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Morningstar® Report Portal User Guide

Morningstar® Report Portal enables users to quickly transform Morningstar's data Overview
and analysis into branded factsheets or workbooks based on pre-built templates. As a web

application with no deployment or software requirements other than a web browser, Report

Portal helps de-centralized research teams build company- and industry-compliant

communications, and distribute them to sales groups, advisors, consultants, and global

teams. Users can log in to produce or access relevant reports and other materials as needed.

The reports are optimized for display on laptops, desktop computers, and mobile
devices such as an iPad®, and can include settings to adapt for client needs.

< Note: Morningstar Report Portal is not included in Morningstar Direct™™.

In this document, you will learn how to do the following in Report Portal:

» understand user functions and workflows in Report Portal (page 6)
» create a report (page 8)

» save a report (page 19)

» share your reports (page 26)

» organize your reports (page 31)

» work with portfolios (page 40)

» access other types of files (page 65), and

» access reports from a batch (page 68).

Report Portal
Run Reports View Reports Portfolios Report Library Additional Files
Template Name Type Description Sample

1 | Bell Potter Template | Workbook Run Lrgfeuggngzﬁmgliatgi g]‘clglprs;?;;gereports
2 | Blackrock Portfolio ... | Workbook Run
3 | Bond PAR Factsheet Run
4 | BOOTCAMP TRAINL.. | Workbook Run
5 | BP World Bond - Dr... | Workbook Run
6 | BSO France Factsheet Run
7 | Capstone Assertive... | Factsheet Run
8 | Carmignac Investis.. | Workbook Run
9 | Carnegie Example ... || Workbook  Exempelrapport bl Run
10| CBT Template Workbook Rapport pour CBET Run
11| Comp Analysis _RP Workbook  Report Portal Demo Run
12| Comparison Kasset | Workbook Run
13| Comparison Report || Workbook Run
14| Competitor Analysis | Workbook Competitor Analysis template fo... = Run
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User Functions and a General Workflow in Report Portal Overview

User Functions and a General Workflow in Report Portal

The two levels of access to Report Portal are as follows: Overview

» Administrators are the owners designing and publishing templates, controlling
permissions, and providing access for users within your firm, and
» Users run, view, and share reports.

& Note: The responsibilities and procedures of a Report Portal administrator are not covered in
this document.

As a user, your usage of Report Portal will probably follow a general workflow, but you
may find other ways to incorporate it into your processes.
In this section, you will learn how to do the following:

» how to use Report Portal in your role (page 6), and
» understand a general Report Portal workflow (page 6page 7).

Report Portal is a powerful and flexible tool for people in a variety of roles throughout How can | use
your organization. Report Portal in my role?

If your role is... As a Report Portal user, you can...

Business development manager » enable compelling conversations with financial advisors

» suggest product substitution

» provide competitor analysis

» model hypothetical performance and risk scenarios

» perform back-testing, and

» suggest more diversified and effective investment
portfolios.

Head office » ensure sales staff have the latest product collateral at their
fingertips, no matter where they are

» maintain control over what is presented to advisors

» ensure the communication of a consistent message

> create presentations and reports with defined parameters
to comply with corporate branding and compliance
standards, and

» gauge advisor investment preferences and use of
competitor products.

Research analyst » easily distribute materials online, and
» be certain the teams you support always have access to
consistent, up-to-date reports and materials.

Salesperson or consultant » access uploaded materials from anywhere

» respond quickly and effectively to shifts in the client
conversation, and

» respond to advisor questions and concerns.

Morningstar® Report Portal User Guide - March 2017 6
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User Functions and a General Workflow in Report Portal What is a general Report Portal workflow?

In this section, a general workflow for Report Portal is described, but Report Portal can What is a general
provide benefits to many users with different requirements. Report Portal workflow?

For a Report Portal user, a general workflow is as follows:
1. Select a template for a workbook or factsheet report.
< Note: Templates are created by Morningstar or a Report Portal administrator.
2. Retrieve the basic information (such as investment name or names, benchmarks, start
and end dates) to drive the generation of the report.
3. Generate the report.

Review the report.
5. Share the report via e-mail with clients and other people within your organization.

~

Morningstar® Report Portal User Guide - March 2017 7
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Creating a Report

Overview

Creating a Report

As a user, you can easily generate a variety of reports using templates built by
Morningstar or your Report Portal administrator. In general, each template is designed
for a specific purpose, so you can simply plug in basic information such as investments,
benchmarks, and start and end dates without worrying about page layout or which
charts and tables will best serve the purpose of your report.

In this section, you will learn how to do the following:

» access Report Portal (page 8)

» understand the functions and elements of a report template (page 9)
» review a report template’s content and layout (page 9)

» create a report (page 10), and

» view a report (page 17).

Once your Report Portal administrator has given you access to Report Portal, you will
receive an e-mail with a link and password.

To access Report Portal, do the following:

1. Inabrowser, go to https://reportportal.morningstar.com.
2. Login, using the information from the Report Portal administrator’s e-mail. Report Portal
opens, displaying the Run Reports tab.

Overview

How do |
access Report Portal?

Report Portal
Run Reports View Reports Portfolios Report Library Additional Files
Alist of the available
templates is displayed
Template Name Type Description Sample on the Run Reports tab
1| #T2 Factsheet Run
2 | * Capital Workbook Compare 2 Products. ... L5 Run
3 | * Demo - Fidelity fund com... | Workbook | side by side report L Run
4 | F=EEFCompetitive Analysis P...  Workbook Run
MmHmNGS‘mH Morningstar® Report Portal User Guide - March 2017 8
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Creating a Report What is included in a report template?

Each report created in Report Portal is based on a template created by Morningstar or a What is included
Report Portal administrator. in a report template?

A report template determines the design and types of content to be shown in reports
based on the template. This allows you to focus on the specific content required from
you without spending time on page layout, logo usage, and decisions on content
requirements.

Some of the elements you may see displayed in a report are as follows:

» cover page

» client name

» preparer's name

» header

» footer

» charts

» tables

» text, including security-related notes
» page count, and

» general layout.

When you create a report based on a selected template, you select investments whose How do | review
information populates the layout and serves as the basis for calculations and a report template’s
comparison. In a simple report, you may need to select the following: content and layout?

» investment(s) to be included in the report
» benchmark(s), and
» the time period covered by the report.

As you will see, many other options may be available, depending on what the
administrator has allowed in a particular template.

To select a template, do the following:

1. In Report Portal, select the Run Reports tab (if it's not already selected). The list of
templates is displayed.

2. Some rows display a PDF icon in the Sample column. Click a PDF icon. A sample of the
template opens in a new browser tab.

Report Portal

Run Reports View Reports Portfolios Report Library Additional Files

Reports are listed
alphabetically

Template Name Type Description Sample
1| #T2 Factsheet Run
2 | * Capital Workbook Compare 2 Products. Side by Sid... I:_Z*- I Run
3  * Demo - Fidelity fund com... Workbook side by side report = Run
4 **r*Competitive Analvsis B Workhook  e———1 Run
3. Review each page, noting the components the administrator has chosen to include.
MmHmNGS‘mH Morningstar® Report Portal User Guide - March 2017 9
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Creating a Report

How do | create a report?

4. Return to the Report Portal tab in your browser, and click the other PDF icons in the
Sample column to review the available templates.

5. After reviewing the available samples, decide which one best suits the information you
want to present.

In this procedure, a template named Competitor Analysis is used as an example.
You may want to ask your Report Portal administrator to suggest a template to use
for practice.

When creating a report, you will enter or select information to populate the Report
Settings dialog box.

How do I create a report?

Report Settings - Competitor Analysis

Investments 1

Display Benchmark 1 |F{ussell 2000 Growth TR USD

Start Date v End Date Last Month End

File Mame

Run Report

Cancel

The sample above shows a very basic Report Settings dialog box. Other templates will
display different fields and options, but each will function as described in the
following table:

When you click... | This happens... | You can...

A text field Nothing Do nothing. The administrator has allowed no option
other than what is displayed.

An insertion point | Enter text.

appears If you click an Investment field, enter the name, ISIN,

Ticker, CA Fund Code, or SeclID of a fund.

A drop-down field | Select an option from the drop-down field from which
opens you can select. An administrator has specified the
available options.

If a field is already
populated, this
indicates the
administrator has
set the content as
the field's default

Magnifying Glass The Find Search for investments or a benchmark to add to the
icon Investmentsdialog | report's constituents.
box opens
MOHMNGSTAH Morningstar® Report Portal User Guide - March 2017 10
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Creating a Report How do | create a report?

When you click... | This happens... | You can...

Calendar icon A calendar opens Select a date

Checkbox Other options may » Click the checkbox to enable the option, or
appear, depending » Deselect the checkbox to disable the option
on whether the
checkbox is
checked

In this section, the following methods of filling in the fields are described:

» enter part of an investment's name (step 2 on page 12)
» select from a drop-down field (step 3 on page 13), and
» search for an investment (step 4 on page 13).

To create a report, do the following:

1. In Report Portal, on the Run Reports tab, locate the template you want to use and in
that row, click Run. The Report Settings dialog box opens.

Report Portal
Run Reports View Reports Portfolios Report Library Additional Files
Template Mame Type Description Sample

1  Bell Potter Template Workbook Run

2  Blackrock Portfolio ... Workbook Run

2 | Bond PAR Factsheet Run

4 | BOOTCAMP TRAINL.. Workbook Run
5 | BP World Bond - Dr... Workbook Run Reports are listed
6 | BSO France Factsheet Run alphabetically

7 | Capstone Assertive.. Factsheet Run

8 Carmignac Investis.. Workbook Run

9 | Carnegie Example ... | Workbook Exempelrapport = Run
10 CBT Template Workbook Rapport pour CBT Run
11 Comp Analysis _RP Workbook  Report Portal Demo Run
12 Comparison Kasset Workbook Run
13 Comparison Report Workbook Run
14 Competitor Analysis Workbook Competitor Analysis template fo... @ Run

MﬂHNINGSTAH Morningstar® Report Portal User Guide - March 2017 "

© 2017 Morningstar. All Rights Reserved.



Creating a Report How do | create a report?

The Report Settings dialog box shown here requires the following information:

investments
benchmark
start date
end date, and
file name.

vvyvyyvyy

< Note: The number of investment rows indicates the maximum number of investments a
report can include. An asterisk next to a row number indicates the number of investments
you must include.

Report Settings - Competitor Analysis
Investments 1 Q
2
3
4 Your Report
Settings
5 dialog box
may show
more or fewer
Display Benchmark 1 |F{usse}[ 2000 Growth TR USD * Q gﬁladdsigo'[EZn
here
File Mame
Run Report Cancel
2. Inthe Investments, row 1 field, enter part of an investment’s name (in this case,
oakmark). Because numerous fund names begin with “oakmark,” a drop-down
field opens.
MmHmNGS‘mH Morningstar® Report Portal User Guide - March 2017 12
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Creating a Report

How do | create a report?

3. From the Investment drop-down field, select a fund (in this case, Oakmark Investor
Open End Funds). The fund name is displayed in the Investments row 1 field.

[ Report Settings - Competitor Analysis
K
I Investments Wilcakmiark Q
| Oakmark International Investor Open End Funds
E OAKIX; US4138382027; 9/30/1992 Inception; USD Currency; USA Domicile; A drop»down
E 3 |Representative Performance field with
4 Oakma:rk I_n\.restorlolje? %v?leunds . B i - numerous
OAKMX; US4138381037; 8/5/1991 Inception; USD Currency; USA Domicile; selections
E 5 |Representative Performance -
E Oakmark Equity And Income Investor Open End Funds scrolled
OAKBX; US4138384007; 11/1/1995 Inception; USD Currency; USA Domicile;
|Representative Performance
Display Benchmark 1 Rus;Oakmark Select Investor Op nd Funds ¥ Q
|OA (; US4138386085; 11/1/1996 Inception; USD Currency; USA Domicile; y
Slapthate 3 Y_Rep: esentative Performance "
File Name Oakmark Global Investor Open End Funds
|OAKGX; US4138388305; 8/4/1299 Inception; USD Currency; USA Domicile;
|Representative Perfarmance
Oakmark International Small Cap Investor Open End Funds
|OAKEX; US4138385095; 11/1/1995 Inception; USD Currency; USA Domicile; ancel
4. Toinitiate a search for an investment, click the magnifying glass icon to the right of
row 1. The Find Security dialog box opens.
& Note: The Find Security dialog box offers many options for searching for investments. In the
next steps, you will make selections from several drop-down fields and search by ticker.
Report Settings - Competitor Analysis
Investments 1 |Dakmark Investor Er
Because
2 row 1is now
- populated, the
investment you
4 select when
you click the
5 e
Magnifying
Glass icon will
be displayed in
Display Benchmark 1 Russell 2000 Growth TR USD ¥ |Q row 2
Start Date 5 years ago ¥ 1 End Date Last Month End - A
File Mame Competitor Analysis_Oakmark Investor
Run Report Cancel
Morningstar® Report Portal User Guide - March 2017 13
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Creating a Report How do | create a report?

From the Universes drop-down field, select a universe (in this case, Open End Funds).
From the Countries drop-down field, select a country (in this case, United States).
From the Currencies drop-down field, select a currency (in this case, US Dollar).

In the Name field, enter a ticker (in this case, dodgx). The name of the fund associated
with the ticker is displayed in the Total Records list.

9. Select the fund (in this case, Dodge & Cox Stock Open End Funds), and click Add. The
fund name is displayed in the list at the bottom of the dialog box.

< Note: You can use the Find Security dialog box to locate and add multiple investments at once.

Find Security

COpen End Funds

United States » |US Dollar b4
3

Dodge & Cox Stock Open End Funds
965 Inception; USD Currency; USA Domicile;

DODGX; US2562191062; 1
Representative Performance

Note the highlighted selections

Total Records: 1 g [ Add All

Cakmark Investor
Dodge & Cox Stock

Remove Remove Al
OK Cancel
10. Click OK to close the dialog box.
MmHN'NGS'mH Morningstar® Report Portal User Guide - March 2017 14

© 2017 Morningstar. All Rights Reserved.



Creating a Report

How do | create a report?

11. In the Reporting Settings dialog box, in the Display

Benchmark 1 field, Russell 2000

Growth TR USD is the default, but you can change it. From the Display Benchmark 1
drop-down field, select a different benchmark (in this case, MPT Index).

Report Settings - Competitor Analysis

Investments 1 Oakmark Investor
2 Dodge & Cox Stock
3
4
5

When an
administrator has set
a default for a field,
they may also have
allowed other
options, such as a
drop-down field or
search (indicated

by a Magnifying

Display Benchmark 1 Russell 2000 Growth TR USD b Glass icon)
Start Date Russell 2000 Growth TR USD
) Morningstar Category Index

BieNams Best Fit Index
Morningstar Index
Primary Prospectus Benchmark

12. From the Start Date drop-down field, make a selection (in this case, 1 year ago).
Report Settings - Competitor Analysis

Investments 1 Dakmark Investor Q
2 Dodge & Cox Stock
3
4
3

Display Benchmark 1 MPT Index * Q

Start Date 5 years ago v End Date Last Month End v
/ months ago o

File Name nvestor
8 months ago
9 months ago
10 months ago
timontheahe Run Report Cancel N_ote_the
1 year ago highlighted

selection
1 year ago
1 mopth >
MOHNINGSTAH Morningstar® Report Portal User Guide - March 2017 15
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Creating a Report

How do | create a report?

