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Performance Reporting is specifically designed to monitor the performance of investments organized into groupings 
based on your own custom classifications. You can assign benchmarks, define data, and perform ranking analysis. 
Both qualitative and quantitative factors can be applied to the report. Implement a Scorecard using standardized 
values or custom grades to further monitor your investments (see the Scorecard chapter). 
 
You can create a new report directly from the Performance Reporting folder, or you can create a Performance Report 
from an existing Investment List or Search Criteria. In addition, an Investment List can be synchronized with a 
Performance Report to reflect any changes made in the Investment List.  
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Set Your Performance Reporting Settings 
 
1. In the Performance Report pane, click General Settings where you can set specific default settings only applicable 
to Performance Reporting. 
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2. Go to the General tab to set your default general preferences. Here, you can also check the box to synchronize your 
Performance Report with an Investment List. 
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3. Go to the Grouping tab to set your default Group Settings, such as the Default display group and Default calculation 
benchmark. 
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4. Go to the Display tab to set your default Display Settings, Summary Statistics, Breakpoint Settings, and more.  
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5. Go to the Output tab to set your default Batch Settings and Excel Export Settings. When complete, click OK. 
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Create a Performance Report with a Morningstar Template 
 
1. Go to Reports folder and click on the Templates subfolder. 
 

 
 
2. Double click Trailing Returns (Last Month End) from the Morningstar Template list. 
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3. Select Search Criteria and click OK.  
 

 
 
4. Enter your search parameters, as shown in the example below and click OK.  
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5. Click Calculate. 
 

 
 
6. You will be prompted to name and save the report. Proceed to click OK to calculate the report. 
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7. You have successfully generated the performance report. Note that at any point you can modify your template using 
the Edit drop down. 
 

 
 
Create a Custom Performance Report with Specific Data Points 
 
1. Go to the Reports folder and click New. 
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2. The Select Investments window appears. Let’s build a list with Search Criteria as we did in the previous section. 
Proceed to click on Search Criteria, select your universe, and click OK.  
 

 
 
3. Once you have completed your search, click OK. 
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4. You will be taken to the Group Settings window where you can modify Display Groups, Peer Groups, and 
Benchmarks. 
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5. By default, investments are organized by Morningstar Category. To change this, click on the Display Grouping drop 
down to select other grouping choices such as Morningstar Rating Overall, Investment Type, Broad Category Group, 
and more. 
 

 
 
6. Go to Peer Group where the Display Group is the default for the Peer Group. To modify the peer group to be used for 
calculating rankings, click on the Pen and Paper icon next to each of the groupings. Keep in mind that you can also 
click on the top left box to apply your changes for all groupings at once. 
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7. The Peer Group dialog box will appear. Select Morningstar Category and click OK. 
 

 
 
8. The content of the “# of Investments in Peer Group” column now reflects those names in each of the specific 
Morningstar categories.  
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9.  Go to the “Display Benchmark 1” column and select Analyst Assigned Benchmark from the drop-down, as the 
designated benchmark. 
 

 
 
10. Click on Show Benchmarks to display the names of the Analyst Assigned Benchmarks. 
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11. Should you use Display Benchmark 2 as an additional benchmark, select the appropriate benchmark. For 
demonstration purposes, we will leave it as is. You can also customize the Calculation Benchmark, which is what will 
be used to calculate data points requiring a benchmark. For example, select the Morningstar Category Average as the 
Calculation Benchmark. Lastly, select the appropriate Risk-Free Proxy, if necessary, should you want to change the 
default. Once you have completed your selections, click OK. 
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12. The Select Column dialog box appears. From here, you can select an existing Morningstar template, your own 
template, or create one from scratch using User Defined. For this example, select User defined and click OK. 
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13.  You will be taken to the Performance Column Setup. Go to the Time Periods tab to set various time periods for 
your custom calculated data points. For example, begin by selecting Trailing periods. Then, go to the Number of 
Columns box and enter five. Next, click Add Columns to add the five time periods to the bottom window.   
 

