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Upgrading to Morningstar Office Cloud

Welcome to Morningstar 0ffice®™ Cloud — a new platform designed to help you work Overview
faster and more efficiently. This manual is created to help you start using the platform.

In the final section you will find instructions for accessing Morningstar Office Academy,
an expansive library of manuals and videos to help you learn the platform at your own
pace. You can also sign up for a live hands-on workshop experience in a city near you.

The following topics are covered:

» Preparing to Upgrade to Morningstar Office Cloud (page 5)
» Navigating within Morningstar Office Cloud (page 7)
» Using Morningstar Communy (page 14)
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Preparing to Upgrade to Morningstar Office Cloud

Overview

Preparing to Upgrade to Morningstar Office Cloud

As you start using Morningstar Office Cloud, this section helps you start the transition
to the new platform by answering such questions as:

» How does Morningstar Office Cloud differ from the desktop version? (page 5)

» What is a workbook? (page 6)

Morningstar Office Cloud brings ease of use to your practice, including:

Difference Description

Mobility Can be used across multiple platforms, including:
» Mac,
» PC, and
» Tablet.

Simplicity Two distinct points of entry, including:

» A ubiquitous Create icon allows you to create
most objects to be used throughout the
program, and

» Asingle menu to find the different objects
you create.

Fewer reports/more interactivity

Reduced the number of standard reports and added
interactive workbooks allowing you to analyze lists,
screens, model portfolios, client accounts and other
detailed data on demand.

Overview

How does Morningstar
Office Cloud differ
from the desktop version?

MAORNINGSTAR
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Preparing to Upgrade to Morningstar Office Cloud

What is a workbook?

Workbooks are the primary means with which you will interact with content in Office
Cloud. A workbook is a series of worksheets, worksheets contain components, and
components are charts and tables. You will find the construction similar to an Excel
workbook. Components can be customized using Component settings, exported to
Microsoft® Excel®, and expanded to fit the full screen. You can also rearrange, add, and

remove components from any worksheet.

< Note: The component setting options differ depending on the component you choose.

The collection of worksheets in a workbook is an empty shell until you input your data,
such as lists and screens, clients and accounts, or model portfolios. Start with a
pre-built workbook template or create your own workbook from scratch. Once data is
added, use the workbook to analyze investments or portfolio objects.

Interactive worksheets containing

or remove.

components you can rearrange, add,

Add additional
worksheets here.

CL BUFTX  Retum Growth: 10K Growsh USD

5158307

IR

What is a workbook?

/]L Buftalo Discavery
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Mid Core TR USD
25 755 17

Use this button
to change the
layout of a
worksheet by
adding or
removing
components.

Interactive

components
allow you to
analyze data.

. BUFTX | Pertormance Anatysis: Traiing Retum USD 11,3

Access and display saved
content, such as investments or
client accounts, to activate a
workbook here.
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Navigating within Morningstar Office Cloud Overview

Navigating within Morningstar Office Cloud

This section describes how to navigate your way around Morningstar Office Cloud. The Overview
following topics are covered:

» Logging into Office Cloud (page 7)

» Navigating the Home page (page 7)

» Locating different areas within Office Cloud, and (page 10)
» Creating Global Settings in Office Cloud. (page 12)

To access Morningstar Office Cloud, type office.morningstar.com into your browser. How do I log
Bookmark this page to easily return to it later. From here, log in using your existing in to Office Cloud?
Morningstar Office credentials.

MAORNINGSTAR

classroom 1@morningstar com

Enter your existing
Marningstar Office

credentials here.
aeeeeReSeS

Keep me signed in

Forgot your password?

After logging in, start with a quick orientation to the Home page. Let's start with icons How do | navigate
located within the header and the Search bar. the Home page?

Menu Create

Notifications | r Help

Account

MCORNINGSTAR Office <

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

Use this search bar to quickly locate clients, securities
and research available throughout the platform.

Morningstar Office Cloud April 2019 7
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Navigating within Morningstar Office Cloud

How do | navigate the Home page?

