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Screening for Investments in
Morningstar Office*™ Cloud

By now, you should have completed the Creating Lists manual, where you learned how
to save a static set of investments as a list. In this manual, you will learn how to create
a screen. A screen allows you to define the criteria investments must meet to be seen
in a grid.

Unlike a list, whose members never change unless you manually add or remove them,
a screen is dynamic. That is, it always reflects the investments which currently match
the criteria you have defined. For example, you create a screen in February to find
undervalued stocks and it returns 140 stocks, but when you open it in March it could
result in just 90 stocks being found, or as many as 150.

This guide provides practice in creating several different screens, and you will also
learn new capabilities related to analytical views and working with the Grid.

Create
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Overview

A screen can be created via this
icon on the header

Screen
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Creating and Saving Screens for Stocks Overview

Creating and Saving Screens for Stocks

The same basic process is used for each screen you create: Overview

Select an investment type (for example, stocks, funds) as the basis for the screen.
Choose a data point related to those investment types to search for.

Determine acceptable values for that data point.

Click OK to accept the data point and its value.

Repeat steps 2-4 until all data points and criteria have been entered.

Click Done to close the Screener window and see the results in a workbook.

This section provides practice in not only creating a screen, but also the following:

» changing the data set associated with a screen’s results

» saving a screen

» modifying a screen

» changing the settings for a data point

» saving a modified screen with a new name, and

» saving a workbook.

Stocks assigned a b-star rating are those that Morningstar’s Analysts believe are the Exercise 1: Screen for
most deeply undervalued. Because the Morningstar Rating for Stocks is updated b-star stocks
everyday, creating and saving a screen to track b-star stocks is helpful. Doing so allows

you to open this screen each day to see which new stocks are now in 5-star territory,
and thus discover new investment opportunities.

As with a list, a screen can be created from anywhere in Morningstar Office® Cloud by
clicking the Create icon on the header. To find 5-star stocks traded in the U.S., do
the following:

1. Onthe header, click the Create icon, then select Screen. The Screener window opens.

Create

MORNNGSTIR Office = o

A o . o ) Account

(L Search for Clients, Securities, Reports, and Research..
{ Q. Search for Clients. Securities, Reports, and Research.. |
\ \adel Portfolio

Custom Banchmark

List

Practice Management Reports

| Screen

Gain insights into your practice by starting a spreadsheet report on Note Select this option
from the Create menu
Tt . Batch Schedule
S 5 Your assets under A Your practice's overall ises
\_T/  management Le performance

2. Select the option for Equity.
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Creating and Saving Screens for Stocks Exercise 1: Screen for 5-star stocks

3. Click OK. As you make selections, all investments matching the criteria appear in the
Screener window's left-hand pane.

Screener Cancel

¥ Create your Universe Logic Mode : 0/0 e
Investment Type ] ox g

L] Although only Equity
Select an investment type to start your screen. is selected here, you
Value can choose multiple
investment types when
Category Aver Exchange-Trad .. Mode! Preferred Stock creating a screen

Closed-End Fund Money Market. ..

Collective Inve. .. ] Open-End Fund

@ Equity Pooled Fund

Separate Acco. .

4. The system shows every instance of a stock, including every exchange it trades on;
which results in some stocks appearing on the list more than once. To address this,
narrow the results by adding more search criteria. In the Add Criteria area, in the
Search for data points field, type Exchange, then select the Exchange data point when
it appears.

Screener Cancel

¥ Create your Universe 0 ) Logic Mode 0/121,959 =iz

Investment Type: Equity

{¥.Z] Queenco Ltd

01 Communigue L

# Add Criteria

| Q, Exchaﬂga{ Y |

Exchange
| g | Click Exchange after
searching for it.

Exchange Country

Exchange Country Id

181 Drillisch AG

181 Drillisch AG
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Creating and Saving Screens for Stocks Exercise 1: Screen for 5-star stocks

5. Inthe Value area, search for NYSE ARCA, then click to select its option.

Screener (" cancel )
¥ (Create your Universe : Logic Mode : 0/122,120 +
Investment Type: Equity Nl Oiser o i H

# Fxchange m 07 Communigue Laboratary Inc

01 Communigue Laboratary Inc

Operator Value 01 Communigue Laboratory Inc
— s 01 Communigue Laboratory Inc
® Include Lk e 01Cyberaion SA
; Values G
_) Exclude 1 maj ad
1 Page Ltd
1 Production Film Co
e 1&1 Drillisch AG
am | Ky °
bty B des wll S 18
() NYSEARCA | () NYSE MKTLLC 181 Dri

1&1 Drillisch AG
181 Drillisch AG

181 Drillisch AG

Click NYSE ARCA
after searching for it

6. Clear the Filter field, then enter NASDAQ and click it to select its option.

Screener ( Cancel ) m
¥ Create your Universe : Logic Made : 0/3 Jr
Investment Type: Equity Empire Sta Ity OP LP Operating Partnership...
i Exchange “ Empire Sta OP LP Dperating Partnership
Empire State Reslty OP LP Operating Partnership...
Operator Value
® Include (© ) Allow Missing
= Values
. Exclude
Value
[ | KL > »)
() ABNASDAQ OMXVIL. . ) NASDAO OMX COPEN () NASDAQ OMX RIGA AS
|° NASDAQ () NASDAQ OMX HELSIN... () NASDAQ OMX STOCK... Select this
() NASDAQ DUBAI () NASDAQ OMX ICELAN... () NASDAQ OMXTALLIN. .. exchange after
) NASNAN NMIX ARMENIA ¥ searching for it
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Creating and Saving Screens for Stocks