 
 
14. Double click on a time period to alter the Display Name. Once complete, click OK. 
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15. Next, click on the Data Points tab.  
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16. Here, you can select from over 100 custom data points. The Return data point is selected as the default. Select 
Alpha as well. Notice that the “Apply add/remove to all time periods” box is checked. This means that the data points 
added apply to all time periods. However, you can also have data points apply to specific time periods by unchecking 
this box. 
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17. Click on Ranks to add ranking columns to the selected performance data points. Peer Group Rank is the default.  
Let’s remove this data point and add Peer Group Percentile which is relative to the Morningstar Category as we 
defined earlier in Step 4. Continue to add “+/- Display Benchmark 1” which will display the excess return of each 
trailing time period relative to the benchmark. Once complete, click OK. 
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18. Next, you will be taken to the Supplementary Column dialog box where you can select from standard and historical 
data points - whereas in the performance column setup, “custom calculation” data points were the options. For 
example, select Ticker and Equity Style Box (Long). Go to the Historical and Ranks tab should you want to add 
additional data points. Once complete, click OK. 
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19. Click Calculate to generate the report. 
 

 
 
20. Name your report and click OK to calculate. 
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21. You have successfully generated a custom Performance Report. At any point, you can right-click on the column 
label to perform further customizations. 
 

 
 
22. Click on the Action drop down to view the various choices such as deleting an investment. 
 

 
 
23. Click on the Save drop down to save your report as a template. 
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Apply Simple and Conditional Formatting 
 
Simple and Conditional Formatting allows you to distinguish between specific investments. Using Simple Formatting, 
you can select an investment to highlight. Using Conditional Formatting, you can identify specific criteria to highlight.  
 
1. Open an existing performance report. Right-click an investment, scroll over Highlight, and select Highlight using a 
specific color such as yellow. 
 

 
 
 
2. Next, right-click on a column to apply a conditional highlighting rule. In this example, select Add Formatting Rule on 
‘Peer Group Percentile’ to highlight rows based on their specific percentile results. 
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3. You will automatically be taken to the Conditional Formatting Rules window. For this example, we will differentiate 
the percentile breakpoints with 4 colors:  between 1 to 25 will be green, between 26 and 50 will be yellow, between 
51 and 75 will be blue, and between 76 and 100 will be red.  You can use the clone feature (indicated by the arrow) to 
duplicate and change the values.  At any point, you can preview the color before clicking OK. When complete, click 
OK. 
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4. As you can see, the values in the Peer Group Percentile column are now identified by color. To apply the same 
criteria to the remaining time periods, do a right click and select Copy Conditional Formatting.    
 

 
 
5. Go to the remaining time periods and Paste the Conditional Formatting to the remaining Peer Group Percentile 
columns.  
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6. As displayed below, you can now track the trend of the investments moving from one percentile breakpoint to 
another.  
 

 
 
7. You can also filter your report to only view results that meet custom criteria. For example, right-click on the data 
point that you would like to filter. Select Add Filter Rule on ‘Peer group percentile.’ 
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8. Enter the criteria by which you wish to filter. For example, let’s filter the top percentile results for the 5 year period. 
If you uncheck Update Summary Statistics - as we did, indicated by the arrow - your report will not recalculate and 
will simply hide the information that doesn’t meet the criteria. If you check Update Summary Statistics (default), then 
your report will recalculate updating the summary statistics. Click OK when complete. 
 

 
 
9. Your grid view will now display the filtered results.   
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Automatically Calculate Reports Using Batch Scheduling 
 
1. Once you have created a performance report, you can schedule a batch to automatically calculate the report. Click 
on Batches. 
 

 
 
2. Click on New.  
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3. First, enter a name for your batch. Second, add the reports to the Selected Reports window using the arrows 
provided. Keep in mind, you can select individual files or folders containing specific files. Click Next when complete. 
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4. Once you have determined your file locations and other settings, click Schedule. 
 

 
 
5. Fill out the settings in the Schedule Batch dialog box. Click OK when complete. 
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6. Click Finish to complete the process. 
 

 
 
7. Notice your scheduled batch is now listed. 
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8. Go to Action and click Refresh Scheduled Tasks to sync your computer log-in to the batch.  
 

 
 
9. Enter your Windows Login and password. Press OK. 
 

 
 
Send and Share Reports with Morningstar Direct Colleagues 
 
1. Once you have created your report, you can send or share with colleagues within or outside your firm. Choose the 
report, click Action, and select either Send To or Share With, Outside My Firm. 
 

 


