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Configuring and Using the
Client Web Portal in Morningstar Office

This document explains how to configure and use the Client Web Portal (CWP) in Overview
Morningstar Office. The CWP allows you to post reports and other files to a secure website,

which you and your clients can access. If you leverage the batch reporting feature in

Morningstar Office, this offers a quick and easy way to quickly put information into your

clients” hands.

You also have the option of allowing your clients to post files to the CWP. These could be
either items for you to see, or files for their own reference.

The following topics are covered in this manual:

» configuring/designing the CWP
» administering access and use of the CWP and
» posting content to the CWP.

The connection to http://www.cwp.morningstar.com uses 128-bit encryption. The What kind of
connection uses TLS 1.0, and is encrypted using RC4 128 with SHA1 for message security does the
authentication, and RSA as the key exchange mechanism. The connection is not CWP offer?

compressed and the server does not support the TLS renegotiation extension.

The identity of the website has been verified by Thawte SSL CA.
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Configuring/Designing the Client Web Portal Overview

Configuring/Designing the Client Web Portal

The first step in using the CWP is to determine what your clients will see when they log Overview
into it. The same window in Morningstar Office that allows you to design the

appearance of the CWP and configure its component parts also allows you to perform

certain administrative functions. Understanding these key functions is crucial to making

the CWP experience an efficient and easy one for you and your clients.

You will learn the following:

» how to display your firm’s logo on the CWP

» how to access the CWP configuration window

» how to configure the same CVWP for all members in your firm

» how each option in the CWP Settings window affects what you and your clients see
on the CWP and

» how the settings can be used to share information between you and your clients.
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Configuring/Designing the Client Web Portal

How do | display my firm's logo on the CWP?

In Morningstar Office, you can upload your company logo to your user preferences so it
appears on any report generated for your clients. As an added bonus, this uploaded
logo also appears on your clients' web portals.

Note the following important points about your logo:

» your company logo must be in JPEG or GIF file format
» it cannot exceed 265.5 pixels by 100 pixels (logos larger than these dimensions will
be resized down), and

» the company logo file should be saved to a location on your computer.
To display your company's logo on cover pages and the CWP do the following:

1. Onthe Home tab, select the Settings page.
2. From the Settings page, click once on Preferences. The Account Setting dialog box

How do | display
my firm’'s logo
on the CWP?

e |
|f@ Morningstar Office - R > -
File New Favorites Tools Reports Help @ & Import - [E]Price Monitor . [FiQuoteSpeed & Search for In Securities -+ Go =
fome | settnos |
B Home P T Settl Portfolio A ting System Sett
B C—— ersonal Settings ortfolio Accounting System Settings
i Presentations
» 88 Support + Training s | Assistant Management Reports, Tax Lot Methods, Transactions, Management Fees
=
 Settings 8 2
S Create or Delete assistants
» E5 Morningstar Services
+ & Document Library _i Email Server Settings
E Morningstar Publications s | Preferences
[ Task Manager 2]
e e Set miscellaneous preferences: currency, logo, import, etc
» & Workflow _i Email Password Settings
e . Asset Allocation Reporting Sets
_i Client Web Portal Settings SoiE pEeraened fese s =
e | Firm Administration
e Task Manager Settings [il o ~
Reporting Profile Override
= Note Manager Settings 2 o ~ N
User Defined Fields Settings
EY

Click once
on this option
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Configuring/Designing the Client Web Portal How do | display my firm's logo on the CWP?

3. Inthe Account Setting dialog box, click the magnifying glass next to the Add Logo to
Cover Page field. The Open dialog box opens.

[Ifd Momingstar Office =8 =
Account Setting
Display Currency US Dollar ﬂ
Add Logo to Cover Page XYZ_Wealth_Advisors_Logo.ipg [@]
Add Loge to Footer EY
™ Show Liquidated Holding Click here to
I~ Email Notification of Out of Balance Accounts select your logo

v Check on "Include in management fees calculation”
for new Transactional Accounts

I Exclude Margin Balance from Management Fee Calculation

O Use Absolute values of Short Positions in Management
Fee Calculation

Exclude Securities from Management Fee and/or
Performance Calculation

Exclude Securities

Capital inflow limit for TWR calculation (%)
10

Import Setting
User-Defined Fixed Income Data

@ Use Morningstar default data, when available

€ Use imported data

Security Filter Sattings

Set Exchange Filter | | Set Currency Filter

Help save + Close || Cancel

4. locate the company logo file on your computer, then click Open.
5. After your logo uploads, click Save and Close on the Account Setting dialog box. Your
company’s logo will now appear in the upper-right corner of your clients' web portals.

XYZ Wealth Advisors Welcome, Adam Ramirez! Settings | Log Out

A Advisor Elizabeth Morgan, CFP®

XYZ ) _
weATH Apvsens Note the inclusion

of the logo here

Qverview || Account Details ‘ ‘ Documents
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Configuring/Designing the Client Web Portal Opening the CWP settings window

To configure the appearance of the CWP for your clients, do the following: Opening the CWP

1. From the Home tab, go to the Settings page. settings window

2. From the Settings page, click once on Client Web Portal Settings. The CWP window

opens.
W_L o g -
File New Favorites Tools Reports Help & Import : JE]Price Monitor : [ QuoteSpeed : Search for In Securities - Go ]
fioms JEEEESESE=SEEEEEEEE——————
E Home - = n =
& Articles + Commentary Personal Settings Portfolio Accounting System Settings
= Presentations
» &8 Support + Training _E( Assistant Management _,  Reports, Tax Lot Methods, Transactions, Management Fees
E Settings e \1
» &8 Morningstar Services
» & Document Library f3 | Email Server Settings
E Morningstar Publications 2 _E( Preferences
E Task Manager
+ &5 Workflow T‘ Email Password Settings
| Cent Wes Portal Settngs or reporting purposes Click once on
this option from
e Firm Administration the Settings page
— Task Manager Settings [il Y D S -
-] Set Custedia = e mens
== Nots Manager Settings < -
| &d on Re,
User Defined Fields Settings
=
&] .
Firm-level settings are used to ensure that every member of your firm has an identical How do | establish

CWP This can be set by checking the Use Firm Level Settings box at the top of the firm-level settings for
Overview tab, but be forewarned: if this box is checked, any firm member can change the CWP configuration?
the appearance of the CWP for all firm users by subsequently making a change in the

CWP Settings window.
1@ Morningstar Office P B
I Use Firm Level Settings
Overview Account Detail Document Notification Disclosure  [Electronic Delivery Consent TO use the same
Client Web Portal Overview Settings settings for all firm
Use the options below to enable/disable various compenents in the Client Web Portal. The fellowing options will members, check this box

be applied to all clients' Web Portals.
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Configuring/Designing the Client Web Portal

Understanding the Overview tab

The Overview tab in the CWP shows all of a client’s accounts aggregated together. If
you want this tab to show on the CWP check the box labeled Enable Aggregate
Component section on Web Portal.

\\[@ Mormingstar Office 8 [=HRCE X

I” Use Firm Level Settings

Client Web Portal Overview Settings

Use the options below to enable/disable various components in the Client Web Portal. The following options will
be applied to all clients' Web Portals.

[¥ Enable Aggregate Component section on Web Portal

Top 15 Holdings v| |Accounts v

Click here to enable
the Overview tab
for your clients

Net Worth (Asset Composition) w| |asset Allocation v

Net Worth Summary v Investment World Region Breakdown |a,

! -5 f
As Of Date for Data Last Month End “
! help Preview save |[ save+close | [ close |

The Overview tab allows you to include up to six different sections. You can include
which ones you want to show, and set the order in which they appear by selecting the
name of a section from each drop-down field.

