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Morningstar Office Desktop to Cloud
Beta Transition Guide

This manual is designed to help you transition from Morningstar Office desktop to Overview
Office Cloud. As more functionality is developed in this platform, content and
additional exercises will be added to this manual. The following topics are covered:

» Transitioning from the Morningstar Office Desktop to the Cloud environment
» Reviewing differences between Cloud areas and Desktop modules, including:
» Morningstar Research
> Investment Workbooks
» Portfolio Workbooks
» Managing Tools in Office Cloud
» Utilizing functionality of Morningstar Office Cloud in workflows

MAORNINGSTAR Office =

Clients and Portfolios Templa... Blank Template Latest Excel Add-In
Create New Managed Investments Template Videos CAM
Markets Template Topics
Create New Publications

Portfolio Investment Morningstar
Workbooks Workbooks Research Utilities
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Making the Transition to Morningstar Office Cloud

Overview

Making the Transition to Morningstar Office Cloud

As you start using Morningstar Office Cloud, this section helps you make the transition
to the new environment by answering such questions as:

» What am | looking at?
» How is Morningstar Office Cloud designed to be used?

This section also provides an overview of the different areas of Morningstar Office
Cloud, including:

» Morningstar Research
» Investments Workbooks, and
» Portfolio Workbooks.

Some of the fundamental differences between the desktop version of Morningstar
Office and Morningstar Office Cloud are also described here.

To start, here is a quick orientation to the Home page for Morningstar Office Cloud:

Overview

What am | looking
at in Morningstar
Office Cloud?

Create

Menu Notifications Help

MORNINGSTAR Ofice

Clrentz and Partiolios Templa...

[raate New CRAM

Publicatinns

Morningstar
Research

Investment
Workbooks

Portfolio
Workbooks

Excel Add-In

Utilities

Review and analyze your

S . Conduct research on
client's portfolios here

Use these tools to
enhance your experience

Account

investments or Read research from in Morningstar Cloud
markets here Morningstar's Analysts
MOHNINBSTAH Marningstar Office Cloud September 2017 6
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Making the Transition to Morningstar Office Cloud What am | looking at in Morningstar Office Cloud?

Element Name Description

Menu icon This icon gives you access to every part of the Morningstar
Office Cloud application, which means you do not have to
return to the Home page each time you want to visit a different
part of the program.

Find icon You can find Morningstar reports for securities with this icon.
When you type in a name or ticker symbol (or other identifying
element, such as Sec ID), you can click on a result and instantly
see the Morningstar Report in a flyover panel.

Notifications icon | This icon shows you when a notification is waiting for you to
read it (to come in a later version), as well as when a
subscription you created in the Morningstar Research area has
new content available for you.

Create icon From this icon you can create the following tools:

» (lient Accounts

» Model Portfolios

» Custom Benchmarks
> Lists

» Screens

» \Workbooks

Help icon Access a variety of documentation, videos, and Walk-Thrus
from this icon. A Walk-Thrus is a form of performance support
that highlights various parts of the application to walk you
through the steps to complete a procedure.

Account icon This icon allows you to make global setting changes, and
gives you access to the File Management page, where you
can rename, delete, or share your lists, searches, and other
saved files.

MOHMNGSTAH Morningstar Office Cloud September 2017 7
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Reviewing differences within the Morningstar Research Area Overview

Reviewing differences within the Morningstar Research Area

Use the Morningstar Research tab to learn what Morningstar's Research Analysts Overview
think of specific investments, or the market in general. The following content is

available within the area:

» Articles and videos written by Morningstar's research team. This content is
updated Monday-Friday.

» The Topics page, which groups content from Morningstar into a variety of subjects,
which you can subscribe to in order to see when new content is available.

» Subscription publications to which users can also subscribe.

Search for Rep|

Why Netflix Looks Expensive

How UK Equity Funds Have Bounced

Back

Q Search Research Latest m
N Title Author Focus Date
Latest
Vikis (Good Bets for a Rebound Christopher D Ma 5 hours ago
Toni Morningstar Consumer Cyclical Sector Repart R.J. Hottovy,... Equity 18 hours ago
opics
Publications Uide o
Bookmarked i

Jun

This Fund Offers Solid Performance in
Down and Up Markets

.\_;; =1 $

i Henderson Mid Cap Value T JWCV worw

Topics

Active Investing: Search for Alpha

Paa e

305 Documents 5 Hour

Passive Investing

275 Documents 21 Hours

! 4

s Age 780 Documents 18 Hours Age

Moat Investing

-

Macro and Markets

Ago 110 Documents Yesterda

North America Manager Research

N

1019 Documents 21 Ha

Stewardship

) =59

s

139 Documents 3 Days

(4}
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Reviewing differences within the Morningstar Research Area How does Analyst research placement differ between Morningstar Office Desk-

Unlike the Morningstar Office Desktop, where Morningstar Analyst research is spread How does Analyst
throughout the program and its companion iPad application, Morningstar Office Cloud research placement
provides all Analyst Research in one convenient spot.

The following table describes where valuable Analyst content is available within each
version of Morningstar Office:

differ between
Morningstar Office
Desktop and Cloud?

Content

Morningstar Analyst
Articles and Commentary

Morningstar Office Desktop, iPad App

iPad: Markets area

Desktop: Home ... Articles and Commentary

Morningstar Office Cloud

Morningstar Research ...Latest

Morningstar Video
Commentary

iPad, Markets area

Morningstar Research ... Videos

Articles grouped by Topics
of interest, i,e.,
Sustainable Investing

N/A

Morningstar Research ...Topics

Morningstar Subscription
Publications

Desktop, Home tab... Morningstar Publications

Morningstar Research ... Publications

Morningstar Presentations

Desktop, Home tab ...Presentations

Morningstar Research ... Publications

Morningstar Methodology
Papers

Desktop, Home tab ... Document Library
...Definitions

Morningstar Research ... Publications

MAORNINGSTAR
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What functionality is available within the Morningstar Research area? Reviewing differences within the Morningstar Research Area

In addition to accessing Morningstar Analyst research and commentary, you can also What functionality
create bookmarks to return to content at a later date, subscribe to publications and is available within
topics, and create lists and screens related to securities referenced in articles. the Morningstar

Research area?

Use these icons to print, share,
download or bookmark an
article of interest

Click here to
view securities
referenced

|_| within the article

Neither PIMCO's New CEO, nor Parent Allianz, Plan to Upset Their Apple Cart

. . : @ Eric Jacabson
et Neither PIMCO's New CEO, Sorio Anshs. At
e nor Parent Allianz, Plan to
Topics Upset Their Apple Cart “"‘5” _— e I
Allianz SE AZSEY | PINX
Fublications Both Manny Roman and Allianz know a — = = Use this menu
i good thing when they see it. Man Crous FIC B X0 TR

PIMCO Total Return Instl ~ PTTRX | NAS investment list

¥ Lists & Screens or add to an
Create New By Eric Jacobson | May 02 2017 existing list
Pimeo In July 2016, PIMCO announced that it had hired
¥ Subscriptions former head of the LSE-listed Man Group EMG
Active Investing: Search . Emmanuel "Manny" Roman, as its CEO effective
ETFinvestor Nov. 1. 2018
Click here to view lists and Access the topics and
screens you created, or create publications, and authors
them from scratch. you subscribed to here
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Reviewing differences in the Investment Workbooks Area Overview

Reviewing differences in the Investment Workbooks Area

A workbook contains worksheets, and worksheets are comprised of one or more Overview
components (tables or graphs). The options here allow you to build a workbook for

either managed investments (mutual funds, ETFs, etc.), financial markets, or to create a

completely blank template you can build from scratch.

You can populate a workbook (and by extension, its components) with the investments
from a saved list or screen, or you can create one from scratch.