Element

Name

Menu

Description

This icon gives you access to every part of Morningstar Office Cloud.

Notifications icon

This icon indicates when a natification is waiting for you to read it, such as a
triggered alert, or a subscription you follow in Morningstar Research with new
content available.

Create icon

From this icon you can create the following content:

Clients

Prospects

Accounts

Model Portfolios
Custom Benchmarks
Lists

» Screens
Workbooks

Notes

Batch Schedules

v

v

v

v

v

v

v

v

v

Help icon

Access a variety of documentation, videos, and Walk-Thrus from this icon.

Account icon

From this icon, you can access the following:

v

User Profile

Client Web Portal Set up
Global Settings box
Sign out box

v

v

v

MAORNINGSTAR
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Navigating within Morningstar Office Cloud How do | navigate the Home page?

Within the body of the home page, you find four widgets, each one provides a lens into
a different area of your practice. The banner at the bottom of the screen alerts you to
new accounts and any data maintenance issues you may encounter.

I T Y
Practice Perormance Activity +3 50 3 [ v ) )
Provides a high-level
look into your practice
performance at
different time frames.

CHents Lists & Scresns
Click on a client, list
or screen to open
within a workbook.

Top Securities . .
Click on any security to
access the Morningstar
Page fly-in panel

Click on this banner to review
new accounts or data
reconciliation issues.

This widget... Contains this information...

Practice Performance Activity Interactive performance graph showing performance at
the practice level for 3m, 1y, 5y, 10y.

= Note: Only accounts containing transactions are calculated.
This includes both open and closed transactional accounts.
Quick accounts do not contain transactions.

Clients Quick access to all clients within your firm. Clients are
listed by market value, high to low. When you click on a
client name, the client’s record opens within the Clients &
Portfolios workbook.

Lists & Screens Quick access to all lists and screens you have created.
Lists and screens are listed in order they were last touched
(or modified). When you click the name of a list or screen,
the securities comprising the list or screen open in an
Investment workbook.

Morningstar Office Cloud April 2019 9
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Navigating within Morningstar Office Cloud

Where do | locate content in Office Cloud?

This widget...

Top Securities

Contains this information...

launch its Morningstar report.

Displays total assets and number of clients attached to the
top 10 securities within your firm. Click any security to

Data Issues

button to launch the page and review.

Alerts you to new accounts or data issues within your
practice. If no new accounts or data are present, the
banner is gray. When new accounts or data issues are
present, the banner turns yellow. Click on the See Issues

As described above, Office Cloud has the following points of entry for content:

» Create icon - where you create most content, such as lists, screens, accounts,
and so on. In some instances, you can create these items directly from a
specific platform area, such as creating a Model Portfolio from the Model Portfolios

workbook.

» Menu - where you find the content you've created. The menu also takes you to
other areas, such as Morningstar Research and utilities, such as Alerts, Billing

and Notes.

View clients,
accounts and
prospects here.

Access content

you

create using

these pages.

Where do | locate
content in Office Cloud?

Most of the content you need

to create in Office Cloud can
be done from here.

MORNINGSTAR Office
Practice Perforfrance Activity +9.87 n
e
Clients Lists & Screens
. Access the latest Morningstar
Utilities found here Research and Monitor markets
help you better manage in real time here.
your practice.
Morningstar Office Cloud April 2019 10
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Navigating within Morningstar Office Cloud

Where do | locate content in Office Cloud?

This product area...

Create Icon

Serves this purpose...

Use this icon to create most of the items you use in your practice daily,
such as clients, quick accounts, lists and screens, model portfolios
and more.

Clients & Accounts/Prospect
Workbooks

This area contains two separate workbooks:

» Clients & Accounts - contains a full listing of all your clients
and their underlying accounts within a customizable
workbook. Use this workbook to apply settings, analyze
portfolios, run reports and more.

» Prospects - a separate workbook containing prospects.
Accounts entered here do not factor into overall AUM. Once
the prospect is signed, you can convert a prospect to a client
from this workbook.