Exercise 1: Screen for 5-star stocks

7. Clear the Filter field, then enter New York and click New York Stock Exchange, Inc. to
select its option.

Screener

( Cancel )

¥ (Create your Universe

Investment Type: Equity

£ Exchange
Dperator e
®) Include © ) Allow Missing
Values
Exclude
Value
| Q, New | ‘ z{_ - _>:>z

07122120 | T

[YZ) Queenco Ltd

01 Communique L

01 Communique Labor

01 Communigue Laborato
01 Communigue Laboratory Inc

D1Cyberatan SA

[ @ wewvomkstockexc | O NEW zEaLaND BXCHA.

1&1 Dril

Select this exchange
after searching for it

8. Click OK. Note that the number of matching stocks shrinks considerably.

9. Tofind stocks with a 5-star rating, in the Add Criteria area, in the Search for data points
field, type Rating, then select Morningstar Rating for Stocks.

Screener

¥ Create your Universe

% Add Criteria

Q ratlng‘

Investment Type: Equity

i Exchange: NASDAQ , NEW YORK STOCK EXCHANGE, INC., NYSE ARCA

¥ Data Definition for Morningstar Rating for
Stocks

-

-

I Logic Mode

®X

X

0/4819 | +

10x Genomics Inc Ordinary Shares - Class A
111 Inc 1 ADR represents 2 Class Comman stocks
1347 Proj

surance Holdings Inc

1843
ILife

Morningstar Rating
for Stocks

The Morningstar Rating for Stocks is

Quantitative Credit
Rating

Stewardship Rating
- Qualitative

calculated by comparing a stock's
current market price with
Morningstar's estimate of the stock's
fair value. When the Morningstar
Rating for Stocks was initially
launched in August 2001, it was
entirely independent of a stock’s risk
score. A high-risk stock that was 20%

1st Constitution Bancorp
1st Saurce Carp
21Vianet Group Inc ADR
20 Inc

360 Finance Inc ADR
36KR Holdings Inc ADR
3D Systams Corp

3M Ca

500.com Ltd ADR

™ 5liob Inc ADR

Select this data
point after
searching for it

10. Select the option for Je e dd ¥k .
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Creating and Saving Screens for Stocks

Exercise 2: Save the screen you created

11. Click OK.

Screener Cancel m
Select the
value for the

T - JeeAL 074819 T data point

Investment Type: Equity then click OK

and Done

i Exchange: NASDAQ , NEW YORK STOCK EXCHANGE. INC. , NYSE ARCA (o)X to complete
the screen

# Morningstar Rating for Stocks Best (mo-end)

Dperator Value
@ Include : Allow Missing
Values
Exclude

FTaE

ok

ke

12. Click Done. The Screener window closes, and the Grid opens.

A screen is not automatically saved when you create it. In the upper-left corner of the
window, note the name of the screen. The word Edited indicates that the screen has
not been saved.

Untitled Screen — Edited v

| Data Set: Equities Summary FRezd Only v

Show Peer Analytics (<))

Exercise 2: Save the
screen you created

Note the name of
the unsaved screen

Market Price -
Close (day-
end]

Feir Value
Base
Currency

Business
Country

Market Cap (day-

Exchange end]

end)

Uz i S Dolls 1885 7568
Ush
NLD
Uz

Usa

Cannabis Inc

9 Berry Global Group Inc

Best (dey- day-ent

Pl
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Creating and Saving Screens for Stocks Exercise 2: Save the screen you created

Once saved, the screens you create in Morningstar Office Cloud are dynamic; that s,
when you open a screen, it always shows the securities matching the criteria
associated with the screen. This allows you to always see the current results of a saved
screen you open on a regular basis. To save the screen you created, do the following:

1. On the toolbar above the grid, click the Lists & Screens drop-down field, then select
Save. A dialog box opens.

Untitled Screen — Edited v

29 Screen Actions set: Equities Summary  FRead Oniy v Show Peer Analytics @
Open Market Price - Fair Value ol
Business Market Cap (day- Base Close (day- Best (day-  day-en|
Name B Save Country end) Currency end) end)
— Import List .
1 Abercrombie & Fitc _ STOCK EXCHANGE, INC.  USA 1,057,305.451  US Dollar 16.85 2566 Use this
2 Adient 2LC - Eieate N 153 STOCK EXCHANGE, INC.  USA 2543677.902 US Dalar 012 8000 command
3 fegonNVADR T Create New Screen STOCK EXCHANGE, INC.  NLD 8,547,345.962 US Dollar 125 7.05 tosavea
4 AMC Metwarks Inc usa 277,876,904 US Dollar 3740 8500 Sl
5 American International Graup Inc Al NEW YUHK STOCK EXCHANGE, INC UsA 47,099.179.948  US Dollar 54.14 76.00
B Anheuser-Busch InBev SA/NV ADR BUD  MEW YORK STOCK EXCHANGE, IN BEL 146,368,824,518  US Dollar 7459 116.00
7 Athene Holding Ltd Class A ATH  NEW YORK STOCK ANGE, IN UsaA 8.194.477.118  US Dollar 46.12 60.01
8 Aurora Cannabis Inc ACB NEW YORK STOCK E) CAN 1,749,584,952 S Dallar 1.56 7.00
9 Berry Global Group Inc BERY  MEW YORK STOCK EXCHANGE, INC UsA 5.515,764,000 US Dollar 4186 5685

