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Introduction to Presentation Studio

Presentation Studio offers a variety of ready-made templates users can employ for
reporting, but also offers the ability to create unique templates and reports.

This guide shows users how to create an original two-page factsheet, which involves
the following general process:

1. Create a template and add the correct number of pages, as well as a header with the
fund’s name a a firm logo.

2. Design the layout of the first page, then add charts and tables to it.
3. Design the layout of the second page, then add charts. tables, and dynamic text to it.

This template, once built, can be used for any fund, not just the one selected during the
process of designing it.

The following exercises are covered:

» Exercise 1: Launch a new Factsheet template (page 5)

» Exercise 2: Set up the pages for the template (page 8)

» Exercise 3: Design the layout of the first page (page 15)

» Exercise 4: Add charts and a table to the first page (page 18)

» Exercise b: Design the layout of the second page (page 23)

» Exercise 6: Add charts and a table to the second page (page 27)

Overview
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Introduction to Presentation Studio

Exercise 1: Launch a new Factsheet template

A Factsheet template allows users to display information for just one investment at a
time. (In contrast, a Workbook template allows users to compare multiple investments
atonce.) When building a template, users select a representative investment to display
on the template, to ensure the data appears the way it is expected to.

To launch a new Factsheet template by selecting an investment and configuring the
benchmark to also be displayed on the report, do the following:

1. Select the Presentation Studio module. A new window opens.
.‘ r{ Morningstar Direct
] File MNew Favorites Tools Help Search for | In This View - Go
Home

Equity/Credit Research
Local Databases

Global Databases
Performance Reporting
Asset Allocation
Portfolio Management
Portfolio Analysis
Markets

Asset Flows

Presentation Studio

B Presentation Studio

2. Click the Factsheet tile. The Create New Factsheet dialog box opens.

Exercise 1: Launch a
new Factsheet template

Selecting this module simply
opens a new window where
content can be created and accessed.

.'.IF Presentation Studic

MOORNINGSTAR Presentation Studio

i Q Search Name

Asset
Allocation

+

Workbook Plan Review ==

Factsheet

My Reports :'I '\{ New Page )

Morningstar Templates MMy Templates

This guide shows
users how to create
this type of template.

Nams Type Layout

» Asset Allocation

Version

» Factsheets

» Workbooks
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Introduction to Presentation Studio

Exercise 1: Launch a new Factsheet template

3. The option for New Factsheet should be selected. Click OK. The Investments: Settings
dialog box opens.

Create Mew Factsheet

How do you want to create the factsheet?

|.\§;. Mew Factsheet |

(_) Morningstar Templates

() My Templates

Marningstar Sustainability Manager Research

My Factsheet

Cancel

4. In the Name field, click the magnifying glass icon. The Find Investment dialog
box opens.

Be sure this option is
selected before clicking OK.

Investments: Settings

Display Benchmarks

Inception Date Categol

[ | Show Display Name

Calculation Benchmark 1

Display Banchmark 1 v | &

Calculation Benchmark 2

Display Benchmark2 v |0

Morningstar Category In_~ | @/ Display Banchmark 1 v |@| | Display Banchmark 2+ [

MPT Index v @) O Display Banchmark 1 v |&/ | Display Banchmark 2 ~ |§
Category Average

@ O Display Banchmark 1 v |&/| | Display Banchmark2 v §

| oK || Cancell

Use this icon

to look for an
investment to
select to display
on the template
as it is being built.

MORNINGSTAR
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Introduction to Presentation Studio Exercise 1: Launch a new Factsheet template

5. Change the Find By drop-down field to Ticker.
6. Search for POAGX, then click Go.
7. Select the fund, then click and OK.

Find Investment *
Within (®) Universes (O My Lists () My Searches

|Dpen End Funds v|
Find By Begins with Contains

Include Only Surviving Investments

[ PoaGx Go

Search by ticker, then
enter the ticker to be found.

Available Records

Total records: 1

Jump to record name: POAGH

FRIMECAP Odyssey Aggressive Growth (USD,XNAS,POAGX,Port+Perf,Oldest,Rel

Be sure to select the fund to be used
in the template before clicking OK.

