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Advisor Workstation Training Manual:
Working in the Research Module

The Research module in Advisor Workstation has a number of tools to assist you in
selecting investments for your clients. You can search for investments by name, ticker, or by
defining criteria for a search. You can save a list of investments, create a custom view of
datapoints you choose, and generate a number of graphs and reports.

In addition, efficient use of the Research module saves you time in other areas of Advisor
Workstation, particularly when creating portfolios or hypothetical illustrations.

In this section, you will learn how to do the following with the Research module
in Advisor Workstation:

* Understanding the layout of the Research module
* Find an individual security

* Find a list of investments by name or ticker

* Conduct a search by criteria

* Navigate through the Research module

* Create and manage lists of investments

* Create custom views

* Set a default view

* Create reports, and

* Generate graphs.

Overview of the
Research module

What you will learn
in this section
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What data is available in the Research module?

The data universes (Stocks, Mutual Funds, ETFs, etc.) available to you in the Research What data is available
module depend on those licensed by your institution. The universes your institution in the Research module?
sushscribes to are shown in the left-hand navigation pane.

L7 Where to? «

Home

@ Clients & Portfolios

2 Research
US Mutual Fund Universe
Canada Mutual Fund Universe
Germany Open-End Universe
US ETF Universe
US CE Universe
US Stock Universe —

US VA Subaccounts .
U= VA Contract Univarse Note the data universes

US VL Subaccounts available under

US VL Contract Universe the Research module
US SA Universe

Us CIT Universe

US UIT Universe

US Bond Universe

US 529 Plan Universe

US 529 Portfolio Universe

Offshore Fund Universe

In addition to the different security universes, you will also find the following items in
the Research module:

Item Description

This universe shows you all security types available to
you, at once. This allows you to compare, say, mutual
funds to ETFs and stocks, without having to switch back
and forth between each universe.

All Securities Universe

This universe shows you almost 38,000 global indexes
you can use to create custom benchmarks. Be sure to
Benchmark Universe note which indexes have both return and composition
data available, as these will be more meaningful when
comparing to a client’s portfolio.

Here you can see any list you have saved from any
Research Lists universe in the Research module. Each user can save up
to 100 lists, with up to 100 items per list.

Here you can see any search by criteria you have saved in
the Research module. Each user can save up to 100
searches. No limit exists on the number of criteria you can
use in each search.

Research Searches

This universe shows you all of custom views you have
Research Custom Views | created. Each user can save up to 100 custom views,
with as many as 100 columns in each custom view.

These will be alerts you have created for securities, rather

Alerts than those you have created for client portfolios.
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How often are the returns for each database updated?

The following table details the frequency with which each investment type is updated How often are the

in Advisor Workstation:

returns for each
database updated?

The price of this investment type...

Mutual funds

Is updated at this rate...

NAVs updated daily

Stocks

Current, with 20-minute delay.

Variable Annuities/Universal Life

AUVs updated at month end

Exchange-Traded funds

Current, with 20-minute delay

Closed-End funds

Current, with 20-minute delay

" |n addition to the daily NAV update, holdings/composition information for many mutual funds
is updated on a monthly basis. The remaining mutual funds are updated quarterly.
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Understanding the Layout of the Research Module

Overview

Understanding the Layout of the Research Module

This section will orient you to the Research module’s interface, and how you can best
navigate through it. Mastering these basic concepts will assist you in making the most
efficient use of the Research module, and speed your learning of the entire Advisor
Workstation 2.0 application, since the knowledge you gain here can be applied to other
areas of the application that also use a spreadsheet interface.

You will learn the following:

* How to access the Research module, and
* \What are the different parts of the screen.

You can access the research module one of two ways:

* At the top of the Advisor Workstation 2.0 window, click once on the Research tab.
This will take you directly to the US Mutual Fund universe.

* |n the left-hand navigation pane, click once on the universe or area (Research Lists,
Research Searches. etc.) you'd like to move to directly.

Overview

How do | access the
Research module?

File - View ~ Tools - Reports > Help -
£ Where to? «| Home Clients & Portfolios Ruearcvl | Hypotheticals
Home Research Files ~ View Basics v Find ~ Go

» @ Clients & Portfolios

» & Research
US Mutual Fund Universe Show Screener i Advanced Search =l New List || Reports ~

US Mutual Fund Universe

Canada Mutual Fund Universe | Name Ticker Type Morningstar  Global Fund
Germany Open-End Universe Page Report

US ETF Universe = G
US CE Universe

Click on this tab to access
the Research module

1 DDDAX MF
US Stock Universe L
US VA Subaccounts B 2 A Load Waived DDDAX.LW  MF
US VA Contract Universe 0 s DDDIX MF
US VL Subaccounts Bl 4 FNTGX MF
US VL Contract Universe Bl s FNTVX MF
US SA Universe Ale Py e
US CIT Universe
US UIT Universe g - ARFAXLW M
US Bond Universe 0 s AAFIX MF
US 529 Plan Universe |l o ALSQX MF
Us 523 Portfolio Universe [ 10 361 Long/Short Equity A Load Waived ALSQX.LW MF
Oiitborebundlbnsses B 12 361 Lona/Short Equity I ALSZX MF
All Securities Universe
B 12 ri AMFQX MF
Benchmark Universe
Aleris B 13 AMFQX.LW  MF
» & Research User Files 0 14 AMFZX MF
Research Lists B 15 MF
Research Searches B 16 AEEAX MF
Resantsonlns B 17 A Load Waived AEEAX.LW MF
» B8 Hypotheticals
) A 18 c AEECX MF
virtual Training Center
[ 19 nstitutional CSABX MF
[ 20 stitutional Sves ABISX MF

You can also click the
name of an item in this
list to move to that area
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Understanding the Layout of the Research Module

What are the different parts of the Research module?

Note the screenshot and table below for details on the different parts of the Research
module. Certain features, such as custom views and working with saved searches and

lists are discussed in greater detail later in this man

What are the different
parts of the Research

ual. module?

Universe selection drop-down field

File = View ~ Tools ~ Reports >~ Help = A Clients ~  Logout
»/| Home Clients & Portfolios Research | Hypotheticals virtual Training Center
Research Files v View Basics et Find > Go Saved Lists and Searches | v
US Mutual Fund Llnese 0
Show Sereener i advanced Search =INew List || Reports -
] Name Ticker Type Morningstar  Global Fund  Morningstar Fund Equ Fixced
Category Objective Style Box Income
Style Box
c US OE Large Blend - - -
@ 13D A A DDDAX MF Large Blend Growth i2i) =
=] DDDAX.LW  MF Large Blend Growth i
B DDDIX MF Large Blend Growth =]
= FNTGX MF small Growth small Cempany H 3
= FNTWX MF Small value Small Company i
B AAFAX MF Market Neutral Growth B
=] AAFAX.LW MF Market Neutral Growth i3]
=] AAFIX MF Market Neutral Growth i3] -
B ALSQX MF Long/Short Equity Equity-Income :::) =]
) ALSQX.LW MF Long/Short Equity Equity-Income i =
= ALSZX MF Long/Short Equity Equity-Income i =
B AMFQX MF Managed Futures Income - =H
=] AMFQX.LW MF Managed Futures Income =
B AMFZX MF Managed Futures Income =
T MF rid Allocation Balanced -
B AEEAX MF World Bond Worldwide Bond il @
= AEEAX.LW MF World Bond Worldwide Bond 2
[ AEECX MF world Bond worldwide Bond 2
1 19 d Institutional CSABX MF World Bond Worldwide Bond B
B 20 d Institutional Sves ABISX MF World Bond Worldwide Bond E::
B 21 AEERX MF world Bond worldwide Bond - 2]
0 22 APIAX MF Pacific/Asia ex-Japan Stk Pacific Stock i: ] =
£ 23 -Japan Eq A LW APIAX.LW MF Pacific/Asia ex-Japan Stk Pacific Stock izl
] 24 -lapan Eq C APICX MF Pacific/Asia ex-Japan Stk Pacific Stock i:3)
B 25 -Japan Eq Instl AAPTX MF Pacific/Asia ex-Japan Stk Pacific Stock i:]
O =26 -lapan Eq Inst| Svc AAPEX MF Pacific/Asia ex-Japan Stk Pacific Stock izl
] 27 -lapan Eq R APIRX MF Pacific/Asia ex-Japan Stk Pacific Stock ::3)
£ 28 Smaller Coms A APCAX MF Pacific/Asia ex-Japan Stk Pacific Stock H
£ 29 Smaller Coms APCAX.LW MF Pacific/Asia ex-Japan Stk Pacific Stock [:::]
] 30 fic Smaller Coms C ApcCx MF Pacific/Asia ex-Japan Stk Pacific Stock -]
0 31 Smaller Coms Instl APCIX MF Pacific/Asia ex-Japan Stk Pacific Stock i
B 32 Smaller Coms e APESX MF 0:mc/As.a ex-lapan Stk Pacific Stock [:::] <
= o 2cific oo £ Cooe D d . '
i m Page 1of139 ¥ #l ' Resetuniverse O selected Select Items on Page Deselect Displaying 1 - 200 of 27691
Letter | Name Description

This field allows you to choose the investment universe (mutual funds,
stocks, etc.) you want to see in the spreadsheet area. If the left-hand
navigation area is collapsed, as shown in the screenshot above, this field
allows you to see other parts of the Research module without having to
expand the lefthand navigation pane.

View drop-down field

This field allows you to select a pre-built view, or one you created.

Find field

This field allows you to look for items by name or ticker.

Saved Searches and Lists drop-down field

This field shows you the lists and searches saved for a specific universe.

Benchmark row

This row displays data (where appropriate) for the index you select for the
spreadsheet area.

Spreadsheet area

The main area of the screen, containing the rows and columns of data.

Vertical scroll bar

Allows you to scroll up and down through the rows displayed on a page.

Page selector and Page icons

Shows you which page you are on among the items in a univere. The Page
Next/Previous Page icons mave you one page at a time, or you can type in
a page number to go to, or move to the last page or first page in a set.

Horizontal scroll bar

Allows you to scroll left or right, in order to see additional columns.

Version 2.0
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Managing the Spreadsheet Area

Overview

Managing the Spreadsheet Area

This section will show you how to make the best use of the spreadsheet area in the

Research module. You will learn how to do the following:

* Change universes displayed in the spreadsheet

* Update the benchmark being used in the spreadsheet

* Resize columns in the spreadsheet
* Sort the columns in the spreadsheet

* Use the drag-and-drop feature for creating a custom view

* Lock the columns in a spreadsheet
* Change the number of rows being shown ina s
« Scroll through the pages in a spreadsheet.

You can change the information you see in the spreadsheet area one of two ways:

preadsheet, and

* Click the name of the area you want to go to in the left-hand navigation pane, or
* Use the universe selection drop-down field on the toolbar.

File = View = Tools * Reports * Help ~

Overview

How do | change the
data universe | see in
the spreadsheet?

US VA Subaccounts

US VA Contract Universe
US VL Subaccounts

US VL Contract Universe
US SA Universe

US CIT Universe

US UIT Universe

[E US VA Contract Universe
[ US VL Subaccounts

[ US VL Contract Universe
[ US 5A Universe

(EUSCITUniverse 2

El 7

US Bend Universe & 361 Absolute Alphal
US 529 Plan Universe ) ¢

361 Long/Short Equity A

£ Where to? «| Home Clients & Portfolios Research | Hypathetica
thes Research Files > View Basics > Find
5 Clients & Portfolios 22 Research Files -
&2 Research [ US Mutual Fund Universe B
Uit Fuvt UEe [ Canada Mutual Fund Universe New st flcnoiag
Canada Mutual Fund Universe B - L Ticker Type Morningstar
J5 Germany Open-End Universe ¢ VD g
Germarfy Open-End Universe & Us ETHuniverse
US ETF pniverse 5 Us Cepiverse
us ce Jiere
=] US Stock Universe DDDAX MF
) Sm’:@ [ US VA Subaccounts

DDDAX.LW MF

DDDIX MF
FNTGX MF
FNTVX MF
ARFAX MF

ARFAX.LW MF
ARFIX MF
ALSQX MF

You have two options
when it comes to
navigating to different parts
of the Research module

US 529 Portfolio Universe Fl 10 ALSOX.LW MF
Offshore Fund Universe B 1 ALSZX MF
All Securities Universe
O 12 AMFQX MF
Benchmark Universe
Alerts [l 13 AMFOX.LW MF
Version 2.0 MCORNINGSTAR b



Managing the Spreadsheet Area How do | update the benchmark being used in the spreadsheet?

