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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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Distributor portal user interface guide 
The interface guide provides information about the portal`s functionality and how you 
can access services. 
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Dashboard screen 

On successful login, you are taken to the Dashboard screen. 

 

 

Settlement due for purchases  
Settlements due for purchases are detailed for that day. The number of settlements is 
expressed numerically.  

 

Settlement due for repurchases 
Settlements due for repurchases are detailed for that day. The number of settlements 
is expressed numerically.  

 

Total deals split by method 
This provides an indication of the method by which deals were performed.  
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Dashboard navigation 
Your current screen is highlighted in pink on the left-hand menu. 

 

 

You can access services from the left-hand side menu. The services that you can access 
are determined by your user type. You can view your user type by selecting the user 
icon. 
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Service Function 
Dashboard Select to view the dashboard.  
Holdings Select to view information about holdings.  

You can search for information. 
You can generate reports. 

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

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

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

KYC status Select to view information about 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. 
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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. 

 

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.  

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 user 

Super users can access all portal functions. Super users perform user 
management activities. 
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An authorised signatory only performs authorisation activities and does not 
have user access to the portal.  

If you select the icon, you can logout, reset your password and view profile 
information.  

 

 

 

 

Switch client 
If you have multi-client access, you can select the switch user button. 

 

You can select a different client from the drop-down menu. 
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Holdings   
The holdings screen provides information about holdings. 

 

Information is organised in columns: 

Column name Purpose 
ACCOUNT The Investor account number. 
PRODUCT TYPE The product type: ISA or GIA. 
FUND NAME The name of the fund. 
SHARE CLASS NAME The share class name. 
ISIN The International Securities Identification Number. 
UNITS The number of share units held. 
PRICE The price of each unit. 
VALUE The total value of the holding (number units times price 

per unit). 
SETTLED HOLDING The total number of settled holding in units. 
UNSETTLED HOLDING The total number of unsettled holdings in units. 
GROUP 1 UNITS The total number of Group 1 (bought before XD) units. 
GROUP 2 UNITS The total number of Group 2 (bought after XD) units. 

 

You can search by: 

• ISIN. 
• Share class name. 

 

You can download a report about holdings: 
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Accounts 
The Accounts screen provides information about Investor accounts. 

 

Information is organised in columns: 

Column name Purpose 
CLIENT NAME The name of the client. 
ACCOUNT NUMBER The Investor account number. 
DESIGNATION An optional account designation. 
CREATION DATE The date on which the account was 

created. 
ACTIVATION DATE The date on which the account became 

active. 
STATUS The status of the account: Active, 

Inactive, Pending, Draft, Closing. 
 

You can search by: 

• Account number. 
• Account status. 

 

You can download a report about accounts: 
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You can add an additional account: 
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Bank accounts 
The bank accounts screen provides information about bank accounts. 

 

You can use the toggle to reveal account information that is otherwise not readable: 

 

 

Information is organised in columns: 

Column name Purpose 
BANK ACCOUNT NAME The bank account name. 
ACCOUNT DESCRIPTION An account description. 
BANK OR BUILDING SOCIETY 
NAME 

The name of the institution. 

ACCOUNT NUMBER OR BS ROLL 
NUMBER 

The bank account number or building society roll 
number. 

CURRENCY The currency of the bank account. 
SORT CODE The accounts sort code. 
IBAN NUMBER The accounts IBAN number. 
SWIFT CODE/BIC The accounts SWIFT code/BIC. 
ACCOUNT TYPES The account type. 
BANK ADDRESS The bank's address. 

 

You can search by: 

• Account number 

 

You can download a report about bank accounts: 
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Trades 
The trades screen provides information about trades. 

 

Information is organised in columns: 

Column name Purpose 
DEAL DATE The date on which the deal was completed. 
SETTLEMENT DATE The date on which the trade was settled. 
ORDER REFERENCE NUMBER A generated order reference number. 
EXTERNAL DEAL REFERENCE A deal reference number generated by an external 

system. 
ACCOUNT NUMBER The Investor account connected with the deal. 
PRODUCT TYPE The type of investment product associated with the 

deal: GIA, ISA. 
SHARE CLASS NAME The share class name related to the deal. 
ISIN The International Securities Identification Number. 
DEAL TYPE The deal type: buy/sell. 
UNIT The number of units in the deal. 
DEAL AMOUNT The deal amount in pounds. 
SETTLEMENT AMOUNT The settlement amount in pounds. 
STATUS The deal status. 

 

You can search by: 

• Date. 
• Account number. 
• ISIN. 
• Order reference number. 
• Deal type. 
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You can filter by deal status: 

• All. 
• Accepted. 
• Cancelled. 
• Priced. 
• Failed. 
• Draft. 
• Settled. 