Help oK Cancel

8. Under the Display Benchmarks area, change the Calculation Benchmark 1 to
MPT Index, then scroll right to change the benchmark’s color to red.

Change the Select this color
value of this field. for the benchmark.
Investments: Settings [%]
Inception Date Category ["] show pisplay Name c Ben rid1 c Banchmark 2 Color Markar
@] 11/1/2008 US Fund Mid-Cap Growth PRIMECAP Odyssey Aggres: | Display Banchmark 1 @/ |Display Benchmark2 v |@| — v ® -
Display Banchmarks |
| @ | MPT Index @] | Display Benchmarkz EY _ v o -
@) O Display Banchmark 1 » |@/ | Display Benchmark 2~ |@ > -
Category Average
‘gj 9/1/1935 Mid-Cap Growth O US Fund Mid-Cap Growth Display Benchmark 1 v | @/ | Display Benchmark2 v |@| ] ‘ O v
|
|
| [ ol |

9. Click OK. A blank page opens.

MORNINGSTAR
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Introduction to Presentation Studio

Exercise 2: Set up the pages for the template

This template will have two pages, and include a header that repeats at the top of each
page. A logo will be included on the report, so be sure to have a graphic file (such as

your firm’s logo in .jpg, .gif, or .png format) available to you.

To makes these changes to the template, do the following:

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

Exercise 2: Set up the
pages for the template

2. To add a header to each page, from the Format tab, click Header > Insert Header.

1 . . .
[7 Untitled Factsheet - Presentation Studic
g Home Chart Data Table Format
et L L] e B0 A R
Investments  Workbook Page| Chart Table Text Image Divide Page  \View
| New Insert Layout
Covar i 0 i 2
Duplicats
Delete Dl
Reuse Templats
2
3

Use the Page icon to add various
types of pages to a template.

MORNINGSTAR

|I7 Untitled Factsheet * - Presentation Studic
g Home Chart Data Table
[ =H A = B = [=]
Header| Footer Text Image Align Bullets MNumbering
Style
Insert Header ll - The Format tab must be
Apply Header to Workbook & 1 2 2 | selected tobeable toinserta
header or footer into a template.

Apply Header & Footer to Workbook

Delete from Page

Delete from Werkbook
Background Color / Imags ¥
Barder Typ= 3
Border Styls ¥
Barder Colar 3

3
Morningstar Direct January 2020 8
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Introduction to Presentation Studio

Exercise 2: Set up the pages for the template

3. From the toolbar, click Divide, then select the two-cell option with the vertical divider.

14 Untitled Factsheet * - Presentation Studio

a Home

1ulpxe|x)ale [

Columns | | Divide Page | vie

Chart Data Table Format
i = A = =] = [= - B
Header Footer Text Image | Align Bullets Numbering
Insert
Two Cell
Thraa Cell

Four Call

Five Call

Six Cell

The Divide Page
icon offers a variety
of ways to split up
a page or cell.

4. The left side of the header should be selected. From the toolbar, click Text > Dynamic

Text > Investment Name > PRIMECAP Odyssey Aggressive Growth.

|7 Untitled Factsheet * - Presentation Studio
Q Home Chart Data Table Format
M H (A & | & E [=l = B 7 /[ujjx|x.|@]|& =2

Header Footer ||Text Image Align  Bullets Numbering Columns Divide P;

Benchmark Description 3 Style L
Custom Text |1||||||||||G|||||||||‘1||||||||||2||||||| 3 Fi o [
asom Jex

Dynamic Text 3 PRIMECAP Odyssey Aggressive Growth

ETF Research Russell Mid Cap Growth TR USD

Global Fund Report ] | Investment Name b || | PRIMECAP Odyssey Aggressive Growth | Bl 61 o elE
invesEment Strategy = C this specific path to
Rlanact iintap i) D Name & Ticker v have the template
Manager Narratives Display Banchmark 1 d\/namlca“\/ Change
Morningstar Commentary 3 Display Banchmark 2 the name Of‘ the

ot N investment in the

o= Calculation Benchmark 1 header whenever
Raacealltisk D Calculation Banchmark 2 the report is run.