*Managed Investments Template

Grid View Vv Performance Characteristics Holdings Allocation MPT Analyst Take el

Five New Morningstar Medalist v

Name Ticker ~ Secld
i

Columbia Floating Rate A
*Managed Investments Template

Performance v Characteristics Holdings Allocation MPT Analyst Take +

. [ ea|ra

4 ntemational Small Co CLRFRAX  Rolling Time Series: 3 Years Return
5 Pear Tree Polaris Fgn Val Sm C S0
[i] 3l Global Total Return
7 Vanguard Dividend Appreciati
4.00
8 Vanguard Dividend Growth Inv
3.00
200
1.00
06 01 07 01
2015 2016 2017
Q RFRAX Trailing Return: 06/30/2017
Name 1 Month 3 Months 6 Months YD 1 Year 3 Years 5 Years
1 Columbia Floating Rate A -0.04 0.56 1.38 1.38 6.52 3.01 433
2 Morningstar US Shrt Core Bd TR USD - - - - - - -
3 US Fund Bank Loan 1.00 1.01 1.02 102 6.67 263 404
4 Percentile Rank in Categary 43 58 68 68 50 36 28
In Morningstar Office Desktop, the following tools are built within the Research or How do investment
Workspace tabs of the program: research tools

differ between
Morningstar Office
Desktop and Cloud?

» [nvestment Lists

» Search Criteria

» Model Portfolios

» Custom Benchmarks

Each tool populates within a grid view and each grid view contains a series of data
points, which can be edited using the Edit View tool.

Morningstar Office Cloud also contains lists, searches, models portfolios and custom
benchmarks. The table below describes where you create the various tools.

MmHNmBS'mH Morningstar Office Cloud September 2017 1
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How do investment research tools differ between Morningstar Office Desktop and Cloud?Reviewing differences in the Investment Workbooks

Tool Location

Lists Create Icon, Investment
Workbooks

Screens Create Icon, Investment
Workbooks

Model Portfolios Create Icon

Custom Benchmarks Create lcon

After lists and screens are created, use them to populate a workbook and its
accompanying set of worksheets. Use models and senchmarks with your client
portfolios to review a strategy or as a comparison mechanism.

The first worksheet of each workbook contains a Grid View, where you can also edit the
data points contained within the grid view. This is known in Morningstar Office Cloud

as a Column Set.

The following table orients you to the changes related to investment research tools:

Desktop name

Workspace tab

Cloud name

File Management

Grid View

Grid View

Investment Lists/My Lists

Lists and Screens from File Management

Search Criteria/My Search Criteria

Lists and Screens from File Management

Model Portfolios

Model Portfolios from File Management

Custom Benchmarks

Custom Benchmarks from File Management

Custom/Edit Views

Column Sets

Charts/Data Tables

Components (components can be either a chart or grid)

12 Morningstar Office Cloud September 2017
© 2017 Morningstar. All Rights Reserved.

MAORNINGSTAR



Reviewing differences in the Investment Workbooks Area What functionality is available within an Investment Workbook?

Each worksheet within an Investment Workbook includes a grid view. The first What functionality is
worksheet includes only a grid, so you can analyze a list of investments within the available within an
format you are accustomed to. Next to the grid view worksheet are a series of Investment Workbook?

worksheets that contain different components used to analyze securities. On pages
that contain components, you can expand and collapse your grid view with

You can also create your own custom worksheet and mix and match components that
are most important to you.

Create a custom worksheet by clicking here and
adding your own set of companents

Conduct deeper analysis on individual
securities using the components within
these worksheets

Open the o ) | ||

Screener ] ]
window here e Choiiares iinsd incens B

o

P e g BBgBarc US Agg Bond

Use these icons to discard, add, Select a standard

locate or export investments Column set of create a
custom Column set here

A worksheet contains one or more components. Components are charts and grids,
which can be customized using the Component Settings icon. In addition, you can
export a component to Microsoft Excel, and expand a component to fit the full screen.

< Note: The component setting options will differ, depending on the component you choose.

Use ctrl + click to view
more than one security at
atime

Click here to quickly view
your grid view data point
from any worksheet

Performance

& medalist funds

Use these options
Component Setlings to export or expand
a component

0704/201% - 06302017

Returm

3 faars

US Fund Technsiagy

1S Bl
Bighy Saltng Use this menu
CLERETY  Perfmrmance Analysis: Traiing Retwrn USD 067312017 Cuaca Vienw to Customize the
Line Char Ny
; data within

the component
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Reviewing differences in the Investment Workbooks Area

You can even build your own worksheet and by mixing and matching the components
of your choosing from the Component Library.

bt e 11 e = Click here to
. ad add a blank
worksheet

e S . Click and drag the
o components of your choice
| on to a blank template.

14 Morningstar Office Cloud September 2017 MmHmNGS‘mH
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Reviewing differences in the Investment Workbooks Area

What Investment Reports can | run within Morningstar Office Cloud?

Security-level reports are available in any area that you find investments. In future
versions, additional reports will become available. The Morningstar Report and
factsheet reports can also be generated by selecting a single row and using the Actions

icon above the grid view.

Grid View Performance

Sample Large Growth Investme... Vv

*Managed Investments Template

Characteristics

Holdings

Allocatian

MPT

Analyst Take

Name
ps

American Funds AMCAP A

Harbor Capital Appreciatio

a [ ea | ma [ =

Morgan Stanley Focus Gror

4 T Rowe Price New Americ

. Column Set
Ticker Secld
AMCPX FOUSAQ0B49
WaE
Actions 0
Add 1o List OEJ8

Remave from List

Save As New List

Generate Factsheet

Use the action menu to
generate investment reports

Momingstar Repart

What Investment
Reports can | run
within Morningstar
Office Cloud?

MAORNINGSTAR
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Overview Reviewing differences in the Portfolio Workbooks Area

Reviewing differences in the Portfolio Workbooks Area

Within this area, you can view and analyze your clients’ portfolios at the Summary or Overview
individual Account level. This information can be viewed within the Clients and

Portfolios template, or you can build your own workbook from scratch. You can also

create a quick account based on a list you already created, or build a quick account

from scratch. Transactional accounts will continue to be imported using the desktop

version of Morningstar Office.

< With this Beta version, you are unable to create clients, prospects and transactional accounts
within Morningstar Office Cloud. However, clients, prospects and transactional accounts
created in desktop, are available within Cloud.

Search for Reports and

and Portfo

emplate

Overview Asset Allocation Performance Risk vs Return aF

Reports v Account Analysis

Total Return (YTD - Total Return (1 Total Return (3
Name Name LMC) year - LMC) year - LMC)
= [y

ALDAH GAAR BENNETT | 139957109 0.00 0.00 0.00
BRENT BOYDSTON 2 57133089 0.00 0.00 0.00
BRETT NOTTINGHAM 3 Sample Quick Account 14.26 26.25 53
CHRISTIN PIENKNY <

Allocation: Standard Asset Allocation 08/30/2017 8 0 & MarketValue

JENNIFER KEMP

1

?

3

4

5 Emma Spero
B

7 — ALDAH GAAR BENNETT
8

9

JOHN ALLEN
Mansueto, Joseph el
MATTHEW BUTKOVICH
1 Morningstar
11 ROBERT QUELLETTE LEIEY
12 Sample Client
13 Sample Group Client
14 TIMOTHY CAVLOVIC 53.411.13

15 Wendy Eide

16 Morningstar Office Cloud September 2017 MmHmNGS‘mH
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Reviewing differences in the Portfolio Workbooks Area How do Clients and Portfolios differ between Morningstar Office Desktop and Cloud?

