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Disclaimer 
The information contained in this document has been prepared by the Management of ZILOTM 

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 on entry to the portal and on our website, at 
www.aegonam.com/client-portal-agent_distributor 
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Account creation 
The following user types are available: 

• User 

A standard user cannot upload trades nor perform user management activities.  

• Dealer 

A dealer can upload trades. A dealer cannot perform user management 
activities.  

• Super users 

Super users can access all portal functions. Super users perform user 
management activities. 

• Authorised signatory 

An authorised signatory only performs authorisation activities and does not 
have user access to the portal. 

An initiating user is the user that performs registration. An initiating user, once 
Distributor registration has been approved, will become a user or super user.  
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User account creation methods 
Different user account types are created by different methods: 

• User 

A user is created by a super user. On creation, the proposed user will be sent an 
email. The email contains instructions on how to complete user account 
registration.  

A user account can also be created if the initiating user does not nominate 
themselves as a super user as part of the Distributors registration process.  

• Dealer 

A Dealer is created by a super user. On creation, the proposed Dealer will be 
sent an email. The email contains instructions on how to complete user account 
registration. 

• Super user 

A super user is created as part of the Distributors registration.  A nominated 
super user will be sent an email once registration has been approved. The email 
contains instructions on how to complete user account registration. 

A super user can also be created by another super user.   

• Authorised signatory 

An authorised signatory is created as part of the Distributors registration to the 
portal. A nominated authorised signatory is sent an email. The email contains 
instructions on how to complete account registration. 

An authorised signatory can also be created by a super user. 
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Selecting a verification method 
 

When you create an account, login to the distributor portal, or perform other activities 
that require verification, you have the choice of verification method: 

• Verification by text 

Verification by a text being sent to the mobile phone specified for your account, 
is the default method. If you do not select verification by email, the verification 
code will be sent by text to your mobile phone number. 

• Verification by email 

Verification by email is a temporary solution that will be replaced by an 
alternate method. If you want the verification code to be sent to your registered 
email address, you must select this option as the default is for it to be sent to 
your mobile phone.  

You will be required to select a verification method each time that you perform an 
activity that requires verification. 
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Distributor Account creation 
 

Automated account creation on migration 
The automated process for creating Distributor accounts is only available if the 
required information is provided before migration. Additionally, you should note that 
the process is time sensitive. 

For a Distributor account to be created, the following information must be provided: 

1. First name 
2. Last name 
3. Mobile number (for verification) 
4. Email address (will be their username) 
5. ZILOTM client identity 
6. Name of the registered client 

This information must be provided as a .CSV file.  

It is recommended that the details of two super users are provided. However, if only 
one super user signs up, they can manage the creation/changes of other super users 
and other users. 

On creation in ZILOTM, the super user is sent an email (to the email address provided). 
The email contains a link. The super user should select the link. They can now set their 
password. The super user can now sign-in using the normal sign-in method on the 
distributor portal. 

It should be noted that while the email link remains active for 100 days; ZILOTM can only 
re-generate this email up to 14 days after the nominated super users' details are 
migrated to ZILOTM. If the 100 days pass, you must contact ZILOTM technical support. 
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Distributor portal account creation- existing account with AEGON but not 
migrated automatically 
If a Distributor portal account is not created as part of migration- for instance, because 
appropriate details were not submitted- the Distributor client registration process can 
be completed. The client registration process is concerned with registration to use the 
portal. 

Several users are involved in the client registration process: 

• Initiating user 

The initiating user begins the process of client registration and within ZILOTM 
provides information about proposed super user(s) and the authorised 
signatory(s).  

Once the initiating user has supplied details of the proposed super user(s) and 
authorised signatory(s) their involvement in the process ends. 

The initiating user may become a proposed super user but cannot become a 
proposed authorised signatory. If the initiating user is not proposed as a super 
user, they will become a proposed user by default.  

• The authorised signatory(s).  

The authorised signatory(s) completes the client portal account registration. As 
part of this role, they must also create a user account.  

• Authoriser 

A Transfer Agency user who has sufficient user rights to approve the requests 
must authorise the creation of the client account.  

Prerequisites: 

• An email address for each proposed user. 
• A UK mobile telephone number for each proposed user. 
• The details of proposed super user(s). 
• The details of the proposed authorised signatory(s). The Authorised Signatory 

List (ASL) can be provided later but the client registration process cannot be 
successfully completed without it. 

Note 

The initiating user must not use an email address that has previously been used as part 
of account creation to the Distributor Portal. 

A super user that is already registered to the portal for a different client, cannot be the 
initiating user but they can become a super user or user. 

Register a Distributor to use the portal: 

Note 
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The initiating user begins the process of registration. 

 

1. Navigate to the Distributor Portal. 

Information 

 

2. Select New user. 

Information 

 

Result 

 

3. Select the slider. 

Information 
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Result 

You can now complete Distributor registration to use the portal. 

4. Complete the registration form. 

Note 

The initiating user must not use an email address that has previously been used 
as part of account creation to the Distributor Portal. 