3 Category Average
Risk-free Rate

MORNINGSTAR
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Introduction to Presentation Studio Exercise 2: Set up the pages for the template

5. From the toolbar, set the font size to 20 and apply the bold setting.
6. From the toolbar, select Align > Middle.

! Untitled Factsheet * - Presentation Studic
g Home Chart Data Table Format
i - i adl [] E E Morningstar 1 [l 20 ~
o = A = [a] = (=l Morningstar || nl J Note the changes to
Header Footer Text Image || Align| Bullets Numbering the font size and bold.
I Left Style
Middl=
Right
Justified
Top PRIMECAP Odyssey Aggressive Growth
e Be sure to select the
Bottom sepond instance pf
Middle from the list.
2

7. Select the right side of the header.
8. From the toalbar, click Image > Insert Image. The Open dialog box opens.

[ Untitled Factsheet * - Presentation Studio

PRIMECAP Odyssey Aggressive Growth

9. Select your firm's logo then click Open.

¢ Home Chart Data Table Format 4
[ = A || G m = = = Bl 7]ulpcx|ale [=a)
Header Footer Text ||Imagel| Align Bullets Numbering Columns | Divide Page  View
_|| Insart Imags Style S
0 B B I E A > B Be sure the
correct cell
is selected
before
choosing
this option.

MORNINGSTAR
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Introduction to Presentation Studio Exercise 2: Set up the pages for the template

10. From the toolbar, click Align > Right.

177 Untitled Factsheet * - Presentation Studio

£ Home Chart Data Table Format X
A H A - ||| = [E]  |verdana h ECA CY PR MESENP2 o
Header Footer Text Image ||Align| Bullets Numbering Columns | Divide Page  View
1 - i Style Layout
Middle 10 1 12 2 =3 5 15 7 12
[ ] .
Use this command to
Justified .
. shift the logo to the
°° right side of the cell.
Middle
eottom PRIMECAP Ddyssey Aggressive Grawth MﬁHNlNESTﬂH

11. When resizing cells by dragging a border up or down or left and right, the Snap to Grid
tool ensures users need not be overly precise in moving a border exactly to a location
ending in .0 or .5 (for example, the 1.0 inch mark, or the 7.5 inch mark). Once the border
is close to that location, simply release the mouse button, and the border will
automatically snap to the correct location. To turn on this function, from the toolbar
select View > Snap to Grid.

11 Untitled Factsheet * - Presentation Studio

& Home Chart Data Table Format
[ =H A =] m & E verdana |10 v|&][7]u]x]x]a]& ER
Meader Footer Text Image | Align Bullets Numbering Columns | Divide Page
Insert Styvle Gridlines
1 2 B la B o | ruk

= [ Select this option to

make it easier to
change the position

PRIMECAP Odyssey Agaressive Grawth Mmﬁ"m[{ﬂmﬁ aife el e

Morningstar Direct January 2020 1"
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Introduction to Presentation Studio

Exercise 2: Set up the pages for the template

12. Drag the bottom border of the header up to the 1.00 inch mark.

177 Untitled Factsheet * - Presentation Studio

& Home Chart Data Table Format
M H A W | &5 E [=]  |verdans bl ECIRS AR A VIS RIS =&
Header Footer Text Image | Align Bullets Numbering Columns | Divide Page  View
Insert Style Layout
L 2 2 4 B & 7 &

Remember, with the
Snap to Grid feature
enabled, the
placement of the
border only needs
to be close to
where it should go.