The first row for each data universe is the benchmark for that universe. Each data How do | update the
universe has its own benchmark. You can change the benchmark to use a different benchmark being used
index, a Morningstar Category, or another security from the data universe. This can be in the spreadsheet?
particularly useful after you have run a Search by Criteria to find a specific set of

investments.

To change the benchmark for a data universe, do the following:

1. From the View menu, select Change Benchmark. The Change Benchmark dialog box
appears.

File * | View v | Tools * Reports * Help v

»| H & save as Custom View [lients & Portfolios Research
r{ B0 Set as Default View View Basics -
ui 4% Change Benchmark
Jlilnficsiculatelaversus id Search I New List Rer] Select this item
a j e from the View menu

US OE Large Blend

DDDAX
DDDAX.LW
DDDIX

FNTGX

2. From the Select Universe drop-down field, choose an option for the search. If you want
to use an index, you can leave Benchmark universe selected.

Change Benchmark. US Mutual Fund Universe X

Select Universe Search By

Benchmark Universe . @ Name

Find

Total Search Results: 0 4| Page: 0 of 0 | Resultsperpage: |25 ¥ Type the name of
the benchmark you
want to find here

Add
Benchmark Selected for Universe: 1

S&P 500 TR (1888)

Remove

oK Cancel

3. Inthe search field, type a portion of the item’s name you want to use. You do not need
to type the item’s full name, but if you type fewer than four letters, the system will look
only for items that begin with the text string you entered. To find items that contain (but
do not necessarily begin with) the search string, be sure to enter at least four letters.

4. Click the Find button. The results matching your search will appear in the Total Search
Results area.

5. Ifan item already appears in the Benchmark Selected for Universe area, click once to
highlight the item, then click Remove.

6. Scroll through the set of results and click once to select the item you want to use.

7. Click the Add button. The item should now appear in the Benchmark Selected for
Universe area.

8. Click OK to close the dialog box. The new benchmark is applied automatically.
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Managing the Spreadsheet Area How do | resize the columns in the spreadsheet?

You can make the columns in a spreadsheet wider or more narrow, in order to make it How do | resize the
easier to see the data in a column, or to fit more of them onto the screen. The changes columns in the

you make to a column’s width cannot be saved and will be reset once you refresh the spreadsheet?
screen. For example, if you change the width of columns in the US Mutual Fund

universe, then move to the US ETF universe and back to the US Mutual Fund universe,

the columns will revert to their default width.

To change the width of columns in a spreadsheet, do the following:

1. Move your mouse cursor over the border between twao columns. It will change to a two-
headed arrow.

File ~ View = Tools = Reports v Help~
»| Home Clients & Portfolios Research
Research Files A View Basics v Find v

US Mutual Fund Universe

Show Screener i Advanced Search =INew List | Reports -
[ Name Ticker Type
+ =
US OF Large Blend - - When the cursor changes
A DODAX MF to this icon, you can click
DODAXLW - MF and drag to resize the column
DDDIX MF
FNTGX MF
FNTWX MF

2. Left-click and drag the column until it is the width you want, then release the left mouse
button.

File = View * Tools > Reports = Help =

»| Home Clients & Portfolios Research
Research Files v View Basics v Find ~

US Mutual Fund Universe

Show Screener i pdvanced Search Zlnew List Reports ~
E Name Ticker Type
US OF Large Blend z n Note the new width of the
F1 130 Acivist s DODAX  MF Name column in this screen shot
02 DDA W compared to the one above
B 3 DDDIX MF
E 4 FNTGX MF
El s FNTVX MF
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Managing the Spreadsheet Area How do | sort the columns in the spreadsheet?

Note the following rules that apply to sorting items in any spreadsheet view: How do | sort the
columns in the

* You can sort items in ascending order by clicking once on a column’s header name.
spreadsheet?

* Clicking the header name a second time will sort the column in descending order.

* You can also sort by clicking the drop-down arrow in a column’s header name and
selecting either Sort Ascending, or Sort Descending.

* You can sort on only one column at a time.

* You can determine which column is controlling the sort order by noting which column
header is highlighted, and the arrow icon to the right of the column’s name.

File » View » Tools * Reports * Help v

»|| Home Clients & Portfolios Research | Hypotheticals Virtual Training Center
Research Files v View Basics v Find v Go Saved Lists and Searche:
US Mutual Fund Universe

Show Screener  Advanced Search =l New List Reports +

Mae + Ticker Type Morningstar Morningstar
Category

Note how the
Morningstar Category column

US O Large Blend

1 DDDAX MF Large Blend I
2 DDDAX.LW  MF Large Blend I hlgh.“ghted' and_ has th_e
, oo W e arrow icon to the right of its name
4 FNTGX. MF Small Growth
5 FNTVX MF Small Value
You can create a custom view by dragging and dropping columns in place. Note the How do I use the drag-
following about this feature: and-drop feature for the
* You can work only with the columns that are presently showing on the screen; there is columns in the
; . . spreadsheet?
0 way to incorporate columns from other views.
* The changes are only temporary; the view will reset to its default arrangement once
the screen is refreshed, such as when you go to another view, or click on a different
module in Advisor Workstation.
* You can save the rearranged columns as a custom view by going to the menu bar and
selecting View...Save as Custom View.
To use this feature, do the following:
1. Move your mouse cursor over a column’s header name.
2. Left-click and drag the column left or right.
3. Release the left mouse button when the column is positioned where you want it.
File = View = Tools =~ Reports =~ Help =
¥/ Home Clients & Portfolios Research | Hypotheticals
Research Files » View Basics v Find v Go

US Mutual Fund Universe

Show Screener i’ Advanced Search =INew List Reports =
Name = Ticker Type Global Fund Note the icons poiming
Report L
to the new location for
the Morningstar Rating
US OE Large Blend 1 Morningstar column as it is dragged
1 ivi DDDAX MF Rating to the left and dropped

DDDAX.LW  MF in a new location

3 DDDIX MF
4 FNTGX MF
3 FNTWX MF
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Managing the Spreadsheet Area

How do | lock columns in the spreadsheet?

You can lock columns in place, to keep them from moving as you scroll to the right.
(This is similar to freezing a worksheet in Microsoft Excel.) The Name column is locked

by default. You can lock columns one of two ways:

How do | lock columns
in the spreadsheet?

* Click the drop-down arrow in a column’s header and select Lock. This automatically
moves the column to the locked area at the left side of the spreadsheet. You can use
the same method to unlock a column.

* Drag-and-drop a column to the left of the locked area (on the left side of the
spreadsheet). The locked area of the spreadsheet is denoted by a solid vertical line.

»

File =

View ~ Tools - Reports = Help ~
Home

Research Files v
US Mutual Fund Universe
Show Screener i Advanced Search

[ Hame «

US OE Large Blend

i e

Clients & Portfolios

View Basics ¥

=lNew List

Mor,
Rating

nings

tar

Research

Find

Reports ~

Ticker

DDDAX
DDDAX.LW
DDDIX
FNTGX
FNTVX
ARFAX

| Hypotheticals

Click the drop-down

arrow in the column
header and select Lock

to freeze a column in place

/ryen T
v Page

P
4] Sort Ascending . . .
%] Sort Descepfing The solid vertical line marks
e marks the locked area
= Drag-and-drop a column

to the left of this area

[E Columns 3

MF

to automatically lock it in place

ARFAX.LW

MF
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Managing the Spreadsheet Area How do | change the number of rows in the spreadsheet area?

By default, each spreadsheet displays up to 25 rows at once, but you can elect to How do I change the
display up to 100 rows at once. number of rows in the

?
To change the number of rows being displyed in a spreadsheet, do the following: spreadsheet area?

1. From the File menu, select Preferences. The Preferences dialog box appears.

| File ~ | View ~ Tools * Reports ~ Help ~

@] New b LClients & Portfolios Research

#) Add To Saved 3 View Basics v

Ej

Ej

led Search =l New List | | Rep|

al Marningstar

=) Rating

& Import »

ﬁ. Import Mapping Preferences

4 gived

4

S h

@ Export

%

] File Sharing Load Welved - From the File menu,
& User Profile - select Preferences
%#. Preferences =

T 10 361 Long/snort Equity A Load Waived

2. Under Spreadsheets, click Spreadsheet Views.
3. Click the Results per Page drop-down field.
4. Select the number of rows you would like to see at once.

™

— — ————
/& hitps://awrd.momingstar.com/?ProductiD=AWSE&PDVersion=208tmd =033050217532933207 - Preferences - Windows T oL S

[ Help | 2new | 3¢ Delete | @hRename | [ save | (Elsave As
A Clients ~

General Preferences Spreadsheet Views

General

Spreadsheets Results per Page: [200] v
Spreadsheet Views Search Auto Reset: 25

Hypothetical Illustrations ime 2 50
Buy/sell Z Select the number of rows
?E‘"““”“E"E"E‘"“E e you would like to see on
S— 150 each spreadsheet page
Report Options d7s

Quick Portfolios At {b

5. Click Save to save your changes.

&~ If you were previously using the Morningstar Preference set, you will be prompted to create a
new set of preferences. Click New or Save As to create a custom set of preferences.
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Managing the Spreadsheet Area How do | scroll through the pages in a spreadsheet?

Depending on the number of items being displayed in a spreadsheet and the number of How do I scroll through
items your Preferences are set to display, you can scroll vertically to see additional the pages in a
items in a spreadsheet. But at most you will be able to see 100 items on any one page. spreadsheet?

To scroll further through a list of items in a spreadsheet, use the page arrow icons at
the bottom-left corner of the screen. The four arrow icons allow you to move forward or
backward one page at a time, or all the way to the end, or all the way back to the
beginning.

File ~ View = Tools - Reports ~ Help -
»|  Home Clients & portfolios Research | Hypotheti
Researcl h Files ~ View Basics ~ Find ~
US Mutual Fund Universe
Show Screener i” advanced Search I New List Reports ~
[ Hama - Morningstar | Ticker Typs
Rating

- US OE Large Blend - - -
Bl 1 1 2 - DDDAX MF
B 2 - DDDAX.LW  MF
=[] - DDDIX MF
i) = FNTGX MF
O s - FNTVX MF
Os - AAFAX MF
= 7 - AAFAX.LW ME
] - AAFIX MF
L/ = ALsQX ME
E 10 - ALSQX.LW MF
Bl 11 - ALSZX MF
F] 12 - AMFQX MF
B 13 - AMFQX.LW MF
[ 14 = AMFZX MF
[ 15 - - MF
[ 18 ok AEEAX MF
B 17 ok AEEAX.LW MF
E 18 ok AEECX ME
[ 19 nd Institutional Fokok csaBX MF
E 20 nd Institutional Sves Hokok ABISX MF
B 21 R ook AEERX MF
E 22 - APIAX MF
[ 23 APIAX.LW MF
O] 24 APICK MF
] 25 s AAPTX MF
Fll 26 Aberde ex-Japan Eq Instl Svc - AAPEX ME
B 27 R APIRX WE
[ 28 -Pacific Smaller Coms A - APCAX MF .
[F] 29 Aberdeen Asiz-Pacific Smaller Coms A LW - APCAX.LW MF Use these icons
[F] 30 Aberdeen Asia-pacific Smaller Coms © = APCCX MF to scroll through the
[ 31 Aberdeen Asia-Pacific Smaller Coms Instl - APCIX MF pages ina spreadsheet
[l 32 Aberdeen Asia-Pacific Smaller Coms InSve - APCSX MF

— I
| Page  1of139 » | I Resetuniverse 0 selected Select Items on Page Deselect
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Finding Investments in the Research Module

Overview

Finding Investments in the Research Module

This section shows you two ways to search for investments in Advisor Workstation:

¢ using the Find field on the toolbar, and
* Running a Search by Criteria.

