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Working with Investment Lists
in Morningstar Direct™V

An investment list in Morningstar Direct™™ is a set of saved items whose members do
not change unless the list is manually edited. Morningstar Direct users can leverage
investment lists when creating performance reports, conducting peer analysis,
designing workbooks in Presentation Studio, and conducting other tasks requiring
repeated analysis and use of the same investments.

Once a list is saved, it resides in the Investment Lists folder under the Workspace
module, but they can also be retrieved from other areas within Morningstar Direct.

This manual offers the following exercises to help users find, save, edit, and delete
investment lists in Morningstar Direct:

» Exercise 1: Create a list for a single investment (page 5)

» Exercise 2: Create an investment list for multiple investments (page 8)

» Exercise 3: Add an item to an existing list by ISIN (page 12)

» Exercise 4: Remave an item from a list (page 15)

» Exercise b: Change the order of items in a list (page 16)

» Exercise 6: Add an item to an existing list from a data universe (page 18)
» Exercise 7: Create a list from a search (page 21)

» Exercise 8: Merge existing lists into a new list (page 28)

» Exercise 9: Set user preferences for imports (page 30)

» Exercise 10: Import a list of investments from Microsoft® Excel® (page 34)
» Exercise 11: Rename a list (page 36)

» Exercise 12: Send a list to another Morningstar Direct user (page 37)

@ Note: Prior to using this training guide, you should be familiar with the content in the
QuickStart Guide for Morningstar Direct.

Overview
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http://morningstardirect.morningstar.com/clientcomm/DirectOverview.pdf

Working with Investment Lists in Morningstar Direct™ Exercise 1: Create a list for a single investment

To start, you will practice creating a list by looking for a specific fund. Although this list Exercise 1: Create a list
is being created from the Workspace area, remember that you can save a list from for a single investment
nearly every area in Morningstar Direct. For example, once you create a report in the

Performance Reporting module, you can select investments there and save themto a

list for further analysis.

To create a list for a single investment, do the following:

1. Select the Workspace module, then select the My Lists page under the
Investment Lists folder.

2. From the toolbar above the grid view, click the New icon. The Select Investments
window opens.

Meorningstar Direct
File MNew Favorites Tools Help Pric:e Monitor Search for Iin |
Home
Equity/Credit Research Action ~ 4t Export~ | [&] PDF | 4 Refresh
Local Databases C Name Use this icon to

create a new list.
Global Databases

Performance Reporting O Marningstar Prospects Q4 2016
Asset Allocation

Portfolio Management

Portfolio Analysis

Markets

Asset Flows .
Be sure you are in
Presentation Studio the correct module

| workspace | and have the proper

age selected.
&5 Investment Lists pag
B My Lists

» B8 Search Criteria
» E5 Report Templates

3. The default option allows you to look for a Single Investment by
Name/Ticker/ISIN/CUSIP/Secld. In the text field, type Fidelity Contra.

< Note: The list of investments is automatically filtered as you type. You can search for an item
either by using the beginning portion of its name, or any phrase or text that is contained in its
name. For example, you could have found the same fund by typing just Contra.

Select Investments | 3 |

Select Investments

How do you want to select Investments?

MameTicker ISIN/CUSIP /Secld

(@ Single Investment: Fidelity Contra
: deli As you type, a
©) Multiple Investments FCNTX Fidelity® Contrafund® FO XMNAS USA Yb Yl]z -
FONFRE Fidelity® Contratund® K FO XNAS USA number of matching
() Search Criteria Open E31617E851  Fidelity Contrafund Commingled Pool  SA usa suggestions appears.
o 922175500 Fidelity VIP Contrafund Init Fv usa
- My LS 922175773 Fidelity VIP Contrafund Inv Fv UsA
) Import List 922175849 Fidelity VIP Contrafund Service 2 Fv usa
922175807 Fidelity VIP Contrafund Svc Fv usa

oK Cancel Help

Morningstar Direct January 2020 5
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Working with Investment Lists in Morningstar Direc
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Exercise 1: Create a list for a single investment

4. Click Fidelity Contrafund to select it. You are returned to the grid view, where only the

selected fund appears.

5. From the toolbar above the grid view, click the Save icon. The Save As dialog box opens.

6. Inthe Name field, type Single Investment List.

Morningstar Direct

In This View v Go

File MNew Favorites Tools Help éPrice Monitor © Search for

Home | My Lists p

Equity/Credit Research Action~| & A & ¥ View Snapshot

Ed Add

Base
Currency

Local Databases | Name
Global Databases

Performance Reporting | i Fidelity® Contrafund® Us Dollar
Asset Allocation

Portfolio Management

Portfolio Analysis

Markets

Asset Flows

Presentation Studio

FCNTX

[% Edit Data | 8 Sort | @, Lacate | I E
Ticker

ISIN Global Brof
Category

US3160711095

Workspace
Save As
=B Investment Lists

B My Lists
} B8 Search Criteria

Save As

+ &5 Report Templates
E Chart Templates

Mame Single Investment List

» B8 Data Sets My Investment Lists

+ B2 Custom Database
B Saved Reports
= Mote Manager
H Retirement Plans

» B8 Group Manager

OK

Cancel Help

7. Click OK to close the Save As dialog box. The name of your list is now shown in the
navigation bar at the top of the window, to the right of My Lists.

Meorningstar Direct

File MNew Favorites Tools Help ;Price Munitur; Search for In This View

Home My Lists L ——— . I—

Equity/Credit Research Action~| & A ~ ¥ \View Snapshot - | @ save

Local Databases ] Name Base
Currency

Global Databases

Performance Reporting [ 3 Fidelity® Contrafund® US Dollar

Asset Allocation
Portfolio Management
Portfolio Analysis
Markets

Asset Flows
Presentation Studio
Workspace

&3 Investment Lists
E My Lists
» B8 Search Criteria

Note the name of
the saved list here.

Use this
icon to save
items in the
grid view
to a list.
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Working with Investment Lists in Morningstar Direct™™

What should | know about using the Find Investments dialog box?

Creating a list for a single investment is as straightforward an exercise as you will find.
Most often, though, you will want to create a list for more than one investment. In the
next exercise, you will learn how to enter multiple ticker symbols at once when

What should | know
about using the Find

searching for funds. Also, the following exercise features an introduction to the Find
Investments dialog box. Being able to nimbly use this interface is one key to mastering
Morningstar Direct, as you will find yourself encountering it over and over again in

the application. Generically speaking, the Find Investments dialog box asks you to take

the following actions each time you use it:

1. Identify the security universe (mutual funds, stocks, ETFs, etc.) where you want to look
for investments. A default selection is made based on your user preferences. You can
read more about setting preferences in the QuickStart Guide to Morningstar Direct.

< Note: You can look for multiple investment types in a single search within the
Find Investments dialog box, but in most instances you can look for only one security type at a
time. For example, if you wanted to find investments with the words “large value” in their
name, you would first have to search among Open End Funds, then switch to Close End Funds.

2. Choose how you will look for investments: by name, ticker, or other identification code.

3. Enter the name, ticker symbol(s), etc. for which you want to search. You can use the
search field repeatedly while the dialog box is open; you do not need to close it and
re-open it to look for another name, ticker symbol, etc.

< Note: When searching for investments by name, pay careful attention to the option buttons to
the right of the Find By field. Are you looking for an item’s name based on the text it Begins
with, or merely text that the investment’s name Contains?

4. From the search results, add the investments with which you want to work. If you

mistakenly add an item, it can be easily removed.

Find Investments

(==l

Within @ Universes @) My Lists () My Searches
Open End Funds -
Find By | Ticker = | @ Begins with Contains

Include Only Surviving Investments

When looking for

poagx vfinx dodix mssfx mwtrx
Available records
Total records: Ne records found

Jump to record name:

investments by name in
the Find Investments
dialog box, be sure the
correct option button is
selected for your search.

Add

Add All

|7

Selacted Records

Total records: No records selected

As you find investments
in this dialog box, use
these buttons to add them

Remove

to or remove them from

Remove All |7

Help

whatever item (list, portfolio,

oK Cancel etc.) you are creating.

