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Working with Custom Data Sets
in Morningstar OfficeSM Cloud
OverviewBy now, you should have completed the Creating Lists and Workbooks and 
Creating Screens manuals. The products of the exercises you completed are referenced 
in this manual.

The Grid in Morningstar OfficeSM Cloud offers several prebuilt data sets with data 
points grouped logically together. For example, you can find a data set for Performance 
& Risk, Equity holdings, Fixed Income holdings, Returns, Sustainability, and more. 
These data sets are read-only, and cannot be changed.

Not all data points are available via these pre-built data sets, and you might prefer to 
build your own data set, containing data point(s) you want to display. This manual 
helps you do the following:

gCreate, save, and share a custom data set
g Find and customize data points when building a custom data set, and
gNest data points together by date or data point type.

More than a dozen 
prebuilt data sets are 
available by default
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Create and Save a Custom Data Set Overview
Create and Save a Custom Data Set

OverviewWhen you create a custom data set, you have two options: 

gStart from scratch and add columns one at a time in exactly the order you want, or
gOpen an existing data set and just add or remove the columns as needed.

This section contains exercises covering both approaches.

Exercise 1:   Create a 
custom data set 
for stocks

When you created your first screen (for 5-star stocks), you changed the default 
Summary data set in the Grid View to the Equities Summary data set. The Equities 
Summary data set contains the Morningstar Rating column, but none of the other 
Morningstar proprietary data points for equities are included. This exercise teaches you 
how to remove the columns you do not want to see in a data set, find a data point you 
want to add to a data set, and rearrange the data points in a data set. Do the following:

1. From the Home page, in the Lists & Screens area, select 5-star stocks. The 5-star 
stocks screen opens in a grid. 

Click here to start.
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Create and Save a Custom Data Set Exercise 1:   Create a custom data set for stocks
2. Click the Data Set menu, then select All Data Sets.

3. Select the Equities Summary data set. (If it is not selected by default). 

4. Click the Data Set menu again, then select Edit. The Data Set Management 
window opens.

Use this option 
to open an 
existing data set

Use this option 
to modify the 
columns being shown
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Create and Save a Custom Data Set Exercise 1:   Create a custom data set for stocks
5. At the bottom of the window, click the X icons to remove the following data points:
gBusiness Country, and
gCurrency ID.

6. In the Select Data Point field, type Fair, then click Fair Value Uncertainty. The data 
point is added to the far right side of the data set. 

Use this icon 
to remove 
these data points

Note the term to 
search for, and the 
data point to select
Morningstar Office Cloud February 2020 8
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Create and Save a Custom Data Set Exercise 1:   Create a custom data set for stocks
7. Drag-and-drop the Fair Value Uncertainty data point until it is to the right of the 
Fair Value data point.

8. Click Done. Notice the name of the data set changes from Equity Summary to Untitled 
Edited. 

After moving 
the data point 
to this position, 
click Done

Edited means the data 
set has been altered 
and must be saved to 
retain changes. 
Morningstar Office Cloud February 2020 9
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Create and Save a Custom Data Set Exercise 2:   Save a custom data set
Exercise 2:   Save a 
custom data set

Like a list or a screen, a custom data set is not automatically saved when it is created. 

Saving a custom data set from the Grid allows you to see what a data set looks like in 
the before you commit to saving it. If you do not like something about the way it 
looks—perhaps you need to add one more column, remove a column, or rearrange the 
columns—you can always use the Data Set menu to edit the data set, and then save it. 
Do the following:

1. Click the Data Set menu, then select Save As. The Enter a name to save changes dialog 
box opens.

2. In the Enter a new data set name field, type Morningstar Equity Data Points.

3. Click Save.

Use this selection 
to save a 
custom data set

Enter a name for 
your custom data 
set here.
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Create and Save a Custom Data Set Exercise 3:   Create a custom data set for funds
Exercise 3:   Create a 
custom data set for funds

In this exercise, you will open a saved list, but start from a blank data set to create a 
custom data set comprised of the following data points:

gMorningstar Rating
g Total Return (1Y - mo-end)
g Total Return (3Y - mo-end)
g Total Return (5Y - mo-end)
gAlpha (1Y - mo-end)
gAlpha (3Y - mo-end)
gAlpha (5Y - mo-end)
gBeta (1Y - mo-end)
gBeta (3Y - mo-end)
gBeta (5Y - mo-end)
gMorningstar Risk
gProspectus Net Expense Ratio, and 
gAnnual Net Expense Ratio.

You will also learn how to filter for data points specific to a particular data universe.

Do the following:

1. The Grid should still be open. From the Screen Actions menu, open the Large Cap 
Funds list. Note that most of the columns are blank, because the Morningstar Equity 
Data Points column is intended for stocks, but the list you opened has mostly open-
end funds.

