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PPH Portal Login for Administrators 
 

Image: 01. Admin_Login.jpg 

 

As an Admin User please use the “Portal Login” link on the top line of the landing page or use 

this direct link below:- https://login.pph365.co.uk/log-in and log in using your username, 

password and press the “Log In” button. 

 

If you lose or forget your password please click on “Lost your password” so that it may be 

reset. See Client Account Management on page 14 for further details. 

 

  

https://login.pph365.co.uk/log-in
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ADMIN DASHBOARD 

 
Image: 01. Admin_Dashboard.jpg 

 

The above example is the main page used when accessing the Privilege People Hub portal 

when logged in as an administrator.  

 

Partners and Clients may also login but they will however each see a different portal menu and 

set of screens. 

 

The side-bar menu above displays links to important areas of the Admin Portal, statistics and a 

list of Partner accounts. They can be filtered using the various options highlighted above the top 

row of any data and also may be exported to a CSV or PDF file or be printed. 

 

The left-hand menu provide administrators with access to data an Admin may require when 

managing the portal or data on a regular basis. 

Accessibility Options  

The purple box located on the right-hand side      will provide the user/administrator accessibility 

options that enable you to increase the text size, change the background to grayscale, apply 

high / negative contrast, light background, underline links or alter to a more easily readable font. 

 

The accessibility solution is available throughout the site on every page. It hopefully helps most 

people use the portal in a way that suits their needs. 
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Partners & Services Tab 
 

-- 01. Pending Services: 

 
Image: 01. Pending_Services.jpg 

 

This page displays all pending services which have been uploaded by a Partner, but have still to 

be published. 

 

These services are listed when a Partner completes the main Partner information/registration 

form.  

 

● Admin clicks on the service title to see the service submitted by a Partner.  

● Admin saves the Partner service information, making the required modifications. 

● Once the service is ready Admin can then use the Add Service tab to publish the 

service onto the main client facing website. 

 

Additional Screen Options: Quick filters have been made available to better highlight data by 

Partner Name, Service Title and Date Added. You can also click on the arrows next to each 

of the column headings to filter data into an ascending or descending order. 
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Partners & Services Tab 

 

-- 02. Pending Additional Services: 

 
 

These services are listed when a Partner has an account on the portal and wants to submit 

further services.  

 

● Admin clicks on the service title to view the service details as submitted by a Partner.  

● Admin saves the Partner service information to file and makes required modifications. 

● Once the service is ready Admin then click on the Add Service tab to publish the 

service onto the website. 

 

Additional Screen Options: Quick filters are available to filter by Partner Name, Service Title 

& Date Created. You can also click on the arrows next to each of the column headings to 

display data in the ascending and descending order required. 
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Partners & Services Tab 

 

-- 03. Published Services:  

 
 

This page displays a list of services currently published on the website and public facing. Admin 

can click on the service title to display its full information. 

 

Please Note: When viewing the full public-facing service, Admin can also share by email the 

Partner’s updated service to seek their confirmation / sign off. 
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Partners & Services Tab 

 

-- 04. Add Service (Publish Service Form): 

 
 

Post a new service, to be displayed on the website’s public facing pages. Do the following:- 

 

● Add a Service Name 

● Add a Description 

● Add Bullet Points of Service Description (Click the + icon on the right-hand side to 

add more bullet points). 

● Add a Testimonial (If applicable) 

The following will be displayed as you scroll down on the full screen on the website: 

● Add Price Starting From (value only, eg 29.00 - don't include the '£' sign) 

● Add a Website / Video URL 

● Select the correct Service Category 

● Select the correct Service Icon 

 

Once Admin is happy with the service information, please click on submit. This now populates 

the correct page using the correct layout / format and is displayed on the client facing site. To 

view the service, visit the Published Service tab located on the Admin dashboard or view the 

page on the public website by visiting the correct service category. 

 

Please Note: Once the service is added and Admin is satisfied. Admin can go back to the 

Pending Services or Pending Additional Services tab where they took the service 

information from and select the Remove from pending option to remove it from the list. 
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Partners & Services Tab 

 

-- 05. Delete/Edit Services: 

 
 

Admin clicks on the service they want to edit or delete. 

 

When they do, a new screen will appear allowing Admin to make edits to the content or to 

delete the service completely. 

 

Additional Screen Options: A dropdown filter is available to filter by Service Category. You 

can also click on the Service Name or Date category headings to filter data into the order you 

require. 
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Partners & Services Tab 

 

-- 06. Pending Partner: 

 
 

Pending Partners are listed when a Partner completes the main Partner information/registration 

form.  

 

● Admin can click on the Partner Name or Company to see the pending Partner 

information. 

● If they are happy that it’s a confirmed Partner signup, they can click the circle icon 

(located under the Approval column) to turn it into a tick and approve that Partner 

account. 

 

Please Note: At this stage, the Partner will receive an email that contains an activation link. 

