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Partner Licensing Portal for MSP Partners 
The Partner Licensing Portal (PLP) is a self-service portal where MSP Partners will track and manage licenses for 
hosted gateway customers. PLP is used by MSP Partners to authorize invoicing for hosted gateway customers, 
submit request product licensing requests to the Zix Support team and update customer demographic and 
contact data. Go to http://go.zixcorp.com/PartnerLicensingPortal.html to find additional resources to help you 
navigate PLP and keep current on new developments.  

PLP is a secure web-based portal that is accessed using an Internet browser. Only authorized MSP partner 
employees can access PLP. After you have received your welcome letter and established your login privileges 
using the temporary password provided to you, you can log into the portal at this 
URL: https://portal.zixcorp.com/.  

Notice of Account Activation 

A few days before our scheduled training session with you, you will receive a notice asking you to activate your login 
ID. You are provided a temporary password and a link to the portal.   

 

Logging In 
 
Enter your email address and temporary password.  
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Challenge Question  
 
After you enter your temporary password, you will be asked to update your account.  

1. Provide a challenge question   
2. Verify your temporary password   
3. Enter a new password 
4. Confirm your new password   

The acceptable length and characteristics of your password are explained on the screen.  
 

 
 
You will receive this account confirmation message.   

 

Login again… using your new password.  
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HOME Page 
After logging in, you will land at one of two welcome pages. Depending upon which role you have (business or 
technical), the welcome page will vary. 

Business Role:  
There are 2 major tabs at the top of the page: Monthly Billing and Product Licensing / Customer Management.    

 

 

Billing Role: New to the Portal 
 
If you are new to the portal and we have not yet pushed your first month’s report data to the portal, you will see 
this message:    
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Technical Role:  

 

The product licensing / customer management welcome page content for people with Technical Roles:  

 

 

Monthly Report Handling 
 
Zix issues new monthly reports on or before the 5th business day of each month. You will be notified when the 
report is available for viewing.  The notification email includes the link to the Partner Licensing Portal:  
https://portal.zixcorp.com.  
 

 
 
After logging in, navigate to the Monthly Reports Tab.  
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Monthly Reports Tab  
 
As a first time user, you will see only one report.  It will have a report status = New. You can make changes to New, 
Incomplete, or Complete reports.  You cannot make changes to reports with a status of Submitted or Approved.   
 

 
 
Report status varies depending upon the last action taken by you and/or Zix to authorize invoicing.   Only the 
current monthly report is editable. All other reports are presented in a read-only archive format.  
 
Clicking on a current report takes you to a display of all customers and their licenses in your MSP program.   

1. You will need to take action on renewal and evaluation customers….they are highlighted with a Required 
Action button and sort to the top.   

2. You can optionally take action on current customers….they are highlighted with an Optional Action 
button.    

 

Required Actions per License Status 
  
On a default basis, customers with Required Actions sort to the top. Colors indicate License Status. 
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You can sort your customers by License Status or Customer Name.   

 
 
You can filter by License Status to check who is due for billing decisions.  

 
 

Completion of Required Items on the Report 
 
Partners are responsible for completing all Required Actions (and, if applicable, any Optional Actions) within 5 
business days of report receipt. Once you complete all Required Actions, enter any add-on seats for existing 
customers.  If you have unique invoicing situations you need to discuss with the Zix Finance department before 
submitting the report, call your Zix Reporting Contact for resolution. Alternatively, enter “Contact Zix” as the 
billing option. When you have finished all required and optional billing actions, submit the report to Zix.    
 
The actions you take will vary based on the license status of each of your customers.     
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Expressed as text: 

 
 
For each customer with a required action for the current month, you select which action to take.  

 
 

Bill, Cancel, Defer Action, or Contact Zix 
 
In this example, the user selects the “Bill” action for a customer whose license status = Evaluation Due.   

1. Decide whether or not to add or remove seats 
2. Choose a Term Length:  1 Year or 3 Years 
3. Choose a Service Start Date 

The system calculates the Service End Date.  
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Here are samples of Actions Taken on customers. Notice how the application displays the current and new seats 
side-by-side in the Seat Count box.  This is a visual cue to help you see when action has been taken on any given 
customer.  
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Example of Renewal Due customer with an action taken = Defer  
 

 
 
Example of Renewal Overdue customer with an action taken = Contact Zix  
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Example of Evaluation Overdue customer with an action taken = Cancel  
 

 
 
 
Completion of Optional Items  
 
Customers in a current status have no required actions. The only time to act upon current customers is when 
there is an add-on order or when there is a matter to discuss with Zix.   
 