13. To the right of the End Date drop-down field, click the Calendar icon. The calendar opens.
14. Click the left-facing arrow six times to display the calendar from six months ago, then
select a non-weekend date.

Report Settings - Competitor Analysis - -
Click a single
arrow to

Investments 1 |0akmark Investor Q move
forward or
2 Dodge & Cox Stock backward
3 one month,
n or a double
arrow to
2 move
forward or
backward
Display Benchmark 1 MPT Index > Q one year
Start Date 1 year ago ¥ & End Date Last Month End v
File Name Competitor Analysis_Oakmark Investor ey 2016 e
Sun Mon Tue Wed Thu Fr Sat
367 27 29 2 3001 2
Run Repm‘t Cance 3 4 5 6 7 8 0
10 12 13 14 15 1
¥r 1% 10 20 21 32
24 25 26 27 28 29 3
31: 40 2 £ 5 6
- Clear Today OK
15. In the File Name field, Report Portal has suggested a file name. If you want your report to
have a different file name, change it.
Report Settings - Competitor Analysis
Investments 1 | Oakmark Investor Q
2 Dodge & Cox Stock
3
a The suggested
File Name is
5 based on the
names of the
template and
: the Row 1

Display Benchmark 1 MPT Index v Q s e

Start Date 1 year ago » 4 End Date 71112016 b 4

File Mame Competitor Analysis_Oakmark Investor

Run Report Cancel
MmHmNGS‘mH Morningstar® Report Portal User Guide - March 2017 16
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Creating a Report How do | view a report?

16. Click Run Report. The Report Settings dialog box closes and the Run Reports tab
is displayed. When the report is ready, a the Status column shows a green checkmark.

Report Portal
Run Reports View Reports Portfolios Report Library Additional Files
Template Name Type Description Sample Status
1 | Bell Potter Templ... | Workbook Run
2 | Blackrock Portfoli... Workbook Run
3  Bond PAR Factsheet Run
4 BOOTCAMP TRAIN... Workbook Run
5 | BP World Bond - ... | Workbook Run
6 BSO France Factsheet Run
7 Capstone Assertiv.. Factsheet Run
8 Carmignac Invest.. Workbook Run
9 | Carnegie Exampl... Workbook | Exempelrapport | Run
10 CBT Template Workbook Rapport pour CBT Run
11| Comp Analysis _RP | Workbook | Report Portal Demo Run If a report fails, an
12 Comparison Kasset Workbook KBANK Comparison = Run X is displayed in
13 Comparison Report = Workbook Run _the_Sta_tus column,
14 Competitor Analy.. Workbook Run indicating to run the
15 Competitor Analy.. Workbook Competitor Analysi... = Run @ report another time
16 Competitor Analy.. Workbook Competitor Analysi... Run
The report has been created; the next step is to see what it looks like. How do | view a report?

& Note: On the View Reports tab, only reports created by you or shared with you are shown.
Reports from batch processing are not available. For information on batch processing, see
Using the Report Library Tab on page 68.

To view the report, do the following:

1. Select the View Reports tab. You will see your most recently run report at the top of
the list.

< Note: If you do not see your report, look at the Folder drawer on the left. By default, each new
report is listed in the All Reports folder. If a different folder is displayed, click All Reports to
display the contents of the All Reports folder.

Report Portal

Run Reports View Reports Portfolios Report Library Additional Files

Folder © Action~>  Type all 4 Mew Folder Refrash
Bl Reports O File Name Template Name Created On In this sample, All
[11 | Competitor Analysis_Oakmark ... Competitor Analysis 1/11/2017 4:38 Reports is the 0|'1|\/ folder
[J2 | ABC Report Demo - Report Portal 4/20/2016 3:22
[13 | * Demo - Fidelity fund compari.. | * Demo - Fidelity fun... | 4/20/2016 2:41 g
MﬂHNINGSTAH Morningstar® Report Portal User Guide - March 2017 17
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Creating a Report

How do | view a report?

2. To make it easier to see more columns of the list, close the Folder drawer by clicking the

Close Folder icon.

Report Portal

Portfolios

Additional Files

Run Reports View Reports

Folder
P all Reports

Report Library

Io | Action >~ | Type All - Mew Folder Refresh
O File Name Template Name Created On
[11 Competitor Analysis_Oakmark .. Competitor Analysis 1/11/2017 4:
= ABC Report Demo - Report Portal 4/20/2016 3:
[12 * Demo - Fidelity fund compari.. * Demo - Fidelity fun... 4/20/2016 2:

In subsequent screen shots of
the View Reports tab, the Folder

38 .
Fl drawer will be closed

22
a1

3. Inyour report’s row, under the File column, click the PDF icon. (You do not need to click
the row’s checkbox.) The PDF opens in a new browser tab.

Report Portal

Run Reports View Reports

0 Action » Type lall
! File Name

[11 Competitor Analysis_Oakma...

2 ABC Report

[13 * Demo - Fidelity fund comp...

Portfolios Report Library Additional Files

¥ Mew Folder

Template Mame

Competitor Analysis | 1/11/2017 4:38 pml ﬁ | ]
Demo - Report Por...  4/20/2016 3:22 pm % B4
* Demo - Fidelity f... = 4/20/2016 2:41 pm %

Refresh
Created On File E-mail

Reports are listed by
creation date, with the most
recent at the top

4. Review each page to ensure everything looks correct.

Il View Reports

reportview.aspx

Competitor Analysis

25 Apps M Calendar - Global Clic

(4] @ Secure | httpsy//reportportal. morningstar.com/PSW

X, Client Education Wiki if CTE Board - My Issus References

Click the printericon
to print your report

Investment Growth
Time Paricd: 7/12/2015 ta 77112016

w60
104.0

1020

772015 82015

= Oakmark Investar

92015

10/2015 112005 12/2015

Dodge & Cox Stock

L2018 22008 32018 42018 5/2016 52016

=—S&P 500 TR USD

Performance

Tima Pericd: 8/1/2015 to &/30/2016

Dakmark Investar
Dodge & Cox Stock

Cumulative
Aetum

-4.00

17.65
1722

Elcads Information
iy Ratio A2
{anth)

-639 -130 9257
-T2 -2.00 94.55

Tracking
Emar

4.90
4.3s

As of 7/11/2016

Spwrce: Momingstar Denect

Page 1 of 13
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Saving Your Reports

Overview

Saving Your Reports

Once you run a report, you can open, view, download, and print the PDF from Report
Portal at any time. The PDF is automatically saved on your system to a folder designated
for downloads.

< Note: Selecting a folder for downloads is a Windows function and is not described in
this document.

In this section, you will learn how to do the following:

» download a report to a folder on your system (page 19)

» download multiple reports to a folder on your system (page 21)

» save a .zip file of multiple reports from the Save As dialog box (page 22)
» save a .zip file of multiple reports from the Download bar (page 23), and
» open a .zip file of multiple reports. (page 24)

Even though the report was automatically saved to the default downloads folder, you
may want to save it to a different folder, such as one for a specific client, date range, or
report type. By knowing where the report resides on your system, you can access it
without launching Report Portal, which will allow you to quickly view, print, or send via
e-mail using your e-mail client.

Keep in mind the data on the report will not update each time you open the saved PDF.
To update the data, you will need to re-run the report.

To download a report to a folder on your system, do the following:

1. Select the View Reports tab (If it is not already selected), and locate the row for the
report you want to download. You do not need to click the row’s checkbox.
2. Click the PDF icon in the row. The PDF opens in a new browser tab.

Report Portal

Run Reports View Reports Portfolios Report Library Additional Files

Overview

How can |
download a report to
a folder on my system?

@ Action~ Type Aall v New Folder Refresh
O File Name Template Name Created On File E-mail
[11  Competitor Analysis_Oakma... Competitor Analysis | 1/11/2017 4:38 pm -] Note the highlighted selections
[J2 ABC Report Demo - Report Por.. 4/20/2016 3:22 pm ¥
[13 * Demo - Fidelity fund comp... * Demo - Fidelity f.. 4/20/2016 2:41pm % &
MmHmNGS‘mH Morningstar® Report Portal User Guide - March 2017 19
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Saving Your Reports

How can | download a report to a folder on my system?

3. Inthe upper-right corner of the window, click the Download icon. The Save As dialog
box opens.

’ ||l view Reports X y Il ABC Report

C | & Secure | https://reportportal. morningstar.com/PSW

it | © O

25 Apps M Calendar - Global Clie: ¥ Client Education Wiki 'ﬁ' CTE Board - My Issus References

reportview.aspx

Manager Analysis

Fractional Weights

MORNINGSTAR

Vil competer s 01 x N NN

+

Click here to download
the report

Investment Growth

Tima Pericd: 4/1/2015 o 3/31/2016
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4. Navigate to a folder in which you want to save the PDF.
5. (Optional) Change the default file name.

- — \
'—ng — e
& Save

‘\’)‘ —,I .. =« MyDocuments » 2017 Reports I E——

Mew folder

Organize =

Name Date modified

The folder location is displayed here

1/12/2017 3:43 PM
171272017 3:38 PM

Adobe Acrobat D...

| % Favorites T
B Desktop H L 123 Report.PDF
& Downloads E]XYZManager Report.PDF

Adobe Acrobat D...

%l Recent Places
etc l
J ClientComm
. Direct Training P
- Advisor
. Templates

J pchrist

[ [ | i

These files are already in the folder

4
File name: | ABC Report.PDF I

Save as type: ’Adube Acrobat Document

3]

< Hide Folders [ Cancel ‘

6. Click Save. The dialog box closes.

(Optional) Type here to change the
default file name
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Saving Your Reports How can | download multiple reports to a folder on my system?

When you want to download multiple reports, you could download each one How can | download
individually (as described in How can | download a report to a folder on my system? on multiple reports to
page 19), or you could download them all with a single command. a folder on my system?

< Note: When you download multiple reports, they will not be downloaded as individual reports.
Instead, they will be bundled in a compressed file, frequently known as a .zip file). You will
need to unzip the .zip file before you can access the PDFs of the reports.

To download multiple reports to a folder on your system, do the following:

1. Select the View Reports tab (If it is not already selected).
2. Click the checkboxes at the beginning of the rows for the reports you want to download.
3. From the Action drop-down field, select Download.

Report Portal

Run Reports View Reports Portfolios Report Library Additional Files

Action ~ | Type All Mew Fold Refresh P :
o ypey | Al ! 2W.Eoider SHes Note the highlighted selections
| Bownisad Template Name
Delete R rti 2 g :
elete Report(s) lysis_Oakmark Investor Competitor Analysis
Move To Demo - Report Portal
[ Delete Folder ty fund comparison report_Fidelit.. * Demo - Fidelity fund

Rename Folder

4. Depending on your browser settings, you will see one of the following:
> The Save As dialog box opens. Go to How can | save a file in the
Save As dialog box? on page 22.
» Afile name is displayed on the Download bar at the bottom of the browser window.
Go to How can | save a file from the Download bar? on page 23.

«  Note: If neither of the above actions happen, you probably have a setting in your browser to
automatically save all downloads to a specified folder. In Windows Explorer, navigate to the
folder, then go to How can | open the .zip file? on page 24. In any case, the .zip file must reside
on your system before you can access the PDFs of your reports.
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Saving Your Reports How can | save a file in the Save As dialog box?

When you download multiple reports, they are bundled in a .zip file. To access the How can | save a file in
contents of a .zip file (the PDFs of your reports), you need to “unzip” it, and to do that, the Save As dialog box?
you must know where the .zip file is located.

In the Save As dialog box, you have the option of saving the .zip file to a folder other
than your Downloads folder.

< Note: When the Save As dialog box opens, it automatically displays the contents of your
Downloads folder.
(Optional) To save the .zip file, do the following:

1. If you do not want to save the .zip file in the Downloads folder, navigate to a
different folder.
2. Change the file name, making sure to keep the suffix .zip.

< Note: Be sure to note the location so you can return to it to open the .zip file.

€ Save s &
S~
) | ,gl v Pat Christenson » Downloads » v|¢'u,| Search Downloads o
— The location of the folder is
Organize = New folder SEEIE, @ displayed here
S Faviiriies = Name Date mcd‘ified Type I_‘__
BE Desktop ‘_:_‘ Z ReportPortal_Reports_2017-01-18_18-23-... | 1/18/2017 6:23 PM Comp|E I
| & Downloads || | L1 ReportPortal_Reports_2017-01-18 11-34-... | 1/18/2017 11:34 AM Ccm|3|_. These files are already in
'_._. Recent Places ! ReportPortal_Reports_2017-01-18_11-32-... 2 Comp the folder
etc |1, ReportPortal_Reports_2017-01-17_10-54-... Comp
. ClientComm i ReportPortal_Reports_2017-01-17_10-49-... Comp
. Direct Training P ! ReportPortal_Reports_2017-01-17_10-48-... Comp
Advisor i ReportPortal_Reports_2017-01-17_10-47-... Comp
. Templates 1) ReportPortal_Reports 2017-01-12 15-32-... | 1/12/2017 3:32 PM Comp
pchrist o |"1 n in v . -[.[Tq ne anar e 4 |jl--|.-.<“-|-||n|n - ; 1
| (Sl IReportPortal_Reports 2017-01-18 19-08-38.538 zip| -
Save as type: ICompressed (zipped) Folder '] Type hBI'.B to Change the
default file name
= Hide Folders [ Save ] I Cancel ‘

3. Click Save. The dialog box closes.

Now that the .zip file is saved, go to How can | open the .zip file? on page 24.
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Saving Your Reports How can | save a file from the Download bar?

When you download multiple reports, they are bundled in a .zip file. To access the
contents of a .zip file (the PDFs of your reports), you need to “unzip” it, and to do that,
you must know where the .zip file is located.

If you see the name of a .zip file in the Download bar at the bottom of your browser
window, the .zip file has been saved to your default downloads folder. If you know
the location of your default downloads folder, go to How can | open the .zip file? on
page 24.

If you don't know the location of your default downloads folder, do the following:

1. Onthe Download bar at the bottom of the browser window, click the arrow and from the
drop-down field, select Show in folder. A Windows Explorer window opens, displaying
the contents of your default downloads folder.

