Morningstar Direct Training Guide
Create a Factsheet from
Scratch

ff:-:f:ftf%zf///.f;éffx::eéew,-wy%f%

MAORNINGSTAR




Copyright © 2020 Morningstar, Inc. All rights reserved.

The information contained herein: (1) is proprietary to Morningstar and/or its content providers; (2) may not be copied or
distributed; (3) is not warranted to be accurate, complete or timely; and (4) does not constitute advice of any kind.
Neither Morningstar nor its content providers are responsible for any damages or losses arising from any use of this
information. Any statements that are nonfactual in nature constitute opinions only, are subject to change without notice,
and may not be consistent across Morningstar. Past performance is no guarantee of future results.

Microsoft and Excel are either registered trademarks or trademarks of Microsoft Corporation in the United States and/ or
other countries.

MmHNlNBS'mH Marningstar Direct 2020

© 2020 Morningstar. All Rights Reserved.



Contents

CREATE A FACTSHEET FROM SCRATCH 5

OVERVIEW ..eteteverererereseseseresesesesesesesesesesesesesssesesssssesesssssesssesesssesssesesesesesssesesseeseeeteseeeeeeeeeeeereeeteeeeeeerereeererererereeeeerererererereren 5
EXERCISE 1: CREATING A FACTSHEET FROM SCRATCH
EXERCISE 2: ADDING A PAGE .ceeviveieiiiiieeeeeeeiitieee e e eeeieereeens
EXERCISE 3: ADDING A HEADER
EXERCISE 4: ADDING COMPONENTS ...ccvvererrenrrenen.
EXERCISE 5: SAVING A REPORT AND A TEMPLATE

MmHNlNBS'mH Marningstar Direct 2020 3

© 2020 Morningstar. All Rights Reserved.



MmHNlNBS'mH Marningstar Direct 2020

© 2020 Morningstar. All Rights Reserved.



Create a Factsheet from Scratch

Presentation Studio offers a variety of ready-made templates that you can use for

your reporting, but also offers the capabilities to create
reports.

In this exervise you will learn how to create your own 2
blank page.

your own templates and

-pager factsheet from a
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Create a Factsheet from Scratch Exercise 1: Creating a Factsheet from scratch

We have seen how to modify an existing Morningstar template and make it a template ~ Exercise 1: Creating a
of our own. We will now go through creating a Factsheet from scratch. Factsheet from scratch
To do so, do the following:

1. From the Presentation Studio landing page, click Factsheet. The Create New
Factsheet dialogue box opens.
2. Select New Factsheet and click OK. The Investments: Settings dialogue box opens.

MORNINGSTAR Presentation Studio

lame

Batch

Workbaok 4 Management

Allocation =

Create New Factsheet

(_ Morningstar Templates | My Templates | |TNE vty

How do you want to create the factsheet?

D Name

Permission Date Cre:

) Case A Analysis ftitiean-Fr Read/Write 14/02/2

O Custom Database ftitjean-Fr  Read/Write 2140272
O Europe Large-Cap Blend Equity peer analysis ) My Templates = ~| [titiean-Fr Read/Write 240272
D s fitjean-Fr Read/Write  24/02/2

D Sample Partfolio Monthly Update [ o< |[Jemeet | fitieanFr Read/Write 010272

() Sample Portfolio Performance report ftitjean-Fr  Read/Write 02/02/2

3. Click on the magnifying glass. The Find Investment dialogue box opens.

4. Type “Fidelity Special Situations” (or any preferred equity fund of your choice for
this exercise) and click Go.

5. Select the fund, click Add and OK.

6. Select MPT Index as Display Benchmark 1.

7. Set the benchmark’s colour to red.

Inception Date Category Show Display Name i hmark 1 2 Color Marker
ions Sj 17/12/1573 EAA Fund UK Flex-Cap Eg Fidelity Special Display Benchmark 1 ¥ Sj Display Benchmark 2 v | = o -
v|a) Display Banchmark 1 v |@ |Display Benchmark2 v |@| | NENEEEN ~ o v
~|a) [m} Display Benchmark 1 v |@ | Display Benchmark2 v |@| | IENEEEN ~ [~
EAA Fund UK Flex-Cap Eauity| @ 01/01/1972 UK Flex-Cap Equity r EAA Fund UK Flex-Cap Equi | Display Benchmark 1 v |@ [ Display Benchmark2 v |@| [N v| [& +
< >
[ o ][ conea [Cox | [[omneat |

8. Click OK.
A blank page opens.
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Create a Factsheet from Scratch Exercise 3: Adding a Header

We will have a 2-pager factsheet. To add a page, do the following: Exercise 2: Adding a Page

1. From the Toolbar, click Page > New. A second page is added.

Let's now set the Header for our Factsheet. To do so, do the following: Exercise 3: Adding a

Select Page 1. Header

From the Format tab, click Header > Insert Header.

From the Toolbar, click Divide > split into two vertically.

Select the left space.

From the Toolbar, click Text > Dynamic Text > Investment Name > click on the

Fidelity fund.

