain information
Update the following fields as needed:
• Parent domain: change the main domain the subdomain 

belongs to
• Title: update the subdomain name
• Description (optional): edit the additional description
• Rank (optional): adjust the subdomain order in the list
Click “Save changes” to apply the modifications.



16

Subdomain management - Create
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4

Super Admin

Click “Add Subdomain”

From the Subdomains section in the left-hand admin menu, Super 
Admins can create a new subdomain by clicking the “Add 
Subdomain” button at the top right of the list.

Fill in the subdomain details

Complete the required and optional fields:
• Parent (required): select the main domain
• Title (required): name of the subdomain
• Description (optional): add context or definition
• Rank (optional): define the display order under the domain
Click “Create” to save the new subdomain.

1 2
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Archiving management (item/tests)

17

5

Super Admin

Admin

2

1 1

2

Archive an item/test:

• From the item/test detail page, open the 
options menu (three dots) and click on 
“Archive item”.

After archiving:

• The item/test version marked as archived. It can only 
be restored or deleted via the admin module by a 
Super Admin (for everyone) or an Admin (only for his 
organisation)
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Translation management 

18

6
Super Admin

Navigation 
Menu:
To access 
this view, 
click on “Job 
Monitoring” 
from the 
administratio
n menu.

1

1

2

ID: internal job ID
External ID: identifies the content being 
translated
Package: associated item or test 
package
Type: job type (here: LOG_INFO for 
translation)

Reason: optional comment for the job
Datetime: when the translation was 
triggered
User ID: who initiated the job
Status Code: technical code (201 = job 
created successfully)

Status: current progress (IN_PROGRESS, 
TRANSLATED, etc.).

2

3
Actions:

Super Admins can:
• Trigger 

translation 
manually if the 
job failed or was 
never started.

3
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Edit an item 

19

7
Super Admin

1 2

1 2Access the Edit Menu

From the item view page, click on the ⋮ (three-dot menu) in the top 
right corner of the item panel. Then select "Edit item" to open the edit 
form.

From the item view page, click on the ⋮ (three-dot menu) in the top 
right corner of the item panel.Then select "Edit item" to open the edit 
form.

Modify the Item Information

Admin



20

Additional resources and support

20

8

Need help?

If you experience any issues or have questions about how to use the platform, please contact 
your organisation’s administrator for support.

For general questions about the FLIP+ Library project, you can reach out to:
info@flip-plus.org

For technical questions about the FLIP+ Library platform, you can reach out to:
contact@itemlibrary.org
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