Pages

Here, you find different content you created, such as lists and screens,
workbooks, custom column sets, reports and more. Click on each page to
manage and share these tools across your firm.

Morningstar Research and Markets
Monitoring

Content and capabilities exclusive to Office Cloud, containing the
following information:

» Morningstar Research - a central repository for Morningstar
Analyst research (qualitative research), such as articles,
publications, methodology papers and more.

» Markets Monitoring - real-time visibility into the markets and
access to third-party news sources.

Utilities

This area contains other tools you can create and manage, such as
Billing, Alerts, Notes, and CRM.

MAORNINGSTAR

Morningstar Office Cloud April 2019
© 2019 Morningstar. All Rights Reserved.

11



Navigating within Morningstar Office Cloud

Where do | access Global Settings in Office Cloud?

Global Settings apply to your entire practice. Some settings, such as Client and
Account, Billing, and Reporting settings can be changed for individual clients and
accounts, or one-off reports. Many global settings, such as assistant set up, fee
methodology, and return type carry over from settings created in Office desktop.

Where do | access Global
Settings in Office Cloud?

MORNINGSTAR O ffice =

Click here to
access Global
Practice Performance Activity +9.82°% Settmgs.
i
= Dac ] 1 Jan 0 _:'I Jan 0 1 Jan [ 0
Once selected, the Global Settings window opens. Settings are grouped into different
pages, located on the left side of the screen.
Settings: Globa Cance Save
Ganera Country
Sl T Each page
Data Format it oieie b contains different
Calculation settings.
Impersenation
Client Accounts
Billing
Reporting

The following table describes setting options within each page:

This page ... Contains these settings ...

General » Country

Decimal

Decimal Separator
Thousands separator
Negative indicator

» Date Format

» Time Zone

» Numbering system

Data Format

vy v v

v

Morningstar Office Cloud April 2019
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Navigating within Morningstar Office Cloud Where do | access Global Settings in Office Cloud?

This page ... Contains these settings ...

Calculation » Currency

» Custom peer group ranking

» Return Annualized by Default
» Extended performance

Impersonation » Assistant First Name
» Assistant Last Name
Assistant E-mail Address

v

Client Accounts Primary Benchmark
Secondary Benchmark
Tertiary Benchmark
Show liquidated holdings
Use Morningstar Price

Capital Inflow Limit for TWR Calculation (%)

Yy vV vV VvV VY VY

Reporting Reporting Currency
Return Type

Fee Type

Display Accrued Interest
Include Inception to Date Return on
Performance Reports
Cover Page Inclusion
Cover Page Logo

Footer Logo

Default Disclosure
Disclosure Creation

Yy vV VvV VYV

Yy vV VvV VYV

Morningstar Office Cloud April 2019 13
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Using Morningstar Communy

Overview

Using Morningstar Communy

Now that you know the basics of the platform, you are ready to learn more about the
different areas of Morningstar Office Cloud. The best way to start is to visit
Morningstar Office Cloud Academy within the Morningstar Community. Here you will
find a series of manuals and videos, along with a certification test designed to reinforce
your knowledge of the platform. In this section, the following topics are covered:

» What is the purpose of Morningstar Community? (page 14)
» How do | sign up for Morningstar Community? and (page 15)
» How do | access Academy after | register? (page 16)

The mission of this online community is to provide a peer-to-peer and direct support
channel. It is a central location for education and thought leadership on best practices,
where we also ideate with customers directly on how to improve and extend the

product platform.

Overview

What is the purpose of
Morningstar Community?