&~ Athird method is available, but it involves building a list and is discussed in the next main
section, beginning on page 24.

You can find investments by name or ticker using the Find field on the toolbar. Note the
following rules when using this feature:

* Unless you are in the All Securities universe, you can search by only one universe
(Mutual Fund, ETF, Stock, etc.) at a time. Select the universe you want to search on
first, then enter your search string.

* You do not need to enter the complete name of an item. For instance, to find all mutual
funds that begin with “Fidelity,” you can simply type Fid.

* |f you know only a portion of a security’s name - and you aren’t sure about the
beginning portion of the name - be sure to enter at least four characters. That triggers
the system to use not only a “name begins with” methodoloogy when searching, but
also a “name contains” methodology.

" Note: Separating items with a comma (agthx,contrafund) uses an OR methodology: find
agthx OR contrafund. Separating items with a space (muni ca) uses an AND methodology:
find funds that have both “muni” and “ca” in the name.

* You can enter up to 100 characters at once in the Find field.

* You cannot enter part of a ticker symbol, as you can with a name. Each ticker symbol
you enter must be complete and accurate. Partial ticker symbols will not have a record
returned.

Overview

What are the rules for
finding investments by
name or ticker symbol?

Version 2.0 MORNINGSTAR
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Finding Investments in the Research Module

How do | use the Find field?

To use the Find field, do the following:

1. On the toolbar, click in the Find field.
2. Type in your search string.

File * View = Tools ~ Reports * Help ~
»| Home Clients & Portfolios Research | Hypotheticals Virtual Training Center

Research Files v View Basics v Find v Go Saved Lists and Searches |v

How do | use the Find
field?

US Mutual Fund Universe

Show Screener « Advanced Search =INew List Reports -
B Name & Morningstar  Tickar Type Morningstar  Global Fund  Morningstar
Rating Page Report Category

US OE Large Blend

E 1

DDDAX MF - - Large Blend
E 2 DDDAX.LW  MF = - Large Blend
DDDIX MF 5 = Large Blend
B 4 1492 Small Cap Growth = FNTGX MF = = Small Growth
El s 1492 Small Cap Value - FNTVX MF - - Small value
[ s 4 A A AAFAX MF - - Market Neutral
E 7 AAFAX.LW MF - - Market Neutral
E 8 361 olute Alpha I AAFDX MF - - Market Meutral
| =) 361 Long/Short Equity A = ALSQX MF = - Long/5hort Equity
[F] 10 361 Lona/Short Equity A Load Waived = ALSQX.LW MF = = Long/Shart Equity

3. Press <ENTER>, or click the Go button. The results are displayed in the main
spreadsheet area.

&~ Note: The breadcrumb trail above the spreadsheet area will update to reflect your search.

Once you use the Find field, the breadcrumb trail below the toolbar reflects the search

Enter your
search string here

How do | reset the

filter. If you return to the Find field and enter a new search string, you will be searching Research module after a
within this filter. After running a search, you can reset the spreadsheet view to show all search?
items by doing one of the following:
* In the breadcrumb trail, click the name of the universe that preceeds the name of
the search.
* At the bottom of the screen, click the Reset Universe icon.
File ~ View ~ Tools ~ Reports > Help ~
»||  Home Clients & Portfolios Research | Hypotheticals Virtual Training Center
Research Files ~ igw Basics ~ Find ~ [ewfx, tavix, vipsx, fsiix | Gg Sawed Lists and Searches | v

Show Sereener i Advanced Search =INew List || Reports ~

US Mutual Fund Universe)> Find "wehix,wpvix,mssfx,pnvdx,amcpx,jensx,ostx,oakmx,dodix,vfinx,exdax, harrx,newfx tavix,vipsx, fsiix”

M| Name

Pags Report Category

US OE Large Blend

Mid-Cap Blend

[ 18 Weitz Partners Value WPVLX MF Mid-Cap Blend

B 1 Alliang NFI Small Cap Value D PNVDX ME small value
[ 2 Americen Funds AMCPX MF Large Growth
A3 American Funds New World A NEWFX MF Diversified Emeraing Mkts
4 Dedge & Cox Income DODIX MF Intermediate-Term Bend
El s = FSIIX MF Foreign Large Blend

H; e T 2 3 io|

Click the name of
the universe to
reset the spreadsheet

A second option is
to click this icon

« i
Page  1of1 i ({2 Resetuniverse) 0 selected Select Items on Page Deselect

Version 2.0 MORNINGSTAR
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Finding Investments in the Research Module

How do | create a search with the Screener tool?

The Screener tool is available in the following Research Module universes: Mutual
Funds, ETFs and Stocks. The Screener tool allows you to search for securities based on
pre-defined criteria. The criteria available to you in the Screener tool will vary based on
the universe you are in.

When using multiple criteria in a search, all of them work together to filter the result set
in the grid view. The default selection for each criterion is No Preference. If you select
certain categories and later want to remove all of them, note that you can simply check
the No Preference box again.

The Screener panel itself can be both hidden, and collapsed. To display the Screener
tool, click the Show Screener icon. You can begin to build your search by selecting
options from the criteria available.

File + View ~ Tools - Reports * Help ~
%} Where to? «| Home Clients & Portfi

Home Research Files v
E8 Clients & Portfolios

View Mor

How do | create a
search with the
Screener tool?

US Mutual Fund Universe

Click here to open

== Research
US Mutual Fund Universe

Canada Mutual Fund Universe

Show Screener i Advanced Search the Sreener tool

Name

Germany Open-End Universe
US ETF Universe

US CE Universe

US Stock Universe

US VA Subaccounts

US VA Centract Universe 3

US OE Large Blend

To collapse the Screener panel, click the double-arrow icon at the top of the panel. To
hide it altogether, click the Hide Screener icon.

File + View ~ Tools ~ Reports * Help ~

L7 Where to? <« Home Clients & P

R h i
Save COpen | Saved Searches » eseard h oI
US Mutual Fund Universe
- \

Brokerage Availability | Hide Screener | i’ Advanced Search

Morningstar Category US OF Large Blend

nce w

130 Activist A

ctivist A Load Waived

E 1
Fund Family | 2 1
—— (0 3 1

The Screener panel immediately appears on the left side of the screen. You can begin
to build your search by selecting options from the criteria available.

Click either of these places
lo Preference v Bl ST to hide the Screener tool

Version 2.0
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Finding Investments in the Research Module How do | save a Screener search?

The default selection is No Preference. If you select certain criteria and later want to
remove all of them, note that you can simply check the No Preference box again.

File * View v Tools = Reports * Help =

;:: Where to? k)

Save Open |Saved Searches ~

Brokerage Availability
o Ereference .

Homingetar Categery Check this box to clear your selections

Large Blend .

No Preference

I

Aggressive Allocation

Bank Loan

Bear Market

China Region

Commodities Broad Basket
Communications
Conservative Allocation

Consumer Cyclical i

sl Bld Gro Ltd Mod Ext

Wil pay

[T

Reset Reset

Open To New Investments

Morningstar Rating

Morningstar Overall Rating = ~

Reset

You can save the searches you create in the Screener tool, and retrieve them later from How do | save a
the same area, or by using the Advanced Search dialog box or the Research Searches Screener search?
page. To save a search within Screener, do the following:

1. Click Save at the top of the Screener panel.

File = View = Tools = Reports = Help ~
£ Where to? «
Save | Open Saved Searches & Click here to save the search
Brokerage Availability
No Preference iv3
Morningstar Category
Large Blend ~
Fund Family
No Preference iv3
Share Class Type
No Preference iv3
Equity Fixed Income
= z
© -
4 =
E5 5
. =
i g
sl Bld Gro Ltd Mad Ext
Reset Reset
¥| Open To New Investments 3
Morningstar Rating
Morningstar Overall Rating == v
ek ke Reset
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Finding Investments in the Research Module

How do | create an advanced search?

2. Inthe dialog box that appears, type a name for the search.

[F- B T O T S T S

0 Characters Maximum

# Existing Searches

SEARCH Name

Existing Searches

Existing Searches

4-Star Large Growth

5 Star Gold Large Blend

5 Star Socially Conscious

A Rated or Better Funds

After Tax Stars

Best Bonds

Best Large Caps

Commeodities Broad Basket

Commeodities Broad Basket NML
Page 1 jaf e A

oK Cancel

Search Type
Advanced Search

Advanced Search

m

Advanced Search
Advanced Search
Advanced Search
Advanced Search
Advanced Search
Advanced Search
Advanced Search -

Displaying items 1 - 37 of 37

Type a name for the search here

&~ Note: This dialog box shows searches created either in the Screener panel, or in the

Advanced Search dialog box.

3. Click OK to close the dialog box.

Searches created and saved in the Screener tool can be accessed from the Research
Searches page or opened in the Advanced Search dialog box.

Beyond just the ticker symbol or an investment’s name, one of the most powerful
features of Advisor Workstation's Research module is its ability to sort and search

based on hundreds of data fields per investment universe using the Advanced Search
dialog box. Further, you can save up to 50 searches using this tool.

To create a search using custom criteria, do the following:

1. From the menu bar, select Tools...Advanced Search. The Advanced Search
dialog box appears.

»

File + View v | Tools | Reports * Help ~

Home i Advanced Search Research
Research | =| Hypothetical v Find -
US Mutua #| Quick Hypothetical ,msshx, pnvdx,amcpx,jensx,ostfx,o
Show Scre -4|Graphs Mew List Reports -
HP® Market Barometer —— Type
8| share Class Cost Comparison
B ova Expense Analyzer
1 2*| Investment Proposal ENVD MF
2 "] Investment Policy Statement AMCEX MF

Select this option
from the Tools menu

2. Select an item from the Field Name column. The list of options available from this drop-
down field can be scrolled through By View (the default setting) or Alphabetically. The
views presented here match the system views available in the spreadsheet area.

¥~ You can change between By View or Alphabetically by selecting the appropriate option button

in the View Field Name area.

How do | create an
advanced search?

Version 2.0
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Finding Investments in the Research Module

How do | create an advanced search?

3. From the Operator column, select an option. The default value is =.

&~ Only options that make logical sense based on your selection from the Field Name column
will be available here. For example, if you select Morningstar Category as the Field Name,

you cannot use < or > as the Operator.

4. From the Value column, make a selection from the options provided, or enter a value of

your own.
./ Advanced Search - Untitled
Select Universe: US Mutual Fund Universe \a
@ 0open - Insert Row X Delets Row = Clear All  View Field Nams: @ By View Alpt
Relati... Field Name Operator Valus ) Select this option to
1 Morningstar Categary = Large Blend . L .
. find criteria alphabetically
3
4
5
6
7
8
9
10
Items Searched: Items Found: [ —.
0
Save Save As... oK Cancel
Version 2.0 HORNNGSTR 1



Finding Investments in the Research Module Performing complex searches with the Advanced Search dialog box

5. Repeat steps 2-4 for all additional criteria you wish to add. Note that for these additional

lines, you must make a selection from the Relationship column. The options here are
explained in the following table.

&~ |f you click in the Field Name field for a subsequent row, the Relationship column defaults to
the value of the previous row. For the second row, the Relationship column defaults to AND.

When the Relationship
. It means...
between two rows is...
AND Consecutive search criteria will be used together; that is,

both must be true (X and Y).

OR Only one of the search criteria needs to be true (X or Y).

The previous line will be copied, so you do not have re-
Repeat select a Field Name, Operator and Value, just change the
Operator or Value.

6. To see the number of records returned by your criteria, click Run Search. You can then
modify your criteria to expand or narrow the number of items returned.
7. To see the results of your search displayed in the spreadsheet area, click OK.

