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Introduction  
 

Welcome to the Preview Learning Hub, your reference platform for remote internships. This website is 
designed to facilitate collaboration and learning between students, universities, and companies by 
providing an intuitive and interactive environment for managing remote internship experiences. 

This user manual is divided into five main sections (student, university coordinator, company 
coordinator, university tutor, and company mentor), each of which is designed for a specific user and to 
guide you step by step through the Preview Learning Hub's functions and features. Each section is 
packed with explanatory images to help you easily understand how the platform works.  

Inside the manual you will find the following information: 

  Registration and Access: how to create an account on Preview Learning Hub and how to access 
the platform. We will guide you through the registration process, with detailed screenshots 
illustrating each step. 

  Navigation and Interface: We will show you how to move around the site, explaining the diJerent 
areas of the dashboard and how to access the main features. You will learn how to personalize your 
profile and use the settings to optimize your user experience. 

 Internship Management: Students, universities, and companies will find detailed instructions on 
how to create, track, and complete internship experiences. Communication between participants, 
assignment of tasks, and performance evaluation will be explained. 

Learning resources and file management: You will also find a section with learning resources and a 
file management system, which will allow you to store and find all the documents you need for your 
internship.  



   
 

STUDENT 
 

Once you land on the PREVIEW LEARNING HUB Homepage, you will see a page like the one in the 
picture below. 

You will find a description of the project and the involved partners.  
To Login/Signup, click on 1. 
To change Language, click on 2. 

 

 

 
Once you click on Login/Signup, you can log in with your account.  

 If you need to register a new account, clic on 1. 
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Once landed on the Signup page: 

Fill the form with your information. 

Set a password. 

Select your University from the list. 

Read and accept the Privacy Policy by flagging 1. 

Click on the SIGN UP button. 

 

 

Once the procedure is completed, you will receive an email with a confirmation link. Open it on your 
browser/mail app and click on it to activate your account. 
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Once you log in  for the first time, you will see a page like the one below. 

Tap on REQUEST AN INTERNSHIP to send the request to the coordinator. 

 

 

After that, the page in front of you should look like the one below. 

Under Internship Information you can check the status of your internship (1), and your university (2). 
Other information will be available once the internship starts. 

If you click on 3, you will land on the PREVIEW RESOURCES page. 

If you click on 4, you will land on your PROFILE page. 
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In the PREVIEW RESOURCES page, you will find learning resources provided for the project. 

 

 

In the PROFILE page you can edit your information, click on MODIFY (1), fix your data and then SAVE. 
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Once your internship is approved, your homepage should look like the one below. 

Under Internship Information, you can see all the data regarding the people managing your internship 
(1). On the left side of the screen (2), you can find a gamified version of your internship path, 
represented by a climb. Each flag (3) represents an activity that you need to complete to finish your 
internship.  

 

 

You can only interact with the next flag that stands in your path. By clicking it you can access to more 
information regarding the specific activity or meeting (1), and you can click on COMPLETE if you 
successfully completed that activity. You can navigate through the mountain by using the buttons in 2. 
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If you keep going up you will eventually reach the top of the mountain, just as shown in the next 
picture.  

That’s your goal! When you will complete all of the previous activities, which are issued by your 
coordinator, tutors and mentors, the button COMPLETE INTERNSHIP (1) will be interactable. 

 

 

If you click on CALENDAR from the Navigator Bar at the top of the page, you will find a non-gamified 
version of your meetings and activities list. By clicking on one of them you can access more 
information about that specific event (1). 
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If you click on FILE MANAGEMENT from the Navigator Bar at the top of the page, you will find a page 
that looks like the image below. 

In PERSONAL RESOURCES (1), you can upload and download personal files, only available to you.  
In INTERNSHIP RESOURCES (2), everyone involved in your internship, including you, can upload 
files. When you COMPLETE THE INTERNSHIP, the COORDINATOR will send you the certificate of 
completion, you will find this resource inside the INTERNSHIP RESOURCES panel. 
In UNIVERSITY RESOURCES (3), only people from the university can upload resources.  
In COMPANY RESOURCES (4), only people from the company can upload resources. 
 