Within Morningstar Office Cloud, clients and portfolios are available in the workbook How do Clients and
format, similar to Investment Workbooks. These worksheets are designed for summary Portfolios differ between
or individual account level analysis and contain performance, risk/return, asset Morningstar Office

allocation and other worksheets and components. In addition, you can mix and match Desktop and Cloud?
components to create your own worksheets.

< Note: Future releases of Morningstar Office Cloud beta will contain additional components
and worksheets

The following table orients you to the changes related to Clients and Portfolios:

Morningstar Office Desktop Morningstar Office Cloud

Client Management tab Portfolio Workbooks

Clients page Focus Panel

Accounts page Accounts button, access via the
Focus Panel

Reports menu Reports drop-down field

Charts/Data Tables Components

The first worksheet of each workbook will include an Overview of Account Performance What functionality is
and Asset Allocation, at both the Summary (or aggregate) level and individual available within the
Account level. Subsequent worksheets allow you to provide deeper analysis into your Portfolio Workbooks?
clients’ portfolios.

Click here to create a custom

worksheet with companents
you choose and design

Conduct deeper analysis for individual
accounts using the components within
these worksheets

Overview L ocaton Performance Rk w3 Retum Transachons Securmes n Practice
Reports Accomats Analysis
() M Clients
Adam Rote
2 = | Rabcaras 0 1
= o A 000 Customize.
export or
expand
each
component
; here
This area _ — -
lists Allgcation: Standard Assrt Allocation 33731201 8] Ty 16 - L8
account Parieto ) - E'.m_»- ; = Cumulaivs Contrsusian
held in a 8 i I HRE
portfolio o
Quick © O 128 1,101.090.00
Accounts 0. Ucpsend
are o
marked A
B
1.065.
MmHmNGS‘mH Marningstar Office Cloud September 2017 17
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What client reports can | run in Morningstar Office Cloud? Reviewing differences in the Portfolio Workbooks Area

Reports are available within the Overview worksheet of each Client workbook. In this What client reports can |
version of Morningstar Cloud, you can run the following reports: run in Morningstar
Office Cloud?
» Snapshot

» Client Return Summary, and
» Performance Summary.

& |n future versions, more reports will be added.

Clients and Portfolios Template

Overview Asset Allocation Performance Risk vs Return Transactions Securities in Practice Report Management SR
Repﬂrls V] Accounts Analysis
Create PDF Report New Account .
. Name Value y Client reports are
shot
Snapshot generated from
Client Return Summary I LK Hedrement L2t L] 2194 this menu
Performance Summary 2 Discretionary Account 11,861.84 0.00 521
Pe u y
DTSCrETOTETY
3 Sample Quick Account Quick Account
Allacation: Standard Asset Allocation 08/31/2017 £ F & Market Value: 0
Portfolio — Market Value
O 118 Sck 7281 121100070 ]
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Managing Tools in Office Cloud

Overview

Managing Tools in Office Cloud

In an effort to streamline the workflow experience in Office Cloud, we have centralized
the location where tools can be created and managed. While you can create tools,
such as Workbooks, Lists, Models, Accounts, etc, from individual areas within Cloud,
you can quickly and efficiently use the Create icon at the top right of the screen from
anywhere in the program.

Once created, most of these tools can be viewed and managed from the File
Management page. The one exception is Client Accounts, which will always remain
attached to the account owner.

Create

MORNINGSTAR Office =

Template W.

Import

s Templata Vi FExcad fdic-In
Alarts
CAM

Publications
Groate New

| Investment Morningstar /
8 Workbooks Research Utilities

Overview

Use this icon to
quickly create
tools to use in
your analysis

Use this page to
manage the
tools you create

Within the Create icon, you can quickly create the tools you need to aid in your
investment and portfolio analysis. The table below shows all the places you can
create tools.

Where can | create tools
in Office Cloud?

This tool ... Can be created in these areas ...

Client Account » Create Icon
» Clients and Portfolio Workbook

Model Portfolio » Create Icon
Custom Benchmark » Create Icon
List » Create Icon

> Import screen
» Morningstar Research area
> Investments Workbook area

MmHmNGS‘mH Morningstar Office Cloud September 2017
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How do | manage tools in Office Cloud? Managing Tools in Office Cloud

This tool ... Can be created in these areas ...

Screens » Create Icon
» Morningstar Research area
» Investments Workbook area

Workbooks » Create Icon
» Clients and Portfolios Workbook area
> [nvestments Workbook area

Column Sets » Investment Workbook area
No matter where you create the tools to help analyze accounts and investments, you How do | manage tools in
can manage them from the File Management area. Here, you can rename, share or Office Cloud?

delete the following items:

» Workbooks

» Lists & Screens

» Model Portfolios

» Custom Benchmarks
» Column Sets

== Click on any of these
pages to view the tools
Hame " Trpe [ Last Modind Date you have created

After you click on
this drop down
menu, manage
individual tools

20 Morningstar Office Cloud September 2017 MmHN'NGS'mH
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Utilizing Morningstar Office Cloud Functionality Workflow 1

Overview

Utilizing Morningstar Office Cloud Functionality Workflow 1

This section includes a series of exercises combining functionality within each area into
a single workflow. The following topics are reviewed:

» Viewing a Morningstar Research article

» Creating and saving a list within Morningstar Research tab
» Analyzing the list within an investment workbook

» Creating and saving a worksheet

» Editing and saving a column set

» Creating and saving a screen

Begin the workflow by entering the Morningstar Research area to gain insight into
current market trends. To view an article, do the following:

1. From the Home page, under the Morningstar Research area, click Latest.

Latest
Vlideos Click here to begin

Topics

Publications

Morningstar
Research

2. Click on any article of interest that contains holdings.

Overview

Exercise 1: View an
article in Morningstar
Research area

Videos
Topics
Fublications

Baokmarkad

= Lists & Scroens
¥ Subscriptions
Actve bvesting 5. (D

Actwr/Passive Bar

These articles are
added by
Morningstar
analyst's in real time

MﬂHNINGSTAH Morningstar Office Cloud September 2017
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Exercise 2: Create a list based on the securities within the article Utilizing Morningstar Office Cloud Functionality Workflow 1

Using an article of interest that contains holdings, create a list using the securities Exercise 2: Create a list
mentioned within the article. To create a list from an article, do the following: based on the securities

1. From the article of your choosing, click on the Infe icon. within the article

2. Click on the Actions menu next to Mentioned Securities.

5 More Under-the-Radar and Up-and-Coming Funds
This icon lists
Lotost 5 More Under-the-Radar securities mentioned
and Up-and-Coming Funds in the article
Tahia A star manager now on his own, a
Im mult bold global : -,::I:r Click here to
Fublications l'_.||"J'\':l!I g the |'-ig‘IIEL_||I'_'J_ access the
relheskii Actions menu
* Lists & Screems

¥ Subecriptons

3. From the Actions menu, click Save As New List. The Save As New List dialog
box opens.

5 More Under-the-Radar and Up-and-Coming Funds

5 More Under-the-Radar Ul

and Up-and-Coming Funds Ad oLt

A star manager now on his own, a e ) I axldliiania

multifaceted alts fund, and a bold global creating a new list

growth vehicle are among the highlights. you can also add '

securities to an

T gy | e existing lst

By Greg Carlson | Jun 052017 Morgan Stanley Inst Glo... MGGIX | NAS

A version of this article was originally published in Oppenheimer Capital Inc.... OPPEX | NAS

the first-quarter 2017 edition of Morningstar Oppenheimer Fundamen. .. QVOPX | NAS

ich highlights promising managers
that Morningstar Manager Research analysts

currently do not cover but may cover in the future. Tributary Small Company._. FOSCX | NAS
The full list and publication are available to HIEMX | NAS

TAL Education Group TAL | NYSE

subscribers of Morningstar Direct

Vestwood SmaliCap Ins... WHGSX | NAS

4. In the Enter List Name field, type a name for the list.

5 More Under-the-Radar and Up-and-Coming Funds
Save As New List
5 More Under-the-Radar pibihebell
and Up-and-Coming Funds LR
) Once saved,
A star manager now on his own, a your list is
multifaceted alts fund, and a bold global available in
growth vehicle are amang the highlights. other areas of
the program
UL 1 @rIsIS LYy o uaany | remd
By Greg Carlson | Jun 05 2017 Morgan Stanley Inst Blo... MGGIX | NAS

5. Click Done.

22 Morningstar Office Cloud September 2017 MmHN'NBS'mH

© 2017 Morningstar. All Rights Reserved.



