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Using Presentation Studio

In Morningstar Direct™, Presentation Studio is the platform for creating custom Overview
presentations. With flexible charting and reporting capabilities, and access to

Morningstar databases, Presentation Studio helps you communicate the data behind

investments. You have control over both the content and format of your presentations,

enabling you to use charts, tables, images, and text to tell your story.
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Overview Using Presentation Studio

This guide helps you do the following:

» understand the purpose and capabilities of Presentation Studio (page 7)
» work with factsheets and workbooks (page 20)

» work with a template (page 23)

» work with charts and tables (page 44)

» use Workbook and Component Settings (page 67)

» create a new page (page 77)

» customize a component (page 84)

» work with images and headers (page 89)

» create a template (page 105), and

» create a batch report (page 110).

6 Presentation Studio June 2017
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Introducing Presentation Studio

Overview

Introducing Presentation Studio

Presentation Studio uses the data from Morningstar Direct (as well as custom data,
model portfolios, and custom benchmarks) to allow you to create reports with a
predefined layout and look, or one of your own design. You can present information
in a variety of charts, tables, and images, along with analysis and commentary from
Morningstar Research.

This section helps you understand the following:

» Presentation Studio terminology (page 7)

» what you can create in Presentation Studio (page 9)

» how to launch Presentation Studio (page 12)

» what you can do on the Presentation Studio Home page (page 13)

» what you can do in the Application Settings (page 14)

» how to change the colors used in charts throughout Presentation Studio
(page 15), and

» how Application Settings, Workbook Settings, and Component Settings relate to
each other (page 18).

Some of the terms used in Presentation Studio and this guide may be new to you. They
are defined in this table.

Term Definition

Factsheet A factsheet is a document containing information (rating,
performance, holdings, etc.) about an investment. It cannot present
information for multiple investments at once. It typically presents
key data as tables, charts, and text. To view a sample, see What is
a factsheet? on page 20.

Workbook A workbook is a detailed document (usually multiple pages)
containing comprehensive information (rating, performance,
holdings, etc.) on up to 50 investments. It is frequently used to
compare investments or model portfolios. To view a sample, see
What is a workbook? on page 22.

Report Areport is a document reflecting information for a specific
investment (or investments, in the case of a workbook). In this
guide, a report is a factsheet or a workbook.

Template Atemplate is a Presentation Studio document created to serve as
the basis for a specific type of report. A template typically contains
text, charts, tables, and images selected to present information in
service of the template’s purpose. When a template is used as the
basis for a report, its content updates to reflect the investment(s)
selected for inclusion in the report. For more information, see
Working with a Template on page 23.

Overview

What Presentation
Studio terminology
do | need to know?

Presentation Studio June 2017
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What Presentation Studio terminology do | need to know?

Introducing Presentation Studio

Term

Morningstar template

Definition

A Morningstar template is created by Morningstar experts to serve
as the basis for a specific type of report. Morningstar templates are
included in Presentation Studio. For more information, see Working
with a Template on page 23.

Component

A component is an element used to present a specific type of
information about an investment or investments. Tables, charts,
text, and images are components. Each of these is described in
this guide.

Component category

Tables and charts are categorized by function. For instance,
Markets, Time Series, and Holdings Analysis are different
component categories. Markets charts include Markets Growth
and Markets Trailing Returns Bar Chart, among others. Markets
tables include Markets Summary and Markets Historical
Performance, among others. For more information, see Working
with Chart and Table Components on page 44.

Presentation Studio June 2017
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Introducing Presentation Studio What can | create in Presentation Studio?

In Presentation Studio, you can create a variety of reports: workbook, factsheet, and What can | create in
retirement plan review, to name only a few. Presentation Studio?

The exciting part of Presentation Studio is that you can use Morningstar data and
research in a graphic page layout.

< Note: If you have not worked with page layout before, don't worry. The processes presented in
this guide do not require a background in design.

For instance, you can have a page divided into sections and laid out like this:

The cells are
outlined in light blue

MORNINGSTAR

Presentation Studio June 2017 9
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What can | create in Presentation Studio?

Introducing Presentation Studio

With a few clicks, you can populate it with data and Morningstar research content, so
it looks like this:
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Introducing Presentation Studio What can | create in Presentation Studio?

A report can contain many pages, and each page can have a different layout.
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Exercise 1: Launching Presentation Studio Introducing Presentation Studio

After logging into Morningstar Direct, select the Presentation Studio module. Exercise 1: Launching
Presentation Studio

File MNew Favorites Tools Help Price Monitor; Search for In Securities * Go I
[>] Send us feedback |

Home " H Cu&omlze thIS page
H Home Welcome, Pat Christenson | Friday, October 14, 2016
l E Alerts |
H Filings
| Price Monitor Announcements L
E Excel Add-In )
i E Help/Definitions Date Headline i
E Morningstar Publications  10/14 Morningstar Direct Release Announcement
E HFR Research D T T L |
& Content Catalog 10112 Research Highlights | A New Way to Interpret Equity Risk —
» & Learning Center 10710 Update on Delivery of Enhanced Morningstar Rating™ for Open-End a
< : 10/5 Research Highlights | How Sustainalytics Does Company ESG Resear
Equity/Credit Research f z 3 3
10/3 Discover the Latest in Morningstar Direct | Quarterly Update |
Local Databases
More
Global Databases
Performance Reporting ) ) . - ~
P —— Morningstar Direct Cloud, Now With Research Portal (_Launch )

Select the Presentation
Studio module to open
the Presentation Studio

s MERNINGSTAR Direct <

Presentation Studio I

Portfolio Management

Portfolio Analysis

Workspace

Hmnﬂms A, Pat Christenson

The Presentation Studio Home page opens.

File New Favorites Tools Help {E] Price Menitor © Search for ‘ln This View - Go |
© im Send us feedback |

Home

Equity/Credit Research

Local Dtabases MOORNINGSTAR Presentation Studio @ O

Global Databases

Performance Reporting (q Search Name

Asset Allocation

Portfolio Management

Portfolio Analysis
Markets
Asset Flows
Presentation Studio
[ Presentation Studio
Workbook e Factsheet Plan Review — Allocation 9
~ From here, you can
d T N ™y create new reports and
L Morningstar Templates My Templates My Reparts L Action ¥ ) { New Folder )
| MIEED Csconv) (i templates, as well as
O Name Type Layaut access existing ones
(0 April Factsheet Sample Factshest [ Portrait
) ColorWorkbook Warkbaok [ Landscape
O ColorWorkbook3 Workbook [ Landscape
O Custom Workbook Warkbaok [ Lendscape
) ESG bar chart Warkbook [ Landscape
) EqTemplate Factshest [ Portrait
) Investment Performance Factsheet Factsheet [ Portrait
Workspace <8 b - iy
& MOORNINGSTAR® i A Pat Christenson
12 Presentation Studio June 2017
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Introducing Presentation Studio What can | do on the Presentation Studio Home page?

The Home page is the starting point for your work in Presentation Studio. From here,
you can open an existing report or template, or create a new report or template.

< Note: See What Presentation Studio terminology do | need to know? on page 7 to review the
definitions of workbook, factsheet, template, and other terms.

MOORNINGSTAR Presentation Studio

{ Q Search Name )

What can | do on
the Presentation
Studio Home page?

A. Gear icon

B. Workbook

&l
o
Yo

Asset
Allocation

Workbook

_|_

C. Factsheet

I oS

- T TN
\_ Marningstar Templ | My Template My Reports \_Action v ) { New Folder )

(O Name Type Layout

(O April Factsheet Sample Factshest [ Portrait £
) Color\Workbook Workbook [ Landscape

(O ColorWorkbook3 Workbook [4 Landscape

' Custom Workbook Workbook [ Landscape

(O ESG bar chart Workbook [H Landscape

) Eqlemplate Factshest [ Portrait

(O Investment Performance Factsheet Factsheet [ Portrait

A. Click the Gear icon to open the Application Settings.

@ Note: The changes you make in Application Settings affect every report and template
you create.

B. Click Workbook to create a new workbook.
Click Factsheet to create a new factsheet.
D. Click the Minimize bar to reduce the size of the top portion of the Home page.

o«

< Note: The Minimize bar is especially useful when viewing Presentation Studio on a small
screen or mobile device.

( O Search Name /

Workbook g Plan Review Asset Allocation

D. Minimize bar

If the top portion of the
Home page is minimized
(shown here), click the
Minimize bar maximize it

My Templates My Reports 'f Action ¥ J ' New Folder )

' 3
{ Marningstar Templates

Presentation Studio June 2017
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What can | do in the Application Settings?

Introducing Presentation Studio

MOORNINGSTAR Presentation Studio @

Search Name |

Workbook Plan Review 1

Allocation

s

_|_

|: Marningstar Templates My Templates My Reports ( Actionv ) '.'_ New Folder )

E. Toggle

BT e P
) April Factsheet Sample Factshest [ Portrait

) ColorWorkbook Workbook [ Landscape
) ColorWorkbook3 Workbook [ Landscape
) Custom Warkbook Workbook [ Landscape
) ESG bar chart Workbook [ Landscape |
) EqTemplate Factshest [ Portrait .
) Investment Performance Factsheet Factsheet [ Portrait

F. List of templates
or reports

E. Onthe toggle, click a selection to display a list of Morningstar Templates, your
templates (My Templates), or your reports (My Reports).
F. The list reflects the selection on the toggle. From the list, you can do the following:
» Double-click an entry to open that template or report;
» Sort on any column by clicking the column header (Name, Type, etc.);
» Scroll down to see more list entries; and
» Scroll right to display additional columns (Version, Owner, Permission, Date
Created, and Date Modified).

The Application Settings are comprised of options you can use to customize
Presentation Studio. The following are a few examples of features controlled in the
Application Settings window:

» language used in your reports

» fonts used in various text elements
» custom groupings, and

» default benchmarks.

The Application Settings affect reports and templates created in your installation of
Presentation Studio. In general, the settings apply only to new reports and templates;
existing reports and templates are not affected.

What can | do in the
Application Settings?

14 Presentation Studio June 2017
© 2017 Morningstar. All Rights Reserved.

MAORNINGSTAR



Introducing Presentation Studio

Exercise 2: Changing the colors used in charts

As an example of changing an application setting, update the colors used for charts to Exercise 2: Changing
reflect those of your firm.

To change the default colors to be used in charts, do the following:

the colors used in charts

1. On the Presentation Studio Home page, in the upper-right corner, click the Gear icon.
The Application Settings window opens.

Workbook

MOORNINGSTAR Presentation Studio

( @ Search Name )

Allocation s

Click the Gear icon to access
the Application Settings

2. Select the Display tab.

MAORNINGSTAR

Application Settings E

e S . ; Each tab offers options
Data | attribution | Layout | Peer Group | Display | Grouping | Index Group | Style | Asset Exposure s e aspects
Display Benchmark 1 Display Benchmark 2 Risk-free Rate of reports
[Morningstar Category Index | @]  [MBT Index ~|a USTREAS T-Bill Auction Ave 3 M| &/
Return Series Return Typs Total Return Type
[Manthly Return v|  [Tetal Return v  [Pre-tx |
Default Currency Default Dacimal
[pase | (.01 ~|
Time Period
Start Date End Date
|5 ¥ears ago > |l - |Last Month End =l
Relling Window Size Relling Window Shift
[BYears '] [1Monl:h ']
Portfolio Data: As-of-date
[ Mast Recent Portfalia -
Portfolioc Management Settings
Missing Security Cash Component
[Missing returns '| [[] Use Risk-free Rate Proxy Return
Extendad Performance
Saving reminder for every 10 minutes

Reset || ok || cancel |
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Exercise 2: Changing the colors used in charts Introducing Presentation Studio

Application Settings E
Gl | L ol e LiU L i Ll i
Data | Attribution | Layout | Peer Group| Display | Grouping | Index Group | Style | Asset Exposure
Color Marker o
Investment 1 [_ v] [ . - | =
Investment 2 [_ - | | - | The Display tab
S U 0 )| | A = tsg?;vs the color used
— present each
Investment 4 — BN v - investment in charts
Investment 5 I_ v] [ - -|
Investment & I_ v] [ > vl
Investment 7 [_ v] [ & -|
Investment B (1 ] v] [ [ ] -|
Investment 3 [_ v] [ (@] -|
Investment 10 [_ v] [ O -|
Investment 11 | v] I Fay v] 1
Display Benchmarks
Display Benchmark 1 — (o) -|
Display Benchmark 2 — > |
Category Average
Category Average T BN & ~|
e [ P e

3. Click the Investment 1 row to select it.
4. From the Color drop-down field, select Magenta.

I Inwvestment 1

The yellow background

Investment 2 P
indicates the selected row

Inwvestment 2
Investment 4
Inwvestment 5
Investment &
Inwvestment 7

Investment &

Inwvestment &

Investment 10

Inwestment 11
Display Benchmarks

Display Benchmark 1

Display Benchmark 2

Category Average

Category Average

a 2
d
=

4
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Introducing Presentation Studio

Exercise 2: Changing the colors used in charts

5. Click the Investment 2 row to select it.

6. From the Color drop-down field, select Dark green.

Investment 1

: Investment 2
Investment 3
Investment 4
Investment 5
Investment &
Investment 7
Investment &
Investment 9
Investment 10

Investment 11

Display Benchmarks

Color

Display Benchmark 1

Display Benchmark 2

Category Average

Category Avarage

g
g
B . | | a

7. Click OK. The Application Settings window closes.

You can also select colors for
Display Benchmarks and the
Category Averages

These colors are used in the reports you create from this point on.

MAORNINGSTAR
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How do Application, Workbook, and Component Settings relate to each other? Introducing Presentation Studio

In addition to Application Settings (which affect every new template and report you How do Application,
create), Presentation Studio includes two sets of more granular settings— Workbook Workbook, and

Settings and Component Settings. It is important to understand how Application Component Settings
Settings, Workbook Settings, and Component Settings relate to each other, as relate to each other?

summarized in the following table:

When you
customize a
setting here... This is the effect...

Application Settings | The new setting is applied to every template and report you
create from this point on. Existing templates and reports are not
affected, with the exception of time periods (discussed later in
this guide).

Workbook Settings | The new setting overrides the similar setting in Application
Settings. The workbook setting is applied throughout the report
(except in individual components with different customization in
the setting, which is described later in this section). The new
setting also affects any components you later add to the report.
Finally, if you use the report as the basis for anather report or a
template, the Workbook Settings are in effect in the new report
or template.

Component Settings | The new setting overrides any similar setting in Workbook
Settings, but for only the selected component. If a report with

a custom setting in a component is used as the basis for another
report or a template, the new setting is in effect in the
component in a new report or template. In other words, the
components in the new report or template displays one-year
rolling windows, except for the one component, which displays
a two-year rolling window.

Suppose you are working on a report based on a template with a rolling window size
of three years. The template perfectly suits the report, but you need to display a rolling
window of one year throughout the report. Using Workbook Settings, you can change
the rolling window size for the report, without affecting other reports or templates.

Now, let's further suppose that in this report (which now displays one-year rolling
window data), you want a specific component to display a two-year rolling window.
Using Component Settings, you can change the rolling window size for the specific
component, without affecting other components in the report.

18 Presentation Studio June 2017
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Introducing Presentation Studio How do Application, Workbook, and Component Settings relate to each other?

What happens to a component with a custom setting if the Workbook Settings for the
report or Application Settings change in a way that conflicts with the component’s
settings? The custom component setting is not affected by the change in Workbook or
Application Settings.

Think of it like this: the smaller the setting’s impact, the more autonomous it is,
as follows:

» Application Settings have a large impact, affecting all reports and templates you
create from that point on;

» Workbook Settings affect only one report. They have a smaller impact than
Application Settings; therefore Workbook Settings take precedence over
Application Settings, but only in a single report; and

» Component Settings affect only one component. They have the smallest impact of
all; therefore, Component Settings take precedence over Workbook Settings, but
only in a single component.

Exercises using Workbook Settings and Component Settings are covered later in
this guide.

Presentation Studio June 2017 19
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Overview Working with Factsheets and Workbooks

Working with Factsheets and Workbooks

This guide contains information about the most common Presentation Studio
reports—workbooks and factsheets. Whether you are working with a factsheet or a
workbook, the same charts, tables, and research content are available.

< Note: In this guide, when information is applicable to both a workbook and factsheet, the
word “report” is used to mean “workbook or factsheet.”

In this section, you will learn the following:

» what a factsheet is (page 20), and
» what a workbook is (page 22).

A factsheet is a document containing information (rating, performance, holdings, etc.)
about an investment. It cannot depict information for multiple investments. It presents
key data as tables, charts, and text.

The sample shown on the next page is based on the Morningstar template for an
Investment Detail Report and has a portrait layout (8.5" wide by 11" tall).

Overview

What is a factsheet?

20 Presentation Studio June 2017
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Working with Factsheets and Workbooks

What is a factsheet?

The called-out features are described in Working with a Template on page 23.
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What is a workbook? Working with Factsheets and Workbooks

A workbook is a detailed document (usually multiple pages) containing comprehensive What is a workbook?
information (rating, performance, holdings, etc.) on up to 50 investments. It is
frequently used to compare investments (or model portfolios).

The sample page shown here is based on the Morningstar template for an Equity
Manager Analysis workbook and has a landscape layout (11" wide by 8.5" tall).

In the Navigation

[ o Home | Chart | DataTable Format AL ) I%"‘k\,—l pane, click a

e Default Period v | T |5 vears ago |0 |iest Month End ~|E= ="y [&l gagT lCO}T to
Investments | Time Period Start Date End Date Rolling Window | Align > Isplay that page
Investments | Time Period Chart Area|

Manager Analysis

Investment Growth
e Chart

1250

Table

sra01e 92018 1273014 EE £/2015 sr2015 272016 gramie s01s 1372018

—US Fund Large Growth 85 Concentrated Gronth & 23 Concentreted Growth A Load Waived

Performance
Tims Pericc: 4/1/2012 £ /31/2017  Calculsticn Sanchmark: Ruszall 1000 Growth TR USD Table

Stz Dev

US Funa Large Grawm 123 nu
28 Concertrazed Growth &
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Working with a Template Overview

Working with a Template

In Presentation Studio, the simplest way to create a new report is to base it on a Overview
template or an existing report.

The section helps you understand the following:

» why you should use a template or an existing report to create a new report
(page 23)

» how to select a template for a new report (page 24)

» how to use Search to select an investment for a new report (page 26)

» how to create a list of investments for re-use (page 33) and

» how to use a saved list to select investments to a new report (page 39).

You can customize the layout and content of your report, but keep in mind the
person who created the template (also referred to as the template builder) may have
set limitations on what you can do.

By using a template or existing report as a starting point, you can create a new report Why should |
in a few simple steps. use a template or
an existing report to

Morningstar factsheet templates are designed to summarize data and information
create a new report?

about one investment. Morningstar workbook templates are designed to
comprehensively illustrate data and information about multiple investments.
Morningstar templates have been designed for many different scenarios (such as Stock
Analysis and Attribution Highlights), but the steps for using a template are consistent
throughout Presentation Studio.

If you want your report to closely resemble a Morningstar template, a custom template,
or an existing report, the overall process is as follows:

Open a template or report with design and content similar to what you want to create.
Select the investment(s) to be reflected in your report.

