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Welcome to Morningstar Direct Report Portal. Report Portal is designed to share customized investment
reports across your organization. Templates built in Presentation Studio can be published to specific
users within your firm for on-demand report generation capability.

There are two levels of access to Report Portal. “Administrators” are the owners that publish templates,
control permissions, and provide access for the “Users” within your firm. “Users” have access to run and

view reports.

View 2 Minute Tutorial Video
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Quick Setup

Publishing Templates

1. Open Morningstar Direct, and create custom templates in Presentation Studio. Choose Factsheet
for single investment reports, or Workbook for multiple investment reports. (More detailed training
on Presentation Studio is available within Morningstar Direct in the Home >Training section or
through your Morningstar Direct consultant.)

PresentationStudio

A *ew ngmal # New Factshest | 4 New Chart % Batch Management £} Global Ssttings

Customize everything.

Create custom reports, workbooks,
Create New Workbaok factsheets and charts. All at your
fingertips.

How do you want to creste the workbook?

@ New Blank Workbaok
©) Morningstar Template

) My Template

Morningstar Templates | My femplates | Reports Actions Nev Folder
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2.

If publishing a multiple investment Workbook, ensure that the # of Investments selected to Show in
the template is at least as many investments as Users will be allowed to select when running their
On-Demand reports. This ensures that all of the investments selected by the Users of Report Portal

will be included in the reports they generate.

[i Untitled Warkbook * - Morningstar Presentation Studio
'G Home Chart Data Table Format
o s [ iy Y - (] Il |
Investments | Workbook Page Chart Table Text Image Auto Layout | Calculate PDF  PPT
Saved Lists Select saved list... -

+ Add - Delete

I:l Nams Inception Date Category Shor

[[] calames Growth a gj 2f4f1930 US OF Large Growth E‘k‘

[[] 3anus Forty & gj 2/30/2004 US OE Large Growth

[C] 3PMorgan Large Cap Growth A gj 2/22/1954 US OE Large Growth

3. Build the template as desired. Click the application menu icon in the upper left-hand corner and

select “Save as Template” from the dropdown menu.

———

Save as Template

|/ Untitled Workbook * - Morningstar Presentation Studio A
n Home Chart Data Table Format
New Workbook Crl+n £ [Last Month End v|@= | [ 6 [veama +]ao v |B][][u] [«s0] 0»
Open Ctrl+0 End Date Grid  Align Decimal
Save Ctrl+s Time Period Format
Save As

= Calamas Growth &
— SEF S0 TR

Janus Farty &

Export
Equity Workbook
Send To
Investment Growth
Share With Time Perine: 5/30/2004 ta 9302011
230
2120
1850
Exit 1200
1840
420
1320
1150
1000
B4.0
EE.0
=21
005 08 2007 2002

Trailing Returns

Sata Foint: Return

1 ypmar
-2.33
508

Calamas Grawth &

Janus Forty &

IPMorgan Largs Cap Growth &
S&P 500 TR

112
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4. Loginto Report Portal. Go to https://reportportal.morningstar.com/ and enter your Morningstar
Direct username and password:

& Mormingstar Log In - Windows Internet Explorer

@’O& (e https://reportportal gstar.com/PSWEB/index.aspxiProduct Code=PSWES e EIE R B

¢ Favorites | @ Momingstar LogIn [ %iov B v @ v Pagew Safet)

Morningstar Direct”
Report Portal

Log In

E-mail Address

chris.broyles@momingstar.com

Password

v r 4 A o e
¥ Remember My E-mail Address

Forgot Password? Click Here

5. (o to the Templates tab to choose templates from Presentation Studio. Click the Publish button.

RE pﬂrt Porta' cbroyles11@&gmail.com|Broyles Inc. Administrator | Log Out

Run Reports View Reports Additional Files

Dashboard Templates Users Groups Investments Additional Files

Actions = . Puklish Permissions |/ | Group Access. | Type All b 4

|l Template ﬂme Type # of Reports  Published By Description
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6. Inthe Template dropdown, select a custom template you have already created and saved in
Presentation Studio. Set the min and max limit on the number of investments that can be entered
into the template at one time (1-15). You can also enter a note with a brief description for Users
accessing the template. (Please note that the effective maximum will be limited to the
lesser of the maximum set here, or the # of Investments selected to Show when the
template was saved. Refer to step 2 above.) You can also upload a PDF of the report template
for Users to preview the template before they run reports.

