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Setting Alerts for Investments Overview

Setting Alerts for Investments

In this guide, you will learn how to create alerts in Office® Cloud to receive a Overview
notification when the alert is triggered. By setting an alert, you ensure you are notified

when a significant change —such as a manager change or Morningstar Rating™

change —happens to an investment in a list you've saved.

e /7 7 " [

-
Home > set is triggered, a
MOORNINESTIR Office & notification appears here.
Morningstar Research
Markets (a
Clients & Accounts L
ents & Accoun ice Management Reports
Prospects
Billing sights into your practice by starting a spreadsheet report on:
il G S5 Yourassets under 4 Yourpractice’s overall /4 Unrealized gains & losses
» Reporting 7/ management L O ) performance /‘ for all your clients
 Workspace
Lists & Screens is [# Create Lists & Screens [# Create v

When you see that an alert has been triggered, you can do the following:

» see what value triggered the alert and what the new value is for the investment
» read a Morningstar report or research about the investment(s) in question, or
» open the investment in a data set to conduct further analysis.

In this manual, you will learn about the following:

» When is an alert triggered? (page 5)

» Exercise 1: Subscribe to an alert for an existing list (page 5)

» Exercise 2: Subscribe to an alert for a new list (page 7)

» What are the notification options in a Morningstar Manager Research alert?
(page 9)

» Exercise 3: Subscribe to an alert for Morningstar Manager Research (page 10)

» How can | view multiple Morningstar Manager Research alerts from a daily or
weekly email? (page 11)

» Exercise 4: Change a list's or security’s alert settings (page 12)

» What happens to alerts if a list is removed? (page 14)

» Change an alert type’s settings (page 15)

» Exercise b: Respond to an alert notification (page 17)

» Exercise 6: Explore a price alert notification (page 18)

» Exercise 7: View past alert notifications (page 19)

» Exercise 8: Mark all notifications as read (page 21)

» Exercise 9: Mark an individual notification as read or unread (page 22)

» Exercise 10: Filter the display of notifications (page 23)

Marningstar Office Cloud March 2020 4
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Setting Alerts for Investments

When is an alert triggered?

» What are the alert types? (page 24)
» How can | use the Research area with Morningstar Manager Research alerts?

(page 29)

» Exercise 11: Create a Morningstar Manager Research alert in the Research area

(page 25)

» Exercise 12: Modify a Momingstar Manager Research alert in the Morningstar
Research area (page 28)

A notification message is displayed in the header of web-based Morningstar Office
Cloud as soon as an alert is triggered. The timing of this depends on the type of alert.

For example, an alert for a

change to the Morningstar Rating cannot happen until

month-end processing is complete and new Morningstar Rating statistics are available
for all funds. Other alerts, such as that for a manager change, are triggered as soon as

the information is available in the Morningstar database.

< Note: With a Morningstar Manager Research alert. you can specify how often you want to

receive a notification. See Exercise 4 on page 12.

You can subscribe to alerts for the following:

» an existing list (Exercise 1 on page b5), and
» anew list you have just created (Exercise 2 on page 7).

The first step is to subscribe to alert notifications. You can choose the alerts to be

notified of, and the lists to
list, do the following:

monitor. To subscribe to an alert notification for an existing

1. From anywhere in Office Cloud, in the header, hover the cursor over the Menu icon, then
select Lists & Screens. The Lists & Screens page opens.

= | Home

Home
EXPLORE

Morningstar Research

Markets

CLIENT MANAGEMENT & ANALYSIS

Clients & Accounts

MORNINGSTAR Office <

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

‘ractice Management Reports

Prospects
Billing ain insights into your practice by starting a spreadsheet report on
fletalcilt Your assets under ~ :‘/\ Your practice's overall _'7
* Reporting management { T} performance NG,
PRACTICE MANAGEMENT
¥ Workspace

Lists & Screens | lients [ Create Lists & Screens

Madels

Custom Benchmarks

ame Market Value Name
h A—

Unreali
for all

When is an
alert triggered?

Exercise 1: Subscribe
to an alert for
an existing list

Notice the highlighted selections.
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Setting Alerts for Investments

Exercise 1: Subscribe to an alert for an existing list

2. Forthe list to be subscribed to, hover the cursor over the list's row and click the Actions
icon. From the Actions menu, select Add/Edit Alerts. The Add Alerts window opens.

Lists & Screens

|:| Name

(%]

Marningstar Prospects

(&3]

Ultimate Stock Picker

O000odod

Equity Watch List

Morningstar Open Inde. ..

Type

[@] Lt
Notice the highlighted selections.
Actions
Rename
Share
Add/Edit Alerts
Delete

3. When you locate an alert type you want to associate with the list, do the following:

» Click its slider, and

» Select your preferred delivery methed(s) (In App and/or Email).