Morningstar Direct January 2020
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Introduction to Presentation Studio

Exercise 2: Set up the pages for the template

13. Right-click on each cell in the header and select Border Type > Bottom Edge.

Header

==
Footer

Inzert

! Untitled Factsheet * - Presentation Studic

¢ Home

Chart

A = [=]
Text

Image Align

Data Table

Format

| =| |I‘-'Inmingslar 1

e - 7

Bullets Numbering

Style

Perfarmance

Paste

Delete D=l

Show Title

Show Author and Date

Benchmark Description ]

Dynamic Text 3

ETF Research

Global Fund Repert ]
. Investment Strategy 3

Manager Biography ]

Manager Marratives

Morningstar Commentary 3

Mote 3

Principal Risk ]

Owverflow Text

Start/Build Threading

Cancel Threading

Font Celor ]

Background Color [
Mona Barder Type ]
Top Edge Border Style 3 Repgat thig step from
Lef S5 Border Color > forboth heador ol
Right Edge Viesw Settings |ink Statie _
Bt Eige || Save to My Components
All

MORNINGSTAR
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Introduction to Presentation Studio Exercise 2: Set up the pages for the template

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

177 Untitled Factsheet * - Presentation Studio

£ Home Chart Data Table Format 4
- H A kW | = = [  |verdana x0 ~|.]lslux]x|&]e o2
Header| Footer Text Image | Align Bullets Numbering Columns | Divide Page  View
T 41 I i Style Layout
|aply Header to Workbook I

This option applies
Apply Header & Footer to Workbook the changes to both

- pages in the template.
PRIMECAP Odyssey Aggressive Growth MORNINGSTAR

Delete from Page

Delete from Workbook

Background Color / Imags

Border Type
Border Style

Barder Colar

Morningstar Direct January 2020
MCORNINGSTAR
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Introduction to Presentation Studio Exercise 3: Design the layout of the first page

Now that the template has both the pages and header it needs, the next step is to add Exercise 3: Design the
various performance, risk, and other components to the first page. To add these charts layout of the first page
and tables, do the following:

1. Be sure the first page is selected.

2. Select the main cell on the page.

[7 Untitled Factsheet * - Presentation Studic - ul
& Home Chart Data Table Format % WG [Fesd
L (=] Ly e O A El =s) i \7J ¥ 4
Investments Workbook Page Chart Table Text Image Divide Page View Calculate Restore PDF PET XPS Excel
Setting Insert Layout Calculate | Linking Export
i 2 k3 5 3 7 i3

——— s ]

Always be sure the
PRIMECAP Qdyssey Aggressive Growth MmHNlNBSTAH correct page and
cell is selected
before making
layout changes.
The blue highlight
indicates which
cell is selected.

3. The Home tab should be selected.

Morningstar Direct January 2020 15
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Introduction to Presentation Studio

Exercise 3: Design the layout of the first page

4. From the toolbar, click Divide Page > select the two-cell option with the

horizontal border.

I[7 Untitled Factsheet * - Presentation Studic
¢ Chart Data Table Format
& [~ LY e W A & =) (@ oo .
Investments  Workbook Page Chart Table Text Image Divide Page || WView Calculate Restore POF  PPT
Calculate Linking Exp
[ Two Cell Four Cell I T T

Start by dividing
the page in half

Three Cell Five Cell with this option.

Six Cell
2

5. Each half of the page will again be divided in two. The top cell should be selected. Click
Divide Page > select the two-cell option with the horizontal border.

|7 Untitled Factsheet * - Presentation Studio
q Home Chart Data Table Format
Lo =] Ly e W A E mm) £2J - X
Investments Workbook Page Chart Table Text Image Divide Page View Calculate Restore PDF PPT XPS Excel
| | calculate | Linking Export
[ Two call Four Czll I T T T T
Thrae Cell

Use the same
Five Cell selection to divide
the top cell in half.

Six Call

PRIMECAP Odyssey Aggressive Growth

MORNINGSTAR
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Introduction to Presentation Studio Exercise 3: Design the layout of the first page

6. Select the bottom cell, then click Divide Page > select the two-cell option with the
horizontal border. The page now has four sections.