&~ Note: To omit a section on the Overview tab, select Empty from the drop-down field for an
area.

To determine the date for the information shown on the CWP select one of the
following options from the As of Date for Data drop-down field at the bottom of the
Overview tab:

» Last Modified Date
» Last Market Close
» Last Month End

» Last Quarter End, or
» Last Year End.

&~ Note: This selection affects the information on both the Overview and Account Details tabs on
the CWP,

Understanding the
Overview tab
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Configuring/Designing the Client Web Portal

Understanding the Overview tab

The following table provides details on each section available on the Overview tab.

Section

Top 15 Holdings

Description

This area shows the top 15 holdings (based on assets) across all client

accounts. The following data points are shown:

» Name
» Ticker

» Market Value

» Assets % (the percentage of assets a holding represents among all client

holdings)

Top 15 Holdings (Out of 22)

Eagle Small Cap Growth A
Heartland Value Plus

Fidelity Magellan

American High-Income Municipal Bor
Dreyfus International Bond A

Bread & Butter

Western Asset Core Plus Bond I

Ticker

HRSCX

HRWIX

FMAGX

AMHIX

DIBAX

BABFX

WACPX

Market Value Assets %

39,280.00
29,310.00
21,648.52
21,030.35
16,650.00
11,510.00

11,480.00

15.47

11.54 |7
8.52
8.28
6.56
4.53

4.52

You cannot change which columns are shown here, or the order in which they

appear.

Shows all of a client’s accounts, and the market value of each one.

Accounts s of 9/6/2012

Market Value

Brokerage 104,474.30 =
ACCOUntS College Savings 51,029.87
Household Savings 29,965.22

IRA 1 91,072.42 3
IRA 2 152,605.17
Italy Vacation 37,189.38

Mary's 401k 105,293.00 _
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Configuring/Designing the Client Web Portal

Understanding the Overview tab

Section

Net Worth (Asset Composition)

Description

This area presents a breakdown of a client’s holdings among the following asset

types:

» Taxable
» Tax-Free
» Tax-Deferred, and
» Non-Investment.

Net Worth (Asset Composition)

® Taxable

® Tax-Free

® Tax-Deferred
Mon-Investment

Total

Data as of 9/6/2012
Amount Amount %
308,4599.41 45.97
152,605.17 24.72
156,322.87 25.32
0.00 0.00
617,427.45 100.00

This information is taken directly from the client record; you cannot manually
change this information here.

Asset Allocation

This section shows the breakdown of client assets among the following asset

classes:

» Cash

» US Stock

» Non US Stock
» Bond

» QOther, and

» Not Classified.

Asset Allocation

® Cash
® US Stock
® Non US Stock
® Bond
® Other
Mot Classified

Total

Market Value
17,025.80
20,204.41

1,176.99
42,221.40
2,483.57
5,012.71

§8,124.89

Account %

19.32

22.93

1.34

47.91

2.82

5.69

100.00

You can also see the Total assets for a client. If any of the asset classes has a
net negative (short) position, a bar chart is shown in lieu of a pie chart.

Asset Allocation

‘20 0 30 60 90

® Cash
® US Stock
® Non US Stock
® Bond
® Other
Mot Classified

Total

Data as of 9/6/2012
Market Value  Account %
53,606.06 8.68
377,529.52 61.15
78,685.10 12.74
103,810.43 16.81
3,795.05 0.62
-2.71 0.00
617,427.45 100.00
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Configuring/Designing the Client Web Portal

Understanding the Overview tab

Section

Net Worth Summary

Description

This area shows the distribution of a client’s assets among the following

groupings:

» Portfolio Assets
» Other Assets
» Liabilities, and
» Net Worth.

Net Worth Summary

617,427.45

0.00 0.00

Portfolio Assets Other Assets

Liabilities

617,427.45

Net Worth

As with the Net Worth (Asset Composition) section, this information is taken
directly from the client record; it cannot be changed manually.

Investment World Region Breakdown

The map shown in this area is shaded to show the weighting of a client’s assets
around the globe. The darker the area, the heavier the investment in that area. In
the CWP you (or your clients) can mouse over an area of the map to see the

percent of a client’s assets in that region.

Investment World Region Breakdown Data as of 9/6/2012
N 3 p
: — o
) < \_, ’/<|/> - -
y @ (
p ; - \ . P ~
e Wl ‘~:;:J/_
e o R ;
v
. ’z/ g
v o
0 0-10 10-20 20-50 50-50 =90%
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Configuring/Designing the Client Web Portal Understanding the Account Detail tab

The Account Details tab in the CWP allows you to see information for one account at a Understanding the
time for a client. If you want this tab to show on the CWP check the box labeled Account Detail tab
Enable Account Details Tah.

The Account Detail tab allows you to include up to five different sections. You can
include which ones you want to show, and set the order in which they appear by
selecting the name of a section from each drop-down field.

&~ Note: To omit a section on the Account Detail tab, select Empty from the drop-down field for
an area.

To determine the date for the data shown on the CWP select one of the following
options from the As of Date for Data drop-down field at the bottom of the Account
Detail tab:

» Last Modified Date
» Last Market Close
» Last Month End

» Last Quarter End, or
» Last Year End.

&~ Note: This selection affects the data on both the Overview and Account Details tabs.

The following table provides details on each section for this tab.

Section Description

This section, if you elect to show it, must appear at the top of the Account
Details tab and shows the holdings for an account.

Certain data points are shown by default, but you can configure these (among
the options available) by clicking the Select Columns link on the Account Detail
tab in the CWP Settings window.

Holdings
Name “ | Symbol Shares Held Market Value
Dodge & Cox International Stock DODFX 802.57 25,714.29
PRIMECAFP Odyssey Aggressive Growth POAGX 777.20 15,318.65
) Realty Income Corporation o] 294.26 12,420.55
HOldmgS T. Rowe Price Equity Income PRFDX 1,963.09 51,020.81

Note the following about selecting columns:

» you can include up to 50 columns, and

» while you cannot set the sequence in which the columns will appear on
the CWP in the Select Columns dialog box, your clients can set the
columns’ arrangement simply by dragging-and-dropping the columns
in the order they would like them to appear.

Version 3.0 MOORNINGSTAR 10



Configuring/Designing the Client Web Portal

Understanding the Account Detail tab

Section

Investment Activity Graph

Description

This chart shows the return of an account over the past 10 years. The dark blue
horizontal line represents the client’s investment in the account. The light blue
area represents the change in the account’s value over time.

If a certain security did not exist at some point in the prior 10 years, it is
removed from the return calculation, and the other securities in the account are

weighted proportionately.

Investment Activity Graph Data as of 10/22/2012
Market Value 40,020.14 Cumulative Return

®m Total Investment 38,245.72 4.64%
40.80K
40.20K
30.60K
28.00K
28.40K
37.80K

MNowv 11 Feb 12 Apr12 Jun 12 Aug 12

Asset Allocation

This section shows the breakdown of the client’s assets among the following

asset classes:

» Cash

» US Stock

» Non US Stock
» Bond

» QOther, and

» Not Classified.

Asset Allocation

® Cash

® US Stock

® Bond

® Other

Total

® Non US Stock

Mot Classified

Market Value
17,025.80
20,204.41

1,176.99
42,221.40
2,483.57
5,012.71

§8,124.89

Account %

19.32

22.93

1.34

47.91

2.82

5.69

100.00

You can also see the Total assets for a client. If any of the asset classes has a
net negative (short) position, a bar chart is shown in lieu of a pie chart.

