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Your Account Information 

STEP 1: Go to Admin Login website 
Admin Login:  
https://privateaccess.nurseryweb.co.uk/ 

STEP 2: Type in Your Nursery ID and 
Password as stated below  
Nursery ID: heathcotpreschool
password: heathcot123

STEP 3: After confirm your Nursery ID and 
Password, Click [Login] button. 

Parent Portal 
Is a private area allow you to post message, 
photos, or documents with your parents. 
There have four categories which are 
Bulletin Board, Photo Gallery, Download 
and Parent Accounts. 

a. (Bulletin Board)
News for parents: 

STEP 1: click on the [Parent Portal] tab. 

STEP 2: click [Bulletin Board] tab Insert or 
edit your content. And click on [Add] 
button. 

STEP 3: To edit a message, click on the 
pencil icon. To delete messages, click on 
the trash bin icon after you’ve tick the 
message that you wish to delete.

https://privateaccess.nurseryweb.co.uk/
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b. (Photo Gallery)

Parents love to watch photo galleries! 
Upload photos in one go. 

STEP 1: click on the [Parent Portal] tab. 

STEP 2:  Go to [Photo Gallery] tab, click 
[Add photos] button and upload your 
single or multiple pictures that you want. 

You may also add the description for each 
photo and delete it by click the [Delete] 
button. 

c. (Downloads)

Share the privacy Documents; for example 
like Nursery policies & procedures, terms 
and conditions and etc for parents to view 
or to download. 

STEP 1: click on the [Parent Portal] tab. 

STEP 2: click [Downloads] tab, click 
[Browse] to upload your document. 

STEP 3: After finished, click on the [Add] 
button. 
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d. (Parent Account)

You can create unique username and 
password for all parents to access. 

STEP 1: To create a new parent account, 
click on the [Parent Portal] tab. 

STEP 2: click [Add New Account] button to 
add a new parent account. 

STEP 3: To edit an account, click on the 
pencil icon. To delete parent account, click 
on the trash bin icon after you’ve tick the 
parent that you wish to delete. 

Website Updates 
Widgets on website, upload the 
information here will also show to the 
website. There have four categories which 
are Latest News, Calendar, Photo Gallery 
and Downloads. 

a. (Latest News)

STEP 1: To create a new post, click on the 
[Website Updates] tab.  

STEP 2: click [Latest News] tab Insert or 
edit your content. And click on [Add] 
button. 

STEP 3: To edit a message, click on the 
pencil icon. To delete messages, click on 
the trash bin icon after you’ve tick the 
news that you wish to delete. 



Content Management System User Guide 2016 

b. (Calendar)

STEP 1: To create a new event, click on the 
[Website Updates] tab.  

STEP 2: Click on the [Calendar] tab, select 
on the desire date and click [Add Event]. 

STEP 3: Insert the event title, description 
and event date, then click [Add] when 
finished.  

To delete the event date, select the date 
that you wish to delete and click the 
[Delete] button.  

c. (Photo Gallery)

STEP 1: click on the [Website Updates] 
tab. 

STEP 2:  Go to [Photo Gallery] tab, click 
[Add photos] button and upload your 
single or multiple pictures that you want. 

You may also add the description for each 
photo and delete it by click the [Delete] 
button. 
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d. (Downloads)

STEP 1: click on the [Website Updates] 
tab.  

STEP 2: click [Downloads] tab, click 
[Browse] to upload your document. 

STEP 3: After finished, click on the [Add] 
button. 

Website Builder 
You can find out the login url link, username, 
password and some demo videos to see how 
easy it will be to keep your website up to 
date! 

STEP 1: Click on the [Website Builder] tab to 
find out all the details. 
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Email 
You can find out all the email accounts and 
passwords associated with your domain 
name. And, you can easily login with our 
web-based email system to check your email. 

Using Webmail 
STEP 1: Login with the url 
[http://webmail.domainname.co.uk] 

STEP 2: Type in Your Email Address and the 
Password as stated under [Email Accounts] 
section 

Setting Up Your Email in Outlook 
Click to download the document and 
insert the details beside when you setting 
up in your computer. 

Contact Us 

STEP 1: If you have another query, please 
click [Contact Us] tab and fill in the form to 
us. 

STEP 2: After finished fill in the detail, click 
[Submit] icon, then the process is done. 
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