Report Portal

Run Reports View Reports Portfolios Report Libi|

O Action = | Type all v MNew Folder A
alll File Name Template

[11 | Competitor Analysis_Oakmark Investor Competitg
2  ABC Report Demo - R
3  * Demo - Fidelity fund comparison re... * Demo -

Note the highlighted selections

4 ReportPortal_Repo...zip

Always open files of this type

Show in folder

Open

2. Leave Windows Explorer open and go to How can | open the .zip file? on page 24.

How can | save a file
from the Download bar?

i - v
—
QQ | & » Computer » Local Disk (C:) » Users » pchrist » Downloads » - | ¢¢| Search Downloads 0 |
I ee— - —— -— - =
Organize » = Open = Share with + E-mail New folder = - [ @l
| pehrist * Name Date modified Typ =
[l
Book
I = ODDD S— [[ 1) ReportPortal Reports 2017-01-19.09-10-03435zip  1/19/2017 910 AM [ Con
U e | 1) ReportPortal_Reports_2017-01-18 18-23-23.044.zip  1/18/20176:23PM  Con Because the view
Eo X ABC Report (2).PDF 1/18/2017622PM  Ade ||  Shown here s sorted
T L Competitor Analysis_Oakmark Investor (4).PDF 1/18/2017 241 PM  Ado by date, the newest
= Documents e - file (in this case, the
L] ABC Report (1).PDF 1/18/20171233PM  Ada Al
I & Music = : i 2 zip file) is displayed
= i 'E Competitor Analysis_Oakmark Investor (3).PDF 1/18/20171214 PM  Ado at the top of the list
| ct
§ Vfd S L Competitor Analysis_Oakmark Investor (2).PDF 1/18/20171205 PM  Ado
I it ~ T _Demo- Fidelity fund comparison report_Fidelity...  1/18/20171137 AM  Ado |
= C 'E Competitor Analysis_Oakmark Investor (1).PDF 1/18/2017 11:36 AM  Ado
= it
4 ib DmeT;_r e | 1) ReportPortal_Reports_2017-01-18_11-34-53 487 zip 1/18/2017 11:34 AM  Con
ol Bk ) i ReportPortal_Reports_2017-01-18_11-32-21.563.2i 1/18/20171132 AM  Con
MSMFVOL2 (\\MSFS807 2] 3 P
L i
1 M T-Renefite TinShestE (171 ndf 1ATAMT 12132 PRA Adn
= o T
Cp¢ MSMFVOL2 (WMSFS807) (t = ¢ | | v
eportPortal_Reports_. -19_09-10-... Date modified: 1/19/ 3
J ReportPortal Reports 2017-01-19 09-10-... D dified: 1/19/2017 9:10 AM
: Compressed (zipped) Folder Size: 131 KB
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Saving Your Reports How can | open the .zip file?

Now that you know where the .zip file is located on your system, you can unzip it and How can |
access its contents—the PDFs of your reports. open the .zip file?

To unzip a .zip file, do the following:

1. Open Windows Explorer (if it is not already open) and navigate to the folder containing
the .zip file.

2. The method for unzipping the file will depend on the zip (or compression) software installed
on your system. In most cases, select the .zip file, right-click and from the drop-down field,
select Unzip, Extract All, Extract Files, or a similar command. A dialog box opens, in which
you can select a folder for the files contained in the .zip file (the reports).

= e |
Downloads » - | +4 | Search Downloads O |
hare with + E-mail MNew folder B== = [l -Z@l
Name Date mc:c[ifi_‘_
|LL: Reportporta|_Re_ports_201?-01-1t«: P 76
T ABC Report (2)PDF Open in new window L0 P ;
] Competitor Analysis_Oakmark In = 72 Note the highlighted selections
X ABC Report (1).PDF Extract All... 71
ﬁj Competitor Analysis_Oakmark In 1-Zip LS 1)
'@ Competitor Analysis_Oakmark In CRC SHA [N 1A
'@ _Demeo - Fidelity fund comparisg S 71
EI CompetltorAnalysm_OakmarkIrT; Openwith s 71
E) ReportPortal_Reports_2017-01-18 71
1) ReportPortal_Reports_2017-01-18 Share with =] 1Ak
L 2017-Benefits_TipSheetF (1).pdf Send to y 71
1 2017-Benefits_TipSheetF.pdf 71
) ReportPortal_Reports_2017-01-17 u 7 11
'@ Competitor Analysis_Oakmark In Copy 71~
4 " | Create shortcut 3
2017-01-18_18-23-... Date modified: 1 Delete
der Size: 1
Rename
MOHMNGSTAH Morningstar® Report Portal User Guide - March 2017 24

© 2017 Morningstar. All Rights Reserved.



Saving Your Reports

How can | open the .zip file?

3. (Optional) If you do not want to save the reports in the suggested location (displayed on

a blue background below), click Browse. A new dialog box opens, in which you can
navigate to another folder.

— ]
|| Extract Compressed (Zipped) Folders -

Select a Destination and Extract Files

Files will be extracted to this folder

christ\Downloads\ReporiPortal Reports_2017-01-18_18-23-23.044

|E! Show extracted files when complete

i
|L

4. Click Extract. The PDFs are saved to the selected folder. If you enabled “Show extracted
files when complete” (which may not be available, depending on your compression
software), Windows Explorer opens the folder containing the files.

< Note: The .zip file and its contents are still intact in their original location.

Now you can open the report PDFs at any time, even when you haven't launched
Report Portal, by simply opening the folder they reside in.

If an option such as “Show extracted
files when complete” is displayed,
enable it
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Sharing Your Reports Overview

Sharing Your Reports

You may want to share your report with clients, partners, or others in your workplace. Overview
For instance, if a co-worker needs the same information, sending the report to them

will save time and effort. As you learned in the previous section (Saving Your Reports

on page 19), you can access your reports on your system without launching Report

Portal, which means you can send them via e-mail from your e-mail client. However,

you can also send a report or reports via e-mail from Report Portal.

In this section, you will learn how to:

» e-mail a report from Report Portal (page 26), and
» attach additional reports or other files to an e-mail from Report Portal (page 28).

Before you can send e-mail from Report Portal, a Report Portal administrator must How can | send a report?
enable e-mail for your account. If you cannot send e-mail as directed in this section,
contact your administrator.

To send a report, do the following:

1. Select the View Reports tab (If it is not already selected). Locate the row for the report
you want to send. You do not need to click the row's checkbox.
2. In the E-mail column, click the e-mail icon. The E-mail dialog box opens.

Report Portal

Run Reports View Reports Portfolios Report Library Additional Files

© Action >  Type All v Mew Folder Refresh Note the highlighted selections
H File Name Template Name Created On File E-maill

01 Competitor Analysis_Oakma.. Competitor Analysis | 1/11/2017 4:38 pm ¥

[12 | ABC Report Demo - Report Por...  4/20/2016 3:22 pm % &

[13 = Demo - Fidelity fund comp... * Demo - Fidelity f.. = 4/20/2016 2:41pm $f &

< Note: Only the report whose e-mail icon you click will be sent, even if you have selected
multiple rows by clicking their checkboxes. To send multiple reports, see How do | attach
additional reports or ather files to an e-mail? on page 28.
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Sharing Your Reports How can | send a report?

3. Inthe To field (required), enter the e-mail address of the intended recipient.
< Note: To send the e-mail to multiple recipients, enter a comma and a space between the
e-mail addresses. For example, you would type Itaylor@myfirm.com, ghlack@myfirm.com,
4. In the Subject field (required), enter the subject of the e-mail.
< Note: The PDF of the report is automatically attached to the e-mail and displayed in the
Attachments field.

5. In the message field (optional), enter any infoermation you want to share with the
intended recipient, such as notes or comments.

E-mail - Competitor Analysis_Oakmark Investor

To dsmith@morningstar.com
BCC nkelly@morningstar.com
Your e-mail address is
Subject / i i . .
j Oakmark Investor compatitor analysis automatically entered in the
Attachment: | Competitor Analysis_Dakm... Q bee field; you can change or

delete it

F-1T- | A- B&- B 7 U 2 |EF]

These standard formatting icons
The report you requested is attached. Please let me know if you have any questions. can be used to format words or

paragraphs in the message
Regards,

Diane{

Send Cancel

6. (Optional) If you want to include additional reports or files in the e-mail, go to step 3 on
page 28 under How do | attach additional reports or other files to an e-mail?

7. Click Send. The dialog box closes and the e-mail has been sent. Because your e-mail
address was automatically entered in the bcc field, you will receive a copy of the e-mail.
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Sharing Your Reports How do | attach additional reports or other files to an e-mail?

When sending a report in an e-mail from Report Portal, you can also attach the How do | attach
following to the e-mail: additional reports or

" . i
» additional reports, and other files to an e-mail?

» other files you have access to.

If you want to send multiple reports in a e-mail from Report Portal, you must first
download the reports and then attach them to the e-mail.

In this section, three reports will be sent. However, you need download only two of
them. You will manually attach these reports to the email. As you saw in How can |
send a report? on page 26, you do not need to download the report whose e-mail icon
you will click (in this case, Competitor_Analysis_0Oakmark) when you create the e-mail.

To send multiple reports and/or other files in an e-mail from Report Portal, do
the following:

1. Make sure you have downloaded the report(s) you want to attach to the e-mail. See How
can | download a report to a folder on my system? on page 19 or How can | download
multiple reports to a folder on my system? on page 21.

2. GotoHow canlsend areport? on page 26 and follow steps 1-6 to create an e-mail with
a single report attached to it.

3. Inthe E-mail dialog box, to the right of the Attachments field, click the Magnifying
Glass icon. The Open dialog box opens.

E-mail - Competitor Analysis_Oakmark Investor

To dsmith@morningstar.com
BCC nkelly@morningstar.com
Subject Today's reports
Attachments | Competitor Analysis_Oakm... Er .
Click here to select other
files to attach
F-aT- | A- B-B 1 U @ |[E=E=i=i=

Today's reports are attached.

Regards,
Dia|1e|
Send Cancel
, = —
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Sharing Your Reports

How do | attach addit

ional reports or other files to an e-mail?

4. Navigate to the folder containing the additional reports or other files you want to attach

to the e-mail.

5. Select a file, then click Open. The dialog box closes. In the E-mail window, confirm the
file you selected has been added to the Attachments field.

< Note: You cannot select more than one file.

<F Open - Erg

. ClientComm

J Direct Training P|

mv .« My Documents » 2017 Reports v |+
Organize = New folder
y etc -

Documents library
2017 Reports

Arrange by: Folder ~

-

I B Advicor Name Date modified
. Templates 7 X 123 Report.PDF 1/12/2017 3:43 PM
I pchrist | H ABC Report.PDF 1/12/2017 3:44 PM
1 Book [‘@ XYZ Manager Report.PDF 1/12/2017 3:38 PM

¢ OneDrive - MORI

. Libraries
.3 Documents
.J‘? Music
= Pirtures b= 1 . J 2
File name:  XYZ Manager Report.PDF - IAII Files
[ Open 1v] I Cancel ‘

E-mail - Competitor Analysis_Oakmark Investor

You cannot select more
than one file at a time.

To dsmith@morningstar.com

BCC |nkelly@morningstar.com

Subject Today's reports

Attachmentsl Competitor Analysis_Oakm.. XYZ Manager Report.PDF ok |

ForT- | A- RB-B 7 U 2|

Today's reports are attached.

Regards,

Diane

Send Cancel

6. Repeat steps 3—6 for each file you want to attach. Remember: not all of the files have to
originate in the same folder, nor do they all have to be reports from Report Portal.

The attachments are displayed
in the order in which you
attached them

MAORNINGSTAR
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Sharing Your Reports

How do | attach additional reports or other files to an e-mail?

7. When you have finished attaching files, click Send. The dialog box closes, and the e-mail

is sent.

E-mail - Competitor Analysis_Oakmark Investor
To dsmith@morningstar.com
BCC pxenson@gmail.com
Subject Today's reports

Analysis_Oakm.. XYZ Manager Report.PDF .
Attachments — y Q The Attachments field expands
it vertically to accommodate
additional files

F-1T- | A- A-B I O 2 |EE E = i=
Today's reports are attached.

Regards,

Diane

Send Cancel
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Organizing Your Reports Overview

Organizing Your Reports

When you have more than 30 reports, the list on the View Reports tab continues on a Overview
second page. With more than 60 reports, the list continues on a third page. Over time,

having so many reports in a single list may not be the best solution for quickly

accessing a particular report.

< Note: At the bottom of the browser window, you will see the total number of available
templates and two navigation areas.

26 AXA Performance Report Workbook Run

27 AXA Retirement Gateway P... | Workbook Performance report for AXA Equi... bes) Run N.me.the

28 AXA Retirement Gateway P... | Workbook Sample performance report eS| Run hlghllghted
selections

29 AXA Retirement Gateway P... | Workbook Run
Run

30 Barings Presentation_Templ...| Workbook ;s
|Results Found: 166| |Page 1 of6 | |Previuus 123 456 Next

By default, each newly created report resides in the All Reports folder on the View
Reports tab. However, you may find it helpful to keep your reports in other folders,
categorized by client, date, report type, etc.

< Note: Folders in Report Portal are separate from folders in Windows Explorer.

i

In this section, you will learn how to:

» create a folder (page 32)

» move a report to a folder (page 33)

» move a report by dragging it to a folder (page 35)
» move several reports to the same folder (page 36)
» rename a folder (page 37)

» delete a report (page 38), and

» delete a folder (page 39).
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Organizing Your Reports How do | create a folder?

When you select the View Reports tab, you will see a folder named All Reports in the How do | create a folder?
Folder pane (on the left side of the window). However, if you previously closed the
Folder pane, you will see only the list of reports.

The Folder pane must be open before you can do any of the following:

» move reports to a different folder
» rename a folder, and
» delete a folder.

Once you have decided how you want to organize your reports, you can create folders
to fit that decision.

To create a new folder, do the following:

1. Select the View Reports tab (If it is not already selected),
2. Open the Folder pane (if it is closed).

Report Portal

Run Reports View Reports Portfolios Report Library Additional Files

|2| Action » | Type All L4 MNew Folder Refresh Click here to open the
| File Name Template Name Folder pane if it is closed
[11 | Competitor Analysis_Oakmark Investor Competitor Analysis
| i * Demo - Fidelity fund comparison report_Fidelity A... * Demo - Fidelity fund comparig

3. Click New Folder. The New Folder dialog box opens.

Report Portal

Run Reports View Reports Portfolios Report Library Additional Files

Folder @ Action~ Type All b Re o :
£ all Reports O File Name Teiih e e Note the highlighted selection

[J1 | Competitor Analys.. Competitor Analysis
[12 | ABC Report Demo - Report Portal
[13 | * Demo - Fidelity f.. * Demo - Fidelity fund comp...

4. In the text field, type the name you want to use for the folder (in this case, Competitor
Analysis Reports).

New Folder

Folder Name

Competitor Analysis Reports| | A folder name can contain spaces

OK Cancel
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Organizing Your Reports How do | move a report to a folder?

5. Click OK. The new folder is now displayed in the Folder pane. The All Reports folder is
still open and its contents are listed.