You can download a report: 

 

 

You can initiate a manual upload of a deal: 

 

 

Note 

Manual upload is not the standard method. A template is required, and you must have 
permission to perform a manual upload. 

There is a specific template to use for the manual upload process. 

 

This template must be completed in a specific way to ensure successful upload in the 
portal.  
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(Note: the template must only ever be uploaded as .csv format. No other format will 
work). 

The fields in the template that need to be completed are listed below along with an 
explanation of how these should be populated: 

• Account Number [Mandatory field] – this is the account number held with AAM UK. 
• Order Reference [Optional field] – the reference will appear as "External Deal 

Reference" on reports and contract notes. 
• Instrument ISIN [Mandatory field] – this is the ISIN. 
• Transaction Type [Mandatory field] – this can be Buy or Sell only. 
• Units [Mandatory field] – enter units for the deal here unless the amount value is 

being entered. (The units field is to be left blank if the trade is a cash trade). 
• Amount [Mandatory field] – enter amount value here unless the units are being 

entered. (The amount field is to be left blank if the trade is a cash trade). 
• Amount Currency [Mandatory field] – this is a mandatory field for cash trades only. 

The value needs to be GBP. 
• Settlement Currency [Mandatory field] - this is a mandatory field for cash trades 

only. The value needs to be GBP. 

If any fields have been populated incorrectly or the file has been uploaded as Excel 
format, the user will get an error message on the screen advising what the issue is.  

If all fields have been entered correctly in the template, then it will be successfully 
accepted in the portal. However, the trade is not yet priced at this point, only 
accepted. 
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Cash 
The cash screen provides information about cash positions. 

Information is organised in columns: 

Column name Purpose 
SETTLEMENT DATE The date on which the trade was settled. 
PAYMENT DATE The date on which the payment was made. 
PAYMENT REFERENCE 
NUMBER 

A generated unique payment reference number. 

ACCOUNT NUMBER The account number associated with the payment. 
TRANSACTION TYPE The transaction type: subscription/redemption. 
AMOUNT The amount of the payment. 
STATUS The payment status. 

 

You can search by: 

• Date. 
• Payment reference number. 
• Account number. 
• Transaction type. 

You can download a report: 
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Distributions  
The Distributions screen shows information about distributions. 

 

Information is organised in columns: 

Column name Purpose 
ACCOUNT NUMBER The account number associated with the payment 
XD DATE The ex-dividend date.  
ACCOUNTING DATE The accounting date.  
SHARE CLASS NAME The name of the share class. 
ISIN The International Securities Identification Number 
DISTRIBUTION TYPE The type of distribution.  
AMOUNT The amount of the distribution. 
PAYMENT DATE The date on which the payment was made. 
ACTION You can view details about the distribution. 

 

You can search by: 

• Date. 
• Share class name. 
• XD date. 
• Payment date. 
• Account number. 

You can download a report: 

 



 20 
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KYC status screen  
The Know Your Client (KYC) status screen shows information about Know Your Clients 
check statuses.  

Example 

You can search by: 

• Fund company name. 
• Status: pass/fail. 

You can download a report: 

 

 

  

The
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Reporting screen   

The Reporting screen shows information about reports. 

 

The reporting screen has several related screens: 

 

Your location is indicated by a pink underscore. 

Screen name Purpose 
Reports Reports are displayed and can be searched.  
Statements Statements are displayed and can be searched. You can 

generate ad hoc reports. 
Contract notes Contract notes are displayed and can be searched.  
Tax voucher Tax vouchers are displayed and can be searched. 
Manage notification You can set up report notifications. 

 

  



 23 

Reports 
The Reports screen shows information about reports. 

 

Information is organised in columns: 

Column name Purpose 
REPORT NAME The name of the report. 
SCHEDULED ON The date on which a report was scheduled to be run. 
REPORT TYPE The report type: scheduled/unscheduled. 
NEXT SCHEDULED ON The date on which the report is next scheduled to be 

run. 
LAST RUN ON The date on which the report was last run. 
ACTION Select action to download the report. 

 

You can download a report. 

An example Debtor Creditor Details Report: 
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You can search by: 

• Date. 
• Report name. 
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Statements 
You can view statements by selecting Statements. 

 

 

Information is organised in columns: 

Column name Purpose 
STATEMENT DATE The date on which the statement was created. 
STATEMENT PERIOD The period covered by the statement-date to date. 
ACCOUNT NUMBER The Investor account number for which the statement was 

created. 
DESCRIPTION The statement type. 
ACTION Select ACTION to download the statement. 