(Optional) Select the benchmarks to be used for comparison in your report

(Optional) Modify the design (colors, font, page layout, etc.) and content (charts, text,
tables, etc.).

Presentation Studio June 2017 23
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Exercise 3: Selecting a template

Working with a Template

In this exercise, the Morningstar Investment Performance Factsheet template is used
to demonstrate the process of working with a factsheet template; however, the steps
for using any Morningstar template, a custom template, or an existing report are the

same, except where noted.

To create a new factsheet from a template, do the following:

1. On the Presentation Studio Home page, on the toggle, be sure the Morningstar
Templates tab is selected.

Exercise 3: Selecting
a template

( A Search Name

a3
'8y

Asset
Allocation

Workbook o

MORNINGSTAR Presentation Studio @ ©

_|_

Click once to

expand this option

—
i Marningstar Templates My Templates

My Reports I i_\_ New Page '

The list of Morningstar template categories opens, displaying the following:

» Asset Allocation
» Factsheets, and
» Workbooks.

< Note: If you had selected My Templates, the list would display the custom templates available

to you. If you had selected My Reports, the list would display your existing reports.

2. Click the arrow to the left of Factsheets. The Factsheet category expands to display the
Morningstar Factsheet templates.

Marningstar Templates My Templates | My Reports J

MName

Click once to expand this option
» Asset Allocation

||- Factsheets

» Workbooks
Morningstar Templates My Templates My Reparts 1‘\

Name Type Layout Version Date Created Date Modified

» Asset Allocation If you

v Factsheets cannot see
Attribution Highlights 3 New Factsheet Template [ Landscape 3198 8/10/2018 B2 gﬂoc\;\]/l#rf?grsez
Attribution Highlights 4 Hew Fatsheet Template [ Portrait 3198 8/10/2016 81042016 scroll right'
Comprehensive Product Review New Factsheet Template [ Landscape 3183 11/20/2015 11/20/2015
Current Portfolio Analysis Mew Factsheet Template [ Portrait 3195 5/24/2016 5/24/2016
Equity Attribution Detail New Factshest Template [ Landscape 3198 8/10/2016 8/10/2016

24 Presentation Studio June 2017

© 2017 Morningstar. All Rights Reserved.

MAORNINGSTAR



Working with a Template Exercise 3: Selecting a template

3. Initially, the templates (or reports) are listed alphabetically. You can sort on any column
by clicking the column heading. Click the Layout column heading. The list sorts on that
column and an arrow appears next to the heading. To reverse the sort order, click the
arrow next to the heading.

Name Type ILI When you sort on
» Asset Allocation the Layout column,
all the Landscape
v Factsheets templates are
L S displayed together
Attribution Highlights 3 tew Factsheet Template [ Landscape at t?]e\{[op ofgthe i
Comprehensive Product Review New Factsheet Template Y Landscape and all the Portrait
templates are
Equity Attribution Detail Mew Factshest Template [ Landscape further down
Equity Attribution Highlights Mew. Factshest Template [ Landscape

4. In the list, scroll down and double-click Investment Performance Factsheet.

Marningstar Templates My Templates | My Repars ) New Page
Name Type
LIAGU 1HuuinG I\'IDIIGUUI I QLLINITCL L FUbLd Mol 1wl e
Fixed Income Manager Factsheet 3 [ew Factshest Template
Holdings Based Style Consistency Factsheet Template
Investment Detail Report Factsheet Template
Investment Performance Factshest| liew Factsheet Template R T——
Marningstar ETF Analysis New Factsheet Template
The Investments: Settings dialog box opens.
Investments: Settings Iz‘

The dialog box shows

Name Inception Date Category ["|Show Display Name Calculation Banchmark Calor Marker

the default calculation
3 _ Doy sercheroies 73 (W -] [@ -] benchmarks, display
Display Benchmarks !
— benchmarks, and
Morningstar Categary It~ | &/ Display Benchmark 1 + |3 (EEEEER -] (O -] other settinas
MPT Index ~|a) E Display Benchmark 1 ~ |@,| (DN ~| (D> ~| g
Category Average
kY ] [Display Benchmeric1 (@] (N <] [(© -]

i ]
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Exercise 4: Selecting an investment Working with a Template

In the Investments: Settings dialog box, changing the default selections for Exercise 4: Selecting
benchmarks, colors, etc. is optional, but you must select an investment to be the an investment
focus of the report.

In the Investments: Settings dialog box, the following fields are not filled in:

» Name

» Inception Date
» (Category, and
» Display Name.

Once you select an investment and it is displayed in the Name field, the Inception Date,
Category, and Display Name fields auto-fill.

Investments: Settings IZ‘
Name Inception Date Category [ Show Display Name Calculation Benchmark Color Marker

| al 7l [isplay Benchmark s | @ [HENENNN ~) (@ -]

Dinlay Be s You must select
[Marningstar Category In v | @] = Display Benchmark1 + |2 (HEEEEE ~ [ Q - an investment
(Mprindex |2 o (Display Benchmark: = |2, (NN ~| (> =) for a factsheet

ST or investments

a) [ (Csplay.Benchmarcs = |2 (B i~ (o) ‘ for a workbook
[ ok |[ coneet |
In this exercise, search for an investment to populate the factsheet. Do the following:
1. Inthe Investments: Settings dialog box, in the Name column, click the Magnifying Glass
icon. The Find Investment dialog box opens.
& Note: When creating a new workbook, you can also use search to select multiple investments.
Investments: Settings lz‘
Name on Date Category [ Show Display Name Calculation Benchmark Color Marke:
(a] 3 [oinpay Banchmarc: ~ |2, [N ~] (@ -]
Difpiny Sarchoaics A factsheet template
(Morningstar Category Tn =@ i Disslay Benchmark i v | @/ (NN ~| (O - allows you to search for
(MPT tndex BLY sl [omsimbendaduion| ) (IESn) (stus] only one investment
Category Average
‘ @) [ [Display Benchmark = |2, [B - (o - |
[

2. Inthe Within area, click the Universes button, and select Open End Funds from the
drop-down field.
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Working with a Template

Exercise 4: Selecting an investment

3. Inthe Find By text field, type Fidelity Contrafund.

Find Investment

=

Within

Find By

@ Universes () My Lists ) My Searches

Open End Funds -

@ Begins with ) Contains

[¥] Include Only Surviving Investments

Available records

Total records:

Jump to record name:

| Fidelity Contrafund | Go

Help

0K Cancel

In the Open End Funds universe, you are searching for investments whose names begin
with Fidelity Contrafund.

You can also search your
|_ lists and saved searches

MAORNINGSTAR
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Exercise 4: Selecting an investment Working with a Template

4. Click Go. The investments meeting your search criteria are shown in the Available

records list.
Find Investment @
Within @ Universes ) My Lists () My Searches

COpen End Funds -

Find By @ Begins with ) Contains

[¥] Include Only Surviving Investments

Fidelity Contrafund Go
Available records
Total records: 2
Jump to record name: Fidelity Contrafund

Fidelity® Contrafund® (USD,XNAS, FCNTX,Port+Perf,Oldest,RepPerf)

Fidelity® Contrafund® K (USD,XNAS,FCNKX, Port+Perf,RepPerf) Two funds meet the search criteria

Help OK Cancel
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Working with a Template Exercise 4: Selecting an investment

5. Inthe Available Records list, select Fidelity® Contrafund®
(USD,XNAS, FCNTX,Port+Perf,0Oldest,RepPerf).

< Note: Even if only one fund is displayed in Available Records, you must still select it to add it to

the report.
Find Investment &
Within @ Universes ) My Lists ) My Searches
Open End Funds -
Find By @ Begins with () Contains
[¥] Include Only Surviving Investments
Fidelity Contrafund Go
Available records
Total records: 2
Jump to record name: Fidelity Contrafund
Fidelity® Contrafund® (USD,XNAS, FCNTX, Port+Perf,Oldest, RepPerf) |
Fidelity® Contrafund® K (USD,XNAS,FCNKX, Port+Perf,RepPerf) More than one fund may be
displayed in the Available
Records list
Help oK Cancel
6. Click OK. The Investment Settings dialog box is displayed.

Name Inception Date Category I:‘ Show Display Name Calculation Benchmark Color Marker The hlghllghted
Fidelity® Contrafund® | & | 5/17/1967 US OE Larg: Fidelity® Contrz | Display Benchmark 1 v[@&J - - (e - settings
Display Benchmarks aUtOmatiCa”\/

Marningstar Catege vg] Display Benchmark 1 vlq’J E] g - Eﬁaﬁleagi‘beiigg

?NJ [T Display Benchmark 1 QJ . - B> - investment
Category Average

US OE Large Growth &/ 12/1/1925 Large Grow US OE Large Gr |[Display Benchmark 1 le [ i v] (& ~]
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Exercise 4: Selecting an investment

Working with a Template

7. Click OK to close the dialog box. The factsheet window opens. The layout of the charts,
tables, and text was predetermined in the template, but the content is specific to the
investment you selected.

[simd =) o vemrs a0

- |ﬁ {Last Month End

Start Date End Date

Performance

Time Period

Fidelity® Contrafund® Return Date: 4/20,2017

Portfolio Date: 3/31,/2017

Performance Relative to Peer Group
Prer GrouD 55 Fands - LG, -LD8 GROWTN  CaCatuon BeICman: Russes 1000 Growtn Th USD
g Quzrtle 2o Duetle 3o Queslz e Sottom Dustie

=0

ES

00
)

Tiree Perio 51,2012 = 430207
Coicutzion Banchmaric Suszes 1020 Growth TR LED

Iy

Dowe Peniod Percant
Avergge Loss

& Ganmls

LossSta Cer

LongestUs Svesk M
ez

05 05 07 02 05 10 10 12|01 0 G 04 05 06 07 08 05 10 11 12 O @ 03 05
e 207

e ]

Trailing Returns

Figeiey® Comtrates® RERERT-

1S
ZEAE.

/s
TmWE

Fidality® Contrafund® - Market Performance

Tiree Periog: 51,2012 = 430707

Eozess S

YT % momth Smoeths §mentns 1 year 3 yers 3 pears Syesn Syeas 10veas | o
&M 1447 1858 557 1141 133 1353 B | S

e

Trepar Rtio [oesi

The most current
Morningstar data
and information on
Fidelity Contrafund
is displayed

‘Smarce: Momingatar Direct

Chart Settings 4 <

7 T [
EEAMMSMORMmESS ~
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Working with a Template

Exercise 4: Selecting an investment

8. At the top-left corner of the window, click the Gear icon and select Save As to give the

report a name and save it. A dialog box opens.

Q Home Chart
New Factshaet Ctrl+N
Open Ctrl+0
Save Ctrl+5

Sawve As |

Save as Templata

Export

Send To

Share With

Exit

When you are creating a new report based
on a template or existing report, be sure to
select Save As), not Save (which overwrites
the template or existing report)

It is important to understand the Save options, which are described in the

following table:

When you are
working in a...

Report

And you select...

Save

The result is...

The report is updated.

Save As

A copy of the report is created as a new
report (with a name you enter). The
original report remains in the condition
from the last time you saved it.

Save As Template

A copy of the report is created as a
template (with a name you enter). The
original report remains in the condition
from the last time you saved it.

Template

Save

The template is updated. In other
waords, when you are working with a
template (as you are here), selecting
Save updates the template. It does not
save it as a report.

Save As

A copy of the template is created as a
report (with a name you enter). In other
words, when you are working with a
template (as you are here) and you
select Save As, a report is created. The
template is unchanged.

Save As Template

A copy of the template is created as a
new template (with a name you enter).
The original template is unchanged.

MAORNINGSTAR
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Exercise 4: Selecting an investment

Working with a Template

9.

In the Factsheet Name field, type FCNTX Factsheet, then click Save.

Presentation Studio E‘I

Factsheet Name | FCNTX [Factsheet |

Saved Factshest

You can use spaces
in report names

MName -

== My Reports 4
v

| Save ‘ | Cancel ‘

The report is stored in the My Reports folder and listed on the Presentation Studio Home
Page when My Reports is selected on the toggle.

< Note: On the Presentation Studio Home page, the new report is initially shown at the bottom
of the My Reports list.

MOORNINGSTAR Presentation Studio

-

Search Name

D
/

(

/]
 d
Asset

Workbook =hs + Plan Review T

Allocation St

- - ~ e N "y
| Marningstar Templates | My Templates | WG | Action ¥ ) [ New Folder ) | MNewPage )

—

() Name Type Layaut

0 UserFactsheet] Factsheat [ Portrait
(0 Vanguard Large Blend ) Workbook [ Y Landscape
() XYZ Factsheet Factsheet [ Porirait
) Factsheet [ Porirait

If you want to
immediately move the
report into place in
alphabetical order,
sort the Name column

32
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Working with a Template

Exercise 5: How can | create a list of investments for re-use?

10. Close the factsheet by doing one of the following:
» Click the Gear icon and select Exit, or
» (Click the Close icon (X) in the upper-right corner of the window.

< Note: You can have only one report open at a time.

' Practice Workbook - Presentation Studio - - E@W
o Home Chart Data Table Format ¥ R [ |Feedback
Pew Workbook Ctri+N i A = ER (i
Dpen Ctrl+0 it Table Text Image Divide Page  View Calculate >
Insert Layout Calculate

Eave As

Eave as Template

If you try to close a report with
unsaved changes, you are
prompted to save

Fxport -
nager Analysis

Fend To b

Ehare with (o pament Crowth

Reriac: 4/12/2018 to 4/30/2017

=]

In the next exercise, you need a list of investments. Although you can add multiple
investments to a report in a few different ways, if you have a list that contains the
investments you want, that is the simplest way to create a multi-investment report.

Do the following:

1. In the Navigation pane on the left side of Morningstar Direct, select the Workspace tab,
then select Investment Lists. ..My Lists.
2. Inthe My Lists window, click the New icon. The Select Investments dialog box opens.

Merningstar Direct

File Mew Favorites Tools Help ;Price Munituré Search for

B Send us feedback

Home

Exercise 5: How
can | create a list of
investments for re-use?

Equity/Credit Research  © action~) i Mew | i} Export- | [E] PDF | g Refresh

Local Databases r

MName

Global Databases

Performance Reporting 01 Morningstar Prospects Q1 2017
T 2 2015 Score Top Bottom List
[ 2015 Top Bottom Score Small Growth
Portfolio Management =
[/ 4 Jinvestments
Portfolio Analysis 5 5* Lg Blend ETF US
Markets (] American Century Emerging Markets
Asset Flows 7z BlendTest
Presentation Studio rs CatAvglist
Mo CustomMames
|Workspace
[T 10 Extended Performance
~E5| Investment Lists [T 11 Fxied Income
H My Lists [C 12 | arms Crowth

Note the highlighted selections

Presentation Studio June 2017
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Exercise 5: How can | create a list of investments for re-use? Working with a Template

3. Click the Multiple Investments button, then click OK. The Find Investments dialog
box opens.

-
Select Investments

Select Investments

How do you want to select Investments?

Mame,Ticker [ISIN/CUSIPfSecld

(7 Single Investment:

(@ Multiple Investments
| i & | Callout

() Search Criteria Funds (Open End and Exchange Traded Funds)
() My Lists

() Import List

0K Cancel Help

34 Presentation Studio June 2017

© 2017 Morningstar. All Rights Reserved. MOHNINGSTAH



Working with a Template Exercise 5: How can | create a list of investments for re-use?

4. From the Find By drop-down field, select Ticker.
5. Inthe text field, enter CSM VOO LGLV NOBL JKD.
6. Click Go. Records matching those tickets appear in the Available records list.

- E e L "
Find Investments . - M
Within @ Universes ) My Lists ) My Searches
Funds (Open End and Exchange Traded Funds) -
Find By Ticker vI @ Begins with Contains
[Z] 1nclude Only Surviving Investments
CSM VOO LGLV NOBL JKD | Go
Available records
Total records: 7
Jump to record name: C5M WOO LGLY NOBL JKD
ProShares Large Cap Core Plus (USD,BATS,CSM,Part+Perf,Oldest, RepPerf) &
\fanguard S&P 500 ETF (MXN,XMEX,\VOO,Port+Perf) i SC“_)l” Slo‘/"” to;ee more
T avallable recoras
Wanguard S&P 500 ETF (USD,ARCX,\OO,Port+Perf,RepPerf) |
SPDORE® S5GA US Large Cap Low Volatil ETF (USD, ARCK LGLV,Port+Perf,Oldegt, |
ProShares S&P 500 Dividend Aristocrats (MXN,XMEX,NOBL,Port+Perf) ]
€| 1 | 3
Add Add All
Selected Records
Total records: No records selected
R
A
¥
4 m | b
Remove Remove All
Help O Cancel
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Exercise 5: How can | create a list of investments for re-use?

Working with a Template

7. Below the Available records list, click the Add All button. The records are displayed in

the Selected Records list.

Find Investments ‘

Within @ Universes () My Lists

C5M VOO LGLYV NOBL JKD

) My Searches

Funds (Open End and Exchange Traded Funds)

Contains

-

[¥] Include Only Surviving Investments

Available records
Total records: 7

Jump to record name: C5M VOO LGLY NOBL IKD

Vanguard S&P 500 ETF (MXN,XMEX, VOO, Port+Perf)
Vanguard S&F 500 ETF (USD,ARCX,VOO,Port+Perf,RepPerf)

ProShares Large Cap Core Plus (USD,BATS,CSM,Port+Perf,Oldest, RepPerf)

SPDR® SS5GA US Large Cap Low Volatil ETF (USD ARCX,LGLV,Port+Perf,Oldest, |
ProShares S&FP 500 Dividend Aristocrats (MXN,XMEX,NOBL,Port+Perf)

1| 1l

s

b

Add
Selected Records

Total records: 7

Add All

anguard S&P 500 ETF (MXN,XMEX,VOQ,Port+Perf)
anguard S&P 500 ETF (USD,ARCX VOO, Port+Perf,RepPerf)

ProShares Large Cap Core Plus (USD,BATS,CSM,Port+Perf,Oldest, RepPerf)

SPDRE® S5GA US Large Cap Low Volatil ETF (USD,ARCX,LGLV,Port+Perf,Oldest,
ProShares S&P 500 Dividend Aristocrats (MXN,XMEX,NOBL,Port+Perf)

1| 1]

k

Remove

Remove All

Records listed here are
added to the untitled
investment list

Help

Ok

Cancel

8. Click OK. The Untitled Investment List is displayed.

9. Click the checkbox at the top of the first column to select all investments.

My Lists
Action - | A A v ¥ View Snapshot .
# save EIAdd [F3Edit Data | U Sort | & Locate | 1} Export+ | [K] PDF | 4 Refresh
I-El Name Base Ticker ISIM
ELEEE] Click here to select
all checkboxes
W1 ProShares Large Cap Core Plus Us Dollar C5M US74347
W 2 Vanguard S&P 500 ETF Mexican Pe Yoo Us822a90
WV 3 Vanguard S&P 500 ETF Us Dollar Voo Us922490
W 4 SPDR® S5GA US Large Cap Low Volatil ETF  US Daollar LGLV Us78468
W5 ProShares S&P 500 Dividend Aristocrats Mexican Pe NOBL US74348
VB ProShares S&P 500 Dividend Aristocrats Us Dollar NOBL Us74348
W 7 iShares Morningstar Large-Cap Us Dollar IKD US46428
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Working with a Template

Exercise 5: How can | create a list of investments for re-use?