A complex search employs both the OR as well as the AND relationship between its
criteria, effectively combining multiple searches into one query statement. For
example, you might want to look for large-cap funds that appear in the top category

Performing complex
searches with the
Advanced Search

quartile for the trailing three- and five-year periods. dialog box
Note the following when running a complex search:
* \When combining the same Field Name in multiple consecutive rows (such as
Morningstar Category in the screen shot below), use the OR relationship between
those rows.
* Remember to use the Open and Closed Parentheses columns, marked by ( and ), to
encapsulate the rows and help the system understand the order of operations when
running the search.
|4 Advanced Search - Untitled X
Select Universe: US Mutual Fund Universe v
®0open " Insert Row 3% Delete Row - Clear Al View Field Name: O By View (&) Alphabetically
Relat... [ Field Name Operztor value
1 (() Morningstar Category = Large Blend
2| or Morningetar Category = Large Growth Note the use of parentheses
3 or Morningstar Categery - Large value around rows conjoined
4 AND Alpha 3 Y > o with an OR relationship
5 AND Beta 3 ¥r <= 1
6 AND Best Fit R-Squared >= 80
7 AND Distinct Fortfolio = Yes
8 | AND % Rank Category 3 Mo(mo-end) == 25
9
10
Items Searched: Items Found: Run Search
24787 8%
Help Save Save As... QK Cancel
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Finding Investments in the Research Module Saving a search

The criteria you enter in the Advanced Search dialog box can be saved for easy retrieval Saving a search
in the future. Each user can save 100 searches.

&~ Note: When you save a search, you are saving only the criteria that comprise the search, and
not the results of the search.

To save a search based on criteria you have entered, do the following:

1. From the Advanced Search dialog box where your criteria are entered, click Save. The
Existing Searches dialog box appears.

2. Type in a name for the search; note that you are limited to 40 characters, including
spaces and punctuation.

A Existing Searches *®

' SEARCH Mame =

Il

' Existing Searches Type the name

Existing Searches for a search here
Small Growth
Discount ETFs

Top Large Cap

Bow MR

True Mo Load Leaders

[H 4 page 1lof1 ¥ vl | & Displaying views 1 - 4 of 4

Ok Cancel

3. Click OK. The name of the search now appears in the title bar of the Advanced Search
dialog box. You can also find the search on the Research Searches page in the left-hand
navigation pane.

File = View~ Tools = Reports = Help~

£ Where to? «| Home Clients & Portfolios Research
Home Research Files v View Basics v Find v
»-E3 Clients & Portfolios
Research Searches
- & Research
US Mutual Fund Universe # Advanced Search |/ Open/Edit
Canada Mutual Fund Universe 0a Search Name & Universe

Germany Open-End Universe m:
US ETF Universe

US Mutual Fund Universe

N [ 2 US Mutual Fund Universe
US CE Universe
U5 Stock Universe ()] US Mutual Fund Universe
US VA Subaccounts 04 US Stock Universe
US VA Contract Universe s US Mutual Fund Universe
US VL Subaccounts s US Mutual Fund Universe
US VL Contract Universe Gk US Stock Universe
US SA Universe N
[8  American Fidelity A Rating US VA Contract Universe
US CIT Universe
US UIT Universe [5[E] onds US Mutual Fund Universe
US Band Universe [ 10 Bestlarge Caps US Mutual Fund Universe
US 529 Plan Universe [ 11 Closed End A US CE Universe
U3 528 Portfolio Universe 12 Commodt US Mutual Fund Universe You can access
Offshore fund Universe 13 Commodt s US Mutual Fund Universe all of your saved
All Securities Universe .
Senchmark Universs [ 14  Discount ETFs US ETF Universe searches in the
Nerts [ 15  Focused ETFs US ETF Universe Research module
» & Research User Files [0 16  Foreian Large Cap 3 Stars or Greater US Mutual Fund Universe from th|S VieW
Research Lists F 17 w US Mutual Fund Universe
Research Searches []18  Hidden Gems US Mutual Fund Universe

Research Custom Views
[l 10 Hutingion preferred List 1S Mutial Fund linivers
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Finding Investments in the Research Module Retrieving a saved search

You can retrieve the results of a saved search by clicking once on its name in the Retrieving a saved
Research Searches view. This will immediately bring you to the correct universe, and search
the breadcrumb trail at the top of the screen will reflect the name of the search.

File * View~ Tools v Reports~ Help*
£5 Where to? «| Home Clients & Portfolios Research
Home Research Files v View Basics ~ Find ~

» £a Clients & Portfolios
Research Searches

- & Research
US Mutual Fund Universe ¥ Advanced Search |} Open/Edit
Canada Mutual Fund Universe | [ Search Hame Universe
Germany Open-End Universe ] ; US Mutual Fund Universe
Ez ECTEFU:':LV::: Bz  5Stor Gold Large Blend US Mutual Fund Universe
US Stock Universe D 3 5 Star Socially Conscious US Mutual Fund Universe
US VA Subaccounts (=[] US Stock Universe
US VA Contract Universe D 5 US Mutual Fund Universe
US VL Subaccounts Hs US Mutual Fund Uriverse Click once on the name
LR LT SE US Stack Universe of a search to be brought
US SA Universe .
e —— s American Fidelity A Rating US VA Contract Universe to the results in the
US UIT Universe Els  BestBonds LE kil iverse appropriate data universe
Us Bond Universe [ 10 BestLarge Caps US Mutual Fund Universe
US 529 Plan Universe [ 11 Closed End All Stars
isEas Fediivltnnene [l 12 Commaodti E US Mutual Fund Universe

Offshore Fund Ul
snore runa Universe O3 Commoditi

[ 14 Discount ETFs US ETF Universe

) US Mutual Fund Universe
All Securities Universe

Benchmark Universe
Alerts [ 15 Focused ETFs US ETF Universe
- & Research User Files [ 16 US Mutual Fund Universe
Research Lists 0 17 US Mutual Fund Universe
Research Searches [ 18 US Mutual Fund Universe

Research Custom Views
[ 19 Prefarrad | jct 115 Mutual Eund Lnivar

You can also retrieve the latest results of a search from within a data universe, such as
the US Mutual Fund universe. Do the following:

1. In the upper-right corner of the screen, click the Saved Lists and Searches drop-down
field.

2. Click once on the arrow to the left of the Advanced Search folder.

3. Click once on the name of the search whose results you want to see in the spreadsheet

area.
Research | Hypotheticals Virtual Training Center
w Find w Go Saved Lists and Searches| | v
&2 Saved Lists and Searches Select the name of
£ List the search you want
& Advanced Search to see from this list
hiverse Search Type Ed ;INST -~ research search Diate Craol
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Finding Investments in the Research Module

Modifying a saved search

You can review (and change, if needed) the criteria used to build a search by double-
clicking a saved search’s row in the Research Searches view. Be careful not to click on
the hyperlink for a search’'s name, as that will bring to the results for the search.

You can also review the criteria for a search from anywhere in Advisor Workstation 2.0,

by doing the following:

1. From the menu bar, select Tools...Advanced Search. The Advanced Search dialog box

appears.

2. Click Open. The Open Existing Searches dialog box appears.
3. Click once to select the name of the search whose criteria you want to see.

/| Open Existing Searches Dialog
Open From
Existing Searches

Existing Searches «

1 4-Star Large Growth
5 Star Socially Conscious
5-Star Stocks
A Rated or Better Funds

After Tax Stars

Area Code Search--60606

2

3

s

6 Aggressive Growth
8 Best Bonds

s

Clients over 60

oK Cancel

. Page Liofd [ v w2

v

Displaying searches 1 - 38 of 33

Select a search from the list,
then click OK to view
the criteria that compose it

4. Click OK. The criteria automatically appear in the Advanced Search dialog box.

Modifying a saved
search
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Finding Investments in the Research Module Deleting a saved search

Because you are limited to saving 100 searches, you might occasionally need to delete Deleting a saved search
one or more searches you no longer need, in order to enable you to save new searches.

To delete a search, do the following:

1. Go to the Research Searches view (via the left-hand navigation pane).
2. Right-click on the name of the search you want to delete. A list of options appears.
3. Select Delete Selected Item(s) from the list of options. A new window appears.

File* View = Tools v Reports = Help v

$ Where to? <] Home Clients & Portfolios Research |
Home Research Files v View Basics v Find v
&3 Clients & Portfolios
Research Searches

&= Research

US Mutual Fund Universe ¥ Advanced Search .7 Open/Edit

Canada Mutual Fund Universe ] Search Mame « Universe

Germany Open-End Universe [ 1 4-Star Large Growth US Mutual Fund Universe

Us ETF Universe

2 5 Star Gold Large Blend Loynd Universe
US CE Universe o] New »
5 Star Socially Con . .
US Stock Universe Bl s star Socially Canscious = — judilnverse Right-click a search, then
US VA Subaceaunts ) 4 3] . select Delete Selected Item(s)
US VA Contract Universe 0s d or Better Funds ename und Universe
US VL Subaccounts 6  After Tax Stars i Delete Selected Item(s) =
US VL Contract Universe e Export S
US SA Universe e Hypothetical Lot Universe
US CIT Universe
e — e Quick Hypothetical und Universe
US Bend Universe [ 10 BestLarge Caps 4| Graphs und Universe
US 529 Plan Universe A 11 Closed End All Stars %) Security Report Builder rse S | t th R h S h .
i I I view

US 529 Portfolio Universe [l 12 Commodities Broad Sasket *] Current View PDF und Universe f el ECh ‘I:" ehsea c - ea_ ches vie
Oifahoes fundlUiivere [l 13  Commodities Broad Basket NML US Mutual Fund Universe rom the left-hand navigation pane
All Securities Universe
Benchmark Universs [l 14  Discount ETFs US ETF Universe
Alerts [0 15  Focused ETFs US ETF Universe
&2 Research User Files 0 1s reign Lar US Mutual Fund Universe

Research Lists B 17 US Mutual Fund Universe

Research Searches TT 18 ricden Geme U5 Mutual Fund Unverse

Research Custom Views = .

4. Confirm the name(s) of the item(s) you want to delete, then click Yes. The item is now
removed from the Research Searches view.
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Working with Lists in the Research Module Overview
Working with Lists in the Research Module
You can save a set of investments as a list for later recall. This list is static (unlike a Overview
search, whose results are dynamic and could change each time you run it), and will not
change unless you add items to or delete items from the list. Each user can save up to
100 lists, and each list is limited to 500 items.
Saved lists can be seen in the Research Lists view, which is available from the left-hand
navigation pane. Any item in a spreadsheet can be saved to a list. Therefore, you can
actually save a list of lists. For instance, you could save all of your lists related to mutual
funds or ETFs to its own list.
In this section, you will learn how to do the following with lists:
* Save a list
* Retrieve a list
* Add items to a list
¢ Delete items from a list, and
* Delete a saved list
Before followin the steps below, be sure the items you want to save are displayed in Saving a list of
the spreadsheet area. To save a list of investments, do the following: investments
1. Inthe spreadsheet area, highlight the items (up to 500) you want to save. You can click
an investment’s row number to highlight a single investment, <SHIFT> +click to
select multiple consecutive investments, or <CGTRL> +click to select multiple non-
consecutive items.
2. From the menu bar, select File...New...List. The Save as List dialog box appears.
| File | View = Tools * Reports ~ Help ~
2 New » 5 st g ool 2 b L
#) Add To Saved b |G custom view View Morningstar Analys v Find N ..
# A Group Advanced Search "Large Cap 5 Stars™ Select this item
4 Client nced Search I New List Reports ~ D alerts from the menu
el & Portfolio Ticker Morningstar
== % DCPlan EETET)
& 1mport ¥ | 8| custom Benchmark
“k Import Mapping Prefersnces | @) Asset Allocation Model n AMAGX Large Growth
o' @} Advisor-Defined Security £ AMANX Large Blend
Pl =[S American Indep Stock I ISISX Large Blend
<5 A ria R AVEDX Large Blend
8 Export BETEX Large Blend
% s Burnham A BURHX Large Growth
@) File Sharing ] 7 Cullen High Dividend Equity Retail CHDEX Large Value
A User Profile 0 e Cutler Equity CALEX Large Value
&t,\_ Preferences ] Pooled Select 20 DPCEX Large Growth
[ 10 ppreciation DGAGX Large Blend
Offshore Fund Universe [Fl 11 ETF Market Gpportunity ETFOX Large Growth
2!:;::::3:2‘:;;“ [ 12 Fidelitv Contrafund FONTX Large Growth
Alerts [ 13 EMIlarge Cap FMIHX Large Blend
3. Type in a name for this list. The name cannot be more than 40 characters long.
4. Click Add All to move the items from the Total Search Results area to the ltems selected
for List area.
5. Click Save. A confirmation message appears.
6. Click OK to clear the confirmation message.
7. Close the List dialog box.The list is now available from the Research Lists view.
Version 2.0 MORNINGSTAR 24



Working with Lists in the Research Module

Retrieving a list

Once a list is saved, there is only one way to display the list in the spreadsheet area. Do

the following from the data universe where you want to see the list:

1. In the upper-right corner of the screen, click the Saved Lists and Searches drop-down

field.
2. Click once on the arrow to the left of the Lists folder.

