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Setting up your Client Portal 

If you provided the JSAs with an email address to link to your account and have not expressly requested 
hardcopy documents to be provided to you, the JSAs’ team will have arranged for an individual Client 
Portal to be set up for you. The Client Portals are set up through BDO’s Global Portal platform.  

It is anticipated that all Client Portals will become active during the week commencing 
5 February 2024; on creation of your individual Client Portal, you will receive a notification email from no-
reply-acc-eur@portal.bdo.global. 

The email will contain the following wording: 

 

The highlighted section is a link which will take you to Multi-Factor Authentication which keeps your 
Client Portal secure.  We have included step-by-step instructions on how to complete this in Section 5 of 
this User Guide (page 12).   

Accessing your account information in your individual Client Portal 

From this point, whenever you need to access your individual Client Portal, please simply click on the link 
in the original email and this will take you directly to your Client Portal. 

Please note that your Client Portal will not contain your documents immediately and you do not need 
to take any immediate action in relation to this email. The JSAs will inform you when documents have 
been uploaded to your Client Portal. 
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When you do access your Client Portal, you will see a screen similar to the one below: 

 
 
 

Clicking on the Select Portal  (Step 1) will display the list of your Client Portals relating to each Client 
Account Reference (‘CAR’) we hold for you. Therefore, if you had more than one CAR with WealthTek then 
you will see more than one Client Portal displayed here.  Please note that, if you are using a tablet device 
to access your individual client portal, the Icon may appear at the bottom left of the screen.

1 
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No action is required on receipt of the first notification of set-up email from no-reply-acc-
eur@portal.bdo.global; however, it will allow you to access your Client Portal and set any notification 
preferences.  

To set up your notification preferences you will need to access your Client Portal by clicking the link in the 
initial notification email, as set out in the previous section. 

You can then, if you wish to, set notification preferences so that you are informed by email when any 
documents are uploaded or tasks assigned in your Client Portal. 

To do this: 

Click on the disc in the top right corner of the page, which should contain your initials (Step 2) 

1. Click “Personal settings” in the drop-down menu (Step 3) 

2. Click “Notification preferences” in the pane on the left-hand side (Step 4) 

3. Toggle the buttons as required according to your preferences (Step 5). 

 

If you choose to set up notifications, we recommend that you enable, by selecting the toggle on buttons, 
the following notifications, as shown in the image above: 

 Users added/removed 

 Files added/removed 

 Tasks assigned. 

 

Please note that your individual Client Portal will not be populated with documents immediately upon 
creation and you will receive an email from the JSAs when your Client Assets Statement is uploaded to 
your Client Portal, irrespective of whether you have selected to receive automatic notifications on the 
Client Portal itself.

4 5 3 2 
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Viewing your Tasks  

Once you have accessed your Client Portal as set out in (Step 1), your Tasks panel will be displayed on 
your Client Portal landing page and illustrated in the diagram below at (Step 6). 

The JSAs will set out any tasks they require you to complete in the Tasks section. 

6 
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Accessing your Documents  

You can access your Documents by selecting the Documents tab at the top of your Client Portal, as shown 
at (Step 7). Your Client Assets Statement will be contained in this section. 

 

Clicking on Documents (Step 7) will produce a folder of documents as shown below. Your CAR will 
be shown at the head of the folder tree as shown below (Step 8). All documents in the folder will 
be displayed in the main panel (Step 9). You can view each document individually by double clicking 
on them. 

7 

8 9 
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Once you have reviewed your Client Assets Statement and other documentation uploaded to your Client 
Portal, return to the Tasks section of your Client Portal (Step 6) and click on the task entitled ‘Submit 
your Client Assets Claim Form’ this will provide you with a link which will take you to a secure web form, 
as shown below.  You can also access this form directly by clicking this link to your Client Assets Claim 
Form and the link is also available in your Client Assets Statement.  Please note that you will only need to 
complete the Client Assets Claim Form once, and the form will allow you to input details for all your 
WealthTek accounts if you have more than one. 

Information you may find useful when completing your Client Assets Claim Form can be found in our FAQ 
Document. 

Also, please note that if any of the Client Assets you hold are held within a Self Invested Pension Plan 
(SIPP), then you may need to contact your SIPP provider before completing the form.  You can come back 
to the form at any time by accessing it through your Client Portal or from the link embedded in your 
Client Assets Statement.  Please note that responses in the form cannot be saved before submission, so 
we advise that you contact your SIPP provider before commencing completion of the Client Assets Claim 
Form. 
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Setting up your Multi Factor Authentication 

Your Client Portal uses Multi-Factor Authentication to ensure the security of all data within it, and you are 
required to use it whenever you access your portal. 

