Vanguard adviser user guide

Vanguard Online®
Keeping you connected 24 hours a day, seven days a week.
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The service allows you to:
 View your clients’ investment summaries with current account
balance, unit prices and number of units
 View and print the latest retail tax, distribution and transaction
statements
 View your clients’ latest transactions, including transaction
date, type, value and unit prices
 Update your contact details, ask questions and provide feedback using the mailbox feature.

vanguard.com.au/adviserlogin

Registering for
Vanguard Online
Registering for Vanguard Online takes just a few minutes. To get
started, simply follow the five step registration process outlined
below. Further details on this process are located in the first
section of this guide.
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Registering for Vanguard Online

1. Getting started
1.	Visit vanguard.com.au/adviserlogin and select the ACCESS
VANGUARD ONLINE button.
2.	This will take you through to the Vanguard Online secure
login page where you can select to Register for access to
Vanguard Online.
3. Read and ACCEPT the terms and conditions of use.
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Registering for Vanguard Online

2. Enter your account
information and
verify identity
Select to register as an ADVISER.
Enter your adviser number
Your adviser number can be found in the Vanguard welcome
email/letter you would have received following your clients’ first
transaction with us. For assistance confirming your adviser
number, please call Vanguard Adviser Services on 1300 655 205,
8:00am to 6:00pm, Monday to Friday (Melbourne time),
or email adviserservices@vanguard.com.au
Enter your phone number
Please use either the mobile, home or work telephone number
that you have registered with Vanguard Adviser Services. Please
use state codes where applicable.
Enter your email address
Please enter the email address you most recently provided to
Vanguard Adviser Services.
Select CONTINUE.
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3. Create your username
Create a Vanguard Online username
Your username must be between 6-12 characters in length.
Please retain a secure copy of this username for your records.
Your username is not case sensitive.
Select a security question from the dropdown menu
Security question and answer functionality is a new feature
of Vanguard Online, providing even greater security for your
Vanguard Online account.
Next to ‘Your answer’ enter a response to your selected
security question
The answer to your security question should be something that
is simple for you to remember, but difficult for others to guess.
Select SUBMIT
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4. Retrieve your temporary
password
A Vanguard Online temporary password will now be
automatically sent to your registered email address. This
password will remain valid for 24 hours. To complete the
registration process retrieve your temporary password and
select the link Login to Vanguard Online.
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5. Login and create your
permanent password
1.	Login using your personal username and temporary
password.
Please note, your temporary password will only remain
valid for 24 hours.
1
2. Create your new password
Enter your personal username
Enter your temporary password
	Create a new password for your Vanguard Online account
Your new password must contain a minimum of 8 characters,
including two letters and two numbers.
Re-enter your new password
Select SUBMIT
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You are now registered for Vanguard Online.
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I have forgotten my
username or password
If you have forgotten your Vanguard Online username
or password, you can now use our self-service recovery
functionality to have it reset.

Forgotten username
1. On the Vanguard Online login page, select the link
Forgotten your username/password?
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2. Select the ‘I have forgotten my username’ option.
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Forgotten username

3.	To retrieve your Vanguard Online username, you will need to
verify your adviser number and registered email address.
3

	Your adviser number can be found in the Vanguard welcome
email/letter you would have received following your clients’
first transaction with us. For assistance confirming your
adviser number, please call Vanguard Adviser Services
on 1300 655 205, 8:00am to 6:00pm, Monday to Friday
(Melbourne time), or email adviserservices@vanguard.com.au
	Your email address must be the email address you most
recently provided to Vanguard Adviser Services.

4.	Enter the response to your security question and select
CONTINUE.
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Please note: Your response is not case sensitive.

5.	Your Vanguard Online username will be sent to the email
address you most recently provided to Vanguard Adviser
Services. Please keep a secure copy of your username for
your records.
5
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Forgotten password

Forgotten password
1. On the Vanguard Online login page, select the link
Forgotten your username/password?

2. Select the ‘I have forgotten my password’ option.
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Forgotten password

3.	To reset your password, you will need to verify your Vanguard
Online username and adviser number.
	Your adviser number can be found in the Vanguard welcome
email/letter you would have received following your clients’
first transaction with us. For assistance confirming your
adviser number, please call Vanguard Adviser Services
on 1300 655 205, 8:00am to 6:00pm, Monday to Friday
(Melbourne time), or email adviserservices@vanguard.com.au
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4.	A temporary password will be sent to your registered email
address.
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Please note: for security purposes, your temporary password
will expire within five days.
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Forgotten password

5. To create your permanent password for Vanguard Online,
return to the Vanguard Online login page, enter your
username and temporary password and select LOGIN.

6.	To create your new password for Vanguard Online, simply
enter your username and temporary password, followed by
your new password then select SUBMIT.
5
Once your new password has been created, you will need
to re-accept the terms and conditions of use before you
can login to Vanguard Online with your new password and
username. Once logged in, you will be prompted to reset
your security question and answer.
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Using Vanguard Online
My clients
Client list
View a high level summary of your clients’ accounts and
balances.
Select individual clients from the list to view more detailed
information such as investment summary, transaction history,
statements, balance search and client details.
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Investment summary
Investment summary displays an overview of each client’s
investments with Vanguard.
View the transaction history for a particular fund, by clicking on
the investor fund name in the first column.
As an added security measure, you can now view the date and
time of your last login on every page of Vanguard Online.

Transaction history
When viewing your clients’ transaction history, you can select to
view a summary of all fund transactions or view each individual
fund’s history separately.
Search functionality
The search tool and column filters provide improved transaction
filtering and sorting capabilities, making it even easier to keep
track of your clients’ investments on Vanguard Online.
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Statements
View and print client periodic, distribution, tax and transaction
statements.Vanguard Online now features online delivery for all
client transaction statements for Vanguard’s retail funds.
Transactions statements will be available on Vanguard Online
within two business days after the funds are received by
Vanguard.

Balance search
View the value of your clients’ investments at any selected
historical date.
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Client details
View your client’s investor name, investor number and contact
details on Vanguard Online.

My profile
My profile details
View your profile details, change your password and update your
security question.
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My profile details
To update your contact details, click on the link to access the
Vanguard Online profile update form, where you can update
your registered telephone number, fax number, email and
mailing address.

Mailbox
Your Vanguard Online mailbox makes it even easier to stay in
touch with us. Vanguard’s Adviser Services Associates will
respond to any queries sent from your mailbox within two
business days.
You can ask questions about your clients’ investments and
provide feedback through this facility.
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GENERAL ADVICE WARNING
Vanguard Investments Australia Ltd (ABN 72 072 881 086 / AFS
Licence 227263) is the product issuer. We have not taken yours
and your clients’ circumstances into account when preparing
this content so it may not be applicable to the particular
situation you are considering. You should consider yours
and your clients’ circumstances and our Product Disclosure
Statement (PDSs) or Prospectus before making any investment
decision. You can access our PDSs or Prospectus online or by
calling us. This information was prepared in good faith and we
accept no liability for any errors or omissions. Past performance
is not an indication of future performance.

© 2013 Vanguard Investments Australia Ltd. All rights reserved.
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