When the Partner clicks the link, they will be able to log into their account using the email 

address and password they used when they completed the initial Partner information form.  

 

Additional Screen Options: You can click on the arrows next to each of the column headings 

to filter data into the order you require. 

 

Using the 3 boxes located on the right-hand side above the columns, Admin can also export 

data to CSV / PDF or print the data.  

 

 

 

 

 

 



 

 

ADMIN USER GUIDE 

 

Admin User Guide – Version 7 – Updated 15/10/2023  
 

Partners & Services Tab 

 

-- 07. Active Partners: 

 
 

Admin will see a list of active Partners on this page.  

 

Admin can hover the cursor over the Partner Username to reveal their options: 

 

● Delete: This option deletes the Partner from the website. 

● Send a password reset: This option sends a password reset to the Partner so they can 

reset their password. 

 

Additional Screen Options: You use the quick search box located at the top right to search by 

username or you can click on the column headings to filter data into the order you require. 
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Partners & Services Tab 
 

-- 08. Partner Data: 

 
 

This is a list of all Partner profiles that have registered on the portal. This information is 

displayed to a Partner within their account.  

 

Admin can click on any partner to see more information about them. Admin can also edit this 

information at anytime. i.e. Change Name, Email Address, Mobile or Profile image. 

 

Admin has the ability to delete any Partners that are no longer required on the list.  

 

Additional Screen Options: Quick filters are available to filter by Partner Name & Date. You 

can also click on the arrows next to each of the column headings to filter data into the order you 

require. 

 

Admin can also export a list of Partners to CSV / PDF or they can print out the data using the 3 

boxes located on the right-hand side above the columns. 
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Partners & Services Tab 
 

-- 09. Add Partner to Sales Stats: 

 

 
 

All Partners are identified on the portal by their email address.  

 

On this screen, Admin can identify a Partner by typing their email address into the User Name 

search & Partner Email search and selecting the correct email for the partner, ensuring both 

selections are identical, so the data is displayed to the correct partner. 

 

Admin also adds the name of the Service / Document connected to the partner and is 

currently being sold via PPH365.  

 

If sales statistics already exist, then Admin can add the total figures in numbers in the boxes 

provided. This information is displayed to the Partner within their account.  

 

Once added. The Partner, Service / Document name and their sales stats will be available to 

update at anytime on the Update Partner Sales Stats page mentioned next. 
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Partners & Services Tab 
 

-- 10. Update Partner Sales Stats: 

 

 
 

Once you have completed the previous step, this page displays the sales statistics for each 

partner and their service / document that's available via PPH365. 

 

Admin can click on edit to update the sales statistics for each partner. Once updated, the 

statistics will automatically appear on the partner dashboard. 

 

Admin can also delete a partners statistics by clicking delete. Once clicked, the partner stats 

information will be removed from this list and the Partner dashboard if it still exists. 
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Clients Tab 

 

-- 01. Pending Clients: 

 
 

Pending clients are listed when a client completes the main client signup form.  

 

● Admin can click on the Client name to see the pending client information. 

● If they are happy that it’s a confirmed client signup, they can click the circle icon 

(located under the Approval column) to turn it into a tick and approve the client account. 

 

Please Note: At this stage, the client will receive an email. They will be able to log into their 

account using the details they provided on the Client sign-up form. 

 

Additional Screen Options: You can click on the arrows next to each of the column headings 

to filter data into the order you require. 

 

Admin can also export data to CSV / PDF or they can print out the data using the 3 boxes 

located on the right-hand side above the columns. 
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Clients Tab 

 

-- 02. Clients Data: 

 
 

This is a list of all clients past and present.  

 

Admin has the ability to delete from the list any clients not required.  

 

Additional Screen Options: Quick filters are available to filter by Client Name & Date. You 

can also click on the arrows next to each of the column headings to filter data into the order you 

require. 

 

Admin can also export a list of clients to CSV / PDF or they can print out the data using the 3 

boxes located on the right-hand side above the columns. 
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Clients Tab 

 

-- 03. Client Account Management: 

 
 

Admin can see a list of active clients on this page.  

 

Admin can hover the cursor over the client's Username to reveal the options: 

 

● Delete: This option deletes the client from the website. 

● Send a password reset: This option sends a password reset to the client so they can 

reset their password. 

 

Additional Screen Options: You use the quick search box located at the top right to search by 

username or you can click the column headings to filter data into the order you require. 
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Documents Tab 
 

-- 01. Pending Documents: 

 
 

 

When a Partner uploads a new document to the portal, it will be listed on this page.  

 

● Admin has the ability to click the document title to display it. 

● Admin may also download the chosen document to their computer to be edited. 

 

Once edited Admin can visit the Publish Document Tab to add the document to the portal for 

clients to then purchase / download. 

 

Please Note: Once you have downloaded, edited and published the document you can return 

to this page and click remove from pending to remove it from the list. 

