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Welcome to Morningstar Advisor Workstation Geneos Wealth Management Edition.

In this Quick Start Guide, you'll find explanations of many features, as well as tips to guide you
through Advisor Workstation Geneos Edition’s basic functionality.

Your User Name and Password
Write your Advisor Workstation user name and password
below for future reference.

User Name:

Password:

Test Drive Advisor Workstation for 15 days—FREE!
. Go to http://advisor.morningstar.com/goto/geneos

. In the right column, click the Launch Workstation link.

. Type your user name and password, then click Log In.

Subscribe to the Geneos Edition
If you are interested in Advisor Workstation, contact
Ryan Diachok at 303-785-8470 (x115).

Online Help Resources

Click the Help buttons and links throughout Advisor
Workstation for help with specific features.

From any Help menu, click Contents/Index for a full list
of available topics.

Within the Help system, click Release News for feature
news and updates.

Getting Started

When you first launch Advisor Workstation, you will see two areas: the main workspace, called Client Manager, and the
left navigation pane, Workstation Manager (shown), which gives you instant access to the files and features you create and
use throughout the application. The rest of this guide directs you through many of these features, summarized below.
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Navigation Basics
Learn the basics of getting around
Advisor Workstation.

Creating Clients & Portfolios
Create client profiles and portfolios,
and view popular portfolio reports.

Developing Target Asset Mixes
Combine risk-based and needs-hased
assessments to target the most
appropriate asset mix for each client.

Researching Investments

Find investments in our rankable data-

base, create searches using “and, or”
commands, and save lists of favorite
investments.

Setting Alerts

Create alert rules to notify you

of material changes in your client’s
investments.

Building Hypothetical Illustrations
Generate scenarios to show clients
how your recommendations would have
performed over time.

Note: Geneos has a tailored
version of Advisor Workstation.
There may be differences
between your version and

see here.



Navigation Basics

The Navigation Toolbar

These toolbar buttons appear across
the top of the screen — they vary,
depending on the workspace you're
in. Corresponding menu options are
listed, where applicable.

Workspaces

Client Manager: This is “home
base,” where you'll see a list of all
your clients.

Client Detail: Analyze each client
at the aggregate level.

Portfolio Manager: Manage a
client’s individual portfolio holdings.

Research: Research mutual
funds, stocks, variable annuities,
ETFs, and closed-end funds.

tip The title in the gray bar at the

top of each window identifies the
current workspace.

tip Double-click a client, portfolio, or

holding name to view more detail.

a |

Toolbar Button
Client Manager/
Research Toggle

Up One Level
New Hypothetical
New Client

New Portfolio

New Plan

Menu Option
File—Go to Clients + Portfolios
Go to Research

N/A (in Toolbar only)
File—Go to Sales
File—New --> Client
File—New --> Portfolio

File—New --> Plan

=53 W o

Assign Benchmark

Edit—Apply Benchmark

JI:E

Find Clients

New Custom Benchmark

Tools—Find Client by Name

Tools—Benchmark -->
Create Custom Benchmark

(1} Alerts Tools—Alerts Rule
| Risk Assessment Tools—Asset Mixes -->
Risk Assessed Asset Mix
u New Search Tools—Search by Criteria
il Graphs Tools—Graphs
= Underlying Holdings Tools—Underlying Holdings
] Market Barometer Tools—Market Barometer
2 Portfolio Snapshot Reports—~Portfolio Snapshot (PDF)
Ed| Portfolio X-Ray Reports—~Portfolio X-Ray (PDF)
= Investment Detail Reports—Investment Detail (PDF)

Morningstar Reports

Reports—Morningstar Reports
(HTML)

Help

Help—Contents/Index

Selecting Multiple Investments

Before you perform many tasks (such as saving lists, printing, graphing, or viewing underlying holdings) you must first
select the items to include. There are a number of ways to select multiple investments:

To select consecutive items, click the number next

to the first item, press and hold SHIFT, then click the last

item number.

To select items that are not consecutive, press and hold

CTRL, then click the numbers next to each item.

> To select all of the items on the current page, from the

Edit menu, click Select > All ltems on Page.

tip To keep track of all the items you've selected, click the

Selected Items link in the navigation toolbar (Research

workspace only).



Creating Clients and Portfolios

To create a new client profile
In Workstation Manager, click
Complete Client List.