MORNINGSTAR
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Working with Investment Lists in Morningstar Direct™ Exercise 2: Create an investment list for multiple investments

In the following exercise, you will not only learn how to look for multiple ticker symbols Exercise 2: Create an
at once, but also how to add items to an existing list and save a list with a new name. investment list for

# Note: When you save a list in Morningstar Direct, you are not only saving the row(s) you multiple investments

select, but the columns displayed as well. You can save an existing, pre-built column set with
a list, or create your own column set. Creating a custom column set is covered in the
Creating Custom Data Sets training guide.

To create a list with multiple investments, do the following:

1. You should still be in the Workspace module, looking at the Single Investment List. If
not, go there now and double-click the name of the list to open it.

2. From the toolbar above the grid view, click the Add icon. The Select Investments dialog
box opens.

3. This time, select the Multiple Investments choice under the
Name/Ticker/ISIN/CUSIP/Secld area.

Morningstar Direct

File MNew Favorites Toolz Help éPrice Monitor © Search for In This Wiew * Go

Home | My Lists

Equity/ Credit Research Action~| & A & ¥ View Snapshot = ESEV4 Ed Add 'E'}Ed\t Data \\"pTl‘Surt @, Locate ﬁE

- Use this
Local Databases r Name Base Ticker ISIN Global Bra| .
Currency Category icon to
Global Databases add items

Performance Reporting | i Fidelity® Contrafund® Us Dollar FCNTX US3160711095 to a list.

Asset Allocation
Portfolio Management
Portfolio Analysis
Markets

Asset Flows

Presentation Studio

Workspace
Select Investments @
=B Investment Lists

B My Lists Salact Investmants

} B8 Search Criteria

+ &5 Report Templates How do you want to select Investments?
B Chart Templates Name Ticker ISIN/CUSTP /SecTd

» B8 Data Sets

+ B2 Custom Database (0 single Investment:

§ eavediRenar (@ Multiple Investments
E Note Manager Note the

H Retirement Plans () Search Criteria Open End Funds selection
» B8 Group Manager ) My Lists here.

() Import List

oK Cancel Help

4. Click OK. The Find Securities dialog box opens. The Open End Funds universe should be
selected from the drop-down field.

< Note: The default universe here is driven by the User Preferences selected from the File menu.
You can always see the other available universes by clicking the drop-down field at the top of
the dialog box.

Morningstar Direct January 2020 8
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Working with Investment Lists in Morningstar Direct™™

Exercise 2: Create an investment list for multiple investments

5. From the Find By drop-down field, select Ticker.

6. Inthe text box, type the following ticker symbols, with each one separated by a space:

>

>

>

>

POAGX
VFINX
DODIX
MSSFX
MWTRX

Note the selection here.

Find Investments @
Within @ Universes I My Lists ) My Searches
Open End Funds -
Find By ITic:I-cer vI 3) Begins with Contains
[¥] tnclude Only Surviving Investments
| poagx viinx dodix mssfx mwtrx Go
Available records
Total records: No records found
Jump to record name:
Add Add All
Selected Records
Total records: No records selected
#
ES
v
¥
Remove Remove All
Help Ok Cancel

7. Click Go. The five funds matching the ticker symbols you entered now show in the

Available Records area.

Rather than including a

space after each ticker symbol,
you can instead separate
them with a comma.

MORNINGSTAR
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Working with Investment Lists in Morningstar Direct™™

Exercise 2: Create an investment list for multiple investments

8. Click the Add All button. The five funds are now in the Selected Records area.
Find Investments @
Within @ Universes ) My Lists () My Searches
Open End Funds -
Find By @ Begins with Contains
[¥] include Only Surviving Investments
poagx viinx dodix mssfx mwtrx Go
Available records
Total records: 5
Jump to record name:  poagx vfinx dodix mssfx mwtrx
Dodge & Cox Income (USD, XNAS, DODIX,Port+Perf,Oldest, RepPerf) -
Litman Gregory Masters Smir Coms Instl (USD, XNAS, MSSFX, Port+Perf,Oldest,Re A
Metropolitan West Total Return Bd M (USD, XNAS MWTRX, Port+Perf,Oldest, RepPe 3
PRIMECAF Odyssey Aggressive Growth (USD, XNAS,POAGX, Port+Perf,Oldest, Rep
\.-'an_g_uard 500 Index Investor (USD,XNAS,VFINX,Por‘t+Perf,OIdest,RepEer‘f) ¥
] 1 v
Add | Add All |
R L:]sefthiij buttorf] to r(rj]ove
the funds you found to
Total records: 5
the Selected Records area.
Dodge & Cox Income (USD, XNAS, DODIX,Port+Perf,Oldest, RepPerf) - &
Litman Gregory Masters Smir Coms Instl (USD, XNAS, MSSFX, Port+Perf,Oldest,Re A ~
Metropolitan West Total Return Bd M (USD, XNAS MWTRX, Port+Perf,Oldest, RepPe 3
v
PRIMECAF Odyssey Aggressive Growth (USD, XNAS,POAGX, Port+Perf,Oldest, Rep
\.-'an_g_uard 500 Index Investor (USD,XNAS,VFINX,Por‘t+Perf,OIdest,RepEer‘f) ¥ ¥
] 1 v
Remove Remove All
Help Ok Cancel
9. Click OK to close the Find Investments dialog box.
10. From the column header area, click the Select All check box.
Meorningstar Direct
File MNew Favorites Tools Help | Price Monitor Search for In This View
Home IMy Lists
Equity/Credit Research . Action+| 4 A ~ ¥ View Snapshot - #sq
Local Databases |p | Name Base
Currency
Global Databases When you need to
Performance Reporting ideli select SNielny o In &
W1 Fidelity® Contrafund® Us Dolla gl’id view, this box
Asset Allocation ¥ 2 Dodge & Cox Income US Dolla allows you to select
Portfolio Management W 3 Litman Gregory Masters Smir Coms Instl Us Dolla all rows at once.
= = W 4 Metropolitan West Total Return Bd M Us Dolla
Portfolio Analysis -
W s PRIMECAF Odyssey Aggressive Growth Us Dolla
piagkels V& Vanguard 500 Index Investor Us Dolla
Asset Flows
Presentation Studio
Workspace
&3 Investment Lists
E My Lists
&8 Search Criteria
E My Search Criteria
E Sample Search Crit
» B3 Renort Temnlate
Morningstar Direct January 2020 10
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Working with Investment Lists in Morningstar Direct™™

Exercise 2: Create an investment list for multiple investments

11. From the toolbar above the grid view, click the Action menu and select
Save As...Investment List. The Save As dialog box opens.

Meorningstar Direct
File MNew Favorites Tools Help Pric:e Monitor Search for In This View
Home IMy Lists
Equity/Credit Research |Ac:tiun'| # A w ¥ View Snapshot - | @ save EdA
Local Databases Fl Save As 3 Custom Benchmark
ncy
Global Databases Add To 4 Maodel Portfolio
M Ti i
Performance Reporting I ave To Investment List |1||=r
) Delete Account
Asset Allocation [v . pllar
Settings L4 Performance Report I
Portfolio Management I Reports » =
) i v urn Bd M Us Dollar
Portfolio Analysis Charts vl
I View Holdi . =sive Growth Us Dollar
iew Holdings
Sagkcts v S . or Us Dollar
Asset Flows 1w wners
View Fundcode Info
P tati Studi R
resemiation studio Performance Attribution 3
Workspace Portfolio Analysis
~E3 Investment Lists Average Detail Report
E My Lists Stock Intersection
~E8 Search Criteria X-Ray
? My Search Criteria. Filing
B Sample Search Crit SA Documents
» Ru rt T lat:
E R S News Search
B Chart Templates
» B3 Data Sets
=1 L N

12. In the Name field, type Multiple Investments.

Save As @
Save As
Mame Multiple Investments | -
Note the name for the new list.
My Investment Lists Single Investment List
oK | Cancel | Help

13. Click OK to close the Save As dialog box. A confirmation message opens, asking if you
want to save your changes. This message is referring to not just the rows you have
included in the list, but the columns showing as well.

14. Click Yes. Note that the name of the new list is now shown in the navigation bar at the
top of the window, to the right of My Lists.