B o —
* - L e B A - - £z ¥ X
Be sure the cell at
] ey - the bottom of the
PRIMECAP Odyssey Aggressive Growth MORNINGSTAR page is selected
sl befare choosing
this option.
7. The third cell from the top should be selected. Click Divide Page > select the two-cell
option with the vertical border. A total of five cells are now available on the first page.
[ Untitled Factsheet * - Presentation Studio
¢ Home Chart Data Table Forma
& (=] Ly e b A = [l | 32 o X
‘ : : ‘ : - : Be sure the correct
— - cell is selected,

and note the cell

PRIMECAP 0Odyssey Aggressive Growth 0 ptio n to select

six Cell

Morningstar Direct January 2020 17
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Introduction to Presentation Studio

Exercise 4: Add charts and a table to the first page

8. To save this template, click the icon in the upper-left corner of the screen and select

Save as Template.

& Note: Saving an item as a Report retains not just the page layouts but also the chosen security
and benchmark settings. Saving an item as a Template, in contrast, retains the chosen charts
and tables, layout, font, currency, colors, logos, disclaimers, and custom and dynamic text. It
does not preserve any investment or benchmark selections; these will need to be reselected

each time the template is opened.

| Untitled Factsheet * - Presentation Studio

Divide Page View Calculate Restol

Layout Calculate Linkin|

i

Exit

a Home Chart
MNew Factshest Crl+N
Open Cirl+0
Save Ctrl+s
Save As
Save as Template
Export
Send To
Share With

1

Select this option
to save the template.

9. Name the template My Fund Analysis, then click Save.

10. When the confirmation message opens, click OK.

Now that the first page is correctly divided into the proper number of sections, the next Exercise 4: Add
step is to drag-and-drop different charts and tables into each section. Do the following:  charts and a table

1. The Home tab should be selected. For the top cell, click Chart > Performance, then

to the first page

drag-and-drop the Single Investment Growth Chart into the cell. Note that the Chart

tab is now selected at the top of the window.

[ Untitled Factsheet * - Presentation Studic

Y e R
W

)

Snapshot

Style Analysis
Time Series
—— Asset Flovis

Multiple Returns

Legend
Al Charts

My Components

MORNINGSTAR

)4
Restore PDF PRT  XPS Excel
Linking Export
Iv |5 |5 ls
L Drag-and-drop this
i i chart into the top
atri " g‘:‘fg:::thmm ZT::‘J Fetums 8ar E'LL'L".Q findow cell on the page.
- I|.|.I|||||||||II..
Histogram Benchmark Based
K/Y Scatter Plot
Chart
Morningstar Direct January 2020 18
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Introduction to Presentation Studio Exercise 4: Add charts and a table to the first page

2. Right-click on the chart, then select Legend > Auto-Fit. Note how the legend becomes
more readable.

PRIMECAP Odyssey Aggressive Growth

Investment Growth
Tirna Period: 31,2015 ta 2/29,2020

Define drawdown == dedine by 10% or more

00

Cut Ctri+X

Copy Ctr+C I-‘-__’_____,__—-'—‘_

Paste Ctrl+V

Delete Del

Show Time Period

Show Currenc

Top | Legend 3 Commziz

Font Coler 4
Chart Area Color 3

oo Plot Area Calar 3

Grid Line Color 3

| Auto-Fit Border Type 3

Border Style 3

Use this command to
improve the appearance
Border Celor 3 of the legend for the chart.