Report Portal
Run Reports View Reports Portfolios Report Library Additional Files =
Folders you create are displayed
in alphabetical order below the
Folder © Action~ Type all v New Folder All Reports folder
All Reports [F] Eile Name Template N
|ﬂ ‘Competitor Analysis Reports [J1 | Competitor Analysis_Oakmark ... | Competitor
[12 ABC Report Demo - Req
M3 * Demo - Fidelitv fund compari * Demo - Fi
Now that you have created a folder, you can move reports into it. How do | move

?
& Note: By default, every report is initially displayed in the All Reparts folder. a report to a folder’

To move a report to a different folder, do the following:

1. Select the View Reports tab (If it is not already selected).

& Note: When using the Mave To command from the Action menu (as in this procedure), the
Folder pane does not have to be open.

2. Click the checkbox at the beginning of the report’s row.

Report Portal

Run Reports View Reports Portfolios Report Library Additional Files

Folder @ Action~ Type All = New Folder

P All Reports ] File Name Template N

3 competitor Analysis Reports e e T Note the highlighted selections
[J2 ABC Report Demo - Ref
[13 | * Demo - Fidelity fund compari...  * Demo - Fi

3. From the Action drop-down field, select Move To. The Move To dialog box opens.

Report Portal

Run Reports View Reports Portfolios Report Library Additio|

Folder m Type All i s .
B - s L i Note the highlighted selections

P All Reports [ Download

C]Competitor Analysis Reports Delete Report(s)

| Delete Folder ity fund compari...
Rename Folder

\lysis_Oakmark ...
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Organizing Your Reports How do | move a report to a folder?

4. From the Folder drop-down field, select the folder you want to move the report to. The
default folder, All Reports, is not listed.

Move To

Folder |Allocation Reports v
All'your custom folders (those

Allocation Reports you created) are listed here

Attribution Highlights

Custom Analysis et Cancel

Competitor Analysis Reports

5. Click OK. The dialog box closes. The report you moved is no longer displayed in the list
for the All Reports folder.

6. Inthe Folder pane, click the folder you created (in this case, Competitor Analysis
Reports) to open it. The report you moved is displayed.

Report Portal

Run Reports View Reports Portfolios Report Library Additio|

Folder @ Action > Type All v I

3 all Reports O File Name o :
5 Allocation Reports Note the highlighted selections
h Attribution Highlights i | Competitor Analysis_Oakmark L.I

E] Custom Analysis

r&ComDetitor Analysis Reports |
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Organizing Your Reports How can | mave a report by dragging it to a folder?

You can also move a report to a different folder by dragging it from one folder to How can | move a report
another. As you may have noticed in step 4 on page 34, the default folder, All Reports, by dragging it to a folder?
is not a selection on the Action drop-down field. To move a report to All Reports,

dragging it from its current folder to All Reports is your only option.

< Note: Although dragging is the only way to move a report to the All Reports folder, you can
also drag reports from one folder to any other folder.
To drag a report to a different folder, do the following:

1. Select the View Reports tab (If it is not already selected) and open the Folder pane (if it
is closed).
2. Inthe Folder pane, click the folder containing the report you want to move.

Report Portal

Run Reports View Reports Portfolios Report Library Additio

Only one folder at a time can be open

Folder 0 Action~ Type all v I
ﬂ All Reports O File Mame

Pafallocation Reports . i

E ttribution Highlights [J1 | Competitor Analysis_Oakmark L..

Custom Analysis
Plcompetitor Analysis Reports

3. Use the mouse to point at the report you want to move and drag it to the All Reports
folder until a checkmark in a green circle appears.

Report Portal

Run Reports View Reports Portfolios Report Library Additio

The report name is displayed
while you are dragging the mouse
Folder 0 Action~ Type all v I

3 all Repc} © Competitor Analysis_Oakmark Investor
ﬂ Allocation Reports

£ attribution Highlights 01
Custom Analysis

P~ competitor Analysis Reports

Competitor Analysis_Oakmark L..

4. When a checkmark in a green circle is displayed, release the mouse.
5. Click the folder you moved the report to (in this case, All Reports) to open it. The report
you moved is now listed in the target folder’s contents.

Report Portal

Run Reports View Reports Portfolios Report Library Additional Files

Folder @ Action~ Type All = New Folder
£olail Reports | it - File Name Template N
Allocation Reports . . .
£3 attribution Highlights 1 | Competitor Analysis _Oakmark | Competitor Note the highlighted selections
_b Custom Analysis Flz ABC Report Demo - Red
3 competitor Analysis Reports | []3 | * pemo - Fidelity fund compari... | * Demo - Fi
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Organizing Your Reports

How can | move several reports to the same folder?

When moving multiple reports from the same folder, you can use the Move To How can | move
command from the Action drop-down field or drag them. several reports

to the same folder?

To move several reports from one folder to another, do the following:

1.

Select the View Reports tab (If it is not already selected) and open the Folder pane (if it

is closed).
Click the folder currently containing the reports. The folder's contents are displayed.
In the list, click the checkbox at the beginning of the row for each report you want

to move.

Report Portal

Run Reports View Reports Portfolios Report Library Additional Files

Folder © Action~ Type All * New Folder
% Note the highlighted selections
= All Reports ] File Name Template Name gnig
3 Allocation Reports
Competitor Analysis_... Competitor Analysis

5 attribution Highlights
ﬁ Custom Analysis
5 Competitor Analysis Reports "

ABC Report Demo - Report Portal
* Demo - Fidelity fun... * Demo - Fidelity fund

< Note: Because you are selecting reports by clicking their checkboxes, the reports do not have
to be in contiguous rows. As you can see here, the checkboxes in rows 1and 3 are checked so
you can move both reports with one action.

4. Do either of the following:

» From the Action drop-down field, select Move To, then from the Folder drop-down
field, select the destination folder, and click OK.

Report Portal

Run Reports View Reports Portfolios Report Library

Folder © | Action ~ | Type All
P~ All Reports [ EReNRioag Note the highlighted selections
SRR - -0
ribution Highlights S
| To
b Custom Analysis [ 2
> Delete Folder ty fun...

5 Competitor Analysis Reports

| Rename Folder

Move To

Folder |Allocation Reports v
All'your custom folders (those

el R you created) are listed here
Attribution Highlights

Custom Analysis DK Cancel
Competitor Analysis Reports
MOHNmGS’mH Morningstar® Report Portal User Guide - March 2017 6
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Organizing Your Reports

How can | rename a folder?

» Use the mouse to point at the one of the selected reports and drag the mouse
to the destination folder until a checkmark in a green circle appears, then release
the mouse.

Report Portal

Run Reports View Reports Portfolios Report Library Additional Files

3 allocation Reports
Lol fad ditnr Anoluci o fitor Anal

ESkies © Action ¥ | Type |All ¥ New Folder The names of the selected files are
P= all Reports O File Name Template Name displayed while you are dragging the mouse

ﬁ Attribution Higf X -

ﬁ Cust i 14 @ Competitor Analysis_Oakmark Investor

S I B * Demo - Fidelity fund comparison report_Fidelity America A-USD
3 Competitor Anatyss neporee T T =

When you first create a folder, you name it but you can rename it later on.

& Note: You cannot rename the All Reports folder.

To change a folder's name, do the following:

1. Select the View Reports tab (If it is not already selected) and open the Folder pane (if it
is closed).

2. In the Folder pane, select the folder you want to rename.

3. From the Action drop-down field7, select Rename Folder. In the Folder pane, the folder
name is now editable.

Report Portal

Run Reports View Reports Portfolios Report Libj|

Folder o Type |All
9 All Reports | Pownload
3 allocation Reports Delete Reports Note the highlighted selections

5 attribution Highlights
[ Custom Analysis

Move To
Delete Folder

5 Competitor Analysis Reports

Rename Folder

4. Type a new name and press Enter. The new name is now displayed in the Folder pane.

Report Portal

Run Reports View Reports

Folder

3 all Reports

3 allocation Reports
h Attt lon Highlights Note the highlighted selection
" /|Custom Reports

5 Competitor Analysis Reports

& Note: Reports in the folder are not affected by renaming the folder.

How can |
rename a folder?
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Organizing Your Reports How can | delete a report?

You may occasionally want to remove reports you no longer find useful. How can |

0
To delete a report, do the following: delete a report!

1. Select the View Reports tab (If it is not already selected).
2. Click the checkbox at the beginning of the row(s) for the report(s) you want to delete.

Report Portal
Run Reports View Reports Portfolios Report Library Additional Files
D Action » Type all b 4 MNew Folder Refresh
| O | File Mame Template Name Created On
. . i i To select all reports in a folder,
[11 | Competitor Analysis_Oakma... Competitor Analysis 1/11/2017 4:38 pm click this checkbox
[J2 @ ABC Report Demo - Report Portal 4/20/2016 3:22 pm
[\]3 * Demo - Fidelity fund com... * Demo - Fidelity fund ... 4/20/2016 2:41 pm

3. From the Action drop-down field, select Delete Report(s). A confirmation dialog

box opens.
Report Portal
Run Reports View Reports Portfolios Report Library Additional Files
© Action >  Type all v MNew Folder Refresh
[]_Download | Template Name Created On
Dl:mm port(s) IEysis_Oakma... Competitor Analysis 1/11/2017 4:38 pm . )
| Move To Demo - Report Portal 4/20/2016 3:22 pm |  Note the highlighted selection
Delete Folder ty fund com... * Demo - Fidelity fund ... 4/20/2016 2:41 pm
Rename Folder

4. Click Yes. The dialog box closes and the selected report is no longer shown on the list.

Report Portal

Once you click Yes, you cannot

Are you sure you want to delete selected report(s)? retrieve or “undelete” the report

Yes | No
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Organizing Your Reports How do | delete a folder?

If you delete a folder, its contents are also deleted. Before deleting a folder, examine How do | delete a folder?
the list of reports contained in the folder to see if you want to keep any of them.

To delete a folder, do the following:

1. Select the View Reports tab (If it is not already selected) and open the Folder pane (if it
is closed).

2. Inthe Folder pane, select the folder you want to delete. Its contents are displayed in the
contents list.

3. If reports you want to keep are listed in the right-hand pane, move them to another
folder. See How do | move a report to a folder? on page 33 or How can | move
several reports to the same folder? on page 36.

4. From the Action drop-down field, select Delete Folder. A confirmation dialog box opens.

Report Portal
Run Reports View Reports Portfolios Report Li

Folder © | Action | Type All

£ All Reports [] Download K/lhe copmandstDﬁwnlogd, Eeletefﬁlpo(t(s), |an? ;
3 Allocation Reports Dalete Repore ove To cannot be used when a folder is selecte
P-[Attribution Highlights | Meve T

C Custom Reports -

-&] i ) Delete Folder

Competitor Analysis Reports Rename Eolder

5. If you have not moved reports you want to keep to another folder, click No. If you are
sure you want to delete this folder and all reports in it, click Yes. The folder is deleted.

Report Portal
Once you have clicked Yes, you
Are you sure you want to delete selected folder Attribution Highlights and all underlying files? cannot retrieve or “undelete”
the folder or its contents

Yes No
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Working with Portfolios Overview

Working with Portfolios

You may have a number of clients (or work with someone who has a number of clients), Overview
each with individual portfolios of investments, and you may need to create a variety of

reports for each client’s portfolios. By creating a portfolio in Report Portal to include the

same investments as a client’s portfolio, you will save time when creating reports for

the client.

< Note: A Report Portal administrator at your firm controls the permissions for portfolios. You
may not be able to use the Portfolios feature.
In this section, you will learn how to do the following:

» create a portfolio (page 40)

» edit a portfolio (page 48)

» understand the basic workflow of comparing two portfolios (page 53)
» compare two portfolios (page 55).

< Note: Portfolios are not available in factsheets.

Instead of setting up a report and adding each investment to it individually, you How can |
can create a portfolio to include a client’s investments and serve as the foundation create a portfolio?
of a report.

& Note: If you are a Morningstar Direct Home Office user and you have already created a
portfolio, you can import it to Report Portal.
To create a portfolio, do the following:

1. Select the Portfolios tab.
2. Click New Portfolio. The Portfolio Settings dialog box opens.

Report Portal

Run Reports View Reports Portfolios Report Library Additional Files

Note the highlighted selections

Action - Mew Portfolio Mew Blend

- Mame Type Performance Start Date  Created On
F i Alpha Investors Portfolio Portfolio 1/31/2017
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Working with Portfolios How can | create a portfolio?

3. Inthe Portfolio Name field, enter a name for the portfolio.

Portfolio Settings

Enter basic portfolio information and holdings here.

Portfolio Name |Mew Portfolio

Holdings Date  Create from Common Inception ¥ Add Delete
Enter Holdings B Percentage v

Note the highlighted
selection
Holdings

Equal Weight

+ Add - Delete
Ticker Name Inception Percentage (%)
Total
Advanced Settings Save Cancel

4. The Holdings Date field defaults to Create from Common Inception. If you want to
change to a different date, click Add. The New Holdings Date dialog box opens.

< Note: When you first create a portfolio, Create from Common Inception is the only selection
available from the drop-down field.

New Holdings Date

New Holdings [1/1/2012 I
Date Lot Beas s -

;:eate e dings Blank Portfolio x

Use Holdings =
From

oK Cancel

MmHmNGS‘mH Morningstar® Report Portal User Guide - March 2017
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Working with Portfolios

How can | create a portfolio?

5. The New Holdings Date field defaults to the current date (the date on which you are
creating the portfolio). To select a different date for the portfolio start date, click the
Calendar icon and select a date.

Mew Holdings
Date

Create Holdings
By

Use Holdings
From

New Holdings Date

1/1/2012

€4 gan 2012 P W

Son Mon Tue Wed Thu Fri Sat

i 2 3 4 5 6

B9 360 1 33 2314
15 16 17 1% 19 2021

22 23 2425 26 27 28
29 30 31 3 2 3 4

§ 6 7T 8B 9 101

&+ Clear | Today OK |

Cancel

< Note: The remaining options on the New Holdings Date dialog box (Create Holdings By, Use
Holdings From, and Actions) are not applicable to a new portfolio. See How can |
edit a portfolio? on page 48 for information on these options.

6. Click OK to close the New Holdings Date dialog box. The Portfolio Settings dialog box is

re-displayed.

< Note: In the sample, the default selections are used.

7. The Enter Holdings By field defaults to Percentage, but from the drop-down field, you
can change to Amount.

Holdings Date
Enter Holdings B

Holdings

Portfolio Settings

Portfolio Mame |Truong Family Portfolio

Create from Common Inception

Enter basic portfolio information and holdings here.

Percentage
Amount
Percentage

Add Delete

Equal Weight

Click a double arrow to move the calendar display forward or
backward one year; click a single arrow to move the calendar
display forward or backward one month

Note the highlighted selection

MAORNINGSTAR
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Working with Portfolios

How can | create a portfolio?

To add holdings to the portfolio, click +Add. The Find Security dialog box opens. See
page 14 for more information on using the Find Security dialog box.

Portfolio Settings

Enter basic portfolio information and holdings here.

Portfolio Name Mew Portfolio

Create from Common Inception » Add Delete

Holdings Date
Enter Holdings B Percentage ¥

Holdings

Equal Weight

| + Add | - Delete

Ticker Inception

Name

Total

Advanced Settings Save

Percentage (%)

Use this button to add
holdings to a portfolio

Cancel

9. After adding the securities you want, they will be listed in the Total Records field.

Click OK. The Portfolio Settings dialog box is re-displayed.