 

 

If you click on the CHAT icon from the Navigator Bar at the top of the page (1), you will access to the 
INSTANT MESSAGING functionality, through which you can talk to all of the actors involved in your 
internship. 
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UNIVERSITY COORDINATOR 
When you log in  as the UNIVERSITY COORDINATOR, also known as the MANAGER, you will land on a 
page with your personal information, which you can edit by clicking 1. You can access this page again 
whenever you want by clicking 2. 

 

 

From the ADMIN BOARD (1), you can manage the internship of each student. You can click on the 
MANAGE button (2) to manage the internship of the chosen student. Whenever a student sent a 
request to COMPLETE THE INTERNSHIP you will confirm the completion inside the MANAGE panel 
(more info on the next image). After that, you can click on ISSUE (3) to send the certificate of 
completion to the student who managed to complete the internship. 
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Once inside the MANAGEMENT PANEL, you will need to add: 

 Start and End Date of Internship 

 Company (if new, you need the Company name and the Company coordinator e-mail) 

 University Mentor (if new, you need the University Mentor e-mail) 

After adding the needed data, click on APPROVE INTERNSHIP (1). This will eJectively start the 
internship of the student and will also send a subscription e-mail to the Company coordinator  and 
to the University mentor, so that they can sign up to the platform as well. 

 

 

If you click on CALENDAR from the Navigator Bar at the top of the page, you will find a calendar panel.  

You can choose an enrolled student from the list (1) to see his/her calendar. If you click on an empty 
space inside the calendar you will create an event (2). 
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When you create a new event, you will have to: 

 Choose if the event is a meeting or an activity. 

 Provide a Subject and a Description of the event. 

 

If the event is an activity, you will also have to set a deadline for that activity. 

 

 

 

 

 

 

 

 



   
 

Once back to the CALENDAR page, you can right click on an event (1) to edit or delete it. 

You can only edit/delete event that you created yourself. 

 

 

If you click on FILE MANAGEMENT from the Navigator Bar at the top of the page, you will find a page 
that looks like the image below. 

In PERSONAL RESOURCES (1), you can upload and download personal files, only available to you.  
In INTERNSHIP RESOURCES (2), you can select a student from the list and see/add/delete resources 
that are related to his/her internship. 
In UNIVERSITY RESOURCES (3), only people from the university can upload resources.  
In COMPANY RESOURCES (4), only people from the company can upload resources. 
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If you click on the CHAT icon from the Navigator Bar at the top of the page (1), you will access to the 
INSTANT MESSAGING functionality, through which you can select a student from the list and talk to 
all of the actors involved in his/her internship. 
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COMPANY COORDINATOR 
 

Once you receive the invitation mail from the MANAGER, click it to land on a page like the one below. 
You need to modify your information and setup a password. You can edit by clicking 1.  
 

 
Remember to accept the privacy policy by flagging 1. You can then save your data by clicking 2.  
From here on, you can login with your credentials, which are the e-mail address and the password 
you just created. 
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When you log in  as the COMPANY COORDINATOR, you will land on a page with your personal 
information, which you can edit by clicking 1. You can access this page again whenever you want by 
clicking 2. 

 
From the ADMIN BOARD (1), you can manage the internship of each student. You can click on the 
MANAGE button (2) to manage the internship of the chosen student.  
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Once you click on MANAGE you will land on the MANAGE panel of the selected student.  Here, you will 
need to assign a COMPANY MENTOR. You can select an already present one from the list (1) or create 
a NEW MENTOR clicking 2. You will need to insert the mentor’s mail address. Once you 
choose/create the mentor the operation will be automatically saved, you don’t need to do anything 
else. 

 
 

If you click on CALENDAR from the Navigator Bar at the top of the page, you will find a calendar panel.  

You can choose an enrolled student from the list (1) to see his/her calendar. If you click on an empty 
space inside the calendar you will create an event (2). 
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When you create a new event, you will have to: 

 Choose if the event is a meeting or an activity. 

 Provide a Subject and a Description of the event. 

 

If the event is an activity, you will also have to set a deadline for that activity. 

 

 

 

 

 

 

 

 



   
 

Once back to the CALENDAR page, you can right click on an event (1) to edit or delete it. 

You can only edit/delete event that you created yourself. 

 

 

If you click on FILE MANAGEMENT from the Navigator Bar at the top of the page, you will find a page 
that looks like the image below. 