10. Click Action, then select Save As...Investment List. The Save As dialog box opens.

My Lists

Add To
I
Move To
Delete
Iv Settings
I+ Reports
I+ Charts
I+ Vview Holdings
™

View Owners

View Fundcode Info

Portfolio Analysis
Average Detail Report
Stock Intersection
xX-Ray

Filing

SA Documents

News Search

Performance Attribution 3

» Custom Benchmark
Model Portfolio

Investment List

Account

Performance Report

p Low Volatil ETF
d Aristocrats
Cap

- v w v v

Note the highlighted selections

11. In the Name field, enter Large Blend ETFs and click OK. The Save As dialog box closes.

Save Az

SO -

Sawve As

Mame | Large Blend ETFs |

My Investment Lists

2015 Score Top Bottom List

2015 Top Bottom Score Small Growth
Jinvestments

5% Lg Blend ETF US

American Century Emeraging Markets
BlendTest

CatAwvglist

CustomMames

Extended Performance

Fxied Income

Large Growth

oK Cancel

Help

Note the highlighted selections

MAORNINGSTAR

Presentation Studio June 2017
© 2017 Morningstar. All Rights Reserved.

37



Exercise 5: How can | create a list of investments for re-use?

Working with a Template

12. In Workspace. . .Investment Lists... My Lists, note that Large Blend ETFs is displayed

in the My Lists window.

Home

Equity/Credit Research

Action~ | B2 New | 1} Export~ | [E|PDF | 4 Refresh

o o — iy

Note the highlighted selections

Local Databases r Mame
Global Databases
Performance Reporting | Morningstar Prospects Q1 2017
— | 2015 Score Top Bottom List
— - - [:3 2015 Top Bottom Score Small Growth
Portfolic Management =
Sl s A 4 3investments
Portfolio Analysis [T5 s*LgBlend ETFUS
Hi_:lrkets | B American Century Emerging Markets
Asset Flows | e BlendTest
Presentation Studio [ CalPoglist
— - o CustomMames
|Wurk5pace
Akl it [T 10  Extended Performance
5| Investment Lists [T 11 Fxied Income
E My Lists i ll Large Blend El'Fsl
i :
E= Search Criteria 1%  |range Grameh

13. In the Navigation pane, click Presentation Studio. The Presentation Studio Home page

is displayed.

Search for

Home

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

Asset Flows

|Presentation Studio |

In This View

MOORNINGSTAR Presentation Studi@ ©

& Presentation Studio

Marningstar Templates My Templates | My Repaorts :I \ New Page :l

File MNew Favorites Tools Help ;Prioe Manitor

* Go

B Send us feedback

Note the highlighted
selection

Name

» Asset Allocation

Type

» Factsheets

Workspace

» Workbooks

= "

~

The list you just created is used when you create a workbook in the next exercise.
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Working with a Template Exercise 6: Selecting investments from a saved list

This exercise helps you create a new workbook by adding multiple investments to the Exercise 6: Selecting
from a saved list. investments from

In this exercise, the Morningstar template, Equity Manager Analysis, is used to a saved list

demonstrate the process of using a workbook template; however, the steps for using
any Morningstar template, a custom template, or an existing report are the same,
except where noted.

< Note: In order to follow the steps here, you must have a saved list with multiple managed
investments, such as equity funds or equity ETFs.

To add investments from a saved list to a new workbook, do the following:

1. On the Presentation Studio Home page, on the toggle, be sure the Morningstar
Templates tab is selected.

MORNINGSTAR Presentation Studio @ ©

f

Search Name

)

E 5 Asset
Workbook ~ + : Allocation -

Be sure this option
is selected

i Marningstar Templates My Templates | My Reports ) ( MewPage )

The list of Morningstar template categories opens, displaying the following:

» Asset Allocation
» Factsheets, and
» Workbooks.

< Note: If you had selected My Templates, the list would display the custom templates available
to you. If you had selected My Reports, the list would display your existing reports.

2. Click the arrow to the left of Workbooks. The Workbooks category expands to display the
Morningstar workbook templates.

Marningstar Templates My Templates | My Reports |

MName

» Asset Allocation

Click once to expand this option
» Factsheets

» Workbooks
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Exercise 6: Selecting investments from a saved list

Working with a Template

3. Inthe list, double-click Equity Manager Analysis. (You may need to scroll down to find

this template.) The Investments: Settings dialog box opens.

< Note: In this exercise, the Equity Manager Analysis template is used to compare two funds.

MName

Marningstar Templates My Templates My Reports

New Page )

» Asset Allocation

Type

» Factsheets

v Workbooks

Current versus Proposed Portfolio Comparizon |

Workbook Template

Equity M

anager Analysis New

Fixed Income Manager Analysis ey

Workbook Template

Workbook Template

Open this template

4. In the Investments: Settings dialog box, from the Saved Lists drop-down field,
select Large Blend ETFs. The Investments: Setting dialog box displays the investments
in the selected list.

Saved Lists

Select saved list...

=]

+ Add | -

I:‘ Name

Display Ben

1 (Mornd
] (mery

Category Av|

R

1]

12 Dpen End®

2015 Score Top Bottom List

2015 Top Bottom Score Smiall Growth
2015CloudLisk<
2017-5investments$

Jinvestments

5* Lg Blend ETF US

ABC Fund®

American Century Emerging Markets
Apple Worldwida®

BlandTest

CatAwvglist

CustomMames

Extended Performance

Large Blend ETFs

Large Growth

LW and Active
COakmark Select Rank
OFE Categories
PerformanceReportRank
PGI Test 2

access investments you have worked

PGI Test List
Portfolic Anzlysis
RankTest

Sample List
smallcap
SurvivorListRank
Survivorship
Survivorshipe
Survivorship2
SurvivorshipBias<
SurvivorshiplistForScreenCaps
SurvivorshipTraining

SurvivorshipTraining2

Investments:
rle Category I:‘ Show
A saved list allows you to quickly
= with before
&
[
[
m

40

Presentation Studio June 2017
© 2017 Morningstar. All Rights Reserved.

MAORNINGSTAR



Working with a Template

Exercise 6: Selecting investments from a saved list

5.

6.

In the Show column, note that the five checkboxes at the top of the list are selected

Saved Lists |Large Blend ETFs

v

Investments: Settings

| + Add | - Delete |
D Name Inception Date Category D Show Display Name
I:‘ ProShares Largs Cap Core F'Iu:_g‘J 7/13/2009 US Fund Large Blend ProShares Largs Cap Core |
[E] wvanguard s&p So0 ETF E\J 8/7/2010 US Fund Large Blend Vanguard S&P 500 ETF
[F] wanguard S&P 500 ETF SJ 9/7/2010 US Fund Large Blend Vanguard S&F 500 ETF
[E] Proshares S&p 500 Dividend ‘.BQJ 10/9/2013 US Fund Large Elend ProShares S&P 500 Dividen
D SPDRE SSGA US Large Cap LEJ 2/20/20132 US Fund Large Blend SPDR® SSGA US Large Cag
I:‘ ProShares S&P 500 Dividend t'gJ 10/9/2013 US Fund Large Blend ProShares S&P 500 Dividen
D iShares Morningstar Larg.e-CaigJ &/28/2004 US Fund Large Blend D iShares Morningstar Large-

Display Benchmarks
D [Mnrn.'mgsiar Category Int = LEJ
D IMF'T Index - [@u| D

Category Average

| [] Us Fund Large Blend Q\J 7171524 Large Blend (=] US Fund Large Elend

If an investment’s Show checkbox is not checked, it will not be included in the workbook
you are creating. To include only the top two investments in the workbook, clear the
checkboxes for the other investments as shown here:

Inalist of multiple
investments, the
Show checkboxes
are checked for
the top five
investments

Theseinvestments
are the focus of
the workbook

Investments: Settings

Saved Lists lLath Blend ETFs -

[ + Add | - Delete |
|:| Name Inception Date Category I:‘Sho'ur Display Name
D ProShares Large Cap Caore PIL;_gJ 7/13/2009 US Fund Large Blend |Z| ProShares Large Cap Caore |
[ | vanguard S&P 500 ETF ﬁl 9/7/2010 US Fund Large Blend Vanguard S&P 500 ETF
[[] wanguard S&P 500 ETF E”J 9/ 7/2010 US Fund Large Blend =] Vanguard S&P 500 ETF
[C] Proshares S&p 500 Dividend {& 10/9/2013 US Fund Large Blend E1 ProShares S&P 500 Dividen
[[] SPDR® S5GA US Large Cap Lg| 2/20/2013 US Fund Large Blend 1} SPDR® S5GA US Large Caj
I:‘ ProShares S&P 500 Dividend :EJ 10/9/2013 US Fund Large Blend D ProShares S&P 500 Dividen
D iShares Morningstar Large-CagE.J &/28/2004 US Fund Large Blend I:‘ iShares Morningstar Large-i

Display Benchmarks

I:‘ [Morningsiar Category It = [@d
= [MPT Index v[‘QJ E

‘Category Average

| [[] us Fund Large Blend gj 7/1/1924 Large Blend 1 US Fund Large Blend

MAORNINGSTAR
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Exercise 6: Selecting investments from a saved list Working with a Template

7. Click OK. The new workbaok opens.

1 s . x = =
r Untitled Workbocok * - Presentation Studic —— F Y l"-_-IEI Q
£ ‘ Home |  Chart Data Table Format ¥ mR G
& L L e B A M lea ) i) A |8 & 4 B
Investments Warkbook | Page Chart Table Text Image | Divide Page Wiew | Calculste | Restore | PDF  PPT  XPS  Excel
Setting Insert Layout Calculate | Linking Export

il 1 =3 k 4 6 17 g =] 10 11

Z In the
Navigation

Manager Analysis pane,.cllck a

1 page icon to
Tnvestment Growih view the page
e and scroll

2 | toview
m additional
i page icons

i z 170.0

10,0

4 130.0

1200
100
1wo.0

soo
102012 013 42000 1072018 102015 am018

— ProShares Largs Cap Care Fius ~—\Vangusrd S&7 500 ETF —FRussell 1000 TR USD

3 Performance
Time Periac: 5/1/2013 t® 4/30/2017  Calcuisen Sancnmank: Ruszal 1000 TR USD

Information

Rzt =12 0 - i

7 PraShares Large Cap Core Plus. 1082

Vanguard S&P 500 ETF 1017
Russeil 1000 TR USD 1n1s

E— T I=LEl T Il ERLE

8. At the top-left corner of the window, click the Gear icon and select Save As. A dialog

box opens.

IE | Home | Chart
Mew Factshaet Ctrl+M
Open Ctrl+0
Save Ctrl+5
Save As |

When you are creating a new report based on a
Save zs Template template, be sure to select Save As), not Save
- (which overwrites the template)

Export
Send To .
Share With "
Exit
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Working with a Template

Exercise 6: Selecting investments from a saved list

9. Inthe dialog box, in the Workbook Name field, enter ProShares-Vanguard then

click Save.

The report is stored in the My Reports folder and listed on the Presentation Studio Home
Page when My Reports is selected on the toggle.

Presentation

Studio IEI

Workbook Name | ProShares-Vanguard |

Saved Workbooks
Name
= B My Reports
Colorworkbook
ColorWorkbook3
Custom Workbook
Equity Manager Analysis
ESG bar chart
0Oakmark Holdings Comparison
PerformReport

Portfolio Comparison

sy

S

Studio Home page

| Save H Cancel ‘

10. Close ProShares-Vanguard by doing one of the following:
» Click the Gear icon and select Exit, or
» (Click the Close icon (X) in the upper-right corner of the window.

'[7 ProShares-Vanguard - Presentation Studio @Eﬂﬂ_
| a { Home Chart Data Table Format ¥ [ B [ |Feedback
M Workbook Ctrl+M y
New fu] Jala] ri | A .‘.. L___]
Open Chrl+0 it Table Text Image Divide Page  View ’
o Ctrl+S Insert Layout
e 1 2 3 4
Save as Template
Expaort
anager Analysis
|| Send To b
I Share With el i
Perioc: 5/172012 to 473072017
o
|- Exit | o

3 Once saved, you can access the
workbook from the Presentation

If you try to close a report
with unsaved changes, you
are prompted to save

MAORNINGSTAR
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Overview Working with Chart and Table Components

Working with Chart and Table Components

Components—charts, tables, and text—comprise the main content of a report. Overview
The look of the components (color, font, title, etc.), as well as some of the content
(category, date range, etc.), is determined by settings in the following:

» the Presentation Studio Application Settings
» the Investments Settings

» the Workbook Settings, and

» the Component Settings.

@ Note: On a page with multiple companents, you may need to zoom in to see a component
more clearly or zoom out to view mare of the page.

Fidelity® Contrafund® Return Date: 4/30/2017

FCNTX Portfolio Date: 3/31/2017

Performance Relative to Peer Group
Paar Group (5-95%): Funds - U5, - Large Browth  Calculation Benchmark: Russell 1000 Browsh TR UED

s Top Quartile = 2nd Quartile s 3rd Quzrtile s Bottom Quartile

Drag the control on
the Zoom slider to

enlarge or reduce

the display

. = E ATl E = oo 3 o z
premce < |0 PR (T P 5 N N RPN 5 4 /9 9 o |

A Morningstar template contains charts, tables, text, and research content selected by
Morningstar analysts to best serve that template’s purpose, but you can easily replace,
change, or delete any component.

@ Note: The same components are available in both factsheets and workbooks; however, a plan
review is more limited. Plan reviews are not covered in this guide.
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Working with Chart and Table Components What is the Command bar?

This section helps you do the following:

understand what the Command bar is (page 45)

use the Command bar to replace a component (page 46)
understand what the Component bar is (page 51)

use the Component bar to replace a component (page 52)
resize a cell (page 56)

rearrange components (page 59)

delete a component (page 63), and

remove a cell (page 65).

vV Vv VYV VvV VY YVvYyy

At the top of the Presentation Studio window, you see the Command bar, from which What is the
you can access many of the design and content tools. The Command bar has four Command bar?
tabs—Home, Chart, Data Table, and Format. Within each of the tabs, icons are

categorized by action. For instance, on the Home tab, the Insert category contains the

tool icons Page, Chart, Table, Text, and Image —elements you would insert in a report.

The Command bar

|¢ Home Chart Data Table Format X mE Fﬁl | Fesdback |
e (= LA e A =] [ [ 2] ! 7 4] K

The tools available in
the selected
Command Bar tab

Investments Workbook Page Chart Table Text Image Divide Page Calculate Restore PDF __ PPT _ XPS Excel

| Setting Insert Layout Calculate Linking Export

The action categories
(Setting, Insert,
Layout, etc.)

Presentation Studio June 2017 45
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Exercise 7: Using the Command bar to replace a component Working with Chart and Table Components

You may decide an existing component does not significantly contribute to Exercise 7: Using
your presentation and a different component (not currently in the report) would be the Command bar
more useful. to replace a component

When replacing components, you should understand the following:

» Atable can be replaced with a chart and vice versa;

» A component from one category can be replaced with a component from another
category; and

» A table component requiring a full page (represented by a green icon on the
Component bar) cannot replace a component in a cell occupying only part of
a page.

To use the Command bar to replace a component, do the following:

1. From the Presentation Studio Home page, on the toggle, select My Reports and
double-click FCNTX Factsheet.

MOORNINGSTAR Presentation Studio

Search Name

Plan Review T+ Allocation =i

Workbook i

.Z:- Marningstar Templatas | MvTempIatm

() Name a  Type Layout

- = N Double-click the report
() EqTempla Factshest [ ] Partrait name to open the report
y Manager Analysis Workbook [ Landscape
O |FCNTX Factsheet | Factsheet [ Portrait

) Investment Performance Factsheet Factshest [ Portrait

Action v ' New Folder ' New Page 1

2. Onthe Command bar, be sure the Home tab is selected.
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Working with Chart and Table Components

Exercise 7: Using the Command bar to replace a component

3. Click the Chart icon.
o Home Chart Data Table Format ¥ W R @ |Feedback
4 L L3 | il A = [us) (i € | | 4 X Note the
Investments  Workbook Page |Chart| Table Text Image Divide Page Calculate Restora PDF PPT XPS  Excel . .
I y s highlighted
Setting Insert Layout Calculate Linking Export selections
The Chart menu opens, displaying the chart categories (Markets, Performance, etc.).
When you select a category from the Chart menu, a window opens to the right,
displaying small representations and names of the chart components in that category.
a Home .(.:Iiﬁ Data Table annal.: ¥ mR
4 L LY ] il A = sl (1 2] . X
Investments  Workbook Page | Chart] Table Text Image Divide Page Calculate Restore PDF PPT XPS  Excel
Markets
Performance

Azzet Exposure
Holdings Analysis
Attribution
Snapshat

Style Analysis
Time Series
Aszzet Flows
Multiple Returns
Legend

All Charts

My Components

Fa

MV‘-/\-‘/J\- 3

Markets Growth

Markets Drawdowr Markets Trailing

Markets Rolling

A
= P =
T I::-.-l"lli-' 'I'l 2 2 - — EE

Markets Periodic

Charts in the Markets category

4. Click the Table icon. The Table menu opens, displaying the table categories (Markets,
Performance, etc.). When you select a category from the Table menu, a window opens to
the right displaying small graphic representations and names of the table components in

that category.

od

e

Investments

Home

s
Workbook

Setting

Chart Data Table Format
LS e B A - aal () 3 | X
Page Chart |Takle|] Text Image Divide Page Calculate Restore PDF PPT XPS  Excel
| Markets
Performance
Aszset Exposure
Holdings Analysis
Attribution
o —— —
Snapshot B St 15200
R 4 10 1 e 112 o = —
Style Analysis — e | =l — = —_—— ! F
Time Series Single Investman Contribution / Attribution Multiple
Attribution Total  Attribution Detail Winners / Losers  Investment
Azzet Flows Table Tablz Attribution Total
Table
Multiple Returns

All Tables

My Components

Tables in the Attribution category

MAORNINGSTAR
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Exercise 7: Using the Command bar to replace a component Working with Chart and Table Components

Notice the Performance Relative to Peer Group chart near the top of the report.