Select this option to save
multiple items to a list.

Morningstar Direct January 2020
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Working with Investment Lists in Morningstar Direct™™ Exercise 3: Add an item to an existing list by ISIN

So far, you have created two lists—first by searching for one item by name, and then Exercise 3: Add an item
by searching for multiple items by ticker symbol. You have other options besides just to an existing list by ISIN
name or ticker symbol when searching for securities. For instance, you can also look for

items by ISIN (International Securities Identification Number), such as an SICAV fund.

As with a search by ticker symbol, you must enter the entire ISIN code; you cannot

enter a partial ISIN. However, entering an ISIN can sometimes result in an unforeseen

problem, as described in the following exercise.

< Note: The following exercise works because the search for the fund is being done in the
Workspace module, which searches across all global databases. If you tried to search for a
fund by ISIN code from the U.S. Open End Funds universe in the Local Databases module, you
would not have the same experience as outlined in the following steps.

To add a U.S. dollar-denominated fund to an existing list by searching for an ISIN, do
the following:

1. You should still be in the Workspace module, and on the My Lists page. If not, go
there now.

2. If the Multiple Investments list is not already open, double-click the Multiple
Investments list to open it.

3. From the toolbar, click the Add icon. The Select Investments window opens.

4. The default option here allows you to look for a Single Investment by
Name/Ticker/ISIN/CUSIP/Secld. In the text field, type LU0365481349. Three different
funds appear; which one is the dollar-denominated fund you are supposed to select?
Clearly, using the Single Investment search method does not provide the answer to this
question. Let's try a different method.

=
Select Investments &= |
Select Investments
How do you want to select Investments?
MameTicker ISIN/CUSIP /Secld
@ Single Investment: LUD365481349
*) Multiple Investments LU0365481349 MS INVF Emerg?ng Markets Equ?t\cr N FO  LUX It is not possible to tell just by
LU0365481349 MS INVF Emerging Markets Equity N FO  LUX] Iooking at them which of these
_) Search Criteria Open HLU0365481349 M5 INVF Emerging Markets Equity N FO  LUX p .
three items is the one you want.
_) My Lists
_) Import List
oK Cancel Help

5. To clear your entry, press <ESC> on your keyboard.
6. Select the option button for Multiple Investments.

7. Click OK. The Find Securities dialog box opens.

Morningstar Direct January 2020 12
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Working with Investment Lists in Morningstar Direct™™

Exercise 3: Add an item to an existing list by ISIN

8. The Open End Funds universe should be selected from the drop-down field. From the

Find By drop-down field, select ISIN.
9. Inthe text box, type LU0365481349.

Find Investments @
Within @ Universes ) My Lists (1 My Searches
Open End Funds -
Find By ISIN = | @ Begins with Contains
[¥] Include Only Surviving Investments
| Luo365481343 | Go
Available records
Total records: No records found
Jump to record name:
Add Add All
Selected Records
Total records: No records selected
A
~
¥
Remove Remove All
Help QK Cancel

Be sure to make the correct
selection from the Find By field.

10. Click Go. The three funds matching the ISIN you entered should now be showing in the

Available Records area.

Morningstar Direct January 2020
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Working with Investment Lists in Morningstar Direct™™

Exercise 3: Add an item to an existing list by ISIN

11. Click the fund denominated in dollars (USD), then click the Add button. The fund is now

in the Selected Records area.

Be sure to select the correct
fund before clicking Add.

Find Investments @
Within @ Universes 71 My Lists _) My Searches
Open End Funds -
Find By ISIN »| @ Begins with Contains
Include Only Surviving Investments
LU0365481349 Go
Available records
Total records: 3
Jump to record name: LU0365481349
M3 INVF Emerging Markets Equity N (EUR,LU0365481349, Port+Perf)
MS INVF Emerging Markets Equity N (GBP,LU0365481349,Port+Perf)
S INVF Emerging Markets Equity M (USD,LUU365481349,P0rt+Perf,RepPerf1
Add Add All
Selected Records
Total records: No records selected
ES
-~
¥
Remove Remove All
Help oK Cancel

12. Click OK to close the Find Investments dialog box.

13. From the toolbar above the grid view, click the Save icon to preserve the updated list.

MORNINGSTAR
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Working with Investment Lists in Morningstar Direct™™ Exercise 4: Remove an item from a list

In the last exercise, you saved the list after adding the fund you looked up by ISIN. Let's Exercise 4: Remove an
say you want to remove only that item from the list. You can do this without having to item from a list
delete the entire list and rebuild it again.

To remove an item from a list, do the following:

1. You should still be in the Workspace module, and on the My Lists page. If not, go
there now.

2. If the Multiple Investments list is not already open, double-click its name to open it.
3. Check the box to the left of the MS INVF Emerging Markets Equity A fund.

Meorningstar Direct
File MNew Favorites Tools Help Pric:e Monitor Search for In This View
Home IMV Lists
Equity/Credit Research Action~| & A~ + ¥ View Snapshot - | & sq
Local Databases [ Name Base
Currency
Global Databases
Performance Reporting i Fidelity® Contrafund® US Dolla
Asset Allocation [0z Dodge & Cox Income Us Dolla
Portfolio Management | <} Litman Gregory Masters Smir Coms Instl Us Dolla
———— a4 Metropolitan West Total Return Bd M US Daolla Be sure to select only the
ortfolio Analysis -
s PRIMECAF QOdyssey Aggressive Growth Us Dolla fund you want to delete.
Rlagkel= s Vanguard 500 Index Investor Us Dolla
Asset Flows v 7 MS INVF Emerging Markets Equity N Us Dolla
Presentation Studio
Workspace
&3 Investment Lists
E My Lists
&8 Search Criteria
4. From the toolbar above the grid view, select Action...Delete.
Meorningstar Direct
File MNew Favorites Tools Help Pric:e Monitor Search for In This View
Home My Lists
|
Equity/Credit Research : ion = ~ i Snapshot - : :
g/ Laction~] & 2 = el 853 Select this option from
Local Databases I Save As 4 Base the Action menu to
Currency 0 0
Global Databases Add To 3 remove an item from a list.
M Ti
Performance Reporting n ove 1o Dl
I Delete
Asset Allocation r - Us Dolla
Settings 3
Portfolio Management r Reports » nir Coms Instl US Dolla
: i I turn Bd M Us Dolla
Portfolio Analysis Charts [ -
N View Holdi . =cive Growth Us Dolla
iew Holdings
magicts N . tor Us Dolla
Asset Flows F View Owners 3 . "
. Equity N US Dalla
i § M View Fundcode Info quity
Eicsentation Studic Performance Attribution 3
Workspace Portfolio Analysis
~E3 Investment Lists Average Detail Report
E My Lists Stock Intersection
~E8 Search Criteria X-Ray
E My Search Criteria Filing
B Sample Search Crit SA Documents
3
E Report Templates A a—,
B Chart Templates

5. When the confirmation message opens, click OK.

6. From the toolbar above the grid view, click the Save icon.

Morningstar Direct January 2020 15
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Working with Investment Lists in Morningstar Direct™ Exercise 5: Change the order of items in a list

You can change the order of rows in a grid view using one of the following methods: Exercise 5: Change the

: : : : order of items in a list
» to sort by one column, click a column header (click once to sort in ascending order,

click again to sort in descending order)

» to sort by two columns, use the Sort icon on the toolbar, or

» manually change the order of rows in the grid view using the arrow icons on
the toolbar (which is covered in this exercise).

< Note: Besides re-ordering the rows, you can also save an existing, pre-built column set with a
list, or create your own custom column set. Creating a custom column set is covered in the
Creating Custom Data Sets training guide.

This section shows you how to manually change the order of rows for a list. Do
the following:

1. You should still be in the Workspace module, and on the My Lists page. If not, go
there now.

2. If the Multiple Investments list is not already open, double-click its name to open it.
3. Check the box to the left of the Vanguard fund.

4. From the toolbar above the grid view, click the Move to Top icon. Note the new position

of the Vanguard fund.