From the File menu, click

New > Client.

Click in the Client Name box,
and type Tutorial Client. Click OK.

New client profiles appear in

the Client Manager workspace in
the middle of the screen and
Workstation Manager in the left
navigation under Clients &
Portfolios.

& Create Client Profile

Client Information l Partriet Infartstion ]Businesslnforma‘tion]

Client Mame |Tut0ria| Client

Status |Active =l

First Mame |

tip Client Name is the only required field.

= 2 Clients & Portfolios Client Manager

0 Complete Client List
B Eh Mast Recert Clients File . Edit. View. Tools. Reports. Help.

Diave Scokley
gLefurgy Dennis =) Firwd Cliert(=) Beginhing wwith
o Matthorpe, Colleen
o Hanzon, Percy 2 Q@ & UL = 5 2
a
2

Benzon, Frank and
Conoscenti, Darren Info Client Hame Busine
o Wiliamz, Rok Phone
0 Green, Brian and Ar
o Geary, Tim
o Tutorial Client 1 Tutorial Client -
3 Custom Aszet Mixes

-

To create a new portfolio

In the Client Manager workspace,
select Tutorial Client.

From the File menu, click New >
Portfolio.

In the Name box, type Tutorial
Portfolio.

Under Portfolio type, click Quick:
enter by dollar value. Click OK.

Portfolio Types
HameltR tolsUlharaclors) Quick Portfolio: Provides a list of current

Tutarial Portali . L. .
Irora Pertal portfolio positions. Useful for keeping

track of a list of securities quickly and
for creating model portfolios.

Existing Portfolio List

Transaction Portfolio: Provides full-
fledged portfolio tracking. Input sales,
purchases, dividends, and share
splits to track portfolios through time.

 Portfolio type
" Tranzaction: enter historical purchazes and sales
" Quick: enter by current shares

e 2

15

OK I Cancel Help




5. In the Edit Quick Portfolio dialog
box, click Add Holdings.
6. In the Add/Find dialog box:

a. From the Universe menu, click
Mutual Fund.

b. Click Ticker, then type these
tickers, separated by commas:
artix, brwix, flpsx, Isbrx, vfinx.

¢. Click Find.

d. Click Add All, then click OK to
return to the Edit dialog box.

7. Click in the Value § column and
type 70,000. Repeat for each invest-
ment. Click OK.

All portfolios for the client appear
in Portfolio Manager.

tip Portfolios also appear in the

& Edit Quick Portfolio

Portfolio Mame:

Walue §
30,000 .000

[ooo
[topoooo0
[topooooo
[topoooo0
[topooooo
[topoooo0

Acld Holdings Remove

Tutorial Portfolio
Mame Type Paosition
Total
Cazh Cazh
1 | Artizan International Inv hutual Fund Long
2 | Brandywine Mutual Fund Lang
3 | Fidelity Lowe-Priced Stock hutual Fund Long
4 | Loomis Sayles Bond Ret Mutual Fund Lang
5 | Wanguard 500 Index hutual Fund Long
G
7
g
9
10
Tracking Method Benchmark preference
" Floating Allocation * Defautt
" Fixed Allocation " Manual

File » Edit. WView . Tools. Reports. Help.a

| Find Cliert(s) Beginning with | E” w0 U oW

Portfolios tab of Client Detail. Click Client Hame: Tutorisl Cliert £ | Partfolio |Tut0ria| Partfalic LI View E
the Up One Level button from Up One Level |
Portfolio M h Hame Ticker Price Price
ortfolio Manager to go to the ($) Change
Client Detail. N (%)
1 | &rtizan International ARTIX 15.300 0140
] Bramduumina [=1="0IT k73 A0 adn naTn
To print a Portfolio X-Ray or Parttatio %.nay [ESHERERES] [ormver ]
Portfolio Snapshot o el
1. In the Client Detail: Portfolios tab,
’ S — p—————— . )
select a portfolio. P con rn PR
. Rem 45 5o 6 woderodues 4ok 40 | 39| | 16§ o0
2. From the Reports menu, click zsast. d00=wors Stocks ST e
: . o ot et ,
Portfolio X-Ray (PDF) or Portfolio i oo e P P E R
Snapshot (PDF) Composition s mm:g:; Bma::: Hmil)
3. Click the Print button in Adobe B S T Tt
. et oo o | 0| o |0 |F mesn
Acrobat to print the report. orer - sm e oy 0L
100.00 100.00 g frvg Wed Prig
Assets $ % ° ° °
Cash 1,108 1.83 Mot Classified 100%
us. stocks Sl e P rtiolia Vield %
Note: You'll need Adobe Acrobat S T o o
Other 1,836 3.03

Reader 4.0 or higher to view/print
PDF reports. Download it for
free at http://www.adobe.com/.