< Note: If you deselect In DirectOffice, you will not receive notifications as described in

this guide.
Add Alerts: Blockchain ( Cancel )
- Advisor Change This slider is in the

You will be notified if the individual or in On position.
employed by the company who takes pi

managing the fund changes. L—

ETF  LIST MANAGED PRODUCT/FUND
Annual Report Adjusted Operating Expense Ratio Change n-Aop Email
You will be notified when the percentage of fund assets paid

rating expenses and managemen nges. The LT TS
expense ratio typically includes the follo s of fees Daily You can select both In
accounting, administrat ' Office and Email.
directors, custodial, distrib lega
sub-advisor, and transfer agency. The ratio does

reflect fee waivers in effect during the time period, and does

not include interest and dividends on bo d securities

The expense ratio does not reflect the fund's brokerage costs

or any investor sales charges

ETF LIST MANAGED PRODUCT/FUND

Morningstar Office Cloud March 2020 6
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Setting Alerts for Investments Exercise 2: Subscribe to an alert for a new list

4. Scroll down to see more alert types.

< Note: Each alert type includes a description.

5. When you have finished selecting alert types and delivery methods, click Save.

You can also subscribe to alert notifications after creating a new list. To subscribe to an Exercise 2: Subscribe to
alert notification for a new list, do the following: an alert for a new list

1. Create a new list or open an existing one to use as the basis for a new list.

2. When you are satisfied with the list's contents, from the Lists & Screens menu, select
Save (for a new list) or Save As (for an existing list you have edited). A dialog box opens,
prompting you to enter a name for the list.

Untitled List — Edited v

If you are creating a new list,

o this field displays Untitled List
List Actions 1 Set. Manager Research FRead Only v —Edited.
Open Tatal Ret % Rank  Marningstar
B Save Morningstar Cat 3¥ mo-end  Rating 3Y {mo-
Name kT Category [mo-end] end)
[ S Changes to your list will also show up in the
AB Discovery Grc fleskiop edifion; JBNM  Mid-Cap Gro... 19 A
2 AllianzG NFS i B Import List FE Mid-Cap Valuz 1 ek
3 American Centut + Create Mew List 3889 Mid-Cap Value 35 dodkkk
4 BlackRock Mid-C + Create New Screen 129 Mid-Cap Gro... G drkokok
5 Columbiz Mid C: J6PS  Mid-Cap Blend 61 ok
& Diamond Hill Mic Ve Mid-Cap Valug 93 ok

3. Name the list and click Save. A dialog box opens, prompting to you add alerts.

Enter a name to save changes

Mid-Cap Funds |

Use a unique name.

4. Click Add Alerts. The Add Alerts window opens.

The list has been saved successfully.

Click here.

e g e mee o

Marningstar Office Cloud March 2020 7
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Setting Alerts for Investments

Exercise 2: Subscribe to an alert for a new list

5. Locate an alert type you want to associate with the list, then do the following:

» (lick its slider, and

» Select your preferred delivery method(s).

< Note: A Morningstar Manager Research alert offers additional delivery options, See What are
the notification options in a Morningstar Manager Research alert? on page 9.

Add Alerts: Mid-Cap Funds

[ Cancel ) (S

) Advisor Change
You will be notified if the individual ar individuals who are
employed by the company who takes primary respansible for

managing the fund changes.

ETF  LIST MANAGED PRODUCT/FUND

Annual Report Adjusted Operating Expense Ratio Change
You will be notified when the percentage of fund assets paid
for operating expenses and management fees changes. The
expense ratio typically includes the following types of fees:
accounting, administratar, advisor, auditor, board of
directors, custodial, distribution {12b-1}, legal

organizational. professional, registration, shareholder
reporting, sub-advisor, and transfer agency. The ratio does
reflect fee waivers in effect during the time period, and does
not include interest and dividends on borrowed securities.
The expense ratio does not reflect the fund's brokerage costs

or any investor sales charges

ETF  LIST MANAGED PRODUCT/FUND

This slider is in the On position.

|

In-App Email

FREQUENCY

You can select both
In-App and Email.

Daily

6. Scroll down to see more alert types.

7. When you have finished selecting alert types and delivery methods, click Save.

MAORNINGSTAR
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What are the notification options in a Morningstar

Setting Alerts for Investments Manager Research alert?
If you subscribe to a Morningstar Manager Research alert, you are notified when What are the notification
Morningstar analysts release new research mentioning your tagged securities or lists. options in a Morningstar
You can select how often you want to receive an alert notification and how you want Manager Research alert?

the alert notification to be delivered —in the application or in your email. The details
are described in this table:

Delivery Method Notification Frequency

In-App Immediately: Receive an alert notification as soon as
the information is published.

Daily: Receive only one notification a day. A daily
notification might include multiple alerts.

Email Immediately: Receive an alert notification as soon as

For more information about email the information is published.

alerts, see How can | view Daily: Receive only one notification a day. A daily

multiple Morningstar Manager | potification might include multiple alerts.
Research alerts from a daily or
weekly email? on page 11. Weekly: Receive only one notification a week. A weekly

notification might include multiple alerts.

