
Reseller User Guide

Video

https://www.youtube.com/watch?v=JKB0oDCh4Bk&feature=youtu.be
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Zest4 will set you up with access to The Connected Hub. 

When we set you up, we will need the email address to which you would like to have any 
Get Help emails to be sent.   

Once this is done, log onto the Zest4 Customer Portal in your usual way and you will see a 
new menu item called Access Groups in your Admin Tools menu:

Selecting Access Groups will take you to the screen where you can create a new Access 
Group.  This will allow you to specify which permissions and which services you will allow 
your customer user to have access to.  You can have more than one customer user 
assigned to the same Access Group.

Setting up an Access Group

Select Add New:
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Setting up an Access Group

Access Group Name – Enter a name for your Access Group 

Description – Enter a description for your Access Group 

Permissions – Select which permission(s) you want your customer user to have access to, 
you can simply change the slider to YES accordingly.  The permissions are as follows: 

Get Help – Allows the Customer User to send an email request to the email address you 
specify when we set you up as a Connected Hub Reseller 

Change SIM – Allows the Customer User to send through a SIM change 

Add Bars – Allows the Customer User to add a bar 

Remove Bars – Allows the Customer User to remove a bar 

View Tickets – Allows the Customer User to view tickets raised 

Notes: 

• Change SIM and Add/Remove Bars are both hooked into the network in just the same 
way as your Zest4 Customer Portal Self-Serve, giving the Customer User 24/7 access 
to these actions. 

• These permissions are available for both O2 and VF services. 
• Add & Remove Bars will allow the Customer User to have access to all the bars 

available on the respective network.

Complete the details and select the required permissions:
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Setting up an Access Group

You can then select the services you want to allow the Customer User to see. 

You can type the number into the Search field, and then change the slider to YES to 
confirm you wish to include this number:

You can then continue to search for and add numbers until you have added all the 
required numbers for the Access Group. 

Alternatively, you can search for a username.  We recommend that you ensure your 
usernames are kept up to date, as this is the easiest way to search for and to add 
numbers as you can add several at a time.  The + allows you to select all the numbers in 
the screen, the – takes away the selection on the screen.

Once you are happy with your selection, press Save.  This will take you back to the 
previous screen and will display a message confirming that you have added your group 
successfully:
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Setting up an Access Group

You may create as many Access Groups as you require.  Each time you need a different 
configuration of permissions and services you will need a new Access Group. 

It is possible to add the same number into different Access Groups, you may need this if 
you need a different level of permissions for different users. 

You may, for example, have a Manager set up to access all the customer numbers and all 
the permissions, but then have a service user set up to access just one number out of this 
group with fewer permissions.
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Viewing, Editing and Deleting Access Groups

View the services in an Access Group by choosing the eye icon:

Choose the pencil to Edit. This takes you to same screen as the Add Access Group where 
you can then change permissions and add or remove services. 

The Delete icon will only be available against an Access Group with no users set up. If you 
want to remove an Access Group, you will need to delete the user(s) first. 

Deleting users can be done in the Admin Tools>User Management screen:

The red cross will disable the user.  Once disabled the green arrow will set them back up, 
and the black cross will completely delete the user. 

Once the users are deleted, you can see the delete option in the Access Group screen. 
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Setting up a Customer User

The next step is to set up your Customer Users.  This is completed in Admin Tools>User 
Management. 

Click to Add New User:

Enter the details accordingly: 

Username – Username must be unique 

Email – Email address of the user – this is where the Password Set Up email will be sent 

Forename – First name of the user  

Surname – Surname of the user 

User Group – Leave this as Account User 

User Type – Choose Access Group User (when you select this option you will see a new 
box for Access group appear) 

Access Group – Select the required Access Group from the drop down

Note – in User Type you can also select Access 
Group Service User 

This will then allow you to select an Access Group, 
and then select a single service from this Access 
Group, as per the below screen shot.  The 
Customer User will then only be able to see that 
one number when they log on.  However, it is 
important to note that they will inherit all the 
permissions you have set at Access Group level.



 of 9 23

Setting up a Customer User

Once you are happy with the details 
choose Confirm.  

This will send the Set Password email to 
the user.

The user will only see The Connected Hub branding.  The Set Password email is sent from 
service@theconnectedhub.co.uk. 