Information 

Enter your own details. 

If more than one account exists under a single client registration, only one 
account number is required. Account access is at client level so a user will see 
information related to all accounts held by the client. 

Carefully read the terms and conditions of using the portal. 

Result 

The Continue button becomes available. 

5. Select Continue. 

Result 

 

Note 

This account enables you to start registration to use the portal. 

6. Navigate to your email account and find the email. 

Example 
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7. Select the link in the email. 

Result 

 

 

8. Enter your username. 
9. Enter your password. 

Note 

Carefully read the terms and conditions of using the portal. 

10. Select Continue. 

Result 
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Information 

You can choose to receive a verification code by text to your registered mobile 
phone number, or by email to your registered email account. 

By default, the code will be sent to your registered mobile phone number. 

11. Select Send to my email. 

Information 

Selecting Send to my email means that the code will be sent to your registered 
email address. 

Example 

 

12. Select Confirm. 

Information 

Selecting confirm means that the code will be sent to your registered email 
address. 

Result 

 

Example 
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13. Enter the code. 

Result 

The Continue button becomes available. 

 

Note 

A one-time-passcode (OTP) will be sent by SMS from ZILOTM. Enter the 
numerical OTP into the prompt screen. The OTP will expire after 5 minutes. If an 
OTP expires you must request a new one. 

14. Select Continue. 

Result 

 

 

Complete the details required in the form. 



 14 

15. Enter the details of the authorised signatory(s) and super user(s). 

Information 

The user is prompted to input the details of authorised signatory(s) and super 
user(s). 

If the Distributor account is authorised, emails will be sent with instructions on 
how to create a user account. An email will be sent to the authorised signatory(s) 
with instructions. An email will be sent to the initiating user with instructions on 
how to create a super user or user account.  

Note 

The authorised signatory(s) cannot be the same as the initiating user, a super 
user, or user. 

An email will be sent to the proposed super users once registration is 
authorised. At least two super users should be nominated (a single super user 
can be created but this is not recommended) and complete registration. One 
super user can be the same person who initiated account creation. However, 
neither super user can be the same as the authorised signatory(s). 

Once the client account is authorised, the super user(s) can access their account 
to complete registration for a super user account. They are prompted to take 
the next steps with an email. Full portal functionality is only available after 
registration is completed. 

16. Select Save and Continue. 

Result 

 

17. Upload the Authorised Signatory List (ASL). 

Information 

The file must be in an approved format: JPEG, PNG, or PDF. 
Result 
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The Upload Now button will become available. 

18.  Select Upload Now. 

Result 

 

The document list is updated.  

 

Note 

The ASL is sent to the Transfer Agent (TA) for approval. The ASL must be 
authorised by the Transfer Agent (Aegon UK). 

19. Select Save and Continue. 

Result 

 

An email is sent to the Authorised signatory(s). 
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Note 

The initiating user is no longer involved in the setup process. The remaining 
steps are completed by the Authorised signatory(s). 

Access to portal functions is limited. You can use the secure message facility and 
document upload function to communicate with AAM.  

20. Select the link in the email. 

Information 

The authorised signatory(s) must review and approve the application. If the 
authorised signatory(s) does not approve the application, registration cannot 
proceed. A portal account will not be created, and the full functions of the portal 
cannot be used. 

Once registration is authorised, the proposed super user(s) must complete 
registration for their super user account. The proposed super user(s) is sent an 
email with further instructions. 

Result 

 

Information 

You can choose to receive a verification code by text to your registered mobile 
phone number, or by email to your registered email account. 

By default, the code will be sent to your registered mobile phone number. 

21. Select Send to my email. 

Information 

Selecting Send to my email means that the code will be sent to your registered 
email address. 
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Example 

 

22. Select Confirm. 

Information 

Selecting confirm means that the code will be sent to your registered email 
address. 

Result 

 

Example 

 

A one-time-passcode (OTP) will be sent by email from ZILOTM. Enter the 
numerical OTP into the prompt screen. The OTP will expire after 5 minutes. If an 
OTP expires you must request a new one. 

23. Enter the OTP. 

Result 

The Continue button becomes available. 

24. Select Continue. 

Result 
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25. Enter your new password. 

Information 

This password must meet the minimum requirements: 

Requirement type Requirement 
Length 8-16 characters 
Character type Alphanumeric- both letters and numbers 
Case Lower and upper cases 

 

26. Re-enter the same password.  

Note 

You should carefully review the terms and conditions of use. To gain access you 
must agree to the terms and conditions of use. 

27. Select Change password. 

Result 

 

28. Enter your Email address.  

Example 

 

29. Enter your Password. 
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Information 

 

Note 

You should carefully review the terms and conditions of use. 

30. Select to agree to the terms of use. 

Information 

 

Result 
On agreeing to the terms and conditions, the Continue button is available. 

 

31. Select Continue. 

Note 

By selecting Continue, you are agreeing to the terms and conditions of use. 