Publish Template
Information Permissions Group Access Inwvestments
Select a Presentation Studio template to publish.
Template Equity Workbook q{b
Number of Min Max
Investments 1 MRE -/
Description Lineup repart for equity funds
Sample Report Q
Save Cancel
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7. Go to the Permissions tab. Permissions will control which settings Users will be able to change
when they run reports using this template. Choose Default Parameters options for each Setting,
and select whether each Setting should always use these defaults (Read Only), or be optional for
the User (Read/Write) each time the Template is accessed.

For example, if Benchmark 1 is set to “Read Only”, then Users will not be able to change Benchmark
1 when they use this template to run a report. Default Parameters will be of increased importance
when the Setting is made Read Only and Users are not given access to change the defaults. \When
done, click Save.

Publish Template

Information Permissions Group Access Investments

Select template level permissions. Template level settings that are set to "Read
Only” will override group level "Read/Write” permission.

Template Equity Workbook

Setting Permissions Default Parameters

Benchmarki1 @ Read/Write ) Read Only S&PF 500 TR »* | Q
Benchmark2 ) Read/Write @ Read Only Russell 2000 TR USD = | Q
Start Date @ Read/Write ) Read Only S years ago L 4
End Date @ Read/Write ) Read Only Last Quarter End L 4
Portfolio Date ) Read/Write @ Read Only Mast Recent Portfolio -
Peer Group ) Read/Write @ Read Only Open End Funds - U.5. - 1. Q
Currency ) Read/Write @ Read Only Us Dollar L 4
File Format ) Read/Write @ Read Only PDF L 4

Save % Cancel

8. Revisit the Group Access and Investments tabs later after adding Users and creating Groups
(optional).
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Setting Up Users

1. Add Users — Click on the Users tab to control access to Report Portal. Take note of how many user
licenses are remaining. As long as additional licenses remain, click Add User to assign a license to
anew user. Use the Actions menu to Edit, Delete or Reset password for current users.

Repur‘t Pﬂrtal chroyles11@gmail.com|Broyles Inc, Administrator | Log Out

Run Reports View Reports Additional Files

Dashboard = Templates Users Groups Investments Additional Files

Actions + | Add User

il Last Name First Name Email Group Last Login

2. Click the Add User button to assign a remaining license to a user within the firm. This will generate
an email message to the User with a link to Report Portal and instructions on logging in.

Add User

Enter required information to create a new Report Portal
user.

Email*

Jjohnsmith@company.com

First Name® Last Name*

John Smith

Group™

Broyles Inc. group 4

* Required Fields Saveh, Cancel
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Preview the User View

1. Switch from the Administrator view to the User view by clicking on the “Run Reports” tab. Click on
any of the User view tabs shown below to hide the additional Administrator tabs. At anytime, click
the Administrator button in the upper right corner to switch back to Administrator mode.

Repﬂrt Pﬂl'tal cbroyles11@gmail.com|Broyles Inc.  Administrator  Log Out

Run Rep-:-r";“ Vie orts Additional Files

2. Preview the Run Reports tab to ensure it appears as desired. Under Run Reports, the Templates
that were uploaded should appear. Click on the “Run” button to preview which settings are
available to Users (Note: different User groups can be setup with different settings)

REPUrt Portal chroyles11@gmail.com|Broyles Inc.  Administrator | Log Out

Run Reports View Reports Additional Files

Template Name Description Sample Status
1 | Equity Workbook Lineup report for equity funds Run |
2 | Fixed Income Fixed income factsheet Run
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Additional Features

User Groups

1. The Groups feature differentiates permissions for different types of Users. There will always be at
least one default Group. To create an additional Group and customize its access rights, go to the
Groups tab and click Add Group.

* Repﬂrt Purtal cbroylesii@gmail.com|Broyles Inc, Administrator | Log Out

Run Reports View Reports Additional Files

Dashboard = Templates Users Groups Investments Additional Files

Actions = Add Group FPermissions
d Group Name # of Users Description
i Broyles Inc. group i Default group

2. Give the Group a name and description. Click the Permissions and Template Access tabs to assign
rights for this group, and then click Save.

Edit Group
Information Permissions Template Access
Enter required information to create a new group.