Utilizing Morningstar Office Cloud Functionality Workflow 1 Exercise 3: Analyze your list within an Investment workbook grid view

To gain deeper insight into the securities within your list, open it in the Managed Exercise 3: Analyze your
Investment workbook. To open the list in the Managed Investments Template list within an Investment
workbook, do the following: workbook grid view

1. In the upper-left carner of the window, click the Menu icon. The menu opens.
2. Under the Investment Workbooks area, click View All.

Home r-the-Radar and Up-and-Coming Funds

Holio Workbooks

5 More Under-the-Radar
and Up-and-Comlng Funds You can access all of your
Workbooks A star manager now on his awn, a Investment Lists here

multifaceted alts fund, and a bald global
growtn venicle are among the NIgNgnTs.

Dot | a5t Modiied Dt Croated Dato

Be sure to select
this option

4. Choose the Investment List you created in Exercise 2.

Select a list or screen to view in this workbook
Type Source Modified Created - -

Gold Rated Large Cap Funds Sereen Birect Cloud 05/31/2017 05/31/2017 ldnevsekstgge\ﬁetrgisotr? g;e’&toe% iergtshtZr
Large cap 4 and 5 star Screen Direct Cloud 05/25/2017  09/25/2017 QOffice are also available here
Market Cap Weighting List List Direct Cloud 05/31/2017  05/31/2017

Moderate Model Funds Read Only List Direct 3.x 0472412017 0472412017

My three stocks List Direct Cloud 05/31/2017  05/31/2017

Pimeo Funds List Direct Cloud 05/05/2017  05/05/2017

Sample Large Blend Investment List Read Only List Direct 3.x 12/09/2011 12/09/2011

Sample Large Growth Investment List Read Only List Direct 3.x 12/18/2011 121872011

Small Growth Investment List Read Only List Direct 3.x 12/30/2011  12/30/2011

Unconstrained Bond Funds List Direct Cloud 05/01/2017  05/01/2017

Up and Coming Funds List Direct Cloud 06/05/2017 06/05/2017

Morningstar Office Cloud September 2017 23
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Exercise 3: Analyze your list within an Investment workbook grid view

Utilizing Morningstar Office Cloud Functionality Workflow 1

5.

From the Grid View worksheet, analyze securities by using the data peints within the
column set.

Gl Viwr
Up and Camsing Funds v

| wwwaw

ok

1 owwww

T

11 wwwww

LokwEE

e

< Note: Right-click on any column header to view the data definition.

6. To change the column set, click Column Set...Open.

*Managed Investments Template

Characteristics Allocatian MPT

Grid View Performance Holdings Analyst Take

Up and Coming Funds v/

| Column Set

Column Sets

r‘\am Create New
1 Amazon.com Ing | Open
2 Facebook Inc A Edit
3 GOG Partners Emerging Markets Equitylnst Save As Template
4 Margan Stanley Inst Glabal Opp |
5 Oppenheimer Capital Income A - s
i eimer Fundamental Alternatives A Multialterna)
7 TA cation Group ADR -
8 T Small Company Inst Small Blend
9 Vi obel Emerging Markets Opps | Diversified £
10 Westwood SmallCap Institutional FOUSADSJIX Small Blend

Select from other standard
Column Set options here

The Summary set
appears by
default, and
includes a variety
of data points

24
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Utilizing Morningstar Office Cloud Functionality Workflow 1

Exercise 3: Analyze your list within an Investment workbook grid view

7. Choose from any standard column set.

*Managed Investments Template

Characteristics

Grid View Vv Performance

Up and Coming Funds v/

Holdings

Name
i

Allocation MPT

Analyst Take

Amazon.com Inc
Facebook Inc A

GG Partners Emerging Markets Equitylnst

» [ca|ra| =

4 Morgan Stanley Inst Global Opp |

5 Oppenheimer Capital Income A

6 Oppenheimer Fundamental Alternatives A
7 TAL Education Group ADR

8 Tributary Small Company Inst

9 Virtus Vontobel Emerging Markets Opps |

10 Westwood SmallCap Institutional

You can also type a search term

Name

into this box and column sets
containing your search will

Equities Summary

JM Columnsets name
Manager Research
Performance & Risk

Portfolio Risk Factor Exposures
Partfolio: Equity

Partfolio: Equity (Canada)
Partfolio: Equity (South Africa)
Partfolio: Equity (UK.}

Portfolio: Fixed Income

dynamically appear

MAORNINGSTAR
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Exercise 4: Create a custom column set Utilizing Morningstar Office Cloud Functionality Workflow 1

Rather than select a pre-built column set, you can create your own to contain only Exercise 4: Create a
those data points that are most important to you. Once created, you can use Column custom column set
Sets across multiple workbooks, and share them with other members of your firm. To

create a custom column set, do the following:

1. From the Column Set menu, click Create New. The Select Data Point dialog box opens.

*Managed Investments Template

Grid View Performance Characteristics Holdings Allocation MPT Analyst Take

Up and Coming Funds v/

Column Set |

Column Fets

r‘\am |.',"eale New |

This options allows you to select
Amazon.com Inc Open the data points you want to
include in a Column Set

1

2 Facebook Inc A Edit

3 GOG Partners Emerging Markets Equitylnst Save As Template

4 Margan Stanley Inst Glabal Opp |

5 Oppenheimer Capital Income A - —

6 Oppenheimer Fundamental Alternatives A QVOPX |0 Multialterna|
7 TAL Education Group ADR TAL FO0000JXGC -

8  Tributary Small Company Inst FOSCX I Small Blend
9 Virtus Vontobel Emerging Markets Opps HIEMX Diversified g
10 Westwood SmallCap Institutional WHGSX Small Blend

2. Inthe Search for data points text field, type the following data points into the Search for
Data Points field.
> Ticker
» Morningstar Category
» Morningstar Rating...0Overall
3. Click Done.

Column Set Management | Column Set

Click here after you
Salact Data Paint select the data
points you want to
include in your
column set

P——

Search for specific
data points here

Your Current [ata Point Calumns

e o lhlu;I Edit, rearrange
or delete a data
point here
26 Morningstar Office Cloud September 2017 MmHN'NBS'mH

© 2017 Morningstar. All Rights Reserved.



Utilizing Morningstar Office Cloud Functionality Workflow 1

Exercise 5: Save a custom column set

Once you select the data points that are most important to you, the next step is to Exercise 5: Save a
save your custom Column Set. Once saved, your custom Column set can be reused custom column set
with other lists and screens. To save the Column Set you just created, do the following.

1. From the Column Set menu, select Save As Template. The Save Column Set As dialog
box opens.
= | *Managed Investments Template
Grid View Performance Characteristics Holdings Allocation MPT Analyst Take
Up and Coming Funds v/
. Column Set
Column Sets
r‘\am Create New
1 Amazon.com Inc Open
2 Facebook Inc A Edit
3 GOG Partners Emerging Markets Equitylnst Save As Template
4 Morgan Stanlzy Inst Global Opp | { Once saved, your column set
5 Oppenheimer Capital Income A - — ,Can be used WltkhbanK
6 Oppenheimer Fundamental Alternatives A QVOPX Multialterna| investment workboo
7 TAL Education Group ADR TAL FOODOOJXGC — -
] Small Company Inst FOSCX Small Blend
] ntobel Emerging Markets Opps HIEMX Diversified £
10 Westwood SmallCap Institutional WHGESX Small Blend
2. Inthe Untitled Column Set field, type Sample Column Set.
Save Calumn Set As
| Sample Column Sef | Each custom column set
requires a unique name
Cance @
3. Click Save.