Fidelity® Contrafund® Return Date: 4/30/2017 Cumpum[
FCNTX Portfolio Date: 3/31,2017 I'm}
Parformancs Ralstiva to Pear Groug Fidality® Contrafumd® - Risk
Feer Broup (5-S5%): Funds - LS. - Lage Browth  Caicslotion Ssschmarkc Fussell 1000 Growth TR USD 1 The Charts and tab|es
B Top Qemrtie BN 2nd Cuarlile W 3rd Ouaeiie NN Botiom Dusrile are in the repoft
= s because they were in
b e the template, but the
L re data is specific to the
= = fund—in this case,
= = Fidelity Contrafund
i 18
L na
470 -5IE
B g3
Fawn B Domrafend® 120 L3 B4 EES E8H rggg Do P et =00 66T
Eezmall 1000 Broah TR LS e THE 1) 1286 2 | 1 SvEge G = =
e Farzaesn EE E H b} aE | g lom Ea 206
I Fezesa REES B3 EH 23 HE 173 EainStoer =] E
e .3 ELH 418 i #*3 5T | Losnom Dev B B
TE Fezeia E LEH 142 EC nm
EE e Ly E-E] 45 nE AE] = st
Longast U Streai (W) 7 E
Bunlz 7T =)
TENE 11206
EEE Rt
1 H
Rolling Parformancs - 36 manth roling window -2 =50
oz 1212005 12772005
275206 el
ik I Mk Drasvriaven (Mo 7 z
Wik Drawdos & L4 -4
. w Fmze Date &1/2015 &1/2015
Walbey Date I73I0E 230E0E
_ s Fidality’® Contrefund® - Markst Parfarmance
é %505 07 CE 0210 T TZ 000 O3 D4 05 06 OF 06 09 00 T IEOVEE G | g eoooneamnon:
mE o Emict
Rt meesd — el D Gt TR D Bez S - Lo
Trailing Returnz o= a2 en
YT 1 masth 3months Gmonths 1 year 2vears 3veas 4pea S vear 10 vears == 4= e
5477 10000
Fizefte® Comrtuec® ILIE ZE B4 AT JEEE B el E70
e TDMEAmTRLSD LA 23 Ta A3 TS0 S50 TET a1 uEm mEm i 1 ki e
Intornation Ratia igecd oI -
remar Ratia iges] 1Ze
Lip Captune Rstia Tenm
Down Casture Ratia 5LT0 100.00
Lip Humizer Ftio o 1.0
Dowm Numper 2360 as6 o
Up Pazent 045 Lo
Down Peroast Fabio [ o.m
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Working with Chart and Table Components Exercise 7: Using the Command bar to replace a component

5. Toreplace the Performance Relative to Peer Group chart with a Snapshot Data Relative
to Peer Group chart, select the Home tab, then select Chart...Snapshot.

6. Drag the Snapshot Data Relative to Peer Group icon to anywhere in the cell occupied
by the Performance Relative to Peer Group chart.

< Note: The area containing a component is called a cell.

ﬁ Home Chart Data Table Format
a8 [ NN L A s s » [ ¢J ;
Investments  Workbook Page |Chart|| Table Text Image Divide Page  View Calculate Restors PDF  PPT
Setting | Markets Layout | calcutate | Linking | E
2 3 &
Performance
Asset Exposure
Holdings Analysis
Attribution Fund® Return Date: 4/30/2017
The new
| Snapshot I component
. roportionall
Style Analysis E p- P fi ¥
S " sizes to fit
Tirie Saries —— the cell
E—— —
Asset Flows Supplementary Snapshot Data
Data Bar Chart Relative to Peer
Multiple Returns Group
Legend
All Charts -
77 o 2016 2015 2014 2015 201z
@ moind e PR
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Exercise 7: Using the Command bar to replace a component

Working with Chart and Table Components

When the Calculate button appears, click it.

Fidelity® Contrafund® Return Date: 4/30/2017

FCNTX Portfolio Date: 3/31/2017

Relative to Peer Group
Pesr Graug (3-85%): Funds - 5. - Larps Growth
B Top Quartile W 2nd Quartile

B 3rd Quarile SN Bottom Quartle

100

Peer group data refreshes daily;
therefore, the Calculate button
appears in components assaciated
with a peer group

5.0

100 - - -
Annua Report Net Expense Ratio

o Fouin® Gt # eI e TR

When the calculation finishes, the Snapshot Data Relative to Peer Group chart is

displayed and reflects the current data.

Fidelity® Contrafund® Return Date: 4/30/2017 commm’
ECNTX Portfolio Date: 3/31/2017 Logo
Relative to Peer Group Fidelity® Contrafund® - Risk
Feer Group (5-35%: Funds - U5, - Lange Erowth Time Period: 51/2012 to 43072017 The Snap3h0t Data
o Top Quarte. EERZndQuartle W Srd Quardle e Bomom Quartl R e L e Relative to Peer
ap Uuarhe 2N e o e R0m L [ LecdEbon Sencnm =1l Brow U
. Group chart now
= = occupies the cell
1-: Amtum 1113 13
15 Eea D 1wz 1
1.4
1.2 ESherp= Rizstia 1.5 1
1.0 2
b Eating Fatin 25 A
:: Camar fimtiz 150 1
Anrugl Rerort Net Expense Ratin Sagt Qumrtmr 1052 1
Pievst Cumter -470 E
aad boutk B Ceu :
D W ) W3 Wz 20T e B
Fidsitom Contrafund® REAE] 3% E% E L 1p2g Down Faring Ferzent B E
Fussed 1000 Growth TR UZD 4 T 5 1305 34 1p2p Awemmge Ban 278 E
D Fuzarmie 153 537 08z 157 B 1207 Avesge Lo 114 1
Toth Farcansis 1384 €53 £s1 1281 % 1T Gmin S Dmv 631 E
Sotn Farcarsis 24 315 415 066 3450 1552 | Loss St Dev 584 F
Toth Farcartis E1 0 142 230 07 133 s
Sath Parcersis &2 Bt 313 450 55 015 -

50

Presentation Studio June 2017
© 2017 Morningstar. All Rights Reserved.

MAORNINGSTAR



Working with Chart and Table Components What is the Component bar?

8. To save your work, click the Gear icon at the top-left corner of the window and
select Save.

n' Home Chart

Mew Factsheet Ctrl+N
Open Ctrl+0 Note the highlighted selections

Ctri+5

Save As
Save a5 Template

Export

Send To .

Share With .

Exit

At the bottom of the Presentation Studio window, you see the Component bar, which is What is the
another way to access the chart and table components for your report. The Component Component bar?
bar displays the following:

» the Component Category button

» the Component Settings button, which displays either Chart Settings or Table
Settings, and

» icons representing tables and charts in the selected component category.

< Note: You cannot insert images or text components from the Component bar.

Asset Exposure & | Chart Settings | &« - G D E ﬁ .-.?l .--='.; = .-l >

Component Component Settings Table and chart icons
Category

This table lists the component categories (indicated by different colors) displayed in the
component bar.

This color... | represents this component category...
Blue A chart
Orange A table
Green A table requiring a full page
< Note: The tables requiring a full page are Performance Reporting
(Extended) and Holding Intersection.

Presentation Studio June 2017 51
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Exercise 8: Using the Component bar to replace a component Working with Chart and Table Components

In the Component bar, when you hover the mouse over a component icon, the icon
enlarges and a pop-up opens, displaying the component name and a representation of
the chart or table.

If you drag your mouse acrass
the Component bar, pop-ups
open as the mouse passes

[I_hli_ql

Calendar Returns Bar Chart eaCh icon
= iRz
You may decide an existing component does not contribute significantly to Exercise 8: Using
your presentation, and a different component (not currently on the page) would be the Component bar
more useful. You can select a chart or table icon from the Component bar. to replace a component

& Note: You cannot access text components from the Component bar.

When replacing components, you should understand the following:

» Atable can be replaced with a chart and vice versa;

» A component from one category can be replaced with a component from another
category; and

» A table component requiring a full page (represented by a green icon on the
Component bar) cannot replace a component in a cell occupying only part of
a page.
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Working with Chart and Table Components

Exercise 8: Using the Component bar to replace a component

In this exercise, a chart (Rolling Performance - 36 month rolling window) is replaced

with a table (Leading Contributors).

To use the Component bar to replace a component, do the following:

1.

Markats
Performance

Aszet Exposure

Haldings Analysis

Attribution
Snapshot

Style Analysis
Tima Series
Aszet Flows
Multiple Returns
Legend

All Charts

All Tables

All Components

My Components

With the FCNTX Factsheet report open, at the bottom-left corner of the Presentation
Studio window, click the Component Category button. The Component Category
menu opens above the button.

Select Holdings Analysis. The icons on the Component bar now display only the
components in the Holdings Analysis category.

The Component Category menu
displays the same categories
available on the Command bar

Click the Component Category
button to access the
Component Category menu

Performance l| - H d

You may need to
scroll to see more
component icons

Chart Settings 4 =

MAORNINGSTAR
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Exercise 8: Using the Component bar to replace a component

Working with Chart and Table Components

3. Notice the Rolling Performance - 36 month rolling window chart on the left side of the
report. Replacing one component with another is a simple drag-and-drop. To replace the
Rolling Performance - 36 month rolling window chart with a Leading Contributors table,
from the Component bar, drag the Leading Contributors table to the cell occupied by
the Rolling Performance - 36 month rolling window chart. The new component

proportionally resizes to fit the cell.

o 1 2 E 4 =3 & 17 i3
3 Logo
FCNTX Portfolio Date: 3/31/2017
Relative to Peer Group
Femer Group (5-35%): Funds - LS. - Lage Growth
= oo Qustie  memZndDostle  mem G Quartle s Somom Qustie ey r— 3
22 Im Emkl
‘-: fetum 1213 138
1E St Dev oz 1088
b Share Rtn 115 17
:E Caimer futia 130 18
T s stz tmeustwa Eazt Dumeer 105 1022
Worst Quarter -470 52
i o i :
o s aly 3 00, 2my | Up Fesiod Pecers ] 5133
4 Fidzfty® Contrafunde 1315 % 124 E= 1 525 Dowen Faios Facent = e
Fucssll 1000 Groeh TR UEDS Ta 705 13 110 Bt tazp Avmegs Ban B 2=
B Faezentle hi<] agr 82 hi ] Lt 2202 | Avernge Lnss 214 208
&th Peroentie B BEF {43 128 BB 1788 Bain Std Dev &3 853
ECth Parcartie nm EAE] a18 0es 350 BEZ | Loss Std Oev 53¢ B2
5 T5th Peroentie 08 055 K 3 () nms 133
S5th Parcentie 1+ 335 13 450 ol 3 wmwis = oo
Longest Up Etrmsk i) 7 L]
funUp% 1572 152
StertOmte nnznz 11208
Erd Dats 5312013 4302017
] — e — —— Longest Down Stresk (Mo} 3 El
Rolling Performance - 36 manth rolling window | funDown e e
2o Leading Contributors 127205
Erer]
1500 H
! M% Time Period: 8-1-2004 to 7-31-2009 R
. Portfolio: XYZ Portfolio il
gm0
Weight Return
g 30 e
£ 0505 07 06 03 10 11 12 01 &2 03 04 05 6 07 06 23) 10 11 | Holding 1 00.00 00.00
2 s Holding 2 00.00 00.00 o
— ideie @ Cortafur: —fazel it T U om
S ol e L Leading Contributors
i . u =
— B -
T o [ o e =l B A AR
4. Click the Calculate button.
Leading Contributors
Time Feriod: 32017 to 430317
Click here to access the
il Forii most current data
| Calculate |
a

Drag the Leading
Contributors icon
to anywhere in
the cell occupied
by the Rolling
Performance chart
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Working with Chart and Table Components Exercise 8: Using the Component bar to replace a component

When the calculation finishes, the Leading Contributors table is displayed.

Fidelity® Contrafund® Return Date: 4/30/2017 (ompuny
FCNTX Portfolio Date: 3/31/2017 Logo
Relative to Peer Group Fidelity® Contrafund® - Risk
Paer Group (5-35%]: Funds - U5, - Lag= Growth Time Pesiod: 51,2012 w0 4302017
s Top (Quartie S 2 Quartile o 3rd Quartile e Sotiom Quartile Caicelation Benchmarc: Fussell 1000 Erowth TR USD
i Ime Bkt
12: Fetum 1318 1337
15 | 10z 1253
: Shame Fstin 1= g
i Lo Fatin EN 15
Anual Resort et Exgense Rtio Bact Qusrter 1052 1022
Warst Qusn a7 s You have replaced
T D s ’ M::m o = 2+ Up Peid Percent =0 s a chart from the
Fiisity® Lomtrsiings 1318 3% BE £ Hig 1gzz Do Fered Feoent EEl ;T Eg{;%;n:\?r\;\ﬁ?h a
=5 27 2%
A el il
= Holdings Analysis
I5th Parcastie TN 13 ] 120 f1 1785 Eain Be2 Dev 53 EEd category
Lth Farcastin [ 113 41E T T 1557 | Logs B Dew 584 53
Toth Parcastie i =3 e 20 T 133
Soth Fareantie BE BT ETH ] % wis d e
Longest Up Stresk (o] 7 E
Fum 1572 1523
StaDm= 12012 /2016
End Dmte ST205 4302017
Longest Down Etresk Ma] z z
Leading Contributars fium Dzwn 5% £l 8
Time Peria: 2/1/2017 1o 4302017 Stanse 120,205 1202015
farin o | O TRt LEA0IE ZEAMIE
FacsboskIn & 152 ;| M Eeedoan: Wl i z
agele nc 1am 157 | M Demwdann % a7 A
| Aazoe o Inz 140 1233 055 | FamiDate /2015 &/2015
gt 2 4 an 1272 0% | iy e maamE S
2 ctvision Elzzmrd Inc 182 ;T L
Mphzh=t iz T 3% 13T 042 | Fidelity® Contrafund® - Market Performance
Teminne 143 25T 035 | e Feriad: 5712012 o 4302017
| 4scbe Systmrs Inc 13 17% Lk
[Vise Inz Clmss & 23 1050 0z¢ L Birict

5. To save your work, click the Gear icon at the top-left corner of the window and
select Save.

a Home ] Chart
Hew Factshaet Ctrl+N
Open Ctrl+0
Save | Ctrl+5
Note the highlighted selections
Save Az

Save @5 Templats

Export

Send To .
Share With »
Exit
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Exercise 9: Resizing a cell Working with Chart and Table Components

Although Morningstar templates are laid out carefully, they cannot account for Exercise 9: Resizing a cell
all possibilities. Take a look at the FCNTX Factsheet and notice the following:

» The unlabeled table above the Leading Contributors table does not vertically fill its
cell, and
» The Leading Contributors table looks crowded.

The page would look better if the Leading Contributors table had more space and the
table above it had less. That sounds like a two-step process (enlarge one cell and
decrease the other) but it is actually only one. Simply move the border between the
two cells. When you enlarge a cell, an adjacent cells is decreased by the same amount
(and vice versa).

For instance, if you add space to the top of a cell (in other words, move its top border
up), the cell above it shrinks.

To resize a cell, do the following:

1. Select the Leading Contributors table and hover the mouse over its top border. A
two-headed arrow appears.

Fidefty® Cortrafund® 1318 3% 545 .2
Fuzsal 1000 Growsth TR LUED 11.40 708 287 12.05 o) 1528
T5eh Farcantile 1344 53 ot 1281 =% 17.88
e P = z =
TEth Farcantie (1] 058 142 £.40 3178 1235
centi
Leading Contributors | B This arrow can be dragged up or down
Tim o 211/ 4302
i =3 ¥ w b
e Figtun Contribution
Facebook Inc A 6.BE 1529 1.0
Applenc 344 1633 057
Amzzon.com Inc 242 1233 05
Alphanet Inc & in 72 043
Artivision Blizzand Inc 1,68 07 04T
Aighabst Inc G 3% 1370 04
Taslz Inc 143 1457 0%
Adobe Systems Inc 150 1736 0.5
Visalno Class & 235 1050 oIz
UnitedHeslth Broup Inc 252 629 i ¥l
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Working with Chart and Table Components Exercise 9: Resizing a cell

2. Drag the arrow up to enlarge the cell containing the Leading Contributors detractor.
< Note: To resize a cell horizontally, select the cell, hover the mouse over one of the side

borders, then drag the arrow left or right.

3. Asyou drag the border, use the ruler at the left of the page as a guide. Release the
mouse when the ruler displays approximately 4.7".

Fiduity® Contrafund® 1210 3% BB a5 315 626
Fressal 1000 Geowet TR LISD it.40 108 SE7 1306 3548 1526
St Percantibe 5.39 ko 0.E2 578 4345 n2m
4 25tk Farpantile 1244 B33 EE1 128 3556 1188
5 :
As you resize a cell, the top
or side ruler displays the
L& & = |0 = | e
— position of the border
Figturn Contribution §
Facehook inc & 1] 1519 1.0
& Angla Ing 344 1889 057 ;
Amazon.com Inc 243 1253 .55
Aghzbst Inz & in 1272 0%
Activision Blizzard Inc 168 T3 47
Nphaieting 328 1370 04
2 Teslaine 14 MET 03|
Adaise Systems Inc 150 1755
Visalnc Class & 73 1050
\niszdHesith Group Inc 252 5.4
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Exercise 9: Resizing a cell Working with Chart and Table Components

The result should now look like this.

F|dehtv® CGontrafund® Return Date: 4/30/2017 Canm“Y
FCNTX Portfolio Date: 3/31/2017 Logo
Relative to Peer Group Fidelity® Contrafund® - Risk
Piaar Group (5-95%): Funds - LS. - Large Growih Time Perod: 5712012 10 43072017
BN Top Quarle B Znd Quartle  SSSE 3rd Quartie WSS Bottom Cuartile Calculation Benchmark: Fussell 1000 Srowth TR USD
25 u Bmj
2
15 = Aetum 1213 3.
S e Sl 6z .
> [P . T S— Eharge Ratio 1.5 1
Sorting Ratio 23 Z
Rt i The components in
¥ig s 4 3 m2 2011 | Caimar Riatio 1.50 1 the r|ght CDlUmn
Fidelity® Contrafund® 218 1% E4E % 15 18.25 | Best Ouarier 152 10;
have not been
Fiezsel 1000 Growt T8 UST 140 705 567 1305 =4 1538 | Vst Quarter 47 5 B — b\/ the
o Fareantle 23 g7 1082 1578 e 2202 | [jg Period Pereent 500 changes to
I5th Ferpentie 1544 653 651 1251 356 18588 | 1 Peciod Pencent 3500 = components in the
S(th Ferpantie 24 118 418 1055 330 7 2 left column
TStk Ferpentile: 208 s 142 ) I a1z -
S5tk Percentile E27 -1: =13 L&) s a3t :
Loss Sd Dev 564 ]
Leading Contributors
e Bm
Tima Pesiod: 27172017 v 47302017
Longest Up Streak (Mo} 7
fiezaed Fisturn Contribution | R ik % 1572 1=
Weight - - B
Faczbock inz A 658 1529 g FEnlate Jm2
End Date 5512013
Aagls Inc 344 1889 057
Longest Dowm Stresk (M) 3
Amazon.com Ing 443 123 055
Aiphsbet Inc & an 127 g [mfesm o i
= : “Z | Start Dats 12172015 120720
Acthision Blizzard Inc 158 073 147
End Date 2252015 =l |
Mphzbet Inc § 328 1570 045
Max Orawrdown (Mo} 7
Teslalnz 143 2487 136
IMx Orawdown % B4 4.
Adabe Systems nc 150 17.95 025 i
Peak Date 1205 B0
iz Claszd 1% 10,50 014
53 Inc Cias: 3 = L wb‘[ ez g I
\nitedHesith Group Inc 257 BEH oM
Fidelity’® Contrafund® - Market Performance I

4. Click the Gear icon at the top-left corner of the window and select Save.

n : Home | Chart
News Factshaet Ctrl+N
Open Ctrl+0
Save | Ctrl+S
Be sure to save frequently
Save As

Save zs Template

Export

Send To »
Share With o
Exit

5. Close FCNTX Factsheet.
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Working with Chart and Table Components Exercise 10: Rearranging components

You may want two components to switch places. For instance, if a component of Exercise 10: Rearranging
particular relevance to the investment(s) is displayed at the bottom of a page, and a components

less relevant component is displayed at the top of the page, you may want the two

components to switch places.

