
Portfolio Management – Quick User Guide

Logon to your permit portfolio

1. Go to www.nzpam.govt.nz > Jump to Online Services > Logon.

2. Enter your User ID and password (this will have been emailed to you when you registered).

3. Click Logon.
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View your Permits and Compliance

• Logon > Portfolio Management > View Permits.

• View the permit by clicking on the blue hyperlink.

For Agents with multiple clients, you will need to select individual client names and refresh the page to view 
only those permits.

• Work Programme Obligations
To view your Obligations (as per your permit conditions), select WP Compliance on the Permit Summary 
page.

You can hover your mouse over the Obligation name to view the Work Programme Condition details.
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• Statutory Obligations
To view your Statutory Obligations, e.g. Reporting, Annual Fees and Royalties, as per the relevant 
regulations, select Stat Compliance on the Permit Summary page.

• Compliance
To view your compliance for all permits, select Compliance from the main Portfolio Management menu.

Add Subsequent Users 

To create a Subsequent User go to User Administration > User Details > Create User.
Complete new user details and click Save.
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Maintain Subsequent Users

• Update a subsequent user
Go to User Administration > User Details > Modify User.

Select the user you wish to update from the list, fill out the relevant fields and click Save.

• Reactivate user
E.g. after entering incorrect password three times. Select the user you wish to reactivate, change their sta-
tus to Active and click Save.

• Remove users access
E.g. they no longer work for the permit holder.  Select the user you wish to remove, amend status to 
Closed and click Save.
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Forgotten your User ID and/or Password

• Forgotten your User ID
You will need to contact us:	 Phone: 0508 263 782
				    Email: nzpam@med.govt.nz. 

• Forgotten your password
Go to Jump to Online Services > Login > Forgot my password.

You will need to enter your User ID, and your password will be emailed to your email address.

Update your contact details 

• Go to Portfolio Management > View Permit > Update Contact details.

Update the relevant fields and click Save.

Please note:  to update your Address for Service you will still need to contact NZP&M as we are required to 
make sure this is a physical address.

For further information on Portfolio Management please refer to the Portfolio Management  
Authority to Act as a Global User, Legal Disclaimer, and Terms and Conditions of Use form, 
or contact us:

Freephone (within New Zealand): 0508 263 782
International Calls: +64 3 962 6179
Email: nzpam@med.govt.nz

PO Box 1473
33 Bowen Street
Wellington 6140
New Zealand	 5


