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Working with Morningstar Standard Reports

Morningstar Office Cloud provides a variety of reporting options to help you keep your Overview
clients well-informed of their financial situation. This includes standard reports, custom
reports and batch reports.

This manual describes how to work with Morningstar’s standard reports. The following
topics are covered:

» Understanding Morningstar Office Cloud Reports (page b)

» Generating Practice Level Reports (page 8)

» Creating and Setting Client Report Settings (page 11)

» Generating and Viewing Client and Account Reports (page 16)
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Understanding Morningstar Office Cloud Reports

Overview

Understanding Morningstar Office Cloud Reports

This section introduces you to reporting in Morningstar Office Cloud and provides a
brief description of each report.

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

» identify the different reporting levels in Morningstar Office Cloud (page 5)
» distinguish between analytical reports and performance reports (page 6)
» understand the standard reports and the information provided by each (page 6)

There are four different reporting levels in Morningstar Office Cloud. Each reporting
level offers the capability to drill down to more detailed information about your
practice, clients, accounts or securities. The following table describes each level.

This level Provides these details

Practice The broadest reporting level for your practice, it provides
information cross all clients.

Client Provides information on accounts at the client level. That
is, a client’s accounts are aggregated, to see overall
client performance.

Account Provides information on a single account, such as
account performance

Security Provides information on individual securities, such as a
fund’s holdings or its expenses.

This section focuses on client and account reporting.

Overview

What are the different
reporting levels in
Morningstar Office Cloud?

Morningstar Office Cloud August 2020
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Understanding Morningstar Office Cloud Reports

What is the difference between analytical and performance reports?

Choosing whether you want to run a performance report or an analytical report
depends on the type of account the report is for.

Performance reports are run at either the client or account level, and provide details
about how your clients’ portfolios performed over a given time period. Performance
reports require the use of transactional accounts, as transaction history is needed for
the time period you are reporting on.

< Note: Transactional accounts are imported from your custodian.
Analytical reports can be run with either a transactional account or a client account
you created based on a client’s or a prospect’s current statement. These accounts

show information about the account positions only, and therefore do not require a
transactional history to run.

& Note: Client accounts are entered manually.

The standard reports available at varying reporting levels can be run at the individual

account level prior to a review, or in a batch as part of your quarterly review package.

The following table describes Momingstar Office Cloud reports:

< Note: Read Exercise 5 on page 16 for instructions on how to run report from the client grid.

What is the difference
between analytical
and performance reports?

What standard
reports are available in
Morningstar Office Cloud?

Is run at this
reporting level

Requires this
This Report account type

Assets under Management Practice Transactional

Provides this information

All open account under management with
market values as of the report date. This
includes broad asset class.

<= Note: Investments marked as unmanaged
assets are excluded from this report.

Practice Performance Summary Practice Transactional

Performance returns for all active clients &
accounts that are both managed and
unmanaged. Performance calculations include
time-weighted returns, net of fees. The report
also includes additional data points that
impact performance.

Practice Unrealized Gain Loss Practice Transactional

Account positions and their gain/loss by
percentage for all managed and unmanaged
accounts. This report also includes account
market values, share quantities, and unit
costs, including dividend & capital gain

reinvestments.

13F (Coming Soon) Practice

Transactional

SEC report that shows positions for firms over
$100m in AUM

Client Return Summary Client

Transactional

Aclient's returns, after fees, over a cumulative
time period, against a benchmark, and broken
down by individual security

MORNINGSTAR
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Understanding Morningstar Office Cloud Reports What standard reports are available in Morningstar Office Cloud?

Is run at this Requires this

This Report reporting level | account type Provides this information
Client Position Summary Client Transactional A position summary for a client’s entire
or Client account, including asset allocations,

aggregated investment activity, top securities,
and a breakdown of each security

Portfolio Snapshot Report Client Transactional The full range of portfolio analytics, including
or Account or Client Morningstar proprietary metrics

Portfolio X-Ray Report Client Transactional Aggregated composition and performance
or Account or Client data for all the holdings in a portfolio

Unrealized Gain Loss Client Transactional Account values of current security positions
or Account along with cost basis and unrealized

gains/losses as of report date

Performance Summary Client Transactional Ahigh-level view of a portfolio’s performance
or Account over a custom time period, including
weighted returns

Performance Summary by Security Client Transactional Market value, gains and losses, income data,
or Account and more for each security in a
client’s portfolio.

Trade Activity Client Transactional Displays active trades for all accounts during
or Account the reporting time period.

Current vs Model Portfolio Client Transactional A side-by-side comparison of a client or
or Account or Client account's current allocation versus the

selected model portfolio.

Stock Intersection Client Transactional This report reviews the top 25 holdings in
or Account or Client your portfolio to identify, at a glance, the
portfolio's overall weighting in a particular
security or sector.

Account Overview Account Transactional A one-page report that provides analytical,
or Client performance and holding data.
Morningstar Page Security Individual holdings | A complete breakdown of a security, including

the Morningstar Analyst Rating™,
performance data, and Morningstar Rating™,
also known as the star rating.

Investment Detail Report Security Individual holding | A one-page report plus disclosures showing
performance, portfolio analysis, fees and
expenses, and the risk and return profile

of a security.

Morningstar Office Cloud August 2020 7

MmHNlNGSTAH © 2020 Morningstar. All Rights Reserved.



Generating Practice Level Reports

Overview

Generating Practice Level Reports

Practice management reports are Microsoft Excel reports that help you gain insight
into your practice. Available directly from the Home page, these reports allow you to
track the following information:

» Assets under management,
» Your practice’s overall performance, and
» Unrealized gains & losses for all of your clients.

