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Establishing private viewing pages on 
your website 

Introduction 

Private viewing pages allow you to grant access to content on your web site only to 

approved registered users. The type of content typically protected is photos, newsletters and 

possibly a contact directory of parents and/or teachers.  

The following steps will allow you to approve private access. There is a flow chart at the end 

of this document highlighting the major steps. 

Although this document is for the CMS Administrators, it does also show you what your user 

needs to go through to have their request for private access approved. 

If you require any assistance with this process, please contact the  

helpdesk@sponsor-ed.com.au or call 1300 755 010 and listen for the prompts. 
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Step 1: for the ADMINISTRATOR - 
Creating the Private navigation name  

1.1 There are many names you could call the private section on your website. Some names 
are óprivateô, óconfidentialô, ómemberô, ósecureô. You can choose any name you wish with 
the only consideration being the number of characters. We suggest no more than 12 ï 
this is to ensure it fits into the label panel. 

 
1.2 The next step is to email us with your choice. Send to helpdesk@sponsor-ed.com.au 
and please remember to include your schoolôs name in the email. 

 

1.3 We will create the private name of your choice and insert it into your website. The default 

position will be that the private tab will be last. You can always change the order yourself 

if you wish ï please refer to our CMS Training Manual for instructions.  

 

 

Note:  If you wish your private tab appear in one of the óspecialô button areas, please make 

this request to the help desk. The 2 óspecialô button styles are shown below 
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2. For the USER ï Registering to gain 
access to the private area 

Clicking on the private tab will bring up the log in page. If youôre a first time user, press 

óregister hereô  

 

Now that youôve pressed óregister hereô the panel changes to a registration page. Simply 

complete your details. The user will be asked to check their email to confirm that their 

submission is correct. This part of the process is designed to avoid spam. 

 

 

The user will be informed that their request for registration is being vetted by the school (see 

below).  
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3. For the ADMINISTRATOR ï 
Approving the request for registration 

Note: The vetting process means that the school has final approval on who they wish to 

allow access. It is recommended that schools be convinced of the bone fides of the 

requester before accepting the request. 

The request for registration from the user will sit in a ópending peopleô file. Check the box 

beside the requesters name, then click on óapproveô (or reject if you so wish). You can 

approve more than one person at a time. 

 

If approved, the follow panel will appear asking you to invite the requester to create their own 

password. The words appearing in the invitation will need to be overridden with your own. 

Below is a suggested text (copy and paste into the panel).  

You are invited to the private area of our school website.  

Please use the link below to get started and generate your own unique password. 

Create a password using a minimum of 8 characters with a mixture of letters and 

numbers.  

  

Press the ΨǎŜƴŘ ƛƴǾƛǘŀǘƛƻƴΩ ǿƘŜƴ ȅƻǳ 

have pasted you invitation text. 
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4. For the ADMINISTRATOR ï Adding 
content and new pages to the private 
area 

Youôll be glad to note there is no difference to adding content or new pages to the private 

area. Simply proceed as normal. 

Why? 

Well our system recognises the name you chose to mark your private area, and every page 

that is then added to that tab also becomes protected. Clever we think. 

Important Note: 

Your users will from time to time forget their passwords. We do not store passwords so the 

process to grant them access again is to; 

¶ First remove them from the list of subscribers 

¶ Ask them to register online again 

¶ From there, just follow the steps above as if they were a new user 

For further support please contact helpdesk@sponsor-ed.com.au 
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Registration Process 

 

 

 

Private Pages Creation 

 

Forgotten User Password

User - respond to admins invitation to 
create a password

Admin - go to user profile and send 
an invitation to create a password

Confirmation Process

User - receives email seeking 
confirmation

Admin - email invitation to create a 
password

Registration Process

User - registers through the web site Admin - approves (or rejects) request

Add Content to Private tab

Add content and new pages as normal 

Contact helpdesk@sponsor-ed.com.au

Chose preferred name for private tab