@ Note: The email comes from
MorningstarOfficeNotifications.

Keep the following in mind when selecting daily or weekly notifications:

» Daily notifications are sent at 6 a.m. (Chicago time) and only when one or more
alerts have been triggered in the previous 24 hours.

» Weekly notifications are sent on Thursdays at 10 a.m. (Chicago time) and only
when one or more alerts have been triggered in the previous seven days, and

» If an alert has not been triggered during the time period, you will not receive
a notification.

Marningstar Office Cloud March 2020 9
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Setting Alerts for Investments Exercise 3: Subscribe to an alert for Momingstar Manager Research

Do the following: Exercise 3: Subscribe to

1.

an alert for Morningstar

Create an alert for a new or existing list, as you did in Exercise 1 on page 5 and
g / pag Manager Research

Exercise 2 on page 7.

When the Add Alerts dialog box opens, scroll down to Morningstar Manager Research
and click its slider.

) Maorningstar Fixed Income Style Box Change
You will be notified if the Fixed-Income Style Box changes.
Marningstar classifies bond funds in its style box based on
their sensitivity to interest rate by the average effective
duration of the fund's holdings and their average credit
quality based on letter (or alphanumeric) credit ratings of
bond heldings by third party credit rating agencies.

ETF LIST MANAGED PRODUCT/FUND

) Morningstar Manager Research The alert types are listed alphabetically.
You will be notified when Morningstar's analysts release
new research that mentions your securities. This includes
Global Fund Reports, Analyst Notes, sustainable investing
pieces, and white papers and commentaries.

ETF EQUITY LIST MANAGED PRODUCT/FUND

Select one or bath of the following for the notification method:

» In-App, and/or
» Email.

If you have chosen to be notified in-app, select how often you will receive notifications.
The options are as follows:

» Immediately, or
» Daily.

< Note: To learn more about the notification options, read What are the notification options in a
Morningstar Manager Research alert? on page 9.

Marningstar Office Cloud March 2020 10
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How can | view multiple Momingstar Manager Research alerts from a

Setting Alerts for Investments

daily or weekly email?

5. If you have chosen to receive notifications via email, select how often you will receive

deliveries. The options are as follows:

» Immediately,
» Daily, or
» Weekly.

< Note: To learn more about the notification options, read What are the notification options in a

Morningstar Manager Research alert? on page 9.

(C® Mormingstar Manager Research

You will be natified when Morningstar's analysts release
entions your securities. This includes
alys

new research th

Global Fund Rep tainable investing

pieces, and white papers and commentaries

ETF  EQUITY LIST MANAGED PRODUCT/FUND

Email |

O Immediately

Weekly delivery is available
only when you select Email.

6. Click Save. A message opens, notifying you that the alert has been saved.

If you have selected Daily or Weekly email notifications, and multiple alerts have been
triggered, the email contains only a single document. In that document, you find a link

to each triggered alert. You must click each link to view an individual alert.

You can also access all the alerts at once. The email contains a “Click here” link to the
Alerts page in the Morningstar Research area. By clicking that link, you can view all

your triggered Morningstar Manager Research alerts together.

How can | view multiple
Morningstar Manager
Research alerts from a
daily or weekly email?

MAORNINGSTAR

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

"



Setting Alerts for Investments

Exercise 4: Change a list’s or security’s alert settings

When you first subscribe to alert notifications for securities or lists, you choose which
alerts to activate and how to be notified (either in the application or via Email). You can
later decide to modify the alert settings, such as which alerts to monitor, how to be

notified, and what threshold needs to be met (for certain alert types).

Exercise 4: Change a
list's or security's
alert settings

Before adding, editing, or deleting an alert from a list, it can be helpful to know the

list’s contents.

In this exercise, you will view a list's contents and then change its alert settings.

To modify alert settings, do the following:

1. From anywhere in Office Cloud, in the header, click the Netifications icon. The

Notifications flyover opens from the right.

Home

ExPLORE

MORNINGSTAR Office =

Mormingstar Research

Markets Q

CLIENT MANAGEMENT & ANALYSIS

Clients & Accounts L
ice Management Reports
Prospects

Billing sights into your practice by starting a spreadsheet report on:

Redtail CRM ~
Your assets under v

management Loy

Your practice’s overall
performance

> Reporting (2) forall yourclents

PRACTICE MANAGEMENT

¥ Workspace

Lists & Screens is % Create Lists & Screens

Unrealized gains & losses

¢ Creste v

Click thisicon.

2. At the top of the flyover, click the Settings icon, then from the Settings menu, select

Notification Settings. The Notification Settings page opens.

Settings

Notification Settings

MRNINGSTAR Office <

Notifications ¢ % g

Note the highlighted

et Gilead Apart .
selections.

Mark all as read

3. Do one of the following:

» If you are changing a list's alert settings, go to step 4 on page 13.
» If you are changing a security’s alert settings, go to step 6 on page 13.