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

> generate practice management reports (page 8), and
» |ocate practice management reports (page 9)

To generate a practice management report, do the following:

1. From the Practice Management Reports area on the Home page, click on the name of
the report you want to run. The Run a Practice Report box opens.

MORMINESTA Ofice =

( Q, Search for Clients, Securities, Reports, and Research..

Practice Management Reports

Gain insights into your practice by starting a spreadsheet raport on:

Overview

Exercise 1: Generate a
practice level report

Click one of these
options to run a report

Your assets under T Your practice's overall /N Unrealized gains & losses
management { ) performance A /* for all your clients
Clients [# Create Lists & Screens [# Create v
Name Markst Value Name Type Last Modified
—
INVESTMENT PLANNING CLIENT $26,674,184.18 Mid-Cap Medalists
Susan & David Gilmour $11,635,731.23 Blockchain List

Morningstar Office Cloud August 2020
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Generating Practice Level Reports Exercise 2: Locate practice management reports

2. From the Which report would you like to use? drop-down menu, confirm the report
you want to run is selected.

3. Inthe Report Name field, enter a name for your report.
4. Click the Report Date drop-down menu and select a start date.

5. From the End Date field, select an end date.

Run a Practice Report (e ) (ERD

Which report would you like to use?

Select the report you
want to run here.

Report Name *Required
Change the name of

04092020 - Practice Performance Summary your report here

Don't use any of these characters '/ == 7" 2= |

Start Date End Date S |
3 Manths Ago v ?‘ LK) st Montti End) dgtgzthrgfeon
What You'll See In This Report
All active clients & accounts that are managed.
Performance ncluding time-weighted & net of fees
ed for each client
Additional data points that impacted your performance.
< Note: By default, the Report Name field contains the date you are running the report, along
with the report name.
6. At the top of the window, click Run.
After you run a practice management report, the report generates in background. The Exercise 2: Locate
time it takes to generate the report varies based on the size of your practice. Once practice
complete, a notification appears. management reports

To access your practice management report, do the following:

1. From the Menu, select Reporting > Reports. The Reports page opens.

—  Home
Home .

MORNINGSTAR Office —

Morningstar Research

S Q Search for Clients, Securities, Reports, and Research.. )

CLIENT MANAGEMENT & ANALYSIS

Clients & Accounts

1ent Reports

Prospects
Billing ractice by starting a spreadsheet report on:
Hedtail CRM ts under — Your practice's overall _'_ Unsea
¥ Reporting tent L&) performance N/ Pralll gk here to start.

Reports

Batch Schedules

Presentation Studio

Morningstar Office Cloud August 2020 9
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Generating Practice Level Reports Exercise 2: Locate practice management reports

2. Click on the practice management report. The Excel file downloads.

0Selectsd -+ 1T v Filter

Name Status Tne Target Client Name PO——

Search for Clent

Training Classroom

Date Range

Report Level {0/
[ Account

[ client

[ Group

(] Model Portfolia

[ practice

MENT PLA..
Do Family

Report Type (0/17
(] Account ov
[ Assets Under Management
[ Bateh

(] Billing Summary
[ ciient Position S
(] cient Return Su

Click here to launch
the Excel file.

B 2020 Q1 Performa..xlsx A | Showall | X

3. Click on the Excel file.

Morningstar Office Cloud August 2020
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Creating and Setting Client Report Settings

Overview

Creating and Setting Client Report Settings

Now that you are familiar with the different standard reports available, think about the
different reporting setting you want to apply to your clients. You can create a single
Reporting setting to use as a default for all clients, or create multiple report settings to
assign to clients individually.

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

» identify the different report setting options available (page 11)
» create report settings(page 13), and
» assign report settings to a client (page 14).

Report settings allow you to automate the setting options for a single client or
several clients at once. You can also assign a Report Setting as the default for all your
clients.

Overview

What settings are
available to me?

Global Settings

(Genera (<) Back to All Reporting Settings

Data Format

Edit Report Setting

Celeulation Setting Name *Rzaquirad

Impersonation
New Report Stting|

Client Accounts
Billing

ieporting ? 1US Dollar N

Reporting Currency Return Type Fee Type

) IRR

Bond Yield

Current Yield on Price v

Display Accrued Interest
Include Inception to Date Return on Performance Reports

Cover Page Options
[J Include a Cover Page for All Reports

Disclosure

@ Net of Fees

) Gross of F

Note the report
setting options
available here.

Morningstar Office Cloud August 2020
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Creating and Setting Client Report Settings

What settings are available to me?

The following table describes the reporting settings options available:

This setting ...

Setting Name

Requires these actions ...

Type a unique name in this text box for each setting you create.

Set as Default

Click this slider to assign the Report Settings as the default repart setting for all clients. The
default report setting will be applied to all clients, however, you can override the default at
the individual client level.

Reporting Currency

Select the currency you want displayed in reports.

Return Type

Select the methodology you want to use to calculate the performance return percentage:
Money-weighted return (IRR):

» IRR calculates returns according to how much money is in an account within a given
time period. Performance is affected by large additions or withdrawals into the account.
In other words, IRR is highly affected by cash flows.

Time-weighted return (TWR):

» TWR evenly distributes returns over time using daily valuations. This calculation is
similar to comparisons of ending market value vs. beginning market value for each
day’s returns. Unlike IRR, where performance is affected by cash flows, TWR's
performance is based on market conditions.

Fee Type

Choose whether you want management fees to be included in the market value of
the report:

» Net of Fees: Management fees are included.
» Gross of Fees: Management fees are not included.