The Managed Investments Template includes several worksheets grouped by a specific Exercise 6: Create a
topic, such as Performance, Characteristic, MPT statistic, and so on. However, you can custom worksheet
also customize how you want to analyze investments by mixing and matching

components most important to you within a custom worksheet. To create a custom

worksheet, do the following:

1.

To the right of the last worksheet in the workbook, click the + sign. A new

worksheet opens.

— | *Managed Investments Template

Grid View v Performance Characteristics Holdings Allocation MPT Analyst Take 3 2
o r Use this option to select the
Up and Coming Funds v/ components and layout of a
worksheet
T i Column Set
September 2017 27
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Exercise 7: Save a custom worksheet Utilizing Morningstar Office Cloud Functionality Workflow 1

2. Drag and drop the following components from the Edit Components area onto
your worksheet:

» Advanced Performance Chart
» Allocation
» Basic Performance Chart

Untitled 1

Banic Performance Chart: 10 2 | Edit Companants
$1.01000 ath
§100
07 91 .
TIEPE Mix and match these
100382 components to
create a custom
hecacterstc worksheet
12-00PM 0140 0200 axoo
Maan Median  Highlow Sud Dev. Mo of Extimates
Target Prica 100 1300950 18087
LT Geowih 5 S
FY 2016
» o 1 ik} m
Mormingstar EPS Mermaliced - a
*  Earnings Pes Share (Normalized) 051 1.12 0.81 142 e 10 145 L1
= 5 gil
Latest Analyst Hesaarch: Thamatic X

3. Click Done.

Now that you've added components to your blank worksheet, the next step is to save

Exercise 7: Save a
your custom worksheet.

custom worksheet
4. Click on the Untitled 1 tab at the top of the screen, then click Rename.

= | *Managed Investments Template

Grid View Performance Characteristics Holdings Allocation MPT Analyst Take Test = This custom 2
worksheet will be

Basic Performance Chart: 10 Edit Workshest available within this
workbook only

M |HBHG"WB |

$1,010.00

Delete

1,007.91 Lol ==
1,005.82
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Utilizing Morningstar Office Cloud Functionality Workflow 1

Exercise 8: Delete a list

5. Type Sample Worksheet into the text field.

Pleasa enter a name for the workshaet

Sample Workshee] Select a name that illustrates
the components being added

6. Click Save.

You can delete workbooks, lists, screens and column sets from a single location. To
delete the list you just created earlier, do the following:

1. In the upper-left corner of the window, click the Menu icon, then select
File Management.

Holdings Allocation MPT Analyst Take Test Sample Worksheet Vv

Home

¥ Portfolio Warkbooks ©AMZN  Basic Performance Chart: 10

View Al

Create New

No chart
Create New
¥ Morningstar Research

Latest Q1 AMZN  Estimates: Amazon.com Inc - Annual and Quarter as of 06/06/2017
Videos
S Mean Median|
Topics Target Price 1105.108 1100

LT Growth 38.632 36.9

File Management

Exercise 8: Delete a list

Clients and Portfolio Templates,
workbooks, Lists, Screens and
Column Sets are available here

2. Click Lists and Screens.
3. Select the List you created in Exercise 2.

Morningstar Office Cloud September 2017
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Exercise 8: Delete a list

Utilizing Morningstar Office Cloud Functionality Workflow 1

4. Click the Trash icon.

File Management

Workbooks

Column Sets

] |

Name

1 Sample Large Blend Investment |

Sample Large Growth Investment]
3 Small Growth Investment List Re:
4 Moderate Model Funds Read Onl
5 Unconstrained Bond Funds

6 Pimco Funds

Large cap 4 and 5 star

8 My three stocks

9  Gold Rated Large Cap Funds

10 Market Cap Weighting List

@ 11 Upand Coming Funds

After selecting the item you
want to delete, click on this icon

30
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Utilizing Morningstar Office Cloud Functionality Workflow 1 Exercise 9: Create a screen using a set of criteria

In some cases, you may know the type of investments you would like to create a list for, Exercise 9: Create a
but are unsure of the exact funds to use. Use the Screen tool to search for investments screen using a set of
based on a set of criteria. criteria

< Note: This tool is similar to the Search by Criteria tool within the desktop version of
Morningstar Office.

To create a screen, do the following:

1. From the upper-left corner of the screen, click the Menu icon, then select View All
under Investment Workbooks.

{oldings Allocation MPT Analyst Take Test Sample Worksheet

Home

G, AMZN  Basic Performance Chart: 10

¥ Portfolio Warkbooks

No chart
You can also create a screen
directly from the Create menu

Q AMZN  Estimates: Amazon.com Inc - Annual and Quarter as of 06/06/2017

Mean Median|
Target Price 1105.108 1100
LT Growth 38.632 369

Type Do Last Modified Dat Croated Datw

Be sure to select
this option

3. Click New Screen.

Select a list or screen to view in this workbook

ccn

Click here to begin

Type Source Modified Created

Gold Rated Large Cap Funds Screen Direct Cloud 05/31/2017  05/31/2017
Large cap 4 and 5 star Screen Direct Cloud 05/25/2017  05/25/2017
Market Cap Weighting List List Direct Cloud 05/31/2017  05/31/2017
Moderate Model Funds Read Dnly List Direct 3.x 04/24/2017 047242017
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Exercise 9: Create a screen using a set of criteria Utilizing Morningstar Office Cloud Functionality Workflow 1

4. Use the Criteria in the table below to run your screen. Click OK after selecting each
criteria value.

Criteria type Operator Value

Investment type N/A Open-End Fund
Morningstar Category Include Large Growth
Morningstar Analyst Include Bronze, Silver and Gold
Rating

Morningstar Rating Include 4 and 5 Stars

Qverall

Oldest Share Class Include Yes

Sereener «©
1 v
Imvestment Type: Coen-End Fund
Dosnicile: Lsisaz Stare: (]
Moemingstar Categary: La:ge Gowr ]
Mosmingstar Anabyst Rating: Eroce Gold Sl [}

Moaringstar Raties) Coseall Click OK after

Vol entering each piece
of criteria

& wwwx

G weww

5. Click Done.

32 Morningstar Office Cloud September 2017
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Utilizing Morningstar Office Cloud Functionality Workflow 1

Exercise 10: Save your screen

If you want to save the set of criteria you created to use at a later date, be sure to save
your screen. Once saved, you can open your screen in any new or existing template or
workbook To save a screen, do the following:

1. From the Grid View worksheet within your workbook, click the Untitled List.
2. Select Save. A dialog box opens.

*Managed Investments Template

Grid View Performance Characteristics Holdings Allocation MPT Analyst Take
* Untitled List v/
Lists & Screens § pr et
Create New
Open
Save ke Silver -
- e Btz Once sav_ed,_ you can use this
| o yewe 5 screen within other templates
R = and workbooks
4 Alger Spectra A i Bronze
5 American Ci R e s s s Bronze
6 American Gentury Ultra® Inv ke Bronze
7 ClearBridge Large Cap Growth A FHH A A Bronze
8  Fidelity Advisor® New Insights | ke Silver

3. inthe Untitled List field, type Large Growth, Bronze, Silver and Gold, 4 and 5 Stars.