MAORNINGSTAR
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Setting Alerts for Investments Exercise 4: Change a list’s or security’s alert settings

4. Before changing a list's alert settings, it can be helpful to first review the list's contents.
Hover the cursor over the list row. View List appears to the right of the list name. Click
View List.

< Note: From View List, you cannot make changes, such as delete a security.

Notification Settings

ot L E ‘ List & Security View
Fesearch This view shows your list and securities that have alerts set up. Click on a row to edit the alert notifications you're receiving is selected
by default.

Name dentifier Type Number of Alerts

"

Blockchain] \ List 1 X

Janus Henders LR T[T X Open End Fund ] -

Janus Henderson US I ] % Open End Fund 1 C_“Ck here to_ §

Mid-Cap Funds st i display the list's

T. Rowe Price Blue Chig X Open End Fund 1 contents.

Scroll down to
see more of
the list.

5. Click away from the list to close it.

Now you can decide whether to change the list's alert settings, knowing it will affect the
notifications you receive about the list's securities.

6. Click a security or list to edit its alert settings. The Edit Alerts window opens.

—  Notification Settings

Research This view shows your list and securities that have alerts set up. Click on a row to edit the alert notifications you're receivin

Ea\re dentifier Type Number of Alerts

Advance Auto Parts Inc AAP Equity 4 X

Blockenam = List 1 This stock is selected.
Janus H. JNGIX Open End Fund 1

Janus Henderson US Managad Volatility JRSIX Open End Fund 1

Mid-Cap Funds = List 1

T. Rowe Price Blue Chip Growth TRBCX Open End Fund 1

Marningstar Office Cloud March 2020 13
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Setting Alerts for Investments What happens to alerts if a list is removed?

7. Locate the alert you want to change. You can change any or all of the following:

» Click the slider to the left of the alert's name to enable or disable the alert
» Add or remove a delivery method, and
» Modify other settings specific to that alert type, such as a threshold.

Edit Alerts: Apple Inc ( Cancel ‘

You will be notified if the name of a security changes ~

EQUITY ETF INDEX LIST MAMNAGED PRODUCT/FUND

(_@® Percent Change from Last Close Price UporDown V10000 % In-App [ Email
You will be notified if the price of the security increases + Add anather threshold Some alert FYDBS
and/or decreases from it's last closing price by the AeeEnt - FREQUENCY I’EQQII’E additional
percentage you specify. This alert is currently available for Immediately settings, such
US stocks/ETF only and is sent on a 13-minute delay. This as a threshold.
alert type will not be available if you have selected more
than one security at a time.
EQUITY  ETF
(@ Ticker Change In-App [ Email
You will be notified if the ticker assigned by the exchange on
which an investment trades changes. it LTS
Immediately

EQUITY ETF LIST MANAGED PRODUCT/FUND

8. When you have finished editing the alerts, click Save.

If you delete a list for which alerts have been set (or if a list someone shared with you is What happens to alerts
subsequently unshared), then the alerts for that list are also removed from the Alerts if a list is removed?
page. The next time you visit the Notification Settings page, you will see a message

noting that this change has taken place.

Marningstar Office Cloud March 2020 14
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Setting Alerts for Investments Change an alert type's settings

If you decide to change an alert type's setting or the lists or securities it is associated Change an alert
with, use the Alert Type View. type's settings
Do the following:

1. From anywhere in Morningstar Office Cloud, in the header, click the Notifications icon.
The Notifications flyover opens from the right.

Click this icon.
Home
o MORNINGSTAR Office =
Markats

CLIENT MANAGEMENT & ANALYSIS
Clients & Accounts L
ice Management Reports
Prospects
Billing sights into your practice by starting a spreadsheet repart on;

Redtail CRM

§, Yourassets under "> Your practice's overall 7 Unrealized gains & losses
» Reporting ”J  management LU ) performance =/ forall your clients
PRACTICE MANAGEMENT

¥ Workspace

Lists & Screens is % Create Lists & Screens % Create v

2. At the top of the flyover, click the Settings icon and from the Settings menu, select
Notification Settings. The Notification Settings page opens.

Notifications ¢+

Settings

Note the highlighted

MOORMINGSTIA Office = e selectons

3. Select Alert Type View. In this view, your active alert types are listed, along with the
number of securities and lists associated with each alert.

= Notification Settings

Alerts N (Lis MR | Alrt Trpe View |l Add Alerts

Research

Click here to view alerts
This view organizes your lists and securities by alert type. Click on a row to edit the alert notifications you're receiving. b\/ type.