This email address is monitored by the Zest4 Service team, if any users email us directly, 
we will contact you as their Reseller to get in touch. 

We will not need to deal directly with your end customer in any circumstances.

The user clicks through on the link and will be presented with the following screen in order 
to complete their registration:

mailto:service@theconnectedhub.co.uk
mailto:service@theconnectedhub.co.uk
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Setting up a Customer User

Once they have entered and confirmed their password, they will be logged onto The 
Connected Hub.
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My Profile

Clicking on the Person Icon and selecting My Profile will allow the user to change their 
password:
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The Customer User can send a message to your 
designated email address by selecting the Get Help option:

This displays an email contact form:

Get Help

Choosing Confirm will send the email to the 
address you give to Zest4 when we set you up as 
a Connected Hub Reseller. 

The email is Connected Hub branded so that your 
teams can easily see that this is a Connected Hub 
User:



 of 13 23

Unbilled Usage

All users will be able to see unbilled usage for the services they have access to.  No 
financial information is displayed.  The usage is split into domestic and roaming voice, 
data and events, and a summary of each is displayed across the top of the screen.

The user is also able to export the call breakdown into CSV:
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View Bar Status

The user can see any bars active on the service by choosing the green + at the side of 
the number:

The bar status can be viewed by each user, even if you have not given your Access Group 
the permission to Add or Remove bars.  However, the user will only be able to add or 
remove bars if their Access Group has been given permission.
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Self-Service Actions

Clicking on the eye icon against the number will take the user to the Self-Service screen:

On the Self-Service screen, the user is able to 
carry out actions as per the permissions you 
have given to the Access Group.  If they do not 
have the permission then they simply will not 
see the option on the screen.
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Request SIM Change

You may choose to give your customer 
a stock of SIMs, they will be able to 
request a change of SIM using this 
screen.  They simply need to enter the 
new SIM number:

Select Next, confirm by ticking the box, 
and Finish:

This will raise a ticket into the Zest4 Customer Portal and will complete the action on the 
Zest4 system and at the network.  If there are any issues the ticket will show as status 
Investigating.
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Add Bars

Giving your user permission to Add Bars will allow them to add all bars available in the 
portal.  The available bars are displayed, and the user can change the slider to YES for 
any bars they wish to add.  It is possible to add several bars at once.

Apply Changes will raise a ticket into the Zest4 Customer Portal and the bars will be 
applied automatically on the system and will send the request to the network. 

If a bar is not allowed to be switched on, for example an Alert Bar, it will display as OFF 
and greyed out:
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Remove Bars

Bars currently active on the service will be displayed as ON in this section:

The user will be able to switch the slider to OFF for any bars they wish to remove.  Apply 
Changes will raise the portal ticket, make the change on the system and will send the 
command to the network.
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My Tickets

The user can see tickets raised on the Access Group. 

Clicking on the My Tickets Icon will show how many tickets are Open:

Clicking on View all my tickets will show a view of all tickets raised:
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Call Details

The user can interrogate their unbilled calls in this section. 

They can select to show a certain call type by ticking the relevant box.  e.g. to just show 
the data calls:

The Search box allows the user to search 
for relevant details:
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Call Details

The headers are sortable by clicking on the title – e.g. sort by Usage/Duration (click twice 
to sort in descending order):

The user can also select to display a 
different number of records on the page, 
e.g. ALL will show everything:

It is also possible to download the call 
details they see on the page into CSV – 
select ALL before downloading in order 
to get the full usage:
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Reseller View of Tickets

As the Reseller you will also have a view of the 
tickets raised by your Access Group users. 

A report can be run from Report 
Generator>Access Group Tickets:

This is the only view currently available, but we are looking for feedback on how to improve 
this report in order to give you all the information you need to run your daily BAU activities.
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We welcome any feedback good or bad!  In addition, please let us know if you have 
encountered any bugs and just get in touch if you need any further training or help. 

Call Nicola on 07799035554 

or email us: 

nicola.bryan@zest4.com 
tracy.tomlinson@zest4.com

Help, Feedback and Bug Reporting

mailto:nicola.bryan@zest4.com
mailto:tracy.tomlinson@zest4.com
mailto:nicola.bryan@zest4.com
mailto:tracy.tomlinson@zest4.com

