Morningstar Advisor Workstation™
Quick Start Guide

Morningstar Advisor Workstation provides financial
advisors with tools for investment planning, portfolio
analysis, security research, and sales presentations.

This Quick Start Guide is designed to get you up and
running quickly, taking you through the basics of
researching investments, building sales illustrations,
and generating some of our most popular reports.

Use this guide to familiarize yourself with Advisor
Workstation and then take advantage of additional
training resources provided on the last page of this
guide. Morningstar offers a variety of training
opportunities to make your experience with Advisor
Workstation as productive as possible.
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Customizable Home Page

When you open Advisor Workstation, you are brought
to the Home Page. To the left is the Navigation Pane.
The Navigation Pane provides access to all modules
and subfolders available in Advisor Workstation. You
can also access the modules by using the tabs across
the top of the screen.

The various features and functions for Advisor
Workstation can be accessed by using the menu bar
at the top of the screen or the widgets on the Home
Page. The menus are universal, meaning the selections
remain constant across modules.

The Home Page consists of widgets offering direct
access to many areas of Advisor Workstation. They can
also tell you about your practice and the market. You
can rearrange the position of each widget on the Home
Page and you can click the arrow in the upper-right
corner of each widget to collapse (or expand) it.

The Quick Start widget gives you one-click access

to some of the more frequently used functions in
Advisor Workstation, such as creating client records
or generating a security report. The Recently Modified
Files widget gives you convenient access to the last
25 saved files you accessed.
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Navigation Basics

Advisor Workstation is organized by modules that
contain unique functionality to assist with various
aspects of your practice. While working in a particular
module, the drop-down field on the left side of the
toolbar above the spreadsheet area gives you access
to the subfolders available. The drop-down field to
the far right of he toolbar gives you access to saved
lists and searches the subfolder (Clients, Portfolios,
Mutual Funds, Stocks, etc.) you are viewing.

The icons below the spreadsheet area allow you
to manage the items displayed in the spreadsheet
area. You can navigate to different pages, reset a
universe after a search, select or deselect items,
and view the number of results in the universe you

are viewing.

Navigation Basics

@ Click here to view the available
folders and subfolders.

© Click here to select among your
saved lists and searches.

0 Allows you to manage the items
displayed in the spreadsheet area.
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Conducting Investment Research

Use the Research Module to find best-fit investments
for clients or prospects. To begin, either click on the
Research tab at the top of the screen, or use the left-
hand Navigation Pane to select a universe.

Find by Name or Ticker

The results appear in the spreadsheet view. If the
words of your search are separated by a space, each
result will contain both words. If words are separated
by a comma, a result can contain either word.

To find an item by its name, keyword, or ticker symbol:

1 On the toolbar, use the Find dropdown to indicate if
the system should seek the Exact Match of the
search item(s). Exact Match is particularly helpful if
you are searching for ticker symbols. (See the
sidebar for information on what to enter when
conducting an Exact Match.)

2 Click in the Search field and type the name,
keyword(s), or ticker symbols. Click Go or press
<ENTER> on your keyboard to execute the search.
You can look for multiple items by separating them
with a comma.

Search by Criteria

You can enter as many criteria as you need. Use the
“0R" relationship between rows for a more inclusive
search; use the "AND" relationship between rows for
a more restricted search. Use the parentheses when
specifying multiple values for the same criterion.

To create a search based on characteristics you define:

1 From the Tools menu, click Search by Criteria.

2 Look for criteria By View or Alphabetically. You
can enter as many criteria as you need.

3 Click Run Search to see the number of securities
matching your criteria.

4 Click OK to see the results displayed in the
spreadsheet.

Search by Criteria

© The Exact Match search seeks
the identifier corresponding with
the type of investment you are
searching for. If an investment

has a ticker symbol, search for the
ticker symbol. If an investment
does not have a ticker symbol, look
for an item’s full name, punctuation
included. For bonds, use CUSIP.

For offshore funds, use ISIN.
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Customized Research

Save a Search

Each user can save up to 100 searches from the Search
By Criteria dialog box. These searches are dynamic,
and the results could change each time you view one
in Advisor Workstation.

To save a search:

1 On the Search by Criteria dialog box, click Save.

2 In the Existing Searches dialog box, name the
search, then click OK.

The name of the search now appears at the top of
the Search by Criteria dialog box.