Meorningstar Direct
File MNew Favorites Tools Help Search for In This View * Go
Home My Lists

Equity/Credit Research | Action~ A v ¥ View Snapshot

b ESE

Use this icon to

Local Databases Name Base
r Currency| MOV @ row to the
Global Databases top of the grid view.
Performance Reporting i Fidelity® Contrafund® us Dolla
T | PRIMECAF Odyssey Aggressive Growth Us Dolla
e |F |3 anguard 500 Index Investor Us Dolla
Portfolio M t
SHALE R s L UL a Dodge & Cox Income Us Dolla ?hemembe{ .tO se\tect t
i i R I Investmen
Portfolio Analysis s Litman Gregory Masters Smir Coms Instl Us Dolla e e(.: e
i before using the
Markets s Metropolitan West Total Return Bd M Us Dolla

position buttons.
Asset Flows

Presentation Studio
Risk Model Analysis
Workspace

&8 Investment Lists
E My Lists

» &8 Search Criteria

» E5 Report Templates

Morningstar Direct January 2020 16
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Working with Investment Lists in Morningstar Direct™ Exercise 5: Change the order of items in a list

5. Uncheck the box to the left of the Vanguard fund.
6. Check the box to the left of the Dodge & Cox Income fund.

7. From the toolbar above the grid view, click the Move Down icon. Note the new position

of the fund.

Meorningstar Direct

File MNew Favorites Tools Help Search for In This View * Go
Home My Lists

Equity/Credit Research Action~| & A 3 iew Snapshot

3 ESE

Use this icon to

L | Datab Name Base
Amo AL r S move a row down
Global Databases in the grid view.
Performance Reporting i Wanguard 500 Index Investor Us Dolla
T M2 Fidelity® Contrafund® Us Dolla
= PRIMECAF Odyssey Aggressive Growth Us Dolla
Portfolio Management
W a4 Dodge & Cox Income Us Dolla
Portfolio Analysis s Litman Gregory Masters Smir Coms Instl Us Dolla
Markets s Metropolitan West Total Return Bd M Us Dolla

Asset Flows
Presentation Studio
Risk Model Analysis
Workspace

&8 Investment Lists
E My Lists

» &8 Search Criteria

» B2 Report Templates

8. Click the Save icon to preserve the new ordering. Each time you open this list, this
ordering will be seen.

Morningstar Direct January 2020 17
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Working with Investment Lists in Morningstar Direct™™ Exercise 6: Add an item to an existing list from a data universe

What happens if you're conducting research in one of the local or global databases, Exercise 6: Add an
and realize you want to add an item to an existing list? You do not need to leave the item to an existing
module and go to Workspace in order to do this. Do the following: list from a data universe

< Note: The following exercise assumes your local country preference is set to the United States.

1. Select the Local Databases module, then click Open End Funds.

2. Beneath the Morningstar-defined Universes list, click United States Mutual Funds.

Meorningstar Direct

File MNew Favorites Tools Help Pric:e Monitor Search for In Securities|
Home Dpen End ds
Equity/Credit Research Welcome, Training Morningstar
—

Local Databases | Morningstar-defined Universes ==

3 Flinds/Managed Products Name Size
H Fund Analysis/News All Offshore Open-End Funds 75,546
B Category/Sector Av United States Mutual Funds 27,417
E Closed End Funds Be sure to select the
E College Saving Flar correct module,
B College Saving Port page, and universe.
E Exchange-Traded Fi
E Hedge Funds

= Money Market Fund

[ Open End Funds

E European Pension/L
E Insurance and Pens
E UK Life and Pension
E Variable Annuities
E Variable Annuity Su
E Variable Life

E Variable Life Subac
H Separate Accounts/

3. From the toolbar, click the Locate icon. The Select a Security dialog box opens.

Meorningstar Direct
File MNew Favorites Tools Help Pric:e Monitor Search for In This View * Go
Home Open End Funds
I
Equity/Credit Research Action * View Snapshot - | 4 Save \&( Search |§—'¢ Edit Data \\'2_—“ Sur‘tl '% Lucatel N h
Local Databases u Name + Ticker Global Broad Global ote the
Category Group Category position of
&5 Funds/Managed Products the Locate icon.
E B AHELVSIS'INEWE i 1250 Convertible Securities A TNFAX Convertibles Convertibl
B Category/Sector Ay . . = F
— — | 12580 Convertible Securities I TNFIX Convertibles Convertibl
E Closed End Funds - — - -
& College Saving Plar | <} 1250 Convertible Securities R TNFRX Convertibles Convertibl
B College Saving Port I a 12590 DoubleLine Dynamic Allocation A THXAN Allocation Cautious A
B Exchange-Traded i [ 5 1290 DoubleLine Dynamic Allocation I TNVDX Allocation Cautious A
E Hedge Funds | 1290 DoubleLine Dynamic Allocation R TNYRX Allocation Cautious A
E Money Market Fund [~ 7 1250 GAMCO Small/Mid Cap Value A THNVAX Equity US Equity
E Open End Funds s 1290 GAMCO Small/Mid Cap Value C TNVCX Equity US Equity
B European Pension/L. — g 1290 GAMCO Small/Mid Cap Value I THNVIX Equity US Equity
e s Pens 10 12590 GAMCO Small/Mid Cap Value R TNVRX Equity US Equity
E UK Life and Pension .
— . L 1 1290 Global Talents A TNYAX Equity Global Equ
E Variable Annuities -
& Variable Annuity Su ™ 12 1250 Global Talents I TNYFX Equity Global Equ
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Working with Investment Lists in Morningstar Direc
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Exercise 6: Add an item to an existing list from a data universe

4. In the Jump to record name field, type Oakmark.

5. Inthe Available records list, scroll down until you see Oakmark Service. Double-click the
record for Oakmark Service.The dialog box closes, and the row for Oakmark Service is

selected in the grid view.

Select A Security
Within Open End Funds
Find By

Available records

Total records: 27417

==l

@ Begins with ) Contains

[¥] Include Only Surviving Investments

Go

-

Jump to record name: | Oakmark]

Cakmark Investor
Cakmark Select Advisor
Oakmark Select Institutional
Cakmark Select Investor
Cakmark Select Service

Cakmark Service

Oakseed Opportunity Institutional
Oakseed Opportunity Investor
Oaktree High Yield Bond Advisor
Oaktree High Yield Bond Institutional

Oberweis Emerging Growth

Oberweis China Opportunities

Nherwaiz Tntarnatinnal Annartunities

Ok

Cancel

6. From the Action menu on the toolbar, select Add to...Investment List. The Add To

dialog box opens.

Type the first part of
the fund's name,
then double-click
the fund to select it.

MORNINGSTAR

Meorningstar Direct
File MNew Favorites Tools Help Pric:e Monitor Search for In This View
Home I[!pen End Funds
Equity/Credit Research Action ¥ View Snapshot - | M save "y sSearch
Local Databases I Save As 3 i a Ticker
&5 Funds/Managed Products Add To L Investment List I . .
B Fund Analysis/News |—5—he e ¥ Select this option to
= = OARMX add an investment
B Category/Sector Aw Reports 3 . Nk !
E Closed End Funds r Charts 3 e SEDEX toan existing list
E College Saving Plar r View Holdings v ;to.r ESn)
E College Saving Port F View Owners v 1v?50r. | OHYDX
B - A Istitutiona OHYIX
E Echana=gitadadin r Performance Attribution v
Hedge Fund . ies OBCHX
E i Average Detail Report
E Money Market Fund. [* K i OBEGX
— Rating What-if —
E Open End Funds N i i ortunities OBIOX
B European Pension/L r N DRC ntersectian < Instl OBIIX
— _Ray
E Insu.ranc:e and PFTHE r ) o OBMCX
HE UK Life and Pension Find Similar Funds —
—— " r . tunities OBSOX
E Vvariable Annuities Filing
E Variable Annuity Su r D —— WSS
E Variable Life r neset nverse OCMGX
H Variable Life Subac [ 18510 Oklahoma Municipal OKMUX
|l S Senarate Acconnts/ [~ 18511 Old Westbury All Cap Core OWACX
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Working with Investment Lists in Morningstar Direc
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Exercise 6: Add an item to an existing list from a data universe

7. Click the Multiple Investments list, then click OK to close the dialog box.

Add To

Add To

My Invesiment Lists

=3

[ Irnmorted | ist

Single Investment List
US Small Value 5 Star Funds & ETFs

OK

| Cancel | Help

8. (o to the Workspace module, and select the My Lists page.

