Data Management Tools, Reports,

and Warnings in Morningstar OfficeSV

Morningstar 0fficeM offers a variety of tools, reports, and warnings designed to assist Overview
you in maintaining complete and accurate data for your practice. You are encouraged

to contact your Client Service Consultant (CSC) to review these items in detail to ensure

you are effectively utilizing them. This document familiarizes you with the following

capabilities in Morningstar Office:

» How do | check the price source setting for imported securities?

» What data management reports are available to me in Morningstar Office?
» How can | view all securities used in my clients’ accounts?

» What performance diagnostic reports can | use in Morningstar Office?

» What billing management reports are available to me in Morningstar Office?
» What other security-related warnings appear in Morningstar Office?
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Data Management Tools, Reports, and Warnings in Morningstar OfficeS™  How do | check the price source setting for imported securities?

When importing transactions, one of two prices can be used: either the price from your How do | check the
custodian, or the price associated with the security in Morningstar’s database. It is price source setting
always recommended to use the imported price, so your data in Morningstar Office for imported securities?
matches that from your custodian. The price source for a security should be

“Morningstar Price” only if a security does not receive a price from the custodian. To

see an imported security’s price source, and, if needed, to change the price source, do

the following:

1. From the menu bar at the top of the Morningstar Office window, select Tools. . . Edit
Definition Master. The Definition Master window opens.

,']ﬁ Meorningstar Office
‘ File MNew Favorites | Tools | Reports  Help &, Import IE] Price Monitor|
I Edit Definition Master

Search for : :
Hypothetical Illustration Select this option to check
Home Efficient Frontier _ the price source setting

H Home Suitability Manager »

E Articles + Comment; Settings 3

H Presentations Find »

E Ezinis Market Barometer

E Activities

Calculators 3
Trade Blotter

Batch Document Upload

Launch Web Portal

» B2 Morningstar Services

» E2 Document Library
E Morningstar Publicati
E Task Manager

E Note Manager Launch Corporate Action Warehouse
» &8 Workflow Global Transaction Wizard 3
¥ B8 Learning Center Advisor-Client Questionnaire »

2. From the Definition Master window, in the left-hand navigation pane under the
Morningstar Securities folder, click Price Sources.

3. Check the Price Source field, to see which securities are using Imported Price. Unless
you know a security does not receive a price from the custodian, if Morningstar Price is
used here, use the Price Source drop-down field to select Imported Price.

@ Momingstar Office == ] =]
File Help Search for In This View T Go B Send us feedback

Definition Master

» &5 User Defined Securities  © Action~ Gl Add @ Save | i Export~ §SjPrint g% Refresh
H Securities W Security Name 4 Symbol CUSIP ISIN Price Source
B Security Mappings

~ &3 Morningstar Securities
I Price Sources 01 0 Agerall4 5114 MTN 2014-06-30 DEO00A1ES3Q1 Imported Price -
i Reclassification 2 1-800-Flowers.com Inc Class A FLWS 68243Q106 Us68243Q1067 ([Ereasrs | Loy

v Customized Data 3 3Mco MMM 88579Y101 US88579Y1010 If necessary, use
B Security Types [T 4 AAM Navellier/Trdwd Inter bond 4 007708251 USoo770B2512 LImPorted Price this drop-down field
é Asset (_3|BSSES s Aaron's Inc AAN 002535300 US0025353006  Morningstar Price to change the
& Countries s AB Equity Income B AUIBX 018781202 US0187912028  Marningstar Price price source
B Currencies Oz AB Global Bond A ANAGX 01853W105 US01853W1053 Morningstar Price q
S Exchanges to Imported Price
B Sectors s AB Growth A AGRFX 01877F401 UsS01877F4018 Morningstar Price
& Industries s AB Growth B AGBBX 01877F300 US01877F5008 Morningstar Price
= Brokerages ™ 10 AB International Growth C AWPCX 01879X301 US01879X3017  Morningstar Price
E Bond Insurers 1 AB Large Cap Growth A APGAX 01877C101 Us01877C1018  Morningstar Price
H Regions [T 12 ABLarge Cap Growth B APGEX 01877C200 US01877C2008  Marningstar Price
I Foreign Currency E: [~ 13 AB Large Cap Growth C APGCX 01877309 US01877C3087  Marningstar Price

