I\Ilorningstar® Office Tip Sheet:
Choosing a Report Studio Template

Once you set your global Application Settings for Report Studio, the next step is to decide
how to build a report template. You can either select a pre-designed Morningstar template,
or create brand-new report from a blank template. Choosing a pre-designed template
allows you to build upon an existing template, while a blank template gives you the freedom
to design a report from start to finish.

To use a pre-designed Morningstar template, be sure the Morningstar Templates tab is
selected within the Report Studio page, then double-click the template you want to use.

To create a blank template, click the New Report Templates icon in the upper-right corner
of the Report Studio page. The Create New Report dialog box opens. Here, you can create a
New Blank Report to design your own unique template, or use a Morningstar Template, or
use a Saved Report Template.
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If you want to make only small changes to an existing report — such as changing the font,

font size, or colors used on the report — start with the appropriate Morningstar Template. If
you are instead looking to make a report that differs significantly from anything that exists in
Morningstar Office today, create a New Blank Report.

» Click here to view a companion video to this document.
» Click here to access help topics related to Report Studio.
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http://advisor.morningstar.com/AWSOE/Training/ReportStudio_B2.mp4
https://gladmainnew.morningstar.com/WebHelp/Report_Studio/Report_Studio_Overview.htm
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