Name Numbers of Alerts
A

Absolute Price Threshald -
Advisor Change —

Annual Report Adjusted Operating Expense Ratio Change 1list

ager Change —

sor Change —

¢ Ratio (Prospectus) Change =

arbon Designation Change —

Morningstar Analyst Rating Change — This alert is associated
I Category Change - with three securities
Morningstar Equity Style Box Change — and one list.
Me ixed Income Style Box Change =
| Morningstar Manager Research 3 securities and 1 list

4. Click an alert type to edit its settings. The Edit Alerts window opens.

Marningstar Office Cloud March 2020 15
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Setting Alerts for Investments Change an alert type's settings

5. Inthe Edit Alerts window, you can do any of the following for each list and
security displayed:

» Change the delivery method(s), and/or
» Remove the alert type from that list or security.

Edit Alerts: Morningstar Manager Research ("Cancal )

You will be n

hen Marningstar's analysts release new research that mentions your securities. This includes Global Fund Reports, Analyst
“.U’.BS‘ sustainable nvesung pieces and white papers and commentaries.

Q, Search to add a List, Equity, ETF, Managed Product, or Fund

Janus Henderson Growth And Income D A [ Ema
-/ APp cmal » .
OPEN END FUND Click here to remove

FREQUENCY this alert type from
® this list or security

O Daily

nmadiately

Janus Henderson US Managed Volatility | n-App

OPEN END FUND

] Email x
FREQUENCY
@ Immediately

(O Daily

6. When you have finished editing the alert type, click Save.

Marningstar Office Cloud March 2020 16
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Setting Alerts for Investments

Exercise 5: Respond to an alert notification

When an alert is triggered, a number appears on the Notifications icon in the header.
The number on the Notifications icon is also displayed if you are tagged in a note, or if
a subscription from Morningstar Research has new content. The only way to see
whether the notification pertains to an alert is to click the Notifications icon.

When the Notifications icon shows a number, do the following:

1. In the header, click the Notifications icon. The Notifications flyover opens.

2. Click an alert to read more about it

MORNNGSTR Office <

. The Alert panel opens.

Notifications %%

ALERT
Absolute Price Threshold

Jan 18,2018

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

NOTE

May 10, 2017

3. At the bottom of the Alert panel, click one of the options described in this table.

Click this option...

View Morningstar Report

To do this...

Open the Morningstar Report for the security in a
flyover panel.

View Morningstar Research

Open a new tab and see stories and articles from
Morningstar analysts about the security.

See Markets Data

Open the Markets view and conduct research on
the investment.

T —
Apple Inc
AAFL P03 25 AUQ 2015

o Shor inerest_ Niews

Rev 3-¥r Net Income
Growth = - Growtn

784 Jan 18,2018

ROE % TTM
.16 45.37 2

KF1K 1R ar 753440

PLincreased to $180.01 &t 9:13:45am Jan 18, 2018*
DOperating Margin
% TTM

28.80

Net Margin
% TTAM

.1 0.85

Full Key Ratios Data

Motifications

m fn 7R 7018

ALERT
Absolute Price Threshold

Free Cash Flow
2018
58.5520 Bil

B Jan 13, 2018

DebU/Equity
s

-_ T NOTE

Morningstar's Analysis

Valuation zy 02, 2018

APL is Overvalued at a 23% Premium

5-Star Price
= 105.00

Stewardship

Standard

[ Last c1o
- | 216.16 1-Star Price
= 271.25
Y Fair vaiue Economic Moat
17500 Llarrow,

Apple Inc | AAPL increased to $180.01

Mercury test302 created a new note

Exercise 5: Respond to an
alert notification

Click an alert to
learn more about it.

Click here to
collapse the
Alert panel.

Apple Inc | AAPL increased to $180.01

Mercury test302 created a new note

May 10, 2017

Click an option to
learn more about
the investment.

MAORNINGSTAR
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Setting Alerts for Investments

Exercise 6: Explore a price alert notification

In Exercise 5 on page 17, the example showed an Absolute Price Threshold alert. Did
you notice that the alert included information in addition to the price change? In

Exercise 6: Explore a
price alert notification

addition to price, the price alerts—Absolute Price Threshold and Percent Change from

Last Close Price —offer the following information:

» recent news about the security, and

» the Morningstar analysis of the security when compared to its competitors.

Alert

Apple Inc | AAPL increased to $216.13 at 2:33:43pm Aug 23, 2018°
Apple Inc
AAPL ke 23 Aug 2018

Rev 3-¥r Met Income Operating Margin
Growth 3-¥r Growth % TTM
784 .96 26.60
Net Margin
ROA % TTM ROE % TTM o TTM

6.16 42.37 FAR:

Full Key Ratios Data

Free Cash Flow
2018

58.5520 Bil

Debt/Equity

This toggle defaults to
Key Ratios. Click to
select, Quate, Short
Interest, or News.

Morningstar's Analysis

Click here to view
information about
the investment's

MAORNINGSTAR

Valuation W2y 02, 2018 Currency in USD :
competitors.
AAPL is Overvalued at a 23% Premium.
Last Close
e 216.16 1-Star Price 5-Star Price
= > 27125 <105.00
Fair Value Economic Moat Stewardship
175.00 & Narrow Standard
Uncertsinty: High Trend: Stable
Marningstar Office Cloud March 2020 18
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Setting Alerts for Investments

Exercise 7: View past alert notifications

Older alert notifications do not display in the Notification flyover, but you can download
a spreadsheet of your alert history. You can filter the contents of the spreadsheet by
date range, security, and alert type.