Searches can be retrieved from the left-hand navigation
pane, or from the Saved Lists and Searches drop-down
field in the toolbar at the top of the screen.

Save a List

Each user can save up to 100 lists and each list may
contain up to 500 items from any research universe.
Note that lists are static, and do not change over time,
unless you decide to manually add or remove items.
Lists can be retrieved from the left-hand navigation
pane or from the Saved Lists and Searches drop-down
field in the toolbar at the top of the screen.

To save a list of items:

1 Select the items to include in a list.

2 Either right click on any highlighted item or,
from the File menu, select New...List.

3 Inthe List dialog box that appears, name
the search.

4 Below the Total Search Results field (which is
populated with your selections), click Add All.

5 After the investments appear in the Items selected
for List area, click Save.

Create and Save a New List
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Simplified Research

Create a Custom View

Several pre-built views with selected columns of
data are available for each Research Module data
universe. You can access these views by clicking
the View drop-down menu above the spreadsheet
area. Any of these spreadsheet views can be
made into a custom view.

Custom views are created either by dragging and
dropping columns into place in a pre-built view, or by
selecting and ordering data points in the Custom View
dialog box. Up to 100 custom views can be created,
and each view can contain up to 100 columns.

To create a custom view using the data points

from a pre-built view:

1 Drag and drop the columns by the column header
to the desired area.

2 From the View menu, select Save as Custom
View.

3 In the Custom View dialog box, name the view
and click Save.

4 To display a custom view, go to the research
universe the custom view was created for and
select its name from the View drop-down list
on the toolbar.

Drag and Drop (left)
Save a Custom View (right)

@ Click here to access
other views, including saved
custom views.
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Customize Your Research

You can also select data points from any view to
construct your own custom view.

To create a custom view from scratch:
1 From the File menu, select New...Custom View.
2 Inthe Custom View dialog box, name the view.
3 In the Select View drop-down field, select All

Data Points.

4 Highlight one or more data points and click the
right arrow to populate the Selected field.

5 Use the up or down arrows to change the
position of the data points. The data points listed
top-to-bottom are displayed left-to-right in the
spreadsheet view.

6 Click Save. Close the dialog box.

Set a Default View

You can set a custom view as the defualt view for
a universe. Each time you go to that universe, the
default view will appear automatically.

To set a default view:

1 From the View drop-down list, select the name
of the custom view you want to use as the
default view.

2 From the View menu at the top of the screen,
select Set as Default View.

Create and Save a Custom
View from Scratch

@ Click here and select All to
see every data column available
for a universe.
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Impactful Portfolio Analysis

The Clients & Portfolios Module allows you to manage
your clients and their holdings. You can see not only a
list of all clients at once, but also all of their portfolios.
You can combine clients into Groups for householding,
and you can also create asset allocation models and
custom benchmarks in this module.

Create a Client Record

Begin the portfolio building process by

creating a client. You can create up to 1,000 clients
in Advisor Workstation.

To create a new client record:

1
2

From the File menu, select New...Client.

In the Client File window, enter the client’s

data in the fields in the General Information tabh
(only the First Name and Last Name are required).
The Contact Information tab is optional, but
allows you to conduct searches on this additional
information.

Click Save, then close the Client File dialog box.

Create a Client Record
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Powerful Portfolio Construction

Create a Portfolio

Two different kinds of portfolios can be created
for a client: a fixed-value portfolio, which does not
change over time, and a floating-value portfolio
that changes value as the market prices of the
holdings fluctuate. You can create up to 150,000
portfolios across all clients.

To create a new portfolio:

1

From the File menu, select New...Portfolio. The
Morningstar Quick Portfolio window appears.

2 0On the Investments tab, use the Select Universe

drop-down field to choose the type of security you
want to find, then enter the names or ticker
symbols for the investments. When searching by
name, type at least four letters to find securities
containing the text string you entered somewhere in
the security’s name. If you use three or fewer
letters, the system will look only for securities
beginning with the text string you enter.

To include a security in the portfolio, click once on
its name in the Total Search Results area to select
it, then click Add.

4 Repeat steps 2-3 until all securities for the portfolio

appear in the Investments Selected area.

5 Click the Allocate tab and complete the allocation;

you can allocate by dollars, shares, or percentages.