Bond Yield

Select the yield type you want to use to calculate Bond holdings from the
following options:

» Current Yield on Price

» Current Yield on Cost

» Yield to Maturity on Price, or
» Yield to Maturity on Cost.

Display Accrued Interest

Check this box if you want accrued interest displayed on the report. If accrued interest is
included on reports, then it should also be included in Billing Summaries you produce, to
ensure consistency for clients.

Include Inception to date return
on Performance Reports

Check this box to include a “Since Inception” column on performance reports.

Cover Page Options

Check this box to include a cover page when you generate a report. Once activated, check
the box to include a disclosure. Then select the disclosure you want to include.

MORNINGSTAR
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Creating and Setting Client Report Settings

Exercise 3: Create Reporting Settings

Now that you are familiar with the report setting options available, the next step is to
create report settings. Once created, you will assign the report setting to the Roop
family. Do the following:

Exercise 3: Create
Reporting Settings

1. Onthe header, click the Account icon, then select Global Settings. The Global Settings

window opens.

Account

User Profile

MORNINGSTAR O ffice =

Client Web Portal Setup

Global Settings

( Q. Search for Clients, Securities, Reports, and Research.. :
Sign Out

Select this option.

2. From the Menu on the left side of the dialog box, select Reporting.

Global Settings @
Genera 3 Country

Dzt Format United States v

Calculation

Mpersonation

Client Accounts
|1=_': rting |

Select this option.

3. Inthe Client Report Settings area, click Create a Report Setting.

Global Settings

choose how you'll calculate client performance data for your reports and analysis.
clients in their profile

Custom Report Setting

Mormingster Default Report Settings Feac Only

New Report Setting

Click this option.

MORNINGSTAR
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Creating and Setting Client Report Settings

Exercise 4: Assign report settings to clients

4,
settings:
» Reporting Currency - US Dollar

» Return Type - IRR, and
» Fee Type - Net of Fees.

In the Setting Name text field, type New Report Setting. Then select the following

Global Settings

Genera

Data Format

Edit Report Setting

Calculation Setting Name *Rzquirad

G Bk el Rearania Satiing
( Back to All Reparting Settings

Enter the Report

mpersonation >
° | New Report Sett ng‘

Settings name here.

Client Accounts

B
oilling Reporting Currency

Report
E US Dollar

ng

Fee Type

Return Type
O IRR @ Net of Fees

Select settings here.

Bond Yield

Current Yield on Price

Include Inceptionto D

Cover Page Options

[ Includz a Cover Pag

Nisclnsire

Display Accrued Intere:

age fo

ot

ate Return on Performance Reports

5. Click Save Changes.

Now that you've created report settings, you can assign those settings to the Roop

family. Do the following:
1.

Exercise 4: Assign report
settings to clients

From the Menu, select Clients & Accounts. The Clients & Accounts page opens.

MAORNINGSTAR Office =

Varkets Q. Search f

or Clients, Securities, Reports, and Research

CLIENT MANAGEMENT & ANALYSIS

1ent Reports
Prospects

ing
Redtail CRIM

Bi iractice by startin

ts under
lent

* Reporting

PRACTICE MANAGEMENT
* Workspace

;n:e-gl'a:'ons

Import

Click here to begin.

g & spreadsheet report on:

P
3

()

Your practice's overall
performance

[# Create Lists & Screeng

Market Value
T

MORNINGSTAR
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Creating and Setting Client Report Settings

Exercise 4: Assign report settings to clients

2. Hover the cursor over the Roop Family record, then from the Actions menu, select
Client. The Client menu opens.
Clients & Accounts
|Active Clients
) O [ Bport Al Column Set: Client Details v
| Name Market Value (USD} Market Value Date C
[_] » Morgan Family 0.00 — Clients
["] » Morgan, Flizabeth ] ‘ents|
[] » New Test Cleint fiction) ents
[ » Odra Family Client > [ Choose this option.
|| » Odro, Anthony and Margeurite Members >  ents
[] » Roop Family {complete ® ents
E _N ) Client Web Portal > —
[ | » Sample Client ents|
(] » Smith Create New Account =
[ | » Spice Family Generate Report ents
3. Select Edit Client Profile/Settings. The Edit Client window opens.
Clients & Accounts
Active Clients
2 Column Set: Client Details v
Name Market Value (USD) Market Value Date Cli
[_] » New Test Cleint (<) Client ents
(] » Odro Family e ents
- Edit Client Profile/Settings ) )
[_] » Odro, Anthony and Margeurite = ents Select this option.
[] » Roop Family © ents
[} » Sample Client ents
[ » Smith 7 ents
[ ] » Spice Family ents
4. In the Edit Client window, select the Settings tab.
5. From the Client Report Setting drop-down menu, select New Report Setting.
@ Note: Click the caret next to Preview Settings to review the settings you've just assigned.
Edit Client - Roop Family (
Profile Client Repart Setting
Choose how this praspective client's performance is calculzted for reports and your analysis
You can manage these setting groups in Global Settings
New Report Setting v . .
oo Sl Select this option,
Reporting Currency US Dollar Include Inception to Date Return on Performance Reports Yes
Retun Type IRR Include a Cover Page for All Reports No
Fee Type Net of fees Include Your Logo on the Cover Page No
Bond Yield Current Yield on Price Disclosure No disclosure statement
Display Accrued Interest Yes
6. Click Save.