Be sure all of the investments for
the portfolio appear here before

Find Security
Open End Funds ¥
United States ¥ US Dollar ¥
Q
Total Records: 3 i/ Add Add all
Baron Growth Retail
Baron Small Cap Retail
Fidelity Advisor® Small Cap A 1€ [
T. Rowe Price New Horizons clicking OK
Vanguard Explorer Inv
Remove Remove Al
OK Cancel

MAORNINGSTAR
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Working with Portfolios

How can | create a portfolio?

10. In the Portfolio Settings dialog box, the investments are listed. In the Percentage column,
all investments show 0.00. To change this, do one of the following:

» Ineach row, click the Percentage field to enter a value. (Remember, the total of the
values in the Percentage column must exactly equal100.00.) or

Portfolio Settings
Enter basic portfolio information and holdings here.
Portfolio Mame |Truong Family Portfolio
Holdings Date  Create from Common Inception » Add Delete
Enter Holdings B Percentage ¥
Holdings Equal Weight
+ Add - Delete
| Ticker Name Inception Percentage (%)
1 BGRFX o Baron Growth Retail 12/30/1994 25.00
B2 BSCFX q Baron Small Cap Retail 9/30/1997 0.00
[z FSCDX q, Fidelity Advisor® Small Cap A g/9/1998 0.00
04 PRMHX o T. Rowe Price New Horizons 6/3/1960 0.00
s VEXPX @ Vanguard Explorer Inv 12/11/1967 0.00
Total | 0.00
Advanced Settings Save Cancel

Note the highlighted selections

MAORNINGSTAR
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Working with Portfolios How can | create a portfolio?

> To assign an equal weight to each investment, click Equal Weight. The values
are calculated to add up to 100.00, and they are assigned automatically to the
investments.

Portfolio Settings

Enter basic portfolio information and holdings here.

Portfolio Mame | Truong Family Portfolio

Holdings Date |Create from Common Inception » Add Delete
Enter Holdings B Percentage v
Holdings | Equal Weight | _
When you click Equal
et - Delete Weight, the values in the
Percentage column are
Ticker Name Inception Percentage (% -
H P ge (%) equally distributed
[J1 | BGRFX q, Baron Growth Retail 12/30/1994 | 20.00 among the investments
Fl2 BSCFX o, Baron Small Cap Retail 9/30/1997 20.00
E3 FSCDX q, Fidelity Advisor® Small Cap A 9/9/1998 20.00
4 PRMHX o T. Rowe Price New Horizons 6/3/1960 20.00
s VEXPX @, Vanguard Explorer Inv 12/11/1967 20.00

_Totai 100.00

Advanced Settings Save Cancel

11. (Optional) Click Advanced Settings. The Advanced Settings dialog box opens. From
here, you can do any or all of the following:
» From the Currency drop-down field, select a currency.

Advanced Settings

Currency us Dollar v

Sduul r\lyﬂ! =
RenslEGRg frogaeney SipapoLe tllan Use the scroll bar to view more
Rebalancing Based On Slovak Koruna currency selections

; South African Rand
Performance Calculation Start
Date South Korean Won

Swedish Krona
Swiss Franc
UAE Dirham
us Dollar
Zloty
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Working with Portfolios

How can | create a portfolio?

» From the Rebalancing Frequency drop-down field, make a selection to reflect how

often you want the portfolio to be rebalanced.

Advanced Settings

Currency us Dollar v
Rebalancing Frequency Buy And Hold v
Rebalancing Based On e Andeiol

Daily
Performance Calculation Start
Manthly
Date
Quarterly

Semi Annually

Annually

When you select an option other than Buy and Hold, the
options Rebalancing Based on and Performance Calculation
Start Date (initially grayed out) become selectable

» From the Rebalancing Based On drop-down field, select the basis for rebalancing
(Calendar Period End or Rolling Period Based On Portfolio Date).

Advanced Settings

Currency us Dollar v

Rebalancing Frequency Manthly v

Rebalancing Based On Calendar Period End 4

Performance Calculation Start | Calendar Period End

Date Rolling Period Based On Portfolio Dat
OK Cancel

Note the highlighted selections

» From the Performance Calculation Start Date drop-down field, select First

Portfolio Date, Earliest Available, or Earliest Common.

Advanced Settings

Currency us Dollar v
Rebalancing Frequency Maonthly *
Rebalancing Based On Calendar Period End v

;zr:;ormance Calculation Start st Portfolio Date =

First Portfolio Date
Farliest Available
Earliest Common

12. Click OK. The Portfolio Settings dialog box is re-displayed.

Note the highlighted selections

Morningstar® Report Portal User Guide - March 2017 46
MOHNINGSTAH © 2017 Morningstar. All Rights Reserved.



Working with Portfolios How can | create a portfolio?

13. In the Portfolio Settings dialog box, click Save, then click the X in the upper-right corner
to close the dialog box. The new portfolio is now listed on the Portfolios tab

Portfolio Settings | X
Enter basic portfolio information and holdings here. If you click the X (closing the
- - dialog box) before clicking
Portfolio Name | Truong Family Portfolio Save, the portfolio settings
Holdings Date | 9/9/1998 b Add Delete are lost
Enter Holdings B Percentage v
Holdings Equal Weight
+ Add - Delete
(] Ticker Name Inception Percentage (%)
Ei BGRFX 0 Baron Growth Retail 20.00
(] BSCFX o Baron Small Cap Retail 20.00
Oz FSCDX q, Fidelity Advisor® Small Cap A 20.00
O4 PRMHX o« T. Rowe Price New Horizons 20.00
s VEXPX | Vanguard Explorer Inv 20.00
Save the portfolio settings
Total | 100.00 before closing the dialog box
Advanced Settings Save Cancel

Report Portal
Run Reports View Reports Portfolios Report Library Additional Files
Action ~ New Portfolio New Blend A portfoliois not a report and
il Name Type Performance Start Date = Created On is not displayed on the View
|_|:| 1 | Truong Family Portfolio Portfolio 2/1/2017 Heports tab.
[J2  alpha Investors Portfolio Portfolio 1/31/2017
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Working with Portfolios How can | edit a portfolio?

As a portfolio changes, you will need to update the file. How can |
. . . edit a portfolio?
To edit a portfolio, do the following: P
1. Onthe Portfolios tab, click the checkbex at the beginning of the row for the portfolio you
want to edit.
Report Portal
Run Reports View Reports Portfolios Report Library Additional Files
Action ~ blew Portiolic blew Blend Note the highlighted selection
a Mame Type Performance Start Date  Created On
| . 1 I Truong Family Portfolio Portfolio 2/1/2017
El2 Alpha Investors Portfolio Portfolio 1/31/2017

2. From the Action drop-down field, select Edit. The Portfolio Settings dialog box opens,
displaying the settings of the selected portfolio.

Report Portal

Run Reports View Reports Paortfolios

Action = | Mew Portfolio Mew Blend

Delete
Save As

e Type
oIl Pariong pPortfolio Note the highlighted selections

| Rename | jo Portfolio
Edit

< Note: From the Action drop-down field, you can also Delete the selected portfolio(s), Rename
the selected portfolio, or use Save As to download the selected portfolio to your system. The
selected portfolio will be downloaded as an HTML file to a folder on your system. See How can

| download a report to a folder on my system? on page 19 for more information on selecting a
folder location for the download.
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Working with Portfolios

How can | edit a portfolio?

3. Ifyou add or delete investments, be sure to redistribute the weights of all investments in
the portfolio by doing one of the following:

» Ineach row, click the Percentage field to enter a value. (Remember, the total of the
values in the Percentage column must exactly equal100.00.) or

Portfolio Settings
Enter basic portfolio information and holdings here.
Portfolio Mame |Truong Family Portfolio
Holdings Date  Create from Common Inception » Add Delete
Enter Holdings B Percentage ¥
Holdings Equal Weight
+ Add - Delete
| Ticker Name Inception Percentage (%)
1 BGRFX o Baron Growth Retail 12/30/1994 25.00
B2 BSCFX q Baron Small Cap Retail 9/30/1997 0.00
[z FSCDX q, Fidelity Advisor® Small Cap A g/9/1998 0.00
04 PRMHX o T. Rowe Price New Horizons 6/3/1960 0.00
s VEXPX @ Vanguard Explorer Inv 12/11/1967 0.00
Total | 0.00
Advanced Settings Save Cancel

Note the highlighted selections

MAORNINGSTAR
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Working with Portfolios

How can | edit a portfolio?

» To assign an equal weight to each investment, click Equal Weight. The values are
calculated and assigned automatically to add up to 100.00.

Portfolio Settings
Enter basic portfolio information and holdings here.
Portfolio Mame | Truong Family Portfolio
Holdings Date |Create from Common Inception » Add Delete
Enter Holdings B Percentage X
Holdings | Equal Weight |
+ Add - Delete
O Ticker Name Inception Percentage (%)
Fi BGRFX 0 Baron Growth Retail 12/30/1994 20.00
Fl2 BSCFX o, Baron Small Cap Retail 9/30/1997 20.00
E3 FSCDX q, Fidelity Advisor® Small Cap A 9/9/1998 20.00
4 PRMHX o T. Rowe Price New Horizons 6/3/1960 20.00
s VEXPX @, Vanguard Explorer Inv 12/11/1967 20.00
_Totai 100.00
Advanced Settings Save Cancel

When you click Equal
Weight, the values in the
Percentage column are
equally distributed
among the investments

MAORNINGSTAR
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Working with Portfolios How can | edit a portfolio?

4. To change the Holdings Date, click Add. The New Holdings Date dialog box opens.

< Note: When editing an existing portfolio, do not make a selection from the Holdings Date
drop-down field (displaying Create from Common Inception below). If you do, all holdings
are removed from the list. If this is not what you intended, click Cancel.

Portfolio Settings

Enter basic portfolio information and holdings here.

Portfolio Name | Truong Family Portfolio When editing an existing

Holdings Date |Create from Common Inceptionl v | Add Delete DOF'[_fOHO_. do not change this
setting; instead, click the

Enter Holdings B Percentage X Add button
Holdings Equal Weight

+ Add - Delete
O Ticker Name Inception Percentage (%)
Fi BGRFX 0 Baron Growth Retail 12/30/1994 20.00
Fl2 BSCFX o, Baron Small Cap Retail 9/30/1997 20.00
E3 FSCDX q, Fidelity Advisor® Small Cap A g9/9/1998 20.00
4 PRMHX o T. Rowe Price New Horizons 6/3/1960 20.00
s VEXPX @, Vanguard Explorer Inv 12/11/1967 20.00

Total | 100.00
Advanced Settings Save Cancel

New Holdings Date
Mew Holdings 1/1/2012 I
23S : The options on the New Holdings Date drop-down field can be selected
;;eate Holdings o\ 1 bortfolio = when creating a new portfolio or when editing an existing one
Use Holdings =
From
These options apply only when editing an existing portfolio
oK Cancel
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Working with Portfolios How can | edit a portfolio?

5. From the New Holdings Date drop-down field, select Create from Common Inception
or a specific calendar date, as shown in step 5 on page 42.

New Holdings Date

Mew Holdings

Date Il_a" 1/2012 |

Create Holdings

Blank Portfolio

On the New Holdings Date dialog box,
you can safely change the Holdings Date

By
Hea Holdings Blank Portfolio
From Modify Existing Holdings

oK Cancel

6. (Optional) From the Create Holdings By drop-down field, select Modify Existing
Holdings. This setting allows you to determine if the holdings are displayed by amounts
(shares) or weights (percentages) (step 3 on page 49). When you select Modify Existing
Holdings, the options in the Actions area of the dialog box become selectable.

New Holdings Date

Mew Holdings

Date 1"1’2012

;;eate Hioldings Blank Portfolio v
Use Holdings Blank Portfolio

From [Modify Existing Holdings |

Blank Portfolio is the default setting;
it has no effect on the current display
of holdings (amounts or weights)

oK Cancel

» In the Actions area of the New Holdings Date dialog box), select Retain Shares or
Retain Weights.

» Ifyou select Retain Shares, you can choose to factor in corporate actions, such as a
merger or stock split, by clicking the Include Corporate checkbox.

< Note: Accounting for corporate actions is not an option when you first create a portfolio; it
becomes an available option when you edit the portfolio (as described in this section).

New Holdings Date

Mew Holdings

Date 1"1" 2012 2
;;eate Holdings Modify Existing Holding:.
Use Holdings =
From
® Retain Shares Include Corporate Note the highlighted selections
Actions

Retain Weights

OK Cancel

7. Click OK to close the New Holdings Date dialog box. The Portfolio Settings dialog box is
re-displayed.
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Working with Portfolios What is the basic workflow of comparing two portfolios in Report Portal?

8. Make any other necessary changes.
9. Click Save and then click the X in the upper-right corner of the dialog box to close it and
re-display the Portfolios tab.

Suppose you are a wholesaler meeting with an advisor who has several pre-built model What is the
portfolios. One model portfolio includes a global allocation fund; however, it is not basic workflow
performing as well as the global allocation fund you are promoting. You want to make of comparing two

a strong case for replacing the advisor’s current global allocation fund with yours. A portfolios in Report Portal?

report showing the details of both scenarios side-by-side will clearly illustrate the
benefit to the model portfolio if your fund replaces the current one.

The steps involved in creating a such a report are as follows:

1. Recreate the advisor's existing model. You can do this quickly on your iPad or similar
device; you will not need to say, “I'll get back to you with those numbers.”

2. Create another model with the same funds, but replace the advisor’s fund with yours.

3. Using a template built for comparing two portfolios, run the report and present it to
the advisor.

To run a report comparing two portfolios, you need a template designed for that purpose. As
you will see, the Report Portal administrator who builds the template determines the options
for the various fields in the Report Settings dialog box.

This sample shows a typical Report Settings dialog box for such a template.

Report Settings - Current versus Proposed Portfolio Comparison

Investments 1
2
3
4
5
Display Benchmark 1 Primary Prospectus Benchmark * | Q
Start Date Common Inception v End Date Last Quarter End v Each template may
display different fields
Report Inputs and options from those
Include Cover Page shown here

Client Name
Advisor Name

Advisor Phone

Advisor Address -
File Name
Run Report Cancel
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Working with Portfolios

What is the basic workflow of comparing two portfolios in Report Portal?

Other templates built for portfolio comparison may display different fields and options,

but they will function as described in this table:

When you click... | This happens... | You can...
A text field Nothing Do nathing. The administrator has allowed no option
other than what is displayed.
An insertion point | Enter text.
?plpdears in the If you click an Investment text field, enter the name,
|e ISIN, Ticker, CA Fund Code, or SeclD of a fund.
A drop-down field | Select an option from the drop-down field. The
opens administrator has specified the selections in the
drop-down field.
Magnifying Glass The Find Search for investments or a benchmark to add to the
icon Investmentsdialog | portfolio’s constituents.
box opens
Calendar icon A calendar opens Select a date.
Checkbox — » Click the checkbox to enable the option, or
» Deselect the checkbox to disable the option.
< Note: Other options may appear, depending on
whether you check or deselect the checkbox.

