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Disclaimer 
The information contained in this document has been prepared by the Management of ZILO 
TECHNOLOGY LIMITED (“the Company”). This information is strictly private and confidential 
and may not be shared or forwarded to other parties without the express written agreement of 
a director of the company.  

The information has not been verified by the Company and the Company or any of their 
respective subsidiaries, representatives, partners, directors, officers, employees, advisors or 
agents (the Relevant Parties) make any representation, warranty or undertaking, express or 
implied, as to the accuracy or completeness of the contents of this document or for any other 
written or oral information transmitted or made available.  

No responsibility is accepted by the Relevant Parties to the recipient of this document or to 
anyone else for its contents. The document contains statements, estimates and projections 
provided by the Company which reflect various assumptions on anticipated results and are 
subject to significant business, economic and competitive uncertainties, and contingencies, 
many of which are beyond the control of the Company.  

No representation, warranty, undertaking, or assurance is given by any Relevant Party as to the 
accuracy, completeness, or achievability of such statements, estimates and projections. The 
contents of this document should be regarded by the recipient as being insufficient to form the 
basis of an investment decision, for which further investigation, analysis and consideration 
would be required.  

Nothing contained herein shall be relied upon as a promise or representation whether as to past 
or future performance. This document and its contents are confidential and may not be 
provided or otherwise communicated to anyone other than those persons to whom it has 
specifically and knowingly been communicated by the company and may not be considered as 
containing investment advice other than by express written agreement with the company.  

This information will not and may not be issued by the company nor otherwise made available 
to any person in the United Kingdom unless the company believes that person to be “an expert 
investor” (called “Professional Client” for purposes of the rules of the Financial Conduct 
Authority), that is a person sufficiently expert to understand the risks involved in the proposed 
transaction and/or a person having professional experience in matters relating to investments, 
as described respectively in 3.5.2 and 3.5.3 of the Financial Conduct Authority's Conduct of 
Business Sourcebook and Article 19 of the Financial Services and Markets Act 2000 (Financial 
Promotion) Order 2005.  

Copies of the relevant regulations will be made available on request. It is the responsibility of 
any persons outside the United Kingdom, the Channel Islands, and the Isle of Man to whom this 
document is provided to inform themselves of and observe all relevant legal restrictions in 
relation to this document and its contents. 

 

This document is protected by copyright laws (all rights reserved) and may be used 
solely by you in connection with permitted access and use the Aegon Asset 
Management Digital Portal to which this document relates. Use of this document and 
the Aegon Asset Management Digital Portal is subject to the “Digital Portal Terms and 
Conditions of Use” available at www.aegonam.com/client-portal-agent_distributor 
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Documents 
Documents can be uploaded using the upload facility in the Agent, Retail and 
Distribution portals. Once the document is uploaded, the document cannot be viewed 
or edited. Details about the document uploaded and the time it was uploaded can be 
viewed. 

Documents, such as tax vouchers and contract notes, that are created by the operation 
of the portal can be viewed in the reporting service. Such documents cannot be viewed 
in the document service.  
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Uploading a document 
You can upload a document. Documents must be in a supported format: PNG, JPEG or 
PDF. 

Upload: 

1. Navigate to Documents on the left-hand navigation panel. 

Information 

 

Result 

 

2. Select Upload a document. 

Information 
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Result 

 

3. Select the required information from the drop-down menus. 

Result 

The Upload now button becomes available. 

4. Select Upload now. 

Note 

Once a document has been uploaded it cannot be viewed or changed. You can 
view information about the document that was uploaded and the time that it 
was uploaded. 
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Viewing information about uploaded documents  
You can search for documents by date or account number. You can filter by document 
type. After finding a document, you can view information about that document. 

Filter documents by document type: 

1. Navigate to Documents on the left-hand navigation panel. 

Information 

 

Result 

 

2. Select Document type from the drop-down menu. 

Information 
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Result 

The Search button becomes available. 

3. Select Search. 

Result 

Documents of the type selected are displayed. 