Nt Classified 11 nne

Aversae mutual fund expense ratio %

G



Developing Target Asset Mixes
At least one client profile must be created to use this feature.

To create a target asset mix

1. In Workstation Manager, under
Clients & Portfolios, click Complete
Client List. Select a client name.

2. From the Tools menu, click Asset
Mixes > Needs/Risk Assessed
Asset Mix.

3. Answer the questions in the Risk
Questionnaire.

4. For the last question, type values
in each box. Click Next.

tip Click Print Blank Copy to distri-
bute a blank version of the online
questionnaire to clients.

5. Under Target Asset Mix, click the
line with the asset mix image next
to it. Click Next.

6. The Needs/Risk Results page
appears with the selected asset mix
and probability graph. Click Save.

Asset mixes appear in the
Client Detail: Portfolios tab, in
the Target column under Actual
Composition %.

Client Detail -- Portfolios: Tutarial Clisrt

File . Edit. View. Tools. Reports. Help.

1= | Find clintgey NG Cliert By Narne sl | 8

Alerts Rule
Portfolios 1 hltas 1

Create Custom Asset Mix

QenlF Y

1 | Client Hame Tutoric Risk Assessed Asset Mix

Benchmark +

Actual Composition % Meeds Assessed Asset Mix

Calculators L4 Wi | e
® Cash |
s Uss Create Note klﬂ Kl
® Non-US SToole G oD 7 [11[12[Ma [0 [0 foo|m

Bonds 18.80 000 I ERED ofofo|Le

¢ I'd have a hard time tolerating any losses

I need to see at least a little return

-

Which of these statements would best describe your attitudes about th
three months' performance of this investment?

€ Who cares? One calendar quarter means nothing

& I wouldn't worry about losses in that time frame

" If 1 suffered a loss of greater than 10%, I'd get concerned
1 can only tolerate small short-term losses

° 1'd have a hard time stomaching any losses

8 Target Need $ [1az00
Current Savings $|2000
annual Invest $ 1600
Time Harizon |15 Yrs
Hext | Prirt Blank Copry Cancel

Enter Values Target Meed § Current Savings$  Annual Invest
[19200 [2000 [a00
Risk Scoring Target Asset Mix Probability of Reachir
Taro
- 1.5, Mon LS. ¥
Time: Cap Growth Stock Stock Bond Cazh
Long Term:  Cap Growth ~ s 15 a o
Short Term: Cap Growth
Tolerance: Cap Growth (Sl ] g
) . [l 12 10 i
@ Asset. iz produced from rizk - 11 15 0
guestionnaire
@ & 68 12 20 1}
[l 2] 1 6 i
Choose a Target Asset Mix s 1 a0 o
Click on any azset mix to view
55 10 35 i
iz it weill affect the outcome LS
of your client's inputs. The (S 9 i 3
results range from the a7 8 38 0
wearst-cazelhear market) to [l g 35 15
hest-cazelbull market). The o 7 a0 15

tip Type new entries in the Enter
Values section, then click Graph
to see how the graph changes.

tip Point to each line in the graph
to view various probabilities
of success.

AWS 0022 06 0803



Researching Investments

To find investments by name
or ticker

1. In Workstation Manager, click the
[+] next to Research Files, then click
Mutual Fund Universe.

2. From the Tools menu, click Find
by Name/Ticker.

3. Click Ticker.
4. Type these tickers, separated
by commas:
artix, brwix, flpsx, Isbrx, vfinx.
5. Click Find.
6. Click Add All, then click OK.

The results appear in the
Research workspace in the center
of the screen.

tip To widen your search, type fewer
letters. To narrow results, type more.

tip Remember: Spaces, hyphens, and
punctuation make a difference.

