
Morningstar® Office Tip Sheet:
Formatting Data Tables
OverviewWhen it comes to data tables, not only can you alter their appearance, you can also 
customize the data points displayed within the template. This allows for better organization; 
and the ability combine data points that would normally require the use of several different 
standard reports from Morningstar Office. 

Two types of data tables are available, as detailed in the following table:

 

Both orange and green data tables allow you to add and remove data points, as well as mix 
and match data points, and format component title, headers, and text. This document 
explains how to make these edits to data table components.

This color table… Provides this option…

Orange
Information at the client or account level. These tables can be applied to just a 
section of a page.

Green Detailed holding information, but requires a full page to display the component.

All of these 
components are 
data tables
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How do I add or remove a column from an orange or green data table?
How do I add or 
remove a column
from an orange or 
green data table?

To add or remove data points within an orange or green data table, do the following: 

1. Click inside the data table you want to format, in order to activate it.
2. Right-click any column header.
3. To remove a column, select Delete Column; to add a column, select Insert Column. 

Select this option to add a column

Select this option to remove a column
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How do I change a data point in an orange or green data table?
How do I change 
a data point in an 
orange or green 
data table?

To change a data point (column) in an orange or green data tables, do the following:

1. Click inside the data table you want to format to activate.
2. Click on any column header. The Find By dialog box opens. 
3. Select whether you want to search for a data point by View or Contains:

 × To search by View, use the drop-down menu to select the View you’d like to search 
from, then click once to highlight the data point and click ADD. 

 × To search for a data point by (name) Contains, type the search term into the text box, 
then click Go. Once the data point is located, highlight the data point and click Add. 

Be sure this option is 

Use the drop-down
menu to select a view 

selected to search for 
data points by view

 
Select this option to search

Type directly into the text field,
then click Go to find a data point

for a data point by keyword
Version 2.0 3



How do I reposition the data points in an orange or green data table?
How do I reposition 
the data points in 
an orange or 
green data table?

To rearrange data points in an orange or green data table, do the following:

1. Click inside the data table you want to format, in order to activate it.
2. In the bottom-left corner of the template window, click the Table Settings icon. The Table 

Settings dialog box opens.
3. Select the Columns tab.
4. Highlight the data point(s) you want to reposition. 
5. Use the arrow icons to rearrange your data points. 

 Note: You can also use the Columns tab to delete a data point. Highlight the data point, then 
click Remove. 

 × Click here to access the companion video to this document. 
 × Click here to access help topics related to Report Studio. 

Click this icon to access
the Table Settings dialog box 

Select a data point here,
then use the arrows to
rearrange the columns
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http://advisor.morningstar.com/AWSOE/Training/ReportStudio_I2.mp4
https://gladmainnew.morningstar.com/WebHelp/Report_Studio/Report_Studio_Overview.htm
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