 
 
Add Ons 

Here are samples of the 3 different add-on options available to you.  

This is a Co-Terminus Add On.  You supply the seats and start date; the application sets the new service end 
date to match the current service end date.  
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This is a 1 Year Add On.  You supply the seats and service start date, the application calculates the end date. 
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This is an example of a 3 Year Add On.  You supply the seats and service start date, the application calculates 
the end date.  
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Alignment with ZixPort Service Periods 
  

If you have a customer who purchased ZixPort in addition to Hosted Gateway seats, we display the ZixPort 
service period next to the Hosted Gateway Service.     

 

Pricing for new customers, renewal customers or add-ons to an existing customer will be at 3 year pricing if the 
customer has also purchased ZixPort with a 3 year term.   

Handling varies based on license status:   

EVALUATION:  You can align Hosted Gateway services with the ZixPort term, start date and end date. 

 

 

RENEWAL:  You can co-terminate Hosted Gateway services with the ZixPort service end date.  

 

 

In all cases, you will be reminded that you have a 4th option…. Contact Zix.  
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ADD-ON:  If you wish to co-terminate an add-on for Hosted Gateway services with the ZixPort service end date, 
please select the Contact Zix option.  Your Partner Reporting Analyst will make the adjustment as requested.   

 

The example below is for an evaluation customer.  Notice that the Hosted Gateway Service is for a 1 month 
term.  That is the default service period for newly submitted product licensing requests.  The start date 
matches the date the request was submitted to us.  
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Change Actions 

After you take an action on your customer records, you can see the Action Taken. If you want to change the 
handling, select Change Action.  Make corrections and hit the Submit button.  

 

 
Current / New Seat Count  

The system keeps track of changes to Current / New Seat Count as you make your updates. The new total is 
displayed on the bottom of the current month’s report.   

 
The report status changes to Complete after you make all required changes to your customers. The Submit to 
Zix button will not appear until the report status is Complete.   
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Submit Report to Zix  

 

 
  
When you hit the submit button, your report status changes to Submitted.  It is now locked; no further 
changes can be made to the report. Your Zix Reporting Contact will receive an email notifying them that you 
have submitted the report.      
 

No Changes for Current Reporting Period    
 
If you receive a report that contains no required billing actions, and you have no ‘add-on’ seats to purchase 
for your customers, you will be prompted to check the box: “Check this box to confirm you have no changes 
to this report.”  Selecting this action changes the report status from New to Completed. The Submit to Zix 
button appears.  When you hit the submit button, your report status changes to Submitted.   
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Approved Reports   
 
Zix reviews and approves submitted reports. After the report is approved, you will receive notification via 
email.  You do not need to save this email because exact same email notice is filed under the Notifications 
tab in the portal.   
 

 
 
The exact same content is stored in the portal.  
 

 
 
Approved reports are archived reports. They are view-only.   You can drill down on the customers within this 
report, but you cannot alter any actions already taken.   
 

  

19 | P a g e  
 



 

Incomplete Reports   
 
A report remains “Incomplete” until all required billing actions have been taken.  If the deadline for 
submission to Zix is missed, the report is locked.  All changes are lost. The report becomes view-only.   In these 
circumstances, Zix may contact you to resolve issues and facilitate timely invoice authorization.     
 

Notifications from Zix  
 
Partners receive notifications from Zix throughout the month. Navigate to the Notifications tab to see 
notification type, date and corresponding report status.   
 

1. 1st Notice – Sent when Zix issues the current month’s report on or near the 5th business day 
2. 2nd Notice – Reminder notice if Completed report not submitted to Zix on or near the 10th business day 
3. Final Notice – Reminder notice if Completed report not submitted to Zix on or near the 15th business 

day 
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Report Print Capability   
You are able to print an Excel version of your data after you hit the Submit button. We recommend you print 
your Submitted reports because this will show you the before and after seat count.  
 

 
 
An example of printed report:  
  

 
 
The Downloadable Monthly Report includes 5 columns that help you see the price you are paying per 
customer.   