Asset Allocation

30 0 30 60 90 Total

| | ® Cash
[ ® US Stock

B ® Non US Stock
|| ® Bond

| ® Other

Mot Classified

Data as

Market Value
53,606.06
377,529.52
78,685.10
103,810.43
3,795.05
-2.71

617,427.45

Account %
8.68
61.15
12.74
16.81
0.62

0.00

100.00

Version 3.0

MORNINGSTAR

11



Configuring/Designing the Client Web Portal

Understanding the Account Detail tab

Section

Investment World Region Breakdown

Description

The map shown in this area is shaded to show the weighting of a client’s assets
around the globe. The darker the area, the heavier the investment in that area. In
the CWP you (or your clients) can mouse over an area of the map to see the
percent of a client's assets in that region.

Investment World Region Breakdown Data as of 9/6/2012

p P

o 0-10 10-20 20-50 50-50 =50%

This area shows the transactions for an account. The following information is
shown:

» the month the transaction took place
» the Type of transaction

» the number of Units exchanged, and
» the Value per unit.

Transactions Data as of 10/22/2012

Transactions Type units velue 2
December 2011 =
James Balanced: Golden Rz Long-term MaM 12.97
James Balanced: Golden Rz Buy 0.64 12.96
November 2011
RS Low Duration Bond A Buy 2.79 28.45
RS Low Duration Bond A Distribution NaM 28.45
Schwab Tax-Free Bond Buy 1.28 14.88
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Configuring/Designing the Client Web Portal Understanding the Document tab

The Document tab allows you to do the following for the CWP: Understanding the

» decide whether clients can upload files to the CWP Document tab

» decide whether client files should be automatically posted to the CWP when they
are uploaded

» determine which types of files clients can upload to the CWP

» select a folder for client files to be stored in when they are uploaded to the CWP
(you must have already created this folder on the Reports tab in Morningstar Office),
and

» decide whether the report folders you create in Morningstar Office (for housing the
reports you generate) should be displayed on the CWP.

First, decide whether you want to allow clients to post their own files to the CWP This
allows them to both share files with you, and use the CWP as a single place of
reference for investment-related items. To allow clients to post documents to the CWP,
check the box labeled Allow Clients to upload documents via the Web Portal.

&~ Note: When a client submits a new file to the CWP, you will receive an email alerting you to
this update.

|[@ Momingstar Office ™ l == ﬂ

I Use Firm Level Settings

Ove Account Deta Document

Client Web Portal Document Settings

Check this box to
Use the options below to enable/disable various features for the Client Web Portal. The following options will be allow clients to upload

applied to all clients' Web Portals. files for the CWP

W allow Clients to upload documents via the Web Portal

Rather than have every client file posted immediately, you have the option of reviewing
this material. This rule must apply to all users, and can also be used to prevent
sensitive material from inadvertently being posted by a client. To allow client files to be
automatically posted to the CWP check the box labeled Auto post uploaded
documents to the Client's Web Portal for viewing by the Client after upload. If
you do not want files to be automatically posted, leave this box unchecked.

|[@ Momingstar Office ™ l == ﬂ

I Use Firm Level Settings

Ove Account Deta Document

Client Web Portal Document Settings

Use the options below to enable/disable various features for the Client Web Portal. The following options will be Click here iny if you )
applied to all clients' Web Portals. want the files your clients

upload to immediately be
W allow Clients to upload documents via the Web Portal pOSted to the CWP

W aAuto post uploaded documents to the Client's Web Portal for viewing by the Client after upload

Next, you must decide which types of files to allow clients to upload. Note that a
distinction is made between .xIs and .xIsx, and .doc and .docx files. This is because
more recent versions of Microsoft Excel and Word save files with an .xlsx and .docx
extension, respectively.
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Configuring/Designing the Client Web Portal Understanding the Document tab

When a client uploads a file to the CWP, a record is created in Morningstar Office. You
can see those records on the Reports tab, on the Usage Reports page. Further, you can
create a sub-folder on the Reports page to house all of the files your clients upload to

the CWP.

If you have already created such a folder, you can select it on the Document tab from
the Select folder where uploaded documents will be saved: drop-down field.

If you have not already created this folder, do the following:

1. From the Reports tab, select the Reports folder.
2. Right-click the Reports folder and select New Folder. The New Folder dialog box opens.

']ﬁ Morningstar Office

File New Favorites Tools Reports Help

fome | Reports |
Client Management AEiiEm = < Ex
Portfolio Management [~ Date Created ¥

Investment Planning

™ 09/12/2012
Research
di I~ o09/11/2012
S O bl I Right-click on the
Worlepace [M 09/11/2012 Reports folder, then
Esoorls [ 08/11/2012 select New Folder
+&3 Reports [C__os/10/2012
HE (Administrat Mew Folder
HE (Administrat Refresh
E Client Web Portal UT T 07/23/2012

B Comm None Select [~ p7/18/2012

3. Inthe New Folder dialog box, type a Name for the folder to which your clients' uploaded
documents will go.

MNew Folder @

MName :

=-Reports

..Client Web Portal Upload
--Comm MNone Selected
..Eide Household Reports
--Ericksons

Enter a name for the
folder where your clients’
uploaded files will be store

-.June Billing

..June Quarterly Communication
..McCloon Family Archive

.1 2012 Quarterly Communications
..Q1 Quarterly Communications

.4 2011 Quarterly Communciation
..Quarterly Communications July
..Sample Folder

..(Administrator) Sample
..(Administrator) test

oK ] [ Cancel

4. Click OK.

= Note: Be sure to select this folder from the Document tab in the Client Web Portal
Settings window.
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Configuring/Designing the Client Web Portal

Understanding the Notification tab

Finally, not only can you designate a folder to which client submissions will be posted,
you can also choose to have the folders you've created be posted to the CWP For
instance, if you create a separate folder for each set of quarterly reports you create,
you can display those folders on your clients” CWP to make it easier for them to find the
files you post.

To display these folders, simply check the box at the bottom of the Document tab
labeled Display report folders on Web Portal.

The Notification tab allows you to enter a default message in the email your clients
receive whenever you post a file to their CWP.

[ Merningstar Office 8

I Use Firm Level Settings

o}

Client Web Portal Report Post Message Setting

The message below is the default message that will be sent to your clients each time you
This same message will be shared for each client when you post a report to the Client Wel
include any client-specific infermation in this message. The email message will automaticg
Name and Firm Name associated with your Office Edition User Profile.

The URL for the Client Web Portal Login is
https://cwp.merningstar.com/

We recommend that you include a reference to this link in your message.

Use this area to type the

(600 characters max) message your clients will see
I have posted a report to your Client Wb Portal. when you post a file to the CWP
Please click on the link below to log in and view the report.
https://cwp.morningstar.com/
Thank you very much.
All documents are secure.
W Use default email signature for automatic notification e-mails 54
(| You can disable the notification <-mail completely by checking the box below. Click here to customize
I” Disable autematic notification e-mail for posted reports :
" " your default signature

[ Disable automatic notification e-mail for initial Client Web Portal setup

I” Disable autematic notification e-mail for client uploads

Note the following important points about this tab:

» Your message can be up to 600 characters. Your name and your firm’s name will be
included by default, so you don't need to include those in the message you write.
However, it is recommended that you include a link to the CWP (https://
cwp.morningstar.com/) in the message.

» You can use a default signature as well. Click the icon to the right of the Use
default email signature for automatic notification e-mails to configure your
signature.