3. Click once on the name of the list you want to see in the spreadsheet area. The items in

the list automatically appear in the spreadsheet area.

Retrieving a list

Select the name of
the list you want
to see from this list

Research | Hypotheticals Virtual Training Center
= v Find v Go Saved Lists and Searches |v
ap 5 Stars” &= Saved Lists and Searches -
= List =
= = : - E
Reports @D alerts Open/Edit &5 15t Global
|chear Morningstar Morningstar B ;3_7_12 inalyst
Category Rating F _— tating
{5 4 Star Funds
- [E5 40/40/20 w Global Bond
1AGX Large Growth Johokdk 3 B8 5 Star Gold Large Blend 3 Silver
= 50/30/20 S——
1ANX Large Blend ook 3 — 3 Silver
[ After Tax Stars
ISX Large Blend ko 7 & All Holdings -
EDX Large Elend Joiok ok Fr RO

If you click on the Research Lists universe in the left-hand navigation pane, you can

double-click the name of a list to see the items on the list (via the List dialog box). You

can also add or remove items from the list in the List dialog box.
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Working with Lists in the Research Module

Adding items to a list

Once a list has been saved, you can add additional items to it, without having to
retrieve, recreate and resave the entire list. To add to an existing list, do the following:

oL =

Home

Show Screener

Clients & Portfolios

Research Files >

Name

US OE Large Blend

Wiew Morningstar Analys v

+ Advanced Search

US Mutual Fund Universe > Find “JENSX"

I New List

Ticker

JENSXK

Research

__| Reports =

Find ~ | JENSX

@ alerts

Morningstar
Catagory

Large Growth

2l
@

LEE 3

4l
ftil
o

S}

=

Mew

Add To Saved

Export

Hypothetical

Quick Hypothetical

Graphs

Morningstar Document Library
Research Alerts

Security Report Builder
Security Reports

Curren it View PDF

| Hypotheticals

|/ ope|

»
P IS st

Navigate to the data universe where you will find the items to add to the list.
Run a search to isolate the item(s) you want to add to the list.

Click to select the item(s) in the spreadsheet area, so the rows are highlighted.
Right-click on one of the selected items.
From the right-click menu, select Add To Saved...List. The Lists dialog box appears.

vpotheticals

uick Hypothetical

3 Portfolio
(3% DCPlan

W) Customn Benchmark

Right-click on a
highlighted item, then
select Add To Saved...List

6. Click once on the name of the list you want to add the item(s) to, then click Select. The

List dialog box appears.

Lists

Lists Found: 39
Albert's List
Approved Separate Accounts

DC Funds

Elite Edge Income Subaccounts
Focused ETFs
Hidden Gems

Income Fund All Stars

Elite Advisor Fee-Based Stock List

Help Select

Cancel

Click once to choose
the name of the list you
want to add the item(s) to

Adding items to a list
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Working with Lists in the Research Module Adding items to a list

7. The items you selected in the spreadsheet view appear in the Total Search Results area.
To include all of the items in the list, click the Add All button.

&~ Remember, each list is limited to 100 items.

List

X
Help | E95ave @Save As
List Name | Income Fund All Stars
Meeiia Research ~
US Mutual Fund Universe | @ Name/Ticker O Fund Family
o To include all items

in the Search Results

area in the list, click Add All
Total Search Results: 1 4| Page: 1 of 1 »|Results per page: 100 i3

Jensen J(USD,JENSX)

Add Add All
Items selected for List: 31

3 to 1 Strategic Income(USD,FMRIX) ~
AARP Income(USD,AANCX)

Aberdeen Global Fixed Income A LW(USD,CUGAX.Iw)

Aberdeen Global Fixed Income A(USD, CUGAX)

Aberdeen Global Fixed Income C(USD,CGBCX)

Aberdeen Global Fixed Income Instl Svc(USD,CGFIX)

Aberdeen Global Fixed Income Instl(USD,AGCIX)

Aherdeen Taw-Free Income A | nad Waived(LISDNTFAX. lw) M

Remove Remove All

8. Click Save.

= You could also click Save As if you wanted to save the items as a new list, while preserving
the original list.

9. Click the X in the upper-right corner of the dialog box to close it.
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Working with Lists in the Research Module Deleting items from a list

You can delete selected items from a list, without having to delete the entire list and Deleting items from a
save a new one. To delete selected items from a list, do the following: list

Go to the Research Lists universe (click on its name in the left-hand navigation pane)
Right-click on the list's row(s) in the spreadsheet view.

From the right-click menu, select Delete Selected Item(s).

Click Yes at the confirmation message.

W~ -

Because you are limited to saving 100 lists, you might occasionally need to delete one Deleting a list
or more lists you no longer need, in order to enable you to save new searches.

To delete a search, do the following:

1. Go to the Research Lists view. (via the left-hand navigation pane.)
2. Right-click on the name of the list you want to delete. A list of options appears.
3. Select Delete Selected Item(s) from the list of options. A new window appears.

File * View v Tools = Reports ™ Help v

£ Where to? | Home Clients & Portfolios Rescarch | Hypotheticals
Home Research Files ¥ View Basics v Find ~ | JENSX Go
» a Clients & Portfolios
Research Lists
- & Research
US Mutual Fund Universe Imewlist ./ Open/Edit
Canada Mutual Fund Universe || List Namne « Universe Item Count  Editable
Germany Gpen-End Universe []1 izt Global US Mutual Fund Universe 37 Yes

US ETF Universe

2 | Fund Universe 20 Yes iaht-cli i
e ——— v Eloae Right-click a list, then
3 7 i
US Stock Universe o | ez = select Delete Selected Item(s)
US VA Subaccounts O 4 | Fund Universe 4 Yes
) Delete Selected Item(s)
US VA Contract Universe s Universe 37 Yes
US VL Subaccounts E s Ly R | Fund Universe 5 Yes
US VL Contract Universe o Hypothetical | Fund Universe . Yes
US SA Universe Hs = Quick Hypothetical Universe ) Yes
US CIT Universe -
raphs

ST . (=[E] | Fund Universe 13 Yes
US Bond Universe [ 10 Akernative Funds 1)} Security Report Builder || Fund Universe 8 Yes
US 529 Plan Universe F 11 Amylist T Current View PDF | Fund Universe a1 Yes
US 528 Portfolio Universe [] 12 Approved Separate Accounts US SA Universe aa Yes
Offshore Fund Uni

snore Fund Universe [] 13 Benchmarks Benchmark Universe 5 Yes
All Securities Universe

Best Large Caps :
T [[ 14  BestlsreCa US Mutual Fund Universe 49 Yes Select Research Lists from
Alerte [[1 15  blends US Mutual Fund Universe 15 Yes the left-hand navigation pane
~ &2 Research User Files [ 16  Cambridge US Mutual Fund Universe 43 Yes

Research Lists T T Torrelaton Fands U= MutuaT Fund Universe b Ves

Research Searches [] 18 DCFunds US Mutual Fund Universe 20 Yes

Research Custom Views 1 o el

4. Confirm the name(s) of the item(s) you want to delete, then click Yes. The item is now
removed from the Research Lists view.
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Working with Custom Views in the Research Module Overview

Working with Custom Views in the Research Module

The view you choose in Advisor Workstation's Research module changes the columns Overview
you see in the spreadsheet area. A series of pre-defined views can be selected from
the View drop-down field on the toolbar (the Basics view appears by default).

%~ The data universe (Mutual Fund, Stock, ETF, etc.) you choose determines which views are
available to you.

In this section, you will learn how to do the following:

* Sort columns in a spreadsheet

* Resize columns in a spreadsheet

* Drag-and-drop columns into place in a spreadsheet

* Save a custom view after dragging and dropping

* Lock columns in place in a spreadsheet

* Create a custom view from scratch

¢ Set a custom view as the default view for a data universe, and
* Delete a custom view.

Each user can create and save 100 custom views. Each custom view can contain up to
100 columns.

You can sort on any column in a spreadsheet view, but you can sort on only one column Sorting columns in a
at a time. spreadsheet

To sort a column, click once on its name. The spreadsheet will re-sort in ascending
order. To re-sort the spreadsheet in descending order, click the column header once
more.

The column header of the column sorting the spreadsheet is highlighted, and an arrow
to the right of the column name indicates the sort order.

File v View = Tools * Reports Help *

»| Home Clients & Portfolios Research | Hypotheticals

Research Flles v Viw Basics v find v | JENSX Go
Research Lists
INewlist |/ Open/Edit L .
- List Name . Universe » / ¥ ltem Count Editable Thls V|eW Is belng sorted
Benchmarks Benchmark Universe 5 Yes py the Un!verse column,
Hypo video lit Mixed 5 Yes In ascendmg order

IRA Holdings Mixed 8 Yes
Mixed 7 Yes
Mixed 13 Yes
US 529 Plan Universe 5 Yes
US ETF Universe 61 Yes
US ETF Universe 201 Yes

s Lis US ETF Universe 118 Yes
10 Focused ETFs US ETF Universe 1 Yes
11 After Tax Stars US Mutual Fund Universe 65 Yes

12 Top 25 Socially Conscious Funds US Mutual Fund Universe 25 Yes
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Working with Custom Views in the Research Module

Resize columns in a spreadsheet

You can change the width of any (or all) column(s) in a spreadsheet. Simply move your
mouse cursor over the border between two columns, wait for the cursor to change to a

Resize columns in a
spreadsheet

double-headed arrow, then click and drag to the desired width.

File ~ View~ Tools » Reports~ Help v
»|| Home Clients & Portfolios Research | Hypotheticals
Research Files ~ View Morningstar Analys v- Find v | JENSX Go
US Mutual Fund Universe > Advanced Search "Top Large Caps”
Show Screener i Advanced Search = New List Reports ~ D alerts . Open/Edit
B Harne Ticker Morningstar Morningstar
@ Category Rating
- USOFLarge Blend - - Note how the cursor changes
0: e Lorsvalos Ll i when you move over the border
Fl 2 American Funds American Mutual & AMRMX Large Value Fokkk between two columns
[ 3  Auxier Focus & AUXAX Large Value Fokkk
Bl 4 BlackR MDDVX Large Value Fokk
B s Burnham A BURHX Large Growth Fodkkok
Fl s Columbia Dividend Income A LBSAX Large Value Fokokok
m 7 INUTX Large Value Foikok
El s DQIAX Large Value Fokkk
] DTMGX Large Blend Fodckk
E] 10 FNIAX Large Growth Fokk

The column width (as you change it) cannot be saved; it will reset as soon as you leave

the module or reset the universe.