& Morningstar Advisor Workstation

E £ Clients & Portfolios
o, Complete Client List

Research -- Mutual Fund Universe

25 Most Recent Clierts File . Edit. View . Tools. Reports. Help.
& Custom Ssset Mixes I | Finaby: Search by Criteria..
3 Custom Benchmarks A Find by: & iz -
E £ Research Files
Mutual Fund Universe Wiew |Basics
Stock Universe Alerts Rule
WAL Universe Hame
WA Policy Universe Graphs
ETF Uriverse - Underlying Holdings...
CE Univerae .
—— e . 1 | 1878 Fived neome H¥ROthEtical
Find by Name/Ticker
— Find tems
C Name O Ticker  © Market Indexes/Other Averages

|ar1ix, brrize, cfmis, ip sy, 1shg viing

Search Options: (= Begins with { Contains (4 charscter mimmurm)

Erter ticker(s), separate multiple tickers with commas (up to 10 entries)

Find |

— Create a List

Total Results: 5

tems Added to the List: 5

Add Add All

Lrtizan International [ ARTE ) - MF
Brandywine [ BRI 1 - MF

“Yanguard 500 Index ( WEIMK ) - MWF

Ficlelity Lowe-Priced Stock [ FLPSM ) - MF
Loomis Sayles Bond Ret ( LSBRX ) - MF

Remave | RemoveAII'

OK Cancel | Help |
To search by criteria Research -- Mutual Fund Universe
1. In the Research Workspgce, File . Edit. View. Tools. Reports. Help .
from the Tools menu, click Search = ol
[P a Find by: % p: k Go Funds: 16,651 |1 -25 =
by Criteria. Find By MameiTicker
Wi Basics = = ?
b Alerts Rule #EEH 0 H7
Hame curity  Morningstar | Morningstar
Graphs 2 pe Page Category
- Underlying Holdings...
1 1836 Fized lncome  HYROThEtCal - Intermediste-Ter
2 | 1838 International E e EErETTEEr - Foreign Large




In the Edit area, under View column
order, click Alphabetically.

Click in each column to select or
type in choices (see image).

Click Save. In the Save Search
dialog box, type Tutorial Search.
Click OK to get back to the Search
Criteria dialog box. Click OK again.

Saved search results appear in the
Research workspace in the middle
of the screen and Workstation
Manager in the left navigation under

Rel | { Field Hame Operator Value
1 - Morningstar Category = Large “alus
2 And Health Care Services == 15
3| And Telecommunications == 20
4 | And Expense Ratio == 125
3 And Manager Terure == 4
6 | And % Rank Category 5 Yr(current) == 25
7
File Options Edit Results
Save | Ingert Row | VP GRlMITD Gl Total funcs) from this search:
Reieve | || DeletzRow | o Y CAeOy Total Mutual Fund Uriverse:
" Alphabetically
Delete | Clear

Is¢

OK Pririt Cancel Help
Research Files/My Searches.
|Java Applet Windaw

tip For % Rank figures, use /ess than

operators ( < or <= ). Here, we're

finding funds in the top 1 to 25%.

To save your results as a list EIE Clients & Portfolios Research -- Mutual Fund Universe

I i Corplete Client List
FI’OI'T] the Edlt menu, C“Ck SE/ECZ‘> a y File . Edit. View . Tools.: Reports. Help .

All Iltems on Page.

From the File menu, click Save
Selected Item(s) > As List.

In the Save as List dialog box, type
Tutorial List, then click OK.

Lists appear in Workstation
Manager under Research Files/
My Lists.

[ Most Recent Clients
3 Custom Aszset Mixes
2 Custom Benchmarks
El £ Research Files
flutual Fund Universe
Stock Universe

£ Shortcuts

tip Click the View arrow to toggle
among data sets.

gy |Elasic:s

Bl =

Yol Universe Hame
WAL Policy Universe
ETF Universe -
CE Universe =
3 My Searches 1 | Ametistock
B B3 My Lists 2 MFS Strategic value |
Tutorial Lis_t 3 Pritaty Incotne
[ SalesHypotheticals ’_4 Sound Shore
£ Alerts

5 SouthTrust Value

tip Double-click a column heading

to rank it.

