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The Adviser Portal:

Delegating access to staff
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Summary

The Adviser Portal has many functions that can
help bring your business greater efficiencies.

In this pack, we will look at the delegation
feature. Delegation allows your staff to register
to the portal using their own details, login as
themselves, then impersonate the profile of
whoever has delegated them access. This
allows the delegated user to view quotes,
unsubmitted applications, clients, policy
details, renewal information etc..

Over the next few slides, this pack will show
you how simple it is set up, to have your staff
ready to go in no time.
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Logging in 7@ ZURICH

As an adviser, to delegate access, you @ ZURICH OnePath
first must login to the portal. -

Log in to the Adviser Portal

TO do SO, here’s a |ink -to the |Og|n page © Enter your credentials below

- zurichau.my.site.com/s/login/.

Simply login using your existing T
details, or alternatively, if you’re a new —
user, register using the register button e

highlighted.

Having problems?
t. 1800 500 655

The registration process is swift,
allowing you to be in the portal within
minutes.

Legal | Zurich Privacy | Security | Terms and Conditions | Self Service Terms of Use & Copyright 2023 ZFSAL
Zurich Financial Services Australia Limited - 118 Mount Street North Sydney NSW 2060 Australia ABN 11 008 423 372
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https://zurichau.my.site.com/s/login/

Dashboard

Once you've logged in, you will land on
the home dashboard, where you will
get a snapshot of what’s occurring with
your book of clients.

Setting up delegation can be achieved
via the preferences option, which, as
shown the image, can be found by
selecting the users name in the top
right of the screen.

Selecting this option will give you the
option of updating your contact
details, changing your password,
setting up notifications, as well as
managing delegations.

A
Quotes €@  Applications My clients Renewals Claims  Service Requests  Tools & Resources €

[2 New Policy Quoteso 4

Filter Notifications

Reference number Life insured Date of birth  Date last updated Status

Q002869043 Andrew Prior 6111387 23112023 Unsubmitted application
Q002869042 Andrew Prior 6111387 23112023 Unsubmitted application
® Applicati

[2} Applications

Linda Fernandez 2311172023

s
o Submitted

Tonya Pena 251012023 o Submitted
UIPTHILLUSTR 1999A111FF33380 04/07/2023 o In Progress
UIPTHILLUSTR 1998A111FF33379 04/07/2023 o In Progress
JA
UIPTHILLUSTR 1999A111FF33378 04/07r2023 o In Progress No notifications to display

Configure your preferences to be
notified when impertant events
happen

View more applications >

B claims

2023295622 77528456  |0'0iand Permanent Ralph Boyd Carter Notified
Disability
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Preferences

Upon selecting the preferences option,

you will note tabs to update details,
change password & set up
notifications on new business,
renewals, weekly summary email &
more.

It's important to note that any user you
wish to delegate access to must
register themselves to the portal
before delegation can be set up.

To delegate access to another
registered user, select the middle tab,
where you will be presented with an
option to nominate a username. Simply
enter the username (registered email)
of the person you wish to delegate
access to.
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£ Preferences

£ My details & Change Password i Delegate my access @ Access delegated to me A Notification preferences

Delegate your access to support staff

You can delegate your Adviser Portal access to another user so that they can assist you with administering your client portfolio.

These are the users you have delegated to. They can login as you.

V4NN

Username

Delegate Access &
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Preferences

Once you have submitted the
delegation, the user will receive a
notification via email, and can accept
the delegation in the “Access
delegated to me” tab after logging into
the portal.

If at any stage you wish to revoke a
delegation, this can be done via the
“Delegate my access” tab.
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#¥; Preferences

£ My details & Change Password & Delegate my access & Access delegated to me A Notification preferences

Pending and Active Delegations

These are the users who have delegated to you. Once you have accepted the request, you can login as them.

Please note: Once you have accepted a delegation, their data may take up to 5 minutes to appear in the Adviser Portal x
& Stewart DixonTest3

Date Delegated
£23/11/2023, 01:32 PM

Status
+ Pending

I have read and agree to the Adviser Portal Terms and Conditions

Y/
i
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Preferences ¢ ZURICH

A
. Quotes @ Applications My clients  Renewals Claims ~ Service Requests  Tools & Resources € Search the Adviser Portal Q ‘ Andrew Prior
Once the delegation has been M -

eeeeeeeeeeeeee

accepted, the user will be able to view C e

@ Stewart DixonTest3

users who have delegated them B8 New Polcy Quotes « 23 Nouncstons -

Reference number  Lifeinsured Date ofbirth Date lastupdated  Status nF“:HM:i;hm:n;

a C C eSS by a g a i n Se | eCti n g t h e u S e rS 1202848292 Andrew Prior 6/11/1987 28/7/2023 Quote - . :‘7\_0“["

N a m e a-t -th e -to ri h-t Of -th e S C re e N 1778399675 Andrew Prior  6/11/1987 28712023 Quote ;
p g : 1857430304 Andrew Prior  6/11/1987 28712023 Quote %
1781071755 Andrew Prior  6/11/1987 28712023 Quote &
w
1689284514 Andrew Fake 6/3/1984 21212023 Unsubmitted application

Upon selecting it this time, you will

. [ Applications Q
notice the name of the user who has -
d e | e g ate d yO U a C CeS S a p p e a rl n g I n t h e UIPTHILLUSTR C0940000269 23/11/2023 o In Progress c:::ﬂ??ﬁ};ﬁ?:fﬁ::
d rO p d OW n . UIPTHILLUSTR C0940000267 2311172023 o In Progress

No notifications to display
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Hima Layan 22/11/2023 o In Progress
Dwedesadsa Dadad 22/11/2023 o Submitted
Sia Mese 22/11/2023 o Submitted

To switch between profiles, simply
select the toggle option next to each 2 coims
respective user listed. The system will

proceed to switch to the profile

selected, providing you with all data

available under that user.

View more applications >
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