MORNINGSTAR
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Generating and Viewing Client and Account Reports Overview
Generating and Viewing Client and Account Reports
With Momingstar Office Cloud, you can generate reports quickly to prepare for client Overview
meetings or to evaluate accounts and portfolios. Once generated, you can share the
reports with your clients either during an in-person meeting or by quickly uploading the
reports to the Client Web Portal.
In this section, you will learn how to do the following:

» run a client-level report (page 16)

» run an account-level report (page 19)

» run a Quick Snapshot report (

» enable popup blockers (page 20)

» view, download, print, email, and publish a report to a Client Web Portal (page 23)

» upload a report (page 25)

» change report or uploaded document assignment (page 27)

» remove client from report or uploaded document assignment

» create a report folder (page 30)

» manage report folders (page 31)

» download multiple reports at once (page 33)

» archive a report (page 34)

» restore an archived report, (page 35), and

» delete a report. (page 36).

Morningstar Office Cloud August 2020 16
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Generating and Viewing Client and Account Reports

Exercise 5: Run a client-level report

In a client-level report, all of a client’s accounts are aggregated into a single report. The
report provides an overall look at the client’s entire portfolio. In this exercise, you will
run the Client Return Summary for the Sample Client.

< Note: The Sample Client is included as part of your new subscription.

To run the Client Return Summary, do the following:

1. From the Menu, select Clients & Accounts. The Clients & Accounts page opens.

=  Home

Hom

e

EXPLORE

Morningstar Research

CLIENT MANAGEMENT & ANALVSIS

MAORNINGSTAR O ffice =

Q, Search for Clients, Securities, Reports, and Researc

Clients & Accounts

hent Reports
Prospects
Billing ractice by starting a spreadsheet report on
Redtail CRM =

s under T
* Reporting ient [QO;
PRACTICE MANRBEMENT
ntegrations [# Create
Import

Market Value

Securities Y

Click here to begin.

Your practice's overall
performance

Lists & Screeng

Name

Exercise 5: Run a
client-level report

MORNINGSTAR
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Generating and Viewing Client and Account Reports Exercise 5: Run a client-level report

2. From the Grid, locate Sample Client.
3. Hover the cursor over the Sample Client row, then click the Actions icon.

4. From the Actions menu, select Generate Report. The Generate Report window opens.

» Morgan Family ——— e
» Morgan, Elizabeth Actions
» New Test Cleint
- Client ?
» Odro Family
» Roop Family Members b
» Roop Family {complete) Client Web Portal b
» Sample Client Share
» Smith =
= : reate New Account
I Sppce: Fandly Select this option.
» Susan & David Gilmour Zo Read Only Generate Report
Convert to CRM
Upload Document

5. From the Select a Template menu, select Client Return Summary.

6. Inthe Report Name field, type a unique name for your Client Return Summary report
(if desired).

Generate Report (cancel) (D

Select a Template

Client Return Summary v

Report Name™ If desired, enter a unique
report name here.

Sample Client_ClientReturnSummary_23-09-2019

REPORT SETTINGS

End Date Cover Page

@ Last Month End (] Include Caver Page
O Last Quarter End

O Previous Month End

Other Report Options Display a Client's Accounts
Mask Account Numbers O In Aggregate

® Separatsly

7. Click Run. An alert opens, informing you that the report is generating. Once complete,
your report opens in a separate browser.

Morningstar Office Cloud August 2020 18
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Generating and Viewing Client and Account Reports

Exercise 6: Run an account-level report

An account-level report provides details on an individual account. In this exercise, you
will run the Performance Summary for the Sample Transactional Account.

To run the Performance Summary, do the following:

1. From the Sample Client row, click the arrow next to the Sample Client.
Accounts appear.

2. Hover the cursor over the Sample Transactional Account row. The Actions icon
appears. Click the Actions icon.

3. From the Actions menu, select Generate Report. The Generate Report window opens.

Exercise 6: Run an
account-level report

Current Linsup . .
- Quick Account Actions e
¥ Sample Client i
Sample Quick Account Edit holdinas
Sample Transactional Account o R L
= o Edit ac ofile/settings §
Delete account
L A

4. From the Select a Template drop-down menu, select Performance Summary.

5. Click Run. An alert opens, informing you that the report is generating. Once complete,
your report opens in a separate tab.

Generate Report

Select a Template

Perfarmance Summary ¥

Report Name*

Odro_PerformanceSummary_04-10-2020

AEPOAT SETTINGS

Primary Benchmark Secondary Benchmark @) Displa

Recommended Portfolio

Tertiary Benchmark QD Display
Start Date End Date
3 Months Aga v Month End ”

Return Type Fee Type
~ RR -

Select this option.

After selecting the Performance
Summary, click here.

Morningstar Office Cloud August 2020
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Generating and Viewing Client and Account Reports Exercise 7: Run a Quick Snapshot report

In some cases, you may want to run a Quick Snapshot report. This report includes the

same data categories as the Snapshot report, but it does not take account transactions
into consideration. Return figures and performance graphs for accounts and portfolios
go back 10 years. In addition, the Quick Snapshot report is FINRA-reviewed.

To run a Quick Snapshot report, do the following:

1. From the Sample Client row, click the arrow next to the Sample Client.
Accounts appear.

2. Hover the cursor over the Sample Transactional Account row. The Actions icon
appears. Click the Actions icon.

3. From the Actions menu, select Generate Report. The Generate Report window opens.

Exercise 7: Run a Quick
Snapshot report

Current Lineup . .
- Quick Account Actions e
¥ Sample Client n
Sample Quick Account Edit holdinos
Sample Transactional Account Go S R
= Gk Edit account profile/settings ]
Delete account
L * 1

4. From the Select a Template drop-down menu, select Snapshot.

5. In the Report Settings area, under Other Report Options, click Use Quick Account
Calculation Methodology.

Select this option.

Generate Report (_Cancel ) m

Morningstar Templates My Templates

Select a Template

Snapshot A, |

Report Name®

Client_Snapshot_08-26-2020

REPOAT SETTINGS

Cover Page

[_] Include Cover Page

Other Report Options

Select this report.