Information 

Column name Purpose 
ACCOUNT NUMBER The account number associated with the 

document. 
DOCUMENT 
DESCRIPTION 

The user added document description. 

DOCUMENT TYPE The selected document type. 
UPLOAD FORMAT The format of the file uploaded. 
FILE NAME The name of the uploaded file. 
UPLOADED ON The date on which the document was 

uploaded. 
 

Document types (available in the drop-down menu): 

• Articles of association. 
• AML comfort letter. 
• Application form. 
• Authorised signatory list. 
• Bank statement. 
• Credit Card statement. 
• Certificate of incorporation or certificate of name change. 
• CRS self-certification. 
• Certificate of confirmation 
• Company director document. 
• Company Registration document. 
• Company registration. 
• Company VAT certificate. 
• Copy of the will. 
• Council tax bill. 
• Death certificate. 
• Decree absolute. 
• Deed poll. 
• Driving license. 
• Evidence of address. 
• Evidence of establishment. 
• Evidence of listing. 
• Evidence of registration. 
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• Evidence of regulation. 
• FATCA self-declaration. 
• FCA registration document. 
• Grant of probate. 
• Household/mortgage document. 
• ID card. 
• Identification document. 
• Letter from bank/employer. 
• Letter from representative. 
• Letter of administration. 
• List of senior managing officers. 
• Local authority document. 
• Marriage certificate. 
• Mortgage statement. 
• Other. 
• POA document. 
• Passport. 
• Photo identity. 
• Power of attorney. 
• Signed letter from authorised signatories. 
• Small estates form. 
• Source of funds declaration. 
• Source of wealth declaration. 
• Spoiled cheque. 
• Stock transfer form. 
• Supporting document. 
• Utility bill (not mobile phone). 
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Managing Notifications 
You can manage the sending of notifications for different events such as the creation of 
Reports, Statements, Contract Notes and Tax Vouchers. You can configure an email for 
the notifications to be sent to.  

Manage notifications for Valuation Reports: 

1. Navigate to Reporting on the left-hand navigation panel. 

Information 

 

Result 

 

2. Navigate to Manage Notifications. 

Information 
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Result 

 

3. Select Reports. 

Result 

 

4. Select Manage notifications. 

Result 

 

5. Enter an email address for the notification to be sent to. 
6. Select Save Details. 

Result 

In this example, on the creation of a valuation report, a notification is sent to the 
email address specified. 
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Viewing your received secure messages  
You can view your secure messages.  

View a secure message: 

1. Select Secure messaging on the left-hand navigation panel. 

Information 

 

Result 
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Column name Purpose 
DATE The date on which the message was received/read/sent with 

time.  
SUBJECT The inserted subject of the message. 
REFERENCE 
NUMBER- 

The generated reference number for the message. 

MESSAGE First contents of the message. 
ACTION Select ACTION to view details of the message and to reply. 

 

You can filter the secure messages by: 

• Received (default). 
• Read. 
• Sent. 
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Viewing the details of a secure message 
You can view the details of any secure message. 

View the details of a secure message: 

1. Select Secure messaging on the left-hand navigation panel. 

Information 

 

Result 

 

2. Navigate to the Action column and select View details.  
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Result 
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Replying to a secure message 
You can reply to a secure message. When you receive secure messages, they are 
indicated on the left-hand navigation panel. 

Reply to a secure message: 

1. Select Secure messaging on the left-hand navigation panel. 

Information 

 

Result 

 

2. Navigate to the Action column and select View Details.  

Result 
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3. Select Reply. 

Result 

 

4. Enter your message. 

Information 
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Result 

The Reply button becomes available. 

5. Select Reply. 

Result 

The secure message is sent. You can view sent messages by using the Sent filter. 
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Creating a new secure message 
You can create a new secure message. 

Create a secure message: 

1. Select Secure messaging on the left-hand navigation panel. 

Information 

 

Result 

 

2. Select Create new message. 

Information 
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Result 

 

3. Enter a subject. 
4. Enter your message. 
5. Select Send Message. 

Result 

The secure message is sent. You can view sent messages by using the Sent filter. 
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Document history 
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