To download your alert history, do the following:

1. From anywhere in Morningstar Office Cloud, from the Menu, select Alerts. The Alerts
page opens, displaying the list of your past alert notifications.

= | Home

Home
EXFLORE

Marningstar Research

Marksts

CLIENT MANAGEMENT & ANALYSIS
Clients & Accounts

Prospects

Billing

Redtail CRM

» Reporting

PRACTICE MANAGEMENT
¥ Warkspace
Lists & Screens
Models
Custom Benchmarks
Data Sets
Analytical Views

Notes

Alerts

MAORNINGSTAR Office =

( Q Search

for Clients, Securities, Reports, and Research..

ractice Management Reports
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2. (Optional) On the right side of the page, in the Filter panel, set the parameters of the

content to download by doing any of the following:

» Enter dates in the Date Range fields and click Apply
» Search for one or more securities, and/or
» Click one or more Alert Type checkboxes.

Exercise 7: View
past alert notifications

Select Menu.. Workspace.. Alerts
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Setting Alerts for Investments Exercise 7: View past alert notifications

3. Inthe upper-left corner of the page, click the Export icon. A system navigation
window opens.

This is an archive of the alerts you've received. To edit yd
+ Export -+ Add Alerts Click here.
Date Name Identifier
Mar 2, 2020 Amazon.com Inc AMZN
4. Navigate to the location where you want to save the list of alerts, and if you want,
change the name of the file.
G Save As v v L ] |_23_
i { ) Downloads » - |+ Search Downloads
O ]| 5
Organize = Mew folder SEEE Ii_f:)il
. FMOutput “  Name =
, Book I |
B TestCase_MEA-1375_3MIFIDData (1) .adsx
. China Spreadsheet RE 3
. 3= Direct new data point request form - Cle.. 4/
‘@ OneDrive - MORNIMGSTAR INC
= £ DSSV-5511_Add Clean Share.xlsx 4/
J China Spreadsheet (2) = ;
. . B TestCase_NEA-1375_3MIFIDData.xlsx 4/
@) Creative Cloud Files = 2
B°| cumulative return.xlsx 4/
(] DSSV-5833_Tangible Book Value for Fina...  4/25
BE Desktop T
- | DSSV-5868_Update names.xlsx 4f.
= Libraries 7 2 A ]
= £ DSSV-5431_MNet Fixed Income Portfolio St..  4/25/2018
& Documents Ao e e i .
< Music a 1™ L, . !
File name: | MorningstarTriggeredAlerts-05-01-2018 xlsx | - This shows a sample
Save as type: lMicrosof‘t Excel Worksheet v‘ of a default filename.
= Hide Folders ’ Save ] l Cancel l

5. Click Save.
6. Open the file, which is a spreadsheet. The spreadsheet displays the following:

» Date Triggered

» Alert Type

» Security Name, and
» Symbol.

The content of the other columns depends on the alert type.

Marningstar Office Cloud March 2020
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Setting Alerts for Investments Exercise 8: Mark all notifications as read

In the Notifications panel, when a new notification is triggered, it is considered unread. Exercise 8: Mark all
When you have opened it, it is marked as read. notifications as read

Notifications

® How Mutual Funds Look After the An unread notification.
Coronavirus Meltdown

Amazon.com Inc | AMZN
2 lists are affected

A read notification.

Suppose you have a number of unread notifications and perhaps they are out-of-date.
To mark all your notifications as read, do the following:

1. In the upper-right corner of the header, click the Notifications icon. The Notifications
panel opens.

Click this icon to open
the Notifications panel.

2. Atthe top of the Notifications panel, click the Settings icon. Then from the menu, select
Mark all as read.

Notifications

Settings ds Look After the

down o :
Notification Settings Note the highlighted selections.

Mark all as read

Marningstar Office Cloud March 2020 21
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Setting Alerts for Investments Exercise 9: Mark an individual notification as read or unread

Suppose you wanted to tag an important notification so that you can locate it again
later. You have the option of marking individual notifications as read or unread.

Do the following:

1. In the upper-right corner of the header, click the Notifications icon. The Notifications
panel opens.

Click this icon to open
the Notifications panel.

2. Inthe Notifications panel, hover the cursor over a notification whose read/unread
status you want to change. A circle appears to its right as follows:

» Ahollow circle indicates the notification has been read, and
» Afilled circle indicates the notification has not been read.