6 Click the Annual Fees tab and enter any fees that

will be charged for managing the portfolio.

7 Click the Attributes tab to further customize and

identify the portfolio. When Floating allocation is
selected, the portfolio values will fluctuate as the
prices of the holdings change. For model portfolios,
you can also select Fixed allocation, in which case
the dollar value of the portfolio is static.

8 The Report Options tab allows you to connect a

benchmark to the portfolio and customize the
portfolio report.

9 To save the portfolio, click Save at the top of the

window.

10 Select the To Client option and type the name of a

client in the field to the right. The intelligent search
will bring up likely results as you type; select the
name you want. To assign a portfolio to more than
one client, type the other client name in the field
directly to the right.

11 Type a name for the portfolio and click OK.

Create a Portfolio

© To select multiple,
non-consecutive items (as shown
in the screenshot), hold down
the <CTRL> key while clicking on
each security. To select multiple
consecutive items, hold down
the <SHIFT> key while clicking on
the first and last items of the
group you want to select.

© The Save window allows you
to save the portfolio as a Model,
to a Group, or to Clients.

File = Help | HSave @Save As Eanve Locally | \J Generate Report || Morningstar Preference v ‘Z-ﬂ.Update Preferences »

Investments | Allocate Annual Fees Attributes Report Options

Select Universe | [zt s

| Find

Total Search Results: 45

‘Amana Trust Growth{USD,AMAGX)

Auxier Focus Inv(USD,AUXFX)

Becker Value Equity(USD,BVEFX)

BlackRock Equity Dividend Inv B(USD,MBDWVX)
ElackRock Exchange BlackRock({USD,STSEX)

Save X
@ As Model

© To Group

O To Client

Name:

The name can not be longer than 100 characters.

| Help||...ok. || cancel |
Columbia Contrarian Core Z[USD,SMGIX)
Columbia Dividend Income Z(USD,GSFTX)
Diamond Hill Large Cap A(USD,DHLAX)
Dividend Growth Trust Rising Div Gr A(USD,ICRDX) s
| add || addal |

Investments Selected: 3

Amana Trust Growth{USD,AMAGX)
BlackRock Equity Dividend Inv B(USD,MBDWVX)
Diamond Hill Large Cap A(USD,DHLAX)

Remove || Remaove All |




Morningstar” Advisor Workstation™ Quick Start Guide

Comprehensive Investment Planning

Create an Investment Proposal

Creating an investment proposal helps advisors tailor
and present individualized investment strategies

for each client. You can create a proposal with existing
clients or groups in Advisor Workstation. The

client data populates the proposal, speeding the
creation process.

To create an investment proposal:

1
2

From the Tools menu, select Investment Proposal.

In the Client/Group selection dialog box, search
for the client or group and click OK.

The Proposal window appears. Note the workflow
pane on the left side. Complete the data fields in
each section and use the navigation buttons in the
bottom-right corner to move through the tool.

A variety of Propesal Types are available.
Proposals can be created using client portfolios
or a specific dollar amount.

In the Risk and Suitability section, the Risk
Questionnaire identifies the client’s Risk Profile
and is used to determine an asset allocation in
the next section.

The Asset Allocation section allows you to view
the Asset Allocation Model.

Next is the Portfolio Construction section, which
allows you to create a proposed portfelio by using
a saved model, incorporating securities from the
current portfolio, or creating one from scratch.

The Action Plan page calculates what holdings
need to be purchased or sold to create the
proposed portfolio.

Including a Hypothetical lllustration shows the
client exactly how the proposed portfolio performed
over a selected historical time period.

10 Finally, in the Reports section, select the reports

to include in the output PDF.

Creating an Investment Proposal

0 This functionality within Advisor
Workstation is customizable by
firm. Your configuration may differ
from the one you see here.