MName®
Wholesalers

Description  Evternal wholesalers

* Required Fields Saﬁ Cancel
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3. Go to the Permissions and Template Access tabs. Customize settings for the new group. This can
be edited in the future by going back to the Groups tab, selecting a Group and clicking the
Permissions button.

Permissions

Information Permissions @ Template Access

Select group level permissions.

Setting Permissions

Benchmarkil ) Read/Write @ Read Only

Benchmark?2 ) Read/Write @ Read Only

Start Date @ Read/Write ) Read Only

End Date @ Read/Write ) Read Only

Portfolio Date ) Read/Write @ Read Only

Peer Group ) Read/Write @ Read Only

Currency @ Read/Write 0 Read Only

File Format ) Read/Write @ Read Only

* Required Fields Save Cancel

Rg?ermissions

Information Permissions Template Access

Select which user groups will have access to this template.

Template Type Access

Equity Workbook Worlkbook ) Yes @ Mo
Fixed Income Factsheet @ Yes @ No

* Required Fields Save Cancel
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4. Go back to the Users tab and assign Users to the newly created Groups. Check the box next to a
User name, go to Actions/Edit, select the appropriate Group from the drop-down box, and Save.

Notice the Group column in the grid view will update displaying which Group each User is currently
assigned to.

Report Portal

cbroyles11@gmail.com|Broyles Inc.  Administrator

Run Reports |V ts Additional Files

Dacshboard | Templates Users Groups Investments Additional Files

Actions = | Add User 3 License(s) Remaining
Edit{b First Name Email Group Last Login
Delete
Reset password (] cbroyles100@yahoo.com Consultants 10/28/2011 11:24 am
=iz Smith John johnemith@company.com Wholesalers
Edit User

Enter required information to create a new Report Portal
user.

Email®

johnsmith@company.com

First Name® Last Name®
John Smith
Group®

Wholezalers -

Consultants

Wholesalers ‘h
Wholesalers

Save Cancel

5. Template permission can be limited to certain Groups at the template level as well. Go back to the
Templates tab, select a Template, and click on Group Access.

REpI]rt Purta' chroyles 11 @gmail.com |Broyles Inc.

Administrator | Log Out

Run Reports View Reports Additional Files

Dashboard Templates Users Groups Investments Additional Files

Actions = Publizsh Permissions Group qﬁess . Type All L

O Template Name Type # of Reporte  Published By Description

01 Equity Workbook Workbook Chriz Broyles Lineup report for equity funds
2 Fixed Income Factsheet Chris Broyles Fixed income factsheet
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6. By default, newly created templates will be available to all Groups. Choose the Groups that should
have access and click Save.

Group Access %

Select which user groups will have access to this template.

Template Fixed Income

Group Template Access
Broyles Inc. group @ Yes @ No
Subset #1 ) Yes @ MNo

7. Permissions can be set at both the Template level and Group level. It is possible to create
combinations of settings that contradict. If this occurs, the most restrictive permission setting will
be applied. For example if a template has Read/\Write access for setting Benchmark1, but a User
from a Group accessing the template only has Read Only access to the setting, Read Only will apply.
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Restricting Investments

1. By default, Users will have access to all investments in the Morningstar database. Use this feature
to narrow down which Investments Users will be able to choose from. Click the Investments tab to
pull in investment Lists (static) and/or investment Searches (dynamic) that are saved in your Direct
Workspace.

REp'ﬂl’t Pﬂl'ta' chroyles 11 @gmail.com|Broyles Inc, Administrator | Log Out

Run Reports View Reports Additional Files

Dashboard Templates Users Groups Investments Additional Files

Actions = Add List £dd Search Type | All v

O List/Search Name Last Updated Type Publizhed By
01 All US OE funds 10/23/2008 Search Criteria Chris Broyles
iz Example 3 10/10/2011 List Chris Broyles

2. Use the Add List or Add Search button to access saved lists and searches. Select the appropriate
items and click Save.

Publish Lists

Select saved investment lists to publish.

Available Lists Selected Lists
Allianz RCM US Small and Mid C: m Example 3
-

Inst Lg Gr over 3 bil [ Example 3 ] {b

Save Cancel

3. After Lists and Searches have been added to the Investments tab, they can be associated with
templates by accessing the Edit Template dialog, Permissions tab.
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File Sharing

1. Additional files of any type can be stored in Report Portal for simple sharing with Users. Go to the

Additional Files tab to upload files.