You can create a custom view on the fly by dragging-and-dropping columns into place.
Simply left-click and hold on a column’s header, then drag it left or right until it appears
in the location you want and release the left mouse button.

columns into place
in a spreadsheet

File * View ~ Tools ~ Reports * Help ~
»|  Home Clients & Portfolios
Research Files v View Basics
US Mutual Fund Universe

Show Screener i’ Advanced Search

| Mare «

US OE Large Blend

130 Activist A

st A Load Waived

130 Activist I
1492 Small Cap Growth

1492 Small Cap Value

e

‘=l New List

Research | Hypotheticals
w Find » Go
Reports -
Ticker Type Glebal Fund|  Note the icons pointing
R rt .
=re to the new location for
1o = the Morningstar Rating
" Morningstar P
DDDAX e Rating column as it is dragged

to the left and dropped

DDDAX.LW  MF in a new location

DDDIX MF
FNTGX MF
FNTWX MF

After dragging-and-dropping columns into new locations, you must explicitly save such
a view if you want to preserve it. Otherwise, as soon as you leave the view, conduct a
search or reset the universe, it will automatically reset to its original form.

Dragging-and-dropping
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Working with Custom Views in the Research Module

Saving a custom view after dragging-and-dropping columns

Once you have dragged-and-dropped columns into place for a custom view, you can

save it as a custom view. Do the following:

From the menu bar, select View...Save as Custom View. The Custom View dialog box

Saving a custom view

after dragging-and-

2. In the Custom View Name field at the top of the dialog box, enter a name for the

1.
appears.
custom view.
3. Click Save.

# Custom View - Untitled

Custom View Name:

Select Universe: US Mutual Fund Universe
Select View: Easics

Available

Ticker

Morningstar Page
Morningstar Category
Fund Objective
Equity Style Box
Fixed-Inc Style Box

Morninastar Bating

Selected

Clear

Name

Type a name for
the custom view here

4. Click Cancel to close the dialog box. After resetting the universe, you will be able to
retrieve this custom view from the View drop-down list above the spreadsheet area.

dropping columns
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Working with Custom Views in the Research Module Creating a custom view from scratch

The limitation of creating a custom view by dragging-and-dropping columns into place Creating a custom view
is that you can work only with the columns available in the view you are in. You can, from scratch

however, also create a custom view by using any available data field from a universe.

Each user can create up to 100 custom views, with up to 100 columns in each view.

To build a custom view using any column available in a data universe, do the following:

1. From the menu bar, select File...New...Custom View. The Custom View dialog box

appears.

| File = | view = Tools = Reports =~ Help -

B | New bS] List Clig

#) Add To Saved P custom View

Ef 4 Group {b Select this option
E| — - from the File menu
=l £ Portfolio

) |’% DC Plan

&% Import P | U] Custom Benchmark

“f Import Mapping Preferences | ) Asset Allocation Model

o ] Advisor-Defined Security  |Waiv|

P = 13D Activist 1

=8 O 4 1492 Small Cap Growth

@ Export |:| 5

% O

¥ File Sharing |7

A User Profile O s

\\5#. Preferences [E 2

R e A 10

2. Inthe Custom View Name field at the top of the dialog box, enter a name for the
custom view.

|4 Custom View - Untitled

Custom View Name:

jerse: US Mutual Fund Univers: w
Select Universe: utual Fun niverse Type aname for
Select view: Basics v h i h
Available e the custom view here
Ticker 2

Morningstar Page e
Morningstar Category

Fund Objective

Equity Style Box

Fixed-Inc Style Box
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Working with Custom Views in the Research Module Creating a custom view from scratch

3. From the Select View drop-down field, choose the view whose columns you want to
see. To see all data points available for a universe, select All Data Points at the top.

. Custom View - Untitled

Custom View Name:

Select Universe: US Mutual Fund Universe v

Select View: Basics| ~
Available Al Data Points | Selecte
Ticker B —
Morningstar Page Compositien Name
Morningstar Categary | Morningstar Analysis

Fund Objective Stewardship Grades

Equity Style Box Annualized Returns Current

Fixed-Inc Style Box Annualized Returns Monthly

Morningstar Rating Annual Returns

Tot Ret ¥TD (mo-end) | Risk Analysis

Tot Ret 12 Mo (mo-end) | 13X Analysis

Tot Ret 3 ¥r Annlzd (mo-g S&P Sector Expeosure

Tot Ret 5 Yr Annlzd (mo-& Equity Portfolic Analysis

% Rank Cat ¥TD (me-end Send Pertfolic Analysis

% Rank Cat 12 Mo (mo-ef EXpenses

% Rank Cat 3 ¥r (mo-end OPerations

% Rank Cat 5 Yr (mo-end, Sasics View 2 hd

Total Assets MM

Select the name of
the view whose data
points you want to
see from this list

4. From the Available area, double-click the name of a field you want to include in your
custom view.
5. Repeat steps 3-4 until all of the fields you want to include are present.

6. To change the order in which the fields appear in the Selected area, click once on a field
and use the up and down arrows.

&~ The order in which the fields appear from top-to-bottom are the order they will appear from
left-to- right in the custom view.

. Custom View - Untitled X
Custom View Name:
Select Universe: US Mutual Fund Universe A
Select View: Basics v
Available Selected
Name Clear
Mnrr\mgs.tar Page e
Fund Objective i Ticker
B ni{mosend] \ Morningstar Category
Tot Ret 12 Mo (me-end) i Eauity Style Box
Tot Ret 3 Yr Annlzd (mn-end{ i
Tot Ret 5 ¥r Annlzd (mu—e?d; [l Morningstar Rating
% Rank Cat YTD (mo-end) Share Class Type
% Rank Cat 12 Mo (me-end)
Manager Name
% Rank Cat 3 ¥r (mo-end)
el . Manager Tenure
% Rank Cal r (mo-end) . i .
Total Acente <HH After selecting a field,
NAV Current use these arrows to
Currency change a field's position
Turnover Ratio B .
ol 12 11 in the custom view
Help Save Save As... Cancel

7. Click Save.
8. Click Cancel to close the dialog box. After resetting the universe, you will be able to
retrieve this custom view from the View drop-down list above the spreadsheet area.
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Working with Custom Views in the Research Module

Setting a custom view as the default view

You can use a custom view as the default view for a universe. Once you set a new
default view, that view will appear each time you visit the universe, rather than the

Setting a custom view
as the default view

system-defined default view, such as the Basics view in the US Mutual Fund universe.

"~ You can also use any other system-defined view as the default view for a universe, using the

instructions below.

1. Make sure you are in the data universe where you will set the default view.

2. From the View drop-down menu above the spreadsheet area, select the name of the

view you want to use as the default view.

3. From the View menu at the top of the screen, select Set as Default View. The current
view will now be used as the default view each time you visit the data universe.

File = | View v | Tools = Reports ~ Help -

US ETF Universe

US CE Universe

US Stock Universe

US VA Subaccounts

US VA Contract Universe
US VL Subaccounts

US VL Contract Universe
US SA Universe

US CIT Universe

US UIT Universe

US Bond Universe

US 529 Plan Universe
US 529 Portfolio Universe

OEOEEEEOEO

WM s s W R

-
o

US OE Large Blend

130 Activist A

st A Load Waived

130
130

Activist T

1492 Small Cap Growth

1 Long/Short Equity A Load Waived

%} WH @1 Save as Customn View ~ Home Clients & Portfolios Research
Hom Gl Set as Default View w View Custom View 2 v
BEc 1% Change Benchmark niverse L
=R Calculate Average -
Show Screener Search =INew List | |Rep{ Be sureto select the
d 2 0 Name E— name of the view you
d @ want to use as the default view

DDDAX

DDDAX.LW

T~

Select this option
from the View menu

DDDIX
FNTGX
FNTVX
AAFAX
AAFAX.LW
AAFIX
ALSQX
ALSQX.LW
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Working with Custom Views in the Research Module

Deleting a custom view

Because you are limited to saving 100 custom views, you might occasionally need to

delete one or more custom views you no longer use or need.

To delete a custom view, do the following:

1.
2.

£5 Where to?

Home
5 Clients & Portfolios

= Research

US Mutual Fund Universe

Canada Mutual Fund Universe

Germany Open-End Universe

US ETF Universe

US CE Universe

US Stock Universe

US VA Subaccounts

US VA Contract Universe

US VL Subaccounts

US VL Contract Universe

US SA Universe

US CIT Universe

US UIT Universe

US Bond Universe

US 529 Plan Universe

US 529 Portfolio Universe

Offshore Fund Universe

All Securities Universe

Benchmark Universe

Alerts

&2 Research User Files
Research Lists
Research Searches

Research Custom Views

£5 Hypotheticals
Virtual Training Cefter

File * View = Tools = Reports = Help »

Home Clients & Portfalios Research
Research Files v View Basics v Find
Research Custom Views
(5] New Custom View .7 Open/Edit

View Narns « Univarss

og

1st Glabal

529 Plans View
All Securities View
Category View
CGRANT

Custom View 1

Custom View 2

[ I T S )

Custom View 3
10 Dragand Drop 1
11 ETF View

Ince

13 Income Funds View

14 INST -- research custom view

15 Manager Info

16 Minimalist

17 My Closed End View
18 My Mutual Fund View

19 My Risk View

5 i = 0 Y

~
=1

Composition plus Ratings

My Subaccount/Expens| 2o

US Mutual Fund Universe
US 529 Plan Universe
All Securities Universe
US Mutual Fund Universe
US Mutual Fund Universe
US Mutual Fund Universe
US Mutual Fund Universe
US Mutual Fund Universe
US Mutual Fund Universe
US Mutual Fund Universe
US ETF Universe

US Mutual Fund Univers;

US Mutual Fund Univffse

LIS Mutya) Fu

RESRIECE alfind Universe

£ &

e niverse

G Delete Selected Item(s) 4 ||| Find Universe

& Export al Fund Universe

Current View PDF subaccounts

v

Deleting a custom view

Go to the Research Custom Views universe (via the left-hand navigation pane).
Right-click on the name of the custom view you want to delete. A list of options

appears.
Select Delete Selected Item(s) from the list of options. A new window appears.

Right-click on the custom
view you want to delete,
then select this option

Select this universe to
delete a custom view

4. Confirm the name(s) of the item(s) you want to delete, then click Yes. The item is now

removed from the Research Custom Views view.
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Generating Graphs Overview

Generating Graphs

This section covers the graphs available in Advisor Workstation. You can generate Overview
graphs from any location in Advisor Workstation from the Tools menu; you do not need

to be in the Research module in order to generate a graph. Still, it can be most useful to

begin in the Research module, since you can retrieve a list (or search) and select the

items you want to have appear before you generate the graphs.

Also, note that you do not need to select a particular graph to appear. All graphs appear
in a new window, and you can select which graph you want to see by selecting its tab.

You will learn the following in this section:

* \What graphs are available

* \What features are common to all graphs
* \What each graph shows, and

* How to generate graphs.

The following graphs are available in Advisor Workstation: What graphs are

i ?
* Rolling Return available?

* Correlation Matrix

* Risk/Reward Scatterplot

* Investment Growth

* Total Annual Return

* Premium Discount (used only with ETFs and Closed-End Funds)
* Return vs. Category Quartiles

To generate a graph, do the following: How to generate a

1. Inthe spreadsheet area, click the row numbers to highlight the investments you want graph

included on the graph. You can click one item, or <SHIFT> +-click to select multiple
consecutive items, or <CTRL> +click to select multiple non-consecutive items.

2. From the menu bar, select Tools, then Graphs. The Graphs window appears.

3. Select the tab for the graph you want to see.
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Generating Graphs What features are common to all graphs?

Certain elements are common to all graphs. These features allow you to manipulate or What features are
update the graphs, without having to leave the graph window. These features are common to all graphs?
explained in the following table.

Feature Description

The Time Period buttons (3 years, 5 years, etc.) allow you to
select a different trailing time period for a graph. Keep in mind
that if a security lacks sufficient history, it will not appear when
you change to a longer time period.

Time Period

The Report icon allows you to generate a PDF version of the
graph. Some PDF graph reports have been reviewed by FINRA
for client use, while others have not. Check the header area of
each report to see whether this is appropriate. Also, adding
certain elements to a graph, such as an index or proxy, can
trigger the header warning.