Result 

 

Information 

You can choose to receive a verification code by text to your registered mobile 
phone number, or by email to your registered email account. 

By default, the code will be sent to your registered mobile phone number. 

32. Select Send to my email. 

Information 

Selecting Send to my email means that the code will be sent to your registered 
email address. 
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Example 

 

33. Select Confirm. 

Information 

Selecting confirm means that the code will be sent to your registered email 
address. 

Result 

 

Example 

 

A one-time-passcode (OTP) will be sent by email from ZILOTM. Enter the 
numerical OTP into the prompt screen. The OTP will expire after 5 minutes. If an 
OTP expires you must request a new one. 

34. Enter the OTP. 

Result 

The Continue button becomes available. 

35. Select Continue. 

Result 

The Authorised Signatory User will then be able to view a summary of the access 
request. 
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36. Select View Form. 

Result 
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Note 

The Authorised signatory(s) should carefully review the form. 

37. Select the back arrow to return to the authorisation screen. 

Information 
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< 

Result 

 

The Authorise and Reject buttons are available. 

38. Select Authorise. 

Note 

If Reject is selected the set-up process will fail. 

Result 

On authorisation, the approval request will no longer be visible. However, 
selecting View Historical with the slider will enable you to view the request.  

 

The initiating user is sent an email and a secure message. The initiating user has 
the user rights given during the registration process (if they are not also to be a 
super user, they will be granted only user rights). 

Example 

 

 

Super user(s) will also receive an email: 
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A super user must select the link in the email (the email address was given by the 
initiating user earlier in the process).  

Super user(s) will be required to select a password and an OTP will be sent 
enabling them to access the portal as a super user. Access will be restricted until 
the TA authorises the creation of the client account. 
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Signing into the Distributor Portal-mobile phone verification 

You must sign-in to the Distributor Portal. The method of signing in is the same for all 

user types: super user, dealer, user, or authorised signatory. 

Prerequisites  

• An account must have been created. 

Log-in to the Distributor Portal: 

1. Navigate to the Distributor Portal. 

Result 

 

2. Select Existing User. 

Information 

 

Result 

 

3. Enter your Email address.  
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Information 

 

4. Enter your Password. 

Information 

 

5. Select to agree to the terms of use. 

Information 

 

Result 
On agreeing to the terms and conditions, the Continue button becomes 
available. 

 

6. Select Continue. 

Result 

 

Information 

You can choose to receive a verification code by text to your registered mobile 
phone number, or by email to your registered email account. 

By default, the code will be sent to your registered mobile phone number. 

7. Select Confirm.  

Information 
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Selecting confirm means that the code will be sent to the default option, your 
registered mobile phone number. 

Result 

 

Example 

 

8. Enter the Phone verification code.  

Note 

The code is time sensitive. You have 5 minutes to enter the code. 

Example 

 

Information 

On entering the code, the Continue button becomes available. 

9. Select Continue. 

Result 

On successful login, you are taken to the Distributor Portal Dashboard. 
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The dashboard is a graphical representation of the progress of settlement of purchases 
(subscriptions) and repurchases (redemptions) for that day.  

The dashboard displays real-time information and enables you to access portal services 
using the navigation panel on the left-hand side of the screen. The services available to 
you depends on your user type. 

Service Function 
Dashboard Select to view the dashboard.  
Holdings Select to view information about your holdings.  

You can search for information. 
You can generate reports. 

Accounts Select to view information about your accounts.  
You can search for information.  
You can add additional accounts. 
You can generate reports.  

Bank Accounts Select to view information about your bank accounts. 
You can search for information. 
You can generate reports. 

Trades Select to view information about your trades. 
You can search for information. 
You can generate reports. 
You can filter trades by their status: Accepted, Cancelled, Priced, 
Failed, Draft and Settled.  

Cash Select to view information about your cash. 
You can search for information. 
You can generate reports. 
You can filter based on transaction type: Subscription, or 
Redemption. 

Distributions Select to view information about your distributions. 
You can search for information. 
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You can generate reports. 
You can filter based on type: Payout or Reinvest. 

KYC status Select to view information about your client's KYC status. 
You can search for information. 
You can generate reports. 
You can filter based on Status: Pass or Fail. 

Reporting Select to view information about Reporting.  
You can search for information. 
You can see different report types: 
Reports- 
You can search for reports. 
Statements-  
You can search for statements. 
You can filter statements. 
You can generate an ad hoc client money statement. 
Contract Notes- 
You can search for contract notes. 
You can filter contract notes based on transaction type. 
You can download contract notes. 
Tax Voucher- 
You can search for tax vouchers. 
You can filter tax vouchers. 
Manage Notifications- 
You can configure the type of notifications and the address for 
the notification to be sent. 

Secure 
Messaging 

Select to view information about your secure messages. 
You can view messages: Received, Read, and Sent. 
You can create a new message.  

Documents Select to view information about documents. 
You can search by date, account number or document type. 