 

You can download a statement. 

An example Client Money Statement: 
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You can search by: 

• Statement date. 
• Account number. 

You can create an ad hoc client money statement by selecting Generate Ad hoc Client 
money statement. 
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Contract Notes 
You can view contract notes by selecting Contract notes. 

 

 

Information is organised in columns: 

Column name Purpose 
DATE OF TRADE The date on which the trade was made. 
ACCOUNT NUMBER The Investor account number for which the 

trade was made. 
SHARE CLASS NAME The name of the share class. 
ISIN The International Securities Identification 

Number 
TRANSACTION REFERENCE NUMBER The reference number for that transaction. 
TRANSACTION TYPE The transaction type. 
ACTION Select ACTION to download the contract 

note. 
 

You can download a contract note. 

An example buy contract note: 
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You can search by: 

• Number/date. 
• Transaction reference number. 
• Transaction type. 
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Tax voucher 
You can view tax vouchers by selecting Tax voucher.  

 

 

Information is organised in columns: 

Column name Purpose 

FUND NAME The name of the fund. 
SHARE CLASS NAME The name of the Share Class. 
ISIN The International Securities Identification Number 
DISTRIBUTION NUMBER The allocated distribution number. 
SHARE CLASS TYPE The type of share class. 
PAYMENT DATE The date on which payment was made. 
ACTION Select Action to download a tax voucher for that 

transaction. 
 

You can generate a tax voucher. 

You can search by: 

• Payment date. 
• Share class name. 
• Distribution number. 
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Manage notifications  
You can manage notifications by selecting Manage notifications. Notifications are sent 
when a report has been generated. 

You can manage notifications for reports based on the criteria you have selected: 

 

 

You can manage notifications for statements: 

 

You can manage notifications for contract notes: 

 

You can manage notifications for tax vouchers: 
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Secure messaging  
You can view information about your secure messaging by selecting Secure messaging: 

 

Information is organised in columns: 

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 view details of any message and reply to a received message. 

You can mark a message as read: 

 

You can filter messages by: 

• Received 
• Read 
• Sent 

You can download a report based on the criteria you have selected: 
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You can create a new message: 
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Documents 
You can view information about documents: 

 

Information is organised in columns: 

Column name Purpose 
ACCOUNT NUMBER The account number associated with the document. 
DOCUMENT 
DESCRIPTION 

The 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. 

 

You can search by: 

• Date. 
• Account number. 
• Document type. 

You can upload a new document: 
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User management 
The user management screen shows information about user management. You require 
sufficient privileges to view and use the functions of the user management pages. 

 

User management report: 

 

The user management screen has several associated screens: 
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Users 

 

Information is organised in columns: 

Column name Purpose 
USERNAME The name of the user. 
EMAIL ADDRESS The email address of the user. 
CREATED ON The date on which the user was created. 
CREATED BY The name of the person who created the user. 
ROLE The role allocated to the user. 
STATUS The user's status: active/inactive. 
ACTION Select ACTION to edit the users' details. 

 

You can search existing users by: 

• Date of creation. 
• Role. 
• Username. 

You can edit the details of an existing user: 

 



 36 

You can create a new user: 

 

 

Note 

If you are required to grant access, or plan to grant access in future, to a third-party 
organisation or individual, it is very important that you consider how the existing 
structure of your Aegon AM investment holdings will influence their user profiles and 
to what extent they should gain access to your records. For further information please 
see the Super User guide. 
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Password reset 
You can view password reset requests by selecting Password reset. 

You can search password reset requests by: 

• Username. 
• Role. 
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Authorised signatories 
You can view information about authorised signatories by selecting Authorised 
signatories. 

 

Information is organised in columns: 

Column name Purpose 
USERNAME The name of the signatory. 
EMAIL ADDRESS The signatories email address. 
MOBILE NUMBER The signatories mobile phone number. 
ACTION Select ACTION to edit or remove a signatory. 

 

You can edit an existing authorised signatory: 

 

You can remove an existing authorised signatory: 

 

You can create a new authorised signatory: 
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You can search existing authorised signatories by: 

• Name. 

You can download a report: 
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User history 
You can view a user's history by selecting User history. You require sufficient privileges 
to view and use the functions of the User history page. 

 

Information is organised in columns: 

Column name Purpose 
USERNAME The name of the user. 
INVITED ON The date on which the user was created. 
USER ROLE The role allocated to the user.  
EVENT TYPE The event type that is logged. 
EVENT OCCURED ON The date and time on which the event occurred.  

 

You can search user events by: 

• Date. 
• Username. 
• User role. 
• Event type. 

You can download a report: 
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