2. In the Enter new name field, type b-Star Stocks.

3. Click Save. The dialog box closes, and the name of the screen now appears in the field
on the toolbar.

Enter a name to save changes

Enter a name, then
click Save

[ 5-5tar Stocd
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Creating and Saving Screens for Stocks Exercise 3: Screen for stocks by P/E Ratio

Before moving on to creating a screen for funds, one additional exercise on screening Exercise 3: Screen for
for stocks will prove instructive. This exercise allows you to practice the following skills:  stocks by P/E Ratio

» changing an existing screen

» screening for stocks with a Price-to-Earnings Ratio greater than 20

» saving a new screen without changing an existing saved screen, and
» saving a workbook to preserve a custom sort.

Do the following:

1. From the Grid header row, click the Open Screener icon. The Screener window opens.

9-Star Stock v
- +am Sraurerice: | Thisicon apens
Merket Price - Fair Vialue: P/ the Screener
Business  Market Cap [day- Bese Close (dey-  Best (day- day-en
Name Ticker  Exchange Country end] Currency end) end)
&
1 Abercrombie & Fitch Co Class A UsA 18.85 25.86
usa 2712 60.00
NLD 475 705
usa 3740 65.00
Usa 5414 78.00
BEL 7458 116.00
Ush 12 60.01
Cannabis Inc CAN 156 700
9 Bem Group Inc Usa 1.86 56.85
g usa 60 4278
88 444 3200
usa 23 2
2. To the right of the Morningstar Rating criterion, click the X to remove it.
Screener Cance m
D ErEmrae R Logic Mode 0/107 e
Investment Type: Equity
£ Exchange: NASDAQ . NEW YORK STOCK EXCHANGE, INC., NYSE ARCA :’X
# Morningstar Rating for Stocks Best (mo-end): Include Value: § Stars j:.j X .
L Click here to
# Add Criteria remove a
_ criterion from
a screen
Average Price
Ratio
Business Country
Cost of Equity
Distribution > China M
= China Telecom Coro Ltd ADR

3. Inthe Add Criteria area Search for data points field, type P/E. Note that no results
are shown.
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Creating and Saving Screens for Stocks

Exercise 3: Screen for stocks by P/E Ratio

4. In the Search for data points field, type Price, then click Price Ratio.

# Exchange: NASDAQ , NEW YORK STOCK EXCHANGE, INC., NYSE ARCA -:!:- X
# Add Criteria X
Q, Price| v

Average Price Ratio

Screener (" Cancel ) m
T Pyl @ Logic Made 0/4819 T
Investment Type: Equity 10x Genomics Inc Ordinary Shares - Class A [ |

111 Inc 1 ADR represents 2 Class Commaon stocks

roperty Insurance Holdings Inc

om Inc Class A

1885 Bancorp of Wisconsin Inc Ordinary Shares

1Life Healthcare Inc Ordinary Shares
1st Constitution Bancorp

1st Source Corp

Price To Fair Value

Stock Price

Market Price 21Vianet Group Inc ADR
- - 2UInc
rice natio

360 Finance Inc ADR

36KR Holdings Inc ADR
3D Systems Corp
3M Co

500.com Ltd ADR
5%iob Inc ADR

Note the term
to search for,
and the item
to select

5. The system defaults to the P/B Price Ratio (Price-to-Book). To change this to the P/E Price

Ratio, click the Settings icon.

Screener

(. Cancel

¥ (Create your Universe Logic Mode
Investment Type: Equity

# Exchange: NASDAQ , NEW YORK STOCK EXCHANGE, INC., NYSE ARCA

0/4819 |+

10x Genomics Inc Ordinary
111 Inc 1 ADR represents 2 Class Comman stocks

1347 Property Insurance Holdings Inc

# Price Ratio

Operator Value
) Greater than or i Moadisig
Equal to Values
() Greater than ®) Value
) Eaual to
() Not Equal to -
) Not Availabl
@ Less than or Equal (AR
o
() Less than
TR

180 Degree Capital Corp
1-8

1895 Bancorp of Wisconsin Inc Ordinary Shares

Flowers com Inc Class A

1Life Healthcare Inc Ordinary Shares
15t Constitution Bancorp

15t Source Corp

Z1Vianet Group Inc ADR

2 Inc

360 Finance Inc ADR

36KR Holdings Inc ADR

30 Systems Carp

3M Co

500.com Ltd ADR

T 5liob Inc ADR

Click this icon to
change the
settings for this
data point

MORNINGSTAR
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Creating and Saving Screens for Stocks