» You can disable natification emails for when you post reports, as well as the email
your clients receive when you first enable the CWP for them. You can also disable
the notification you receive when a client uploads a file to the CWP. Of course, if you
disable this setting, you will need to be diligent about monitoring the Reports page
on the Reports tab to see when these files are uploaded.

Understanding the
Notification tab

Version 3.0 MCORNINGSTAR
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Configuring/Designing the Client Web Portal Understanding the Disclosure tab

The Disclosure tab is optional, but it allows you to create a message (of up to 4,000 Understanding the
characters) in the footer area on the CWP You can also decide whether to show the Disclosure tab
Morningstar logo in the footer as well.

The following are examples of what you could type in the footer area of the CWP:

» This is a secure site.
» Files are uploaded on a quarterly basis.

» For questions regarding the content of these reports, please call aaa-ppp-xxxx (your
firm’s phone number).

The Electronic Delivery Consent tab is also optional. It allows you to force clients to Understanding the
accept a consent agreement before viewing the CWP even if they have previously Electronic Delivery
logged into it. Consent tab

If used, this tab will present an message to clients the first time they login to the CWP
after you have either enabled this option, or posted a new version of the consent.

Note the following important points about writing a consent script:
» You can create multiple scripts, but only the latest version will show.
» You cannot edit or delete a previous version of the script.
To create a new version of the Electronic Disclosure Consent page, do the following:

1. On the Electronic Delivery Consent tab, click Add New Version.
2. Inthe text area to the right, type your message.

&~ Note: If you realize you do not need this content, click the Discard New Version button.

[ Morningstar Office A T

I Use Firm Level Settings

Client Web Portal Electronic Delivery Consent Settings

Enter a consent agreement which your client must accept before accessing the web portal.
¥ Enable Electronic Delivery Consent Page

Version

\ersion 6 10/30/2012 . )

\ersion 5 10/24/2012 Before viewing the Client Web Portal, please consent to
Version 4 10/10/2012 viewing the electronic delivery of files.
Version 3 09/05/2012

Version 2 07/30/2012

Version 1 07/30/2012

Type the message your clients
will see when consenting to the
electronic delivery of files here

| [piscard New version Click here to _
f \ add a new version

(| Help Preview Save Save + Close Close

3. Click Save.
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Administering the Client Web Portal Overview

Administering the Client Web Portal

After you have configured the features and appearance of the CWP you can address Overview
the administrative functions of the tool, such as granting access to the CWP for each

client. You must grant access to the CWP for each client individually; it is not enabled

by default. Before granting access to the CWP for a client, you should consider the

following questions:

» What email address should | use for a client to log into the CWP?
» What password will the client use to log into the CWP?
» What do | do if | accidentally enter the wrong email address for a client?

This section explains the following:

» how to choose an email address for clients when they log into the CWP

» how to set other email addresses to receive a notification when content is posted to
the CWP

» how to designate someone to receive an email when | post content for a group to
the CWP

» how to disable the automatic email a client receives after they are set up with
access to the CWP

» how to change the email address for clients after they are registered for the CWP

» how to set a client’s password for the CWP

» what information your clients’ email notification will contain if you require them to
set their own password?

» what information your clients” email notification will contain if you use the
Morningstar default password

» what information your clients’ email notification will contain if you set their
password

» how to grant access to the Client \Web Portal

» how to reset a client’s password, and

» how to disable access to the Client Web Portal.

When setting up a client for access to the CWP you will enter an email address for the What email address

client to use to log in to the CWP. In addition to being the login for the CWP this email should I use for clients
address will also automatically receive notifications when you post items to the CWP. when they log
into the CWP?

&~ Note: if the client has a different email address in the Client Profile->General area, that email
address, and not the CWP email login, will receive the CWP notifications.

You can also enter additional email addresses for clients or related parties to receive a Can other email

notification when a new item is posted to the CWP; be sure to separate these addresses receive
addresses with either a comma or a semicolon. a notification when |
. I , post content to
(=ad . | .
Note: these email addresses are only CC'd on the notifications; they cannot be used to log in the CWP?

to the CWP.
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Administering the Client Web Portal

How do | designate someone to receive an email when | post content for

If you have a group record, you can designate a Reporting Client to be the recipient of
the email that is sent when reports are posted for that group to the CWP This
designated client will then see the reports for the group on the CWP in addition to other
content you have posted for that client. This is a handy trick to use when you want to
ensure someone who is not the owner of an account can still see reports for that
account.

For example, you might have separate client records for a husband and wife who jointly
own a trust. If the account for the trust is under the husband's client record, you can
add the account to a group, then designate the wife as the Reporting Client for the
group. This way, the husband will be able to see reports for the account because it is
associated with him, and the wife will be able to see reports for the account, because
she is the designated Reporting Client for the group. Keep in mind, though, you must
generate and post reports for the account at both the client (husband) and again at the
group (wife) level in order for both of them to see the file. You will also have to post it
twice to the Client Web Portal.

To establish a Reporting Client for a group, do the following:

1. From the Portfolio Management tab, select the Groups page.

'f@ Morningstar Office

File MNew Favorites Tools Reports Help = & Import = I&]Price Monitor - [ QuoteSpeed

Home

Client Management Action v i Export » (SaPrint o7 New Group  View: All J

Portfolic Management [~ Name Description Cre

B Accounts

B Account Performance
B Groups

E Composites
 silling .
i Securives in Accounts S e Click once to select
e the Groups page

H Activities

E Saved Reports

401 K plans All of my 401K accounts

) L L L bt
Morgan Sample All Clients for Morgan

Peter's 401 k Group 401 k

mlimlim]ii 1fim]

2. Double-click the group you want to work with. The Groups window opens.
3. Select the Profile page.

How do | designate
someone to receive
an email when | post
content for a group?
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Administering the Client Web Portal How do | designate someone to receive an email when | post content for

4. In the Reporting Client field towards the bottom of the Profile area, type the name of the
client you want to designate for this group.

1@ Group - 401 K plans — - -— - L= B
{ File Tools Reports Help ~ Search for: In Securities [v] o 4 5ave B8 Saveand Close i Send us feedhack
P
i@ Pprofile B
= ans
E Accounts Sl L
= Reports Group description Al of my 401K accounts Be sure you are
Fee Methodology Group setting/Aggregate Balance on the Profile page
Report Setting Use User Default Setting
Management fees No Fee Arrears I
Management Fee Discount(basis peint)
Primary Benchmark Use User Default Setting |
Secondary Benchmark ~ Use User Default Setting
Tertiary Benchmark Use User Default Setting |
Target Asset Allocation
Medel Portfolio
I™ Use Account Level Model Portfolio for Rebalance
B Enter the name
Return weighting [Asset weighted .
method of the client here
Please select an optional dient to be used for posting reports to the Client Web Portal and on the
Cover Page for Group Reports. /
Reporting Client EY
I™ Use Account Level Fee Allocation
Fee Allocation Accounts EY
il
I
|
= — = J

5. At the top of the window, click Save and Close.
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Administering the Client Web Portal How do | disable the automatic email a client receives after they are set

When clients are set up with access to the CWP they receive an email notifying them How do | disable
of this; the email includes a link to the CWP and instructions on how to login. If you the automatic email
prefer to send your own message, you can disable this automatic email. a client receives after

To disable the automatic email that is sent to clients alerting them that their web portal they are set up with
. access to the CWP?
has been setup, do the following:

