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ONLINE ACCESS INSTRUCTIONS

1. LOGGING IN
1.

Enter your UserName and Password (these details will have been emailed to you).

2.

Read and accept the terms and conditions - these must be accepted every time you access the site.

3.

Click Login button.

NOTE: Your account will be locked after 6 unsuccessful logins. You will need to contact DDH to reset your password.
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2. READING MESSAGES
1.

Every time you log in to your account any new messages that you have received will be shown on the home screen.

2.

After you have read the messages you can hide them from view.

3.

They can still be seen if you click Messages in the top menu and select Show All Messages.
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3. SENDING MESSAGES
1.

You can also send messages from your online account by selecting Send Message in the top menu.

2.

Select Managed Funds or Money Market from the To dropdown list.

3.

Enter a Reply Email address.

4.

Complete the Subject and Message fields.

5.

Click Send.

6.

You will receive a confirmation on the next screen if the message was sent successfully.

NOTE: You can attach a file to your message by using the File Attachment function.
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4. CHANGING YOUR PASSWORD
1.

Select Settings from the top menu.

2.

Select Change Password.

3.

Enter UserName, Current Password and New Password.

4.

Click OK.
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5. CHECK YOUR ACCOUNT DETAILS
1.

Choose Select Investor from the Managed Funds menu on the left.

2.

Double click on the Name to select an account or click the icon in the Select column.

After selecting the account the name should appear at the top of the page.
3.

Select Investor Details from the Managed Funds menu on the left to view your account details.

NOTE: These details cannot be altered online. If you need to update these details complete a Change a Account Details Form which is available from
the DDH Investment Access Funds- Forms section of www.ddhgraham.com.au or on request by phoning (07) 3210 2277.
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6. VIEW BALANCES AND TRANSACTIONS
1.

Select Fund Accounts from the Managed Funds menu on the left.

NOTE: To view the fund accounts for a particular account you need to select the account on the Select Investor page.
2.

To find a specific fund you can sort or filter the columns based on name, current units, price, price date or current value.

The Accounts summary page shows the latest value for your investments.
3.

To see the transaction list for a fund you can double click the name or click on Transactions in the Transactions column.

Transactions can be sorted by date, type, amount, units, price or units balance:
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7. VIEW DISTRIBUTIONS
1.

Select Distributions from the Managed Funds menu on the left.

NOTE: To view the distributions for a particular account you need to select the account on the Select Investor page.
2.

To find a specific distribution you can sort or filter the columns based on fund, date, gross and net value, tax or type.
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8. DOWNLOAD DATA INTO EXCEL FORMAT
1.

At any point you can download the displayed data into CSV (Excel) Format.

2.

Choose the data to download by selecting to Fund Accounts and then Transactions or Distributions, you can sort or filter this data as needed.

3.

To export into excel select Download Data in the left hand menu and select _CSV (Excel). The download will start automatically.

NOTE: Depending on the requested information there may be a short delay before the download starts. If your internet explorer blocks the file you
may need to release it from the web page warning.
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9. SORTING AND FILTERING
Filters and Grouping
New advanced functionality allows for complex filtering and dynamic
grouping, allowing you complete flexibility when analysing data via the
web.
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1. To order the data using information in a certain column simply click on
the column name. Click again to reverse the order.
2. To group data by one or more columns, drag the column header to
area above the column headings.
3. To filter the entries within a column choose the drop down arrow next
to the column header OR type in the white box.
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4. By default, this filter is set to search by ‘Begins with’. To change how
this filter searches to ‘Contains’, ‘Doesn’t contain’, ‘Ends with’, ‘Equals’
or ‘Doesn’t Equal’, choose the filter button to choose from the drop
down menu.
5. More complex filtering is available from the ‘Set Filter’ option at the
bottom of the data grid.
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Filter Creation
The fields above each column can be used for filtering as shown in the above diagram. However, the web functionality provides a ‘filter builder’
function to assist the user for more detailed requirements. The steps below demonstrate an example of how this can be used. The example uses a date
field.
To filter for all Price Date Transactions in 2015:
1.

Select the “Select Filter” link on the bottom left of the screen

2.

In the Filter Builder window, click on the ‘+’ icon next to “And”.

3.

If the required field is not selected, click on the field name and select the field for the filter.

4.

In this case, for a Price Date filter, we select “Is Between”

5.
Click “<enter a value>” and due to the field being a type date, a calendar will open allowing easier date selection. The date can also be typed
directly into the field that appears if desired and the calendar is not needed.
6.

Repeat step 5 for the second date in the range and then select “OK” to action the filter