Select the list to which
you want to add the
selected investment.

9. Double-click the Multiple Investments list to open it, and note the new addition.

MORNINGSTAR

Meorningstar Direct

File MNew Favorites Tools Help Pric:e Monitor Search for In This View
Home .- |
Equity/Credit Research © Action~ New | ik Export~ | [E] PDF | 4% Refresh
Local Databases ] Name T
Global Databases
Performance Reporting i Morningstar Prospects Q4 2016 Mornings
Asset Allocation |r 2 Imported List | Training

= Multiple Investments Training .
Portfolio M - - — Double-click the
a4 Single Investment List Training e @ 2 [t i@ open i
Portfolio Analysis [Os US Small value 5 Star Funds & ETFs Training )
Markets
Asset Flows
Presentation Studio
Workspace
&3 Investment Lists
E My Lists

» B8 Search Criteria
» E5 Report Templates

E Chart Templates
» B8 Data Sets
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Working with Investment Lists in Morningstar Direct™™

Exercise 7: Create a list from a search

What happens if you don’t know which investments you want to add to a list, but
instead have to first search for them? Creating a list in this scenario is easy enough; the
only challenges are ensuring you create the list from the correct location, and select
only those investments you actually want to include in the list.

What does it mean to “create the list from the correct location?” If you want to create a
list with a single type of managed investment (open-end funds, closed-end funds,
exchange traded funds, etc.), you can create a search from the particular universe in
the Local Databases module. If your search needs to incorporate multiple managed
investment types, however, then you should create the search from the Workspace
module. The following exercise will have you create a search, then select the items
from the result set to a list.

< Note: Working with and creating a search by criteria is explained in greater detail in the
Creating Searches in Morningstar Direct training manual.

To create a list from a search, do the following:

1. You should be in the Multiple Investments list in the Workspace module. From the
toolbar, click My Lists on the breadcrumb trail. All lists you have saved are displayed.

Meorningstar Direct

Exercise 7: Create a list
from a search

File MNew Favorites Tools Help Pric:e Monitor Search for In This View|
Home My Lists |
Equity/Credit Research  © Action~| 4 A~ v ¥ View Snapshot - E
Local Databases ] Name Base
Currency
Global Databases
Performance Reporting J1 Fidelity® Contrafund® Us Dolla
Asset Allocation [0z Dodge & Cox Income Us Dolla
Portfolio Management O3 Litman Gregory Masters Smir Coms Instl Us Dolla
= = I a Metropolitan West Total Return Bd M Us Dolla
Portfolio Analysis -
s Cakmark Service Us Dolla
Sagksts | PRIMECAF Odyssey Aggressive Growth Us Dolla
Asset Flows rz Vanguard 500 Index Investor Us Dolla

Presentation Studio
Workspace

&3 Investment Lists
E My Lists
&3 Search Criteria
E My Search Criteria
E Sample Search Crit
|_» E5 Report Template

Click here to see all
of your saved lists.

Morningstar Direct January 2020
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Working with Investment Lists in Morningstar Direct™ Exercise 7: Create a list from a search

2. From the toolbar, click the New icon. The Select Investments dialog box opens.

Meorningstar Direct
File MNew Favorites Tools Help Pric:e Monitor Search for In Tl
Home
Equity/ Credit Research Action~ || 3 New | i Export~ | [E] PDF @ Refresh ;
Click here to
Local Databases ] Name

create a new list.
Global Databases

Performance Reporting 01 Morningstar Prospects Q4 2016
Oz Multiple Investments

3 Single Investment List

Asset Allocation
Portfolio Management
Portfolio Analysis
Markets

Asset Flows
Presentation Studio
Workspace

&3 Investment Lists
E My Lists
&8 Search Criteria
E My Search Criteria

3. Although the option for creating a list based on Search Criteria exists here, creating a
search from the My Lists page might not be the best option for one important reason:
once you enter the criteria for a search, if you need to make changes to the criteria you
cannot return to the window where you selected and defined the criteria. For this
reason, it is better to create a search that will result in a list from the My Search Criteria
page, because from here you can easily return to the Search by Criteria window to make
changes as needed. Click Cancel.

Select Investments @
Select Investments

You can create a search as the
basis for a list, but a better
approach is to do this from

() Single Investment: the My Search Criteria page.

How do you want to select Investments?

Mame,Ticker ISIN/CUSIP /Secld

() Multiple Investments

| (@) Search Criteria | Open End Funds -

() My Lists

() Import List

oK Cancel Help
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Working with Investment Lists in Morningstar Direct™™

Exercise 7: Create a list from a search

4.

In the left-hand navigation pane, select the My Search Criteria page (under the

Workspace module).

Meorningstar Direct

File New Favorites Tools Help ;Price Munitur;

Global Databases
Performance Reporting
Asset Allocation
Portfolio Management
Portfolio Analysis
Markets

Asset Flows
Presentation Studio
Workspace

&3 Investment Lists
E My Lists
B8 Sgarch Criteria

Search for

Home My Lists - R —

Equity/Credit Research © ActionT # A w ¥ \View Snapshot - | #s4

Local Databases ] Name Base
Currency

In This View

Click to select this page.

E My Search Criteria
B Sample Search Crit
» B8 Renort Template

5. From the toolbar, select New...Advanced Search...Funds (Open End and Exchange

Traded Funds). The Search Criteria window opens.

Meorningstar Direct
File New Favorites Tools Help ;Price Munitur;
Home

Equity/Credit Research

Local Databases

Global Databases |

Performance Reporting
Asset Allocation
Portfolio Management
Portfolio Analysis
Markets

Asset Flows
Presentation Studio
Workspace

&8 Investment Lists
E My Lists
&8 Search Criteria
E My Search Criteria
E Sample Search Crit
» E5 Report Templates
E Chart Templates
» B8 Data Sets
» B8 Custom Database
E Saved Reports
E Note Manager
E Retirement Plans
» B2 Group Manager

Search for In This View - Go
. Action~ |[new~| 4t Export~ | (] PDF | & Refresh
[ N Basic Search » Type Cwner A
Advanced Search 4 All Managed Investments
Analysis/News/Report 3
Bonds
Category Average 3

Closed-End Fund

College Savings Plans 3
Economic Series

Exchange Traded Fund

European Pension/Life Fund Wrappers

Select this
option to create
a new search.

Funds (Open End and Exchange Traded Funds)
HFR. Hedge Funds

eVestment Hedge Funds

Market Index

Money Market Fund

Open-End Fund

Ownership-Portfolio

Ownership-Security

Pension/Life/Insurance 3
Private Funds

Separate Accounts/CITs

eVestment Separate Accounts

Stock

MORNINGSTAR
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Working with Investment Lists in Morningstar Direct™™

Exercise 7: Create a list from a search

6. Clickin the Field Name column for row 1. A drop-down field opens.

7. Select Morningstar Category. The Operator column is automatically set to =.

Morningstar Direct -- Funds (Open End and Exchange Traded Funds)

select a criteria.

Click to expand
the U.S. option.