1. From the Home tab, select the Settings page.

2. On the Settings page, select the Client Web Portal Settings. The Client Web Portal
window opens.

[ Mormingstar Gfice o g -
File New Favorites Tools Reports Help @ & Import : [&]Price Monitor : [l QuoteSpeed © Search for In Securities - Go =
Home el
= Home 7 - — - -
5 Articles + Commentary | P€FS0NAl Settings Portfolio Accounting System Settings

[ Presentations
» &5 Support + Training

o= Assistant Management Reports, Tax Lot Methods, Transactions, Management Fees
-

i Settings R| i a

S Create or Delete assistants
» & Morningstar Services
» & Document Library G| Emai Server Settings

E Morningstar Publications o= Preferences

E Task Manager 2

e e Set miscellanecus preferances: currency. logo, import. etc
+ &5 Workflow T‘ Email Password Settings

/ == . Asset Allocation Reporting Sets
| e et pore Setings Creste user defined Asset Class Sets for reporting purposes Click once to

select this option

Firm Administration

—
e Task Manager Settings [il .
Reporting Profile Override
-
a= . Note Manager Settings < )
User Defined Fields Settings
&

3. Select the Netification tab.
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Administering the Client Web Portal

How do | disable the automatic email a client receives after they are set

4. Check the box labeled Disable automatic notification e-mail for initial Client Web

Portal setup.

1@ Morningstar Office L

™ Use Firm Level Settings

Client Web Portal Report Post Message Setting

The message below is the default message that will be sent to your clients each time you post a report for them.
This same message will be shared for each client when you post a report to the Client Web portal. Flease do not
include any client-specific infermation in this message. The email message will automatically include the Advisor

The URL for the Client Web Portal Login is
https://cwp.morningstar.com,

(500 characters max)

I have posted a report to your Client Web Portal.
Flease click on the link below to log in and view the report.

https://cwp.morningstar.com/

Thank you very much.

All documents are secure.

I Disable automatic notification e-mail for posted reports

Name and Firm Name associated with your Office Edition User Profile.

We recommend that you include a reference to this link in your message.

V¥ Use default email signature for automatic notification e-mails 54

You can disable the notification e-mail completely by checking the box below.

¥ iDisable automatic notification e-mail for initial Client Web Portal setup I

m

Be sure this
! box is checked

I” Disable automatic notification e-mail for client uploads

i Help Preview

Save

Save + Close

Close

5. Click Save + Close.

Version 3.0

MORNINGSTAR 2



Administering the Client Web Portal Can | change the email address for clients after | register them for the

After you submit the CWP setup for a client in Morningstar Office, you cannot change Can | change the

the email address a client uses to login to the CWP If a client wants to change the email address for
email address used to log into the CWP the client needs to login into the CWP and use clients after | register
the Settings button. them for the CWP?

When the client changes the email address entered there, it automatically pulls
through to Morningstar Office, and you will see it reflected on the Client Web Portal set
up page on the Client window.

When you grant a client access to the CWP you need to decide how to set the How do | set a client’s
password for the client’s access to the website. password for the CWP?

Note the following options for this feature:

» you can require the client to set his/her own password
» you can enter a custom password for the client.

&~ Note: If you opt for either the first or third option, note that the CWP password is case
sensitive and must meet the following criteria:

» it must be 8 to 16 characters long

» it must contain numbers

» it is allowed to contain the following symbols: |@#$% ™~ *? ~
» it must contain lower and uppercase letters

» it cannot contain sequential character strings like “abcd”

» it cannot contain part of you login e-mail address, and

» it cannot contain the word “Morningstar.”

If you choose to have clients set their own password, they will receive an email
notifying them the CWP has been set up for their use. Unless you have requested an
email mask, this email will come from your @mstar.com email address. If they do not
already have a Morningstar login (via Morningstar.com), they will also receive a second
email with a link that will allow them to create an account with a universal password
they can use with the CWP. See page 23 for more details on these emails.

If you choose to create a custom password for clients, clients will receive a single
email, letting them know their CWP has been set up and they can use the Morningstar
default password (or the custom password you created). You should also strongly
encourage them to change their password after they login for the first time. They can
do this via the Settings button on the CWP See page 24 for more information on these
password options.
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Administering the Client Web Portal What information will the emails to my clients contain if | require clients

After being set up with the CPWP the email notification(s) your client receives will

differ, depending on the password option you choose for the client.

& Note: For a description of the different password options available to you, see How do | set a

client’s password for the CWP? on page 22.

When you choose to require clients to choose their own password, your clients will

simultaneously receive two emails. The first email directs each client to do the

following:

» If your client already subscribes to a Morningstar product (such as

Morningstar.com), they will be directed to click on the link embedded in the email.

Your client should log into their CWP using their existing email address and

password on record with Morningstar. Your client can disregard the second email.
» If your client has never subscribed to a Morningstar product, your client is informed
that they will receive a second email instructing them how to create a password.

Client Web Portal Access Inbox X

10:45 AM (0 minutes ago) -

Dear

Below is a link to your parsonal Client Web Portal Reports. If you have not previously created a Momingstar
login, you will

receive a second email with instructions on setting up a password for the portal. You should follow the link in
that email and

astablish a password before clicking the link below. If you already have a Momingstar password, click the link
below and

@nler your password

hitps f'owp momingstar com

Be sure to bookmark this link for future reference. If clicking on the link does not work, you can copy and paste
the address

into your browser

This page will prompt you to log in to the Client Web Portal

Sinceraly

The second email directs your clients to click on the embedded link in the email, to
create a new Morningstar password.

Your New Morningstar Password Inbox

Momingstar <mailing 1 @mail momingstar net> 10:45 AM (1 minute ago) -

Dear Morningstar Member
Please click on the link below to create a new Momingstar password

hittps:fadmainnew momingstar comiregisterreqister aspx?page=ChangsPwdpwec=7181M45241LN

If clicking on the link doesn't seem to work, you can copy and paste the link into your browser's address window, or
retype it there. This page will give you instructions for resetting your password

Sincerely

Morningstar Product Support

What information will
the emails to my clients
contain if | require
clients to set their

own password?

This is a sample of the
first email your clients
receive if they have to
set their own password

This is a sample of the
second email your clients
receive if they have to
set their own password
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Administering the Client Web Portal

What information will the email to my clients contain if | set their pass-

Your clients are directed to the following web page, where they can enter and confirm

a new password.

Create New Password

E-mail Address

Sample@sample.com

New Password

See the note on page 22
for the parameters a
password must meet

Password Requirements B

Verify Password

.

Wezk

After clicking Continue, clients are prompted to enter the CWP From there, they will be

directed to the CWP Login screen.

If you choose to create a custom password for your clients, they will receive one email. What information will
The email reveals the password you chose for your client, and directs them to click on the email to my clients
the link embedded in the email, to access the Client \Web Portal Log in screen. contain if | set

their password?

Client Web Portal Access Inbax %

marcella bingham <marcella bingham@mstar.com:
to me [~

Dear FEARN JEFFREY,
Below is a link to your personal Client Web Portal Reports.

as your password

You can login with your email address as your login name and Biscuit1

u [}
5]

4:09 PM (0 minutes ago) - -

Your clients can click
this link to access
the Client Web Portal

https://cwp. merningstar. com/

the address
into your browser.

This page will prompt you to log in to the Client Web Portal

password that meets our security standards

Sincerely

Be sure to bookmark this link for future reference. If clicking on the link does not work, you can copy and paste

We strongly advise you to change your password immediately after you log in the first time to a new unique

Your client will log into the CWP using the password provided in the email.
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Administering the Client Web Portal

How do | grant access to the CWP?