You can use two methods to complete multi factor authentication: 

 if you have a smartphone, by downloading the Microsoft Authenticator App from the App 
Store or Google Play applications; or 

 if you do not have a smartphone and need to verify your identity via phone or text message. 

If you choose to use the Authenticator App , please be sure to install the official Microsoft app (shown 
with the icon below).  Please do not delete the app once installed, as you may need to use the 
information contained with it next time you access your Client Portal (although you should only need to 
authenticate once). 

If you do not have a smartphone and need to verify your account by phone call or text message, please 
refer to the instructions on page 15. 

Setting up your Multi Factor Authentication using Authenticator 

When you click on the link in the email you receive from BDO Global Portal, you will be directed to the 
following screen.   Click on the Next button (Step A) and follow the prompts on screen.  You will be asked 
to confirm your email address by retrieving a code from the email address that we sent your Client Portal 
link to (Step B). 

 

 

      

A B 
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You will see the following window:  

 

 

 

You will receive an email to the email account details provided to the JSAs which looks like the extract 
below. Enter the Account Verification Code provided in your email where indicated at Step C and click 
Sign in (Step D) as shown above. 

 

You will then see the following window.  Click Accept (Step E).  Then click Next (Step F) 

 

     

C D 

E F 
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You will see the following screen.  Click Next (Step G) 

 

 

 

 

You will see the following screen (Step H).  Now open the Microsoft Authenticator app in your smartphone 
and click on the + icon in the top right of the screen (Step I).  Select Personal Account (Step J), you will 
be asked to scan the QR code that appears in the screen in Step H.  To do this click on Scan QR Code 
(Step K) and hold the camera up to the screen so that the QR code in Step H appears in the pane.   

 

 

     

 

This will link Authenticator to your Client Portal and take you through to the following screens in your individual 
Client Portal. 

Setting up your Multi Factor Authentication using text message or phone call 

You may also authenticate your account by text message.  This may be simpler and will also be the route 
you need to follow if you do not have a smartphone.  To do this when you see the following screen, click 
on the link states, “I want to set up a different method” (Step L). 

 

  

L 

G 

H I J K 
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You will see the following screen.  Select the down arrow Step M and click Phone then click Confirm.  On 
the following screen, enter the country (United Kingdom) by clicking on the down arrow Step N to the 
right of the field and then type in your phone number in the box to the right of the screen (Step O). 

 

   

 

 

 

Enter the code that you receive by text or phone call and follow the prompts on screen and click Next. 

 

 

You should see the following screen.  Click Next. A further screen will display the phone number to which 
verifications will be sent.  Click Done. 

 

 

 

M N O 



 

 

 

 

FOR MORE INFORMATION: 
+44 (0)113 521 4470 
+44 (0)151 351 4700 
wealthtekclients@bdo.co.uk 

This publication has been carefully prepared, but it has been written in general 
terms and should be seen as containing broad statements only. This publication 
should not be used or relied upon to cover specific situations and you should not act, 
or refrain from acting, upon the information contained in this publication without 
obtaining specific professional advice. Please contact BDO LLP to discuss these 
matters in the context of your particular circumstances. BDO LLP, its partners, 
employees and agents do not accept or assume any responsibility or duty of care in 
respect of any use of or reliance on this publication, and will deny any liability for 
any loss arising from any action taken or not taken or decision made by anyone in 
reliance on this publication or any part of it. Any use of this publication or reliance 
on it for any purpose or in any context is therefore at your own risk, without any 
right of recourse against BDO LLP or any of its partners, employees or agents. 

BDO LLP, a UK limited liability partnership registered in England and Wales under 
number OC305127, is a member of BDO International Limited, a UK company limited 
by guarantee, and forms part of the international BDO network of independent 
member firms. A list of members’ names is open to inspection at our registered 
office, 55 Baker Street, London W1U 7EU. BDO LLP is authorised and regulated by 
the Financial Conduct Authority to conduct investment business. 

BDO is the brand name of the BDO network and for each of the BDO member firms. 

BDO Northern Ireland, a partnership formed in and under the laws of Northern 
Ireland, is licensed to operate within the international BDO network of independent 
member firms. 

© January 2024 BDO LLP. All rights reserved. 
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