Pleass enter a name for the new screen

e
Untitled List | Select a name that
encompasses your Search

criteria
Cance

4. Click Save.

Now that you've screened for investments using a set of criteria, and saved the screen,
select investments you want to include in a List. In this example, we will later use the
list to create a Quick Account.

& Note: Unlike the screen, which is dynamic, the investments you include in your list remain
static, and will be the same each and every time you open it.

To select investments for a screen to include in an Investment List, do the following:

1. From the Grid View worksheet of the Sample List workbook, click inside the circle of the
first five investments from the screen.
2. From the Grid View header, click the Actions menu.

Exercise 10: Save
your screen

Exercise 11: Use
Investments from your
screen to create a list

Morningstar Office Cloud September 2017
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Exercise 11: Use Investments from your screen to create a list Utilizing Morningstar Office Cloud Functionality Workflow 1

3. Select Save As New List. The Save As New List dialog box opens.

*Managed Investments Template

Select the investments you
want to include here, then
select this option

Grid View Vv Performance Characteristics Holdings Allocation MPT Analyst Take
Sample List \v
Actions ("5 ") Marningstar  Morningstar a
Rating Overall  Analyst Rating Fae
Add to List —
@ 1| Romove from List Hokokke Silver 0.00
Q| 2 Fedkox Bronze 00
Save As New List
G| g CmEterer Sk Bonze 001
] 4 Jdkkk Bronze 0.01
@/ 5 |, i Bronze =
Marningstar Report
i} R e s s s Bronze B
7 Jddddk  Bronze 0.00

4. Type List for Quick Account into Enter List Name field.

anaged Investments Template

Grid View Performance Characteristics Holdings Allocation MPT Analyst Take
Sample List v

5 Column Set

Save As New List Done Marningstar
Rating Overall
IL_|51"D' Quick Account] I I

@ 1 Fk Kk Silver 0.00 Type the name of your
© 2 wigervapiarApprecianon ST 1 S s as Bronze 0.01 Investment list here
] 3 Alger Capital Appreciation Ptfl -2 ik Bronze 0.01
] 4 Alger Spectra A e Bronze 0.01
] 5 American Century Select Inv ik Bronze -

6 American Gentury Ultra® Iny ke Bronze -

7 ClearBridge Large Cap Growth A FHH A A Bronze 0.00

5. Click Done.
34 Morningstar Office Cloud September 2017
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Utilizing Morningstar Office Cloud Functionality Workflow 2

Overview

Utilizing Morningstar Office Cloud Functionality Workflow 2

This section includes a series of exercises combining functionality within each area into
a single workflow. The following topics are reviewed:

» Turning a list of investments into a Quick Account
» Analyzing Accounts within a Client Portfolio

» Creating a Quick Account.

» Running a Snapshot Report

In Workflow 1, you created a list based upon a specific strategy you compiled into a
screen. From there, you created a static list of investments.

Now, use the investments within this list to create a Quick Account. Once created, you
can then view the Quick Account in a clients and portfolio workbooks, and run a
Snapshot report. To create a Quick Account, do the following:

1. From the Create icon on the right side of screen, click Client Account. An Account
window opens.

el Viewr Hodega  Allocamen
Create

Overview

Exercise 1: Use
Investments from your
screen to create a
quick account

Sample List

In addition to Quick
Accounts, you can
also create lists,

T

wwww

dkEE

EmEw

wHEE EBranze =

SR Brofie =

screens and
workbooks from
this menu

2. Click Add a Client and select a client from your practice.

Untitled v : 06/07/2017 v | Add a ClientRequired] v

ation Vv
Clients

Jr

ALOAH GAAR BENNETT 9
Name Market Value >

BRENT BOYDSTON

You must attach quick accounts
to existing clients that you

Total BRETT NOTTINGHAM G 10,000.00 created in the Desktop version
Marmingstar U ree—— = of the program
CHRISTIN PIENKNY
1 Unallocated C; 10,000.00 10,
JENNIFER KEMP
JOHN ALLEN

MATTHEW BUTKOVICH

MOHMNGSTAH Morningstar Office Cloud September 2017
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Exercise 1: Use Investments from your screen to create a quick account Utilizing Morningstar Office Cloud Functionality Workflow 2

3. Click the + icon on the left side of the window. Then click From Investment List.

Untitled v : 06/07/2017 v | JENNIFERKEMP v

Portfolio Asset Allocation v

Jr

Add

From Investment List >

All of the lists you created
within Morningstar Research

and Investment Workbooks are
. available here

4. Select your List for Quick Account investment list.
5. Add each investment by selecting Add All 6 Investments.
6. Click inside the Weight field for each security and type 20.

Untitled v | 0807/2017 JENNIFER KEMP v
i After entering a
weighting for each
AN Ao N B investment, click
s (het "1 this button
Total 100,00 10,000.00 = e 18,66 0.26 s
1 Unallocated Cash 20.00 2,000.00 2,000.00 1.00 SCASHE :
Hkre Focus Instl 20,00 2,000.00 1085 823 AKAIX 96,40 - 964 Enter the vvelght
2000 2.000.00 97.18 2058 ALARK 98.78 - 987 percentage for
2000 2,000.00 503 7989 ALVOX 98.37 - 383 each holding
2000 2,000.00 10091 1982 SPECK 9877 129 984

7. Click Recalculate.

Morningstar Office Cloud September 2017
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Utilizing Morningstar Office Cloud Functionality Workflow 2

Exercise 2: Save a Quick Account

Once you save the Quick Account you created, it will automatically populate within Exercise 2: Save a
your Client’s portfolio. From here, you can analyze the Quick Account using a Quick Account

worksheets and components.

& Note: Worksheets within Clients and Portfolio templates are similar to those within and

Investment template.

To save a quick account, do the following:

1. From the Untitled menu at the top of screen, click Save As.

Untitled v : 06/07/2017 v | JENNIFERKEMP v

Partfalio Ascpt A s
Partfolio Actions ortfolio Asset Allocation v

Rename

Name Weight > Market Value >
Total 100.00 10,000.00
Mamingstar US Market TR USD = -

1 Unallocated Cash 20.00 2,000.00

2 Akre Focus Instl 20.00 2.000.00

3 Alger Capital Appreciation Instl | 2000 2,000.00

4 Alger Capital Appreciation Ptfl I-2 20.00 2,000.00

5 Alger Spectra A 20.00 2,000.00

6 American Century Select Inv = =

2. Inthe Untitled field, type Sample Client Account.

Save portfolio as

Sample C e1tAccoJm| |

Cancel ) @

3. Click Save. The click X to close the Quick Account window.

Account here

Type the name of your Quick

Choose Save As to save a Quick
Account for the first time.

Morningstar Office Cloud September 2017 37
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Exercise 3: Analyze the quick account within a Portfolio Workbook Utilizing Morningstar Office Cloud Functionality Workflow 2

Once created, review performance, risk, and other statistics for your quick account Exercise 3: Analyze the
within the Clients and Portfolios workbook. To access the Clients and Portfolios quick account within a
workbooks, do the following: Portfolio Workbook

1. From the upper-left corner of the screen, click the Menu icon, then select View All
under Portfolio Workbooks.

{oldings Allocation MPT Analyst Take Test Sample Worksheet Vv

Home

¥ Portfolio Workb QL AMZN  Basic Performance Chart: 10

View Al _
Crante New Click here to access
reate flew your full Client List

¥ Investment Workbooks No chart

v Al

Create New

¥ Morningstar Research

Latest QL AMZN Estimates: Amazon.com Inc - Annual and Quarter as of 06/06/2017

Vi '3

Videos Mean Median|
Target Price 1105.108 1100
LT Grawth 38.632 36.9

File Management

2. Click on the Clients and Portfolios Template.

Select this
template

Clients and Portfolios Template

Overview Asset Allocation Performance Risk vs Return ok
Repurls Account Analysis
Total Return (YTD - Total Return (1 Total Retus
Name Name LMC) year - LMC) year - L
I ALDAH GAAR BENNETT 1 30763364 0.00 0.00
BRENT BOYDSTON 2 70610363 1.05 1.76
3 BRETT NOTTINGHAM 3 Sample Client Account 16.98 19.48 1
CHRISTIN PIENKNY
5 Emma Spero
8 JENNIFER KEMP Accounts : :
JOHN ALLEN Click this button to
P access a Summary of
SHEe the portfolio as well as
9 MATTHEW BUTKOVICH each individual account
10 Morningstar
1 ROBERT QUELLETTE
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Utilizing Morningstar Office Cloud Functionality Workflow 2 Exercise 4: Run a Snapshot report