Access to the CWP can be granted for only one client at a time. To give a client access
to the CWP do the following:

1. In Morningstar Office’s left navigation pane, click the Client Management tab, then be
sure you are on the Clients page.

2. Double-click on the elient you want to grant CWP access to. The Client window opens
and you will be on the Accounts page.

3. Inthe Client window, click the Client Web Portal Setup page.

4. Select the Enabled option button.

How do I grant
access to the CWP?

'@ Client - Example Client e
File Tools Reports Help : Search for In Securities - Go @ save B% Send us feedback
Client

I Client Default Settings
H Accounts
» B Client Profile
H Plans
H Alerts

Create Client Web Portal Account
Flease enter an E-mail address for your client to access a client Web Fortal where they can
retrieve your Office Edition reports via our secure website.

H Activities
H Client Web Portal Setup ® Enabled  Disabled

[ Task Manager

I Note Manager Client E-mail Address xyz@email.com
B Reports

Confirm Client E-mail Address ~ xyz@email.com
Set Client Password

® Require Client to set their own Password

" Use Custom Password provided below

8-16 characters, include at
Set Custom Password |east one number,

Confirm Custom Baseword one upper case letter and one
lower case letter;

Client €C: List

CC a copy of the report notification to additional e-mail addresses listed below. Separate multiple
E-mails by comma or semicolon.

E-mail Addresses

Confirm E-mail Addresses

Help Apply Changes

Note:
The link for the Client Web Portal login pace is:

m

Make sure this option
button is selected

5. Inthe Client E-mail Address field, enter the client's email address.
6. Inthe Confirm Client E-mail Address field, re-type the client's email address.

" Note: Be sure this is the correct email address for the client before you click Submit. You will

not be able to change this email address once you submit it. If you mistakenly submit the
wrong email address, disable that email address and contact Customer Support to reset the
login.Select an option under the Set Client Password area. Note the following options for
this feature:

» you can require the client to set his/her own password, or
» you can enter a custom password for the client.

= Note: If you opt for either the first or third option, note that the CWP password is case
sensitive and must meet the following criteria:

» it must be 8 to 16 characters long

» it must contain numbers

» it is allowed to contain the following symbols: |@#$% ™~ *? ~
» it must contain lower and uppercase letters

» it cannot contain sequential character strings like “abcd”

» it cannot contain part of you login e-mail address, and

» it cannot contain the word “Morningstar.”
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Administering the Client Web Portal

How do | reset a client’s password?

7. Optionally, in the Client CC: List area, enter and confirm additional email addresses for

related parties to also be able to receive a notification when content is posted to this
client’s CWP.

!fd Client - Example Client
File Tools Reports Help : Search for

E Client Default Setti
L=l LR Create Client Web Portal Account

B Accounts
} & Client Profile Please enter an E-mail address for your client to access a client Web Portal where they can
— retrieve your Office Edition reports via our secure website.
HE Plans
= Alerts
E Activities
E Client Web Portal Setup * Enabled ~ Disabled

E Task Manager
= Note Manager
= Reports

Client E-mail Address xyz@email.com

=8 Ho
In Securities - Go | @save | b Send us feedback

Slicnt e i i i s i il

You will have to retype the
client’s email address here

Confirm Client E-mail Address xyz@email.com
Set Client Password
® Require Client to set their own Password

T Use Custom Password provided below

B-16 characters, include at
Set Custom Password least one number,
Confirm Custom Password one upper case letter and one
lover case letter;

Client CC: List

CC a copy of the report notification to additional e-mail addresses listed below. Separate multiple
E-mails by comma or semicolon.

E-mail Addresses

Confirm E-mail Addresses

Help Apply Changes

n

After confirming all
details, click this button

Note:
The link for the Client Web Portal loain page is:

8. Click Apply Changes. The client (and any additional email addresses you entered) will
be sent a link to the CWP

To reset your client’s password to the CWP do the following:

1. In the left navigation pane, click Client Management, then be sure you are on the
Clients page.

2. Double-click on the elient you want to change the password for. The Client window
opens and you will be on the Accounts page.

3. Inthe Client window, click Client Web Portal Setup.

4. From the Client Web Portal Setup page, click Reset Password.

Y@ Client - Morgan
File Tools Reports Help | Search for In Securities - Go | M save

Client

= Client Default Settings

— Create Client Web Portal Account
E Accounts

Please enter an E-mail address for your client to access a client Web Portal where they can

How do | reset
a client’s password?

¥ &5 Client Profile . - . -

— retrieve your Office Edition reports via our secure website.
= General
E Members
E Risk Profile
E Financial Info @ Enabled  Disabled
E Tax Info
E Add'l Info Client E-mail Address
B User Defined Fields

E Blane Client CC: List

B Alerts

B Activities CC a copy of the report notification to additional e-mail addresses listed below. Separate multiple

= Client Web Portal Setup
E Task Manager

= Note Manager

H Reports

E-mails by comma or semicolon.
E-mail Addresses

Confirm E-mail Addresses

Click here to reset the

password for a client

Help

Reset Password
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Administering the Client Web Portal

How do | reset a client’s password?

5. Abox stating that your client will receive an email notification will launch. Click Yes.
6. Your client will receive an email notification directing them to click on the embedded link

to change their password.

password.

Dear Morningstar Member,

Please click on the link below to create a new Morningstar

https://admainnew.morningstar.com/register/register.aspx?

page=ChangePwdépwec=6LMGENOS146L9

password.

Sincerely,

If clicking on the link doesn'

Morningstar Product Support

=eem to work,
paste the link into your browser's address window,

there. This page will give you instructions for resetting your

This is a sample of
the email a client receives

you can copy and to change their password

or retype it

7. Your client will be directed to the following \Web page, where they can enter and confirm

a new password.

Create New Password

E-mail Address

Sample@szample.com

New Password

See the note on page 22
for the parameters a
password must meet

Password Requirements a

Verify Password

Wesk

8. After your Client clicks Continue, they will be prompted to enter the Client Web Portal. From there,
they will be directed to the Client Web Portal Login screen.
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Administering the Client Web Portal How do | disable access to the Client Web Portal?

Once you establish an email address for a client, you can both disable and re-enable How do | disable
their access to the CWP but if a client wants to change their CWP login (email or access to the
password), they need to do this by clicking the Settings button within the CWP. Client Web Portal?

&~ Note: You cannot change the email address for a client once it is submitted. If you mistakenly
submit the wrong email address, you should immediately click the Disable button to disable
access, remove any reports from the CWP for that client, and contact Customer Support (866-
215-2503) to reset the login for that client.

To disable a client’s access to the Client Web Portal, do the following:

1. In the left navigation pane, click the Client Mlanagement tab, then be sure you are on
the Clients page.

2. Double-click on the elient for whom you want to disable CWP access. The Client
window opens and you will be on the Accounts page.

3. Inthe Client window, select the Client Web Portal Setup page.

4. Select the Disabled option button.

'@ Client - Example Client ey
File Teols Reports Help © Search for In Securities - Go | @save | b Send us feedback
Client

= Client Default Settings
B Accounts

Create Client Web Portal Account
Please enter an E-mail address for your client to access a client Web Portal where they can

» E5 Client Profile - ) : ;
= retrieve your Office Edition reports via our secure website.
H Flans
E Alerts
E Activities
E Client Web Partal Setup ® Enabled " Disabled
E Task Manager
= Note Manager Client E-mail Address xyz@email.com
LI Confirm Client E-mail Address  xvz@email.com Select this option

Set Client Password

n

® Require Client to set their own Password
" Use Custom Password provided below

B-16 characters, include at
Set Custom Password least one number,

Confirm Custom Password one upper case letter and one
lover case letter;

Client CC: List

CC a copy of the report notification to additional e-mail addresses listed below. Separate multiple

E-mails by comma or semicolon.
E-mail Addresses

Confirm E-mail Addresses

Help Apply Changes

Note:
The link for the Client Web Portal loain page is:

5. Click Apply Changes. A confirmation message appears, asking if you are sure want to
disable the client's access.

6. Click OK. Be sure to contact Customer Support (866-215-2503) to have the login reset
for the customer.
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Posting Content to the Client Web Portal

Overview

Posting Content to the Client Web Portal

Once you have configured the CWP and granted clients access to it, you can undertake
the process of posting content to the website.