3. Click the circle to change from read to unread, and.vice versa.

Notifications

® How Mutual Funds Look After the Hover the cursor over a notification,
Coronavirus Meltdown then click the circle to change from

read to unread, and.vice versa.
Amazon_com Inc | AMZN

2 lists are affected

Exercise 9: Mark an
individual notification
as read or unread
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Setting Alerts for Investments Exercise 10: Filter the display of notifications

To help you specify your preferred content type to view in triggered notes and alerts, a
filter is available in the Notifications panel. It provides the following options:

» All

» Unread

» Alert, and

» Research Subscription.

Do the following:

1. In the upper-right corner of the header, click the Notifications icon. The Notifications
panel opens.

2. Click the Filter icon. The Filter menu opens.

Notifications £_? NN i this icon to use filters,

test 1
from Mercer Combao

3. From the menu, select one of the options, described in the following table:

To view these notifications... Select this...
All (default) Al

Unread notes and alerts Unread
Alerts only Alert

& Note: When you select Alert, another menu
opens where you select an alert type to view.
This selection does not affect any Alert Type
filters you have set on the Alerts page, and
vice versa.

Research subscriptions only Research Subscription

The Notifications list rewrites according to your selection.

& Note: When you close the Notifications panel, the Notifications filter resets to All.

Exercise 10: Filter the
display of notifications

Marningstar Office Cloud March 2020
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Setting Alerts for Investments

What are the alert types?

The alert types are described in this table.

What are the alert types?

This alert...

Absolute Price Threshold

is triggered when...

the price of the security increases or decreases to the dollar-value threshold you specify.

< Note: In addition to price data, an Absolute Price Threshold alert displays recent news and the
Morningstar analysis of the security when compared to its competitors.

Controversy Score vs
Category Rank

a fund’s Controversy Score rank compared to its category increases or decreases.

Alow value indicates fewer controversies for a fund's holdings relative to the holdings of
other funds in its category, and is therefore preferable to a high value.

Fund Manager Change

the individual or individuals who are employed by the advisor or sub-advisor who are
directly responsible for managing the portfolio changes.

Gross Expense Ratio

a change occurs in the percentage of fund assets used to pay for operating expenses and
management fees, including 12b-1 fees, administrative fees, and all other asset-based costs
incurred by the fund, except brokerage costs.

Low Carbon Designation

a fund’s low carbon designation changes.

To receive the Low Carbon designation, a fund must have a 12-month average Portfolio
Carbon Risk Score below 10 and a 12-month average Fossil Fuel Involvement % of less than
7% of assets.

Morningstar Analyst Change

the Morningstar Analyst Rating changes.

Morningstar Category Change

the Morningstar Category changes.

Morningstar Equity Style Box
Change

the Equity Style Box changes.

Morningstar Fixed Income Style
Box Change

the Fixed Income Style Box changes.

Morningstar Manager Research

Morningstar publishes new research that mentions your securities.

« Note: A Marningstar Manager Research alert has delivery options ather alert types do not
(Exercise 3 on page 10), and it can be created and modified from the Morningstar Research area
(How can | use the Research area with Morningstar Manager Research alerts? on page 25).

Morningstar Quantitative
Rating Change

the Morningstar Quantitative Rating changes.

Morningstar Rating Change

the Morningstar Rating changes.

Name Change

the name of a security changes.

Net Expense Ratio (Prospectus)

the net expense ratio (prospectus) changes.

Obsolete Type Change

an investment has stopped pricing because it has been liquidated or merged.

MAORNINGSTAR
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Setting Alerts for Investments

How can | use the Research area with Morningstar Manager
Research alerts?

This alert...

Open/Closed to New
Investors Change

is triggered when...

a fund's status changes to open or closed to new investors.

Percent Change from Last
Close Price

the price of the security increases and/or decreases from its last closing price by the
percentage you specify.

< Note: In addition to price data, a Percent Change from Last Close Price alert displays recent news
and the Morningstar analysis of the security when compared to its competitors.

Ticker Change the ticker assigned by the exchange on which an investment trades changes.
As you learned in Exercise 3 on page 10, you can create a Moringstar Manager How can | use the
Research alert to be notified when Morningstar analysts release new research. In Research area with
these next exercises, you will learn how to create and modify a Morningstar Manager Morningstar Manager
Research alert from the Research area. Research alerts?
To create a Morningstar Manager Research alert in the Research area, do Exercise 11: Create
the following: a Morningstar

1. Onthe header, hover the cursor over the Menu icon, then select Morningstar

Manager Research

Research. The Morningstar Research page opens. alert in the Research area

MAORNINGSTAR

Home
.
MOORNINGSTAR Office =
((Q Search for Clients, Securities, Reports, and Research
'ractice Management Reports Select Menu...Research
Prospects
Billing ain insights into your practice by starting & spreadshest report on
Rz T AT v assets under T Your practie's overall /27 Unrealized gains & losses
» Reporting & (O ) performance /*/ for all your clients
PRACTICE MANAGEMENT
» Workspace
ntegrations lients [ Create Lists & Screens
D60k Market Valve i Ty
Securities —
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Setting Alerts for Investments

Exercise 11: Create a Morningstar Manager Research
alert in the Research area

2.
Manager Research Alerts page opens.

Research

Featured

Editor's Picks

MACRO & MARKETS

An Up-and-Down First Half of 2018 For
Markets in 6 Morningstar Index Charts

A look a1 the roller-coaster ride among global financia
o o Lo =

Your Research

Crus

In the Navigation pane on the left, under My Research, select Alerts. The Morningstar

taking & round tr

= Full Report: Morningstar Market Outlook for 3Q 2018
= Click Here for More Research on Macro and Markets

3. Click Manage Alerts. The Edit Alerts page opens.

Click here to access
Morningstar Manager
Research alerts.