4. Use the worksheets to analyze the portfolio at the Summary level or the Individual
Account level.

Ovarview
Reports L
() At st AR v vt om0 nove o ||| ICLCRCUICCUIETRG
Nama - view details about
;r L 'n“ :‘ = each account or a
Sar I'i.lE |°I:: IO;: I'i.llr'. IEJ: W summgryofthe entire
portfolio
|
Allocation: Standard Asset Allocation 157312017 i Mariet Value
70818
8,092 7,
The final step in this workflow is to run a client facing report to illustrate the Quick Exercise 4: Runa
Account you just created. To run a Snapshot report, do the following: Snapshot report

1. From the Overview worksheet. click Reports. ..Snapshet. The Setting dialog box opens.

Clients and Portfolios Template

Overview Asset Allocation Performance Risk vs Rewrn +
Reports v/ Account Analysis
: Total Return {YTD -
Create PDF Report reate New Account Name wie) | The Reports menu is available
Snapshot * within each Client record
1 30763564 0.00
I 2 70610363 0.87
g oo 3 Sample Client Account 15.16
2 70610363
3 Sample Client Account
MOHMNBSTAH Morningstar Office Cloud September 2017 39
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Exercise 4: Run a Snapshot report

Utilizing Morningstar Office Cloud Functionality Workflow 2

2. From the Settings dialog box, select Last Month End.

Settings: Snapshot Report on undefined

Include Report End Date

@) Last Month End

(O Disclosures
() Cover Page Previous Month End

() Last Quarter End

() Investment Detail Reports

In this exercise,
select this option

3. Click Run.

The Snapshot report opens in a new tab. While you are unable to save the Snapshot
within your Client record in this version of Morningstar Office Cloud, you can download
the report onto your hard drive, or print and immediately share with your client.

el o 883200 |

Use these tools
tosave a

Portfolio Snapshot

Ao 11 2217

snapshot report
generated in
Cloud

40 Morningstar Office Cloud September 2017
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Utilizing Morningstar Office Cloud Functionality Workflow 2

Exercise 5: Run the Client Return Summary

Now that you've run a Snapshot report to review the quick account you've just created,
Run the Client Return Summary to review performance for the transactional accounts

within the household. Just like in Office Desktop, the Client Return Summary will only
run performance on transactional accounts.

To run the Client Return Summary, do the following:

1. From the Menu, select View All under Portfolio Workbooks.

Home

¥ Portfolio Workbooks

View All

Create New

Create New

¥ Morningstar Research

Latest

Videos

Topics

Publications

File Management

{oldings

Test

Mllocation MPT Analyst Take Sample Worksheet

O, AMZN Basic Performance Chart: 10

No chart

1 AMZN  Estimates: Amazon.com Inc - Annual and Quarter as of 06/06/2017
Mean Median
Target Price 1105.108 1100
LT Grawth 38.632 36.9

2. Click on the Clients and Portfolios Template.

Click here to access
your full Client List

Select this
template

Overview V

Asset Allocation

Reports

Clients and Portfolios Template

Performance

Name
N

1

3

ALOAH GAAR BENNETT
BRENT BOYDSTON
BRETT NOTTINGHAM
CHRISTIN PIENKNY
Emma Spero

JENNIFER KEMP
JOHN ALLEN
Mansueto, Joseph

EW BUTKOVICH

Mormningstar

ROBERT OUELLETTE

Risk vs Return

Account Analysis

Name LMC) year - LMC) year - L
30763564 0.00 0.00

2 70610363 1.05 1.76

3 Sample Client Account 16.98 1948 1

+

Total Return (YTD - Total Return (1 Total Retu

Click this button to
access a Summary of
the portfolio as well as
each individual account

Exercise 5: Run the Client
Return Summary

MORNINGSTAR
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Exercise 5: Run the Client Return Summary Utilizing Morningstar Office Cloud Functionality Workflow 2

4. From the Reports menu, select Client Return Summary. The Generate Report

box opens.
Overnview Asset Allocation

Reports v

Create PDF Report

*Clients and Portfolios Template

Performance

Account

Snapshot

Client Retum Summary

Select this options

Performance Summary

e TewTouoy

3 Sample Client Account

5. Select the Report Options you want to include.

Generate Report

S&P 500 TR USD

Month End

Select the report options
you want to include here

M 3 Months Ago M

(@) Use IRR

@ Benchmark Returns

@ Clos

®) Net of Fees

Ivias

Clients and Portfolios Webinar v Report is generating, please check the status in report management sheet }

42
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Utilizing Morningstar Office Cloud Functionality Workflow 2 Exercise 5: Run the Client Return Summary

7. Click on the Report Management worksheet, and click on the Client Return Summary.

Report Massgement

Reports Heport Mansgamant

() A Ciente

Adam Rose

Click on the
report you want
to review

MOHMNBSTAH Morningstar Office Cloud September 2017
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Overview Utilizing Office Cloud Functionality in a Workflow 3

Utilizing Office Cloud Functionality in a Workflow 3

In workflow 1, you created a list based upon an article of interest, and used the list to Overview
create an Investment Workbook. You also created an investment list based upon a
screen.

Workflow 2 took you into a Portfolio Workbook, and you practiced creating a Client
Account, analyzing the account in a Workbook, and running reports.

In this workflow, you will once again start with a list of investments; however, this time
you will import it from Excel.

This list will contain investments that are part of your recommended strategy for a
portfolio. From there, you will use the list to create a model portfolio which you will use
to analyze within a Client Portfolio.

The following topics are reviewed:

» Importing a list from Excel

» Turning the list into a Model Portfolio

» Creating a new Worksheet

» Comparing Client Accounts with a Model Portfolio
» Running the Client Return Summary

Click here to download a spreadsheet that contains tickers to use in your Excel
Spreadsheet. Once downloaded, save the file to your local drive.

Begin the workflow by using the Menu to enter the Import area. To import an Exercise 1: Import an
Investment list, do the following: Investment List

1. From the Menu, click Import.

ﬂi NORINGSIR Office =

‘B Advanced Performance Workbook

Managed Investment Template deo
Grid View Template op

View All Publicatio
Create New

Investment arningsta
Workbooks Reses
Click here
to begin
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http://advisor.morningstar.com/AWSOE/Training/IACloud/OfficeCloudImportExample.xlsx


Utilizing Office Cloud Functionality in a Workflow 3 Exercise 1: Import an Investment List

2. From the Select File Type drop down, click Investment List.

= Import

Import

Upload File >

Preview Data

Select File Type Choose Investment
List from this menu

nvestment List

3. Click the Upload File icon. The Import Status message appears.

Import

This button accesses

Upload File > S ; | = |C your local drive

Preview Data

& Files can be formatted to include one list. To import a list file, structure the file to contain one
of the following Security Types: CUSIP, ISIN, SEDOL, VALOR, WKN, Symbol, OsloBore, APIR,
CNPJ, ANBIMA, SeclD, PerfID, FundID, KR Code, CA Fund Code.