Select this setting.

6. Click Run.

Morningstar Office Cloud August 2020
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Generating and Viewing Client and Account Reports What do | do if my report does not open?

If you have blocked pop-ups and redirects for your browser, you must add What do | do if my

office.morningstar.com to the Allow area within browser settings. report does not open?

To allow pop-ups for Morningstar Office Cloud in Chrome, do the following:

1. In the browser header, click the rightmest icon. Then select Settings. The Settings
dialog box opens.

2. On the left-hand side of the Settings page, select Privacy and security.

el You and Google

8 Autofill

@  Privacy and security Select this option.
@  Appearance

Q, Search engine

BN Default browser

()  Onstartup

Advanced -

- m} X
@ Clients & Accounts | Morningstz: X +
&« C & office.morningstar.com/builder/#/workspace/portfolio/client account_oc/workbook/clients-and-portfolios-template/work... ¥
— " . "
—  Clients & Accounts er " O0OO0Omw I B
i . New tab Ctrl+T
Active Clients MNew window Ctrl+N
New incognito window  Ctrl+Shift+N
QO [7 Export A
- History 4
Downloads Ctrl+J
Name Client Report Setting Primary Benchmark Secor Bookmarks 3
[y
SmEameEs ST ~1 Zoom - 100% -+ 03
Cli t -
ol _ Print... Ctrl+P
Client Default - Lot
Marn larkst TRUSD  — hind it
ol _ More tools 4
e f Client 1 Client Default - Edit Cut Copy | Paste
New Test Cleint Global Default Global Default Globf ™ Settings
¥ Odro Family Global Default Global Default Glob el » Click here to start.
401(k) @ Client Default Client Default =
401k Client Default = b

Morningstar Office Cloud August 2020
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Generating and Viewing Client and Account Reports

What do | do if my report does not open?

3. On the Privacy and Security page, select Site Settings.

Settings Q, search settings

You and Google

Privacy and security

Gontrol what information websites can use and what content they can show you

Search engine

Autofill

Clear browsing data .
Privacy and security Clear history, cookies, cache, and more
Appearance Site Settings

Select this option.

Default brawser More

A ° = £ o

4. From the Site Settings area, select Pop-ups and Redirects.

Settings Q, Search settings

Pop-ups and redirects
Blocked

@

’ Select this option.

5. From the Allow area, click Add. The Add a Site box opens.

Settings Q, Search settings

4 Pop-ups and redirects Q, Search
Blocked (recommended)

Block

No sites added

Add

| Allow |

Add Click this button.

6. Inthe Add a Site text field, type office.morningstar.com. Then click Add. Close the

Settings tab.

Add a site

Site

office.morningstar.com

Enter the URL here.
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Generating and Viewing Client and Account Reports What do | do if my report does not open?

To allow pop-ups for Morningstar Office Cloud in Internet Explorer, do the following:

1. In the browser header, from the Tools menu, select Pop-up Blocker > Pop-up Blocker
Settings. The Pop-up Blocker Settings box opens.

& aboutblank L - & || @ Blank Page 11l Home | Morningstar - Indep... |
File Edit View Favorites m Help
Delete browsing history... Ctrl+ Shift-+ Del
InPrivate Browsing Ctrl+ Shift+P

Tum on Tracking Protection
ActiveX Filtering

Fix connection problems...

Reopen last browsing session

Add site to Apps
View downloads Ctrl+)

Pop-up Blocker > Turn off Pop-up Blocker | Click here to start
Windows Defender SmartScreen Filter Pop-up Blocker settings | '

Manage media licenses

Manage add-ons

Compatibility View settings

2. In the Address of Website to Allow field, type office.morningstar.com, then click Add.

Pop-up Blocker Settings *

Exceplions

- Pop-ups are curently blocked. You can allow pop-ups from specific
# .| websites by adding the site o the list below.
v

Address of website to allow:

office. momingstar.com| | | Add | Enter the URL here.

Allowed sites:

temove all

Motifications and blocking level
ay a sound when a pop-up I1s blocked
Z Show Notification bar when a pop-up is blocked
Blocking level

Medium: Block most automalic pop-ups w

Leam more about Pop-up Blocker Close

3. Click Close.

Continue to the next exercise to learn how to view the report from inside Morningstar
Office Cloud.
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Exercise 8: View, download, print, email, and publish the report to a

Generating and Viewing Client and Account Reports

Client Web Portal

At the end of Exercise 5 on page 16, your report opened in a separate browser. To view
the report from inside Morningstar Office Cloud, do the following:

1. From the Menu, select Reporting > Reports. The Reports page opens.

Exercise 8: View,
download, print, email,
and publish the report to
a Client Web Portal

—  Home

Home

EXPLORE
Morningstar Research

Markets

Clients & Accounts

MOORNINGSTAR O ffice =

QL Search for Clients, Securities, Reports, and Research..

CLIENT MANAGEMENT & ANALYSIS

1ent Reports

Prospects

Billing ractice by starting a spreadsheet report an

Redtail CRM tg undar — Your p 's guarall __ Unraa

¥ Reporting lent [ ) performance W for all
Reports

Batch Schedules

Presentation Studio

Click here to start.

2. To view the report, click the report name. The report opens as a PDF in a separate
browser tab or window.

Reports

0 Selected

_|_

Create New Folder

i

....... Status Type Target Client Name
erformanceSummary_. Performan. Sample Transactio 3ample Client Account Click this report
ent_ClientReturnSumma Cliznt Ret Sample Clign Sample Client Clignt

< Note: The most recently run report appears at the top of the list.