Use this menu to 
open a saved list
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Create and Save a Custom Data Set Exercise 3:   Create a custom data set for funds
2. From the toolbar above the grid, click the Data Set menu, then select Create New Data 
Set. The Data Set Management dialog box opens. 

3. At the bottom of the window, in the Your Current Data Point Columns area, only the 
Name data point is included. In the Search for data points field, type rating. Note that 
two instances of “Morningstar Rating” appear. This happens because the system isn’t 
sure if you are looking for the Morningstar Rating for Stocks, or the Morningstar Rating 
for Funds.

Use this command 
to create your 
own data set

A search for “rating” 
results in two instances 
of the same data points
Morningstar Office Cloud February 2020 12
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Create and Save a Custom Data Set Exercise 3:   Create a custom data set for funds
4. To the right of the Search for data points field, click the Filter icon.

5. Click Equity to deselect it.

6. Click away from the Filter menu to close it. Only one instance of “Morningstar Rating” 
remains in the search results.

7. Click Morningstar Rating, then click Overall. The Morningstar Rating Overall data point 
is added to the Your Current Data Point Columns area at the bottom of the dialog box.

8. In the Search for data points field, remove “rating,” and type return. 

Deselect any universe whose data 
points you do not want to consider 
when building a custom data set

For some fields, you need 
to make additional 
choices in order to select 
the exact item you want
Morningstar Office Cloud February 2020 13
© 2019 Morningstar. All Rights Reserved.



Create and Save a Custom Data Set Exercise 3:   Create a custom data set for funds
9. Click Total Returns (Mo-End) Collection - (YTD/1Y/3Y/5Y). Four data points are added 
to the Your Current Data Point Columns area.

10. Remove Total Return (YTD - mo-end).

Rather than making you select each of 
these data points individually, several 
collections of return-based data 
points are made available by default

Remove just this data point
Morningstar Office Cloud February 2020 14
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Create and Save a Custom Data Set Exercise 3:   Create a custom data set for funds
11. In the Search field, remove “return” and type alpha. 

12. Click Alpha (Mo-End) Collection - (1Y/3Y/5Y). Three data points are added.

13. In the Search field, remove “alpha” and type beta. 

14. Click Beta (Mo-End) Collection - (1Y/3Y/5Y). Three data points are added.

As with return-based data, multiple 
collections of Alpha-based data points are 
offered, to speed the creation of a custom 
data set

Be sure to select this option
Morningstar Office Cloud February 2020 15
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Create and Save a Custom Data Set Exercise 3:   Create a custom data set for funds
15. In the Search field, remove “beta” and type expense. 

16. Click Annual Report Net Expense Ratio.

17. Scroll down and click Prospectus Net Expense Ratio.

Be sure to select this option

Be sure to select this option
Morningstar Office Cloud February 2020 16
© 2019 Morningstar. All Rights Reserved.



Create and Save a Custom Data Set Exercise 3:   Create a custom data set for funds
18. In the Search field, remove “expense” and type risk. From the list of options that 
appears, click once to select the Morningstar Risk data point, then click 5 Years.

19. In the upper-right corner of the Data Set Management dialog box, click Done. The dialog 
box closes and the Grid is displayed.

20. From the Data Set drop-down menu, select Save. The Enter a name to save changes box 
opens. 

21. In the Enter a new data set name field, type My Custom Fund Data Points. Then click 
Save.

Be sure to select the 
correct time period 
for this data point

Use this selection 
to save a 
custom data set
Morningstar Office Cloud February 2020 17
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Create and Save a Custom Data Set Exercise 4:   Share a custom data set
Exercise 4:   Share a 
custom data set

Now that you have created a saved custom data set, you can share it with other users 
in your group or firm.

 Note: You can share only custom data sets that you create.

Do the following:

1. Hover the cursor over Menu, then select Workspace>Data Sets. The Data Sets 
page opens.

2. Hover the cursor over the empty area to the right of a custom data set name (in this 
case, Morningstar Equity Data Points). The Actions icon appears.

3. Click the Actions icon and from the Data Sets menu, select Manage Sharing. The Share 
dialog box opens.

Click here to start.

Select this option. 
Morningstar Office Cloud February 2020 18
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Create and Save a Custom Data Set Exercise 4:   Share a custom data set
4. At the top of the Share dialog box, in the Search field, type one of the following:

g colleague name
g colleague email, or
g group name.

5. Click Share.

 Note: Shared data sets display the “Shared” tag next to the data set. 
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Customize Data Points in a Custom Data Set Overview
Customize Data Points in a Custom Data Set

OverviewOne hurdle you might need to clear when building a custom data set is tuning each 
data point to show you exactly the information you want to see. This section’s 
exercises teach you how to customize data points in a custom data set.