Ticker

AMSTX
MIS X
FINFX
SEHFXK
STREX

= Find by: @ Name O Ticker &

MF

MF
MF
MF



Setting Alerts

; Set Alert Rules - Microsoft Internet Explorer

Aggregate Security ]

¥ E-mail Matification

Active Alert Operatar “Walue % Freguency  Apply to
Ird 5-Year Return less than 10,00 Morthly Selected Securities
Remaove Remaorve Al
Alert Rules
Alert Operatar Walue % Freguency Lpply ta
S-ear Return LI |Iess thian LI |1D |Morrthly LI |Seleu:1ed Securties... LI
Add Rule |
O | Cancel | Help |

To set up a new Alerts Rule

1. In Workstation Manager, under
Alerts, click Alerts Rules.

2. From the File menu, click New
Security Rule.

3. Inthe Alerts Rules area at the bot-
tom of the dialog box, click the
arrows to add criteria (see image).

4. Click Add Rule. Click OK.

Alerts appear in Alerts Rules view.
When triggered, they also appear
in the Triggered Alerts View.

The “‘Apply to’ List
All Client Holdings: Apply the rule to
all securities held by all of your clients.

Selected Client Holdings: |dentify
specific client holdings.

Selected Securities: Select any security,
even if not held by a client.

tip Click the Aggregate tab to set rules
at the client or portfolio level.
You must create a client profile and
portfolio first.

tip Based on your choice in the
Frequency menu, alerts
are processed after market close:
daily, weekly (every Friday),
or monthly (last business day).

File . Edit. Wiew. Help.

(o Trigoered Alerts & slerts Rules | ey | Alertsr 5 F
Active | Alert AlertType | Security
rs
1| Yes S-Year Return Performance  Arisan International
2| Yes S-Year Return Performance Brandywvine
3| Yes S-Year Return Performance  Fidelity Low-Priced St
4| Yes S-Year Return Performance Loomis Sayles Bond R
5| Yes S-Year Return Performance  “anguard SO0 Index




Building Hypothetical lllustrations

To create a Hypothetical

1. In the File menu, click Go to Sales.

2. In the Create a list of investments
area, click the Select arrow, then
click Mutual Funds.

3. Click Find by: Ticker. Type these
tickers, separated by commas:
artix, brwix, flpsx, Isbrx, vfinx.

. Click Find.

5. Click Add All, then click Finish.
You'll skip directly to the last step:
Report Options.

tip Click New in the Apply investment
settings area to enter in-depth
settings to save and reuse.

6. Scroll down to the Include additional
reports area.

7. In the Report Title box, type Tutorial
Hypo. In the Client Name box, type
Tutorial Client.

8. Click Generate Report. Adobe
Acrobat is launched.

9. From the File menu of Adobe
Acrobat, click Print for a hard copy
of the report.

Hypothetical files appear in
Workstation Manager, under
Sales/Hypotheticals.

tip Click Save & Exit on any screen to
save your work and return later.

Security Selection 1 F’fl—l—r’f

Create a list of investments Select: | Mutual Fund - Find by: (' Mame " Ticker

Iar‘tix, bz, flasx, lsbrs, wfine

Search Options: (% Begins with 7 Cortains (4 character minim

Total Resultz 3 1-5 | »

A n Inte

Brandyine [ BRAH ) - MF
Fidlelity Love-Priced Stock { FLPSX ) - MF
Loamis Savies Bond Ret { LSBRX ) - MF
wanguard S00 Index [ FINA 1 - MF

tems Added to the Final List: 5

Artizan Intermationsl [ ARTEH ) - MF
Brandyine [ BRAH ) - MF

Fidlelity Love-Priced Stock { FLPSX ) - MF
Loamis Savies Bond Ret { LSBRX ) - MF
Wanguard S00 Index [ WFINA 7 - MF

pnal reports ¥l Cover Page

o

Report Title

Tutorial Hypo

Cliert Name

Tutorial Client

Date

10/15,/2004

Prepared by

[ our Mame Here

¥ Investment Details

Re

[ Disclosure Materii

= Back | Save & Exit | Generate

Note: You'll need Adobe Acrobat Reader 4.0 or higher
to view and print hypothetical reports. Download it for
free at http://www.adobe.com/.

©2004 Morningstar Associates, LLC. All rights reserved. The Morningstar name and logo are registered marks of Morningstar. Marks used in conjunction
with Morningstar products or services are the property of Morningstar or its affiliates. All other marks are the property of their respective owners. Advisor
Workstation is a service of Morningstar Associates, LLC, a registered investment advisor and a wholly-owned affiliate of Morningstar, Inc. In no way should
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