&~ Note: In addition to reports from Morningstar Office, you can post other files to the CWP as
well, such as a newsletter.

This section explains how to post content to the CWP from the following areas:

» Reports tab

» Client Management tab

» Portfolio Management tab, and
» the Tools menu.

You will also learn how to remove content from the CWP and monitor your clients’
usage of the CWP You can see whether they have posted content to the CWP as well
as whether they have logged in and which tabs in the CWP they have visited.

You can post reports to the CWP for multiple clients at once. To post a report to the
CWP from the Reports tab, do the following:

In the left navigation pane, click the Reports tab. The Reports area opens.

If necessary, navigate to the folder where the reports you want to post are saved.
Check the box(es) next to the report(s) you want to post.

From the Action menu, select Post to Web Portal.

'@ Mormingstar Office

File New Favorites Tools Reports Help & Import 1] Price Munitur; 7= Q

W~ s

Home 'S 0 ' 20

D REepo
Client Management | Action * |

Portfolic Management 2 Delete
Post to Web Portal

1 Export ~ iS4 Print 'y Search = Reff]

Investment Planning

Remove from Web Portal

E (Administrator) test
[ Batch Reports on A
E Demonstration Rep:
E Klein Family Report
E McCloon Family Arc
E Batch Schedules
E Batch Templates
E Upcoming Batch Report
E Usage Reports

5. A confirmation message appears. Click OK.
6. Click OK when the second confirmation message appears.

Overview

How do | post reports
to the CWP from
the Reports tab?

03 q
Research E Assign to Folder erly Performance Rej After selecting the reports
v arterly Performance R
Report Studio = Assign to Client r‘ty — you Wam to pOST TF) the
View Batch Report Message Ruarterly Performanc CWE click this option
Workspace
Reports
&5 Reports
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Posting Content to the Client Web Portal

How do | post reports to the CWP from the Client Management tab?

To post a report to the CWP from the Client Management tab, do the following:

1. In the left navigation pane, click Client Management tab, then go to the

Saved Reports page.

2. Check the box(es) next to the report(s) you want to post.
3. From the Action menu, select Post to Web Portal.

'@ Mormingstar Office

Home

Client Management

File MNew Favorites Tools

Reports  Help

Saved Reports
| Action - | 1 Export + lél Print "y Search 3 Refr]

Delete

& Import IE] Price Monitor 7= Q)

E Clients | |

= Prospects Post to Web Portal

= Billing O Remove from Web Portal

H Activities r Assign to Client

= P

E G [T o06/26/2012 Logo example

Mail M . .

E e [T os/08/2011 Susie Shu Portfolic Summary

B Task Manager . .

— [T osfos/2011 Susie Shu Account Overview

B Note Manager

b B2 Workflow V o0s6/08/2011 Susie Shu Quarterly Performance Rep

H Saved Reports V o0s6/08/2011 Klein Family Quarterly Performance R
V o0s6/08/2011 Caitin McCloon Quarterly Performanc
[T os/08/2011 Quarterly Performance Report
[T os6/07/2011 McCloon Snapshot Report
[T os6/07/2011 McCloon Performance Summary
[T os6/07/2011 McCloon Benchmark Comparison
C o4/27/2011 Billing Summary
T o4/26/2011 Klein Family Portfolio Summary
[T 04/13/2011 Billing Summary Sample

4. A confirmation message appears. Click OK.
5. Click OK when the second confirmation message appears.

How do | post
reports to the

CWP from the Client
Management tah?

After selecting the reports
you want to post to the
CWP click this option
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Posting Content to the Client Web Portal

How do | post reports to the CWP from the Portfolio Management tab?

To post a report to the CWP from the Portfolio Management tab, do the following:

1. Inthe left navigation pane, click the Portfolio Management tab, then go to the

Saved Reports page.

2. Check the box(es) next to the report(s) you want to post.
3. From the Action menu, select Post to Web Portal.

']ﬁ Morningstar Office

Home
Client Management
Portfolio Management

E Accounts

E Account Performance
E Groups

E Composites

H Billing

E Securities in Accounts
E Alerts

E Activities

[ Saved Reports

File MNew Favorites Tools

Saved Reports
' Action - I 1 Export + lélPrint “u’ Search &) Refil

O|O|0|a0|0/0| &= O(0|0,0|0

Reports  Help

Delete

& Import IE] Price Monitor 7= Q)

Post to Web Portal
Remove from Web Portal

As=ign to Client
-

06/26/2012
06/08/2011
06/08/2011
06/08/2011
06/08/2011
06/08/2011
06/08/2011
06/07/2011
06/07/2011
06/07/2011
04/27/2011
04/26/2011
04/13/2011

Logo example

Susie Shu Portfolio Summary

Susie Shu Account Overview

Susie Shu Quarterly Performance Rej
Klein Family Quarterly Performance R
Caitin McCloon Quarterly Performanc
Quarterly Performance Report
McCloon Snapshot Report

McCloon Performance Summary
McCloon Benchmark Comparison
Billing Summary

Klein Family Portfolio Summary

Billing Summary Sample

4. A confirmation message appears. Click OK.
5. Click OK when the second confirmation message appears.

How do | post

reports to the

CWP from the Portfolio
Management tah?

After selecting the reports
you want to post to the
CWP click this option
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Posting Content to the Client Web Portal

How do | post a file from outside of Morningstar Office to the CWP?

You can post files (such as a newsletter in PDF format, or an Excel spreadsheet) from
outside of Morningstar Office to the CWP as well. Posting these files consists of the
following steps:

1.
2.
3.

How do | post a file from
outside of Morningstar
Office to the CWP?

Upload the file to Morningstar Office.
Assign the file to a client (or clients).
Post the file to the CWP

&~ Note: Alternately, you can also elect to save the file to a folder before posting it to the CWP.

To post an external file to the CWP do the following:

1.

2.

N ok

8.
9.
10.

In the left navigation pane, click the Reports tab, and select the Reports page.

&~ Note: You can also do this procedure from the Saved Reports page of the Client
Management, Portfolio Management, Investment Planning, Research or Workspace tabs.
Uploading the document from the Reports tab, though, allows you to assign it to a folder you
use for your CWP.