~ B8 Import [T 14 AB Municipal Inceme II New Jerse ANIBX 01864E888 US01864E8883  Morningstar Price
B Client/Account Mapl [~ 35 ap Relative Value B CBBDX 018557203 US0185972033  Morningstar Price
B Import Security EXC = ¢ ap Relative Value C CBBCX 018557401 US0185974013  Morningstar Price
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Data Management Tools, Reports, and Warnings in Morningstar OfficeSM What data management reports are available to me in

Several reports are available from the Data Management Reports menu, which can be What data management
accessed from the Reports menu from the top menu bar. reports are
available to me in

The following table briefly describes each of these reports. Morningstar Office?

m Maorningstar Office
: File MNew Favorites Tools | Reports | Help i Import Price Monitor (7 QuoteSpeed Search for
Report Generator
Home
- Management Reports 3
Client Management : Billing Management » ate Market Value
i : arket Value urrent Price
Portfolio Management I Analytical Reports v | ”.c;n £ V. Ci t P
E Accounts | Data Management Reports  » |_ Security Price Missing Report
E Account Performance SEC Filing Reports 3 Transaction Price Missing Report » ] NOtQ the reports
— I S 17.3  available here
g EFUUPS X rz Abercrombie & Fitch Co Clase Transaction Cost Basis Missing Report TR
OmposIites
= Billin; s Activision Blizzard Inc New Accounts *lls1.
o e — ra ADVENTAIR, INC New User Defined Securities Hlas.
E Alerts s Advtg2VA-Tvy VIP Asset Strategy 11 43,511.10 5.
B Activities s AllianzGI NF] Small-Cap Value Instl 9,696.15 28.1
E Saved Reports Oz Alphabet Inc C 10,101.70 1,010.
s Altria Group Inc 0.00 63.9
] American Century Equity Income A 11,062.15 9.7
[ 10 American Funds AMCAP 5294 11,384.34 31.
This report... Lists all...
Security Price Missing Report Securities missing a price, and the date for which the price is missing.
Transaction Price Missing Report Transactions missing a price.
Transaction Cost Basis Missing Report Transactions missing cost basis data. If tracking cost basis, the report highlights
the transactions for which you need to enter cost basis.
Transaction without Specific Lot Transactions requiring you to specify a trade lot.
New Accounts New accounts created during a specified time period. It is a great tool for ensuring
that the details and settings of new accounts are correct.
New User Defined Securities New user-defined securities created during a specified time period. Use this report
to ensure that the details and settings of user-defined securities are correct.
Failed Reconciliation Result Reconciliation errors, for easier troubleshooting.
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Data Management Tools, Reports, and Warnings in Morningstar OfficeSM How can | view all securities used in my clients’ accounts?

The Securities in Accounts page lists all securities currently held in your clients How can | view all
accounts. Review this list regularly to verify your clients” holdings. This tool is found in securities used in my
. - 1
the Portfolio Management module. clients’ accounts?
TV =
||/ Momingstar Office
: File New Favorites Tools Reports Help & Import Pric:e Monitor 7=l QuoteSpeed Search for
Home
Client Management Action ~ @ Export ~ l,ElPrint %t Update Market Value
Portfolio Management I o Name Security Type « Ticker
B Accounts
E gccount Performance ri CASH Cash and Cas
E — . [z Default Cash Cash and Cas  $CASHE(
B Composites
= silling | <} Sample Cash Cash and Cas
= Securities in Accounts I 4 Sweep Account Cash and Cas
= Alerts 5  Sample User-defined CD co suco Be sure the correct
H Activities | Franklin Universal Trust Closed-End Fu  FT module and page are selected
H Saved Reports - JH Premium Dividend Fund Closed-End Fu  PDT
s Global X MSCI Argentina ETF Exchange-Tra ARGT
e iShares Core S&P 500 ETF Exchange-Tra Iany
™ 10 iShares Core S&F Small-Cap ETF Exchange-Tra IR
M1 iShares iBoxx § Invmt Grade Corp Bd ETF Exchange-Tra LQD
™ 12 iShares MSCI Canada ETF Exchange-Tra EWC
| Vanguard Dividend Appreciation ETF Exchange-Tra  VIG
M 14 Sample DEN CTY 6.125%11/25 Fixed Income
™ 15 Schwab Advisor Cash Reserves® Sweep Money Market  SWOQXX
™ 186 AllianzGI NF1 Small-Cap Value Instl Open-End Fun  PSVIX
17 American Century Equity Income & Open-End Fun  TWEAX

The Securities in Accounts tool can also be used to review historical holdings
previously sold and no longer held by your clients. To review both current and historical
holdings, update your settings to show liquidated holdings. Do the following:

& Note: After completing your review, be sure to uncheck this box, otherwise liquidated
holdings will show on all client reports.