REPDI’t Pﬂl'tal cbroyles1i@gmail.com|Broyles Inc.  Administrator | Log Out
Run Reports orts Additional Files

Dashboard = Templates Users Groups | Investments Additional Files

Folder Actions New Folder Upload File

Reference materials [F File Name Comments Post Date

2. Click New Folder to create folders to organize files as appropriate.

New Folder L}

Folder gupplementary documents|

0K Cancel

3. Click the Upload File button. Select the proper destination Folder from the drop-down, and use the
+ and - buttons to add or remove files.

Upload File

Folder Supplementary documents _w

H = Edit Comments
| Add File I8 Comment

1 Report Portal - On Demand User Guide.doc = User guide
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4. Switch to the User view to verify that the Additional Files display the folder(s) and file(s).

Repur‘t Pﬂrtal cbroyles1i@gmail.com|Broyles Inc.  Administrator  Log Out

Run Reports View Reports Additional Files

Folder Actions +

Reference materials |l File Name Comments Postdate iew File

Supplementary d :
HPPISMENTANICOBIMESY 1 Report Portal - On Demand U... | User guide 10/10/2011 11:17 )
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Monitoring Usage

1. The Dashboard allows Administrators to monitor Users' usage of the Report Portal. There are
multiple views and an adjustable Time Period drop down to display usage by different dimensions.
Any of these views can also be exported to Excel for further Analysis by clicking the Export button.

H'Epﬂl't Pl]l'tal cbroyles11@gmail.com|Broyles Inc.  Administrator | Log Out

Run Reports \iew Reports Additional Files
Dashboard | Templates Uszers Groups Investments | Additional Files
View: Reports ¥ Time Period: Last 6 months Export Refresh
il Report Name Created On Created By Template Used Investments iew Report
01 Fixed Income_PIMCO Total R... | 10/10/2011 11:36 a Chris Broyle: Fixed Income PTTAX '@
02 Equity Workbook_JPMorgan L... | 10/10/2011 11:34 a Chris Broyle: Equity Workbook OLGAX, FMAGX E

2. Views

Investments — See which Investments are getting the most interest. Sort by # of Reports or % of
Reports to quickly see the most and least popular.

Dashboard Templates Users Groups Investments Additional Files

View: | Investments w Time Period: Last 6 months L Export Refresh

[F1 Investment Name Ticker ISIN # of Reports % of Reports
D 1 Fidelity Magellan FMAGK uUs3i61841008 1 50.0%

Oz JPMorgan Large Cap Growth A OLGAX US4512C05063 | 1 50.0%

Os PIMCO Total Return A PTTAX US6933904459 | 1 50.0%

Reports — See a full list of all the Reports that have been created. Sort by Created On date to see how
recently and frequently the reports are being accessed.

Dashboard | Templates Users Groups Investments = Additional Files

View: Reports w Time Period: Last 6 months  w Export Refresh

O Report Name Created On Created By Template Used Investments iew Report
O1 Fixed Income_PIMCO Total R... | 10/10/2011 11:36 a Chris Broyle: Fixed Income PTTAX @
Oz Equity Workbook_JPMorgan L... | 10/10/2011 11:34 3 Chris Broyle: Equity Workbook OLGAX, FMAGX '@

Templates — Similar to the Investments view, see which report template is getting the most attention.
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Dashboard | Templates Users Groups Investments Additional Files

View: Templates w | Time Period: Last 6 months | w Excport Refresh
O Template Name # of Reports % of Reports
[J1 | Equity workbook 1 50.0%

[0z  Fixed Income 1 50.0%

Users — Monitor usage by individual users. Sort by # of Reports to see who is using it most and least,
or sort by Last Login to find users who have not been utilizing Report Portal.

Dashboard | Templates Uszers Groups Investments Additional Files

View: Users w | Time Period: Last 6 months - Export Refresh

Il Last Name First Name Email Group # of Reports Last Login

01 Broyles Chris cbroyles11@gmail.com 2 10/10/2011 9:01 am
Oz Smith John johnsmith@company.com = Subset #1

Groups — Similar to Users, monitor usage by your custom assigned Groups of Users.

Dashboard = Templates Users Groups Investments Additional Files

View: Groups w» Time Period: Last 6§ months - Export Refrash

"] Group Mame # of Reports # of Users

01 Broyles Inc. group
Oz  Subsset #1
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