Report

The Draw icon needs to be clicked each time you change an
element of a graph — adding or removing a security, changing
the time period or benchmark, etc. It's only after you click the
Draw icon that you will see the updated graph.

Draw

This panel shows you which investments are available to be
displayed in the graph. If the graph limits the number of
Securities panel securities that can be shown, the items at the top of the panel
will be selected first by default. You can choose to add
securities from here, and you can hide this panel as well.

Graphs B

Rolling Return Correlation Matrix Risk/Reward Scatterplot Investment Growth Total Annual Return Premium Discount Return vs Category Quartiles

| | currency USD ~ || Time Period :| 3years | Syears 10 years | [Jinclude benchmark =2 Select | - Report | & Draw

Securities.

Mean % % Find/iAdd Securities

[ select AllDesslect Al
° W Amana Trust Growth(USD,AM; &
Auxier Focus Inv(USD,AUXFX)
W BB&T Equity Income A(USD,BA
Becker Valus Equity(USD BVEF
W BlackRock Equity Dividend B(U:

-2.20 @ ®
| -3.30 ® 9

-4.40 BlackRock Exchange BlackRoc

B Columbia Contrarian Core Z(US
Columbia Dividend Income Z(US
Diamond Hill Large Cap AUSD,
Dividend Growth Trust Rising T
W Eagle Growth & Income AUSD

-6.80

-8.80 First American Equity Income A

FMI Large Cap(USD FMIHX)

Gabell Equity Income AAA(UST

B GE Inst Core Value Equity Inv(L

Hartford Dividend & Growth A( w
>

5 securties selected, max allowed 93

-5.20

[ ]

C

[ ]
EEEEEEEEEEEEEEE

| ]

Std 14.0 [14.6 |15
Dav. %

i
T}
o

16.4 [17.0 [17.6 |18.2 |18.8 [19.4 [20.0 |20.6 |21.2 |21.8 |22.4 |23.0 |23.6

a A

Help | | Close

1 - Use these icons to change the time period for a graph

2 - Click this icon to generate a PDF version of a graph

3 - Click the Draw icon any time you make a change to a graph

4 - Use the elements in this area to hide the securities, choose different securities,
select or deselect all securities, or select or deselect individual securities
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Generating Graphs What does the Rolling Return graph show?

The Rolling Returns graph shows you the monthly returns of a security over a rolling What does the Rolling
period of time. Only one security can be displayed at a time in the graph. Return graph show?

Positive returns are displayed as green bars, while negative returns are red bars. You
can also elect to highlight both the highest and lowest returns within a set.

The following rolling time periods are available:

* 3 months

* 6 months

* 12 months

* 36 months

* 60 months, and
* 120 months.

You can also select the time period you want to cover in the graph. The default options
are for a 3-month rolling return covering the trailing one-year period. If you elect to
change either the rolling time period or the date range being graphed, you'll need to
click the Draw icon above the graph to reflect the changes .

Graphs X
| | Rolling Return | Correlation Matrix Rlsk_'RE‘.:a\dScall@@luﬂh Total Annual Retun || Premium Discount || Return vs Category Quartiles
Currency USD ~ || Roligg period 3 months ~ || [] Show Highest and Lowest | & DrawiUpdate Graph | | Report
Time Period :| 1 year | 3years 5 yel years Earliestavaiable Customize | StartDate End Date
FBositive returns M HNegative returns Securities r
# FindiAdd Securiies
12
®  Amana Trust Growth(USD, AMAGX)
©  BlackRock Exchange BlackRock{UST
]
©  Eagle Growth & Income A{USD,HRCY
[% Total Return 8.27% ) First American Equity Income A{USD,
&
@ ) Invesce Charter A{USD,CHTRX)
©  Manning & Napier Tax Managed A{US
e O Putnam Equity Income A{USD, PEYAX
O Scout Stock{USD,UMBSX)
O Vanguard PRIMECAP(USD,VPHCX)
] () wells Fargo Advantage Core Equity 4
-3
-6
9 -
< >
e £ & s o = = e 1 securty selected, max alowed 1
Help.| | .Close:

1 - Select the rolling return interval from this drop-down field

2 - Click the check box to see the highest and lowest returns during the period being graphed
3 - Choose the time period to display

4 - If you move your mouse over a bar, a tooltip appears to show you the return for that month
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Generating Graphs

What does the Correlation Matrix graph show?

The Correlation Matrix shows you the similarity of returns among a group of

What does the

investments over a certain time period. You must include at least two securities, and Correlation Matrix

can include up to 20.

graph show?

The scale of correlation ranges from -1.0, which indicates that securities moved in the
opposite direction, and 1.0, which means securities moved in the same direction over

the time period being displayed.

The default time period in the Correlation Matrix is the trailing three-year period, but

you can change this to either the trailing five-year or 10-year period.

2
g
1)
8
9
10
11 12
12 13
13 14
15
e 0.5 16
16

Graphs X
| | RolingReturn || Correlation Matrix || RiskReward Scatterplot || Investment Growth || Total Annual Return || Premium Discount || Return vs Category Quarties
Currency USD ~ || Time Period :| 3 years | 5 years 10years |« DrawiUpdate Graph port
mm High 0.70 to 1.00 None 0.10 to -0.10 m  Highly Negative -0.70 to -1.00 e ud
Moderate 0.11 to 0.69 Moderately Negative -0.11 to -0.69 No data available # FindiAdd Securties

[ select AlDeselect All

1

2z
3
4

8
7
-3
9
1
1
1
1
1
1
1

" ENEEEEEEEEEEEEEE

16 securities selected, max allowed 20

§ Baird Core Plus Bond Inst(USD,

. Driehaus Active Income(USD,L
. Fairholme(USD,FAIRX)

. Federated Interm Govt/Corp Ins

. Fidelity Capital & Income{USD F

. Fidelty Workdwide{USD, FWWF.

. Gabeli Small Cap Growith AAA

. Harbor Real Return Insti{USD.H ¥

Alianz NFJ Small Cap Value Ins #
Amana Trust Growth(USD,AM:
Ariel Appreciation(USD,CAAPX
Artio International Equity A(USL

BlackRock Pacific I{USD,MAPC!
Buffale Mid Cap{USD,BUFMX)

Columbia Acorn USA Z{USD Al

Commenwealth Real Estate Ser

>

Help. | | Close

1 - Note the color-coded key showing the different ranges of correlation

2 - If you change the Time Period, or add or remove items,

be sure to click the Draw icon to reflect those changes in the graph
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Generating Graphs

What does the Risk/Reward Scatterplot graph show?

The Risk/Reward Scatterplot allows you to select up to 99 securities at once, to
compare performance and risk (standard deviation) over a certain time period. The
default time period is the trailing three-year period, but you can change this to either
the trailing five-year or 10-year period.

What does the Risk/
Reward Scatterplot
graph show?

On the Scatterplot, dots appearing higher have performed better than lower dots, and
those appearing to the left have had experienced less volatility than those appearing to

the right.

If you move your mouse over a dot, you can see the following information:

¢ the name of the investment
¢ the standard deviation, and
e the return.

Graphs x
Roling Return || Correlation Matrix || Risk/Reward Scatterplot || Investment Growth | Total AnnualReturn || Premium Discount || Return vs Category Quarties
Currency USD ~ || Time Period :| 3years | Syears 10 years | [?]include benchmark =2 Select | . Report | ' Draw
Current s benchmark: S&@ USD,SPYZ) | Securiies »
D % FindiAdd Securities
[[] select AlDeselect Al
[% W Amana Trust Growth(USD AN &
amassus Equity Income - Inv {(USD): Auxier Focus Inv(USD,AUXFX),
1| 220 3 Year Std. Dev:18.81%
L] [ ] 3 Year Mean:-1.13% B BB&T Equity Income A{USD BA
= ® o | Becker Value Equity(USD BVEF
o ® BlackRock Equity Dividend B(U:
-4.40 o, © SlackRock Exchange BlackRoc
- P B Columbia Contrarian Cors Z(US
o ® Columbia Dividend Income Z(US
1| -s.50 < ’ W Diamond Hill Large Cap A(USD,
- Dividend Growth Trust Rising T
' W Eagle Growth & Income A(USD
-8.80 First American Equity Income A
B FM Large Cap{USD FMIHX)
-9.50
Gabell Equity Income AAA(UST
11.00 GE Inat Core Value Equity Inv(L
Hartford Dividend & Growth A( w
Std. 14.0 14.6 2 8 6.4 7 7.6 i8.2 i8.8 19.4 |20.0 20.6 21.2 21.8 22.4 23.0 [23.6 < >
Dev. %
45 securties sslected, max alowsd 98
Help | | Close
1 - Click the checkbox to include a benchmark
2 - Click the Select button to choose a benchmark
3 - Click Draw after selecting a benchmark
4 - A pop-up window appears when Yyou move your mouse over a dot
Version 2.0 40

MORNINGSTAR



Generating Graphs What does the Risk/Reward Scatterplot graph show?

You can include a benchmark on the Risk/Reward Scatterplot as well. To include a
benchmark, do the following:

1. Click the Include benchmark box above the Scatterplot area.

2. Click the Select button to the right of the Include benchmark box. The Find/Add
Benchmark dialog box appears.

3. Inthe search field, type the name of the benchmark you want to find.

&~ The intelligent search agent automatically suggests results as you type. If you see the
benchmark you want to use, click once on its name to automatically move it to the
Investments Selected area. To use the S&P 500 index as the benchmark, type S&P 500 TR.

4. If needed, click Find to search for the benchmark you want to use. Click once to select
its name in the the Total Search Results area, then click Add.

Find/Add Benchmark x

Select Universe Search By

Benchmark Universe ~ @ Name

=

5&P 500 TR| T Find
S&P 500 TR(USD,5PYZ)
S&P 500 TR (1985)(USD,FOUSAORIBZ)
S&P 500 TR (Bank of Canada) CAD(CAD, XIUSAD4GCS)
1 S&P 500 TR (1A Extended)(USD,FOUSADTYZR) 4| Page: Dofo [ » Results per page: ~
S&P 500 TR (WM/Reuters) CAD{CAD,FOUSADSPLT)

[ S&P 500 TR (W5]) CAD(CAD,FOUSADBEIQ) [ —

S&P 500 TR CAD(CAD, XIUSAD4GSY)
S&P 500 TR EUR(EUR XIUSAQ4GSF)
S&P 500 TR GEP(GEP, XIUSADGSV) As you type a name,

S&P 500 TR Hdg CAD(CAD,FOUSADECI[}
the system suggests
Add Add AL matching benchmarks

Investments Selected for Illustration: 1

S&P 500 TR(USD SPYZ)

Be sure the benchmark
you want to use appears here

Remove Remove All

oK Cancel

5. Click OK to close the dialog box.
6. Click the Draw button above the Scatterplot area to apply the benchmark.
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Generating Graphs

What does the Investment Growth graph show?

The Investment Growth graph, by default, shows the growth of $10,000 from the
earliest common time period for the selected investments. You can select up to 10
investments at once. You can change the investments that appear on the graph, the
time period being reflected, and the initial investment amount. The returns shown are
net of fees and expenses (except for Separate Accounts).

If you move your mouse over a line in the graph, a pop-up message appears showing
you the investment value as of the date at that point in the graph’s timeline, and the
cumulative return percentage as well. You can also elect to show annualized returns on

What does the
Investment Growth
graph show?

the graph by using the checkbox on the toolbar above the graph.

