OUR CLIENT PORTAL SITE CONTENT IS RESTRICTED TO INSIGHT INVESTMENT CLIENTS AND AFFILIATES
NOT TO BE REPRODUCED WITHOUT PRIOR WRITTEN APPROVAL

MAY 2025

INSIGHT CLIENT PORTAL:
A GUIDE TO THE DOCUMENTS PAGE

INTRODUCTION

THIS USER GUIDE PROVIDES AN OVERVIEW OF THE FUNCTIONS AVAILABLE ON THE CLIENT PORTAL
DOCUMENTS PAGE.

NAVIGATE TO THE DOCUMENTS PAGE

The Documents page is normally the default page after login, however, it can always been reached by clicking on the Documents option
in the menu bar at the top of the screen:
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The image above shows the Documents Page for a sample user.
There are 5 features available on this screen:

1. Your accounts: This drop-down list will contain a list of all the Client Agreements that you have access to. If you have access to
multiple Client Agreements, then you will be able to select one from the drop-down list and click Get Data to retrieve the list of
users who have access to the selected Agreement.

2. Search Documents: Enter a search term and click the magnifying glass icon to search through all documents.

3. Home page and Bookmarks page shortcuts: Click on the home page icon to navigate back to this page view. Click on the
Bookmarks shortcut to see a list of files that you have bookmarked.

4. Recent Bookmarks and Recently viewed documents area: Displays a list of the recently created bookmarks and recently
viewed documents. Clicking on any of these will initiate the download of the document.

5. Agreement folder navigation: Documents are organised within folders according to the client agreements held. Click on the
agreement folder to navigate to the subfolders and documents within.

YOUR ACCOUNTS

If you have access to more than one account (e.g. you are a consultant with relationships to more than one Insight Investment client
account), you will see these client accounts listed in this drop-down box.

. Click on the drop-down box and select the client account to view.
2. Click on the ‘Get Data’ button
3. The documents home page will refresh with a view of the selected agreements in the left hand navigation and the recently
viewed documents and bookmarks for the chosen client account.

SEARCH DOCUMENTS

To search all documents in the selected client account;

1. Clickinto the Search term entry field (1)
2. Enteryour search term
3. Click the magnifying glass icon to the right of the search term entry field’ (2)

The results be displayed in the Search results view (3)
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HOMEPAGE AND BOOKMARKS NAVIGATION

Clicking the homepage icon in the navigation bar will always return the user to the Recent bookmarks and recently viewed documents
area.

Clicking on the Bookmarks icon in the navigation bar will bring the user to the bookmarks page below where the user can browse the
bookmarks and select one.
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RECENT BOOKMARKS AND RECENTLY VIEWED DOCUMENTS AREA

Clicking the homepage icon in the navigation bar will always return the user to the Recent bookmarks and recently viewed documents

area.
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AGREEMENT FOLDER NAVIGATION

Clicking on a folder in the navigation bar will open the folder in the main documents view
The main documents view has the following features on this screen:

Bookmark a file or folder: Quickly add a bookmark to a file or folder.

Filter or sort file list by name: Filter the list of documents by using a phrase or sort in ascending or descending alphabetical
order.

3. Filter or sort file list by document type: Filter the list of documents by choosing a type or sort in ascending or descending
alphabetical order.

4. Filter or sort file list by date: Filter by month and/or year or sort in ascending or descending order.
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BOOKMARK A FILE OR FOLDER

Clicking on the grey bookmark icon next to a file or folder will add a bookmark. That a file or folder is bookmarked is signified by the
bookmark icon being dark grey instead of light grey.

The bookmarked file or folder will then appear in the Recent bookmarks view on the documents homepage and will also be added to the
bookmarks page.

FILTER OR SORT LIST BY NAME

Clicking on the (1) ‘Name’ Column header will drop the filter and sort selection box.

By typing a search term in the (2) Filter by name entry box and clicking the apply button it is possible to filter the list of documents
shown in the view to contain only those files where the file name contains the search term entered.

Selecting one of the (3) Alphabetical sort check boxes will order the list of documents alphabetically.
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FILTER LIST BY TYPE

Clicking on the File type column header will display the Filter List by type dialog.

You may select one or more file types shown in the list (1) of file types which will remove all other types of files from the list displayed in
the main view.

Selecting the (2) alphabetical sort of your choice will sort files by the alphabetical order of the file type
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FILTER LIST BY DATE

Clicking on the ‘Last modified’ column header will display the Filter List by date dialog.

You may select either a month or a year or both month and year from the drop down selection lists in (1)

Selecting the (2) date sort of your choice will sort files in either descending or ascending order of the last modified date associated with
the files in the list.
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