Morningstar Advisor Workstation = - " E@E
Help B Send us feedback |
i Efficient Frontier Edit Allocation
d Proposal Setup Target Aggressive
Risk and Suitability
B Risk Questionraire Asset Allocation Assets Target % .
@ Risk Profile o S5
Amstalcoaticns US Large-Cap Valus Stocks 16.32
& Asset Allocation US Large-Core Stocks 14.96
ek mnstion US Large-Cap Growth Stocks 16.32
O Investment Selection . US Mid-Cap Stocks S
O Action Plan "
B Hypothetical Hiustration ! 4 Add X Delete %} Portfolio X-Ray | Auto Allocation || Sawe as AWSE Portfelio
Reports Name 4 Locked Min Ameount USD Weight % Investment Min USD
H Settings Value
a Archive under/Over Allocated 0.00 0.00
Total Proposed Assets 384,621.34 100.00
[~ Aberdeen Intl Equity A 0.00 76,924.27 20.00 (Enter Value) v
[~ Invesco Mid Cap Core Equity A 0.00 13,231.07 5.00 (Enter Value) v
[~ Lord Abbett Classic Stock A 0.00 115,385.40 30.00 (Enter Valug) v
———g [~ Lerd Abbett Small-Cap Value A 0.00 18,231.07 5.00 (Enter Value) v
0 = = [~ MFS Government Securities A 0.00 115,386.40 30.00 (Enter Value) %
Risk and Return [~ Principal High Yield A 0.00 38,482.13 10.00 (Enter Valug) v
20 Statistics Current Target
Expected Return £.47 9.53
ie Risk 1190  13.02
; Sharpe Ratio 0.31 0.35

The statistics shown here are based on a model
portfolic of asset classes with weighting as shown in
the charts. Asset classes are represented by the
capital market assumptions (return, standard
deviation, and yield)
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Wealth Forecasting

Advisor Workstation uses Ibbotson’s Wealth 3 The Forecast Results section shows the projected
Forecasting Engine to help advisors tailor investment future or current cash values of the target and
strategies for each client. You can run a Wealth current allocations, providing a prediction of
Forecast proposal with existing clients or groups in achieving their goals based on the current and
Advisor Workstation. updated asset allocations.
4 The graph displays two lines representing the
1 The Needs Analysis tool in the Asset Allocation median outcome of the Target and Current
section determines the likelihood of achieving a Allocations as well as the three possible Target
target dollar amount based on the original Allocation value outcomes.
investment amount, annual savings rate, a 5 Click the Wealth Table button to view a detailed
defined time horizon, and three market performance look at the possible annual value outcomes based
scenarios (the black line represents the target dollar on a variety of inputs. The Wealth Forecasting data
amount). is later recreated in the output PDF report.
2 The Wealth Forecast section allows you to 6 Click the Next button to proceed to the final step
customize a retirement scenario in great detail. in the Investment Proposal process (see steps 7-10
You can enter data for expected retirement year, on page 9).
various income sources, annual contributions
to existing portfolios, expenses (or cash outflows
pertaining to goals), and then examine the
forecast results.
Wealth Forecasting TRrniaiiar KTviar Woraiaton LE.]LU.]EN
°Withinthe Wealth Table 1 Expocted Retrement vear = ‘
window, you can manipulate the
values to reflect the 10th percentile, Proposal Setup g l Tax Status Non-Taxable = ‘

90th percentile, or median value
outcome, and you can elect

to illustrate the effect of required
minimum distributions as well.

Risk and Suitability

Risk Questionnaire

l Growth Rate Above Inflation 4.00

Risk Profile

AssstiMIncatiny Forecast Results

Asset Allocation

Wealth Forecast
Expected Retirement
Income

view Future Value

Probability of Success

Account Contributions Current Allacation

Expenses
Forecast Results

Target Allocation 100%

Portfolio Construction
Target Allocation :  10% 50%
Investment Selection
Action Plan
Hypothetical Portfolic Value (USD)}
Reports 100M
Settings
Archive

i Wealth Tablg

2010
2011
2012
2013
2014
2015

Fowered by Ibbotson Associstes, 3 Morningstar Company.

Export

Portfolio Yalue Median

Beginning Balance
(USD)

3Tr g 10y LV

10,000.00
11,087.52
13,742.03
13,441.00
14,673.75

17,560.83

18.3K 239K 37.9K 30.4M

12 4K 14.2K

Sk .66

139K 1z.1M

10.0K 5.9M

| Median Historical Median

Year 2013
Targat Ending waalth
s0% s28.5K 5
0% T117% 5
10% 554.5K 5 =

Ending Wealth | [--i ety
0% sa9.8K 5|

Currant
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Persuasive Sales lllustrations