In PERSONAL RESOURCES (1), you can upload and download personal files, only available to you.  
In INTERNSHIP RESOURCES (2), you can select a student from the list and see/add/delete resources 
that are related to his/her internship. 
In UNIVERSITY RESOURCES (3), only people from the university can upload resources.  
In COMPANY RESOURCES (4), only people from the company can upload resources. 
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If you click on the CHAT icon from the Navigator Bar at the top of the page (1), you will access to the 
INSTANT MESSAGING functionality, through which you can select a student from the list and talk to 
all of the actors involved in his/her internship. 
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UNIVERSITY TUTOR 
 
Once you receive the invitation mail from the MANAGER, click it to land on a page like the one below. 
You need to modify your information and setup a password. You can edit by clicking 1.  
 

 
Remember to accept the privacy policy by flagging 1. You can then save your data by clicking 2.  
From here on, you can login with your credentials, which are the e-mail address and the password 
you just created. 
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When you log in  as the UNIVERSITY TUTOR, you will land on a page with your personal information, 
which you can edit by clicking 1. You can access this page again whenever you want by clicking 2. 

 

 
 

If you click on CALENDAR from the Navigator Bar at the top of the page, you will find a calendar panel.  

You can choose an enrolled student from the list (1) to see his/her calendar. If you click on an empty 
space inside the calendar you will create an event (2). 
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When you create a new event, you will have to: 

 Choose if the event is a meeting or an activity. 

 Provide a Subject and a Description of the event. 

 

If the event is an activity, you will also have to set a deadline for that activity. 

 

 

 

 

 

 

 

 



   
 

Once back to the CALENDAR page, you can right click on an event (1) to edit or delete it. 

You can only edit/delete event that you created yourself. 

 

 

If you click on FILE MANAGEMENT from the Navigator Bar at the top of the page, you will find a page 
that looks like the image below. 

In PERSONAL RESOURCES (1), you can upload and download personal files, only available to you.  
In INTERNSHIP RESOURCES (2), you can select a student from the list and see/add/delete resources 
that are related to his/her internship. 
In UNIVERSITY RESOURCES (3), only people from the university can upload resources.  
In COMPANY RESOURCES (4), only people from the company can upload resources. 
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If you click on the CHAT icon from the Navigator Bar at the top of the page (1), you will access to the 
INSTANT MESSAGING functionality, through which you can select a student from the list and talk to 
all of the actors involved in his/her internship. 
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COMPANY MENTOR 
 
Once you receive the invitation mail from the COMPANY COORDINATOR, click it to land on a page 
like the one below. 
You need to modify your information and setup a password. You can edit by clicking 1.  
 

 

Remember to accept the privacy policy by flagging 1. You can then save your data by clicking 2.  
From here on, you can login with your credentials, which are the e-mail address and the password 
you just created. 
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When you log in  as the COMPANY MENTOR, you will land on a page with your personal information, 
which you can edit by clicking 1. You can access this page again whenever you want by clicking 2. 

 

 

 

If you click on CALENDAR from the Navigator Bar at the top of the page, you will find a calendar panel.  

You can choose an enrolled student from the list (1) to see his/her calendar. If you click on an empty 
space inside the calendar you will create an event (2). 
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When you create a new event, you will have to: 

 Choose if the event is a meeting or an activity. 

 Provide a Subject and a Description of the event. 

 

If the event is an activity, you will also have to set a deadline for that activity. 

 

 

 

 

 

 

 

 



   
 

Once back to the CALENDAR page, you can right click on an event (1) to edit or delete it. 

You can only edit/delete event that you created yourself. 

 

 

If you click on FILE MANAGEMENT from the Navigator Bar at the top of the page, you will find a page 
that looks like the image below. 

In PERSONAL RESOURCES (1), you can upload and download personal files, only available to you.  
In INTERNSHIP RESOURCES (2), you can select a student from the list and see/add/delete resources 
that are related to his/her internship. 
In UNIVERSITY RESOURCES (3), only people from the university can upload resources.  
In COMPANY RESOURCES (4), only people from the company can upload resources. 
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If you click on the CHAT icon from the Navigator Bar at the top of the page (1), you will access to the 
INSTANT MESSAGING functionality, through which you can select a student from the list and talk to 
all of the actors involved in his/her internship. 
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