MORNINGSTAR
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Exercise 8: View, download, print, email, and publish the report to a

Generating and Viewing Client and Account Reports Client Web Portal

3. Onthe header, use the icons to print or download the report to your local drive.

Use these icons to
print or download
Client Return Summary: Net of Fees
Sample Client BRTENDE e
b
Client Return vs. Benchmark Cumulative Client Return (Time Weighted) Asset Allocation
ClentRetun M Primary Benchmark Rewm% M CllentRetum = Prinary Benchmark Retum % PR prmn—
Y | SHatss e e
: — . g =
i w  om
(FerodfnToWars 70 Ti¥ew  Tovous ToVems Tinrwbue o Tote 518 AU R
S — w e e az =
e . o on 089 20 s 0 w8 &0
ol s @z o0 2% P P 2% 2% 2 351
4. To publish the report to the Client Web Portal, frtom the Client Return Summary row’s
Actions menu, select Publish to Client Web Portal.
—  Reports
|:‘ Name Type Target Client Name
[:\ 1 Client Return Summary Individual Sample Client Sample Client
[7] 2 Batch Report arrent Statement Lambert Family
— Actions ;
[_] 3 Batch Report arrent Statement Lambert Family
|:\ 4 Snapshot Report Publish to Client Weh Porta Jrrent Statement Lambert Family
[] 5 Snapshot Repart o . Jrrent Statement Lambert Family Select this option.
= Downloa
[_J 6 Performance Summary imple Client Sample Client
[1 7 Performance Summary Vove to... smple Client Samnle Client

To learn more about the Client Web Portal, read Using the Client Web Portal.
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Generating and Viewing Client and Account Reports

Exercise 9: Upload outside documents to Marningstar Office Cloud

In some cases, you may want to bring an outside document into Morningstar Office
Cloud, such as a quarterly newsletter or market commentary. Once uploaded, you
perform the same tasks as a report generated within Morningstar Office Cloud, such as
moving the document into folders, archiving, and publishing to the Client Web Portal.

Uploaded reports must be under 10 MB. The following file types can be uploaded into

the platform:
File Type File Extension
Microsoft Word document .doc
Microsoft Work 2007 document .docx
Microsoft Excel workbook Xls
Microsoft Excel 2007 workbook Xlsx
Adobe Acrobat file .pdf
Microsoft XPS document XpS
Text file xt
Bitmap image .bmp
GIF image .gif
JPEG image Jpeg
PNG image .png
Zip file 2ip

To upload an outside document into Morningstar Office Cloud, do the following:

1. From the Menu, select Reporting > Reports. The Reports page opens.

EXPLORE

Morningstar Research

Markets

CLIENT MANAGEMENT & ANALYSIS

Clients & Accounts

MORNINGSTAR Office —

Exercise 9: Upload
outside documents to

Morningstar Office Cloud

—  Home
Home .

Q_ Search for Clients, Securities, Reports, and Research..

1ent Reports

Batch Schedules

Presentation Studio

Prospects

Billing ractice by starting a spreadsheet report on:

Fedteil CAM ts under — Your ica's ovarall Unrea

¥ Reporting lent \ U perﬁ]:mance :-:j,-' for all
Reports

Click here to start.

MORNINGSTAR
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Generating and Viewing Client and Account Reports Exercise 9: Upload outside documents to Marningstar Office Cloud

2. Onthe header, click Upload. Your system'’s File Explorer opens.

OSelected | T | v Click this button.

Upload :
Name Status Type Target Client Name
Falder 14 Test11
Falder 1A Test11

3. Navigate to the document you want to upload. Then click Open. The Assign Client

box opens.
[ Open x
<« v + OneDrive - MORNINGSTARINC » Market Commentary v | @ Search Market Commentary pel
Organize « MNew folder Bz« [N 9
A Name Date modified Type
3 Quick access
B Desktop | B2 MarketCommentany01_2020 1/16/2020 11:06 AM  Microsoft Word D...I
4 Downloads +
|| Documents *
&=/ Pictures +
Training +
AWSOE -
Training Guides_PC.CL +
@ Office Announcements +
ClientComm # 10 5
File name: <] [aries ~ Click here to select
o= ] a document.
Open Cancel

4. If you are using an administrator login, from the Select Advisor drop-down menu, select
the advisor to upload the report to.

5. Click inside the Search for clients field. A new menu opens.

6. Select All Clients/Prospects or type the individual client(s)/prospect(s) you want to
include.

EESsSSEa———

Almost Done
You need to assign at least ane client before
uploading "Current Statement.xlsx". 12
All Clients
Assign Client(s) )
All Prospects
L Search for clients I—
[ Publish o Client Web Porta CLIENTS
Chris Bayly
(_Cancel ) Haba Family Select the clients or
Jenniter Roon prospects you want

upload for here.

Mot 7,

o

@ Note: To publish to the selected client’s Client Web Portal immediately, check the box next to
Publish to Client Web Portal/

7. Click Upload. The outside document is available at the top of the Reports page.
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Generating and Viewing Client and Account Reports

Exercise 10: Change the assignment of a report or uploaded document

You may need to reassign a report or uploaded document or assign a report or
uploaded document to multiple clients. To reassign or assign reports and uploaded

documents to multiple clients, do the following:

Exercise 10: Change the
assignment of a report or
uploaded document

1. From the Menu, select Reporting > Reports. The Reports page opens.

—  Home

Home
MORNINGSTAR Office <
Morningstar Research
e Q) Search for Clients, Securities, Reparts, and Research..
CLIENT MANAGEMENT & ANALYSIS
Clients & Accounts
1ent Reports
Prospects
Billing iractice by starting a spreadsheet report on:
Aedtail CAV tsunder : . Your practice's-overall Unsea
¥ Reporting tent L) performance N/ toralll ik here to start.
Reports
Batch Schedules
Presentation Studio

2. Hover the cursor over the report for which you want to change the assignment. The

Action menu opens.