You can create a hypothetical illustration using a 5 Repeat steps 2—4 until all securities for the
client’s existing portfolio, a saved list of securities, or portfolio appear in the Investments Selected
the results from a saved search. You can also manually for lllustration area.
enter holdings and values. A hypothetical illustration 6 Select the Buy/Sell tab to enter the Initial
can include up to 40 investments and contain multiple Investment, Time Period, Subsequent
security types (mutual funds, ETFs, stocks, etc.). Investments or Withdrawals, Upward
Adjustments, and any Transfers from one security
To create a hypothetical illustration: to another you want to illustrate.
1 From the Tools menu, click Hypothetical. The 7 The Reinvest/Rebalance tab allows you to
Morningstar Hypothetical Illustration window edit those two attributes.
appears. 8 The Fees tab allows you to enter standard,
2 0On the Investments tab, use the Select Universe custom, or asset-based fees for the illustration.
drop-down field to choose the type of security 9 The Taxes tab allows you to factor in taxes,
you want to find, then enter the names or ticker where appropriate.
symbols for the investments. 10 The Report Options tab allows you to choose
3 Click Find. Matching securities will appear in the the Report Type (either Portfolio, Individual
Total Search Results area. Holdings, or Comparison) and to pick the reports
4 To include a security in the lllustration, click once you want to include in the illustration.
to select it, then click Add. 11 At the top of the window, click Generate Report

to create the hypothetical illustration.

Create a Hypothetical
lllustration

@ Not every tab in the window
needs to be used to create an
illustration; use only those tabs that
are relevant to your scenario.

. Preference My Preferences v

H ™
& File Help E Save '™ Save As ] Generate Report

Investments Buy/sell Reinvest/Reb Report Options

Currency Allocate By Total Value Total 90 Allocated
uso | Percentagi¥| 100,000 100.0000
j Select all 3 Deselect All X Delete [ Add/View Transfer
MName - Initial Time Period Start Date End Date Subs
Investment s
Apply to All 11 2010 Invest ~]|o
1 |:| Allianz NFJ Small Cap Walus Insti{USD... | s.0000 . Earliest Commoq 11 0  Invest 7| ]
2 |:| American Funds Washington Mutual... 10.0000 .| Earliest Commoq 0 | Inwvest 7| i
3 | [ Brandywine(USD BRWIX} 10.0000 |/ Earliest Commo v| 0 || Invest BIE
4 |:| Qakmark Select TUSD, DAKLX) 10.0000 . Earliest Commoq 0 | Invest 7| ]
g |:| Oppenheimer Developing Markets (... 10.0000 .| Earliest Commoq 0 | Invest 7| 0
&  [] | PIMCO Total Return Insti{(USD,PTTRX) 25.0000 . Earliest Commoq 0 | Invest 7| ]
7 Selected American Shares D{USD,SL... | 25,0000 . Earliest Commoq 0 | Invest 7| 0
g |:| Vanguard Internaticnal Growth Admi_.. | 5.0000 . Earliest Commoq 0 | Invest 7| ]
< il | ¥
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Impactful Client Reports

A number of FINRA-reviewed reports are available in

Advisor Workstation for both securities and portfolios.

Both Security Report Builder and Portfolio Report

Builder allow you to generate multiple reports at once.

You can also generate a report for an individual
security or portfolio by right-clicking the item in a
spreadsheet view, and selecting the report you want
to see from the right-click menu.

You can include up to 250 securities when using the
Security Report Builder.

To generate reports for securities:

1

From the Reports menu, select Security Report
Builder.

On the Investments tab in the Security Report
Builder window, use the Select Universe drop-
down field to choose the type of security you want
to find, then enter the names or ticker symhols
for the investments.

Click Find. Matching securities will appear in the
Total Search Results area.

To include a security in the portfolio, click once
to select it, then click Add.

Repeat steps 2—4 until all securities appear in the
Investments Selected for lllustration area.

Click the Report Options tab. This tab allows you
to choose which reports are included in the PDF.
At the top of the window, click Generate Report.

Security Report Builder

@ Use the up and down arrows to
specify the order of the reports.

Help | [Z] Generate Report

Investments | Report Options

Page Included Cover Page
Report Title Mutual Fund Reports

Client Name: Michael Anderson
Frepared Sy: Joe Smith

Prepared By Title: CFF

Firm Name ABCo.