< Note: In this exercise, swapping the positions of two components on the same page is
described, but you can also swap two components on different pages, as long as you can see
both at the same time. You would probably have to zoom out.

Fide!ihr@ Contrafund® Benchmark 1: F..ss_ell 1000 Growth TR USD
Benchmark 2: S&P 500 TR USD
FCNTX Category: US Fund Laroe Growth
Performance Investment Growth
stOr 2nd Qtr 3ndOtr 4thQer Yea Time Ferioa: 51/2012 o 437017
7 [.03 457 i)
& 153 i 355 et
s L] 7l 545 i
H 047 ] L [
3 13 2 B9 3415 B
Mz 149 -352  GBS51 B.15 2
Trailing Returns ol
2ar rearn years =ri i,
&
3 0 1181 877 22 2013
e 0.2 1442
TS n4a 3 z = Fideity® Contrzfund® 1
Ret +-Index 15z O a7 -1 e e - % Fank
B Ca  * Cat
Fidglityl Conrafund® .13 8 136 43
Perfarmance Disclasure Fussell 1000 Browth TR S0 A0 A7 7.08 Fi
The Dw J itchi iti
Megian 23 171 Switching the positions
Cout 79 1,471 of two components is a
i simple drag-and-drop
Asset Allocation
n St
03 0.00
5020 913
Fees and Expenses i 7
Mz Front Load : e 2T
BGand 3 ikid 0.00
“ianagament Fi 053 i T
utner ud
Prospe =z Expanss fxtin 063
1261 Fee Equity Style Portfolio Statistics
Murningstar E Seyle Bex™ F/E Rati 250
Prospectus Net Spense Ratio =] Bt bty ql: F i o o]
- " P/G Aatio 1747
Defered Load
= P/ fatio 168
&
Marningstar Ratings Loy Mt Cap {mil) 98,953.14
Mamingstar fisting Overal *rrETw] 3
L-i]'r:'@:ta' =3'--"§ 3 e | us  Elend Erows
Mamingstar 7 **%*| | Figed Income Style Partfoli Statistics
Mamingstar f T rrTr Mezmingsar "o lecame Stye 5™ Ay EF Durstion
3 Yyears Uyeas ."4.';: Ef Maturity
T T e =
Viomingstar fietum 1113 136 B . duvg Credit Dusfty
Miamingstsr Fisk 0 : 15| | |Not Available — -
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Exercise 10: Rearranging components Working with Chart and Table Components

To switch the positions of two components, do the following:

1. Open ProShares-Vanguard.
2. In the Navigation pane, scroll down and click page 9.

Q : Home | Chart Data Table
o ks L e B A -
Investments  ‘Warkbook Page Chart Table Text Imag|
Betting Inzart
' ;—ETTT 1 2
== o Manager Analysis
: P Investment Growth
B Time Pariog: 57172012 to 4730/2017

1500

182.5

1875 Click here to display page 9

10/2912 45201

— iShares Core S&P 500

Performance

Time Perioo: 5/1/2012 to 47302017  Cai

IShares Cone SEP 500

i

Wanguars Divicend Appreciation ETF
Ruszsll 1000 TR USD

Il'lllllll
| ]

=
=3
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Working with Chart and Table Components Exercise 10: Rearranging components

On page 9, you see the Holdings-Based Style Map and Holdings-Based Style Trail near
the top of the page, and the Returns-Based Style Map and Returns-Based Style
Allocation at the bottom. If the Holdings-Based Style Trail chart and the Returns-Based
Style Map switch places, the Holdings-Based components will be displayed on the left
and the returns-based components on the right.

Manager Analysis M(’)HNNBS]AH

o
Holdings-Based Style Map Holdings-Based Style Trail X
= me Feriod: 5/31/2012 to 4/30/2017 H0|dlngS-BaSBd charts

Gaant

Large

2 Eu
= iz
El i'a
E 1E
&
e IE
2 1E
= 1

Deap-usi Care-wal Cors  Core-GrhHIgh-Gren
De=p-Val Core-\al Core Core-GrihiHigh-Grth

Returns-Based Style Map Returns-Based Style Allocation

Time Feriag: 5/1/2012 to 4/30/2017 Time Feriod: 5/1/2012 ta 4/30/2007 Returns-Based charts
= |Sharss Core 555 502 T
- Vanguaro Dividend Apprediatian ETF
© Russen 1000 TR USD o
[ ] L}
Marmingstar % Marningstar 0.0
US Large val US Large
TR USD Growth TR
uE 0.0
0.0
3.7
25 37 1E a3
e R e e 22
oo )
L n Momningszar US LargeMarningstar LS Large Morningstar US SmasMorningstar LS Small
Marningstar Marningstar Val TR usp Growth TR USD Val TR UsD Growth TR USD
US Smail val us small
TR UsD Growth TR
=)
= rwe Czre s 502 miangies Suitens zaeratan TS Mam 1000TR 1D

3. Select the Holdings-Based Style Trail by clicking it.

Manager Analysis M(’)HNNBS]AH

Ildings-Based Style Trail
me Feriod: 5/31/2012 to 4/30/2017 When a component is
ks 2 selected, it displays a

e ] | RS

Holdings-Based Style Map

Gaant

Large

Small M

Micro

ap-yl Conesyal Cors Core-GtnHIgh-Gtn
De=p-Vial Core-\al Core Core-GrthiHigh-Grth

Returns-Based Style Map Mm—hs&dm‘!hon

Tema Pariac: 57172012 to £/30/2017 Time: Feriod: 5/1/2012 ta 4/30/2017
 |Shzres Core S&F 500 100.0
= Vanguare Dividend Appreciztion ETF
© Russes 1000 TR USD e
= a
Marningstar % Marningstar £0.0 S55.8
US Largs val US Large S0 .
TR UsD Growth TR 422 g4pg 423
uso 0.0
200
a7 &
45 a7 e az
SEET oo
oo — —
L] u Morningstar US Large Marningstar US Large Morningstar US SmaliMorningstar LS Small
Marmingstar Marningstar val TR USD Growth TR USD: val TRUZD Grawth TR USD
US Smail val us small
TR USD Growth TR

uso

= Eaees o EAF 330 WangaatE Quidng Azeesasit §TF MRaanel 1000 TR UED
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Exercise 10: Rearranging components

Working with Chart and Table Components

4. Drag the Holdings-Based Style Trail chart to the cell occupied by Returns-Based Style

Map. The two components switch places.

Manager Analysis

MORNINGSTAR

Geant

Large

s

Miero

Dw=p-ial Core-Val Cors

Holdings-Based Style Map

Core-GrthHigh-Grih

Returns-Based Style Map
7 | Time Fesiog: 5/1/2012 ta &/30/2007

& i ]
Marningstar

E} Marningstar
US Large \al US Large
TRUSD Growth TR
] L]
Harningstar Marningstar
US Small vl US Small
uso Growth TR
usD

IShares Cars SBF 500
4 Vanguars Dividend Appraciatian ETF|
© Russail 1000 TR USD

lant

H Mig

Micra

Desp-val Cone-¥al Cane

Holdings-Based Style Trail

Time Perigc: /3172012 ta &/30/2017

e

Cor=-GrehHigh-Grin

Returns-Based Style Allocation
Time Fenon: 5/1/2012 to 47302017

o 1oco
]

£2.0 -

vl TR USD Growth TR USD wal TR USDH

=5 Cxe SEF 520 Wvac gt Dhvizans Anavechitin §

B
447 428 a0 423
s I
- | I
8.7
FEET 2 43
I ) a2 1E g

i g 100 ey

Morningstar US Largs Mamningstar US Lange Momingstar US SmallMarningstar US Small
=

5. To save your work, click the Gear icon at the top-left corner of the window and
select Save.

o

Home Chart
New Factsheet Ctrl+N
Open Ctrl+0
Save | Ctrl+8
Be sure to save frequently
Save As

Save 25 Template

Export

Sand To

Shars With

Exit

The two
components have
switched places
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Working with Chart and Table Components Exercise 11: Deleting a component

You may decide an existing component is not particularly relevant to your presentation, Exercise 11: Deleting
or you may have another reason for deleting it. a component

To delete a component, do the following:

1. In ProShares-Vanguard, in the Navigation pane, scroll down and click page 12 (the
last page).
2. Select the Estimated Net Flow $Mil (Month-End) table.

Manager Analysis | M OHNNHEIAH

Estimated Net Flow (Month-End)

5A,000.0M

50,000.0M 4z.a52.2m
40,000.0M
3475234
30,000.0M
25,504.2M

20,000.00 18.522.94

1151708
10,000.0M T

300 4728.1M
- 20.2M 574,50 78524 -
oM
-2z -2sLam
-10,z00.0m Click anywhere in the
1 Month 3 Mamen & Mantn 1vear 3 vears 5 vears table’s cell to select it

= Znares Core S&F 500 == yanguard Divigend Appreciation ETF » Russell 1000 TR USD
Estimated Net Flow sMil (Month-End)

1 manth 3 manths & months 1year 3 years s years
ISharss Core SBF 500 5,300 11,917 15,573 25,504 34752 48,458
wanguars Divicend Appreciation STF b2 2= 231 =73 745 4,728

Russzll 1000 TR USD - - - X = G

3. Right-click and select Delete.

Cut Chr+X

Paste Cri+v

Delete Del I

The options displayed on the
Show Title drop-down field change,
depending on what is selected

¥ | |Show Author and Date
Benchmark Description v
Dynamic Text »
ETF Research
Global Fund Report v
Investment Strategy »
+ Manager Biography »

Manager Narratives

A confirmation alert opens.

i 2 St You must click Yes in the

confirmation alert to delete
Are you sure you want to delete the component? the selected component

Yes | [ No |
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Exercise 11: Deleting a component

Working with Chart and Table Components

4. In the confirmation alert, click Yes. The component is deleted, but the cell it occupied is

still selected.

Manager Analysis

MOMNGSAR

Estimated Net Flow (Month-End)
&0,000.0M
'50,000.0M
40,000.0M
30,000.0M

20,000.0M

10,000.0M

6,300.1M
-
oM
~-10,000.0M
1 Morth 3 Manth

9 1Znares Core S&F 300

25,508.2M

18,572.5M

11,317.0M

43,452.2M

-zmTM -251.1M

& Mantn 1ear

W Vanguzrd Dividend Appreciztian ETF

2,722.1M

Note the blue border
on the selected cell

(o to the next exercise, Exercise 12 on page 65, to learn how to remove the empty cell.

64
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Working with Chart and Table Components Exercise 12: Removing a cell

Although you deleted the component below the Estimated Net Flow (Month-End) Exercise 12: Removing
chart, the chart did not resize to fill the available space. Allocating the space to acell

the Estimated Net Flow (Month-End) chart requires you to remove the empty cell and

then resize the Estimated Net Flow (Month-End) chart’s cell.

Do the following:

1. In ProShares-Vanguard, select the empty cell.
2. Right-click and select Delete.

Estimated Net Flow (Month-End)

60,000.0M
50,000.0M
0,000.0M

30,000.08M

The selected cell is
20,000.0M 1B.572.3 outlined in blue

10,000.08M
E.300.1M

o.omM

-10,000.0M

1 Month 3 Mamth & Mantn

Shares Care S&P 500 EE vanguard Civigend Appr

Delete Del
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Exercise 12: Removing a cell

Working with Chart and Table Components

When the empty cell is removed, the component above it (Estimated Net Flow

(Month-End)) resizes to use that area.

Manager Analysis

_SCG

_é;.i_,.._ ..w.._ﬁ.;t,_..._ .w.(w.._ it ;;,:di' S

50,000.0M
45,000.0M
40,000.0M
35,000.0M
30,000.0M
25,000.0M
20,000.0M
15,000.0M
10,000.0M

5,300-1M
5,000.0M

0.2M

-5,000.0M

1 Month 3 Manth

e (Znares Core S&F 500

12,972.9M

- I
oom .
-2ZE.TH

& Manth

== yanguard Divigensd ETE

2E,453.2M

I i

5 vears

38,7523

I —

3 vears

The chart now
occupies the
full page area

25,504.24

I il

1 vear

-25L.1M

X _FRussell 1000 TR USD

3. To save your work, click the Gear icon at the top-left corner of the window and

select Save.

[Mew Factshaet

Ctrl+N

Open Ctrl+0

Save Ctrl+s

Save As
Save z5 Templats

Export

Send To »

Shars With N

Exit

Be sure to save frequently
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Using Workbook Settings and Component Settings Overview

Using Workbook Settings and Component Settings

In What can | do in the Application Settings? on page 14, you learned how to select Overview
features to be used in all the reports you create from that point on.

In this section, the following are described:

» Waorkbook Settings, and
» Component Settings.

Before starting the exercises, you may want to review How do Application, Workbook,
and Component Settings relate to each other? on page 18.

This section helps you do the following:

understand what Workbook Settings are (page 67)

understand your options when changing a time period (page 68)
modify the Start Date and End Date for a report (page 69)
understand what Component Settings are (page 72)

modify the Start Date and End Date for a component (page 72).

vVvyVvyyvyyswy

Workbook Settings are options specific to a single report These options can affect What are
various aspects of the report, including the following: Workbook Settings?

» fonts

» colors

» data

» peer group, and
» time period.
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What do | need to know before changing a time period?

Using Workbook Settings and Component Settings

The time period (Start Date and End Date) is one of the features you can change in
either Workbook Settings or Component Settings. Before selecting a different time
period, you should understand the following:

» The time period initially used in your report is determined by the settings in the
template (or report) your report is based on;
» You can modify the time period for your report or individual components; and

» You have two options on how to change the report’s default time period and two

options on how to change a component’s time period.

Changing the time period for a report or a component is summarized in this table:

When changing the
time period for this...

Report

& Note: Selecting
a component
is optional.

Using Start Date and End
Date selections here...

Command bar...Home tab...
Workbook icon...Workbook
Settings: Data window

Command bar...Chart or
Data Table tab...Gear icon
(next to the Time Period
drop-down field). ..
Default Period

The result is...

The default time period is
changed for the report. All
components, both existing and
yet-to-be created, are affected.
See Exercise 13 on page 69.

< Note: Individual components
with a non-default time
period are not affected.

A selected chart or
table

Command bar...Chart or Data
Table tab

The time period is changed for
only the selected component.
Other existing components and
new components you create
are not affected. See

Exercise 14 on page 72.

< Note: The selected
component will not be
affected if you change the
report’s default time period.

need to know hefore
changing a time period?

68
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Using Workbook Settings and Component Settings Exercise 13: Changing the time period for a report

Before starting this exercise, you may want to review What do | need to know before Exercise 13: Changing

changing a time period? on page 68. the time period

To modify the time period for a report, do the following: for a report
1. In the ProShares-Vanguard navigation pane, click page 1.

On page 1, in the Investment Growth chart and Performance table, notice that the time
periods match. This time period was initially defined in the template on which the report
is based.

Manager Analysis

Investment Growth
Time Partoc: 5/1/201Z to &/30/2017

150.0
1B2.5
175.0
1E7.5
1g0.0
15Z.5

185.0

137.5 Both components reflect the

130.0 same five-year time period

132.5

i115.0

107.5
100.0 £ iz
2z -

10/2012

iShares Core SEP 500

Performance /

Time Perioc: S/172012 o &f30/2017 |CHII:JIE'.||:-1 ganchrm

Aaturn
IShares Core SEF 500 13.E1
Yanmguard Diwicend Appreciaticn ETF 11.83
Russzll 1000 TR USD 13.E3
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Exercise 13: Changing the time period for a report Using Workbook Settings and Component Settings

2. Onthe Command bar, select the Home tab, then click the Workbook icon. The
Workbook Settings window opens.

< Note: If you are working in a factsheet, the icon on the Home tab is still labeled Workbook.

3. From the Start Date drop-down field, select an 1 Year ago.
4. From the End Date drop-down field, select Last Quarter End.

In the Workbook Settings window, the Time Period reflects your changes.

Hi L Chart Data Tabl Fo t
¢ | ik a2 23 aa sl When the Workbook
1 I . . Settings window
: i L] | L )
1.9 - = s A . - (H = first opens, the Data
Investmenis || Workbook Page Chart Table Text Image Divide Page  View Calculate Restore tab is selected
Workbook Settings: Data
LIJ-IJ |sesu] Ll |_j_,| | Ladidl |okadl
Datal| | Layout | Style | Peer Group | Attribution | Index Group | Asset Exposurs
Time Period
Start Date End Date
|5 Years ago x| |Last Month End x| O Note the settings
for Start Date and
Rolling Window Size Rolling Window Shift End Date
(2 vears | [1 Menth |
Portfolio Data: As-of-date
[Most Recent Portfalio - J|
Data Source
Return Typa Return Series
[Tntal Return > | [I'~|ont|'|.|5.I Return >, |
Total Return Type Currency
[Pre-tax | [pase |
Risk-free Rate
USTREAS T-Bill Auction Ave 2 Maon '%|
[] Extendad Parformance
E| Require Continuous Source Data
| ook || cancal |
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Using Workbook Settings and Component Settings Exercise 13: Changing the time period for a report

5. Click OK. You have changed the default for the report. The Workbook Settings window
closes.

Note that the time period in both the chart and table on page 1 have changed. This is
true throughout the workbook because each component’s time period is linked to the
report’s default time period.

Manager Analysis

Investment Growth

|_""i: Period: 4172016 to 373172017

112.0
i’.le.-:u
%.14.-:1
112.0

R10.0

Both components reflect the

?’.33-'2' new default time period

i0s.0
hoe.0
1020

:{.ZI:I.EI -

= iShares Core SEP 500

Performance

Thime= Perioc: 47172016 o 373 '._-']Dl?r

IShares Cone SEF SO0

Vanguard Divid=nd Appreciation ETF
Russ=ll 1030 TR USD
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What are Component Settings? Using Workbook Settings and Component Settings

6. Select any component and at the top of the window, select the Chart or Data Table tab.
The information in the Time Period portion of the selected tab tells you the following:
» the start and end dates for the selected component, and
» if the selected component uses the report’s default time period.

*D Home Chart Data Table Format
] Default Period ¥ | s |1 Year ago ¥ | |Lest Quarter End b | T
T The selected component
Investments | [Time Period Start Date End Date reflects the report’s
P A Tz Dacind default time period
< Note: You can also change the report’s default time period by selecting the Chart or Data
Table tab and clicking the Gear icon to the right of the Time Period drop-down field. The Time
Periods dialog box is displayed.
Component Settings are options specific to a single component These options can What are

affect various aspects of the report, including the following:

» fonts
» colors
» data
» peer group, and
» time period.
< Note: In Component Settings, you can change many of the same things you can change in
Workbook Settings.