1. From the Home module, click the Settings page.
2. Click the Preferences folder. The Account Setting dialog box opens.

@ Morningstar Office

File MNew Favorites Tools Reports Help @ & Import : J&]Price Monitor : i QuoteSpeed Search for 1In Securities - Go ]

IHnme I | Setting

E Home
= Articles + Commentary
I Presentations

Personal Settings Portfolio Accounting System Settings

Assistant Management Reports, Tax Lot Methods, Transactions, Management Fees
B Activities
» &2 Morningstar Services
» &= Document Library.

E Morningstar Publications 7= 1 Email Server Settings
= Task Manager EI

= Preferences Click this option
E Note Manager .
» & Workflow on the Settings page

» B8 Learning Center Email Password Settings
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Data Management Tools, Reports, and Warnings in Morningstar OfficeSM How can | view all securities used in my clients’ accounts?

3. Inthe Account Setting dialog box, check the box for Show Liquidated Holding.
4. At the bottom of the dialog box, click Save + Close.

5. When the confirmation message opens, click 0K to close it.

.'Jﬁ Meorningstar Office

[E=H =R 55
Account Setting
Display Currency Us Dollar v
Add Logo to Cover Page Morningstar Logo.gif J
Add Logo to Footer MLogo2Black.gif ﬂ

M show Liquidated Holding

Be sure this box is checked
[J Email Notification of Out of Balance Accounts

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

[JExclude 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
O Use imported data

Security Filter Settings

Set Exchange Filter| Set Currency Filter |

Help

I Save + Close I Cancel |

Click this button to
close the dialog box
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Data Management Tools, Reports, and Warnings in Morningstar OfficeSM What performance diagnostic reports can | use in Morningstar Of-

In addition to the Data Management Reports, Morningstar Office also includes reports What performance

designed specifically to find suspicious investment return figures. These reports are diagnostic reports can |
described in the following table: use in Morningstar
Office?

< Note: You are encouraged to contact your Client Service Consultant (CSC) to review these
reports in detail to ensure you are effectively utilizing them.

This report... Allows you to...
TWR Diagnostic Report |dentify the date for which a TWR performance error has possibly occurred. It can
be run for a client’s total portfolio, or just for a specific client account.
!|[& Client - Andrew Watts
" File Tools |Repurts| Help Search for In This View * Go
e Client 3
Portfolio 3
? Client Def Projected Cash Flows Duetview - i Export~ iEaPrin
EH Accounts Performance y [name/1D Account Number Cy
» B2 Client Pro )
— Fixed Income 3
E Plans
B Alerts Management Reports » Baregate
H Activities Account Summary
E Client We Account Overview etirement 123457 Sq
E Task Man Analytical Reports b Retirement 123456 =d
? Note MEI‘“I Data Diagnosis Reports » Time Weighted Return Calculation - -
= Reports Cover Page [ erokersge N This report can be o
s — —85d6baa-5a63] - accessed from a client's record
s Sample Quick Account 1b38a46f-2c2d-4 -
IRR Diagnostic Report Identify the date for which an IRR performance error has possibly occurred. It can

be run for just for a specific client account.

,']ﬁ Brokerage - Jane Klein
" File Tools | Reports | Help Search for In This View - Go
Portfolio 3
Account i
Projected Cash Flows
HE Holdings * Performance o summary ~ MNew Transaction ~
E laresctie Fixed Income 3 4 Market
H Account P n R — . uso
) anagement Reports
» &= Profile/Se 2 &
B Imported Account Summary 639
Ay t O e .
¥ &5 X-Ray seount Lverview ri:Morningstar US Markst TR USD
b B8 Alerts Analytical Reports 4 NI =
» BF Activities I Data Diagnosis Reports » Internal Rate of Return Calculation 1 : :
E Task Man Cover Page Time Weighted Return Calculation 250 This report is
B Note Manager accessed from an account
& Saved Reports a4 Compass Minerals International Inc 68
s EMC Corp 43
s Expedia Inc 145
rz Exxon Mobil Corp 41
s Johnson & Johnson 70
e Oracle Corp 72
[C 10 PetSmart Inc 74
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Data Management Tools, Reports, and Warnings in Morningstar OfficeSM What performance diagnostic reports can | use in Morningstar Of-

This report...