Market Value (5 k)

Vanguard PRIMECAP (USD)
Investment Value as of 08-00: $34,717
Cumulative Return From 1185

Graphs b
| | RolingRetum || Correlation Matrix || Risk/Reward Scatterpiot || Investment Growth || Total Annual Return || Premium Discount || Return vs Category Quarties
Initial Value | 10,000 Currency| USD ~ || Scalg| Linear ~ || Jannuaized | | Report | & Draw
Time Period : 1year 3years Syears 10 years | Eariest common | Customize | Start Date End Date
Securities 2]

EEEEEEEEE

P a V. \\/\
| /,
= i~ '..f'\/ V\w
95 96 9 98 93 2 3 4 6 07 8

< >
03

% FindiAdd Securities
[ 5elect AllDeselect Al
B Amana Trust Growth(USD AMAG]
BlackRock Exchange BlackRock(U
B Eagle Growth & Income A(USD,HR
First American Equity Income A(US
= nvesco Charter A(USD,CHTRX)
Manning & Napier Tax Managed &
Putnam Equity Income A{USD,PEY
Scout Stock(USD,UMBSX)
B Vanguard PRIMECAP(USD VPMCX

Wels Fargo Advantage Core Equi

10 securities selected, max allowed 10

Help.| | Close
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Generating Graphs What does the Total Annual Return graph show?

The Total Annual Return graph shows you the annual return for up to 10 securities. You What does the Total
can see both the annual return for the previous calendar year, as well as year-to-date Annual Return graph
returns for the current year (through the prior month-end period). You can also elect to show?

see annual returns for the 3-, 5- or 10-year periods.

If you move your mouse over a bar in the graph, a pop-up message appears, showing
you the total return for an investment for that year.

Graphs b3

| | RolingReturn || Correlation Matrix || Risk/Reward Scatterplot || Investment Growth | Total Annual Return || Premium Discount || Return vs Category Quarties
Currency| USD ~ || Time Period | 1year | 3years Syears 10years | T Report | @ Draw

Securties
Total Return %

# Find/Add Securities
42

[ select AlDeselect Al

L= B Amana Trust Growth(USD AMAG!

Manring & Napier Tax Managed A (USD)
Total Return: 38.20%

28
21
14
1 E

0 ... I I II

-14 2009 YTD

= BlackRock Exchange BlackRock(l
B Eagle Growth & Income A(USD HR
First American Equity Income A(US
B Invesco Charter A(USD,CHTRX)
Wanning & Napier Tax Managed A

Putnam Equity Income A(USD, PEY.
Scout Stock(USD,UMBSX)
B Vanguard PRIMECAP{USD,VPMCX

EHSRSHSHSRSHERSAEHS|

Welks Fargo Advantage Core Equil

< | >

10 securities selected, max allowed 10

| Help | | cioss |
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Generating Graphs What does the Premium Discount graph show?

The Premium Discount graph applies only to ETFs and Closed-End funds, and you can What does the Premium
display only one security at a time. The default time period is for the trailing one-year Discount graph show?
period. Other time periods are available, or you can elect to see values from the earleist

avaialble time, or a custom date range. Monthly results are always shown. You can also

elect to see the highest premium and lowest discount for the time period you are

displaying.

Graphs X

Rolling Return Correlation Matrix Risk/Reward Scatterplot Investment Growth Total Annual Return Premium Discount Return vs Category Quartiles

{wEshow Highest and Lowest | L Report | (@ Draw

Time Period :| 1year | 3years Syears 10years Earlestavalable Customize  StartDate End Date
Securiies »
Premium/Discount %
# FindiAdd Securties
(3)  Vanguard Dividend Appreciation ETF
Highest
v
Lowest

Discount: -0.11%

< >

1 security selected, max allowed 1

Help.| | Close
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Generating Graphs What does the Return vs. Category Quartiles graph show?

The Return vs. Category Quartiles graph allows you to compare an investment’s return
to its Morningstar category, as well as to a primary and secondary benchmark. You can
display only one investment at a time, and it must be a managed product. (The graph
will not work with individual stocks.)

By default, returns for each of the trailing three years is shown (along with YTD
information), but you can elect to see returns for the trailing 5- or 10-year periods as
well.

For each year in the graph, you will see a stacked bar chart with four different colored
sections. The top quartile for each category is green, the next quartile is yellow, the
third quartile is light blue, and the lowest quartile is dark blue. The height of each
section indicates the range of returns for that quartile.

Next to each stacked bar chart is a set of triangles. The red triangle to the left of the bar
chart is the fund itself; take note of which quartile it points to. This is where the fund
ended the year. To the right of the bar chart are two triangles. The white arrow
represents the primary benchmark, while the green triangle represents the secondary
benchmark. \Where does the triangle for the fund appear compared to the triangles for
the benchmarks? Did it outperform or underperform one or both benchmarks?

Note the following additional points about this graph:

* [tis not possible to change the primary or secondary benchmarks; these are assigned
automatically to each investment.

* If you move your mouse over one of the stacked bar charts, you will see a pop-up
message that shows you the return of the fund, as well as the high and low returns for
the category.

What does the Return
vs. Category Quartiles
graph show?

Graphs

Roling Return || Correlation Matrix || Risk/Reward Scatterplot | Investment Growth || Total Annual Return || Premium Discount || Return vs Category Quartiles

Time Period :| 3 years | Sysars 10 years J Report | ¥ Draw

Top Quartile 2nd Quartile 3rd Quartile W Bottom Quartile Securities

168.00

000000000

<

# Find/Add Securties

(& » Amana Trust Growth(USD AMAGX

4 53PS00TR

4 Russel 1000 Growth TR USD
BlackRock Exchange BlackRockil!
Eagle Growth & ncome A(USD,HR,
First American Equity Income A(US
Invesco Charter A{USD,CHTRX)
Manning & Napier Tax Managed A(
Putnam Equity Income A{USD,PEY4
Scout Stock(USD UMBSX)
Vanguard PRIMECAP(USD,WPHCX

Wels Fargo Advantage Core Equit

1 security selected, max allowed 1

»

Help | | Close
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Creating Reports from the Research Module Overview

Creating Reports from the Research Module

This section explains how to create reports from the Research Module. Note that you Overview
do not need to be in the Research Module to create reports for securities. The following
options are also available:

* You can generate a Morningstar Quicktake or an Investment Detail Report (IDR) from
the Security Finder widget on the Home Page.

* You can activate the Security Report Builder from the Tools menu when you are in any
screen or module in Advisor Workstation.

* \When looking at the holdings for a portfolio in the Clients & Portfolios module, you can
right-click on the holdings to create any security report.

Version 2. HOMINESTAR 4



Creating Reports from the Research Module \What reports are available for securities?

You can produce the following reports for securities:

* a Current View report, which gives you a PDF output of what you have selected in the
spreadsheet view at the time you run the report

* an Investment Detail Report which has been reviewed by FINRA and is available as a
PDF

* an HTML Morningstar report (also known as the Quicktake report) with more
subjective information about an investment, including an editorial analysis (if available).
The Quicktake report has not been reviewed by FINRA for use with clients.

* an Underlying Holdings report (for managed investments), which shows you the
securities owned by a fund.

* a Price and Distribution report which provides historical price and distribution data

See the table below for information about each report.

Report Comments

PDF report that replicates the spreadsheet view. Note the following
about this report:

* You must highlight the investments you want to see on the
report before running the report

. * Be sure to select the correct view before running the report

Current View * If the view contains more than 11-12 columns, it is likely that the
data will spill over onto secondary pages in the report, which can
make it harder to read’

* Using a custom view with fewer than 12 columns with this
report is usually recommended, to ensure all of the data appears
on one page for an investment

PDF report that is usually NASD compliant. Check both the report’s
header, and with your compliance department before leaving this
report with a client.

This report contains the following main sections:

Investment Detail
* Performance

* Portfolio Analysis

* Fees and Expenses

* Risk and Return Profile, and
* Operations

HTML report with multi-tab interface. This report is not NASD
compliant. Note the following about this report:

* If you run this report for multiple investments, a drop-down field
is available in the upper left part of the screen to toggle to a

Morningstar (Quicktake) different investment.

* The Ownership Zone graph is available from the Portfolio tab

* You can use the Actions menu (just above the tabs) to view the
data dictionary for the report, generate an Investment Detail
report for the investment selected, or print the HTML report.

PDF report that is usually NASD compliant. Check both the report’s
header, and with your compliance department before leaving this
report with a client.
Price and Distribution This report contains the following main sections:
* Historical change in NAV
* Historical income and capital gain data

What reports are
available for securities?

Version 2.0 MORNINGSTAR

47



Overview Tips and Tricks for the Research Module

Tips and Tricks for the Research Module

This section will review a number of other tools available to you in the Research module
that have not been covered elsewhere. You will learn the following:

* How to interpret Morningstar's Equity Style Box
* How the Morningstar Category is assigned, and
* \What the Ownership Zone can tell you about a fund'’s investments.

Morningstar updated its style box methodology in 2002, to more accurately determine
a mutual fund's true investment style.

Mormingstar Style Box

Elal =gy

Pl

|[|EWMS

Value Blend Growth
Note the following about the Equity Style Box:

1. Itis an entirely holdings-based calculation derived from a fund’s reported holdings.
Although the SEC requires funds to report their holdings annually, nearly 90% do so on a
quarterly basis.

2. Afund’s location in the Equity Style Box is based on a uniform calculation across all
stocks. Ten data fields are used: five for value, and five for growth.

3. Stocks are broken into three market-cap groups, as shown in the table below.

Market Cap Size | Description

Represent about 70% of US market capitalization;

Large Cap approximately the top 260 companies.
. Represent the next 20% of companies, around the next
Mid Cap 800 companies.
. 5 .
Small Cap Represent the remaining 10% of companies,

approximately the bottom 5000 companies.

4. Each stock is scored across all 10 factors and ranked on Value, Blend and Growth
characteristics, versus their own market cap group.

5. Attributes for mutual funds are asset-weighted to determine its place in the Equity Style
Box.

6. The international stocks tracked by Morningstar (approximately 800) are also included in
this calculation.

Overview

Interpreting

Morningstar's Equity

Style Box
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Tips and Tricks for the Research Module

Understanding Morningstar's Mutual Fund Categories

The Morningstar Category is the primary classification for a fund among its peers. It
helps determine the risk-adjusted star rating a fund receives.

For domestic equity funds, the Morningstar Category is determined by averaging the
trailing 36 months of Equity Style Box values. This could cause a fund to switch both
Category and Style Box representation. For example, a fund could be in the Large
Growth category, but have a style box of Mid Growth.

The Equity Style Box can cause a mutual fund to appear more style specific than it
really is. Due to this, Morningstar developed the Ownership Zone, which can also be
used to identify style drift. The Ownership Zone is found in the Morningstar Report (also
known as the Quick Take report), and illustrates the top 75% of a fund's underlying
holdings, including the fund’s centroid.

Equity Investment Style

Ownership Zone 7 VYaluations Stack Fel to

Walue Blend Growth Porfalic  S&P 500
b @ Pricef/Prospective Earnings 16.13
e Price/Boak* 2.15
_@ ' *
= Price/Sales 0.97
o~ Price/Cash Flow®* 5.08
@ Dividend Yield %* 3.08
3
L Growth Rates
= i o
@ Fund centraid represents Lgng Term Ear.mngs Growth % Q.70
weighted average of Historical Earnings Growth % 11.21
dorestic stock holdings BookfValue Growth % T4
Zone represents 75% of Sales Growth % 5.16
fund's domestic stack Cash-Flow Growth % 9.40
haoldings

*Farward-looking based on historical data

Size

Geometric Average Cap FMil 13,392

Market Cap Porfalio % Inwvestment Style History

Giant 23,28 2005 uiz)
Large 36.43 2004 K
Mediurm 3373 2003 K
Small £.56 2002 K
Micro 0.00 2001 K

In the example above, the fund selected has a Morningstar Category of Mid-Cap Value.
However, the Ownership Zone shows that the centroid is actually in the Large-Cap
Value zone, and that a great number of other holdings are also in the Large-Cap zone.

In addition, if you examine the Investment Style History in the lower right corner of the
screen shot, you can see that this fund has gone from being classified as a Mid-Cap
Value fund in 2001-2004 to a Large-Cap Value fund in 2005. So, if you bought this fund
in 2002 as a Mid-Cap Value holding for a client, you might want to reconsider whether
it is still playing the role you intended for that portfolio.

Understanding
Morningstar's Mutual
Fund Categories

Interpreting
Morningstar’s
Ownership Zone

Note the change to the fund’s
Investment Style History here.
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