Before going on to the exercise, you may want to review the information in What do |
need to know before changing a time period? on page 68

Before starting this exercise, you may want to review What do | need to know before
changing a time period? on page 68.

When you modify the settings of an individual component (such as a chart or
table), the new settings override the Application and Workbook Settings, but only for
that component.

Component Settings?

Exercise 14: Changing
the time period
in a component
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Using Workbook Settings and Component Settings Exercise 14: Changing the time period in a component

To modify the time period of an individual component, do the following:

1. With ProShares-Vanguard open, select the Investment Growth chart at the top of

the first page.
Investment Growth
[Tim= Pericd: 4/1/2016 to 3/31/2017
11E.0 The time period
P matches the
Firp default
114.0
112.0
110.0
10B.0
9B.0
£/2015 5/2016 62015 72016 8/2015 92015 1072016
= iShares Cor= S&P 500 ==Vanguard Dividend Appreciation ETF
2. Onthe Command bar, select the Chart tab.
e | Chart | Data Table Format
| Default Period » |8 |1 vearago ¥ | &] |Last Quarter End ~ | | Note that Time Period
Time Period Start Date End Date displays Default Period
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Exercise 14: Changing the time period in a component

Using Workbook Settings and Component Settings

3. From the Start Date drop-down field, select 6 months ago.
4. From the End Date drop-down field, select Last Month End.

o

|i Data Table

Chart | Format
o ILocl:.ecI - |'ﬂ |6 Months ago - |:| |Last Quarter End - |:
Investments | Time Period Enter Date » ! Enter Date
Investments | 0 Day age Peric Last Markat Close
1 Day ago 2 Last Markat Close (-1 day)
2 Days ago Last Markat Close (-2 days “
3 Days 2go Last Week End
1 Week ago Last Week End [-1 week)
.| EManthsan 0l La<t Month Enc
Man 2 Menths age 3 Last Quarter End
3 Menths ago Last Quarter End (-1 quarh
oy e e 4 Menths aga —_— Last Quarter End (-2 quarb
| = i 5 MOM&QD Last Quarter End (-3 quarb
T Pe=
- ik o Hnn agol |- Last Year End
111.0 7 Mont
e o .agn [+ Last Year End {-2 years}
110.0 g Months ago =
[+ Last Year End {-3 years}
1080 % Months ago
T [+ Last Year End {-4 years}
! 10 Months ago
10B.0 |- Last Year End (-5 years}
11 Months age
— [ 107.0 |- Last Year End (-5 years}
e I* 1 Year ago
106.0 |- Last Year End (-7 years}
am | 2 Years ago Last i End (-8
105.0 b Vs Ao I st Year End (-8 years)
| s D 4 i Soa [+ Last Year End {-9 years} —
. i |+ Last Year End {-10 years)
i 103.0 [ 3 Years ago
|+ Last Year End {-15 years)
102.0 | & Years ago =
|+ Last Year End {-20 years)
—= roen horn-| | P 7 Years aoo
=" 4 11} L
onod| 8 Years ago =
VAR S e -
= 200 | 4 [l ' o

If the report includes
other predefined
Time Periods, you
could select one of
them from here
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Using Workbook Settings and Component Settings Exercise 14: Changing the time period in a component

The new dates affect only the selected component. The other components in the report
are unchanged.

Investment Growth
Time Perfoc: L171/301E to 4/30/2017

AT Tir_ne period specific to

this component

112.0

110.0

oDE.a

105.0

10d.0

102.0

mo.g -~

1173018 L2 2D1E
= iShares Core SEF 500 = Vanguard Dividen Default time pe”oq from
the Workbook settings
Performance
Time= Perlod: 4/1/2011 o 3731/2017 | CaloulzBon Banchmarik: Russed 1000 TR USD
|'u' E ot .|E 7
Raturn Sto Dy

IShares Core SBRP SO0 12.43 11.41
Yanguard DHvide=nd Apprecladon ETF 1073 1045
Russell 1000 TR USD 12.34 11.E4

5. With the Investment Growth chart still selected, select the Home tab, then select the
Chart tab. The information in the Time Period portion of the selected tab tells you
the following:
» the time period for the selected component, and
» if that time period matches the report’s default time period. In this case, the Time
Period indicates “Locked,” which means the component doesn't use the default

time period.
Q Home Chart Data Table Format
o Locked d | (= (& Menths ago - |_| [Last Month End | 5
Investments || Time Period Start Date End Date Locked is displayed
: when the selected
Investments Time Period component's time

period does not match
the report default
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Exercise 14: Changing the time period in a compaonent Using Workbook Settings and Component Settings

6. To save your work, click the Gear icon at the top-left corner of the window and

select Save.
ﬁ Home Chart
[New Factshaet Crl+N
Dpen Ctrl+0
Save | Ctrl+5
Be sure to frequently save your work
Save As

Save zs Templats

Export
Sand To N
Share With N
Exit
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Creating a New Page Overview

Creating a New Page

You can add a new page anywhere in a report. Overview
This section guides you as you do the following:

» add a page to a report (page /7/)
» create the new page’s layout (page 78), and
» insert a component into a cell (page 81).

When you add a page to a report, you can choose to duplicate an existing page or Exercise 15: Creating
create a blank page. The new page appears after the page selected in the a new page
Navigation pane.

To add a new blank page to the end of a report, do the following:

1. In the Navigation pane of ProShares-Vanguard, scroll to the bottom and click the last
page to select it.

Manager Analysis

Estimated Net Flow (Month-End)

.08

1250 GAMCOC Small’Mic Cag Valuz R
X Ruzsell 2900 TR USD Drag the scroll bar to move up and

Estimated Net Flow $Mil (Month-End) down in the Navigation pane
1m

1250 GAMCD Small/Mi¢ Cap Value &
1250 GAMCD Small/Mig Cap Valus ©
1280 GAMCD Small/Mic Cap Valus 1
1250 GAMCD Small/Mig Cap Vaius R
1250 Glcbal Sgutty Managers A
1250 Glotal Talerts &

FRuszell 2000 TR USD

The selected page is outlined in blue

Sourca: Marningstar Direct
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Exercise 16: Creating the page layout Creating a New Page

2. Onthe Command bar, select the Home tab.

3. Click the Page icon and select New. A new page is created after the page selected in
the Navigation pane (in this case, the last page).

'[% Practice Workbook * - Presentation Studio

ﬁ m Data Table Format

g ¢ A |
Investments  Waorkbook g Chart Table Text Image Divide Page  View If you select Duplicate, a copy

Setting

1 3 = of the selected page is created
\| Mew | Layout

_I Cover = &
]
= Lo 0 Duplicate
= |

]
1

Dalete Dl

4
d

The newly created page consists of one large cell, which is fine if you want to use a Exercise 16: Creating
large component or a table component requiring a full page. But in most cases, you the page layout
want the page to contain multiple cells.
Do the following:
1. On the Home tab, click the Divide Page icon and select the right Two Cell option.
Y I R — — xmed
i [ . =] i 2 - K
Investments Workbook Page Chart Table Text Image Divld_e Page View Calculate Restore PDF PRT Xps Excel
Sett
l-‘_==__ Twio Cell Four Cell
Three Cell Five Cell The Two C‘?H
options divide the
page into two cells
of equal width
Six Cell
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Creating a New Page Exercise 16: Creating the page layout

The page is now divided into two cells.

Note that the top
cell is selected

2. With the top cell selected, on the Home tab, click the Divide Page icon and select the

left Two Cell option.
Twio Cell Four Cell
This option divides the
selected cell into three
side-by-side cells of
| width
Thraa Cell Five Call equal widt

Six Cell
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Exercise 16: Creating the page layout Creating a New Page

The top cell is now divided into two cells.

You may need to click each cell
to see the two cells

Searce: Marningstar Direct

& Note: The cells do not have to remain equal in size. You can resize them as you did earlier in
Resizing a cell on page 56.

3. To save your waork, click the Gear icon at the top-left corner of the window and

select Save.
n Home Chart
New Factshaet Ctrl+N
Open Ctri+0
Save | Ctrl+5
Be sure to save frequently
Save As

Save as Template

Export
Send To »
Share With »
Exit
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Creating a New Page

Exercise 17: Inserting a component into a cell

Inserting a component into a cell is the same process as replacing a
component—drag-and-drop.

Do the following:

1. With ProShares-Vanguard open and the last page displayed, make sure the Home

tab selected.

2. Select Chart...Markets and drag Market Trailing Returns Bar Chart into the empty

cell in the upper-left corner.

Exercise 17: Inserting a
component into a cell

Asset Exposure

Holdings Analysis

/ﬂf"

Yy

Markets Drawdown
Chart

Markats Growth
Chart

Q | Home |: Chart Data Table Format
 wT= |k | BE A @ laa ! 9 ;
Investments  Waorkbook page |l ] Table Text Image | Divide Page VWiew Calculate Restore PDF PPT X
sz [ arkess | : N@ﬁ@hﬁiad
4 Performance n/'\,/j\_'\ selections

Markets Trailing

US Broad Market Indexes

220
200
143
D
10
120

wo

Vear

mStanzard & Foor's
= lishirs S000 Groweh TR USD

EX]

£

40

Ezo

£ 00
o L ERE 5 ez

=NAZDAG 100 FR USD

10 Years 1% ears

D1 Incustrial Average TR LSD

The chart occupies
the top-left cell

Scurce: Morningstar Direct

MAORNINGSTAR
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Exercise 17: Inserting a component into a cell

Creating a New Page

Select the Home tab again, then select Table. .. Performance, then drag Morningstar
Category Ranks into the bottom cell.

Q I Home | Chart Data Table Format

& N E| A - [FF ; i )

Inwestments Workbook Page Chart |Table] Text Image Divide Page View | Calculate Restore PDF

Setting out Caleulat Linking
: [ la
Performance
S Rersimas [
Asset Exposure T . 13204 . 3 0 PR
NE———— — - o
Heoldings &nalysis o o | . =
gt M| | —— em mm
Attribution Single stmant  Multiple
Performand Investrment
Snapshot Performance
=
. Mg basesiswent
Style Analysis -
] e =gy ST Drag to Add
Time Series [am—— -
bt 3 wm omm
Asset Flows Multiple Morningstar
Investment Category Ranks
Multiple Returns Drawidown
US Broad Market Indexes:
0
200
15D
150 i
1.0 |
1o |
w0
=0 |
&0 |
40 1
Eza i
£00 . |
¥ 1year 3 vean: 5 vears 10¥ears  1SVears |
mStanzana B Foors =NASDAQ 100 FR USD D Incustrial Average TR USD
| mfliskir= 5000 Grown TR USD |
Morningstar Category Performance
Tatal - Tatal - Tatal
e Tatal Aot e Rt % b Rat2:
Morningstar Ret 1 Rank FRank ® Rank
e T Categery T cat1 fnatten 2 cat3 AR cats
(Ma-Ency o hid rr
[ma-Enz) ¥r L wr e L ¥r
Ng-Enc) 3 [Ma-Eng) s [Ma-End]
ProSnaces Larce Can Cors Fluz S/31/2017 US Fund Large Blsng 18.04 b 10.0s 1 16.48 3
Vanguar SEP 50D ETF /3172017 US Fund Large Blsna 17.43 n 1010 10 1537 15
Ruszal 1000 TR USD 5312007 - 17.48 - .63 - 1537 -
Scurce: Marningstar Direct

< Note: You will Insert an image into the top-right cell in Exercise 21 on page 93.

Note the
highlighted
selections

The page has two
components
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Creating a New Page Exercise 17: Inserting a component into a cell

4. To save your work, click the Gear icon at the top-left corner of the window and

select Save.
ﬁ Home Chart
[New Factshaet Crl+N
Dpen Ctrl+0
Save | Ctrl+5
Be sure to save frequently
Save As

Save zs Templats

Export

Send To N
Shars With ¥
Exit
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Overview Customizing a Component

Customizing a Component

Each component allows a certain amount of customization. When you modify (or Overview
customize) a setting of an individual component, that setting overrides Application
Settings and Workbook Settings, but for that component only.

You have learned how to modify a component’s start and end dates on the Command
bar (Changing the time period in a component on page 72), but many other aspects of
a component's look and content can be customized by using the Component Settings.

Before starting this section, you may want to review How do Application, Workbook,
and Component Settings relate to each other? on page 18.

This section describes using Component Settings to do the following:

» customizing a bar chart by hiding values and changing the orientation
(page 84), and
» customizing a table by changing the portfolio date and removing a row (page 87).

A chart is a graphic representation of data. You have seen how you can madify that Exercise 18: Customizing
representation by resizing a chart to make it more readable or make the page more a bar chart

presentable. You have modified the represented time period to focus on specific data. Color,

marker shapes, and line widths are some of the other graphic properties you can use

to enhance a chart. These and other options are found in the Component Settings.

Do the following:

1. In ProShares-Vanguard, go to page 10.
2. Select the Multiple Investment Sector Exposure chart.
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Customizing a Component

Exercise 18: Customizing a bar chart

3. At the bottom of the window, click Chart Settings. The Chart Settings window opens.

Manager Analysis

Lh R

20,0

[Multiple Investment Sector Exposure Chart

Notice the values above
each of the vertical bars

Basic Materizls %

15.6 138 15.5
15.0 14.3
12.8
11.9
11.2
10.0 - 34 g
1.6
. 5.0
3.0 e ! .
e
31 3.2

. i . I - .

2.0

Consumer Cydical % Financizl Services % Real Estate %

Consumer Defensive Healthcy
%

The Component Settings button
displays “Chart Settings” or “Table
Settings,” depending on which
component you have selected

:Proshares Large Cap Core Plus 4/30/2017 Vanguard S&FP 500 ETF

ance Y

awsenss - |« I A S AR R ME

In the Chart Settings window, next to Values, click the Eye icon.

< Note: The various chart types have different options in the Chart Settings window.

|rase

| Wertical Bar

| Select from Morningst

| Chart Settings | IEI
If the Chart Settings window obscures
Display | your view of the chart, drag here to
______ move the window, but do not click the X
Multiple Investment Sector Exposure Chart

Maost Recent Portfolio
Investments

ProShares Large Cap Core Plus

Vanguard S&P 500 ETF

Russall 1000 TR USD

The Eye icon is available in many settings,
B allowing you to display or hide a variety
of features

Available Portfolios

MAORNINGSTAR
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Exercise 18: Customizing a bar chart

Customizing a Component

In the chart, the numbers above each bar are no longer displayed.

Multiple Investment Sector Exposure Chart
22.5

20.0
17.5

15.0

wm

(=1

]

Basic Materials % Consumer Cydical % Financial Services % Real Estate %

Component Settings
12.5 window does not have
buttons for Apply or 0K
10.0
7.
5,
0.0
Consumer Defensive Healthcars %
%

The new setting takes
effect immediately; the

5. In the Chart Settings window, from the Orientation drop-down field, select

Horizontal Bar.

Chart Settings s
| chart. | EZEETE

Multiple Investmeant Sector Exposura C

Most Recent Portfolio i
Investments Available Portfolios
ProShares Large Cap Core Plus
Vanguard S&PF 500 ETF
Russell 1000 TR USD

The default orientation for
this chart is vertical bars
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Customizing a Component

Exercise 19: Customizing a table

The chart now looks like this.

Multiple Investment Sector Exposure Chart

Basic Materials %
Consumer Cyclical %
Financial Services %

Real Estate %

Consumer Defensive %
Healthcare %

Utilities %o

Communication Services %
Energy %

Industrials %

ITechnology %

=]
=]
m
=
el
=]
o
o

8.0 10.0 120 14.0

i
o
=]

18.0

r
=
=1

22.0

mm ProShares Large Cap Core Plus
Vanguard S&P 500 ETF
== Russell 1000 TR USD

6. To close the Chart Settings window, do one of the following:
» in the upper-right corner of the Chart Settings window, click the X, or
» simply click anywhere in the report.

Customizing a table is similar to customizing a chart, however a table offers

If the space
available and/or
number of
investments make
the selected
orientation
unappealing,
simply select the
Vertical option

Exercise 19: Customizing

different options. a table
Do the following:
1. In ProShares-Vanguard, on page 10, select the Equity Sectors table.
Equity Sectors
LA L > |0 > |LE > |IE 3
Portfolid Basic Consumer Financial Real Note the portfolio
Dats Materials 9% Cwclical % Services % Estate 94 dates do not match
ProShares Large Cap Core Plus |4/30,/2017 3.53 14.29 15.61 3.02
Vanguard S&P 500 ETF 4/30/2017 2.50 11.17 15.83 2.32
Russell 1000 TR USD 5/31/2017 3.11 1i.z23 13.50 3.22

e sens= | < il 6 (8 29 [T [T =2 (04 i8R

< Note: The funds do not report portfolio numbers on the same date, which is why the dates in

the Portfolio Date column do not match.

2. Click the Table Settings button. The Table Settings window opens.

The Component Settings
button now displays
“Table Settings”
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Exercise 19: Customizing a table

Customizing a Component

From the Portfolio Date drop-down field, select Last Year End.

Table Settings

|. || Columns || Rows |
L |

Equity Sectors

HN

Currency BASE -
L
ort [ Mast Recent Partfolio v | Er
i Entar Date
Investments Most Recent Portfolic

Most Recent Common Partfolio
ProShares Large Cap Cors gldest Available Portfolia

Last Month End

Last Month End {-1 month)
Last Quarter End
Last Quarter End (-1

Vanguard S&P 500 ETF

Russell 1000 TR WSD

Available Portfolics

< Note: You may need to move the Table Settings window to see the Equity Sectors table.

Note the following changes to the table:

» The data shown in the columns now reflect the portfolio date you selected;
» The Portfolio Date is now displayed above the table; and
» The Portfolio Date column has been removed.

Note that you can hide the
Table Title and Portfolio Date

The default Portfolio Date for this
table is Most Recent Portfolio

Equity Sectors
Portfolio Date: 12,/31/2016

Basic Consumer Financial Fzal

Materials % | Cyclical % | Services %  Estate %
ProShares Large Cap Core Plus 3.47 12.44 15.22 4,31
Vanguard S&P 500 ETF 2.68 10.97 16.21 2,33
Russell 1000 TR USD 3.02 11.62 16.13 3.37

Consumer
Defensive %

5.21
5.49
8.51

The new portfolio
date affected several
features in the table

To save your work, click the Gear icon at the top-left corner of the window and
select Save.

£

News Factshaet

Home Chart

Ctrl+N

Open Ctrl+0

Save |

Save As

Ctrl+5

Be sure to save frequently

Save as Template

Export

Send To b

Share With »

Exit
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Working with Headers and Images

Overview

Working with Headers and Images

Images can be an important part of your presentation. For instance, a company logo
reinforces your company's branding. Many graphic formats, such as .jpg, .png, etc., are
compatible with Presentation Studio.

Aheader is an area for information at the top of a page (company name, logo, etc.) and
a footer is displayed at the bottom of a page (page number, source of data, etc.). In
Presentation Studio, a report can have the same header and footer on every page, or
individual pages can vary.

This section describes how to do the following:

» understand what content to include in a header or footer (page 89)
» add a header (page 91)

» insert an image into the header (page 93)

» change the position of an image (page 95)

» understand what dynamic text is (page 96)

» use dynamic text in the header (page 96)

» change font properties (page 97)

» use the same header on every page of a report (page 98)

» change the size of an image in a body cell (page 100).