< Note: In the following section, several methods of filling in the fields are used.

MAORNINGSTAR
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Working with Portfolios

How can | compare a client’s portfolio to my product?

To run a report in which an existing portfolio is compared to a proposed portfolio, both
portfolios need to be accessible in Report Portal. See Creating a Report on page 8.

Once both portfolios have been created, you can compare them by doing the following:

1. In Report Portal, select the Run Reports tab.
2. Inthe Template Name list, locate an appropriate template and in its row, click Run. The

Report Settings dialog box opens.

3. Inthe Investments area at the top of the dialog box, click the Magnifying Glass icon.

The Find Security dialog box opens.

How can | compare
a client’s portfolio
to my product?

Investments 1

Display Benchmark 1| MPT Index

Start Date 5 years ago

Report Inputs

#| Include Cover Page
Client Name
Wholesaler Name
Wholesaler Email

Advisor Email

File Name

Report Settings - Ausbil Portfolio Comparison Report (Template)

v End Date Last Month End(-1 month)

Run Report

Note the
highlighted
selection

Cancel
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4. In the Find Security dialog box, from the All Universes drop-down field, scroll to the
bottom and select Portfolios. Your portfolios are displayed.

Find Security

Open End Funds

Separate Accounts/CITs

Stocks

UBS Separate Account

UK Life and Pension Funds

US Variable Annuity Subaccounts
US Variable Life Subaccounts
uUnit Investment Trust

E Morningstar Category

E Morningstar GIFS

H Local Market Classifications

If you intend to search in Portfolios, it
does not matter which universe was
initially displayed in the dialog box

MAORNINGSTAR

Blends
Add Add All
Remove Remove Al
OK Cancel
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5. From the list of portfolios, select the portfolio representing the alternative to the client’s
current portfolio (in this case, Ausbil Prime Portfolio), and click Add. The portfolio name
is displayed in the list at the bottom of the dialog box.

6. From the list of portfolios, select the client’s current portfolio (in this case, Truong

Family Portfolio). and click Add. The portfolio name is displayed in the list at the bottom

of the dialog box.

Find Security

Portfolios

United States

Alpha Investors Portfolio

Ausbil Prime Portfolio

¥ |US Dollar v

Truong Family Portfolio

Total Records: 3

Ausbil Prime Portfolio

[Truong Family Portfolio

Remove Remove Al

OK Cancel

7. Click OK to close the dialog box.

The portfolio displayed at the top
of the Total Records list will be
shown on the left side of the
side-by-side comparison
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8. From the Display Benchmark 1 drop-down field, make a selection (in this case,

Best Fit Index).

< Note: If a benchmark is already displayed and you want to use it, you can skip this step.

Investments

1 | Ausbil Prime Portfolio
2 Truong Family Portfolio
3

4

=

Report Settings - Ausbil Portfolio Comparison Report (Template)

The administrator
has set MPT Index
as the default,
but has also
allowed selections
from the
drop-down field

Display Benchmark 1

Start Date

Report Inputs
# Include Cover P3
Client Name

Wholesaler Name

MPT Index

Morningstar Category Index
Best Fit Index

Morningstar Index

MPT Index

Primary Prospectus Benchmark
Morningstar Category Average
Manager Preferred Benchmark

Wholesaler Email

Advisor Email

File Mame

Ausbil Portfolio Comparison Report (Template)_Ausbil Prime Portfolio

Run Report

Cancel

MAORNINGSTAR
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9. From the Start Date drop-down field, select 3 years ago.

< Note: If a start date is already displayed and you want to use it, you can skip this step.

Investments

Start Date

Report Inputs

# Include Cover P
Client Name
Wholesaler Mame

Wholesaler Email

1 Ausbil Prime Portfolio
2 Truong Family Portfolio
&

4

5

Display Benchmark 1 Best Fit Index

Report Settings - Ausbil Portfolio Comparison Report (Template)

The administrator
has set 5 years
ago as the default,
but has also
allowed selections
from the
drop-down field

5 years ago
10U months ago

11 months ago
1 year ago
[ 2 years ago
3 years ago
3 years ago
1 month
2 months

End Date Last Month End(-1 month) =

MAORNINGSTAR
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10. Click the Calendar icon to the right of the End Date field. A calendar opens. Click the
date you want to use.

< Note: If an end date is already displayed and you want to use it, you can skip this step.

Report Settings - Ausbil Portfolio Comparison Report (Template)

Investments 1 Ausbil Prime Portfolio Q
2 Truong Family Portfolio
3
4
5
Display Benchmark 1 Best Fit Index * Q
Start Date 3 years ago ¥ | End Date Last Month End(-1 month) vD
1 —
“ 4 Pan 2017 PP —
Suon Mon Tue Wed Tho Fn Sat Click a smgle
> 3 s s o6 - arrow to move
by 2 : forward or
o A0 3l 13 tidd backward one
15 16 17 18 Es 20 21 month, or a
22 23 24 25 26 2728 double arrow to
20 30 31 1 2 3 4 move forward
6 7 8% 9 1011 or backward
one year
¢ Clear Teday OK
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11. In the sample, the Include Cover Page checkbox is checked, which means the other
options in the Report Inputs area (Client Name, Wholesaler Name, Wholesaler Email,
Advisor Email) must be filled in.

<& Note: In some templates, Include Cover Page may be grayed out, which means you cannot
change it. Also, your template may display more or fewer options when Include Cover Page
is checked.

Report Settings - Ausbil Portfolio Comparison Report (Template)

Investments 1 | Ausbil Prime Portfolio Q

2 Truong Family Portfolio

3

4

=
Display Benchmark 1 Best Fit Index > 0
Start Date 3 years ago - End Date 2/2/2017 -

Report Inputs

l#! Include Cover Page

Client Name
The
Wholesaler Name infarmation
Wholesaler Email you enter in
: ) these fields
Advisor Email will be
displayed on
File Mame Ausbil Portfolio Comparison Report (Template)_Ausbil Prime Portfolio the report
cover page
Run Report Cancel
If you deselect the Include Cover Page checkbox, the cover page options checkbox are
no longer displayed.
Report Settings - Ausbil Portfolio Comparison Report (Template)
Investments 1 | Ausbil Prime Portfolio Q
2 Truong Family Portfolio
&
4
5
Display Benchmark 1 Best Fit Index * Q
Start Date 3 years ago » | End Date 2/2/2017 b 4
Report Inputs
Include Cover Page
Note the
File Mame Ausbil Portfolio Comparison Report (Template)_Ausbil Prime Portfolio highlighted
selection
Run Report Cancel
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12. In the File Name field, edit the default file name. The default file name is based on the
names of the template and investment displayed in Row 1.

Investments

Display Benchmark 1

Start Date
Report Inputs
Client Name
Wholesaler Name

Wholesaler Email

Advisor Email

File Mame

# Include Cover Page

Report Settings - Ausbil Portfolio Comparison Report (Template)

1 | Ausbil Prime Portfolio Q

2 Truong Family Portfolio

3

4

5

Best Fit Index > 0

3 years ago - End Date 2/2/2017 -
In the sample,
the new file
name reflects
the product
and the
portfolio being
compared

Aushbil Portfolio Comparison / Truong Family Portfolic| |

Run Report Cancel
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13. Click Run Report. The Report Settings dialog box closes and the Run Reports tab is once
again displayed. When the report is finished running, a checkmark is displayed in the
Status column.

Report Portal
Run Reports View Reports Portfolios Report Library Additional Files
Template Name Type Description Sample Status
1| #T2 Factsheet Run
2 | * Capital Workbool Compare 2 P... Lyl Run
3 Demo - Fidelity fund com... Workbook side by side ... = Run
4 *Competitive Analysis ... Workbook Run
5  “only header Factsheet Run
6 *Sample Workbook Templ... Workbool Run
7 1 Pager (Zephyr) Factsheet Run
8 1 Pager (Zephyr) Factsheet Run
9 | 22ENE2014 Workbook Run
10 3.10-Attribution Highlights... Factsheet Run
11| 3.16 Release - 2nd version | Workbook Run
12 3/15 - % Equity Factsheet Run
13| ACM - Factsheet Link4 Factsheet Run
14 AIRI Summary Report Workboot Run
15 Allocation Template Workboot Run
16 Alpha Rolling Window Workbool Alpha Templa... Run
17| Amundi-Comparaison Plusi...| Workbook Comparaison... =X Run
18 Amundi-FicheAction (1) Factsheet Fiche Action ... Lp | Run
19 Applewood Customn Report | Factsheet Run .
20 Arjent Demo Factsheet Run !f & .report fa_I|S, an X
21 Attribution Analysis Workboot Run gtgiiglig?udn’ll?] the
22 Attribution Template Factsheet Run indicating you ’Sh0u|d
23 Attribution Template Maste... Factsheet Run try again later
24 Ausbil Portfolio Compariso... Workbook Run @

14. Select the View Reports tab. You will see your most recently run report at the top of
the list.

From here, you can perform standard actions on the report, such as the following:

» view the report (How do | view a report? on page 17)
» download the report (Saving Your Reports on page 19), and
» email the report (Sharing Your Reports on page 26).

Report Portal

Run Reports View Reports Portfolios Report Library Additional Files

© Action ~  Type All x New Folder Refresh

0 FileN Template N Created On  File E-mail Note the

ile Name emplate Name reated On ile mai highlighted

Fi I Ausbil Prime Portfolio / Truong Family Portfolio| Ausbil Portfolio C... | 2/2/2017 5:2 @ ] Rerun selection

[12  Demo Template ETF All Equities Portfolio Str.. Demo Template 2/2/2017 5:1 ] Rerun

[12 @ sample Workbook (Portfolio Comparison)_Ma... Sample Workboo...  2/2/2017 5:0 %Y B4 Rerun

[14 @ AAA Portfolio Comparison Report_Baron Grow... Ausbil Portfolio C.. 1/31/2017 1 % & Rerun

[15 | Competitor Analysis_Oakmark Investor Competitor Analy... 1/11/2017 4: @ [ Rerun

[16 | ABC Report Demo - Report Po.. 4/20/2016 3: @ B Rerun

[17 @ * Demo - Fidelity fund comparison report_Fid... * Demo - Fidelity... 4/20/2016 2: % & Rerun
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15. Click the PDF icon in the report’s row. The PDF opens in a new browser tab. Page
through it, noting the side-by-side comparisons. This is opposite of how a portfolio

comparison report should be displayed.

ausbill

Ausbil Prime Portfolio

Portfolio Comparison (Composition)

Truong Family Portfolio

Top 10 Holdings
Portiolo Date: 1/31/2017

Top 10 Holdings
Portfalio Date: 1/21/2017

Equity

Equity .
Portfolio Partioli
Sniiar 5 <
ﬁ 'Waighting % ; ‘Weighting
Thompsan LargeCap - 3754 1. Rowe Price New Horizons 2.0
American Funds Capital World Grising A - 2671 Baron Growth Retai .13
Applesead Investor 7308 Baron Small Cap Retail FIRE
Markatfield A | 1757  Fdelity Advisor® Smeall Cap A 18.94
Vanguard Explorar Inv 17.79
Equ.iﬁr Il.oﬁnmi. éupma . Em llauml E;pnsum )
Portioio Date: 1/31,2017 Fortfalia Date: 1/31/2017
% |
* North America 676 #North America 34
# [atm: Ameocy 14 » Latin Ameica 04
United Kingdom 48 Urited Kingdom 17
pre Euwﬂﬂ i E'? Europe dev 05
uroge emrg 5 S
Afri iddle East 0.6
Aftca/Middle Fast 05 oMl Eax
e hisnaasa 07 * Australasia 03
Japan 37 Japan 14
 Asia dev 62 * Asia dav 01
Asia emrg 45 Asia emng 1.7
Total 100.0 Total 100.0
Equity Sector Exposure (GICS) Equity Sector Exposure (GICS)
Portioiio Date: 1/31,/2017 Portfalio Date: 1/31/2017
|
*Enengy # Energy 19
= Materials = Matesials 29
Industrials Industrials 165
Consumer Discretionary Consurmer Discretionary 19.2|
Consumer Staples Consurmer Staples 27
Healthcare Healthcare 15.9
* Financials * Financials 115
Information Technology Information Technalogy 23.2|
»Tedecom Senices # Telecom Services 1.2
Utilities Lhilities 0.4
* Real Estate * Real Estate 46
Tatal Total 1000

The administrator who
built the template
decided which charts,
tables, and text to include
in the report
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Overview

Using the Additional Files Tab

The Additional Files tab displays files for your use, as posted by a Report Portal
administrator. You will see many types of files, not just PDFs created in Report Portal.
For instance, you may find contracts, press releases, and disclosures. You can view,
download, print, and e-mail these files.

In this section, you will learn how to access the files on the Additional Files tab.

To access the additional files, do the following:

1. In Report Portal, select the Additional Files tab.

2. If the administrator has created folders, they are listed in the Folder pane on the left side
of the window. Click a felder to view its contents, which may include PDFs, Microsoft®
Word® files, Microsoft® Excel® spreadsheets, etc.

Report Portal

Run Reports View Reports Portfolios Report Library Additional Files

Overview

How can | access
the additional files?

|Morningstar, I

Folder © Action -
£ Contracts 1 File Name Comments Post Date  View File E-mall
Discl - -
gL\SC US;:FES O1 AXA Retirement Gatewa... 10/8/2015 @ ]
arge friles —
=0 gl o " [J2 | AXA Retirement Gatewa... 10/8/2015 T L]
2~ MEgi E,D(u,?en Z 3 | client story.docx add comments for all 9/6/2011 2 B ]
arketing ideas : :
£ Neub 9 2 [14 | Fact_Sheet Presentatio.. QOne shest for Direct factshe... |9/1/2011 9 @ -]
euberger Berman Vi
25N d ) " [15 | LPL Scorecard Template... 10/3/2011 tH L]
ocumen 2 E
T Profil [16& | Morningstar Moderate A... Monthly Portfolio Report for ... |4/21/2016 @ ]
rofiles ; : ;
3 : : 07 | Morningstar Moderately... = Monthly Portfolio Report for .. |4/21/2016 ¥ L]
ﬁl présentation commerciale

9 Press Release
9 Research topics

RP Demao
P sales Materials

5 shone

3. To e-mail one of the files, in its row, click the E-mail icon. See How can | send a report?
on page 26 for instructions on how to proceed from here.