Global Performance Summary Report

Allows you to...

See the details for the market value and performance number for each account
within your practice in PDF format, so you can address any performance errors
before you run your reports via the batch tool.

Global Account Performance Review

See the details for the market value, performance number, and additional data
points for each account within your practice in Microsoft® Excel, so you can
address any performance errors before you run your reports via the batch tool.

W Morningstar Office

Home
Client Management
Portfolic Management

B Accounts

HE Groups

B Composites
HE Billing

B Alerts

E Activities

H Saved Reports

B Account Performance

E Securities in Accounts

File New Favorites Tools Help
Report Generator

&, Import IEl Price Monitor | [#iQuoteSpeed | Search for In Tl

ﬂ Management Reports L4 Assets Under Management 3
E Billing Management 4 Maturity and Expiration Alert » U s | Sy
[ Analytical Reports L4 List of Accounts » Advisor Nam

Data Management Reports 3 Management Fees »

SEC Filing Reports 4 Global Billing Summary 3

Security Cross Reference

ri 08361404 Trade Activities 3 Chad Lowry
=z 10 year return testing Global Performance Summary 3 Practice l
O3 123456 Global Account Performance Review v These reports are
ra 401(k) Global Money Balance 3 Chad Lowry accessed from
s 401(k) Global Cash Flows » Chad Lowry the Reports menu
s 401(k) Global Expense Summary Chad Lowry
Oz 401(k) Retirement List of Securities in Practice 3 Chad Lowry
s 401(k) Retirement Global Unrealized Gain Loss 3 Chad Lowry
e 401(k) Retirement 135457 Schwab Chad Lowry
™ 10 401K - Chad Lowry
1 403(b) Retirement 123510 Schwab Chad Lowry
12 403(b) Retirement 123456 Schwab Chad Lowry
| k] 403(b) Retirement 123475 Schwab Chad Lowry
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Data Management Tools, Reports, and Warnings in Morningstar OfficeSM What billing management reports are available to me

To ensure accurate management fee generation, Morningstar Office includes several What billing
billing management reports. management reports
are available to me

These reports are described in the following table: in Morningstar Office?

m Morningstar Office
. File MNew Favorites Tools I_@ Help & Import IE Price Munitur; [l QuoteSpeed Search for
Report Generator

Home
- Management Reports r i
Client Management : I o I - — —~
: Billing Management 4 Billing Setting validation Report »

Portfolio Management r Analytical Reports 4 Billing Information & Fee Calculation Report » M These reports are
E Accounts Data Management Reports 4 Management Fee Position Exclusion Report » accessed from
E Account Performance SEC Filing Reports » Insufficient Cash Accounts Report , the Reports menu
? Groups Accounts With No Management Fee Schedule »

Ikl e 01 03361404 05361404 Echwab Tha
E Blllmg_ o | 10 year return testing - Cha|
B Securities in Accounts
— O3 123456 123456 S Chal
H Alerts
E Activities 4 401(k) . Chal
E Saved Reparts s 401(k) - Cha
e 401(k) 77546391 . cha
07 401(k) Retirement 123463 Schwab Chal
s 401(k) Retirement 123512 Schwab Chal
Mo 401(k) Retirement 123457 Schwab Chal
10 401K - Chal
— 14 AN b Do £ 122210 b b b
This report... Lists all...
Billing Setting Validation Report Accounts with their corresponding management fee setting in one spreadsheet.

[t is great for ensuring each account is using the correct management fee
setting before processing management fees.

Billing Information & Fee Calculation Report | Accounts with corresponding management fees for a time period determined by
the user.

Management Fee Position Exclusion Report | Positions in client accounts that have been excluded from management fee
calculations.

Insufficient Cash Accounts Report Accounts whose cash balance is below the amount of their management fees. It
is great for identifying accounts for which you need to raise cash.

Accounts with No Management Fee Accounts to which no management fee setting has been assigned. It is useful
Schedule for catching accounts that have yet to be assigned a management fee,
especially before monthly or quarterly management fee generation.
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Data Management Tools, Reports, and Warnings in Morningstar OfficeSM

What other security-related warnings appear in

Morningstar Office produces warning messages when generating reports. To prepare

for handling these warnings, be sure to read the Handling Warnings in Transactional

Accounts Guide, available via the Help Center.

