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INTRODUCTION 
 

 

NAVIGATE TO THE PROFILE PAGE 

Click on the Profile  option in the menu bar at the top of the screen: 

 

The profile page will open: 

 

  

THIS USER GUIDE PROVIDES AN OVERVIEW OF THE FUNCTIONS AVAILABLE ON THE CLIENT PORTAL PROFILE 
PAGE. 
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The image above shows the Profile Page for a sample user. 

There are 6 features available on this screen: 

1. Your  Agre e me nt s : 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. C hange  Profile  De t ails : Click on the button to update some of your user details. 

3. C hange  Password : Click on the button to change your password associated with your Client Portal account. 

4. C hange  E-Mail: Click on the button to change the email address associated with your Client Portal account. 

5. Use r who have acce ss  t o t h is  Agre e me nt : A list of Client Portal Users who have access to this Agreement. If you see anyone 

that you do not believe should be able to access this Agreement, then please let your Insight Investment Team know 

immediately. 

6. S ubmit feedback on the  I ns ight  C lie nt  Port al : Click on this link if you wish to provide us with feedback about the Insight Client 

Portal. 

CHANGE PROFILE DETAILS 

Click on the Change Profile Details button: 

 

Before you can proceed you will need to verify your email address. The verification window will open with your email address 

populated: 

 

 Click the S e nd ve r ificat ion code  button and the portal will send an email with a verification code to your registered email address: 
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Type the Verification code into the box on the screen and click V e r ify C ode . 

  

If you haven’t received a verification code, then firstly check your spam/junk mailbox or click the S e nd ne w code  button. If you do not 

receive a code, then please contact your Insight Investment client team. 

When you have successfully verified you will receive a confirmation message. 

 

Click continue to be taken to your profile details: 

 

Once you have finished editing the details then click Continue to finish. 
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CHANGE PASSWORD 

Click on the Change Password button: 

 

You will be prompted to verify your account using the authenticator app that you used to login to the portal and click V e r ify: 

 

The C hange  Password  window will open, fill in your old and new passwords and click C ont inue  to complete the password change. 
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CHANGE E-MAIL 

Click on the C hange  E-Mail button: 

 

You will be prompted to verify your account using the authenticator app that you used to login to the portal and click V e r ify: 

 

The next screen will allow you to enter your new email address. Type in your new address and click S e nd ve r ificat ion code : 

 

Insight will send a verification email to the new email address 

Enter this code in the box on the portal screen and click Verify Code. 
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Click Continue on the next screen to complete the request 

 

Your Insight Client Team will need to review your request so you will not be able to login in immediately with your new email. 

You will be presented with the following screen: 

 

NOTE: If you need immediate access to the Client Portal then click on the Revert E-Mail button to revert back to your previous email 

address. You will need to make another Change Email Address request if you still need to change your email address. 

When your Insight Client Team have completed their review you will receive an email to your new email address confirming that your 

email has been changed. You can now login to the Insight Client Portal using your new email address and previous password. 
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If you have any questions or comments about the Insight Client Portal, then please contact your Client Services Team. 

 


