
 

STEP BY STEP GUIDE TO NAVIGATE SERVICE PROVIDER PROFILE 

Introduction 

Whether you've created your account yourself and are now ready to complete the remaining details, 
or you had a sales contractor assist you with setting up the initial part of your profile and would like to 
return later to finalize everything – this guide is here to walk you through it with ease and confidence. 

 

Signup: 
1. Go to the ZAP HUB homepage. 
2. Look at the top right corner of the screen. 
3. Click the "Login" button to begin. 

 

Select Your Role: 

• You will be redirected to a page where you can select your role.  
• Click on "Service Provider" to continue. 
• Enter your login credentials (username/email and password) to  

securely sign in to your account. 
• Click "Login"  

 
 

 

How to navigate Service Provider Dashboard: 
 

1) My Business Profile 

 

���Use quick links on the left-hand side panel 



Update Business Information: 

 
���Fill in Business name and Trading Name 
���Complete Business address to ensure pin location is accurate 
 
Business Description: 

 
���Enter your business description according to your package (maximum 2,000 characters) 
���Be clear and concise without exceeding the limit 
 
Additional services: 

 
���Add additional services offered to clients 
���Use Commas to separate the services  
 
Link your services to an Estate: 

 

���Select an estate to associate yourself with – allowing you to be listed as a service provider linked to 
that estate 
���Once selected, click "Submit Application" to complete the process 
 



Photographs and video link: 

 
��� Add your business logo – giving your profile a professional and recognizable identity 
��� Add up to 30 images – each with a title of no more than 15 characters 
��� Rearrange your images by moving them if you want them displayed in a different order 

��� Add your introduction video – a brief overview of your business to help people understand what you 

do and who you are 
��� Video Limits: Maximum 3 minutes long and up to 50 megabytes in size 
 
Service Rates (not mandatory): 

 
���Enter your service rate – to let clients know the cost of your services 
���Select your type of rate from the options provided 
 
Hours and availability: 

 
���Add your working hours – this lets clients and visitors know when you're available 
���Scroll to the bottom and click "Save" to ensure all updates are applied 
���Select if you offer Emergency Call Outs  
 

 

 



Business Experience: 

 
���Add your experience – giving clients confidence that you are skilled and capable of delivering high-
quality work 
 
Select Search Locations: 

 
���Add the areas you service based on the package you have selected 
 
Work Experience: 

 
��� Provide a more detailed description of your experience – highlighting your skills, 
accomplishments, and expertise to build trust with potential clients 
��� At the top of this section, you can add more work experience if you have additional roles or 
achievements to include 
��� Click "Save" once you are satisfied 
 
Capture and Review Client Testimonials: 

 
 
��� To add testimonials, select “Add testimonials” and add customer name and email address then 
save 

• View reviews linked to your account 
• Monitor how many you have received 
• Choose whether to enable or disable customer reviews on your profile 

��� Enable “Customer Testimonial” with toggle button 
��� To publicly post testimonials, select “View All Testimonials” and select publish  
 



Manage Social Media Links: 

 
��� Add links to your social media profiles 
��� This makes it easy for clients and visitors to find and connect with you across your social media 
platforms 
 

Manage Contact Information: 

 

��� Edit your contact information 
��� Ensure clients have the correct details to quickly and conveniently get in touch with you 
��� Add up to two contact details with phone and email 

Save Your Changes, Press "Save" and your profile will now be successfully updated. 
 

2) My Analytics 

                 

- Profile Views – How many clients are clicking on your profile 
- Search Appearance – How many clients have seen your business Tag link on the search 

bar  
- Category Search- How many clients have searched your business category  

��� Analytics done be done for 7 days, 30 days, 3 months, 6 months, 1 year 

Business Tag link 



 

���Check out analytics for device breakdown and see what devices your customer is using when 
finding you 

3) My Messages 

 
��� Messages received from clients through your profile will be organised in the message section of 
your profile 
 

4) ZAP Network 

 



 
���Add service providers that you highly recommend to you ZAP Network 
���Simply search and add service providers, these service providers will show up on your profile as 
part of your preferred network  
 

5) Change Service Plan 

 
���Update or downgrade subscription  
 

6) Update Card Details 

 
���Update card details at any time to maintain billing subscription  
 
 
 



7) Update Personal Details  

 
���Update Profile picture 
���Update Professional license to keep profile verified 
���Edit Login email and password 
 

Header Management 
1) ZAP Services 

 

 
���Search other service providers from your personal dashboard 
���Search property training companies from your personal dashboard 
���Request compliance assistance for your business 
 

2) About Us – Learn more about ZAP HUB 

 
 



3) Feedback  

 

 
���ZAH HUB encourages service providers and customers to provide feedback for any issues  

- Report agent, listing or service providers 
- Report a technical issue 
- Give general feedback   

 
4) Contact Us 

 

 
���Connect with the ZAP HUB team for help with billing, queries, marketing or affiliate programs 

 
 



5) Changing Profiles  
 

 
 
���If you have multiple categories links attached to your profile, switch category on the top right 
corner 

 
6) Sign Out 

 

 
 
���To sign out of your profile, click the profile picture on the top right corner and sign out  
 

 
������������� Congratulations! 

Once you've updated all your details, your profile is now fully complete and visible on ZAP HUB – 
making it easy for clients and potential customers to discover your business and connect with 
you. 
This is your moment to shine and showcase everything your business has to offer! ������� 
 

 