What other
security-related
warnings appear in
Morningstar Office?

'@ Morningstar Office

This document provides a list of warning messages you might encounter when

generating reports and provides recommended actions you can take to understand or

fix the underlying problems that cause these warnings. These warnings affect
transactional accounts, whether manually created, imported, or converted.

Additionally, securities using “imported price” and highlighted in red indicate that the

security is missing prices for more than 30 days. You can resolve this issue by finding
the security in the Definition Master and adding the missing prices in the security's

price file.

\[@ 401(k) Retirement #123457 - Andrew Watts

File Tools Reperts Help : Search for In This View - Ge

Account

==

B Send us feedback

E Holdings Summary Action~ | View Summary

~ New Transaction~ &g Edit View ﬁa(purtv

EuFrint 4F Refresh

Note the location
where you can
access this document

File New Favorites Tools Reports Help : & Import : [g]Price Monitor | [ QuoteSpeed . Search for In Securities * Go © I Send us feedq
Home | - E. Client Management Processes
= Home BL Mail Merge Watch
E Articles + Commentary B2 Email and Activities Watch
I Presentations B Mecgi dl ing Cliont: Bead
= Settings |> F. Portfolio Management Processes |_
= Activities [
N BL Handling Warnings in Transactional Accounts Read
} &8 Document Library B2 Rebalancing Accounts Watch
& Morningstar Publications B3 Portfolio Accounting Settings Watch
H Task Manager B4 Preparing for GIPS® Compliance Verification using Morningstar Office New Read
H Note Manager ¥ G. The Investment Planning Process
P workflow . g1 Investment Planning Read
&S Learning Center ~ H. Research Processes
~ &= Online Training
& BL Custom Views and Layouts Watch
T ntormedioe B2 Search Overview Watch
B Advanced B3 Search - Toolbar and Locate Watch
B webinars B4 Search - Tools=Find Watch
E Live events BS Alerts in Morningstar Office Watch
E Research Insights ~ * I. The Report Studio Process
BL Creating Global Application Settings Read
B2 Choosing a Template Watch Read
B3 Changing your Display Client Watch Read
B4 Reviewing Tabs and Widgets Watch Read
BS Creating Headers and Footers Watch Read
B6 Adding Widgets to your Design Page Watch Read
B7 Adding Report Options Watch Read
B8 Customizing Components Watch Read
B3 Saving your Template Watch Read
~ 1. Security Selection Processes
BL Creating an Investment List Watch

require your attention

= Transactions u Name  Market Value  Current Price Price Date Price Source
B Account Performance LEE
¥ 5 Profile/Settings
B Imported Return Series Summary 1,402,543.63 Securities in red
* B8 X-Ray Benchmark:Moderate Allocation 4,631.25
» 5 Alerts [mE] AMG Managers Amundi Short Duration Gov N 20,094.52 9.49  12/4/2017 6:28:25 PM Morningstar Price
4 E Activities Oz Calamos Focus Growth ETF 55,352.04 10.47  7/28/2016 7:00:00 PM Morningstar Price
B Task Manager = .
S Mote Manager O3 I[NL.'lND WESTN RTLR E TR PRIVATE PLACEMEN 27,400.00 6.85 7/2/2010 7:00:00 PM Imm‘ted Price I
B Saved Reports ra iShares TIPS Bond ETF 17,060.50 113.74 12/5/2017 1:00:13 PM Morningstar Price
Os Kinder Morgan Energy Partners LP 10,203.00 102.03 11/26/2014 7:00:00 PM Morningstar Price
s PIMCOQ Foreign Bond (USD-Hedged) D 11,776.31 10.74 12/4/2017 6:55:43 PM Morningstar Price
Oz PIMCO Total Return Instl 13,939.22 10.25 12/4/2017 6:57:28 PM Merningstar Price
e PRIMECAP Odyssey Aggressive Growth 1,089,000.00 43.56 12/4/2017 5:40:47 PM Merningstar Price
o Sweep Account 106,937.97 1.00 Imported Price
10 Wanguard Short-Term Bond ETF 9,898.82 79.19 12/5/2017 1:00:15 PM Morningstar Price
i Wanguard Total Bond Market ETF 20,402.50 81.61 12/5/2017 1:00:15 PM Morningstar Price
[ i ¥} Weitz Short Duration Income Instl 20,478.75 12.26  12/4/2017 5:49:45 PM Maorningstar Price
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