User 
Management 

Select to view information about user management. 
You can search by creation date, role, or username. 
You can download reports. 
You can create new users. 
You can view password reset requests. 
You can search requests by username or role. 
You can view authorised signatories.  
You can search by name. 
You can create new authorised signatories. 

User history Select to view information about user history. 
You can search by date, username, user role, or event type. 
You can download reports. 
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Additionally, you can select: 

• How to use portal 

A guide on using the distributor portal. 

• Your user icon  

Your name and user type are displayed. If you select the icon, you can logout, 
reset your password and view profile information. 
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Signing into the Distributor Portal-email verification 

You must sign-in to the Distributor Portal. The method of signing in is the same for all 

user types: super user, dealer, user, or authorised signatory. 

Prerequisites  

• An account must have been created. 
• You must have verified your email address. 

Log-in to the Distributor Portal: 

1. Navigate to the Distributor Portal. 

Result 

 

2. Select Existing User. 

Information 

 

Result 

 

3. Enter your Email address.  

Information 
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4. Enter your Password. 

Information 

 

5. Select to agree to the terms of use. 

Information 

 

Result 
On agreeing to the terms and conditions, the Continue button becomes 
available. 

 

6. Select Continue. 

Result 

 

Information 

You can choose to receive a verification code by text to your registered mobile 
phone number, or by email to your registered email account. 

By default, the code will be sent to your registered mobile phone number. 

7. Select Send to my email. 

Information 

Selecting Send to my email means that the code will be sent to your registered 
email address. 

Example 
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8. Select Confirm. 

Information 

Selecting confirm means that the code will be sent to your registered email 
address. 

Result 

 

Example 

 

9. Enter the email verification code.  

Note 

The code is time sensitive. You have 5 minutes to enter the code. 

Example 

 

Information 
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On entering the code, the Continue button becomes available. 

10. Select Continue. 

Result 

On successful login, you are taken to the Distributor Portal Dashboard. 
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Super user account created-first sign in phone verification 
If you are nominated as a super user (administrator), your super user account can be 
created as part of registration to use the portal. 

You will receive an email informing you that your account has been created and that 
you can sign in. 

Prerequisites 

• You were nominated as a super user during the registration to use the portal by 
the initiating user. 

Sign in: 

1. Select the link in the email. 

Note 

If you have not previously created an account in the distributor portal, select the 
first link. 

 

Information 

 

Result 

 

Information 

You can choose to receive a verification code by text to your registered mobile 
phone number, or by email to your registered email account. 

By default, the code will be sent to your registered mobile phone number. 

2. Select Confirm.  
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Information 

Selecting confirm means that the code will be sent to the default option, your 
registered mobile phone number. 

Result 

 

Example 

 

3. Enter the Phone verification code.  

Note 

The code is time sensitive. You have 5 minutes to enter the code. 

Example 

 

Information 

On entering the code, the Continue button becomes available. 

4. Select Continue. 

Result 

 

5. Enter your new password. 

Information 

This password must meet the minimum requirements: 
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Requirement type Requirement 
Length 8-16 characters 
Character type Alphanumeric- both letters and 

numbers 
Case Lower and upper cases 

6. Re-enter the same password.  

Note 

You should carefully review the terms and conditions of use. To gain access you 
must agree to the terms and conditions of use. 

Result 

The Continue button becomes available. 

7. Select Continue. 

Result 

 

8. Select Sign In Now. 

Information 

You can now sign-in to your account following the sign-in process. 
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Super user account created-first sign in email verification 
If you were the initiating user in the Distributor registration, and you nominated 
yourself as a super user (administrator), your super user account will be created as part 
of registration to use the portal. 

Once Distributor account creation is approved, you will receive an email informing you 
that your account has been created and that you can sign in. 

Prerequisites 

• You were nominated as a super user during the registration to use the 
Distributor portal and you were the initiating user. 

Sign in: 

1. Select the link in the email. 

Note 

Since you have previously created an account in the distributor portal, select the 
second link. 

 

Information 

 

Result 

 

2. Enter your Email address.  

Information 
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3. Enter your Password. 

Information 

 

4. Select to agree to the terms of use. 

Information 

 

Result 
On agreeing to the terms and conditions, the Continue button becomes 
available. 

 

5. Select Continue. 

Result 

 

Information 

You can choose to receive a verification code by text to your registered mobile 
phone number, or by email to your registered email account. 

By default, the code will be sent to your registered mobile phone number. 

6. Select Send to my email. 

Information 

Selecting Send to my email means that the code will be sent to your registered 
email address. 

Example 
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7. Select Confirm. 

Information 

Selecting confirm means that the code will be sent to your registered email 
address. 

Result 

 

Example 

 

8. Enter the email verification code.  

Note 

The code is time sensitive. You have 5 minutes to enter the code. 

Example 

 

Information 
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On entering the code, the Continue button becomes available. 

9. Select Continue. 

Result 

On successful login, you are taken to the Distributor Portal Dashboard. 
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User account created-first sign in email verification 
If you were the initiating user in the Distributor registration, and you nominated 
yourself as a user, your user account will be created as part of registration to use the 
portal. 

