
Client Portal-  
Frequently  
Asked 
Ques�ons



How do I access the Client Portal?01.

You will receive 2 emails once you have been given access to the Client Portal.

1st email with the 
login id and the URL

2nd email with the 
one �me password



Can I use the password I received by email 
for my client portal access ?

This is a one �me password, you will be asked to change the password on your first login a�empt.

02.

1. Enter the one �me password you received by email for your first login a�empt. 
 
2. You will be asked to create a new password. 
    The Client Portal password requirements are: 
    A. A minimum of 8 characters 
    B. At least one or more: 
         Numeric character(s) 
          Upper case character(s) 
          Lower case character(s) 
          Special character(s)(@ # $ &) 
    C. Your account will be locked a�er 5 incorrect password a�empts 
 
3. Below is a snapshot of the Change Password op�on, where you can enter your 
“one �me password” and create a new password of your choosing, provided it complies 
with the password requirements. Please keep your password safe and never share it with 
anyone.

One Time Password

What you would like  
to setup as your 
login password 

Old password

New password

Confirm password



I am ge�ng the message 
“Logon failure: you have been deac�vated on tool”, What do I do ? 

03.

If you receive this message,  
Please click on the Forgot Password op�on shown below:

Forgot Password?

Enter your email address and select send.  
You will be e-mailed a "One Time Password" 
to reset your login, a�er which your account  
will be reac�vated. 



What do I do if I get “No Data Found” on the  
Client Portal a�er login ?

04.

This is because all requirements have been fulfilled, there is no response 
required from you in this instance.



How do I know what is required from me?05.

You will see “In Progress” requests for your ac�on. 
Click on the “View” bu�on to review any pending requirements. Select the "i" icon to 
review individual requirement details and acceptable documents (where applicable).

View

In Progress



How do I provide the required documents to you?06.

You can upload your documents by clicking "A�ach". Select the documents you'd like to share 
and click "Open" and your documents will be uploaded. 
 
There is a limit of 10 documents that can be uploaded via this portal. If you would like to share 
more documents, share them via email to DueDiligence_Support@mandg.com and our team 
will acknowledge receipt and review the documents shared.



What if I didn’t click Save or Submit? Is it mandatory?07.

Please ensure that you click "submit" once you have uploaded all documents and your 
comments, in order that we can review the informa�on you have provided.

Read declara�on and accept to submit



What does the sec�ons on “Pending Requirements” mean?08.

You have an “i” icon on each requirement, which confirms the requirement details and what 
documents are acceptable. 
However if you have any ques�ons, you can mail us your queries to 
DueDiligence_Support@mandg.com



What if I am not the correct contact?09.

If you have the correct contact details, you can share this informa�on by mailing us at, 
DueDiligence_Support@mandg.com 
 
If you do not know the correct contact details, please s�ll let us know so that we can update 
our records for future correspondence.



What is a Captcha? Why am I supposed to enter it ?10.

The captcha is a random string which restricts bots from trying to log in into the client portal. 
 
If you have entered the captcha wrong the 1st �me, you have the op�on to refresh it by 
clicking on the refresh icon below which will generate a new string for you to try.



I can't find the email with my login or password.  
What do I do?

11.

Please try a keyword search in your email inbox: 
You can search from the sender: DueDiligence_Support@mandg.com or you can use any of 
the keywords in the standard subject like “Ac�on Required”. 
For example this is the subject: “[Legal En�ty Name] – Ac�on Required”  
 
If you con�nue to have issues loca�ng the password email, You can click on “Forgot 
Password” and a new “one �me password” will be emailed to you which can be used to login.

From: duediligence_support@mandg.com<duediligence_support@mandg.com>