@ Open TeInsert X Delete £ Clear All ﬁ Export~ [E]|PDF [ Save As B Feedback
D Rel { Field Hame Cperator value )
[ 1 Name -
2 Name -
W Investment Type
D P Base Currency
— Virtual Class
Bs Ticker Click to
Els ISIN
E 7 Global Broad Category Group
B s Global Category
Morningstar Category I -
El9 < T G
[ 10 -
View Field Name: Include: Items Searched: Items Found: Run Search
@) By Category Only Surviving Investments. o -
("1 Alphabetically D User Defined Primary Class Only
Help oK Cancel
8. Click in the Value column. A drop-down list opens. Scroll down and expand the
U.S. option.
Morningstar Direct -- Funds (Open End and Exchange Traded Funds) =R ERES
@ Open CeInsert X Delete £ Clear All @ Export~ [E]|PDF g4 Save As B Feedback
[l Rel 4 Field Name Operator value )
Fl1 Morningstar Category = =
E 2 [#-Spain - U
F 3 +)- Thailand L
B 4 E1U.S. | L
— -Allocation--15% to 30%
Bs -Allocation--30% to 50%
El s -Allocation--50% to 70%
7 -Allocation--70% to 85%
e -Allocation--85%+ Equity
-Bank Loan bt
El 9 mm b
[F] 10 -
View Field Name: Include: Items Searched: Items Found: Run Search
(@) By Category Only Surviving Investments o
(1 Alphabetically [7] user Defined Primary Class Only
Help oK Cancal

MORNINGSTAR
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Working with Investment Lists in Morningstar Direct™ Exercise 7: Create a list from a search

9. Underthe U.S. option, the categories are listed in alphabetical order. Scroll down and
click Small Value.

Morningstar Direct -- Funds (Open End and Exchange Traded Funds) =R ERES
Open  =Insert X Delete rZClear All 4} Export~ PDF  lgySave As EdFeedback
. il - ) : o
l Rel ( Field Name Operstor value )
Br - Morningstar Category = -
Bz I L.Pacific/Asia ex-Japan Stk » U
Preferred Stock
[
Real Estate
4
O -Short Government
Bs Short-Term Bond Scroll down to
m Single Currency m find this option.
B7 Small Blend i
Small Growth
8
O -Small Value bt
B9 m b
[F] 10 -
View Field Name: Include: Items Searched: Items Found: Run Search
G By Category Only Surviving Investments o -
("1 Alphabetically D User Defined Primary Class Only
Help oK Cancel

10. Click in the Field Name column for row 2, and from the drop-down field, select
Morningstar Rating Overall. The Operator column is automatically set to =.

11. Click in the Value column, and from the drop-down field, select 5.

Morningstar Direct -- Funds (Open End and Exchange Traded Funds) =R EES
@ Open eInsert X Delete £ Clear All ﬁ Export~ [E|PDF g4 5ave As B Feedback
& Rel ( Field Name Operator value 3
- — Selecting this
Er | -- Morningstar Category = Small Value - option will
2z | And Morningstar Rating Overall = [ show you 0|’]|\/
B 3 ; funds with a
| 4 : 5-star rating.
5
= 4
Hs s
a7 NA
s
e
[F] 10 -
View Field Name: Include: Items Searched: Items Found: Run Search
(@) By Category Only Surviving Investments o
(1 Alphabetically [7] user Defined Primary Class Only
Help oK Cancel

12. Click Run Search to preview the number of investments meeting the search criteria.
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Working with Investment Lists in Morningstar Direc
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Exercise 7: Create a list from a search

13. To retrieve only the oldest share class for each fund, click in the Field Name column for
row 3, and from the drop-down field, select Oldest Share Class. The Operator column is

automatically set to =.

Scroll down to
select this item.

Morningstar Direct -- Funds (Open End and Exchange Traded Funds) =R ERES
@ Open e=Insert X Delete £ Clear All ﬁ Export- [E]|PDF [ Save As B Feedback
Rel ( Field Name Operator value
=]
F1 Morningstar Category = Small Value
El2 and Morningstar Rating Overall = 5
Fl3 and Morningstar Rating Overall
El 4 Shares Outstanding -
Es Holding of an Investment
e Oldest Share Class |
Distribution Status
|7 12 Mo Yield Date
E 8 12 Mao Yield
=] Latest Dividend Date
Latest Dividend
10 .

O Latest Dividend NAV . A

View Field Name: A LI} ¥ Items Searched: Items Found: Run Search

G By Category Only Surviving Investments 256184 435

(") Alphabetically D User Defined Primary Class Only

Help oK Cancel

14. Click the Value column, and from the drop-down field, select Yes.

15. Click Run Search again.

16. Click OK to close the Search Criteria window. The items matching your search now show

in the grid view.

17. In the header row, click the select all check box.

Meorningstar Direct

Home

Equity/Credit Research
Local Databases
Global Databases
Performance Reporting
Asset Allocation
Portfolio Management
Portfolio Analysis
Markets

Asset Flows
Presentation Studio
Workspace

&3 Investment Lists
E My Lists
&8 Search Criteria
E My Search Criteria
E Sample Search Crit
|_» E5 Report Template

File New Favorites Tools Help ;Price Munitur;

Search for

My Search Criteria
A

In This View

Action~ View Snapshot -

& save (g Save As

(]

AAMARICR A AR

L= B R = T 1 I S T R N

=
(S I = |

Name

American Century Small Cap Value Inv
Fidelity® Small Cap value

INL/PPM America Small Cap Value B
LSV Small Cap Value

MFS New Discovery Value I

Nuveen Small Cap Value I

PowerShares S&P SmallCap Low olatil ETF
Principal Small-MidCap Dividend Inc Inst
Prudential QMA Small-Cap Value 2
Undiscovered Managers Behavioral Val L
Vanguard Small Cap Value Index Inv

Victory Sycamore Small Company Opp R

& Investmg
Type

Cpen-En
Cpen-En
Cpen-En
Cpen-En
Cpen-En
Cpen-En
Exchangg
Cpen-En
Cpen-En
Cpen-En
Cpen-En
Cpen-En

Use this box to
select all rows
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Working with Investment Lists in Morningstar Direct™ Exercise 7: Create a list from a search

18. To save the investments meeting the search criteria to an investment list, from the
toolbar, select Action...Save As...Investment List. The Save As dialog box opens.

Meorningstar Direct
File MNew Favorites Tools Help Pric:e Monitor Search for In This View
Home My Search Criteria This Op'[lOﬂ .a”OWS o .
L to save the items to a list.
Equity/Credit Research | Action v|view Snapshot - | @ save [qsave As
Local Databases Fl Save As 3 Investment List it
Global Databases Add To 4 Performance Report
Performance Reporting [v Settings * Bp Value Inv Open-En
Reports 3 ¥
Asset Allocation F h S
§ v Charts ' lpvalue B COpen-En
Portfolio Management v View Holdings v Open-En
Portfolio Analysis I iew Owners 3 Open-En
Markets I Performance Attribution 3 Open-En
Asset Flows o Portfolio Analysis p Low Volatil ETF Exchangg
Average Detail Report u
Presentation Studio F . hat-if EEE e s S
= v Rating What-i Value Z COpen-En
Worl ace i .
o v Stock Intersection havioral Val L COpen-En
~ B8 Investment Lists I X-Ray i Open-En
B My Lists I Filing >mpany Opp R Open-En
&8 Search Criteria
— S Reset Universe
B My Search Criteria
E Sample Search Crit
» B8 Renort Template
19. In the Name field, type Small Value Five Star Funds.
Save As o R
= This dialog box allows
Save As you to save the list.
MName Small Value Five Star Funds |
My Investment Lists Multiple Investments

Single Investment List

oK | Cancel Help

20. Click OK to close the Save As dialog box.

21. When the confirmation message appears asking if you want to save your changes,
click Yes. This allows you to save the search you created.

& Note: Remember that investment lists are static; their constituents will not change unless you
manually add or remove items from them. Searches, however, are dynamic. When you open a
saved search, only investments currently matching all of the criteria will be displayed.
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Working with Investment Lists in Morningstar Direct™™

Exercise 8: Merge existing lists into a new list

22. In the Name field, type Small Value Funds.

Save As == —
This dialog box allows
Save As you to save the search.
Name

Small value Funds

Existing Searches

OK Cancel Help

23. Click OK to close the Save As dialog box.

24. In the left-hand navigation pane, click the My Lists pag
just saved.

e. Note the new list you

When building a list, you can also take one list you have saved and merge it into

another existing list, then save the combined items into a

To merge one list into another, do the following:

new list.

1. To begin, be sure you are looking at the My Lists page in the Workspace module.

2. Double-click the Multiple Investments list to open it.

Morningstar Direct

Exercise 8: Merge
existing lists
into a new list

double-click its name.