Exercise 3: Screen for stocks by P/E Ratio

6. From the Valuation per Share Type drop-down field, select P/E.

Screener

¥ Create your Universe

# Price Ratio

Investment Type: Equity

i Exchange: NASDAQ . NEW YORK STOCK EXCHANGE. INC. . NYSE ARCA

©7) Logic Mode

o/ag19 |+

Time End Date

Most Recent v Day End v
Valuation per Share Type Screen By

P/E e Value v

10x Genomics Inc Ordinary Sharas - Class A
111Inc 1 ADR represents 2 Class Comman stocks

347 Praperty Insurance Holdings Inc

ital Corp

s.com Inc Class A

1893 Bancorp of Wisconsin Inc Ordinary Shares
1Life Healthcare Inc Ordinary Shares

1st Constitution Bancorp

1st Source Carp

21Vianet Group Inc ADR

U Inc

380 Finance Inc ADR

Normalized P/E

500 com Ltd ADR

Sliob Inc ADR

7. Click OK.

8. From the Operator column, select Greater than.

9. In the Value field, enter 20.

Screener

¥ Craate your Universe

Dperator

Investment Type: Equity

# Exchange: NASDAQ , NEW YORK STOCK EXCHANGE, INC., NYSE ARCA
# P/E Ratio day-end (day-end)

Value

Greater than or

© ) Allow Missing

J Logic Mode

&
E

ital Corp
wers.com Inc Class A

onsin Inc Ordinary Shares

st Constitution Bancorp

Select this option
from this field

to

Less than

Drtarmmn

Less than or Equal

Values
Equal to st Source Corp
| ® Greatarlhanl @ Value TVianet Group Inc ADR
_) Equalto | 20 |
Not Equal to .
_ Not Available

500.com Ltd ADR

9liob Inc ADR

10. Click OK.

11. Click Done. The Screener window closes, and the Grid is displayed.

Note the selections
for these fields

MORNINGSTAR
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Creating and Saving Screens for Stocks

Exercise 3: Screen for stocks by P/E Ratio

12. Note the word Edited to the right of the screen’s name; this indicates the saved screen
has changed. To save this screen with a new name, click the drop-down field and

select Save As.

b-Star Stock — Edited v

Screen Actions

1 Set: Equities Summar

=5 0Open
Name [ Save
A 0000 -
O Save Az
1 Abercrombie & F
S B |Import List
2 American Intern:
Camaco Carg + Create New List
4 Equitrans Midstr + Create New Screen

5 Imax Corp

Be sure to choose this

¥ STOCK B
(STOCKE! option, and not Save

K STOCK B

K STOCK
K STOCK E)
STOCK
K STOCK
K STOCK EX
K STOCK EX

K STOCK E)

13. In the Enter a new screen name field, enter Growth Stock, then click Save. The name

of the screen changes automatically.

MORNINGSTAR
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Creating and Saving Screens for Funds

Overview

Creating and Saving Screens for Funds

The process of creating and saving screens for funds is identical to that for stocks. The
only difference is the set of data points available for screening. In addition to practicing
building additional screens, the exercises in this section also show you how to do

the following:

» save investments from a screen to a list

» group funds by category in the Grid

» change a screen’s name, and

» find a data point if it does not automatically appear when searching for it by name.

For this exercise, you will create a new screen, this time for open-end funds and ETFs
with a Gold rating from a Morningstar analyst. The funds must also be open to new
investors. To screen for investments meeting these criteria, do the following:

1. On the header, click the Create icon, then select Screen. The Screener window opens.

Overview

Exercise 4: Screen for
Gold-rated funds

Create

MORNGSIROffice™ o=

Prospect

A o . - . ) ) Account
[ QO Search for Clients, Securities, Reports, and Research.. .
X viodel Fortrolio

Custom Banchmark

Practice Management Reports H

| Screen . .
Gain insights inta your practice by starting a spreadsheet report on Nota Select this option
- from the Create menu
\T E Your assets under v Your practice's overall Baxciistheills ises
"-\j_"/"' management {C) performance
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Creating and Saving Screens for Funds

Exercise 4: Screen for Gold-rated funds

2. Inthe Investment Type area, click Exchange-Traded Fund and Open-End Fund, then

click OK.

Screener

( Cancel )

¥ (Create your Universe

Investment Type

Value

() Closed-End Fund
() Collective Inve...
Equity

() Categary Aver...

Select an investment type to start your screen.

@ Exchange-Trad.. O Model
(O Index
(O Insurance Fund

() Pooled Fund

() Money Markp

@ Open-End Fund

O ) Logic Mode

(O Preferred Stock

() Separate Acco...

0/28672 T

After selecting your
option(s) for a field,
be sure to click 0K

1290
1290
1290 Di
1290 Diversi

1290 Diversified Bond R

1290 DoubleLine Dynamic Allocation A
1290 Doubleline Dynamic Allocation |
1290 DoubleLine Dynamic Allocation R
1290 GAMCO Small/Mid Cap Value A

1290 GAMCO Small/Mid Cap Value |

The Domicile criteria is
included automatically,
and is set to

United States, saving
you the trouble of
having to filter for only
those funds sold in
the U.S.