4. From the Default Identifier drop down menu, select Symbol/Ticker.
From Security Mapping Options, leave all three options selected.
6. Inthe Enter New List Name field, type Preferred Investments.

[Sa)

After you select

: OifeChdimpontat... X 3 @& | your identifier,
Preview Dats type the name of
Thtaut Wentior Security Mapping Optian Save List As your list
Symbol Ticker . B et loa —— Prafeered [mvastmants |

(hvenwme Exsting List

@ Auto Salect

@ Autn Slact Vinual Class

1. Click the Exchange and Currency Exchange Preference drop down.

8. Inthe Search for Exchange search field, type Chicago.

9. Select Chicago Board of Trade (XCBT)

10. Under Preview Options, leave Preview all content before import selected
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Exercise 1: Import an Investment List Utilizing Office Cloud Functionality in a Workflow 3

11. Click Preview Data. The Import Status appears.

i anbinl L """'“" After all selection

are complete click
here to generate a
preview of the list

Preview Data

* Exchange and Curmancy Prateiance

oved ’ Type a search term
here to add an
additional exchange

Preview Options

12. Under Investment list. Click Preview Data Section. Your Imported List appears.
— | Import
Import

JDHW-—> Investment List

Preview Data

Import Status
Once generated, the status of

Iz B ) the preview will appear here
Data is ready for preview. View your results in Preview Data Section.

13. Select the Investments you want to import and click Import.

Upload File = >

Once you click
Import, your list

- i S become available

L v Freferred Investments

® : e F0 Usn

L] 2 FO usD

L] 3 31] ush

L] 4 31} IS0

L] 5 1} IS0
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Utilizing Office Cloud Functionality in a Workflow 3 Exercise 2: Use the Investment List to create a Model Portfolio

Now, that you've entered your preferred strategy, use these investments to create a Exercise 2: Use the
Model Portfolio. To create a Model portfolio, do the following. Investment List to create

1. From the Create icon, select Model Portfolio. The Model Portfolio window opens. a Model Portfolio

Create

Ugdaad File » 2

Click here to begin

—

L ¥ Praturred Invesimenis
[ 1 LI 5 c N
L 2 PARNX Symbol/Ticker Fatnassu

L] {11] NASDAD

2. Click on the + icon on the left side of the screen.
3. Select From Investment List.

Untitled v

Portfolio Asset Allocation Vv

|+ | Click this option to

select the list you
just imported

Add

10,000.00

Fram Investment List >

4. In the Search Investment List field, begin typing Preferred Investments.
5. Click the arrow next to the Preferred Investments List.

10,000.00

Untitled

Portfolio Asset Allocation Vv

+

(<) Investment List
p—

| F"eferI X
. 10,000.00 As you type, lists that match
Preferred Investments your search term will

. = dynamically appear
Preferred List > 10,000.00
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Exercise 2: Use the Investment List to create a Model Portfolio

Utilizing Office Cloud Functionality in a Workflow 3

6. Click Add All 5 investments.

Untitled v

_|_

@ Preferred Investments

Portfolio Asset Allocation Vv

—+ Add All 5 Investments

BlackRock US Mortgage Portfolio Inst

10,000.00

10,000.00

FMI Internationa
Jensen Quality Growth J
Parnazsus Mid-Cap

Virtus KAR Small-Cap Core

7. Use the table below to enter Weight.

Click here to select all five
investments at once

For this ticker ... Use this weight percentage ...
MSUMX 30
FMIJX 10
JENSX 20
PARMX 20
PKSFX 20

8. Click Recalculate.

Untitled
Tosal 100.00
Unallocated Cash 0.00
c folio Instl 30.00
10.00
20.00
20.00

1000000 |- - -

000 SCASH.... =
3,000.00 MSUMX o0 0.00 0.00
1,000.00 FMLIX 7418
2,000.00
2,000.00

Enter weight
percentage or
portfolio amount here
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Utilizing Office Cloud Functionality in a Workflow 3 Exercise 3: Use your model to compare against your clients allocation

9. Click on the Untitled menu, and select Save As. The Save portfolio box appears.

Untitled v

Portfolio Asset Allocation v

Portfolio Actions

Use this menu to save
your Model portfolio

100.00 10,000.00

10. Type Preferred Investments.

Save portfolio as

Preferrad Investments After typing a
name for your

= E_ model, click here

11. Click Save.
Use your preferred investments Model Portfolio to analyze your clients allocation Exercise 3: Use your
using a worksheet component. To compare a model against a client account, do model to compare against
the following: your clients allocation

1. From the Menu, click Portfolio Workbook ... View All.

Test

{oldings Mllocation MPT Analyst Take Sample Worksheet

Home

¥ Portolio Workbooks 1 AMZN  Basic Performance Chart: 10

View All

Create New

Click here to access
your full Client List

W,

vestment Workbooks No chart

Create New

ngstar Research

Latest Q, AMZN Estimates: Amazon.com Inc - Annual and Quarter as of 06/06/2017

Vi Mean Median|
Top Target Price 1105.108 1100
Publications LT Grawth 38.632 36.9

File Management

2. From the File Management area, click Workbooks.
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Exercise 3: Use your model to compare against your clients allocation

Utilizing Office Cloud Functionality in a Workflow 3

3. Select the Clients and Portfolios Template.

Select this
template

4. Choose the Client you created a Client Account for in Workflow 2.

5. Select the Account you created in Workflow 2.

Drenrvlme

Reports Accmats Analysis

() i Cilents

ALOAH GAAR BENNETT

Select an account
to view details
about the account

6. Remain on the Overview worksheet, and locate the Allocation: Standard Asset

Allocation component.
7. Select the Component Settings icon.

*Clients and Portfolios Template

Overview Vv Asset Allocation Performance Risk vs Rewrn Transactions Securities in Practice Regulatory Fil
Reports V] Accounts Analysis
@ All Clients Creats Total Rew
Name
ALOAH GAAR BENNETT
i
1 Franklin Small Cap Growth R 440
SUpely 2 Dakmark Internationa 30 2061
! 39957109 3 T. Rowe Price High Yield Adv 523
2 57133089 4 Unallocated Cash -
3 Sample Quick Account I
Allocation: Standard Asset Allocation 07/31/2017 (EEN
From this component and select
Portfolio
© US Stock 784
© Non-US Stack 9.66
Band 214
© Cash 79.39
© Other 0.97
© Unclassified 0
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Utilizing Office Cloud Functionality in a Workflow 3 Exercise 3: Use your model to compare against your clients allocation

8. Select the arrow next to No Benchmark. The Benchmark menu appears.

Allocation: Standard Assat Allacation 07/31/2017 2 @ &Y Market Value:
‘& Qui
Component Settings P
17
Grouping -

Standard Asset Allocation

Benchmark 5 T
No Benchmark Click on this arrow to

- launch the

g ) = i
isglay Setlinas Benchmark options
Data View 5
Donut Chart ﬁ

10,410.37 JA

971067 |

Jul
20

9. Select User Created. The User Created box appears.

Allocation: Standard Asset Allocation 07/31/2017 O @ o MarketV

‘.‘:,' Benchmark

Csor Civnten Ed Select this option to
No Benchmark o launch Model
Portfolios
11,1104
0.410.3
9.710.9

10. Click Model Portfolios and select Preferred Investments.

Allocation: Standard Asset Allocation 07/31/2017 O F & Market

(<) Maodel Partfolios

Q, Search A

=

First Model Portfolio

Frafarzs nwzateace

Select the model based
upon the your Preferred
Sample Investments

Second Model

Recommended Portfolio

Second Model Partafolia

test

Use the expand button to view a side by side comparison of your client’s current
statement vs. the preferred strategy.
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Exercise 3: Use your model to compare against your clients allocation Utilizing Office Cloud Functionality in a Workflow 3
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