Date: 03/24/2011
Additional Information
Fund vs Fund Report A view sample report
Risk/Rewsrd Scatterplot P view sample report
Correlation Matrix A view sample report
Rolling Returns. P view sample report
Total Annual Return A view sample report
Investment Growth P view sample report
Premium Discount A view sample report
Return vs Category P view sample report
Investment Details A view sample report

Underlying Holdings Report P view sample report

e i s o
L T T
@ @ @ @ & € & € & & @«

Price and Distribution Report A view sample report

f

Disclosure Materials A iew sample report

&

Sattings, Repart Language English (US)

Date Format
® mm/dd/yyyy O dd/mm/yyyy

Font Size

(& standard O Large

>

<
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Impactful Client Reports

You can include up to 250 portfolios when using the

Portfolio Report Builder.

To generate reports for client portfolios:
1 From the Reports menu, select Portfolio Report

Builder.

2 On the Investments tab in the Portfolio Report
Builder window, use the Select Universe drop-
down field to choose either a client’s portfolio

or a model portfolio.

3 Enter the name of a client or a model.

Click Find.

5

When searching for a client, a Portfolios dialog

box appears. Click once on the name of the client
whose portfolios you want to see, then click once
on the name of the portfolio(s) to include. When
looking for model portfolios, those matching your

search string will appear in the Total Search Results

area. To select multiple portfolios for a client, use
<CTRL>+click or <SHIFT>+click.

To include a portfolio, click once to select it,
then click Add.

Repeat steps 2—6 until all portfolios appear in the
Investments Selected area.

Click the Report Options tab. This tab allows you
to choose which reports are included in the PDF,
and how you want to aggregate the reports when
working with multiple portfolios or models.

At the top of the window, click Generate Report.

Portfolio Report Builder

© To include more information
on the output report about

your practice, such as your
street address, e-mail, or phone
number, check the Additional
Information box.

G Aggregate reports can be
generated when multiple portfolios
are included.

File | Help | [£] Generate Report | ¥} Update Preferences

Portfolios | Report Options

Page Included Cover Fage
Report Title
Clignt Name:

Prepared By:

Firm Name

A Date
@ Aadditional Infermation

[ Portfelic Comparison

[ Portfalic X-Ray

[ Portfelic Snapshat

[ Stock Intersection

[ Risk/Reward Scatterplot
[ Correlation Matrix

[ Roliing Returns

[ Total Annual Return

[ investment Growth

[ 1nvestment Details

[ Underlying Holdings Report
[ Price and Distribution Report

[ Disclosure Materials

Action Plan (not FINRA-
O (

reviews

My Preferences M

Partfolio Hiustration

100 Character Maximum
100 Character Maximum
100 Character Maximum

11/14/2011

A view sample report
P view sample report
# view sample repert
£ view sample report
P view sample report
# view sample repert
£ view sample report
P view sample report
P view sample report
A view sample report

A view sample report

L S S S S S
@ & & & @ & & & € & & «

P view sample report

A view sample report

Aggregation & Grouping Aggregation

© Individual Fertfolios QO Aggregated Fortfolio

@ Aggregated and Individual Portfolios
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Personalizing Workstation

You can create preferences for several tools within
Advisor Workstation. Preferences allow you to

set custom default values and selections to expedite
the creation of files like a hypothetical illustration
or client’s portfolio.

To create your own set of preferences, do the
following:
1 From the menu bar at the top of the screen,
select File > Preferences. The Preferences
dialog box opens.
2 At the top of the Preferences dialog box, click New.
3 Enter a name for the new Preference, then click OK.
4 In the left-hand navigation area of the Preferences
dialog box, select an area you want to change (e.g.,
Fees under the Quick Portfolios area).
5 Input custom values for the section.
6 Click Save and close the Preferences dialog box.

You can also update preferences to customize within
a tool itself. For example, to edit the preferences for
Quick Portfolios, you do not need to use the universal
Preferences window.

To update preferences while working in a tool,

do the following:

1 On the toolbar at the top of the window, click
Update Preferences.

2 In the Preferences window, click the section
to edit and change the existing values to your
desired values.

3 Choose a save option: Click Save to save the
preferences for future use. Or, click Save and Apply
to apply the preferences to the file you are currently
working on (the changes will not apply to security-
level data such as the amount of the investment).

@) Preferences

© Tool-Specific Preferences

(A T 5

Help | @]New | 3 Delete | @)Rename | Esave | B)save As | ]Save & Apply.