Domicile: United States

—
(X

1290 GAMCO Small/Mid Cap Value R
1290 GAMCO Small/Mid Cap Value T
1290 Global Talents A
1290 Global Talents |
1290 Global Talents R

1290 Hiah Yield Bond A

3. To find funds with a Gold Morningstar Analyst Rating, in the Add Criteria Search for
data points field, type rating.

4. Select Morningstar Analyst Rating.

Screener

(. Cancel

¥ Craata your Universe

Domicile: United States

£ Add Criteria

Investment Type: Open-End Fund, Exchange-Traded Fund

v Analyst Rating Type

w0/28672 |+

1290 Convertible
1230 Converti

1290 C:
1290 Di
1290 Diversif
1280 Diver:

1290 DoubleLine Dynamic Allocation A

curities

et | | R

Morningstar >
Analyst Rating

Morningstar >
Quantitative
Rating

Morningstar >
Rating

Overall
Performance Pillar
Price Pillar

People Pillar
Process Pillar

Parent Pillar

TZ30 Doubleline Dynamic Allocation T
1230 DoubleLina Dynamic Allocation R
1290 GAMCO Small/Mid Cap Value A
1280 GAMCO Small/Mid Cap Value |
1280 GAMCO Small/Mid Cap Value R
1280 GAMCO Small/Mid Cap Value T
1230 Glabal Talents A

1230 Global Talents |

1230 Glabal Talents R

¥ 1290 Hiah Yield Bond A

Note the search term,
and the item to select

MORNINGSTAR

Marningstar Office Cloud July 2020
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Creating and Saving Screens for Funds Exercise 4: Screen for Gold-rated funds

5. Select Gold, then click OK.

Screener

=D - )

¥ Create your Universe @D LogicMode T 0/28672 | +

Investment Type: Open-End Fund, Exchange Traded Fund

1290 C ecurities A |
cez e 1290 C ecurities |
Domicile: United States @S i ks
1290 C ecurities R

i Morningstar Analyst Rating (day-end) Q 1290 Dive Bond A
1290 Diversified Bond
Operator Value 1290 Diversified Bond R
—— z 1290 DoubleLine Dynamic Allocation A
® Include O ) Allow Missing Values

1790 Noyblal ine Dynamic Allocation |

) Bxclude |o Gold | 1230 DaubleLine Dynamic Allocation R

Small/Mid Cap Value A SE|ECT ThIS optlon,

; 1290 G,
(O Silver .
1230 GAMCO Small/Mid Cap Value | then click OK

(2 1290 GAMCO Small/Mid Cap Value R
() Neutral 1290 GAMCO Small/Mid Cap Value T
() Negative 1290 Global Talents A
O Uil Rou 1290 Global Talents |

nder Review

1290 Global Talents R

¥ 1290 Hiah Yield Bond A

6. Tofind a single instance of each fund, in the Add Criteria Search for data points field,
type old. Select Oldest Share Class. Some additional fields now appear.

Screener ( Cancel @

¥ Create your Universe : Logic Mode 0/526 SF

Investment Type: Exchange-Traded Fund. Open-End Fund Amentan Finds

P American Func
Domicile: United States American Fun

American Funds A
# Morningstar Analyst Rating (day-end): Gold o)X American Func
American Fund

# Add Criteria

» American Fun

American Func
Q u!desﬂ | v American Func

American Func Note the
Inception Date of N Fimi search tgrm,
Fund's Oldest Share ek ah Fint and the item
Class to select

AMeNTall TUTIAS AMeriCalt VUTUal 3237
Oldest Share Class |

+ American Funds American Mutual A

MmHNlNGSmH Morningstar Office Cloud July 2020 18
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Creating and Saving Screens for Funds

Exercise 4: Screen for Gold-rated funds

7. The option for Yes should be selected already; click OK.

# Morningstar Analyst Rating (day-end): Gold

Screener Cancel @
¥ Craate your Universe 7? Logic Mode : 0/526 [
Investment Type: Exchange-Traded Fund, Open-End Fund e -
Domicile: United States America
Americal
Americal

Some fields have a
default option

selected when you
include them in a screen

# Oldest Share Class America
Americal
Value § Americal
@ ) Allow Missing America
Values Americal
— America)
| ® Yes | America
No

Americal

Not Available

8. To find funds open to new investors, in the Add Criteria Search for data points field,
type open. Note that the data point you are looking for does not appear.

9. Clear the Search for data points field and enter closed.

10. Select Closed to New Investors.

Screener

¥ Create your Universe
Investment Type: Exchange-Traded Fund, Open-End Fund
Domicile: United States
i+ Morningstar Analyst Rating (day-end): Goid
i Oldest Share Class
i Add Criteria
Q, Closed |‘T’
Closed to All Investors

Closed to All Investors
Date

Value: Yes

Closed to New Investars |

Closed to New Investars
Date

Note the search term,
and the item to select

MORNINGSTAR
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Creating and Saving Screens for Funds Exercise 5: Save the screen you created

11. Select the option for No, then click OK.

Screener Cancel m

¥ Create your Universe Logic N
Investment Type: Exchange-Traded Fund, Open-End Fund
Domicile: United States
£ Morningstar Analyst Rating (day-end): Gold
i Oldest Share Class Value: Yes