Click the Upload Document icon (above the spreadsheet area). The Open dialog box

[ Morningstar Office

File MNew Favorites Tools Reports Help © & Import © J&]Price Monitor - [ QuoteSpeed @ Search for In Securiti

Home
Client Management 1k, Export

reated T Title

Action »

(S Print 'y Search &) Refresh [& unlna?cument &) Print Selected Batch

Type Batch Report

Portfolioc Management I B
essage

Investment Planning
08/12/2012

09/11/2012
09/11/2012
09/11/2012
09/11/2012
09/10/2012
07/24/2012
07/23/2012

Newsletter Upload Document

Research

Newsletter Upload Document

Click this icon to
upload an external file

Report Studio

Eide Performance Summary Portfolio Performance Summary

Workspace Eide Return Summary
AUM September 11
Eide Billing Summary
AUM Ending 7_23

Glabal Billing Report

Client Return Summary
Reports Asset under Management
+ & Reports Billing Summary

Asset under Management

E Batch Templates Global Management Fee

E Upcoming Batch Report £
[ Usage Reports

=
=
=
=
=
=
5 Batch Schedules r
=
=
=
=
=
=
=

07/23/2012
07/18/2012
07/18/2012
07/18/2012
06/26/2012
06/15/2012

Eide Billing Summary
Snapshot Sample Report
Performance Summary Sample
Client Return Summary Sample
Eide Household Client Return
Sample AUM Report

Billing Summary

Snapshat Report

Portfolio Performance Summary
Client Return Summary

Client Return Summary

Asset under

opens.

Select the file you want to upload to the CWP then click Open. The file now appears at
the top of the Reports page.

Check the box to the left of the file to select it.

From the Action menu, select Assign to Client. The Find Clients dialog box opens.
Click Go to find the client(s) to which you want to assign the file.

After adding the client(s) to the Selected Records area, click OK to close the Find Clients
dialog box.

From the Action menu, select Post to Web Portal.

A confirmation message appears. Click OK.

Click OK when the second confirmation message appears.
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Posting Content to the Client Web Portal

How do | post a batch of files to the CWP?

If you have a number of files outside of Morningstar Office that you'd like to upload at
once, you can use the Batch Upload tool. The Batch Upload tool allows you to upload
not only multiple outside files at once, but also to post them to multiple clients as well.

To upload a batch of documents to the CWP do the following:

1. From the menu at the top of the Morningstar Office screen, select Tools
Document Upload. A dialog box opens.

'Jﬁ Morningstar Office

File MNew Favorites
Home

Client Management
Portfolio Management
Investment Planning
Research

Report Studio

Workspace

Reports

Reports  Help
Edit Definition Master

Tools

Hypothetical Illustration
Efficient Frontier
Suitability Manager
Settings

Find

Market Barometer
Calculators

Trade Blotter

& Import IE] Price Monitor

"o

i Search S Refi

Eummary

iy

Batch Document Upload

How do | post
a batch of files
to the CWP?

...Batch

From the Tools menu,
select this option

&= Reports
E (Administrator)
E (Administrator)
E Client Web Port

Launch Web Portal
Launch Corporate Action Warehouse
Global Transaction Wizard

Advisor-Client Questionnaire

-

It
ry
eport

2. At the top of the dialog box, click the Add Files icon. The Choose Files to Upload dialog

box opens.

1@ Morningstar Office

[

4 Add Fles

[~ File usx\

R Remove

Format Client Account

Advisor R

Folder

Desaiption

Help

Upload

Click this icon to add
the files you want o post

Upleoad and Post Close

3. Select a file you want to upload.

b

Repeat steps 2-3 for each file you want to upload.

5. Inthe Client column, select the client(s) for whom you would like each file to appear on

the CWP

6. Inthe Account column, select the aceount you would like to associate with this file.

&~ Note: If you selected multiple clients in step 5, you cannot select an account to associate the

file to.

7. Inthe Folder column, select the folder to which each file will be assigned.

8. When you have loaded all files and made all assignments, click Upload and Post.
9. Click Clese.
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Posting Content to the Client Web Portal

How do | remove content from the CWP?

Occasionally, you might need to remove content from the CWP For instance, perhaps How do | remove
you want to remove reports older than 12 months. You can do this by selecting either content from
individual records, or multiple records at once.

To remave content from the CWP do the following:

1. Inthe left navigation pane, click the Reports tab, and select the Reports page.

&~ Note: You can also do this procedure from the Saved Reports page of the Client

Management, Portfolio Management, Investment Planning, Research or Workspace tabs.

2. If necessary, select the folder which houses the item(s) you want to remove.

w

Check the box(es) next to the report(s) you want to remove.

the CWP?

4. From the Action menu, select Remove from Web Portal. The item is removed from
the CWP The next time your client(s) logs in, the item(s) will no longer be seen.

. File
Home

Client

'@ Momingstar Office

New Favorites Tools

i Action = | 1 Export + lélPrint “w’ Search &) Refresh @U

Management

Portfolio Management
Investment Planning
Research

Report Studio
Workspace

Reports

&= Reports

H (Administrator) San
E (Administrator) test
E Client Web Portal U
E Comm None Select:
E Eide Household Rep
E Ericksons

E June Billing

Reports  Help

Delete

Post to Web Portal

& Import IE] Price Monitor

Remove from Web Portal

(7 QuoteSpeed

Type

O|0O0|0|3(a|O|0|0|0|0|0|0| = ]

As=ign to Folder
As=ign to Client

iew Batch Report Message
TO9TIL7ZULZ  AUM sepremper 11

09/10/2012
07/24/2012
07/23/2012
07/23/2012
07/18/2012
07/18/2012
07/18/2012
06/26/2012
06/15/2012

pe Summary

nmary

Eide Billing Summary

AUM Ending 7_23

Global Billing Report

Eide Billing Summary
Snapshot Sample Report
Performance Summary Sample
Client Return Summary Sample
Eide Household Client Return
Sample AUM Report

Upload D
Portfolio
Client Re
Asset un
Billing Su|
Asset un
Global M4
Billing Su|
Snapshot]
Portfolio
Client Re
Client Re

Asset un

Select this option
from the Action menu
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Posting Content to the Client Web Portal How do | monitor client use of the CWP?

Now that you have configured the CWP granted clients access to it and posted reports How do |
for them, you can monitor whether they have done the following: monitor client

2
» posted files for you to see use of the CWP?

» logged into the CWP and
» accessed certain tabs in the CWP

To monitor your clients” usage of the CWP do the following:

1. Inthe left navigation pane, click the Reports tab, then go to the Usage Reports page.

"' Marmingstar Office

. File MNew Favorites JTools Reports  Help & Import 1] Price Munitur;

Home Usag Do
Clicntlianaocment ik Export + lél Print View: All Usage
Portfolio Management Report Name 4

Investment Planning
Top Securities in Client Accounts
Research e
Top Securities in Prospect Accounts
BepoctShudio Best Performing Securities in Practice YTD
Workspace Best Performing Securities in Practice 1 Month
Reports Best Performing Securities in Practice 3 Month
&= Reports Best Performing Securities in Practice 1 Year
B (Administrator) test Worst Performing Securities in Practice YTD
= Batch Reports on &  Worst Performing Securities in Practice 1 Month
E Demonstration Repr Waorst Performing Securities in Practice 3 Month
H Klein Family Report Worst Performing Securities in Practice 1 Year

H McCloon Family Arc. Most-Traded Securities
E Batch Schedules
E Batch Templates
[ Upcoming Batch Report F

=1, — I Client Web Portal Usage
sage Repol

Double-click this option
from the Usage Reports page

Maost-Purchased Securities

Maost-Sold Securities

2. Double-click Client Web Portal Usage. The Client \Web Portal Usage window opens.
Any files your clients have uploaded will appear here. You can also use this window to
monitor your clients’ login frequency to the CWP, and which tabs they have visited.

If a client has uploaded a document, double-click the row. The Client window opens.
Select the Reports page from the Clients window.

Double-click the file you want to see. It opens in a new window.

To post the file to the CWP, select the box next to the row on the Reports page in the
Clients window, then use the Action menu to select Post to Web Portal.

. A confirmation message appears. Click OK.

8. Click OK when the second confirmation message appears.

S e
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