Once Distributor account creation is approved, you will receive an email informing you 
that your account has been created and that you can sign in. 

Prerequisites 

• You were the initiating user and nominated yourself as a user during the 
registration to use the portal. 

Sign in: 

1. Select the link in the email. 

Note 

Since you have previously created an account in the distributor portal, select the 
second link. 

 

Information 

 

Result 

 

2. Enter your Email address.  

Information 
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3. Enter your Password. 

Information 

 

4. Select to agree to the terms of use. 

Information 

 

Result 
On agreeing to the terms and conditions, the Continue button becomes 
available. 

 

5. Select Continue. 

Result 

 

Information 

You can choose to receive a verification code by text to your registered mobile 
phone number, or by email to your registered email account. 

By default, the code will be sent to your registered mobile phone number. 

Select Send to my email. 

Information 

Selecting Send to my email means that the code will be sent to your registered 
email address. 



 44 

Example 

 

6. Select Confirm. 

Information 

Selecting confirm means that the code will be sent to your registered email 
address. 

Result 

 

Example 

 

7. Enter the email verification code.  

Note 

The code is time sensitive. You have 5 minutes to enter the code. 

Example 

 

Information 



 45 

On entering the code, the Continue button becomes available. 

8. Select Continue. 

Result 

On successful login, you are taken to the Distributor Portal Dashboard. 
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Authorised signatory account created-first time sign in email verification 
If you are nominated as an authorised signatory, you will receive an email. 

As an authorised signatory(s) you must review and approve the application. If you do 
not approve the application, registration cannot proceed. A portal account will not be 
created, and the full functions of the portal cannot be used. 

Sign in: 

1. Select the link in the email. 

Information 

 

Result 

 

Information 

You can choose to receive a verification code by text to your registered mobile 
phone number, or by email to your registered email account. 

By default, the code will be sent to your registered mobile phone number. 

2. Select Send to my email. 

Information 

Selecting Send to my email means that the code will be sent to your registered 
email address. 

Example 
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3. Select Confirm. 

Information 

Selecting confirm means that the code will be sent to your registered email 
address. 

Result 

 

Example 

 

4. Enter the email verification code.  

Note 

The code is time sensitive. You have 5 minutes to enter the code. 

Example 

 

Information 

On entering the code, the Continue button becomes available. 

5. Select Continue. 

Result 
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6. Enter your new password. 

Information 

This password must meet the minimum requirements: 

Requirement type Requirement 
Length 8-16 characters 
Character type Alphanumeric- both letters and numbers 
Case Lower and upper cases 

7. Re-enter the same password.  

Note 

You should carefully review the terms and conditions of use. To gain access you 
must agree to the terms and conditions of use. 

8. Agree to the terms and conditions of use. 

Information 

 

Result 
On agreeing to the terms and conditions, the Continue button is available. 

 

9. Select Continue. 

Result 
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10. Enter your Email address.  

Example 

 

11. Enter your Password. 

Information 

 

Note 

You should carefully review the terms and conditions of use. 

12. Select to agree to the terms of use. 

Information 

 

Result 
On agreeing to the terms and conditions, the Continue button is available. 

 

13. Select Continue. 

Note 

By selecting Continue, you are agreeing to the terms and conditions of use. 

Result 

 

Information 
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You can choose to receive a verification code by text to your registered mobile 
phone number, or by email to your registered email account. 

By default, the code will be sent to your registered mobile phone number. 

14. Select Send to my email. 

Information 

Selecting Send to my email means that the code will be sent to your registered 
email address. 

Example 

 

15. Select Confirm. 

Information 

Selecting confirm means that the code will be sent to your registered email 
address. 

Result 

 

Example 

 

16. Enter the email verification code.  
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Note 

The code is time sensitive. You have 5 minutes to enter the code. 

Example 

 

Information 

On entering the code, the Continue button becomes available. 

17. Select Continue. 

Result 

 

 
You will be able to view a summary of the access request. 

18. Select View Form. 

Result 
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Note 

You should carefully review the form. 

19. Select the back arrow to return to the authorisation screen. 

Information 

< 

Result 



 54 

 

The Authorise and Reject buttons are available. 

20. Select Authorise. 

Note 

If Reject is selected the set-up process will fail. 

Result 

On authorisation, the approval request will no longer be visible. However, 
selecting View Historical with the slider will enable you to view the request.  
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Multi-user 

Multi-user signing into the Distributor Portal-mobile phone verification 
You must sign-in to the Distributor Portal. The method of signing in is the same for all 

user types: super user, dealer, user, or authorised signatory. 

In this example, the user has multiple user accounts with different clients. 

Prerequisites  

• An account must have been created. 
• You must have verified your mobile phone number. 

Log-in to the Distributor Portal: 

1. Navigate to the Distributor Portal. 

Result 

 

2. Select Existing User. 

Information 

 

Result 

 

3. Enter your Email address.  
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Information 

 

4. Enter your Password. 

Information 

 

5. Select to agree to the terms of use. 

Information 

 

Result 
On agreeing to the terms and conditions, the Continue button becomes 
available. 

