Morningstar® Office Tip Sheet:
Assigning Benchmarks for Your Practice,
Clients, or Accounts in Morningstar Office

As described in the previous tip, benchmarks help to illustrate how a client’s portfolio is Overview
performing in relation to the market. Morningstar allows you to report against many

different standard indexes, or blend indexes or other investment types together to create

custom benchmarks.

Whether you choose a standard index or a custom benchmark you've created, the next step
is to assign a default reporting benchmark at the practice, client, or individual account level.

To assign a benchmark as your default, complete the following steps: How do | assign

1. From the menu bar at the top of the Morningstar Office window, select a benchmark as the

Tools. .. Settings. .. Set Default Account Benchmark. The Select user benchmarks default benchmark
dialog box opens. for my practice?
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How do | assign a benchmark as the default benchmark for my practice?

2. From the Primary Benchmark drop-down field, choose Select Benchmark. The
Select Benchmark Dialog box opens.

@ Morningstar Office E@
Selact user benchmarks

Select benchmarks for the user.

Select this option

Primary Benchmark  |Morningstar US Market TR USD v |
| Select Benchmark |
SScondliyjacnehmant Morningstar US Market TR USD Q

Tertiary Benchmark None ﬂ

OK | Cancel | Help |

3. From the Within drop-down field, select either a Universe or Custom Benchmark.

4. Click Go.
.']ri Select Benchmark @
|
Find By @ Begins with ) Contains Use this field to look

for your custom benchmarks
Building Reporting Package Go

Available records
Total records:

Jump to record name:

Building Reporting Package

Building Reporting Package Chose a benchmark

My Custom1

Help OK Cancel

5. Click OK.
6. If desired, repeat these steps for the Secondary and Tertiary benchmark fields.
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How do | assign a benchmark at the client level?

If you set a benchmark at the client level, it overrides the benchmark you've set at the How do | assign
Default (practice) level. a benchmark at
. . . i ?
To assign a benchmark at the client level, do the following: the client level?
1. From the menu bar at the top of the Morningstar Office window, select
Tools. . . Settings. .. Setting Assignments. The Select client benchmarks
dialog box opens.
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2. From the left-hand pane, be sure the Client Settings Assignments page is selected.
3. Scroll down (if needed) to locate the client for whom you want to change the
default benchmark.
4. Scroll right (using the scroll bar at the bottom of the screen) until you see the
Primary Benchmark column.
5. Click on the magnifying glass icon in the Primary Benchmark field. The Select client
benchmarks dialog box opens.
6. From the Primary Benchmark drop-down field, choose Select Benchmark. The Select
Benchmark Dialog box opens.
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How do | assign a benchmark at the client level?

7. From the Within drop-down field, select either a Universe or Custom Benchmark.

8. Click Go.
,'],ri Select Benchmark @
wii . |
Find By @ Begins with () Contains Use this field to look
for your custom benchmarks
Building Reporting Package Go
Available records
Total records:
Jump to record name:
Building Reporting Package
Building Reporting Fackage Chose a benchmark
My Custom1
New
Help OK Cancel
9. Click OK.
10. If desired, repeat these steps for the Secondary and Tertiary benchmark fields for
a client.
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How do | assign a benchmark at the account level?

If you set a benchmark at the account level, it overrides the benchmark you've set at How do | assign a
both the Default (practice) and client level. benchmark at the
. ) ?
To assign a benchmark at the account level, do the following: account level’
1. From the menu bar at the top of the Morningstar Office window, select
Tools. . . Settings. .. Setting Assignments. The Select client benchmarks
dialog box opens.
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2. From the left-hand pane, be sure the Account Settings Assignments page is selected.
3. Scroll down (if needed) to locate the account for which you want to change the
default benchmark.
4. Scroll right (using the scroll bar at the bottom of the screen) until you see the
Primary Benchmark column.
5. Click on the magnifying glass icon in the Primary Benchmark field. The Select user
benchmarks dialog box opens.
6. From the Primary Benchmark drop-down field, choose Select Benchmark. The Select
Benchmark Dialog box opens.
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How do | assign a benchmark at the account level?

7. From the Within drop-down field, select either a Universe or Custom Benchmark.

8. Click Go.
,'],ri Select Benchmark @
wii . |
Find By @ Begins with () Contains Use this field to look
for your custom benchmarks
Building Reporting Package Go
Available records
Total records:
Jump to record name:
Building Reporting Package
Building Reporting Fackage Chose a benchmark
My Custom1
New
Help OK Cancel
9. Click OK.
10. If desired, repeat these steps for the Secondary and Tertiary benchmark fields for
an account.

» Click here to view a companion video to this topic.
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http://advisor.morningstar.com/AWSOE/Training/B5_SettingReportingBenchmarks.htm
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