 

Additional Screen Options: Quick filters are available to filter by Partner Name & Date. You 

can also click on the arrows next to each of the column headings to filter data into the order you 

require. 
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Documents Tab 

 

-- 02. Published Documents: 

 
 

 

This page displays all published documents on the portal and available for clients to purchase. 

 

Admin can hover the mouse cursor over the document name to reveal the following menu 

options that appear underneath the document name: 

 

● Quick edit: Admin can change basic information on the document i.e. Name, Category 

& Price.  

● Bin: If the document is no longer required or needs to be replaced. 

 

The document can be added again using the publish document feature on Publish document 

tab. 

 

Additional Screen Options: Quick filters are available to filter by Select a Category or by 

typing in the document name into the Search products box. You can also click the column 

headings to filter data into the order you require. 
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Documents Tab 
 

-- 03. Publish Document: 

 
 

This page allows Admin to publish a document on the portal. Once published, the document will 

appear internally for clients to purchase and download. 

 

To do this, Admin will need to do the following: 

 

● Add a Product Name. (Start the document name with Document: followed by the full name) 

● Add a Regular Price. 

● Click on the Add File button (located next to Downloadable files). 

● Select the correct Product Category (Located on the right hand menu) 

● Add a Short Description in the provided box (Located at the bottom). 

 

Once Admin is happy, they can simply click on the Publish button (located on the right-hand 

menu). 

 

Please Note: Admin can click on the Draft button (located on the right-hand menu) to save the 

product as a draft. They can return later to the Published documents page, click on the 

product and set it as Published so it’s available for the clients to purchase. 
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Management Tab 
 

-- 01. Messages: 

 
 

Admin can send and receive messages to a client on this page. 

 

To compose a new message: 

 

● Click the new Message box. 

● To: Add the client's name here 

● Subject: Add a subject to the message. 

● Message: Add a message for the client. 

 

If there are any unread messages a red box will appear. 

 

Please Note: When a message is sent the client will receive an email notification so they know 

to log in to check the message and reply internally. In later stages of development and moving 

forward, Clients and Admin will be able to message Partners directly. 
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Management Tab 

 

-- 02. All Messages: 

 
 

This page displays to the Admin all messages sent via the internal messaging system. 

 

To view a message: 

 

Hover the mouse cursor over the message to reveal the options: 

 

● Delete: This option deletes the message from the system. 

● View: This option allows you to view the message. 

 

Additional Screen Options: A quick filter is available to filter by Name.  Admin can also click 

on the column headings to sort data into ascending and descending order. 
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Management Tab 

 

-- 03. Marketing Dashboard: 

 
 

This page allows Admin to publish an update post internally on the portal for the benefit of 

Partners and Clients. 

 

To post an update: 

 

● Add a post title. 

● Add your content to the post body. 

● Add a YouTube link (Optional) 

● Add an image (Optional) 

● Click the Submit button to post. 

 

Please Note: Only publish updates here that you are also happy for both Partners and Clients 

to see within the portal. 
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Reports Tab 
 

-- 01. Revenue: 

 

 
 

 

One of the most important pages in the portal. Revenue reports show you an inclusive snapshot 

of how the portal is performing in terms of income generation. 

 

Clicking on elements in the main overview window enables you to delve deeper in the statistics 

for that specific element. 
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Reports Tab 

 

-- 02. Orders: 

 
 

This page shows a report of all orders / purchases made by clients on this portal. 

 

Admin can click on an order to see its full order information and to download invoices. 

 

Additional Screen Options: Quick dropdown filters are available to filter by Date or 

Registered Customer.  You can also click on the column headings to filter data into the order 

you require. 
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Reports Tab 

 

-- 03. Document Downloads: 

 
 

This page shows a report of how many downloads have been made for each of the documents 

on the portal. 

 

Additional Screen Options: Documents can be filtered by date range. 
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Reports Tab 

 

-- 04. Customers: 

 
 

This page shows all clients currently registered on the portal along with all purchases that they 

have made. 

 

Additional Screen Options: Full data exports can be taken by clicking on the Download icon 

located above the Name/Username columns. You can also click on the column headings to filter 

data into the order you require. 
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Reports Tab 

 

-- 05. Insights: 

 
 

This page displays:- 

 

1. Who has accessed the portal 

2. When they accessed the portal 

3. Who is currently active. 

 

Additional Screen Options: Full filtering can be completed by using the options along the top. 

Data can also be exported. You can also click on the column headings to filter data into the 

order you require. 
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Reports Tab 

 

-- 06. Analytics: 

 
 

This page shows the sessions and page views within the portal. Along with the top pages / 

posts accessed the most. 
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Submit Support Ticket Tab 

 

 
 

Admin can send a support ticket to the website support team by completing this form and 

submitting it. 

 

User Guide Tab 
 

This link opens this downloadable user guide PDF designed for Admin to view at any time to act 

as a learning backup and should you wish to share with colleagues. 

 

 

END… 