 

6. Select Continue. 

Result 

 

Information 

You can choose to receive a verification code by text to your registered mobile 
phone number, or by email to your registered email account. 

By default, the code will be sent to your registered mobile phone number. 

7. Select Confirm.  

Information 
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Selecting confirm means that the code will be sent to the default option, your 
registered mobile phone number. 

Result 

 

Example 

 

8. Enter the Phone verification code.  

Note 

The code is time sensitive. You have 5 minutes to enter the code. 

Example 

 

Information 

On entering the code, the Continue button becomes available. 

9. Select Continue. 

Result 
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10. Select a client from the drop-down menu. 

Information 

 

Result 

 

The Continue button becomes available. 

11. Select Continue. 

On successful login, you are taken to the Distributor Portal Dashboard for the 
client selected. 

 

Note: you can switch back to the client drop down menu by pressing Switch Client. 
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Multi-user signing into the Distributor Portal-email verification 

You must sign-in to the Distributor Portal. The method of signing in is the same for all 

user types: super user, dealer, user, or authorised signatory. 

In this example, the user has multiple user accounts with different clients. 

Prerequisites  

• An account must have been created. 
• You must have verified your email address. 

Log-in to the Distributor Portal: 

1. Navigate to the Distributor Portal. 

Result 

 

2. Select Existing User. 

Information 

 

Result 
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3. Enter your Email address.  

Information 

 

4. Enter your Password. 

Information 

 

5. Select to agree to the terms of use. 

Information 

 

Result 
On agreeing to the terms and conditions, the Continue button becomes 
available. 

 

6. Select Continue. 

Result 

 

Information 

You can choose to receive a verification code by text to your registered mobile 
phone number, or by email to your registered email account. 

By default, the code will be sent to your registered mobile phone number. 

7. Select Send to my email. 

Information 
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Selecting Send to my email means that the code will be sent to your registered 
email address. 

Example 

 

8. Select Confirm. 

Information 

Selecting confirm means that the code will be sent to your registered email 
address. 

Result 

 

Example 

 

9. Enter the email verification code.  

Note 

The code is time sensitive. You have 5 minutes to enter the code. 

Example 
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Information 

On entering the code, the Continue button becomes available. 

10. Select Continue. 

Result 

 

12. Select a client from the drop-down menu. 

Information 

 

Result 

 

The Continue button becomes available. 

13. Select Continue. 

Result 

On successful login, you are taken to the Distributor Portal Dashboard of the 
client selected. 
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Note: you can switch back to the client drop down menu by selecting Switch Client. 
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User switching between clients 
When you are logged into one client, you can switch to another client from within the 
Distributor portal. 

Prerequisites 

• You have been given access to more than a single client user account. 
• You have logged into one of the clients. 

Switch: 

1. Select Switch Client. 

Information 

 

 

Result 

 

2. Select a different client from the drop-down menu. 

Result 
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Account management 
 

Signing into the Distributor Portal-email verification code expires 

You must sign-in to the Distributor Portal. The method of signing in is the same for all 

user types: super user, dealer, user, or authorised signatory. 

Prerequisites  

• An account must have been created. 
• You must have verified your email address. 

Log-in to the Distributor Portal: 

1. Navigate to the Distributor Portal. 

Result 

 

2. Select Existing User. 

Information 

 

Result 

 

3. Enter your Email address.  

Information 
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4. Enter your Password. 

Information 

 

5. Select to agree to the terms of use. 

Information 

 

Result 
On agreeing to the terms and conditions, the Continue button becomes 
available. 

 

6. Select Continue. 

Result 

 

Information 

You can choose to receive a verification code by text to your registered mobile 
phone number, or by email to your registered email account. 

By default, the code will be sent to your registered mobile phone number. 

7. Select Send to my email. 

Information 

Selecting Send to my email means that the code will be sent to your registered 
email address. 

Example 
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8. Select Confirm. 

Information 

Selecting confirm means that the code will be sent to your registered email 
address. 

Result 

 

Example 

 

9. Enter the email verification code.  

Note 

The code is time sensitive. You have 5 minutes to enter the code. 

Example 
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Information 

On entering the code, the Continue button becomes available. 

10. Select Continue. 

Result 

 

The verification code has expired.  

11. Select Resend code. 

Information 

A code is sent to the Email address that you registered with. 

12. Enter Email verification code.  

Note 

The code is time sensitive. You have 5 minutes to enter the code. 

Information 

The Continue button become available. 

13. Select Continue. 

Result 

On successful login, you are taken to the Distributor Portal Dashboard. 
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Resetting your password 
You can reset your password at any time from within the portal. Select your profile icon 
on the bottom left corner of the portal. The profile icon can be selected from any 
screen within the portal.  

This example shows a super user. All user types can reset their password in the same 
way. 

Prerequisites: 

• You are logged into the Distributor Portal. 

