
Morningstar® Office Tip Sheet:
Formatting Green Data Tables
OverviewWhen formatting data tables in Report Studio, there are many common functions across 
orange and green data tables. As described in a previous tip sheet:

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

 

Because both the Portfolio Evaluation and Portfolio Period Performance tables (the first two 
green components) provide detailed information at the individual holding level, the data 
displayed on these components can appear overwhelming to clients. 

To help better organize the data, Report Studio allows you to group this data in up to three 
levels, sorted in the following ways:

 × Security
 × Asset class
 × Asset class or equity sector
 × Security type
 × Broad asset class
 × Super asset class, and
 × Custom asset class.

At each grouping level, you can apply fonts and color formatting, thus creating a more 
visually appealing report for your clients. 

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 create groupings in a green data table?
How do I create 
groupings in a
green data table?

To sort a green data table into groupings, 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. From the Table tab, use the drop-down menu in the Grouping area to select up to three 

levels of groupings. 

Once the groupings are complete, a template can look similar to the following report:

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

Select a grouping level, then
use the font and highlight fields
to enhance each level’s appearance

In this example, securities are
grouped by Broad Asset class (1),
then by Asset Class (2), creating
an organized, orderly report

Once grouped, formatting and
highlight options were added
to enhance the overall look 
and presentation of the report
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http://advisor.morningstar.com/AWSOE/Training/ReportStudio_I3.mp4
https://gladmainnew.morningstar.com/WebHelp/Report_Studio/Report_Studio_Overview.htm

	Overview
	How do I create groupings in a green data table?