Exercise 5:   Customize 
data points for stocks

In this exercise, you will learn how to add the Price-to-Book and Price-To-Sales ratios to 
a custom data set for stocks. (The Price-to-Earnings ratio already exists as part of the 
data set.) This task requires you to do the following work:

1. Open and edit a saved custom data set
2. Filter for data points from a particular universe when building a custom data set, and
3. Change the settings for a data point. 

Do the following:

1. The Grid with the Gold-Rated Large Cap Funds list should still be open. Use the List 
Actions menu to open the 5-Star Stocks screen. Note that the columns for these 
investments display dashes; this is because the data points in the custom data set you 
just saved are for managed investments, and not equities.

Use this menu to 
open a saved list
Morningstar Office Cloud February 2020 20
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Customize Data Points in a Custom Data Set Exercise 5:   Customize data points for stocks
2. From the Data Set menu, in the Open Recently Viewed area, open the Morningstar 
Equity Data Points data set you saved earlier.

3. From the Data Set menu, click Edit. The Data Set Management window opens.

4. In the Search for data points field, type price. 

5. Click Price Ratio twice. Two instances of the P/B Price Ratio (day-end) data point are 
added to the Your Current Data Point Columns area at the bottom of the window. 

Click this data point twice 
Morningstar Office Cloud February 2020 21
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Customize Data Points in a Custom Data Set Exercise 5:   Customize data points for stocks
6. In the second instance of the P/B Price Ratio (day-end) data point, click Edit. The Price 
Ratio window opens.

7. From the Valuation per Share Type drop-down field, select P/S.

8. In the upper-right corner of the window, click OK.

9. Drag-and-drop the P/E Price Ratio (day-end) data point so it is just to the left of the 
P/B Price Ratio data point.

Drag this 
data point to 
this position
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Customize Data Points in a Custom Data Set Exercise 5:   Customize data points for stocks
10. In the upper-right corner of the window, click Done.

11. Click the Data Set menu, then select Save As Data Set. The Save Data Set As dialog box 
opens.

12. In the name field, type Morningstar Data Plus Price Ratios, then click Save. 

 Note: You can edit data points for funds in the same manner as you edit data points 
for equities.

Select this option to 
save the  data set
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Nest Data Points Together Overview
Nest Data Points Together

OverviewWhile building data sets in these exercises, you may have noticed that many common, 
related data points repeat the same information in their column header. This takes up 
unnecessary space on the screen. Fortunately, you can address this issue by using a 
feature called “nesting.” 

Nesting combines information from common data points under a single, shared 
header. This allows you to see more data points at once on the screen.

Notice how much less space is 
taken up in the bottom image by 
the same data points when nesting 
is turned on
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Nest Data Points Together Exercise 6:   Nest columns by data point
Exercise 6:   Nest columns 
by data point

When creating the Gold-Rated Large Cap Funds data set, you added the Morningstar 
Rating Collection. In this exercise, practice nesting these data points together. To nest 
columns by data point, do the following:

1. The Grid should still be open. From the List Actions menu, open the Gold-Rated Large 
Cap Funds list. T

1. From the Data Set menu, click Edit.

2. In the Search for data points field, type Rating. Then select Morningstar Star Ratings 
Collection.

Select this option. 
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Nest Data Points Together Exercise 6:   Nest columns by data point
3. At the bottom of the Data Set Management window, click the Nest icon, then select 
Nest By Data Point.

4. Click Done.

Use this option 
to nest data points 
together under 
a common header
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Nest Data Points Together Exercise 6:   Nest columns by data point
5. Scroll to the right to see how the Morningstar Rating For Funds collection data points 
have been consolidated under a common header.

6. To save nested data points, from the Data Set menu, select Save. 

Note the new 
appearance of 
these data points
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Nest Data Points Together Exercise 7:   Nest columns by time period
Exercise 7:   Nest columns 
by time period

Another option for nesting data points is to group them under a common header for the 
time period they represent. To nest data points by time period, do the following:

1. Be sure that the My Custom Fund Data Points data set is open. From the Data Set menu, 
select Edit.

Be sure to open 
this data set
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Nest Data Points Together Exercise 7:   Nest columns by time period
2. Click the Nest icon, then select By Time Period.

3. Click Done. Note the consolidated headers, and the various data points appearing under 
each one.

4. To save this change, from the Data Set menu, click Save. 

Use this option 
to nest data points 
together under 
a common header

Note the new 
appearance of 
these data points
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Exercise 7:   Nest columns by time period Nest Data Points Together
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