3. Select Managed Assigned Clients. The Managed Assigned Clients box opens.

= Reports

0Selected + 1

MORNINGSTAR

Name Status Type Target
Ny r
B Marke mentary & Ready
[21 Haba_Snapsher NA-02.7070 Bezd
‘e Actions Matt Zook

= Alsert Einste Albert Einstein

Publish to Client Web Porta

Manage Assigned Clients Select this option.

Download
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Generating and Viewing Client and Account Reports Exercise 10: Change the assignment of a report or uploaded document

4. In the Search for Client field, enter an individual client/prospect or select
All Clients/All Prospects.

Manage Assigned Clients (Cencel )

Assigning clients to a file allows you to find files by client name.

A Search for a Client | Enter an individual
clientor prospect here.
e
He Select these options
All Prospects to assign to all
A - clients or prospects.

The Advisor's Clients

Rotg ranmy

Sample Client sample.client@maorningstar.com

Shez Family shea@mailinator.com

5. Click Save.

To validate the change to a report or uploaded document assignment, locate the Client
Name column within the Reports grid.

OSelected T v Filter

Name Status Trne Torget Client Name: Bl Client Name

Folder Q, Search for Client

" Select these options
to assign to all
clients or prospects.

Billing Su

el (0/9]

int
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Generating and Viewing Client and Account Reports Exercise 11: Remove a client from a report assignment

In addition to assigning clients to report, use the Managed Assigned Clients feature to Exercise 11: Remove a
remove a client from a report or uploaded document assignment. Do the following: client from a report

1. Hover the cursor over the report for which you want to remove a client. The Action assignment

menu opens.

2. Select Managed Assigned Clients. The Managed Assigned Clients box opens.

= Reports
0Selected + 1

Name Status Type Target

® Ready
nA-NG_707N Readu
Actions ch Matt Zook
ng Su...  Albert Einstein
Publish ta Client Web Porta
\anage Assigned Clients | Select this option.

Download

3. Hover the cursor over the client you want to remove. Then click the X icon.

Manage Assigned Clients (L )

Assigning clients to a file allows you to find files by client name.

Q. Search for a Cli

@

nt

Name Email

Alison Bayly X Click this icon.

Bob Smith

Chris Bayly

Haba Family haba@mailinator.com
Jennifer Roop
Matt Zook mzook@gmail.com

Roop Family
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Generating and Viewing Client and Account Reports Exercise 12: Create a report folder

Create folders to keep your Reports page organized. Once created, you can move Exercise 12: Create a
existing reports into the new folder. To create folders, do the following: report folder

1. From the Menu, select Reporting > Reports. The Reports page opens.

MOORNINGSTAR Office =

Morningstar Research

i

Markets

B
Q_ Search for Clients, Securities, Reports, and Research...
P

CLIENT MANAGEMENT & ANALYSIS

Clients & Accounts

1ent Reports
Prospects

Billing ractice by starting a spreadsheet report an

Hedtail CRM

s under Your ica's puarall Unzaal

- ( d) Il _'_7 )
¥ Reporting tent performance N/ forall glick here to start.
Reports

Batch Schedules

Presentation Studio

2. Onthe header, click the Create New Folder icon. A dialog box opens.

Reports
OSelected | + | ° v Click this icon.
Create New Folder i
....... Status Type Target Client Name
& Clignt_PerformanceSummary_ Performan... Sample Transactio... Sample Client Account
5] Client_ClientReturnSummary__ . Client Ret Sample Client Sample Client Client
3. Inthe Untitled Folder text field, type Sample.
What would you like to name this folder?
Sample Type your folder
name here.
. By
4. Click Save. Remain on the Reports page.
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Generating and Viewing Client and Account Reports How do | manage folders after | create it?

Once created, use the Actions menu to manage each folder, including the How do | manage
following tasks: folders after I create it?

» Rename the folder

» Move the folder into an existing folder
» Archive the folder, and

» Delete the folder.

To access the Actions menu, hover the cursor over the folder your want to manage.
Then make a selection from the Actions menu.

0Selected -+ 1T
Mame Status Type Ta
: e I—@rl FDFdEr Click this menu to
012019 Frlder manage the folder
3 k Actions £ D
B h Ex
B Rename folder n o
B Download En Sl
& love to s i
3 p— h Co
B Archive h R
(31 Odro_Ouarte Delete ul M
(B O Lnre s a  m—— , watth 0q

In this exercise, you will move the report you created in Exercise 5 on page 16 into the Exercise 13: Move a
Sample folder. To move a report into a folder, do the following: report into a folder

1. From the Report page, select the Client Return Summary report. Then click the Move
To icon. The Move Items box opens.

Thebuhdl] o |E| = T Select this
—} Name Move to.. Type Target Client Name Report Level  Advisor repor_t, t_hen Bl
J on this icon
B Sample
anceSummary .. Sample Transactio...  Sample Client Account
tReturnSummary_ Sample Client Sample Client Client

Morningstar Office Cloud August 2020
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Generating and Viewing Client and Account Reports

How do | filter reports?

2. From the Move Items dialog box, select the Sample folder.

Click to select the folder
you want to move the

Move 1 item(s) to ... Cancel )
= New Folder 2
B Sample o |
B Test Folder
report into
3. Click Move.