My Preferences B

General

Interface Language English (US) ~
Interface Font Standard &
Interface Date Format ® mm-dd-yyyy

O dd-mm-yyyy

Currenc, v uso

Find Result Find

Report Options
Quick Portfolios Report Language English (US)
Allocate
Annual Fees
Attributes

JEIEE

Report Font Standard
Report Date Format ® mm-dd-yyyy

Report Options © dd-mm-yyyy
Portfolio Report Builder

Page Orientation Portrait =
Report Options
Security Report Builder
Report Options Sestbags
Defined Contribution Plan Prepared By
Slacs Prepared By Title
Fres
Report Options Fimoms
Defined Contribution Plan oste Current Date v
Comparison J—
Report Options

Address 2

City

state

Zip Code

Country
Telephone Number

Email Address

Help | @ JNew | 3 Delete | @Rename | ) save | (S)save As | /]save & apply

My Preferences v

General Buy/sell
Hypothetical Illustrations Time Period Trailing 5 Yr. v
suy/sel Liquidate on End Date o

Reinvest/Rebalance
Fees

Tae: Initial Invest

Allocated by percentage =

. ent 100000
Report Options
Systematic Invest &
Amount 0
Frequency Monthly &

Month End 1 2

Upward Adjustment uso &
Amount
Frequency Annually &

Month End 1 ~
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Using Shortcuts

Many efficiencies and shortcuts have been built into
Advisor Workstation to streamline processes and make
functions more accessible. Some of these shortcuts
include the right-click menu, toolbar icons, and greater
latitude in using saved files.

By right-clicking on one or more items, a list of
capabilities related to the item(s) is displayed. The
selections in the right-click menu are functions
frequently used in relation to the highlighted item
and include tools such as reporting, graphing,
exporting, and more.

The toolbar icons (just above the spreadsheet area in
each module) offer another way to access frequently
used functions. These selections will change depending
on the module and page you are viewing.

You can also bring most saved files from one area
of the application into another. For example, while
creating a hypothetical illustration you can access
client or model portfolios, lists of investments,

or results of saved searches by criteria. So although
a group of investments exists as a List, it can easily
be turned into a Hypothetical lllustration.

o Toolbar icons offer instant
access to functionality within each
module.

© The right-click menu offers quick
access to functionality related to
highlighted items.

© Access various saved files
using the Universe dropdown list in
Advisor Workstation tools.

m |« Home  Cli  Hypotheticals ~ Virtual Training Center
[EHome A Clients & Portfolios Files | My Basics v Find v _ Saved Lists and Searches | ¥
= & Clients & Portfolios
8 Groups
i Clients
& Portfolios Portfolic Nama & Include In Markst value  Client Name. Portfolio/Account Type
IS Client Plans Client
[E0oc Plans 1=
5 Asset Allocation Models 1 401K Yes 14,091.79 Molly Duet 401(k)/203(b)/Simple IRA
g:":e: ;‘::":""5 2 ABC's Cash Account Yes 813,817.00 ABC Co. ABC Co. Taxable Account
ode lans
i Custom 3 Aqgressive Portfolic es 100,000.00 Sally Hansen
[ Advisor-Defined Securitie 4 Ak IR = File relp | Edsave  Elsaveas  [@hsavelocally | afview llustration | ] Generate Report B
e Lists 2
[P 5 AmysiRa A= T | Susdsicprterences [y preferenes [V | @Ad4/dit ote
= 6  Andrew'sRA es
IE CaP Custom Views Add To Saved »
Brers 5 anavelesszs | 2 - Investment —c Buy/Sell | Reinvest/Reb || Fees | Taxes | Report Options
+ & Research 8 Beth's Brokerage | OPeNVEit es | selectune NPT | e Gl
I Us Mutwal Fund Universe || g peysoigierage |20 Rename s U8 Motual funds =
5 Canada Mutual Fund Unive 2 Delete Selected Ttem(s) [fnd  |v Al securites
= et Find ~ Go
I Germany Open-End Unive | 10 Brokerece o ) ) e Germany Mutual Funds =)
B US ETF Universe 11 BrvansIRAL &t Portfolic Mapping es U.s. Stock J
= 5 t us ETF
8 s Cennere S S E—— M 4o [Tt 3 o
[ US Stock Universe ) 5 H ical U.5. Closed End Funds
= 13 Cathy's IRA | Hypothetical =
{8 US VA Subaccounts | U.5. Meney Market
I US VA Contract Universe [ | 14 Chadie'sdoik | -4 Graphs es U.S. Variable Annuity
Busw 15 Christina's 529 (3} Security Report Builder es Cash
= . List
ERus VL Contract Universe [l 16 Cyrrent Funds () Portfolio Report Builder  fes -
5 US SA Universe oo s . N \ent/Fortiolio
s o Uneree urrent IR/ ) Portfolio Reports es Wodel Portfolios
B Us UIT Universe 18  CurrentIRA %) Current View PDF es Al Eudesan E‘rrs ,
= N - Canada Mutual F
I8 US IGSA Universe 18 Current 1A e ua:: - tEAUH SLs/cn'
= 5. Separate Accounts/CITs ¥
[ US Bond Universe = =
= 20 Current Port Jane Doe Yes < I 3 Add || Addal
[E US 525 Plan Universe
I Us 529 Portfolio Universe | 21 Curcent Podfolio YeS | investments Selected: S
= I
5 Offshore Fund Universe 22 Dave's Brokerage U Franklin Rising Dividends A(USD, FRDPX)
[ All securities Universe 23 Dave'sF Yes Haneock Horizon Burkenroad A(USD,HHEUX)
li5 Benchmark Universe A —— e - Invesco I wth A(USD,ATIEX)
= Research Lists . MF3S Government it Securit ities A(USD,MFGSX)
Research Sea - Frincipal High Yield A(USD,CPHYX)
Remove | [Remove Al
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Understanding Advisor Workstation