Reset password: 

1. Navigate to your profile icon. 

Example 

 

2. Select the profile icon. 

Result 

A new pane is opened offering 3 options: My profile, Reset password or Logout. 

3. Select Reset password. 

Result 

A new pane appears. 

 

4. Enter your New password. 

Information 

This password must meet the minimum requirements: 

 Requirement type Requirement 
Length 8-16 characters. 
Character type Alphanumeric- both letters and numbers. 
Case Lower and upper cases.  
Uniqueness Must not be the same as the previous 6. 
Validity period Must be changed every 90 days. 
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5. Re-enter your New password. 

Result 

The Reset password button becomes available.  

6. Select Reset password. 

Result 

You are automatically logged out. You can sign in using your new password. 

 

7. Enter your Email address.  

Information 

 

8. Enter your Password. 

Information 

 

9. Select to agree to the terms of use. 

Information 

 

Result 
On agreeing to the terms and conditions, the Continue button becomes 
available. 
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10. Select Continue. 

Result 

 

Information 

You can choose to receive a verification code by text to your registered mobile 
phone number, or by email to your registered email account. 

By default, the code will be sent to your registered mobile phone number. 

11. Select Send to my email. 

Information 

Selecting Send to my email means that the code will be sent to your registered 
email address. 

Example 

 

12. Select Confirm. 

Information 

Selecting confirm means that the code will be sent to your registered email 
address. 

Result 
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Example 

 

A one-time-passcode (OTP) will be from ZILOTM. Enter the numerical OTP into 
the prompt screen. The OTP will expire after 5 minutes. If an OTP expires you 
must request a new one. 

13. Enter the verification code.  

Note 

The code is time sensitive. 

Information 

On entering the code, the Continue button becomes available. 

14. Select Continue. 

Result 
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Resetting your password multiple client user accounts sign into the same 
account 
You can reset your password at any time from within the portal. Select your profile icon 
on the bottom left corner of the portal. The profile icon can be selected from any 
screen within the portal.  

This example shows a super user. All user types can reset their password in the same 
way. The super user has Distributor Portal user accounts with multiple clients. 

Prerequisites: 

• You are logged into the Distributor Portal. 

Reset password: 

1. Navigate to your profile icon. 

Example 

 

2. Select the profile icon. 

Result 

A new pane is opened offering 3 options: My profile, Reset password or Logout. 

3. Select Reset password. 

Result 

A new pane appears. 

 

4. Enter your New password. 

Information 

This password must meet the minimum requirements: 

 Requirement type Requirement 
Length 8-16 characters. 
Character type Alphanumeric- both letters and numbers. 
Case Lower and upper cases.  
Uniqueness Must not be the same as the previous 6. 
Validity period Must be changed every 90 days. 
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5. Re-enter your New password. 

Result 

The Reset password button becomes available.  

6. Select Reset password. 

Result 

You are automatically logged out. You can sign in using your new password. 

 

7. Enter your Email address.  

Information 

 

8. Enter your Password. 

Information 

 

9. Select to agree to the terms of use. 

Information 

 

Result 
On agreeing to the terms and conditions, the Continue button becomes 
available. 
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10. Select Continue. 

Result 

 

Information 

You can choose to receive a verification code by text to your registered mobile 
phone number, or by email to your registered email account. 

By default, the code will be sent to your registered mobile phone number. 

11. Select Send to my email. 

Information 

Selecting Send to my email means that the code will be sent to your registered 
email address. 

Example 

 

12. Select Confirm. 

Information 

Selecting confirm means that the code will be sent to your registered email 
address. 

Result 
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Example 

 

A one-time-passcode (OTP) will be from ZILOTM. Enter the numerical OTP into 
the prompt screen. The OTP will expire after 5 minutes. If an OTP expires you 
must request a new one. 

13. Enter the verification code.  

Note 

The code is time sensitive. 

Information 

On entering the code, the Continue button becomes available. 

14. Select Continue. 

Result 

 

 

15. Select the required client from the drop-down menu. 

Information 
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Result 

The Continue button becomes available. 

 

16. Select Continue. 

Information 

The super user selects the same client portal in which they reset their password. 

Result 
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Resetting your password multiple client user accounts- signing into a 
different client portal 
You can reset your password at any time from within the portal. Select your profile icon 
on the bottom left corner of the portal. The profile icon can be selected from any 
screen within the portal.  

This example shows a super user. All user types can reset their password in the same 
way. The super user has Distributor Portal user accounts with multiple clients. 

Prerequisites: 

• You are logged into the Distributor Portal. 

Reset password: 

1. Navigate to your profile icon. 

Example 

 

2. Select the profile icon. 

Result 

A new pane is opened offering 3 options: My profile, Reset password or Logout. 

3. Select Reset password. 

Result 

A new pane appears. 

 

4. Enter your New password. 

Information 

This password must meet the minimum requirements: 

 Requirement type Requirement 
Length 8-16 characters. 
Character type Alphanumeric- both letters and numbers. 
Case Lower and upper cases.  
Uniqueness Must not be the same as the previous 6. 
Validity period Must be changed every 90 days. 
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5. Re-enter your New password. 