Portfolio Analysis
Markets

Asset Flows
Presentation Studio
Workspace

&3 Investment Lists
E My Lists
&8 Search Criteria
E My Search Criteria
E Sample Search Crit
|_» E5 Report Template

3. From the toolbar, click the Add icon. The Select Investments dialog box opens.

4. Select the option for My Lists.

File MNew Favorites Tools Help Pric:e Monitor Search for In This View
Home
Equity/Credit Research  :© Action~ | [ New | i} Export~ | [K] PDF | 4% Refresh
Local Databases r Name Cwmer To open a list,
Global Databases
Performance Reporting i Morningstar Prospects Q4 2016 Mornings
Asset Allocation () & |Mu|t|p|e Investments Training
3 Single Investment List Training
Portfolio Management X -
a4 Small Value Five Star Funds Training

MORNINGSTAR
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Working with Investment Lists in Morningstar Direc
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Exercise 8: Merge existing lists into a new list

5. From the drop-down field, select Small Value Five Star Funds.

Select Investments

Select Investments

Mame/Ticker ISIN/CUSIP /Secld
() Single Investment:
() Multiple Investments

() Search Criteria

How do you want to select Investments?

Open End Funds

==l

@) My Lists

[Mulﬁple Investments - I

() Import List

oK | Cancel | Help |

6. Click OK. The grid view opens, and investments from both lists are combined.

Select this option button, and
be sure to select the correct list.

7. Click the Save icon to save the Multiple Investments list with these new investments

Meorningstar Direct
File MNew Favorites Tools Help | Price Monitor Search for In This View * Go
Home My Lists
|
Equity/Credit Research . ActionT| #& A w ¥ View Snapshot - | 4 Save &d Add |§—"¢Edit Data
Local Databases ] Name Base Ticker 15
Currency
Global Databases
Performance Reporting 1 Fidelity® Contrafund® Us Dollar FCNTX
Asset Allocation | Dodge & Cox Income Us Dollar DODIX ug
| <} Litman Gregory Masters Smir Coms Instl Us Dollar MSSFX ug
Portfolio Management R
I a PRIMECAF Odyssey Aggressive Growth Us Dollar POAGX ug
Portfolio Analysis s Metropolitan West Total Return Bd M US Dollar MWTRX | U4
Markets s Oakmark Service uUs Dollar CARMX ug
Asset Flows 07 Wanguard 500 Index Investor Us Dollar WFINX U4
q
Presentation Studio | Vanguard Small Cap Value Index Inv Us Dollar VISWH ug
e American Century Small Cap Value Inv Us Dollar ASVIN ug
Workspace R
™ 10 Fidelity® Small Cap Value uUs Dollar FCPWX ug
v &2 Investment Lists [T 11 INL/PPM America Small Cap Value B Us Dollar ug
oy UES 12 LSV small Cap Value Us Dollar LSVQX i
= e ~|r 13 MFS New Discovery value I Us Dollar NDWIX i
B My Search Criteria
— T 14 Nuveen Small Cap Value I Us Dollar FSCCX ug
E Sample Search Crit -
\ \ q
» & Report Templates ™ 15 PowerShares S&P SmallCap Low olatil ETF Us Dollar XELW ug
B Chart Templates | Principal Small-MidCap Dividend Inc Inst Us Dollar PMDIX ug
» B3 Data Sets 17 Prudential QMA Small-Cap Value Z Us Dollar TASVX U4
¥ B8 Custom Database ™ 18 Undiscovered Managers Behavioral Val L Us Dollar UBWLX g
E Saved Reports ™ 19 Victory Sycamore Small Company Opp R uUs Dollar GOGFX ug
E Note Manager

Here, the elements
of two lists have
been combined.
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Working with Investment Lists in Morningstar Direct™™

Exercise 9: Set user preferences for imports

The exercise following this one shows users how to import a set of stocks. Prior to
doing that, though, users should tell the system which exchanges should be

considered when importing items. This prevents duplicate items from appearing in a
list for stocks trading on multiple exchanges.

To set the user preference for imports, do the following:

1. From the menu bar, select File > Set User Preferences. The Set User Preferences

window opens.

Morningstar Direct

New Favorites Tools Help

Exercise 9: Set user
preferences for imports

Search for In This View * Go
| Set User Preferences N
v Lists
New Folder L —
ActionT| & »~ w ¥ View Snapshot - EE
Exit
Name Base
Currency
Global Databases
Performance Reporting i Wanguard 500 Index Investor Us Dollar
Asset Allocation 2 Fidelity® Contrafund® USs Daollad
| PRIMECAFP Odyssey Aggressive Growth Us Dollar
Portfolio Management X
ra Litman Gregory Masters Smir Coms Instl Us Duollar
Portfolio Analysis s Dodge & Cox Income Us Dollar
Markets s Metropolitan West Total Return Bd M Us Dellad
AssciiElons 7z Oakmark Service Us Dollay
Presentation Studio [ s Ancora Special Opportunity I Us Dollar
s Fidelity® Small Cap Value uUs Dollar
Risk Model Analysis K
™ 10 Franklin Small Cap value & Us Dollad
Workspace 11 Invesco S&P SmallCap Low Volatility ETF Us Dollar
~E8 Investment Lists [ 12 iShares S&F Small-Cap 600 Value ETF Us Dollar
B W | icks — 4 1 Lo =3 M 1eml 1 e mell

2. Select the Import tab.

Select this option to
change system settings.

MORNINGSTAR
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Working with Investment Lists in Morningstar Direct™™

Exercise 9: Set user preferences for imports

3. Click Set Exchange Filter. The Set Exchange Filter window opens.

Set User Preferences

Genearal Portfolic Management | Import :I Export

Return Settings

User Dy

Choose your imported portfolio default general settings

Rebalancing frequency Manthly
Rebalancing based on Calendar Period End

Performance calculation start date First Portfolio Date

Choose your investment matching filter settings

Price Source (®) Use Morningstar Prices () Use Imported Prices

Choose your default price source setting for imported security performance calculations:

Click this button to control
which exchanges are considered
when importing investments.

Investment Matching Filters: Set Exchange Filter

Choose your automated portfolioc import settings

schedule Batch Job Create [ Modify Schedule |

Set Currency Filter

Auto-Select Representative Performance Stream Investments
Mote: This option will exdude virtual fund dass investments.
[ include inactive morningstar security for security mapping

Delete Schedule

4. Click Add / Remove Exchanges. The Selected Exchanges dialog box opens.

Import - Merningstar Direct

Set Exchange Filter

the selected exchange list according to your selected order.

Our system will attempt to map your imported securities to Morningstar-tracked securities. You can configure the security
matching process by selecting the exchanges where your securities are trading below. The process will pick the first match from

Use selected countries exchanges,currencies as default for security matching. Reorder by going to 'Add/Remove’ dialog box.

Click this button to
select the specific
exchanges to consider.

Selection Import | *
Order Exchange Code Exchange Name Match
]
Help Add f Remove Exchanges Save + Close Cancel
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Working with Investment Lists in Morningstar Direct™ Exercise 9: Set user preferences for imports

5. Scroll down to select each of the following exchanges, then click Add:

» NASDAQ,USA, and
» NEW YORK STOCK EXCHANGE, INC., USA.

Selected Exchanges X
Salect Exchanges

Select Countries/Exchanges /Currendies from Available Country/Exchange/Currency list and add them to Selected
Country/Exchange /Currency list.

Available Exchanges

Total Exchanges: 654

MASDAQMMS (MATIONAL MARKET SYSTEM),LISA

NATIONAL COMMODITY & DERIVATIVES EXCHANGE LTD.,IND
NATIONAL MULTI-COMMODITY EXCHANGE OF INDIA,IND
NATIONAL STOCK EXCHANGE OF INDIA,IND

NATIONAL STOCK EXCHANGE OF LITHLUANIA,LTL

NATIONAL STOCK EXCHANGE, USA

MEPAL STOCK EXCHANGE, NPL Select an exchange,
NEWY CONNECT,POL v then click this button.
< >
Add Add Al
Selected Exchanges
Total Exchanges: 0
#
~
-
¥
Remove Remove Al
Conce

6. Click OK to close the Select Exchanges dialog box.

Morningstar Direct January 2020 32
MORNINGSTAR

© 2020 Morningstar. All Rights Reserved.
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Exercise 9: Set user preferences for imports

7. Check the Import Match box to the right of the name of each exchange.

8. Click Save + Close to close the Set Exchange Filter window.

Import - Merningstar Direct

Set Exchange Filter

Cur system will attempt to map your imported securities to Morningstar-tracked securities. You can configure the security
matching process by selecting the exchanges where your securities are trading below. The process will pick the first match from
the selected exchange list according to your selected order.