Enowledge v Academy v

Morningstar Community

Find solutions, share idaas, and connect with other Marnings|

3 Members Onking | 149 Descustions | 12 Schans

Community Activity s v (T
Practice Peifeemance splash page o .
77w bt Exgors s i Pt et B s g L
twa-steg asthenticatien for Oifice Closd o @ Anncuncements
o e Faane comiene the THnsde formacen Arnugl
Eaftance Sk
/‘\ Navember/December Upgrades #2 Mamisgsiar Office Chaud B .
oy ESEben Empoyee ke ot Wonay \
o Divect Cloud 5 View Comenunizy Content by Product
oy ey Employe n Pt e ey LS
Momingsuae Dt ok
° x = o &0 omingsmar Cce oL ]
Mg
' Using s Pressntation Stedia Template n 3 Batch Meport 20 5o

e n
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Using Morningstar Communy How do I sign up for Morningstar Community?

In order to participate in the Morningstar Community, you must first register using How do I sign up for
your Morningstar Office credentials. To register for the Morningstar Community, do Morningstar Community?
the following:

1. Type community.morningstar.com into your browser.

2. On the top-right side of the screen, click Register. The Registration page opens.

MCORMINGSTAR =

Click here to start.

Community Discussions v Knowledge v Academy v Insights v

Maorningstar Community

Find solutions, share ideas, and connect with other Morningstar customers.

3 Members Online | 149 Discussions

3. In the Welcome to Our Community box, type the E-mail and Password you use to log
into Morningstar Office.

a -
Welcome to Our Community Not a Morningstar Software User?
Sign in with the email address and password you use We build products and offer services that connect peaple to the
for Momningstar software. investing information and tools they need.
classroom1@morningstar com| Learn More About Morningstar .
Go Back to the Conversation Typ'e your Mor_nlngstar
veevesenes Office credential here.
3
() Keep me signed in
Forgot your password?
‘ ;
A
‘ 4
A A A A o A A A A A A AT AT

4. Click Sign-in. The Complete your Profile page opens.

5. In the User Name field, select the user name you would like to use when posting to
the community.

6. In the First Name field, type your first name.

Morningstar Office Cloud April 2019 15
MmHNlNBSTAH © 2019 Morningstar. All Rights Reserved.


https://community.morningstar.com/

Using Morningstar Communy

How do | access Academy after | register?

7. Inthe Last Name field, type your last name.

M RNINGSTAR

Type your user
name here.

8. Click Submit.

Once registered, you can access the Morningstar Office Cloud Academy from the Help
icon within Office Cloud.

How do | access
Academy after | register?

MORNINGSTAR O ffice =

Practice Performance Activity +9.91%

S1IM

oM

Click here to
access the
Academy.

MORNINGSTAR
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Using Morningstar Communy How do | access Academy after | register?

The help icon offers you direct access to the Academy page within the Morningstar
Community.

Click on the Upgrading to Office Cloud tile to view a series of short videos designed to
get you started with research tasks.

The Content Library also offers the following three levels of certification to help you
master the new platform. After completing the exercise manuals, test your knowledge
and earn certification badges.

» Certification 1 - Getting Started
» Certification 2 - Administration
» Certification 3 - Morningstar Methodology.

In addition, you will find a schedule of live events around the country, and recorded
videos of monthly release webinars.

Content Library
— & [y
OB - " " et -
Yo 000D
== S = e e 1\ A [ Y XY )
o < = aoo
\ o e = : e
Upgrading o Office Cloud Certification | - Getting Started o - ——— Certification IIl - Marningstar
These materials show you how to These videos and PDF guides show you Methodology
perfarm research tasks in Office Cloud how to perform basic tasks in Learn about Morningstar's proprietary
as you transition from the desktop. .. Momingstar Office Cloud classifications and ratings
Certification Il - Administration
®) w0 ®0 i Learn how to use the Client Web ®1 w0
Portal, bill clients, and set up hatch
reporting
Posted by EEmm Ryanl @ Posted by = RyanM @ Posted by EEmm RyanM @
®0 0
pa— |
s o | | Posted by cemRyeni @

Morningstar Office Events

View upcoming live events for

Morningstar Office What's New in Morningstar Office

Cloud

®0 0 Learn about changes to Morningstar
Office Cloud with these informative
Posted by gEmm Ryanll @ webnats
®0 w0

Posted by pem Ryani @
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