& Note: In this section, working with a header is described. The process for creating and
working with a footer is the same.

Header and footer content does not have any hard-and-fast rules (although your firm's
legal and design teams may). Some common elements used in header and footers are
as follows:

» Your company logo
» Your company name
» (Client name

» Report type

» Report date, and

» Page number.

The information in a header and/or footer can apply to the entire report or selected
pages. Some common header and footer page layouts are as follows:

» The same header and footer are displayed on every page;

» All pages have the same header and none have a footer; an

» The header and/or footer content on pages 2 to the end differs from that on the
first page.

Overview

What content
should | include
in a header and footer?

Presentation Studio June 2017
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What content should | include in a header and footer?

Working with Headers and Images

In the illustrations here, note the headers and footers, where they match on both
pages, and where they differ.

Multi-Manager Attribution Analysis

WOLRCCHA MY

On the first page,
the header

Multiple Investment Attribution Total

Time Perloc: 37172017 to §/31/2017

displays the type
of report and a

Calculaticn Allgcation Sesection Active Benchmark company |0g0
Benchmark Effect Effect Retum FReturm
|Shares Edge MSCI Min val USA Fussell 1000 TR USD -n.z8 1.53 127 z.41
WanEck Vectors Memingstar Wide Moat ETF Russell 1000 TR USD 0.01 0.13 .13 241
SPOR® SSEA US Large Cap Low Valatl ETF Fussell 1000 TR USD 073 .S L%+ 241
Attribution Summary Scatter Plot Al'l:nlurhun Summary Scatter Plot
Time Perioc: 37172017 to 57312017 ;_.rre Periac: 37172017 to 573172017
z.00 P osop
180 2.50
A\ |
120 2.00
o.20 4 150
0.40 Y.
s
& oo fom
E v ik
L LE
b Eg
-0.40 1§ oo -
L 0.50 -0.70 0.50 0.30 0.10 210 .00 100 o0 i a.00 5.00 The first page
does not have
Aliacation Effect ] Fortfalla Return a footer
B e LT e G LT ¥ amBan Cmta gem mgacas oS Faat 4T84 DNDAE T3Z5 3 faera San Len mas BT 0 (STHOE E2ge MECT M Vsl UEA ¥ VacEzc Gesor Mrmogras WERRaEETF 4 SROAT SEGA UG Lavge Caz Low Vzesl 5T
Multi-Manager Attribution Analysis
On the second
VOURLCRPAHY page, the header
Allocation Effects Allocation Effects matches the
Time Perioc: 3/1/2017 to 5/31/2017 Time Ferfod: 3/1/Z017 ta 5/31/2017 header on page 1
uncaraartarm utpastars unsarparform autzartarm
0 : g
1i ti
§ z z
&
1.50 L= o
o
o
o o
0O (W]
o.ao e | poo 2
i i
o ¥ £
2 z z
-1.50 0.50
a
=3.00 + -1.20 +
-12.=Ap00 -7.51 -5.00 -2.50 000 250 500 751 10.0012.50 -1Z.500.00 -7.50 -5.00 -250 0.00 2501 500 7.50 10001250
Ralmtten Rt Raltive Gatam
| - — The second page
ne gty Gt Gae vwgeeeg et [ .
) has a footer in
Cenmumer Cyzhezl ~0.07 | © Tezhnelegy Emmy .
s 550 © ek s B R S ==  Which the page
Cemmanizabon Tara no1 O meanmel Zzrviema £Az e -0.02 | © Coraumo Cefomahe o= 121 C.OL € Hedtmrc L] number and page
zanfmars 258 O Czmaumr Sxfamane o 131 -DE2 O SemsMalseizh a1 mnanzisl Szriz=m oo count are displayed
Imtusatrisls T o6 -imam 0926 Loles 531 LI GO0 © CommumesDen Smeem 0% nEL LD
Page 2 of 6
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Working with Headers and Images Exercise 20: Adding a header to a page

The page you created in ProShares-Vanguard currently has no header, but the other Exercise 20: Adding
pages do. In this exercise, as you add a header to the page, keep in mind that you can a header to a page
add a header and footer to any page, or replace components in any existing header

and footer.

To add a header, do the following.

1. With ProShares-Vanguard open, in the Navigation pane, scroll to the bottom and select
the last page. (This is the page you created in Creating a New Page on page 77).

US Broad Market Indexes

220

200

120 |
10 |
=a !
sa |
20
§za |
o L vmar Zyears  SYescs  10Wears 15 Years |
.
f

o
Marmingstar Aet 1 Ranic .

st Total

(Mo-tnes casegary P = B In the Navigation
T pane, the selected
2/30/2017 LS Func Largs Sienz 17.38 33 138z page is outlined

e = o = e in blue

o A

Header| Footer Text Image Align Bullsts Numbering

|Inse1't Header | E

Anp Header to Workboolk 4
; - * The other selections on the Header drop-down field
Apply Header & Footer to Workbook are available after you have inserted a header
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Exercise 20: Adding a header to a page

Working with Headers and Images

A new cell opens at the top of the page.

To make room for the header,
space was removed from the
two rows of cells

TS Eroad-Market
220

160 |
180
120
o ]
za k1
sa |
e |
Eza
Soa - .
1o 1vear

=NAZDAT 100 FR USD

3 vears

mStanzara & Foor's

5 vears 10 Years

1% ears

D1 Incustrial Average TR USD

Hurni;lgst;r Cahegnr-y Performance
w8 B WE B wE =
o - e ,m_:nzi o -"10-5-\:? (Me-Ena) ,Mz_:r:f
3. With the header cell selected, on the Command bar, make sure the Format tab is still
selected, then click the Divide Page icon and select the Two Cell option showing
side-by-side cells.
¢ I.Inrne. d|art Dil.a Ta!:!e I Format |
M B A @ | =3 B [E  |veara ~[10 v|8]]ullalg] [ WITE t\r/]vo ((:jells
Header Footer Text Image Align Bullets Mumbering Columns Divide Page View lnt enea er'
Tnsert Sole : you can have
S E 5 P = Twio call two components
in the header

4.

In the header, allocate more space to the left cell and less space to the right. Select the
left cell and drag its right border to the 6.5" mark on the ruler (approximately).

You can use the
ruler as a guide
when you move
a border
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Working with Headers and Images

Exercise 21: Adding an image

5. To save your work, click the Gear icon at the top-left corner of the window and

select Save.
n Home Chart
[New Factshaet Crl+N
Open Ctrl+0
Save | Ctrl+5
Be sure to save frequently
Save As

Save zs Templats

Export

Send To N
Shars With ¥
Exit

In this exercise, you should use an image available on your network or drive.
< Note: Although the logo is being added to the header, the process described here can be used
to add an image to any cell.
To add a logo, do the following:

1. In ProShares-Vanguard, in the header, select the right cell.
2. Onthe Command bar, select the Format tab, then click Image. .. Insert Image. The Open
dialog box opens.

'u Home Chart Data Table

[ b A = El
Header Footer Text |[Image Align  Bullets Numbering

| | |
Insert | Insert Image
I.:. - e _‘ Report Portal Image &
oL
—

Exercise 21: Adding
an image

Note the highlighted selections
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Exercise 21: Adding an image

Working with Headers and Images

3.

In the Open dialog box, navigate to a location on your network or drive and double-click

an image file.

L MSMFVOL2 (\MSFS807) (G:)
Lg% MSMFVOL2 (\W\MSFS807) (H:)
% MSMFVOL3 (\\MSFS807) (L)
L MSMFVOLS (\\MSFS807) ():)
L MSMFVOL3 (\WMSFS807) (K:)
Lg# VOUL (\vmorningstar.com\Shz
s MSPUBIVOL2 (\MSFS80T) (T:
“g# VOUL (\vmorningstar.com'Shz
L@ pchrist (\\morningstar.com\sli

"‘F Network

= MName

=

[[é Open L —— L ——_—. =
@Qv| .. « Training Guides PC.CL » Logos - | ¢f| Search Logos ol
Organize = New folder =+ H @

I S XYZ_Wealth_Advisors_Logo.jpg

:4|

L}

File name:  XYZ_Wealth_Advisors_Logo.jpg

L3

- Ilmagefiles(*.bmp,*,jpg,*.png,*. v‘

[

Qpen

J |

Cancel ]

e

The image is displayed in the header cell.

Double-click here
to insert this image

XYZ

WEALTH ADVISORS

By default, the
image is centered
in the cell
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Working with Headers and Images Exercise 22: Changing the position of an image

When you insert an image, it is centered in the cell. Exercise 22: Changing

To change the image’s position, do the following: the position of an image

1. Select the cell containing the image.
2. Onthe Command bar, select the Format tab, then click Align. ..Right.

—

he image aligns with the right side of the header cell.

Q Home Chart Data Table I Format I % r. H [T]]- E You can SE|GC'[_OI']€ option .
- from each section of the Align
= = A i~ (@] E = drop-down field; the top
SR S ]' ] g SRR four selections position the
St Al o egs | (SN Tutets Mummenng component horizontally, and
R Left the bottom three selections
k3 8 5 10 position it vertically
i) Middle
Right
Justified
1
Top XYZ
WEALTH ADYISORS
Middle
2 Bottom

XYZ

WEALTH

The size of the
image does not

ADVISORS change

3. To save your work, click the Gear icon at the top-left corner of the window and

select Save.
n | Home Chart
New Factsheet Ctrl+N
Open Ctrl+0
Save Ctrl+8
Be sure to save frequently
Save As

Save 25 Template

Export

Sand To

Shars With

Exit

MAORNINGSTAR
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What is dynamic text?

Working with Headers and Images

Dynamic text displays information (such as investment name, ticker, etc.) specificto a
report or investment. Dynamic text updates automatically whenever the report is
opened or refreshed. For instance, if a report displays the dynamic text component
Report Date, the new report date is displayed when you open the report.

< Note: If you do not want to keep the updated Report Date, close the report without saving.

In this exercise, use the dynamic text component “Workbook Name” in a header. The
header then reflects the name of the report.

< Note: You can type text in a cell but it won't be dynamic.

Do the following:

1. In ProShares-Vanguard, in the last page’s header, select the left cell.

<« Note: Because a cell cannot accommodate more than one component, the text and image
must be in separate cells.

2. Onthe Command bar, select the Format tab, then click Text...Dynamic
Text...Workbook Name.

Format

Manager MNarratives
Morningstar Commenta
Mote

Principal Risk

Report Portal Text

o Chart Data Table
[ = YA d B = =
Header Footer |Text| Image | Align Bullsts Numbering
Inss BAnchmark Description »
Cust Text
Dynamic Text ¥
ETF Res=arch v
Global Fund Repo
Investment Strateg ¥
Manager Biography .
Us e

_M

1 Year

mEtandard b Foor's
='Wiishire S000 Growtn TR USDH

3 Years 5 Vears 1

=NASDED 100 PR USD

PraSharss Large Cap Care Plus
Wanguare SBF 500 ETF
Rugsadl 1000 TR USD

Morningstar Category Performance

Rensm
Cate

Momin

Sf31y2017 US Fund Langs

Style

ProShares Large Cap Core Plus
Vanguard S&EP 500 ETF

Russell 1000 TR USD

Investment Name
Ticker

Name & Ticker

Display Benchmark 1
Display Benchmark 2
Calculation Benchmark 1
Calculation Benchmark 2
Category Average
Currency

Return Date

Portfolio Date

Time Period

As of Date

Report Date

Page Mame

Page #

Page X of ¥

What is dynamic text?

Exercise 23: Using
dynamic text in a header

Note the
highlighted
selections
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Working with Headers and Images Exercise 24: Change font properties

The workbook name is displayed in the header.

HP.’CSha res-Vanguard |

The text defaults
to left and top
| alignment; the
............... font and font size

XYZ

WEALTH ADVISORS

US Broad Market Indexes match the report
s ] font defaults
150 L'{ I

You can change font properties of a text component (whether dynamic or not) from the Exercise 24: Change
Command bar. Some of the font properties are as follows: font properties

» Font family (Times Roman, Helvetica, etc.)
» Font size, and
» Font style (bold, italic, and underlining).

Do the following

1. In ProShares-Vanguard, with the Format tab and the left header cell selected, from the
Font Size drop-down field, select 24.

Format |

= Verd -{[12 B| 1] .
= I S | miel| ql You can also select a different
mbaring ] font family and apply bold, italic,
Style B or underlining

9
Mw H
i1

The header should now look something like this.

ProShares-Vanguard Your header
XYZ displays the image
WEALTH ADVISORSY you selected
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Exercise 25: Using the same header throughout the report Working with Headers and Images

2. To save your work, click the Gear icon at the top-left corner of the window and

select Save.
Q‘ Home Chart
[New Factshaet Crl+N
Qpen Ctri+0
Save | Ctrl+5
Be sure to save frequently
Save As

Save zs Templats

Export
Send To N
Share With N
Exit
You do not have to recreate the header on every page; you can easily share it across all Exercise 25: Using
pages in the report. the same header
Do the following: throughout the report
1. In ProShares-Vanguard, in the Navigation pane, click a few pages to view them. Note
that, except for the page you created, they all display the original header from the
template.
|Mn“agﬂ Analysis This is the header from

MOHNMGSMH the Equity Manager

Analysis template

2. Goto the last page (the page you created) and select the header.
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Working with Headers and Images Exercise 25: Using the same header throughout the report

3. Onthe Command bar, select the Format tab, then click Header...Apply Header
to Workbook.

£ home

- B = (=
Header] Footer Text Image Align Bullsts Numbering

Insert Header ’E

% i@ B i [Feedbach

Be sure a cell in the header
you want to use on all
pages is selected

Apply Header to Workbook

Apply Header B Footer to Workbook

Dalete from Page

Delete from Workbook
XYL

WEALTH ADVISORS

Background Color / Image »
Border Type »
Baorder Style »
Baorder Caolor »

4. Inthe Navigation pane, click a few pages to view them. Now they all display the header
you built.

ProShares-Vanguard
XYZ

WEALTH ADVISOR

Multiple Investment Sector Exposure Chart
==

=0
172

120

122

100

Eouc hstznca % Cormumsr Cydhest % Mnsnee Sorvma o Rss Salsts S Satenane rsires vt % Communcgton En Tednclogy
sy

== ProShares Large Cap Core Plus 5/31/2017 ‘Vanguard S&P 500 ETF 4/30/2017 wmRus==ll 1000 TR USD 5/31/2017
Equity Sectors

Fartfoilo Cats: 12/31/2015

sazc Corsumer | Financial Feal Comeumes posnres | S eommnicaton s e o s

Matzriziz % | Cydical % | Services St | Estete % | Defengivese oo o WHIHESSE 1 parycag g, EReraY S Incustrials S Tecinalagy %
FroShares Large Cap Core Pius 247 1248 1522 431 521 1258 455 ERE 7.43 10.48
vanguars SEF 500 ETF 288 10.57 1621 z.33 s.43 1378 317 423 758 11.03
Russell 1000 TR USD 202 1182 1810 3.37 51 1223 30 a7 731 1148

When applied to the Workbook,
the header does not change
from page to page
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Exercise 26: Changing the size of an image Working with Headers and Images

5. To save your work, click the Gear icon at the top-left corner of the window and

select Save.
0 Home Chart
[New Factshaet Crl+N
Qpen Ctri+0
Save | Ctrl+5
Be sure to save frequently
Save As

Save zs Templats

Export
Send To N
Share With N
Exit
When working with an image, keep the following in mind: Exercise 26: Changing

» When you insert an image into a header or footer cell, it resizes to fit the cell the size of an image

without distorting the proportions; and
» \When you insert an image into a regular (body) cell, it does not resize to fit the cell,
which means it may be too large or small for the selected cell.

In this exercise, inserting an image into a body cell and changing its size is described.
Do the following:

1. In ProShares-Vanguard, on the last page in the top row, select the right (empty) cell.
2. 0Onthe Command bar, select the Format tab, then click Image...Insert Image. The
Open dialog box opens.

ﬂ Home Chart

[ b H =
Header Footer Text |Image Align Bullets Numbering

B [ | = | |
Insert | Insert Image

Report Portal Image

Note the highlighted selections

o
L]
|
|
|
EI

I
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Working with Headers and Images

Exercise 26: Changing the size of an image

3. Navigate to a location on your network or drive, and double-click an image file. The

image is inserted

into the selected cell. The cell remains selected.

¢ Open

— . — .

@U'| .. =« COVE.. ¢ Logos & WebEx Banners »

- | 3 | | Search Logos & WebEx

Organize « New folder T,
# Mame : Da*
1% Computer S Wich Uniepng B
& Local Disk () 8 MLOGO_Logo_red.gif 9/
5% MSMEVOL2 (\\MSFS80T) (G2) & MLOGO Logo.iedjpg o/
Ca MSMFVOL2 (\\MSFS807) (H:) P T
S MSMEVOL3 (\\MSES80T) (E) S Place your lege herejpg 5F
L MSMFVOLS (\WMSFSE0T) () <, Pres Studio_Mstar.png 12,
The selected image appears in the cell.
XYZ

WEALTH ADVISORS

The image is centered in the
cell and does not change size

Tatal

Ret %
Fank

Cat 1

ar
{Ma-Enc]

i
31

Total qlf:f: Total R:E“::I
e Rank e Fank
Annilzd 3 Annizd B =
wr oo vr czt":r
il [Mo-Ena MO e [Mg-Eng)
10.04 1 15.48 3
19.10 10 15.37 13
583 - 15.37 =

Double-click an
image file to insert it
into the selected cell
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Exercise 26: Changing the size of an image Working with Headers and Images

4. With the right cell still selected, right-click and select Pasition. . .Fit.

e o omm omm wm m ow mm m w m me wm e e e e e

Note the highlighted selections

S
Show Margin

Background Calor b

The image resizes proportionally to fit in the cell.

When resized proportionally,
the image may not fill the cell
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Working with Headers and Images Exercise 26: Changing the size of an image

5. With the cell still selected, right-click and select Pasition. . . Stretch.

T ———

Show Margin

Note the highlighted selections

Background Color

Border Type N
Barder Style N
Barder Color N

P Save to My Components

The image resizes to fill the cell, but loses its original proportions.

Note the distortion in the image
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Exercise 26: Changing the size of an image

Working with Headers and Images

6. To save your work, click the Gear icon at the top-left corner of the window and

select Save.
ﬁ Home Chart
[New Factshaet Crl+N
Dpen Ctrl+0
Save Ctrl+5
Be sure to save frequently
Save As

Save zs Templats

Export

Send To

Shars With

Exit
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Creating a Template

Overview

Creating a Template

Up to this point, you have worked with Morningstar templates, but they are not your
only options. You can also create your own templates.

In this section, the basics of creating a template are described as follows:

» what is involved in creating a template (page 105), and
» how to save a report as a template (page 107).

To create a template, first identify the purpose of the template and then create a report
to present the appropriate data. Once you are satisfied with the report, you save it as
a template.

You can also create a template starting from an empty file or, if you have an existing
template or report with similarities to the template you want to build (in content and/or
layout), you may want to base the new report on that.