# Closed to New Investors

H 11| B
. « . r‘

Value

Allow Missing Values

Yes

Be sure to select
this option
before clicking 0K

®) No

Not Available

12. Click Done. The Screener window closes and the workbook opens.

To save the screen you created for Gold-rated funds, do the following: Exercise 5: Save the

1. Click the Lists & Screens drop-down field and select Save. A dialog box opens.

Untitled Screen — Edited v

'm Screen Actions Set” Manager Research Fead Onl

screen you created

Use this command
to save the screen

2 Open 1
Mame B Save Morningstar Category
F O s
El Import List
1 American Funds # 149 Large Growth
T + Create New List e
2 American Funds ¢ #8C Large Value
0 E 3 Create Mew Scree pen =
3 American Funds ( =+ Create New Screen KT World Large Stock
4 American Funds £ »BJ  Foreign Large Growth

en

FOUSAQOCTS  Large Blend

FOUSADBYLG  Foreign Large Blend

American Funds Fundamental Invs A

o

American Funds Intl Gr and Inc F2

7 American Funds © FOUSADOERU  World Large Stock

==)

FOUSADD981  Diversified Emerging Mkis
FOUSAQOFUP
FOUSADOFOR

American Funds R

S American Funds Washington Mutual A

0 AMG Yacktman

2. In the Enter a screen name field, type Analyst Rated Funds.

3. Click Save. The name of the screen updates automatically.

MmHNlNGSTAR Morningstar Office Cloud July 2020
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Creating and Saving Screens for Funds Exercise 6: Modify a screen to find only large cap funds

In this exercise, the screen you saved will be modified to look for only large cap Exercise 6: Modify a
funds, and then re-saved. You will also learn an alternate way to screen for a popular screen to find only
data point. large cap funds

Do the following:

1. Onthe grid header, click the Open Screener icon. The Screener window opens.

Analyst Rated Funds v

Manager Research Read Only Use this icon to open
the Screener window

Total

Cal

Name Ticker Secld Morningstar Category
A

1 American Funds A

2 American Fund Large V

3 American Funds Capita

Waorld Large Stock

4 American Funds Europacific Growth A

Foreign Large Growth
5 American Funds Fundamental Invs A Largs Blend

6 American Funds Intl Grand Inc F

Foreign Large Blend

7 American Fund FOUSA
FOUSAD0981
FOUSADOFUP  Large Blend
FOUSADOFOR  Large Valus

FOUSADOPAY  Intermediate Core Bond

Waorld Large Stock

Mkts

9 American Funds

10 AMG Yacktman

11 Baird Aggregate Bond Inst

2. To find only large cap funds, in the Add Criteria Search for data points field, type peer.

3. Select Morningstar Category. Some additional fields now appear.

Screener Cancel m

¥ Create your Universe Logic Mode 0/138
Investment Type: Exchange-Traded Fund, Open-End Fund
# Domicile: United States

£ Morningstar Analyst Rating (day-end): Gold

:j ]

i Oldest Share Class Value: Yes @) *
i Closed to New Investors Value: Mo (@)~
i Add Criteria

2, peer ¥ Data Definition for Momingstar Category The smart search

My capability in
ornings i H o
= A peer group assigned by Morningstar to Mommgstar Office Cloud

distinguish funds by their partfolia, investment
objective, and style. Morningstar Category
allows for a comparison between similar

Maost Recent Category
Peer Group Nzame

occasionally allows you
to find a data point by
searching for a synonym
of a data point's name

investments

4. In the Value Search field, type large. The list of available categories updates to match
your search term.
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Creating and Saving Screens for Funds Exercise 6: Modify a screen to find only large cap funds

5. Select Large Blend, Large Growth, and Large Value.

Screener

i Closed to New Investors Value: No @)
£ Morningstar Category o
Operator Region Value

®) Include Unitad States v Allow Missing Values

Exclude

Global Broad Category Group Value

Al 5 | Q, Large << < > >>

Use this field to
Allocation *) Foreign Large Blend & oo narrow the list of options
Alternative ) Foreign Large Growth @ Large Value
Commadities _)_Foreign Large Value () World Large Stack Select th il i
i T
Eouity the screen
6. Click OK.

7. Click Done. The Screener window closes and the workbook is displayed.

8. From the drop-down field, select Save. (In this exercise, it is OK to overwrite the
previously saved screen.)

Analyst Rated Funds — Edited v

'IB SaeanAchins - Manager Research Read Only

Open Total Ret % Rank Morn{ ~Use this command to
[ Save Morningstar Cat ¥ mo-end Reting Save the madified screen
Name stk Category {mo-end] end)
A 0000

1 American Funds A Larg wih 88 *%

2 American Funds Amer Large Value 18 Hc%A
3 American Funds Fund: Large Blend 80 HkA
4 American Funds Wash Large Blend 55 HkA
5 fzckiman Large Value 18 Hc%A
& DFA US Large Company rouumuenuf,  Large Blend 19 He%A
FOUSAD2UMA  Large Value 21 4k

Large Value 43 HkA

Large Blend 18 Hc%A

Largs Blend 35 HkA

Large Blend — kA
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Creating and Saving Screens for Funds