The Virtual Training Center provides a wealth

of information covering the capabilities of Advisor
Workstation, along with access to Morningstar
methodology documents, and recorded versions of
our Expert Series webinars featuring Morningstar
analysts. Taking advantage of these resources will
help make you an expert user of Advisor Workstation
and enable you to better serve your clients.

The Training Videos widget provides five- to ten-
minute Flash-based videos, each covering a specific
topic. You can use the drop-down menu at the top
of this widget to select videos related to different
modules (Research, Clients & Portfolios, etc.).

The Training Manuals widget contains links to
PDF files with step-by-step instructions on how
to use different features in Advisor Workstation.

The Live Web Sessions widget allows you to

see when the next webinar is scheduled for each
module’s class. You can elect to register for

a class, or watch a recording. Each session lasts
45-60 minutes.

Virtual Training Center Widgets

o Click here to see content for
other modules.

»| Home  Clents s Partolies " T —
B i disiehsesmers o
View pre-recorded sessions from Morningstar experts on a variety Deownlead manuals for each Advisor Workstation module. Register for upcoming classes hosted by a Morningstar training
of investment topics. manager.
Name File Size A
" Tima Langth
=me ey | | Hupothetical Training Manual 388K Slients & Porfalios It
e et 5158 L ome Tab Training Manual 1718 Topic Date/Time Register
rmingstar's Tar: i 62:12 i i _07-
i " ring Traini 187 kB December Clients & Portfolios Module... 12-07-2011 ... 4]
Tactical ETF Investing 58:31 i i
e e £45 KB December Clients & Portfolios Module... 12:13-2011 ... ]
Iracking Funds Across the Style Box oy | | Quick start Guide e Creating an Investment Proposal with... 12-15-2011... 4]
Indices as Lenses with Don Phillips 43138 .
Advisor Workstation 2.0 Functions Retired... 1.17 MB
Behind the Scenes at Invesco and Putnam  60:00
Star Ratings and Expenses as Predictors ... 60:00
nderstanding Absolute Returm Funds Deck 216 KB o
pLeaining Vidsos 2
2011 Healthcare Qutlook 380 KB ; S - : - ] I =
|&| | View training videos on a range of Advisor Workstation topics.
M e au e enan | . . . =
B e WiipE an feicks Videss y
-
Name Time L.
Read Morningstar methodology fact sheets and white papers. . For the latest version of Adobe FlagfYplaver dick here
Understanding the Home Page in Advisor Workstation 5:10 5 ~
Hame Date Sl
How to Navigate Advisor Workstation 8:04
M 1gstar S tin: for Funds Fact S. 04-09-10 ~ Name Time Length