In this guide, most of the tasks necessary for building a template have been covered. If
you have followed the steps, you have completed the tasks described in the table here.

Task

Created a report based on an
existing template

Click to review the topic

Working with a Template on page 23

Replaced, removed, rearranged, deleted,
and resized components

Working with Chart and Table Components
on page 44

Set a time period for the report

Using Workbook Settings and Component
Settings on page 67

Created a new page with a custom layout
and inserted components in cells

Creating a New Page on page 77

Customized individual components using
Chart and Table Settings

Working with Chart and Table Components
on page 44

Added a header and inserted an image and
dynamic text

Working with Headers and Images on
page 89

Overview

What is involved in
creating a template?

MAORNINGSTAR

Presentation Studio June 2017

© 2017 Morningstar. All Rights Reserved.

105



What is involved in creating a template?

Creating a Template

Before saving a report (such as ProShares-Vanguard) as a template, you should do
the following:

1. (Optional) Insert a footer. Consider including dynamic text, such as a page number and
your firm name.

< Note: The steps for creating a footer are the same as those for creating a header. See Adding
a header to a page on page 91 and in steps 2 and 3, click the Footer icon and select Insert
Footer.

2. Review the content on all pages to make sure the purpose of the template is supported
throughout the report. Some of the questions you should ask yourself include
the following:

» |s every component relevant to the purpose of the template?

» |s the order and position of components appropriate to the purpose of the template?

» Are similar components (such as a chart and a table displaying holdings-based data)
displayed on the same page?

> |s every page easy to read?

> Are text, table, and chart components easy to interpret?

» Are more pages needed?

» (Can you delete any pages?

» Where can you use dynamic text to make the template as flexible as possible? For
instance, if regular (typed) text is used, it is shown in every report based on the
template, so make sure you have not keyed in the names of the firm, benchmarks,
indexes, etc.

» |s every component and page appropriately labeled? For instance, if every
component on a page displays information about risk, it may not be necessary to
show the label (or title) of every component.

» Does the report meet your firm's branding and design standards? You may want
to contact your Marketing or Design department to learn about preferred fonts
and colors.

< Note: Do not assume a Morningstar template can be used without modification. If you need a
template for Current Portfolio Analysis, the Morningstar Current Portfolio Analysis template is
a good starting point, but do not skip the above review steps. At the least, you should remove
or replace the Morningstar logo.

When creating a template, one thing you do not have to modify is the investment(s)
you selected. The investment(s) are simply placeholders so you have a visual
representation of your work. When you save the report as a template, the investments
and related data related become irrelevant.

When you want to use a template as the basis of a new report, you open the template
and you are immediately prompted to select investments. (See Selecting an investment
on page 26 and Selecting investments from a saved list on page 39.) The sample
investments in the report are replaced by the investments you selected and the report
accesses the data related to the selected investments.
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Creating a Template

Exercise 27: Saving a report as a template

When you are satisfied that your report is as template-ready as possible, save it as

a template.

@ Note: In this exercise, it is assumed that your PraShares-Vanguard is final, regardless of what

condition it is in.

Do the following:

1. With ProShares-Vanguard open, in the upper-left corner of the window, click the Gear

icon and select Save.

E Home

Save zs Template

Export

Send To

Share With

Exit

Chart
Mew Factshaet Ctrl+M
Open Ctrl+0
Save | Ctrl+5
Save As

2. Click the Gear icon again, and select Save As Template. A dialog box opens.

E Home

Chart

Mew Factshaet
Open
Save

Save As

Ctrl+N
Ctrl+0

Ctrl+5

Saving the report ensures its
current condition is saved when
you save it as a template

Save zs Template |

Export

Send To

Share With

Exit

Saving the report as a template
creates a new file; the repart is
not affected

Exercise 27: Saving
a report as a template

MAORNINGSTAR
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Exercise 27: Saving a report as a template

Creating a Template

3.

In the Template Name field, replace “ProShares-Vanguard” with Manager

Analysis - Equity.

Saved Templates

Presentation Studio

Template Name Manager Analysis - Equity

Name

| Save H Cancel ‘

[x]

= My Templates 4

The template is saved into
the My Templates folder

4. Click Save. An alert opens, reporting that the file has been successfully saved as

a template.

5. Close the template. The Presentation Studio Home page is displayed.
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Creating a Template Exercise 27: Saving a report as a template

6. On the Presentation Studio Home page, on the toggle, select My Templates.

MOORNINGSTAR Presentation Studio

~

[ Q. Search Name
M

Workhook =i Factsheet Plan Review

Click here to access
your templates

e

o X \_ 7 § r -
{_ Marningstar Templates My Templates My Reports 40k Action ":.' | New Folder )

Your templates are displayed in the list area.

i: Marningstar Templates My Reports mﬁl ' Action ¥ ,' '\ New Folder ,' |

() Name s  Type

(0 2 Portfolios Comparison Workbook Template

() Current versus Proposed Portfolio Comparison WﬂrkbnnkTem_pIate

(2 Current vs Proposed Portfalio Workbook Template

O Custom Workbook Sample Warkbook Tem_plate

() Equity Manager Analysis Workbook Template

) Investment Detail Workbook Workbook Template :?;Jge”g\é\ggm:ﬁtfﬁf“gtisp|aved
) Investment Perfarmance Factsheet Factsheet Template

()| Manager Analysis - Equity [} Workbook Template
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Overview Creating a Batch Report

Creating a Batch Report

Suppose you need a monthly report on certain investments on the 16th day of the Overview
month. Every month, you could create each individual report by doing the following:

Open a template.

Select the investment(s) to be reflected in the report.

Save the report.

4. Repeat steps 1-3 for each investment or set of investments.

It is more efficient to have it created automatically every month at a specific date and
time. The automated process is called a batch report.

< Note: Batch reporting is not automatically enabled in user accounts. To gain access to batch
reporting, contact your Customer Service Consultant.

In this section, the following procedures are described:

» understanding the process for generating reports in a batch (page 110)
» creating a batch report (page 111), and
» testing a batch report (page 114).

The overall process of creating a batch report is as follows: What is the process
for generating

Select a template. .
P reports in a batch?

Select an investment or set of investments for each individual report.
Schedule the batch to run.
4. Test the batch.

The advantage to this over creating individual reports every month is that you don’t
have to repeat this process.

In these exercises, the procedure to create a batch report for multiple investments is
described, but you can also create a batch to generate a single report on a set
of investments.

< Note: When preparing to create a batch report, keep in mind that a single-investment
template can cover only one investment. In this guide, you used a single-investment template
to create a factsheet. A multiple-investment template covers (and frequently compares)
multiple investments. You used a multiple-investment template to create a workbook.
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Creating a Batch Report

Exercise 28: Creating a batch

In this exercise, create a batch to generate monthly ETF Analysis reports for

several ETFs.

< Note: If you don't have an investment list or saved search of ETFs, use anather investment

type and an appropriate template.

Do the following:

1. On the Presentation Studio Home page, click Batch Management. The Batch Reporting

window opens.

Exercise 28: Creating
a batch

MORNINGSTAR Presentation Studio

Search Name

Plan Review

Workbook =

(©)

v

Allocation e

Batch
Management [

Click here to
create a new
batch or manage
an existing one

2. Select the Batch Management tab and click New Batch. The New Batch Setup dialog
box opens.

Batch Management  Batch Reports

Bction ~ All 3 Run Now
™ Batch Mame Type

1 Batch 1222 Factsheet
[J2  New Factsheet Batch Factsheet

Schedule
Last Run Time

12/22/2016 2:01 pm
12/22/2016 1:57 pm

Mew Batch

Template Mapping
Next Run Time

Not Scheduled
Mot Scheduled

Refresh
Note the
Status highlighted
(] selections
V]

3. Select Factsheet and click Continue. The New Batch Setup dialog box opens.

New Batch Setup

&

| ® Factsheet |

' Workbook
) Portfolio Book
' Retirement Plan

' Saved Report

cance

You can use only one report
type (Factsheet, Workbook,
etc.) when creating a batch
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Exercise 28: Creating a batch

Creating a Batch Report

4. Select Use a single template and click Continue. The Factsheet - New Batch Setup
dialog box opens.
New Batch Setup
| = Use a single template |
. The template you select is used
Use multiple templates for every report in the batch
5. Do the following:
» |n the Batch Name field, enter Monthly ETF Analysis, and
» From the Template drop-down field, click Morningstar Templates, then scroll
down and select Morningstar ETF Analysis.
Factsheet - New Batch Setup
| Batch Name  New Factsheet Batch List/Search Select list/search.
Template Morningstar ETF Analysis l v
_ e - You do not have to use a
e Holdings Based Style Consistency Morningstar template to
) I st t Detail R rt create a batch
Name SRR s restment Display Benchmark 1
Investment Performance Factsheet e
Momingstar ETF Analysis
Morningstar Sustainability Manager Reseal
Portfolio Aggregation
Single Manager Attnbution 3
Single Manager Attribution 4 E
Stock Analysis |
My Templates Tt
6. Inthe List/Search drop-down field, expand Lists and select a list of ETFs (in this case,
5* Lg Blend ETF US).
Factsheet - New Batch Setup
Batch Name  New Factshest Batch List/Search Select list/search... ¥
_ Select list/search... -] Youcan
Template Morningstar ETF Analysis v = |:: select any
N = of your lists
+ Add - Delete 2 - v 2 b ~| orsearches
— Cﬁstom Yrrvisliisent Display Benchm 2015 Score Top Bgttom List
Name 2015 Top Bottom core Small Growth
2015CloudListe
2017-5investmentf<
Jinvestments
|5" Lg Blend ETF US |
ABC Funde
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Creating a Batch Report

Exercise 28: Creating a batch

In the New Batch Setup dialog box, the contents of that list (nine ETF funds) are

displayed

in the list area.

| Factsheet - New Batch Setup

| Batch Name  New Factsheet Batch

List/Search 5= Lg Blend ETF US

E Template Morningstar ETF Analysis v
E
+ Add - Delete o -~ e —

I Name Cus-tomN::::stment Display Benchmark 1 BE{I:'I
El1 15hares Edge MSCI Min Vol USA O | Select Custom Mame... Primary Prospectus Benc v 0, Select (
[z iShares Edge MSCI USA Size FacQy | Select Custom Mame... Primary Prospectus Benc ¥ O, Select g
3 iShares Morningstar Large-Cap O, | Select Custom Mame... ¥  Primary Prospectus Benc v 0 Select (
[a ProShares Large Cap Core Plus O | Select Custom Mame... ¥  Primary Prospectus Benc ¥ O Select
s ProShares S&P 500 Dividend AreQy, | Select Custom Mame... ¥  Primary Prospectus Benc ¥ (O, Select
|:|6 SPDR® SS5GA US Large Cap Lowd, | Select Custom Name... h, 4 Primary Prospectus Benc w0 Select (
7 WanEck Vectors Mormingstar WidQ, | Select Custom Mame... ¥  Primary Prospectus Benc v O Select (
s Wanguard S&P 500 ETF Q, | Select Custom Name... Primary Prospectus Benc ¥ O Select (
s WisdomTree US Quality Dividenc, | Select Custom Mame... Primary Prospectus Benc ¥ 0, Select (

7. At the bottom of the dialog box, click Schedule. The Schedule dialog box opens.
8. From the Start Time drop-down field, select 07:00.

& Note: The Start Time drop-down field uses a 24-hour clock, so 07:00 is 7:00 a.m. and 14:00
is 2:00 p.m. The clock conforms to your local time.

9. Under Recurrence, click the Repeat on the __ day of every month button, then from
the drop-down field, select 16.

Ly

Schedule

Start Time 07:00 -

Recurrence

O |5/12/2017

& Every * Mon

|:H___|
Repeat on the w | day of every month
I,_h"l

First ¥ Mon

v

Maonth

OK

w

Cancel

10. Click OK. The Schedule dialog box closes.

The report is to run at 7:00 a.m.
on the 16th day of each month

Note the nine
funds; each is
the topic of a
separate report
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Exercise 29: Testing a batch

Creating a Batch Report

11. In the Factsheet - New Batch Setup dialog box, click Save.

Monthly ETF Analysis is now listed in the Batch Reporting window.

Batch Reporting

Batch Management  Batch Reporis

Action = All Run Mow Schedule New Batch Template Mapping Refresh Nm?,the next
run time

alll Batch Name Type Last Run Time Next Run Time Status

[]1 | Monthly ETF Analysis Factsheet | 6/16/2017 7:00 am |

il Batch 1222 Factsheet 12/22/2016 2:01 pm Mot Scheduled (v}

|:| 3 Mew Factsheet Batch Factsheet 12/22/2016 1:57 pm Mot Scheduled G

The batch runs on the date and time listed in the Next Run Time column. When the run
is completed, an email is sent to the person who created the batch.

Although the batch is not scheduled for an immediate run, you can test it by doing

the following:

Exercise 29: Testing
a batch

1. In the Batch Reporting window, select the Batch Management tab, then select
Monthly ETF Analysis by clicking the checkbox at the beginning of its row.

2. Click Run Now.

Batch Repo
Batch Managemant Batch Reports

| Run Mow |

Schedule

New Batch

Action = All v .
Running the
[l Batch Name Type Last Run Time batch now does
- not affect the
1 Monthly ETF Analysis Factsheet scheduled
[12 | Batch 1222 Factsheet 12/22/2016 2:01 pm batch run
Fla MNew Factsheet Batch Factsheet 12/22/2016 1:57 pm

< Note: The number and complexity of reports being generated affect the amount of time to

complete the run.

When the batch is finished running, a green checkmark appears in the Status column.

Batch Reporting

Batch Management  Batch Reports

The Last Run

Action - All Run Now Schedule New Batch Template Mapping Refresh N as’
Time is just a
|l Batch Name Type Last Run Time Mext Run Time tatus few minutes ago
[]1 | Monthly ETF Analysis Factsheet 5/25/2017 4:43 pm 6/16/2017 7:00 am I%I
atc actshee :01 pm ot Schedule
& Batch 1222 Factsheet 12/22/2016 2:01 Not Scheduled
ew Factsheet Batc actshee :57 pm ot Schedule
3 M Factsheet Batch Factsheet 12/22/2016 1:57 Mot Scheduled O
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Creating a Batch Report Exercise 29: Testing a batch

3.

4.

5,

Select the Batch Reports tab, then select the Factsheet tab and click the Monthly ETF
Analysis link. The view updates to display the list of batch runs for Monthly ETF Analysis.

Batch Management Batch Reports

Factsheet

Retirement Plan Workbook Saved Reports

Note the highlighted selections

Browse By_#atch ¥
Last Run Time
|Mcnth|v ETF Analysis | 5/25/2017 4:43 pm
Batch 1222 12/22/2016 2:01 pm
Mew Factsheet Batch 12/22/2016 1:57 pm

In the window, all runs of the batch Monthly ETF Analysis are listed, including old
batches. Click the Run Date link for the batch you want to view. Because this is the first
time the batch has been run, only one link is shown.

< Note: Batch output is saved in the Morningstar system for two years. At the end of that time,
Morningstar sends an email advising you of the upcoming expiration so you can save the
output locally.

The view updates to display the list of reports generated in the batch run.

Batch Management Batch Reports
Batch = Monthly ETF Analysis

Retirement Plan Factsheet @ Workbook = Saved Reports

Note the batch
contains nine reports

Run Date # of Reports
|S»'2S¢"2Ul? 4:17 pm 9 |

All reports (included outdated reports) generated from the batch run are displayed. The
file name of each report includes the following:

> Name

» Template name

» Ticker, and

» run date in the format mmddyyyy.
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Exercise 29: Testing a batch Creating a Batch Report

To view a report, click its PDF icon. The report PDF opens. Depending on the settings in
your internet browser, you may see a Download message.

< Note: If you do not have Adobe Acrobat Reader or a similar application installed on your
system, an error message opens, containing a link to the Adobe website, where you can
download Acrobat Reader.

Batch Reporting I

Batch Management Batch Reporis
Batch > Monthly ETF Analysis = 5/25/2017 4:17 pm
Retirement Plan Factsheet = Workbock = Saved Reports
Action Q In Securities Click here

. to view
Monthly ETF Analysis this report
[] File Name Report Created On

[[] proshares S&p 500 Dividend Aristocrats_Morningstar ETF Analysis_NOBL_05252017 5/25/2017 4:43 pm

[[] ishares Edge MSCI Min Vol USA_Morningstar ETF Analysis_USMV_05252017 5/25/2017 4:18 pm
[[] vanguard S&pP 500 ETF_Morningstar ETF Analysis_V00O_05252017 5/25/2017 4:18 pm
[[] ishares Morningstar Large-Cap_Morningstar ETF Analysis_JKD_05252017 5/25/2017 4:18 pm
[[] vanEck Vectors Morningstar Wide Moat ETF_Morningstar ETF Analysis_MOAT_05252017 5/25/2017 4:18 pm
[[] wisdomTree US Quality Dividend Gr ETF_Morningstar ETF Analysis_DGRW_05252017 5/25/2017 4:18 pm
[[] proshares Large Cap Core Plus_Morningstar ETF Analysis_CSM_05252017 5/25/2017 4:18 pm

[[] sPDR® SSGA US Large Cap Low Volatil ETF_Morningstar ETF Analysis_LGLV_05252017 5/25/2017 4:18 pm

5358 51 53 3 5 53 sy )

[[] ishares Edge MSCI USA Size Factor_Morningstar ETF Analysis_SIZE_ 05252017 5/25/2017 4:18 pm

6. Look through the PDFs.

'@ProShares%208&1F'%20500%20Di\-'idend‘l‘(z20:&r'|stc|4:ra||ts_l\-'h:rrningstar%Z{JETF"}(:ZUJ&naIysis_NClBL_0525201_.-"[...|,J:I E_ &

File  Edit  View ‘Window Help *

@Crﬁte‘|@@%|@@@@l}b@)m @
@ [1]s6 ] Ix [T

Click these icons to save,
print, or email the PDF

w7 Tools Comment Share

-
T 1 Yo o SYers Ve 16 Yers
PrnSharns 56 500 Dhvidend Aristocr: [17] 1047 108 B
Larga Blend
Poargmup ek cfpoar gmep count T750f 137 1267061308 96 of 10
Madan &7 e a8 1252 £30 m
oo [T 1656 L8 1213 617 [
et Forcontie T3 1036 am 1126 685 14
™ 675 1 a8 1252 630 b
76 Parcontie 5 1482 T8 143 552 [+
Larga Blend + Unitnd Statas
Peargmup ek ofponr gmop ot TPAF 1068 1282001298 6o 1M
" 7% 1 8 1254 631 P
o G2 1655 ue 1214 18 [
et Farcontie T3 1036 al 1326 695 14
s 5kt Forcontie 6% 12 am 1254 &3 T
s o - = 762t Parcontie B 1481 T8 146 553 [+
Snapshat Manthly Premiam Discoant
Mormingstar Canegory US Furd large Blend 05
T T EE R
o i ] A o W e B e —mw | ___I____
nception D w3
Bxpense R % [E T
e 2593510,157 42014 o2+ 4205 1201 42006 102016 w7
Awerage Dy Vokume: 26710z Manthly Fund Flows (millions)
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SIC Yiedd %
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