Result 

The Reset password button becomes available.  

6. Select Reset password. 

Result 

You are automatically logged out. 

 

7. Open a different Client Distributor portal. 

Information 

 

8. Enter your Email address.  

Information 

 

9. Enter your Password. 

Information 

 

9. Select to agree to the terms of use. 
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Information 

 

Result 
On agreeing to the terms and conditions, the Continue button becomes 
available. 

 

10. Select Continue. 

Result 

 

An error message is displayed. If you change your password in one client portal, 
the passwords in other client portals are unchanged.  

To sign into this portal, you must use the appropriate password.   
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Resetting your password-forgotten password 
If you forget your password, you can request that your password is reset from the login 
page.  

A request to reset your password requires authorisation. 

Reset password: 

1. Navigate to the Distributor Portal. 

Result 

 

2. Select Existing User. 

Information 

 

Result 

 

3. Select Forgot password? 

Information 

 

Result 
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4. Enter your email address. 

Information 

This is your username and the email address you used when you registered. 

5. Select Request to reset password. 

Result 

An email is sent to your email account with instructions on how to reset your 
password. 

Password reset requests, in the case of forgotten passwords, require 
authorisation. 

Example 

 

6. Select the link. 

Result 

 

7. Enter New password. 
8. Re-enter new password. 

Result 

The Change Password button becomes available. 

9. Select Change Password. 

Result 
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Information 

You can choose to receive a verification code by text to your registered mobile 
phone number, or by email to your registered email account. 

By default, the code will be sent to your registered mobile phone number. 

10. Select Send to my email. 

Information 

Selecting Send to my email means that the code will be sent to your registered 
email address. 

Example 

 

11. Select Confirm. 

Information 

Selecting confirm means that the code will be sent to your registered email 
address. 

Result 
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Example 

 

A one-time-passcode (OTP) will be from ZILOTM. Enter the numerical OTP into 
the prompt screen. The OTP will expire after 5 minutes. If an OTP expires you 
must request a new one. 

12. Enter the verification code.  

Note 

The code is time sensitive. 

Information 

On entering the code, the Continue button becomes available. 

13. Select Continue. 

Result 

 

14. Enter your Email address.  

Information 

 

15. Enter your Password. 

Information 

 

16. Select to agree to the terms of use. 

Information 
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Result 
On agreeing to the terms and conditions, the Continue button becomes 
available. 

 

17. Select Continue. 

Result 

 

18. Select Send to my Email. 

Information 

Selecting Send to my email means that the code will be sent to your registered 
email address. 

Example 

 

19. Select Confirm. 

Information 
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Selecting confirm means that the code will be sent to your registered email 
address. 

Result 

 

Example 

 

A one-time-passcode (OTP) will be from ZILOTM. Enter the numerical OTP into 
the prompt screen. The OTP will expire after 5 minutes. If an OTP expires you 
must request a new one. 

20. Enter the verification code.  

Note 

The code is time sensitive. 

Information 

On entering the code, the Continue button becomes available. 

21. Select Continue. 

Result 

 

22. Select the required client from the drop-down menu. 

Information 
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Result 

The Continue button becomes available. 

 

23. Select Continue. 

Information 

Result 
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Viewing the terms and conditions of using the portal before logging in 
You can view the terms and conditions of using the portal at any time from the 
Distributor portal landing page. 

View: 

1. Navigate to the Distributor Portal. 

Result 

 

2. Select Terms & Conditions. 

Information 

 

Result 

You are taken to the terms and conditions for using the portal. 
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Viewing the terms and conditions of using the portal while logging in 
You can view the terms and conditions while logging in to the Distributor portal. 

View: 

1. Navigate to the Distributor Portal. 

Result 

 

2. Select Existing User. 

Information 

 

Result 

 

3. Select Terms and Conditions. 

Information 

 

Result 

You are taken to the terms and conditions of using the portal. 
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Logging out of your account 
When you are logged into the Distributor portal you can log out of your account. After 
a period of inactivity, you will be automatically logged out- logging out when you 
leave your computer is good security practice.  

Log out: 

1. Navigate to your profile icon. 

Information 

 

2. Select the profile icon. 

Result 

A new pane is opened offering 3 options: My profile, Reset password or Logout. 

3. Select Logout. 

Result 

You are logged out from your account. 
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Viewing your profile 
Your profile provides information about your account including your account type. 

View: 

1. Navigate to your profile icon. 

Information 

 

2. Select the profile icon. 

Result 

A new pane is opened offering 3 options: My profile, Reset password or Logout. 

3. Select My profile. 

Result 

Your profile information is displayed. 

 

 

  



 93 

Document history 
Document history is recorded in reverse chronological order. 

Creator Date Approver  Date Notes 
RG 29/05/23   First version published 
RG 24/06/23   Amended to reflect the 

introduction of 
verification by email. 
Amended to reflect the 
introduction of multi-
user access. 

     
 