Report Portal

Run Reports View Reports Portfolios Report Library Additional Files

Folder © Action -

9 Contracts al File Name Comments Post Date

= D‘S(IGS‘“(ES [J1 | AXA Retirement Gatewa... 10/8/2015 | 8

gLarge files [02  AXA Retirement Gatewa... 10/8/2015 fH

~ Legal Dloculments [13 | client story.docx add comments for all 9/6/2011 2 Hj

~ Marketing ldeas [14  Fact Sheet Presentatio.. One sheet for Direct factshe.. 9/1/20119 TH

= Neuberger Berman [15 | LPL Scorecard Template... 10/3/2011| T8

~ NN doctl.lment [16 @ Morningstar Moderate A.. Monthly Portfolio Report for .. 4/21/2016 &
NT: Profiles 07 | Morningstar Moderately... = Monthly Portfolio Report for .. | 4/21/2016 TH

79 présentation commerciale
9 Press Release

9 Research topics

9 rRP Demo

P=7sales Materials

5 shone

|Morningstar,

View File E-maill

Note the selected
folder and its contents

A Report Portal
administrator
determines if you can
send e-mail from
within Report Portal
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4. To download one of the files, click the checkbox at the beginning of its row, then from
the Action drop-down field, select Download. See How can | download a report to
a folder on my system? on page 19 for instructions on how to proceed from here.

Report Portal

Run Reports View Reports Portfolios Report Library Additional Files

Folder O | Action ~

4 contracts [Jl.Download |, Download is the only available command
9 Disclosures 'k . available from the Action drop-down field
£ Large files L AXA Retirement Gateway Performanc.. in Additional Files

£~ T — Flis A>.<A Retirement Gateway Performanc..
5 Marketing ideas [13  client story.docx . :
£ Nisibergar-Her s Fact_Sheet Presentation_Studio_Fact...
£5 NN document [15 | LPL Scorecard Template.pdf

[16  Morningstar Moderate Active Portfoli...

NT Profiles , :
g IO ial [17 | Morningstar Moderately Cautious Inc...
présentation commerciale

5. To open a PDF, in the View File column, click its PDF icon. The PDF opens in a new
browser tab.

< Note: In Additional Files, you may find PDFs that are not reports.

.. - o3 2| [ = [ B o]
1] additional Files * ;r'{ |(|] Fact_sheet_Presentatior x \ X
C | & Secure | httpsy//reportportal.morningstar.com/PSWEB/viewdoc.aspx?ProductCe ¥ | ® 0
2% Apps X Calendar - Global Cli= ¥, Client Education Wiki i’ CTE Board - My Issue References Fractional Weights » t
reportview.aspx
You can
download or
’ print the file
by clicking
these icons
Morningstar Direct” Fact Sheets
Mormingstar Direct Features Morningstar Direct is an investment analysis the data you want, in your preferred format, featuring
" 3'i§:ﬁn:::"““' FansistENt - latform. Fusing global data and incisive content with your logo, corporate colors, and fonts.
» Importationof privata strategies  1IQOTOUS analytics, it delivers the knowledge
» Data on more than businesses need to create financial products or select Automate Processes
0105 Sevptenty sound investments. Morningstar Direct also provides Morningstar Direct’s batch scheduler feature allows
» Web-based, cantinuous updates i pa L ke i AR
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6. If the View Files column displays a file type icon other than a PDF, click the icon.
Depending on your browser settings, you will see one of the following:

» The Save As dialog box opens, displaying your default downloads location. See
How can | save a file in the Save As dialog box? on page 22 for instructions on how
to proceed from here.

» Afile name is displayed on the Download bar at the bottom of the browser window.
From the Download bar drop-down field, you can open the file (if you have the
software for that type of file) or display the folder into which it has been
downloaded. See How can | save a file from the Download bar? on page 23 for
instructions on how to proceed from here.

< Note: If neither of the above happens, you probably have a setting in your browser to
automatically save all downloads to a specified folder.

REPDI’t Purta[ |Morningstar, 1
Run Reports View Reports Portfolios Report Library Additional Files
Folder O Action ~
9 contracts il File Name Comments Post Date View File E-mail
gf‘sc'oi:res []1  AXA Retirement Gatewa.. 10/8/2015  ¥H i
- LargTD‘ i . [J2 AXA Retirement Gatewa.. 10/8/2015, ¥ ]
£ Meagrzetizcui?::ss 03 | client story.docx add comments for all 9/6/2011 EI T} | [
£ Neub 9 i [14 | Fact_Sheet Presentatio.. = One sheet for Direct factshe.. 9/1/2011 9 *H -1 A|th0ugh most
= Niuderger frman [05 @ LPL Scorecard Template... 10/3/2011 B [ files in this
ST P'_U:;;::n [J6 | Morningstar Moderate A...  Monthly Portfolio Report for ... | 4/21/2016 %8 ] Sample are PDFs,
" N ’ — [~ "
& présentation commerdiale [17 | Morningstar Moderately... | Monthly Portfolio Report for .. | 4/21/2016 | ¥H aWord document
£ press Release is also available
9 Research topics
5 RP Demo
P~ sales Materials
4 Shone
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Using the Report Library Tab

It is not uncommon to need an updated report on a particular fund every month or even Overview
more often. If that is the case, a Report Portal administrator can set up a process called

“batch processing.” The process runs automatically, using the most current data to

generate reports for funds in the batch. A Report Portal administrator makes the

following decisions:

» what funds are included in the batch

» what template is used for the reports

» when the batch processing occurs, and
» who has access to the reports.

The Report Library displays reports created by batch output. The Report Portal
administrator will decide what reports you can access and what actions you can
perform, such as view, print, and download a report.

In this section, you will learn do to the following:

» |ocate a report by type (page 69)

» |ocate a report from an earlier date (page 71)

» locate a report using various browsing criteria (page 72)
» sort a list of reports (page 75), and

» search for a report (page 76).

< Note: Your firm's Report Portal Administrator will determine your level of access in the Report
Library. You may not be able to do everything described in this section.

The Report Library is divided into the following sections (shown as tabs):

» Retirement Plan

» Factsheet

» \Workbook

» Portfolio Books, and
» Saved Reports.

Report Portal
Run Reports View Reports Portfolios Report Library Additional Files The Factsheet tab within
Report Library is selected
in this sample
Retirement Plan Factsheet Workbook Portfolio Books | Saved Reports
Browse By Morningstar Category w»_ Report Distribution Group |Morningstar,
Group Name ~ Investment Type # of Investments
Canada Fund US Eguity Exchange-Traded Fund (8
China Fund Aggressive Allocation Fund Open-End Fund 10
China Fund Aggressive Bond Fund Open-End Fund 4
China Fund Equity Funds Open-End Fund 3
China Fund Moderate Allocation Fund Open-End Fund 1
China Fund Money Market Funds Open-End Fund 2
China Fund Money Market Funds Exchange-Traded Fund 2
EAA Fund EUR Agagressive Allocation Open-End Fund 1
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Suppose your manager has asked to see the most recent factsheet on a certain fund (in
the sample in this section, E Fund Money Market Fund A). Let's further suppose you
know the following:

» The fund is an exchange-traded fund.

» The fund is in the Morningstar Category, China Fund Money Market Funds.

» The factsheet is automatically run as part of a batch (which means it should be in
the Report Library), and

» The batch was run this morning.

To locate that report, do the following:

1. Select the tab for the report type (in this case, Factsheet).

How do | locate a

report of a specific type?

Report Portal
Run Reports View Reports Portfolios Report Library Additional Files
Retirement Plan | Factsheet | Workbook  Portfolio Books = Saved Reports
Browse By |Morningstar Category w | Report Distribution Group Morningstar,
Group Name - Investment Type # of Investments
. Because the Browse By
Canada Fund US Equity Exchange-Traded Fund 1 setting is Morningstar
China Fund Aggressive Allocation Fund Open-End Fund 10 Category, the Group
China Fund Aggressive Bond Fund Open-End Fund 4 ,\N/lame_ CO'“m%ShOWS
China Fund Equity Funds Open-End Fund 3 orningstar Lategory
; ) names, not fund names
China Fund Moderate Allocation Fund Open-End Fund 1
China Fund Money Market Funds Open-End Fund 2
China Fund Money Market Funds Exchange-Traded Fund 2
EAA Fund EUR Aggressive Allocation Open-End Fund 1

2. The groupings in the first column (Group Name) correspond to the selection shown
in the Browse By field (Morningstar Category). In the Group Name column, locate
the Morningstar Category China Fund Money Market Funds. Two rows display that
Morningstar Category. In the second column (Investment Type) you can see each of the
two entries has a different investment type —Open-End Fund and Exchange-Traded Fund.

Report Portal
Run Reports View Reports Portfolios Report Library Additional Files
Retirement Plan = Factsheet  Workbook Portfolio Books = Saved Reports
Browse By Morningstar Category v Report Distribution Group Morningstar,
Group Name + Investment Type # of Investments X
In the category China Fund
Canada Fund US Equity Exchange-Traded Fund 1 Money Market Funds, each of
China Fund Aggressive Allocation Fund | Open-End Fund 10 the investment types (Open-End
China Fund Aggressive Bond Fund Open-End Fund 4 Fund and Exchange-Traded
China Fund Equity Funds Open-End Fund 3 Fund) has 2 investments
China Fund Moderate Allocation Fund Open-End Fund 1
China Fund Money Market Funds Open-End Fund 2
China Fund Money Market Funds Exchange-Traded Fund 2
EAA Fund EUR Aggressive Allocation Open-End Fund 1
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3. E Fund Money Market Fund A is an exchange-traded fund, so in the row for China Fund
Money Market Funds., Exchange-Traded Fund, click the link (China Fund Money

Market Funds).
Report Portal
Run Reports View Reports Portfolios Report Library Additional Files
Retirement Plan = Factsheet  Workbook Portfolio Books = Saved Reports
Browse By Morningstar Category v Report Distribution Group Morningstar,
Group Name + Investment Type # of Investments
Canada Fund US Equity Exchange-Traded Fund 1 ;
China Fund Aggressive Allocation Fund Open-End Fund 10 The fund you wantis an
China Fund Aggressive Bond Fund Open-End Fund 4 eXChange'traded. fund in
P— 7 the category, China Fund
China Fund Equity Funds Open-End Fund 3 M
SEED N oney Market Funds
China Fund Moderate Allocation Fund Open-End Fund 1
China Fund Money Market Funds Open-End Fund 2
China Fund Money Market Funds Exchange-Traded Fund | 2
EAA Fund EUR Aggressive Allocation Open-End Fund 1

4. The Report Portal window displays a list of the exchange-traded funds in the category
China Fund Money Market Funds. In the row for the fund you want (E Fund Money
Market Fund A), click the PDF icon. The PDF opens in a new browser tab.

Morningstar Category > China Fund Money Market Funds

Retirement Plan Factsheet | Workbook | Portfolio Books =~ Saved Reports

Report Distribution Group Morningstar, Inc. . A gg&?%?gﬁ:&cﬁjs L)
Fund Mame Current Report  Created On

E Fund Money Market Fund A I_%_I 3/6/2017 7:00 pm

E Fund Money Market Fund B 3/6/2017 7:00 pm

5. You can now do any of the following:

» download the report

> print the report, or

» send the report to your manager as an e-mail attachment. (See How do | attach

additional reports or other files to an e-mail? on page 28.)
reportview.aspx 1/1 (& hd ]

Click these icons to
download or print the report

E Fund Money Market Fund A o0 oy MokatFds. | Paniaie Dt 016600
Performanca Investment Growth
tstly Znd O 3 Ob 4thltr  Year T Peod 29230 w0 017/

m7 M @
il 0% I 0m 338 4w
ms L8 0 180 -143 -148
2 an w2 2@ om oz 0
m3 g ziz 138 23w 7 16
mz U3 07 18 18 5M g
Trailing Returns o5

Ty 3yeas Gys Wpes o
Risk-Ad Fet 21 A7z @ 3s2 Mz m3 014 ms il

6. Close the browser tab displaying the report.
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How do I locate a
report from an earlier date?

Suppose your manager wants to review a fund's earlier report (in the sample, E Fund
Money Market Fund A). You know the following:

» The fund is an exchange-traded fund.

» The fund is in the Morningstar Category, China Fund Money Market Funds, and

» The factsheet is automatically run as part of a batch (which means it should be in
the Report Library).

To locate the report, do the following:

1. Using steps 1to 3 in the previous section (How do | locate a report of a specific type? on
page 69), navigate to E Fund Money Market Fund A.

2. The Report Portal window displays a list of the exchange-traded funds in the category
China Fund Money Market Funds. In the Fund Name column, click the link for the fund
you are interested in (E Fund Money Market Fund A).

Morningstar Category > China Fund Money Market Funds

Retirement Plan Factsheet | Workbook | Portfolio Books =~ Saved Reports

Click here to access all available

Report Distribution Group Morningstar, Inc. 4 e el T T U

Fund Mame Current Report  Created On

Fund Money Market Fund A | =

E 3/6/2017 7:00 pm
E Fund Money Market Fund B X

3/6/2017 7:00 pm

3. The window displays all available factsheets for that fund. From here, you can locate the
report your manager wants and download, print, or send it. See steps 4 through 6
starting on page 70 in the section, How do | locate a report of a specific type?

Morningstar Category > China Fund Money Market Funds > E Fund Money Market Fund A
Retirement Plan Factsheet  Workbook = Portfolio Books = Saved Reports
Action - Report Distribution Group Morningstar, Inc. v In Securitie »
E Fund Money Market Fund A |— Category
China Fund Mopey Market Fund
File Name Report Created On
E Fund Money Market Fund A_Investment Detail Report_20170307 @ 3/6/2017 7:00 pm The reports are
E Fund Money Market Fund A_Investment Detail Report 20170207 Ly | 2/6/2017 7:02 pm g;gzl'[?gr?%;/e
E Fund Money Market Fund A_Investment Detail Report_20170107 Lo 1/6/2017 7:25 pm with the mos£
[l E Fund Money Market Fund A_Investment Detail Report_20161207 v 12/6/2016 7:01 pm recent at the top
E Fund Money Market Fund A_Investment Detail Report_20161107 = 11/6/2016 7:02 pm of the list
E Fund Money Market Fund A_Investment Detail Report 20161007 5 10/6/2016 8:01 pm
E Fund Money Market Fund A_Investment Detail Report_20160907 Lol 9/6/2016 8:00 pm
E Fund Money Market Fund A_Investment Detail Report_20150807 Ll 8/6/2016 8:02 pm
| E Fund Money Market Fund A_Investment Detail Report_20160707 Ly 7/6/2016 8:01 pm
E Fund Money Market Fund A_Investment Detail Report_110006_20160607 @ 6/6/2016 8:03 pm
E Fund Money Market Fund A_Investment Detail Report_20160607 Lol 6/6/2016 8:00 pm
E Fund Money Market Fund A_Investment Detail Report_110006_20160507 @ 5/6/2016 8:03 pm
| E Fund Money Market Fund A_Investment Detail Report 20160507 @ 5/6/2016 8:00 pm
E Fund Money Market Fund A_Investment Detail Report_20160425 @ 4/24/2016 10:09 pm
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Using the Report Library Tab

How can | change the grouping of the investments?

On the Retirement Plan and Factsheet tabs, the groupings in the first column
correspond to the selection shown in the Browse By field. For instance, on the
Retirement Plan tab, the default Browse By selection is Retirement Plan, and the first

column lists the funds by Plan Name.