Exercise 7: Save funds from a screen to a list

Remember that the results of a screen are dynamic. Depending on the criteria you
include, the investments found via a screen could change from day-to-day. This
exercise shows you how to save the results of a screen to a list, in case you want to
maintain a static list of items as well. Do the following:

1. To choose the investments to be included in the list, click the Select all button above the
grid view.

Exercise 7: Save funds
from a screen to a list

Click this icon to
select all rows at once

'IB Hm &+ QE Y Data Set: Manager Researc
Total K
Iorningstar Cat
Elame Ticker Secld Category
1 American Funds AMCAP A AMCPX  FOUSAOOB43  Large Growth
2 American Funds American Mutual A AMBMX  FOUSAODBBC  Large Value
3 American Funds Fundameantal Invs A ANCFX FOUSADOCTS  Large Blend
4 American Funds Washington Mutual A AWSHX  FOUSADOFUP  Large Blend
5 AMG Yacktman YACKX FOUSADOFOR  Large Value
& DFA US Large Company | DFUSX  FOUSAODAQK  Large Blend
7 Diamond Hill Large Cap A DHLAX ~ FOUSAOZUMA  Large Value
8 Dodge & Cox Stock DODGX  FOUSAOOC30  Large Value
9 Fidelity® 500 Index FXAIX FODDDOLZSI Large Blend
10 Fidelity® Total Market Index FSKAX  FODOODOMJSOD  Large Blend

2. Onthe grid header, click the Actions icon and select Save As New List.

Analyst Rated Funds v

Use this command
to save the results
of the screen to a list

'IB 1= T 5l 2 L e Data Set: Manager Researc
Actions (" 43 ") _ Tatal §
Morningstar Cat
Add/Edit Alerts e e
Add to List ¥ FOUSADOB49  Large Growth
¥  FOUSADOBBC  Large Value
Remove from List L  FOUSADOCTS  Large Blend
7 17 PO SNt tame Bted
Save As New List 71 | FOUSADOFOR  Large Value
B t  FOUSADOAOK  Large Blend
= € FOUSADZUMA  Large Value
= K FOUSADOC3D  Large Value
FODOOOLZSI Large Blend
11y Figelty™ 1otal Market index FERAX FOOOCOMJSD  Large Blend

3. In the Enter list name field, type Gold-Rated Large Cap Funds.

Marningstar Office Cloud July 2020
© 2020 Morningstar. All Rights Reserved.
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Creating and Saving Screens for Funds

Exercise 7: Save funds from a screen to a list

4. Click Done.

Analyst Rated Funds v

a

S E

9 Fidelity® 500 Index

+ Q [ Data Set. Manager Researc
e Morningstar TU?EE
| Gold-Rated Large Cap Funds | o o
¥ FOUSADOB43  Large Growth

A% FOUSADOBEC  Large Value
% FOUSADOCTS  Large Blend
: i e 2 X  FOUSAOOFUP  Large Blend
5 AMG Yacktman YACKX ~ FOUSADOFOR  Large Value
& DFA US Large Company | DFUSK  FOUSADOADK  Large Blend
7 Diamaond Hill Large Cap A DHLAX ~ FOUSADZUMA  Large Value
8 Dodge & Cox Stock DODGX  FOUSADOC30  Large Value
FXAIX FO00DOLZSI Largz Blend

5. Click the Select all button again to deselect the rows.

Enter the name for
the list, then click Done

MORNINGSTAR

Marningstar Office Cloud July 2020
© 2020 Morningstar. All Rights Reserved.

24



Creating and Saving Screens for Funds Exercise 8: Find passively managed funds

How many passively managed open-end funds and ETFs are in the Mid-Cap Value Exercise 8: Find passively
category? This exercise not only provides additional practice in creating and saving a managed funds

screen, but also shows you another smart search term you can use to find a particular

data point. Do the following:

1. Onthe header, click the Create icon, then select Screen. The Screener window opens.

= Home
Create
MORNGSTIR Office = ..
. .O\ Search for Clients, Securities, Reports, and Research.. ?;mm )
. \lodel Portfolio

Custom Banchmark

List

Practice Management Reports

| Screen

Gain insights into your practice by starting a spreadsheet report on Note ]?e'emhth'é option
rom the Create menu
Sehed
;'SIIS‘ Your asseis under /’07\ Your practice's overall Batch Schedule ses
\ L/ management i performance

2. Select Exchange-Traded Fund and Open-End Fund.

Screener cnce ) @D After selecting your
option(s) for a field,
be sure to click 0K

Investment Type

Select an investment type to start your screen. The Domicile criteria is
included automatically,
and is set to

United States, saving
you the trouble of

Value

(O Category Aver.. @ ExchangeTrad._ () Model
3
o

(O Closed-End Fund () Money Markpt’..