Set the font size to 20 and bold.

From the Toolbar, select Align > Middle (bottom section).

Select the right space.

0. From the Toolbar, click Image > Insert Image. The Open dialogue box opens.

1. Select your logo, in this instance “ABC Company” (or any other logo of your choice)
and click Open.

12.  From the Toolbar, click Align > Right.

13.  Reduce the Header space (drag the division vertically).

14.  From the Toolbar, click Header > Apply Header to Workbook.

q Home Chart Data Table Format

i =l A . 8] iz [= > Bll7]ulxx ale B < L
Headar| Footer | Text Image | Align| Bullsts Mumbering Columns | Divide Page | View | Restore | PDF  pET

Insert Style Layout Linking E

Fidelity Special Situations
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Create a Factsheet from Scratch

Exercise 4: Adding Components

We now want to add various performance and risk-related components on the first
page. To do so, do the following:

N —

Yy

Divide the page into two sections horizontally.

Divide the top and bottom sections into two horizontally again. You now have four
sections.

In the top section, add the Investment Growth chart.

In the second section, add the Calendar Performance Relative to Peer Group chart.
Click Calculate.

Select the third section and click Divide to divide it into two sections vertically.

In the left space, add the X/Y Scatter Plot chart.

In the right space, add the Risk — Single Investment table.

From the bottom-left corner of the window, switch the components group from
Performance to Asset Flows.

Add the Estimated Fund-Level Net Flows chart to the bottom space.
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Exercise 4: Adding
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Create a Factsheet from Scratch

Exercise 4: Adding Components

We now want to add portfolio style charts. To do so, do the following:

From the navigation panel on the left, click on Page 2.

Just like for Page 1, divide the page into two sections harizontally.
Divide the top and bottom sections into two horizontally again. You now have four

sections.
Divide the top space into two sections vertically.

In the bottom-left corner of the window, switch the components group from Asset

Flows to Style Analysis.

In the top-left space, add the Holdings-Based Style Map chart.
In the top-right space, add the Holdings-Based Style Trail chart.

Haldings-Based Style Map Holdings-Based Stybe Trail

)

Next step, let's add portfolio exposure breakdown pie charts. To do so, do the
following:

1.

Divide the second space into three sections vertically.

2. Inthe bottom-left corner of the window, switch the components group from Style
Analysis to Asset Exposure.

3. Add the Pie Chart into all three sections.

4. Select the one to the left and click Chart Settings.

5. Setthe title to “Asset Allocation”.

6.  Select the middle pie chart and click Chart Settings.

7. Using the Data Set drop-down menu, select “Equity Sectors (Morningstar)”.

< Note: By changing data set first, the title is also automatically changed.

8.  Set the title to “Equity Sector Exposure”.

9. Select the right one and click Chart Settings.

10. Using the Data Set drop-down menu, select “Equity Regional Exposure”.

11, Set the title to Equity Regions.

Equity S=ctor Expasars

Equity Regional Expasare
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Create a Factsheet from Scratch Exercise 4: Adding Components

We now want to see the top 10 holdings in the fund's portfolio.

12. In the bottom-left corner of the window, switch the components group from Asset
Exposure to Holdings Analysis.

13. In the third space, add the Portfolio Holdings table.

Fidelity Special Situations - Top Holdings

El4

o
M | MMM | II.I”...._

Finally, let's add the fund’s investment objective.

14. Select the fourth space.

15. From the Toolbar, click Text > Investment Strategy > click on Fidelity Special
Situations > click on English.

The fund's investment strategy has been added to the report.

Fidelity Special Situations ABCo.
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Create a Factsheet from Scratch

Exercise b: Saving a report and a Template

We can now proceed with saving the report and the template. As a reminder:

» Areport holds all the above as well as the chosen security and benchmark

settings.

» A template holds your chosen charts and tables, layout, font, set currency,
colours, logos, disclaimers, custom and dynamic text. It does not hold any
investments or benchmarks.

1. Click the Geat icon & in the top-left corner of the window.

|| Untitled Factsheet * - Presentation Sty

n‘ | Home

Chart

New Factsheet
Open
Save

Save As

Ctrl+N
Ctrl+0

Ctrl+5

Save as Template

Export

Send To

Share With

Exit

6. Inthe Factsheet Name field, type Fund Analysis template.

7. Click Save.

Click Save. The Factsheet Name dialogue box opens.
Save the report as “Fidelity Special Situations Analysis” and click OK.
Click the Gear icon again.
Select Save as Template. The Presentation Studio dialogue box opens.

Presentation Studio

[=]

Template Name | Fund Analysis templatd]

Saved Templates.
Name

= & My Templates

v

Click Save as
Template

You can now access this template from the Presentation Studio landing screen under
My Templates.

_'l--‘:ur ngstar Templates My Templates My Reports

Name

Workbook

ipe Layout

Fund Analysis template

Factsheet Template

[ Portrait

Exercise 5: Saving a Report

and a Template
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