View Settings Link Status
Save to My Components
X Axiz Settings

Y Axis Settings

3. Select the second cell from the top. The Home tab is now selected.

4. Click Chart > Performance, then drag-and-drop the Calendar Performance Relative to
Peer Group chart into the cell.

|7 Untitled Factsheet * - Presentation Studio

Q‘ Home Chart Data Table Format
Bl L LY | e | b A - [FE i £ h 4
Investments Workbaook Page Chart Table Text Image Divide Page View Calculats Restore PDF PPT XPS Excel
Markets Insert Layout Calculats | Linking Export
A E E E T E B E
Performance
Asset Exposure v/\/ﬁ-\ -] e v/\/""\
sz arull BE=Sa el i
o < 1 R W EURRE B
oldings Analysis o E'-'EEE':: I 1 .
Attribution Multiple Single Investment Drawdown Chart Returns Correlation Calendar Returns Trailing Returns Bar Rolling Window
Investment Growth Growth Chart Matrix Bar Chart
Snapshot Chart
— Style Analysis R =
Time Series Drag to dd | |ISSSRECEIREE | m || P Drag-and-drop this
el Asset Flows W ||.|.|| l |I||.. EEE chartinto the second
Calendar Trailing */Y Scatter Plot Histogram Benchmark Based
Multiple Returns Parformance Parformance Chart X/Y Scatter Plot Ce” from the top
Relative to Peer Relative to Peer Chart
Legend Group Group
All Charts
.
My Components 125
2l | aal ]
i s [

5. If needed, click Calculate.

Morningstar Direct January 2020 19
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Introduction to Presentation Studio Exercise 4: Add charts and a table to the first page

6. Right-click on the chart, then select Legend > Auto-Fit. Note how the legend becomes
more readable.

7. Select the cell on the left in the next section down. The Home tab is now selected.

8. Click Chart > Performance, then drag-and-drop the X/Y Scatter Plot Chart into
the cell.

| Untitled Factsheet * - Presentation Studio

q Home Chart Data Table Format
* L L e | B A - =2 i f b ¥ X
Investments Workbook Page Chart] Table Text Image Divide Page  View Calculate Restore PDF PPT XpPS Excel
Markets Insert Layout Calculats | Linking Export
A B | l: In fx > [
Performance
Asset Exposurs /ﬂ/v/\/ﬁ-\ - -I-] =:=EE=E - * p * /,\fv/\/A\
I . L 4 o II,I-[ Al I.I,l-[ Al
oldings Analysis e E'-'EEE':: I 1 .
Attribution Multiple Single Investment Drawidown Chart  Returns Correlation Calandar Returns  Trailing Returns Bar Rolling Window
Investment Growth Growth Chart Matrix Bar Chart Chart
Snapshot Chart
. Style Analysis . .
Time Series im .y Drag to Add |||h|| o 1l Be sure to
S R " =l o . drag-and-drop this
Calendar Trailing %/Y Scatter Plot Histogram Banchmark Based T
Multiple Returns Parformance Parformance Chart XY Scatter Plot Chart mtAO the Ce!l on
Relative to Feer Relative to Paer Chart the left in the third
Legend Group Group 3
section from the top.
All Charts
1
My Components e
zame az
e —— o

Performance Relative to Peer Group
Peer Groug (5-95%]" Funds - U 5. - Mid-Cap Growth  Caiculation Benchmark: Russell Wid C

4 mm Top Quartile = 2nd Quartile 3rd Quartile Bottom Quartile

Morningstar Direct January 2020 20
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Introduction to Presentation Studio Exercise 4: Add charts and a table to the first page

9. Select the cell on the right in the next section down. The Home tab is now selected.

10. Click Table > Performance, then drag-and-drop the Single Investment Risk table into
the cell. Note that the Data Table tab is now selected.

7 Untitied Factsheet * - Presentation Studio
B[ vome chart Data Table Format

W D o JE A @ | 2]

Investments Workbook | Page Chart |rable] Text 1mage | Divide Page View

Restors | PDF  PPT  XPS  Excel
Layout

- Drag-and-drop this
P | table into the cell on
MCORNNGSTR the right in the third

o T section from the top.

Multiple Returns

All Tables

My Components

_

s Soum TS

- Quarile . 7ng Quarile = 30 Quatle - Boom Quatie

O Russall Mid Czp Growen TRUSD.