(
/

I () Preferred Stock

Index Separate Acco. .

|
RO

O Collective Inve... — ~ o Fund having to filter for only
Equity i O Pooled Fund those funds sold in
' the U.S.
Domicile: United States (@)X
3. Click OK.
4. In the Add Criteria area, in the Search for data points field, enter peer, then select
Morningstar Category.
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Creating and Saving Screens for Funds

Exercise 8: Find passively managed funds

5. In the Filter field under the Value area, type mid, then select Mid-Cap Value.

Screener

Cancel

¥ Create your Universe Logic Mode | 298423
Investment Type: Exchange-Traded Fund, Open-End Fund
# Momingstar Category o
Operator Region Value
®) Include United States v Allow Missing Values
Exclude
Global Broad Category Group Value
A Q Mg << > »
it () Fareign Small/Mid Blend ) Mid-Cap Growith
Alternative () Fareign Small/Mid Growth 0 Mid-Cap Value
Commodities (O Foreign Small/Mid Value T Word Smal/Mid Stock Be sure to
e e () Mid-Cap Blend i select the
Eouity i correct category
6. Click OK.
7. In the Add Criteria area, in the Search for data points field, enter passive, then select
Index Fund. The Value for this data point defaults to Yes.
Screener Cancel ﬁ

Domicile: United States

& Add Criteria

Q) passive

Index Fund

Investment Type: Exchange-Traded Fund, Open-End Fund

& Morningstar Category: Mid-Cap Value

Note the search
term, and the
data point to
select

8. Click OK.

9. Click Done. The Screener window closes, and you are returned to the workbook.

10. Save the screen with the name Passive Mid-Cap Value Funds.

MORNINGSTAR

Marningstar Office Cloud July 2020

© 2020 Morningstar. All Rights Reserved.

26



Creating and Saving Screens for Funds Exercise 9: Find socially responsible separate accounts and CITs

How many separate accounts and collective investment trusts (CITs) self-identify as Exercise 9: Find socially

socially responsible funds, with a focus on the environment? responsible separate

This exercise allows you to screen for two new investment types, and shows you a trick accounts and CITs

for finding a data point if it doesn’t automatically appear when you search for it.

1. Onthe header, click the Create icon, then select Screen. The Screener window opens.

< Note: If you are prompted to save the workbook, click Don’t Save.

Create
MORMNGSTAR Office = .
"‘_O\ Search for Clients, Securities, Reports, and Research.. i_i:;:ln;mtml .

Custom Banchmark

List

Practice Management Reports

| Sereen
Gain insights into your practice by starting a spreadsheet report on Note Select this option
from the Create menu
. Batch Schedule
Your assets under A Your practice's overall ises
management [ performance

2. Select Collective Investment Trust, and Separate Account, then click OK. The
investment type (or types) you select determine the subsequent data points available to
you in a screen. For example, after selecting these two investment types, you cannot use
“Morningstar Stock Star Rating” as a criterion for the screen because that data point
does not exist for these two investment types.

Screener

¥ Create your Universe Logic Mode | 0/0 L

Investment Type n

Select an investment type ta start your screen
Be sure to select both
investment types

Value

(O Category Average Model () Preferred Stock

okl

(0 ExchangeTraded F...

~ 3 r
() Closed-End Fund O Index () Money Market Fund |@ Separate Account |
@ Collective Investme P2 el straince Fiing () Open-End Fund
¢ -
L

Equity Pooled Fund
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Exercise 9: Find socially responsible separate accounts and CITs Creating and Saving Screens for Funds

3. Inthe Add Criteria area, in the Search for data points field, enter social, then select
Socially Conscious. The Value defaults to Yes.

Screener Cancel m

¥ Crate your Universe Logic Made 0716870 . T
Investment Type: Callective Investment Trust, Separate Account

& Add Criteria

Fund Category 5
Average Product
Involvement

Percentage

Morningstar
Sustainability Reting Note the term to
search for, and the

data point to select

Portfolia Product
Involvement
Percentage

| Socially Canscious |

4. Click OK.
5. The next data point is Ethical Issue Strategy Focus, which helps find investments
particularly focused on the environment. In the Add Criteria area, in the Search for data
points field, enter focus. Note that only Product Focus appears as a data point.
6. To the right of the search field, click the filter icon. The Filter by Investment Type
menu opens.
7. Select Open-End Fund. This allows you to see data points for that universe as well.
Screener cancel ) (D)
Investment Type: Collective Investment Trust, Separate Account o 0/30 : +
i Socially Conscious Value: Yes [@E:
i Add Criteria
|"‘_| Use this icon to select
# of Holdings

the highlighted option

Filter by Investment Type

Select al

@ Open-End Fund

) Insurance Fund

() Money Market Fund

) Exchange-Traded Fund

8. Click outside the Filter by Investment Type menu to close it.

9. Select Ethical Issue Strategy Focus.

28 Morningstar Office Cloud July 2020 MmHNlNGSTAR
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Creating and Saving Screens for Funds

Exercise 9: Find socially responsible separate accounts and CITs

10. Select Environmental Focus.

Screener

Investment Type: Collective Investment Trust, Separate Account
i Socially Conscious Value: Yes
it Ethical Issue Strategy Focus

Operator Value

® Include Allow Missing Values

Exclude

LogicMade 1] 0/30 +

Value

&< S Select this option

(O ESGFocus

|Q Environmental Focus |

11. Click OK.

12. Click Done. The Screener window closes, and the workbook is displayed.

13. Save the screen as Environmentally Focused CITs/SAs.

MORNINGSTAR
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Exercise 9: Find socially responsible separate accounts and CITs Creating and Saving Screens for Funds
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