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Logging into the new Chandler Client Portal

 You will receive an email to activate an OKTA account for Multi-Factor Authentication. (Note:  The OTKA 
link expires in 7 days so it is important to set this up as soon as possible.

 You will also receive an email from your Chandler Client Service Representative with your initial login 
credentials. Once you have received these you will use them to log into your account using the following 
URL:  www.chandlerasset.com/clientportal or going through the Chandler website as noted below.

OKTA Account Activation Email Sample: Client Portal Log-in Page:

http://www.chandlerasset.com/clientportal
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Dashboards - Default Dashboard

 When you log into the portal you will see a summary dashboard, similar to the portfolio summary report on your 
monthly statement.  

 You can see the underlying data for each section by clicking on the “View Full Report” link on the upper right-hand 
side of the section.

 Other useful navigation tools you will see throughout the portal:  export to excel or pdf icon, help icon, gear icon 
(this icon allows you to manage various user, account, or report settings within the portal. They are located on 
various pages through the portal).
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Dashboards - Customizing your dashboard

 This dashboard can be customized per user.  Any changes you make will only apply to your user setup.

 To customize, click on “Add Widget”, you can then add or remove sections.
• To remove a section, click on the red (-) next to the “edit title” button.
• To add a section, click on the widget that shows what you would like to add, and then the program will 

take you through a series of selections.  To navigate through setting up a new widget you will click next 
in the bottom right corner of the selection box, when you have made all necessary selections, you will 
click finish and it will add the new widget to your dashboard.
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Dashboards - Selecting Accounts/Date Range

 To change the time frame or portfolio you are viewing, click on the blue “Portfolio Summary” 
drop-down.  This will pull up the below drop-down where you can choose which account you 
are viewing as well as the time frame you are viewing.  Select the account you want, and the 
date range then click on “Go” at the bottom of the page to update the dashboard.   This 
functionality works the same throughout the portal.
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Dashboards - Grouping Accounts

 If you have multiple accounts that you need grouped differently than what we have set up as the 
standard consolidated accounts in the system, you can do this using the below functionality.

 Click on the gear icon next to the “Accounts:” drop-down.  You will then see the below screen.  
From here you can move accounts into any grouping you like by using the right and left arrows in 
between the boxes.  Insert the name you would like in the “Groups:” line then click save to save 
the grouping.
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Accounting – Standard Reports

 The standard reports are similar reports to what was previously available on the prior 
Chandler client portal.  These are exportable to either Excel, PDF, or CSV files.
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Accounting – GASB Reports

 The GASB 40 & 72 reports can be run and exported to Excel or PDF on a real-time or historical 
basis.
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Accounting – GAAP Reports

 These reports are system-standard GAAP reports.  
• These are good report options to use as a starting point when building out custom 

reports for specific reporting needs.



Chandler Asset Management |  10

Customizing Reports

 You can customize reports to meet specific reporting needs.

 To customize a report: right-click on any column header then select what you want to 
customize.

• Depending on what you choose, additional selection options will pop up that you can 
then set up as required.

• Once the report is set up as you like you will need to go to the “More” drop-down and 
do a “Save Report As”.  (Note: You can not save over an existing report.)  
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Sharing Custom Reports 

 Once you have created a custom report, you have the option to share it with other users within your organization.

 To share a report, use the “Report Manager” gear icon to get to the report manager tool.  Once there, you can choose 
who within your organization you would like to share your report with by using the right and left arrows to move the 
user from the “Available Users” list to the “Shared With” list.

• Once you select a user you will need to choose what level of access you want them to have to the report.
o Restricted Access allows them to view and run the report but not make any edits
o Limited Access allows them to edit the report but not save over the report (any edits made would need to be saved 

to a new report and shared as needed).
o Full access allows them to make changes and save over the report which would change it for all users with access to 

the report.
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Accessing Your Monthly/Quarterly Statements

 To download your monthly or quarterly statements, choose “Statement Download”
• In step 1 choose “Investment Manager Statements”; in step 2 choose the time frame you are 

looking for (this will default to the prior month); in step 3 select the statement(s) you want to 
download and click download.  You can monitor the download status under “statement 
download details” at the bottom of the page.

• Once the download completes a file will pop up in the upper right corner (or in the download 
folder on your computer) where you can then open and save the file where needed.
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Statement Manager

 You can set up a group of reports to run as a statement using the “Statement Manager” Option 
under Statements.

 To set up a report you can select any available report on the left side of the screen using the left 
and right arrows you can add and remove statements to build custom statement grouping. Fill 
in the Statement name and description boxes, once you have the reports you would like to run 
as one group click save and then you will be able to run this in the “Statement Download” as 
needed.

• Once saved you will also have the option to share the report with other users.  The other 
users must have access to all reports in the statement to be able to share the statement 
with them.
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