00 30 60 80 120 150 180 210

S0
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Introduction to Presentation Studio Exercise 4: Add charts and a table to the first page

11. Select the cell at the bottom of the page. The Home tab is now selected.

12. Click Chart > Asset Flows, then drag-and-drop the Estimated Fund-Level Net Flows
chart into the cell.

|7 Untitled Factsheet * - Presentation Studio

¢ Home Chart Data Table Format
&+ - LY | e | G0 A - (=) (@ |4 ) 4 K
Investments  Workbook Page |Chart| Table Text Image Divide Page  View Calculate Restors PDF PPT XPS  Excel
Markets Insert Layout Calculate Linking Export
4 2 2 1 o 1
Performance

Asset Exposure

0% 10
Holdings Analysis ey REE
8201
Attribution
Snapshot = PIMELAP oy Aggraivn Bovch
. Performance Relative to Pes)
— Style Analysis

Peer Group [5-25%): Furds - U5, - Mi
Time Series

ey Asset Flows

Multiple Returns

mm Top Quartile = Znd Qua|

- Drag-and-drop
l.l,uu,.-lll_ DVIRG AR this chart into

I the bottom cell
All Charts Estimatad Share Estimatad Fund-
Class Net Flow Level Net Flow on the page.

Legend

My Components

= T

@ FRIMECAP Odyssey Aggressivel
3 Rigk-Reward
Time Period: 3/1/20 292020
Calculzzion Benchmark: Russell Mid C:
120
100
7 an
a0
40
20
an
00 30 60 241

@
Fatum

5td Dav

10

Saurce: Wormingstar Direc:

11

13. Right-click on the chart, then select Legend > Auto-Fit.

Morningstar Direct January 2020 22
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Introduction to Presentation Studio

Exercise 5: Design the layout of the second page

14. Save the latest changes to the template by clicking the icon in the upper-left comer of

the screen and select Save as Template.

|7 Untitled Factsheet * - Presentation Studio

| n | Home Chart Data Table Format

MNew Factsheet Ctri+N (|

Table

]

Divide Page

A

Open Ctri+0 rt Text Image

Crr+S Insert

Layout

Save

View

Calculate

Calculate

v
Reston

Linkiny

Save As +

|| Savs as Templats

Export

Send To

Share With

Exit

namn

15. Select the My Fund Analysis template saved previously, then click Save.

16. When the overwrite message opens, click Yes, then click OK.

As with the first page, the second page will be divided into four sections. The top two
sections will be subdivided further. To make these changes, do the following:

1. From the navigation pane on the left, select page 2.

2. Select the main cell on the page.

It is recommended to save
changes to a template
often, to avoid losing work.

Exercise 5: Design the
layout of the second page

'[7 Untitled Factsheet * - Presentation Studio

o

ar

Investments

Chart

=

Page

Home Data Table Format

Ll

Warkbook

A «
Text

L
Table

Ll
Chart

)

Image | Divide Page View | Cakulate

Setting Insert Layout Calculate

Restore

i

Linking

4

PRIMECAP Odyssey Aggressive Growth

Be sure the correct

page is selected and
the main cell as well.

3. The Home tab should be selected.

MORNINGSTAR
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Introduction to Presentation Studio Exercise 5: Design the layout of the second page

4. From the toolbar, click Divide Page > select the two-cell option with the
horizontal border.

5. Select the top cell, then click Divide Page > select the two-cell option with the
horizontal border.

|7 Untitled Factsheet * - Presentation Studio

the page in two.

Q Home Chart Data Table Format
& - L e bl A e (s @ o | & . #1 X
Investments  Workbook Page Chart Table Text Image Divide Page| View Calculate Restors PDF PPT XPS  Excel
A Calculate Linking Export
[ Twe Cell Four Call I T T T
o T
Use this option
twice to split
Thres Cell Five Call the top half of
PRIMECAP Odyssey A
Six Cell
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Introduction to Presentation Studio

Exercise 5: Design the layout of the second page

6. Select the bottom cell, then click Divide Page > select the two-cell option with the
horizontal border. The page now has four sections.

|7 Untitled Factsheet * - Presentation Studio

Q Home Chart Data Table Format
& = B e W A [==1 i} " ' d #A1 X
Investments Workbook Page Chart  Table Text Image Divide Page View Calculate Restore PDF PPT XPS Excel
Calculate Linking Export
[ Two Cell Four Call I T T T
e T
Thres Cell Five Cell
Six Cell

7. Select the top cell, then select Divide Page > select the two-cell option with the

vertical border.

|7 Untitled Factsheet * - Presentation Studio

Select the correct

cell before dividing it.