< Note: When one of your Morningstar Manager Research alerts is triggered, it is shown here in

addition to being displayed on the Natifications list.

Research
Featured Morningstar Manager Research Alerts |( ! )
Latest
= Use this page to see a histo
Publications sacurities. Once & new
Topics can find it here
Videos
Your Research
Alerts b
Bookmarks
* Lists & Screens
* Following [ 9. ]

Click here.

4
keyword in the name).

5. From the search results, select a list. A new Edit Alerts dialog box opens.

In the Search for lists and securities field, enter the name of one of your lists (or a

Edit Alerts: Morningstar Manager Research

Note the highlighted selections.

Securifies
Name Identifies Type
Midwood Long/Shart Equity Inst
Midas
Midas Magic
maore securitie:

MAORNINGSTAR
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Exercise 11: Create a Morningstar Manager Research
Setting Alerts for Investments alert in the Research area

6. Select one or both of the following for the notification method:

» In-App, and/or
» Email.

7. If you have chosen to be notified in Office Cloud, select how often you will receive
notifications. The options are as follows:

» Immediately, or
» Daily.

< Note: To learn more about the notification options, read What are the notification options in a
Marningstar Manager Research alert? on page 9.

Mid-Cap Funds In-App [ Ema X

Lt S Morningstar Manager Hes_earch
- is the only alert type offering
@ Immediately

these options.
O Daily

8. If you have chosen to receive notifications in email, select how often you will receive
deliveries. The options are as follows:

» Immediately
» Daily, or
» Weekly.

< Note: To learn more about the notification options, read What are the notification options in a
Morningstar Manager Research alert? on page 9.

Mid-Cap Funds In-App Email | X

LT FrzauEncy Weekly delivery is available
only when you select Email.

@ immediately | (O Immediately

) Daily @ Daily

) Weekly

9. Click Save. A message opens, notifying you that the alert has been saved.

Marningstar Office Cloud March 2020 27
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Setting Alerts for Investments

Exercise 12: Modify a Moringstar Manager Research
alert in the Morningstar Research area

When modifying a Morningstar Manager Research alert, you have the option of using

the Morningstar Research area.

Do the following:

1. Onthe Morningstar Research page, in the Navigation pane on the left, under My

Exercise 12: Modify

a Morningstar
Manager Research
alert in the Morningstar
Research area

Research, select Alerts. The Morningstar Manager Research Alerts page opens.

Research

, = Featured

Editor's Picks

o MACRO & MARKETS
s An Up-and-Down First Half of 2018 For
Markets in 6 Morningstar Index Charts

A look at the roller

T T

markets taking a round trip in the first half of 2

= Full Report: Morningstar Market Outlook for 3Q 2018
= Click Here for More Research on Macro and Markets

2. Click Manage Alerts. The Edit Alerts page opens.

Click here to access
Morningstar Manager
Research alerts.

< Note: When one of your Morningstar Manager Research alerts is triggered, it is shown here,
as well as displayed on the Notifications list.

—  Research

- Morningstar Manager Research Alerts |( :
Click here.

Latest

= Use this pags to see a hist h alerts ted lists and indiv

Publications securities. Once a nev published that me our selacted sscur

Topics can find it here

Videos

Your Research

Alerts >

[ o ]
Your Momingstar Manager Research alerts are listed.
< Note: You can use the Search for lists and securities field to create a new Morningstar
Manager Research Alert. See step 4 on page 26.
Marningstar Office Cloud March 2020 28
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MAORNINGSTAR

Setting Alerts for Investments

3.

» change the notification frequency, or

In any listed Morningstar Manager Research alert, you can do the following:
» change the notification method(s)
» click the X to delete the alert.

Exercise 12: Modify a Moringstar Manager Research

alert in the Morningstar Research area

You will be not

Edit Alerts: Morningstar Manager Research

Notes, sustainable investing pieces, and white pap

commentaries

a List, Equity, ETF, Managed Product, or Fund
Janus Henderson Growth And Income D

hen Marningstar's analysts release new research that mentions your securities. This includes Glo
OPEN END FUND

ba

al Fund Reports, Analys

In-App [ Ema

FREQUENCY

O Daily

X
@ Immediately

You can change any
of these options.

4. Click Save. A message opens, notifying you that the alert has been saved.

Marningstar Office Cloud March 2020
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