St. Mary Seminary & Graduate School of Theology
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E-Portfolio Help Document: Privacy & Passwords for Pages

E-Portfolio Privacy

Step 1: From within your e-portfolio click on the “Settings” link on the left hand side of the screen to
open the settings dropdown box. Click on the “Privacy” link and then select the radio button that best
represents the privacy setting that you would like. If you don’t want search engines like Yahoo and
Google to find your eportfolio select the second option and then click “Save Changes”.
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Password Protection for Individual Pages

Step 1: Click on the “Pages” link on the left hand side of the screen. Next identify a page that you would
like to password protect and click that page or the “Edit” link under the page title.

Step 2: Click the “Edit” link on the right hand side of the screen by the “Visibility: Public” line. When the
options drop down click the radio button labled “Password Protected”. Type any password you want
in the text box and click the “OK” link. You page will now be password protected. Note: If you try to
access the page when you are logged into your e-portfolio you will not be prompted for the password
because you are already logged in as the administrator. If you want to test the password protection
first logout of your e-portfolio and then re-visit it as a guest to see how the password protection
function works.
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