Report Portal

Run Reports View Reports Portfolios Report Library

Retirement Plan | Factsheet = Workbook Portfolio Books

| Browse By Retirement Plan | w. Report Distr|
Current Report  Created On
0508 8/23/2014 3:22 am|
China Fund

8/23/2014 3:22 am)|
4/25/2013 4:20 pm)|
5/30/2013 1:50 pm|

Morningstar 401k

Oppenheimer ABC Plan

How can |
change the grouping
of the investments?

Note the highlighted selections

On the Workbook, Portfolio Books, and Saved Reports tabs, the groupings are
alphabetical by batch name, within the selection in the Report Distribution Group

drop-down field.

Retirement Plan  Factsheet | Workbook @ Portfolio Books = Saved Reportsl

| Report Distribution Group Morningstar, Inc. X

Batch Name

OE+ETFE Solution MEW Method Combined TP
Demo batch

New Workbook Batch ddddddd

Test Yui batch

NN new batch

1774882

New Workbook Batch

Atypical default display for the
Workbook, Portfolios Books, and
Saved Reports tabs is shown here

MAORNINGSTAR
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Using the Report Library Tab

How can | change the grouping of the investments?

Suppose your manager wants to see the latest factsheets on equity-income funds. On
the Factsheet tab, the default browsing criteria (Morningstar Category) is not helpful
for locating equity-income funds because no Morningstar Category exists called

“Equity Income.”

To group the investments using a different criteria (in this case, Prospectus Objective),

do the following:

1. On the Report Library tab, select the Factsheet tab.

Report Portal

Run Reports View Reports

Factsheet

Retirement Plan

Portfolios Report Library Additional Files

Workbook  Portfolio Books | Saved Reports

Browse By |Morningstar Category . Report Distribution Group Morningstar,

Group Name ~ Investment Type # of Investments
Canada Fund US Equity Exchange-Traded Fund 1

China Fund Aggressive Allocation Fund Open-End Fund 10

China Fund Aggressive Bond Fund Cpen-End Fund 4

China Fund Equity Funds Open-End Fund 3

China Fund Moderate Allocation Fund Open-End Fund 1.

China Fund Money Market Funds Open-End Fund 2

China Fund Money Market Funds Exchange-Traded Fund 2

EAA Fund EUR Aggressive Allocation Open-End Fund 1

2. From the Browse By drop-down field, make a selection. In this sample,

Prospectus Objective is selected.

Retirement Plan Factsheet

Workbook = Po|

|Brow5e By Morningstar Category x

Batch
Group Name

Canada Funt

e Global Category
China Fun
China
China Fund |US Category Group

China Fund [Firm Name

Morningstar Category
Morningstar Institutional Category

Fund | Morningstar Rating Overall

Note the variety of

d | Global Broad Category Group browsing options

China Fund | Prospectus Ob}'ecti\.re|

EAA Fund El 1y estment Type

EAN Fund B

EAA Fund EL Global Investment Fund Sector (G

Note the highlighted
selections

MAORNINGSTAR

Morningstar® Report Portal User Guide - March 2017
© 2017 Morningstar. All Rights Reserved.

73



Using the Report Library Tab How can | change the grouping of the investments?

3. The investments are now grouped by your selection (Prospectus Objective). Click the
Equity-Income link.

Retirement Plan = Factsheet | Workbook @ Portfolio

Browse By Prospectus Objective | v | Repo

Group Name | # of Investments

The Investment Type column (which
was displayed when the funds were
grouped by Morningstar Category) is
no longer shown because funds of

Aggressive Growth 1
3
2
Diversified Emerging Markets : various investment types can have
3
5

Balanced
Corporate Bond - General

Equity-Income | the same abjective
Foreign Stock

Growth 40
Growth and Income

2
Income 1
Multi-Asset Global 2
Small Company a
Specialty - Real Estate 2
Specialty - Technology 2
Unclassified 222

4. The window displays current factsheet reports for Equity-Income funds. From here, you
can provide the reports to your manager. See steps 4 through 6 starting on page 70 in
the section, How do | locate a report of a specific type?

Run Reports View Reports Portfolios Report Library Additional Files

|Pr'ospectus Objective = Equity—Ir1come| T " ists of link
e path consists of links

Retirement Plan | Factsheet @ Workbook | Portfolio Books = Saved Reports to the pages you
accessed to arrive at the
current page; you can

Report Distribution Group Morningstar, Inc. - .
qU|ckIy retrace your steps
Fund Name Current Report  Created On by clicking a link
American Funds Invmt Co of Amer A @ 8/31/2016 9:32 am
Invesco Equity and Income A @ 7/27/2016 11:17 am
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Using the Report Library Tab How can | sort of list of reports?

Every list in the Report Library can be sorted, using a column heading you select as How can | sort
the basis for the sort. A list's default display is based on the first column and shows the of list of reports?
rows in ascending order.

Report Portal
Run Reports View Reports Paortfolios Report Library Additional Files
Retirement Plan | Factsheet | Workbook | Portfolio Books = Saved Reports
Browse By |Morningstar Category ¥ Report Distribution Group Morningstar,
Group Name *| Investment Type # of Investments )

p P In this sample, the funds are
Canada Fund US Equity Exchange-Traded Fund 1 grouped (or sorted) alphabetically
China Fund Aggressive Allocation Fund Open-End Fund 10 by Morningstar Category
China Fund Aggressive Bond Fund Open-End Fund 4
China Fund Equity Funds Open-End Fund 3
China Fund Moderate Allocation Fund Open-End Fund 1
China Fund Money Market Funds Open-End Fund 2
China Fund Money Market Funds Exchange-Traded Fund 2
EAA Fund FIIB Aaaregejve Alincation Open-End Fund 1

To sort on a different column, double-click the column header (in this sample,
Investment Type). Now that column determines the order of the list entries;
investments are grouped by investment type. In the sample, all open-end funds are
displayed together.

< Note: When you select a different column for sorting, the sort order is reversed. In
other words, the default sort on the Group Name column was ascending (A to Z).
When the sort was changed to the Investment Type column, the sort order was also
changed to descending (Z to A), which is why Separate Account is listed before
Open-End Funds in this sample.

Retirement Plan Factsheet Workbook | Portfolio Books Saved Reports
Browse By Morningstar Category ¥ Report Distribution Group Morningstar
Group Name Investment Type |:| # of Investments The arrow is displayed at the
US SA Diversified Emerging Mkts Separate Account 1 top of the column used as the
EAA Fund France Large-Cap Equity Open-End Fund i _30(? Cmer? a doé"_’” a”%w
EAA Fund Global Emerging Markets Equity Open-End Fund 2 G155 @RS W7
EAA Fund EUR Aggressive Allocation Open-End Fund 1
China Fund Moderate Allocation Fund Open-End Fund 1
China Fund Aggressive Bond Fund Open-End Fund 4
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Using the Report Library Tab

How do | search for a report?

To reverse the sort order without changing columns, in the column controlling the sort
order (in this sample, Investment Type), double-click the column header. The sort
order changes to ascending. In the Investment Type column, the entries are displayed
in this order: [None], Closed-End Fund, Exchange-Traded Fund, and Open-End Fund.

In the Report Library, you can search for a report if you know the name (or part of the
name) of the following:

» the batch the report is in, or
» the retirement plan the report is in.

@ Note: You can search for a repart in a retirement plan only on the Retirement Plan tab.
Searching for a report in a batch is available on all Report Library tabs.

You can search for a report on any Report Portal tab, but the report type you are
searching for must match the tab. For instance, if you have selected the Workbook tab,
searching for a factsheet will be unsuccessful.

The following factors are considered when searching:

» the text you enter in the Search field, and
» the selection from the Search drop-down field.

Run Reports View Reports Portfolios Report Library Additional Files
Retirement Plan = Factsheet Workbook Portfolio Books = Saved Reports
Browse By Morningstar Category ~ | Report Distribution Group |Morningstar, Inc. A

Group Mame Investment Type = of Investments

Canada Fund US Equity

Exchange-Traded Fund 1
Open-End Fund 10

Cod Ciimd a

China Fund Aggressive Allocation Fund
rbEe ey b A TR il

The up arrow indicates the sort

Retirement Plan Factsheet = Workbook @ Portfolio Books = Saved Reports
Browse By Morningstar Category w»  Report Distribution Group Morningstar
Group Name Investment Type |_- # of Investments
Unclassified 7 order is low-to-high
US CE Large Blend Closed-End Fund 1
US Fund Large Blend Exchange-Traded Furj 1
EAA Fund MNetherlands Equity Exchange-Traded Furj 1
China Fund Money Market Funds Exchange-Traded Fur} 2
EAA Fund Germany Large-Cap Equity Exchange-Traded Fur} 1
EAA Fund Global Equity Income Exchange-Traded Furj 1
EAA Fund France Large-Cap Equity Exchange-Traded Furnj 1
US Fund Technology Exchange-Traded Fur 2
Equ Exchange-Traded Fur 1
US Fund Large Growth Exchange-Traded Fur 2
EAA Fund UK Equity Income Open-End Fund 114
US Fund Mid-Cap Blend Open-End Fund 1
US Fund Large Blend | Open-End Fund 8

How do |
search for a report?

The highlighted

fields work in
conjunction with
one another when

running a search
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Using the Report Library Tab How do | search for a report?

To search for a report on a specific fund, do the following:

1. On the Report Library tab, select the tab in which you can expect to the find the report.
In this sample, the Factsheet tab is selected.

Retirement Plan | Factsheet | Workbook | Portfolio Books  Saved Reports The default
Factsheet tab
Browse By Morningstar Category ¥ | Report Distribution Group Morningstar, grl]sopvlvam]sere

Group Name

Canada Fund US Equity

Investment Type

Exchange-Traded Fund 1

# of Investmenty

China Fund Aggressive Allocation Fund Open-End Fund 10
China Fund Aggressive Bond Fund Open-End Fund B
China Fund Equity Funds Open-End Fund 3
China Fund Moderate Allocation Fund Open-End Fund 1
China Fund Money Market Funds Open-End Fund 2
China Fund Money Market Funds Exchange-Traded Fund 2
EAA Fund EUR Aggressive Allocation Open-End Fund 1
EAA Fund EUR Flexible Allocation Open-End Fund 3
EAA Fund Europe Large-Cap Blend Equity Open-End Fund 1
EAA Fund Europe Large-Cap Value Equity Open-End Fund i
EAA Fund France Large-Cap Equity Open-End Fund 1

2. The options in the Search drop-down field depend on which Report Portal tab you have
selected. At the far-right side of the window, click the Search drop-down field to see the
options available on the selected tab.

Q In Securitie = —
On the Factsheet tab, the default selection is In

In Securities Securities; the only other option is In Batches

In Batches

of Investments

3. From the Search drop-down field, select In Batches. Because Report Library contains
the results of batch reports, In Batches is usually the preferred selection.

< Note: If “In Securities” is selected, the entire Morningstar database will be searched,
resulting in a large number of search results, many of which may not have a report available
in Report Portal.

4. In the Search text field, enter a batch name (or part of a batch name). In this sample,
Eshares is used.

& Note: The Search field displays a Magnifying Glass icon.

eShares appears in at
least 1 batch name

Retirement Plan = Factsheet | Workbook Portfolio Bocks Saved Reports

| 4 Efunds |

Report Distribution Group Morningstar, Inc. b 4 In Batches .x

5. Press <ENTER>. The search results list is displayed.

Retirement Plan = Factsheet Workbook  Portfolio Books

In the search results, you

Report Distribution Group | Merningstar, Inc. can see when the batch was

. last run
Batch Name Last Run Time
Efunds 3/6/2017 7:01 pm
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Using the Report Library Tab How do | search for a report?

6. Click the batch name. The window displays the batches by run date and time, along
with the number of reports in the batch.
7. Click the most recent Run Date link. The window displays the contents of the batch.

Run Date # of Reports
|a/6/2017 7:00 pm 20 |
2/6/2017 7-01 pm 20 Twenty reports are in this batch
1/6/2017 7:00 pm 20
12/6/2016 7:01 pm 20
11/6/2016 7:01 pm 20
10/6/2016 8:01 pm 20

9/6/2016 8:00 pm 20

8/6/2016 8:01 pm 20

7/6/2016 8:00 pm 20

6/6/2016 8:02 pm 20

6/6/2016 8:00 pm 20

5/6/2016 8:02 pm 20

5/6/2016 8:00 pm 20
4/24/2016 10:09 pm 20

8. Toview a report, in the Report column, click its PDF icon. The PDF opens in a new

From here, you can do any of the following:
» download the report
> print the report, or

browser tab.
Action - Report Distribution Group Morningstar, Inc. v Q Efunds In Batches w
Efunds
] File Name Report Created On
[C) E Fund SZSE100 ETF Feeder Fund_Investment Detail Report_20170307 ﬁ 3/6/2017 7:01 pm You can open only
[ E Fund Active Growth_Investment Detail Report_20170307 Lo 3/6/2017 7:01 pm one PDF ata time
| E Fund Strategic Growth II_Investment Detail Report_20170307 ﬁ 3/6/2017 7:01 pm
L) E Fund Increasing Return Bond Fund B_Investment Detail Report_110018_20170307 @ 3/6/2017 7:01 pm
) E Fund Kehui_Investment Detail Report_110012_20170307 @ 3/6/2017 7:01 pm
| E Fund CSI300 ETF Feeder Fund_Investment Detail Report_20170307 @ 3/6/2017 7:01 pm
) E Fund Industry Elite_Investment Detail Report_110015_20170307 @ 3/6/2017 7:01 pm
] E Fund Kexun_Investment Detail Report_20170307 @ 3/6/2017 7:01 pm
| E Fund Value Select_Investment Detail Report_20170307 @ 3/6/2017 7:01 pm
) E Fund Strategic Growth_Investment Detail Report_20170307 @ 3/6/2017 7:01 pm
) E Fund Kexiang_Investment Detail Report_110013_20170307 @ 3/6/2017 7:00 pm
) E Fund Mid&sSmall Cap_Investment Detail Report_110011_20170307 @ 3/6/2017 7:00 pm
") E Fund Stable Income Bond Fund B_Investment Detail Report_20170307 @ 3/6/2017 7:00 pm
) E Fund Value Growth_Investment Detail Report_20170307 @ 3/6/2017 7:00 pm
| E Fund Money Market Fund A_Investment Detail Report_20170307 L] 3/6/2017 7:00 pm
) E Fund Increasing Return Bond Fund A_Investment Detail Report_110017_20170307 ﬁ 3/6/2017 7:00 pm
) E Fund Stable Income Bond Fund A_Investment Detail Report_20170307 @ 3/6/2017 7:00 pm
| E Fund Stable Growth_Investment Detail Report_20170307 @ 3/6/2017 7:00 pm
) E Fund SSES50 Index_Investment Detail Report_20170307 @ 3/6/2017 7:00 pm
) E Fund Money Market Fund B_Investment Detail Report_20170307 @ 3/6/2017 7:00 pm

» send the report to your manager as an e-mail attachment. (See How do | attach
additional reports or other files to an e-mail? on page 28.)
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