In some cases, you may need to locate a report your created earlier, or group all the
reports you've created for a single client or date range together. Reports can be filtered
according to the following:

» Client Name
» Date Range
» Report Type
» Client Level

You can apply more than one filter at a time, and the number of reports on the page
will reduce as you add more fields.

How do I filter reports?

\:‘ Client Position Summary
(] client Return Summary
[ current vs. Model
\:| Performance by Security
\:‘ Performance Su:
\:‘ Portfalio Un
D Presentation Studio
[ Snapshot

[ xr:

Gains/Losses

\:‘ Assets Under Management
\:‘ Practice Performance Summary

\:‘ Practice Unrealized Gain/Loss

Use these fields

1%elected - 53 [ M Filter
Name Tree Target Client Name Report Level  Advisor Client Name
Falder he Ad h for Client
y_ Performan Sample Transactio Sample Client Account 25
B Client_ClientReturnSummary_ ClientRet...  Sample Client Sample Client Client James to filter your
Date Range
reports
IMODAYY o
Report Type
D Batch
D Billing Summary

MORNINGSTAR
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Generating and Viewing Client and Account Reports

Exercise 14: Download multiple reports at once

In the exercises above, you practiced generating a client report and an account report
for Sample client. You also created a report folder and moved the client report into it.

In this exercise, download the Performance Summary report and the Sample folder at
once. Once downloaded, reports are compiled in a zip folder, located at the bottom of

your screen. Do the following:

1. From the Menu, select Reporting > Reports. The Reports page opens.

—  Home

Home

EXPLORE

Morningstar Research

Markets

CLIENT MANAGEMENT & ANALYSIS

Clients & Accounts

MOORNINGSTAR O ffice =

Exercise 14: Download

multiple reports at once

QU Search for Clients, Securities, Reports, and

1ent Reports

Batch Schedules

Presentation Studio

Prospects
Billing ractice by starting a spreadsheet report an
Aedtal CAV ts under - Your practice's-ovarall Usnisa
¥ Reporting lent [ ) performance
Reports

foralll  Click here to start.

2. Select the Performance Summary and the Sample folder, then click the
Download icon.

Search for Clients, Secu

B Sample
8] Client_PerformanceSummary_

Type

Falder

Performan

Target Client Name Report Level Advisor Name
The Advisor
Sample Transactio...  Sample Client Account James Lenhoff

3. Your reports will generate inside a zip folder on the bottom of your screen. Click the
folder and save to your local drive.

2Selected L B3 {E (il
Name
B Sample

B Client_PerformanceSummary_

Type

Folder

Performan

Search for Clients,

Target Client Name Report Level Advisor Name
The Advisor
Sample Transactio Sample Client Account James Lenhoff

After selecting
multiple reports,
click this button.

Secu

Click this folder and
save to your local drive.

Reports.zip ~

MORNINGSTAR
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Generating and Viewing Client and Account Reports

Exercise 15: Archive a report

If you want to remove a report from the Reports page, use the Archive feature.
Archiving will remove reports you no longer want to include in your master reports
list, however, it will not permanently delete the report. You can view all archived
reports and return them to the Reports page when needed. To Archive a report, do

the following:

1. From the Menu, select Reporting > Reports. The Reports page opens.

—  Home

Exercise 15: Archive
a report

Batch Schedules

Presentation Studio

Home
MORNINGSTAR Office =
Morningstar Research
Markets Q. Search for Clients. Sec es Renorts and Research
{ Search for Clients, Securities, Reports, and Research..
CLIENT MANAGEMENT & ANALYSIS
Clients & Accounts
1ent Reports

Prospects
Billing iractice by starting a spreadsheet report an
Redtail CRM ts under P Your p 's ouarall i v Ilnrea
¥ Reporting lent [ L) performance o forall

Reports

Click here to start.

2. To archive the report, click the checkbox next to the report name, then click Archive.

Client Name Report Level Advisor

The Ad

rfarman. Sample Transactio... Sample Client Account James
Sample Client Sample Client Client James

Select this report, then
click this icon.

MORNINGSTAR
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Generating and Viewing Client and Account Reports How do | view or restore archived reports?

To view reports you have archived, do the following: How do | view or
restore archived reports?

1. On the Reports page, click the Actions icon, then select View Archived Reports. The
Archived Reports page opens.

0Selected Ll | Filter

More Actions Type Target Client Neme

Select this option.

Client Name

2. To restore a report, hover the cursor over the Client Return Summary, then
click Restore.

Name Archived Date Type Target
A

4 Restore 01/17/2018, 16:12:00 Batch MARI SISIC Click this button

To learn how to run a report for multiple clients at once, read Creating Batch Reports.
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Note: After you click Delete, you have the option to immediately undo
the deletion. If you do not click undo, the report is permanently Exercise 16: Delete a Report

In addition to archiving reports, which you are able to restore, you can also delete Exercise 16: Delete
reports from your report folder. Once deleted, you will not be able to restore the report. a Report
To delete a report, do the following:

1. From the Menu, select Reporting > Reports. The Reports page opens.

—  Home

Home

MOORNINGSIAR Office =

Morningstar Research

e Q) Search for Clients, Securities, Reparts, and Research..

CLIENT MANAGEMENT & ANALYSIS

Clients & Accounts
1ent Reports
Prospects

Billing ractice by starting a spreadsheet report on:

Aedtail CAV tsunder — Your practice's-overall Unsea

¥ Reporting lent U ," performance NI for all

Click here to start.

Reports

Batch Schedules

Presentation Studio

2. To delete the report, click the checkbox next to the report name, then click the
Delete icon.

Select this report, then
click this icon.

Report Level

Note: After you click Delete, you have the option to immediately undo the deletion. If you do not click undo, the report is permanently deleted.
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