Use selected countries/exchanges,currencdes as default for security matching. Reorder by going to 'Add/Remove’ dialog box.

Check these
boxes before
clicking Save + Close.

Selection Import | ™
Order Exchange Code Exchange Name Match
1 EXZS3SXNAS NASDAQ
2 EXZSSSXNYS NEW YORK STOCK EXCHANGE, INC.
]
Help Add f Remove Exchanges Save + Close Cancel

9. Click OK to close the Set User Preferences window.
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Working with Investment Lists in Morningstar Direc Exercise 10: Import a list of investments from Microsoft® Excel®

You can import a text or Microsoft® Excel® file to build a list of investments. In order to Exercise 10: Import a
import the file, you need to include a security identifier for each item in the Excel file, list of investments
such as one of the following: from Microsoft® Excel®

» CUSIP

» [SIN

» SEDOL
» Ticker

» Secld, or
» FundID.

< Note: Other options for identifying holdings are also available.
Only one of these options can be selected during the import process, and it must

appear in column A in the Excel spreadsheet. A header row in the Excel spreadsheet is
not needed. To practice, open this Excel file of stocks and save it locally.

Using the Excel file just saved (or another that's properly formatted), import it as a list
by doing the following:

1. In the Workspace module, select the My Lists page.

2. From the toolbar, click New. The Select Investments dialog box opens.

Meorningstar Direct

File MNew Favorites Tools Help Pric:e Monitor Search for In This Vie
Home
Equity/Credit Research © Action v-ﬁ!m i} Export - PDF Refresh . .
: . = = ¢ = Even when importing, use
LocakDatabaces r =me "m=r | thisicon to create a new list.

Global Databases

Performance Reporting i Morningstar Prospects Q4 2016 Marning

Asset Allocation Oz Multiple Investments Training
3 Single Investment List Training

Portfolio Management X -
a4 Small Value Five Star Funds Training

Portfolio Analysis
Markets

Asset Flows
Presentation Studio
Workspace

&3 Investment Lists
B My Lists

&8 Search Criteria
E My Search Criteria
E Sample Search Crit
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Working

with Investment Lists in Morningstar Direct™

Exercise 10: Import a list of investments from Microsoft® Excel®

3. S

elect the option for Import List.

=

&

Select Investments

Select Investments

How do you want to select Investments?
Mame,Ticker ISIN/CUSIP /Secld
() Single Investment:
() Multiple Investments
(©) Search Criteria Open End Funds

() My Lists

Select this option to
import a list of securities.

| (@) Import List |

oK | Cancel Help

Click OK. The Import List dialog box opens.

To find the file with the investments you want to import, to the right of the File name

field, click Browse.
From the File type drop-down field, select Excel.

From the Identifier drop-down field, select Ticker.

Be sure to select the
correct values from

each field, otherwise
the import will not work.

Import List *
Import List
The only column in your file should be the identifier.
File name L:\SHARE\SALES\ISS \Direct\Direct Training Pr| | Browse...
File type Excel s
Identifier TICKER o

Indude Only Surviving Investments

[ auto Select OldestClass [ auto Select Virtual Class

Help

oK | Cancel |

8. Click OK to close the Import List dialog box. The investments are automatically added to

the grid view.

MORNINGSTAR

Morningstar Direct January 2020

© 2020 Morningstar. All Rights Reserved.
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Exercise 11: Rename a list

9. To save the list, click the Save icon on the toolbar. The Save As dialog box opens.

10. In the Name field, type Imported List.

Save As @

Save As

Name Imported List | Enter the name for

My Investment Lists Multiple Investments the imported list here.
Single Investment List
Small Value Five Star Funds

oK Cancel Help
11. Click OK.
You can easily change the name of a list, but you can rename only one list at a time. Exercise 11: Rename

This is useful if you need to change a list's name for the sake of clarifying the contents a list
of a list. To rename a list, do the following:

1.

From the left-hand navigation pane, select the My Lists page under Workspace.
2. Check the box to the left of the Small Value Five Star Funds list.

3. From the Action menu, select Rename. The Rename dialog box opens.

4.

Meorningstar Direct

File MNew Favorites

Home

Equity/Credit Research
Local Databases
Global Databases
Performance Reporting
Asset Allocation
Portfolio Management
Portfolio Analysis
Markets

Asset Flows
Presentation Studio
Workspace

&3 Investment Lists
E My Lists
» B8 Search Criteria
» E5 Report Templates
E Chart Templates
| » E5 Data Sets

Tools Help 1] Price Munitur;

Search for In This View

Action~ | Ed New | il Export~ | [E| PDF @ Refresh

[ Edit 3 Owner
Share With »
Fl TETEIE |-ts Q4 2016 Mornings| /o i P
N Saveles Training
S R o change the name
r _ 3 Training | of the selected list.
I As=ign to Folder st Training
¥ 5 Small Value Five Star Funds Training

In the Name Field, change the name of the list to US Small Value 5 Star Funds & ETFs.

5. Click OK. The name of the list updates automatically in the grid view.
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Working with Investment Lists in Morningstar Direct™ Exercise 12: Send a list to another Morningstar Direct user

You can send the lists you create in Morningstar Direct to other Morningstar Direct Exercise 12: Send a
subscribers. You can also share lists with other users. The difference between sharing list to another
a list and sending a list is that a shared list can be set to either Read Only or Morningstar Direct user

Read/Write permission, while lists you send always have Read/Write permission. The
changes someone makes to a list you send are not reflected in the list you see, as is the
case for a list you share with Read/Write permission.

That is, lists you share with Read/Write permission can have items added to or
removed from them, and the name of the list can be changed as well. Other
Marningstar Direct users with Read/Write permission to a list you created and shared
can also delete that list, in which case it is removed for both themselves and you.
Therefore, think carefully about offering Read/Write access to a list you share!

Read Only lists you share can be seen by other Morningstar Direct users, but the
elements of the list cannot be changed, and a user cannot change the name of the list
or delete it.

To send a list, do the following:

1. From the left-hand navigation pane, select the My Lists page under Workspace.
2. Check the box to the left of the US Small Value 5 Star Funds & ETFs list.

3. From the Action menu above the grid view, select Send To. .. Within My Firm. The Find
Users Within My Company window opens.

Meorningstar Direct

File MNew Favorites Tools Help ;Price Monitor; Search for In This View

Home

Equity/Credit Research I_Ac:tion - | Ed New | il Export~ | [E] PDF | 4 Refresh

Local Databases [ Edit 4 Owmer
Global Databases Share With 4
Performance Reporting I cTul s 04 2016 Maornings

i r Save As ! Training
Asset Allocation — =

| SendTo o Training | gelact this option to
Portfolic Management s - " —
an to Folder Outside My Firm .
———— r Y Training | send a selected list to
Sl Snavse Vs Us Small value 5 Star Funds & ETFs Training another user at yourﬁrm.

Markets

Asset Flows

Presentation Studio

Workspace

&3 Investment Lists
E My Lists

» B8 Search Criteria

» E5 Report Templates

E Chart Templates
» B3 Data Sets
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Working with Investment Lists in Morningstar Direct™™

Exercise 12: Send a list to another Morningstar Direct user

4. In the Find By field, type the last name of the person to whom you want to send the list.

5. Click Go.

6. Inthe Available records area, select the person’s name, then click Add.

Find Users Within My Company @
Within Morningstar v
Find By Last N ~| @ Begins with ) Contai .
= - The default option looks for a
Eesteme S person by Last Name, but you
Available records can switch this to First Name,
\ - and you can also search for
Total records: 1 a portion of a person’s name.
Jump to record name:  Beukema
Beukema, Robert
dd dd All
= Aod A You can look for and add

Selected Records multiple people to send
ctallsscomts:EL a list to before you click OK.
Beukema, Robert 3

P

3

¥

Remove Remove All
Help oK Cancel
7. Click OK.
8. When the confirmation message appears, click OK.
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