- Price Per Unit:  Annual dollar amount you pay per licensed seat per year… based on 1 or 3 year pricing and 
your volume based tier 

- Pro-Rated Price:  Price per licensed seat adjusted for co-term or multi-year service periods  
- Total Price:  Total price for the reported term 
- Term:  Term length in months based on the reported service period 
- Type:  Type of license being billed on report (i.e., New, Renewal, Add-on) 
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If the new total number of billable seats for the current month qualify you for a higher-quantity, lower-priced 
tier, this will be reflected in the price per unit on the downloadable report.  Likewise, a reduction in the total 
number of billable seats results in a lower-quantity, higher-priced tier.   Total report dollar amounts may be 
issued in one of multiple installments depending on terms.   

Customer 
Name 

Term License 
Status 

Action 
Needed 

Action 
Taken 

Before 
Seats 

Seat 
Adjust 
ment 

Current 
Month 
Billable 
Seats 

Price 
per 
Unit 

Pro 
rated 
Price 

Total 
Price 

Billing 
Term 

Type After 
Seats 

Bank 123 12 Renewal 
due 

Required 
- 
UPDATED 

Admin 
Action 

57  57 $16.00 $64.00 $3,648.00 48 Renewal 57 

Medical 
Clinic 2 

12 Renewal 
overdue 

Required 
- 
UPDATED 

Bill 30  30 $16.00 $48.00 $1,440.00 36 Renewal 30 

Industry 
Credit 
Union 

36 Current Optional - 
UPDATED 

Admin 
Action 

40 40 40 $18.00 $0.00 $0.00  Add On 80 

Dental 
Office 
ABC 

24 Current Optional - 
UPDATED 

Coterminus 
Add On 

32 8 8 $18.00 $9.00 $72.00 6 Add On 40 

Bank 456 36 Current Optional - 
UPDATED 

1 Year Add 
On 

30 5 5 $18.00 $18.00 $90.00 12 Add On 35 

Doctor 
Practice 
XYZ 

36 Current Optional - 
UPDATED 

3 Year Add 
On 

130 5 5 $16.00 $48.00 $240.00 36 Add On 135 
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Customer Demographic and Contact Data 

If you need to update demographic data or contact data for one of your customers, navigate to the Customer 
List.  Customers are listed in alphabetical order by name. Domain name is visible in the list. You are able to edit 
Hosted Gateway customers from this view. On-premise Gateway, ZixOne, ZixMail / ZixPort, and ZixMail only 
customers are grayed out and cannot be edited here.  

 

 

 
Your firm has a blue background.  Select your own firm or one of your Hosted Gateway customer records to 
edit customer information or to add, change and delete contacts. 
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This page opens when you want to edit customer demographics on a customer record:  

 

You can add a new contact on this page. 

 

You can update an existing contact on this page. 

 

Make changes to any of the provided fields.  You can choose to send a note to us about any changes or additions 
you wish to make to contact information.  Hit the Submit button when you are done.   

The changes will be sent in an email to your designated Zix Reporting Contact.  Note: Domain name(s) cannot be 
changed via the customer edit process.  Contact support@zixcorp.com for that action. 
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Product Licensing Requests  
 
Technical team members submit key activation requests to the ZixCorp Support Team using PLP’s Product 
Licensing Request feature.  They supply customer demographic data and expected seat data at the same time 
they supply the domain name to Zix.   The basic steps:  

1. Create (generate) domain key file for your end customer on your Gateway. 

2. Login to the Partner Licensing Portal URL:  www.portal.zixcorp.com. 

 

This will take you to the welcome page of the Partner Licensing Portal.  
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Select Product Licensing Request from the scroll bar at top to view your existing customers. All customers will 
display, not just those who purchased Hosted Gateway.    

 

Existing Customers  
 
Select from the list of current customers if you are requesting activation of: 

1. Domain key for a new ZixPort customer 
2. Additional domain keys for a current hosted gateway customer 
3. Additional domain keys for your partner-owned gateway 

 

 

When you select an existing customer, a web form opens. 

Demographic data and existing domain(s) display. 

1. Add up to 3 domains owned by that customer.  
2. Elect “Activate” or “Activate and Suspend” from the picklist 
3. Hit the Submit button.   
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New Customers  
 

If you are adding a domain for an entirely new customer, select the blue bar at the right labeled New Product 
Licensing Request.   

 

This will open a blank form for you to fill in.  Hit the Submit button when you are done.  

NOTE:  If the system ascertains that you are trying to add a domain to an existing customer, it will re-route you 
to the existing customer form.  
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Upon submission, you will receive one of 3 confirmation messages.   

 

 

 

Within 5 minutes, you will receive a notification in your email inbox confirming receipt.  The same notification 
appears in the portal. 
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