Select the top cell,

using this option.

Q Home Chart Data Table Format
+* L B e W A (=2 @ “J & d Al X
Investments  Workbook Page Chart Table Text Image Divide Page | View Calculate Restors PDF PPT XPS  Excel
Calculzs Linking Ewpoct
[ [Twe Cell Four Call
o 1 2
then divide it
Three Cell Five Cell
PRIMECAP Odyssey A
Six Cell
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Introduction to Presentation Studio Exercise 5: Design the layout of the second page

8. Select the second cell from the top, then click Divide Page > select the three-cell
option with the two vertical borders.

|7 Untitled Factsheet * - Presentation Studio

Q Home Chart Data Table Format
ar [ L e b A = [aa] @ 7 A ¥ 4
Investments Workbook Page Chart Table Text Image Divide Page View Calculate Restore PDF PPT XPS Excel
Calculate Linking Export
[ Two Cell Four Call
o 1 2
Three Cell Five C=ll
Select the second
section from the
PRIMECAP Odyssey A 1op, then divide it
Six Cell

using this option.

9. Save the template by clicking the icon in the upper-left corner of the screen and select
Save as Template.

|7 Untitled Factsheet * - Presentation Studio

| nl Home Chart Data Table Format

MNew Factsheet Ctri+N (| A ™ ] i} £
Open Ctri+0 rt Table Text Image Divide Page  View Calculate Restor
Save Ctrl+S Insert Layout Calculate Linkin|
Save As +

Save as Template Continue to overwrite the

previously saved template.

Export

Send To

Share With

Exit

[——— haun

10. Select the My Fund Analysis template saved previously, then click Save.

11. When the overwrite message opens, click Yes, then click OK.
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Introduction to Presentation Studio

Exercise 6: Add charts and a table to the second page

The second page will be comprised of a number of portfolio style and exposure charts,
top holdings in the fund, and its investment objective. To add these components, do

the following

1.
2.

In the top section, select the cell on the left.

Click Chart > Style Analysis, then drag-and-drop the Holdings-Based Style Map chart

into the cell.

Exercise 6: Add

| Untitled Factsheet * - Presentation Studio

q Home Chart Data Table Format
Lo =] Lo e | A E [FE) £ # X
Investments Workbook Page Chart Table Text Image Divide Page View Calculate Restore PDF PPT XPS Excel
Markets Insert Layout Calculate | Linking Export
1z 1 o i 2
Performance

Asset Exposure

Holdings Analysis

Attribution

Snapshot

‘ PRIMECAP Odyssey Aggressive Growth

charts and a table
to the second page

Style Analysis

Time Series *a — b | o .
Drag to Add :‘ - Ny ‘ n
—— Asset Flows ’ : I
HLS .« e |

Multiple Returns Holdings-Based Holdings-Basad Returns-Based Returns-Based Historical Returns-  Marningstar Style

Style Map Style Trail Style Map Style Bar Chart Basad Style Bax
Legend Stacked Bar Chart
All Charts

My Components

Select the top-right cell.

Click Chart > Style Analysis, then drag-and-drop the Holdings-Based Style Trail chart

into the cell.

Drag-and-drop
this chart into
the top-left cell
on the page.

7 Untitled Factsheet * - Presentation Studio
B vome cn
+* - L

Investments  Workbook | Page

PRIMECAP Odyssey Aggressive Growth

MOORNINGSTAR

s ]

_‘ | Ll L

Legend

All Charts

My Components

Drag-and-drop
this chart

into the
top-right cell.
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Introduction to Presentation Studio Exercise 6: Add charts and a table to the second page

5. Select the first cell in the second section.

6. Click Chart > Asset Exposure, then drag-and-drop the Pie Chart into all three cells.

< Note: Another option is to simply copy and paste the pie chart from first cell into the other two

cells in that section.

| Untitled Factsheet * - Presentation Studio

&

Home Chart Data Table Format
Lo =] Lo e | A -y [FE) i £ h 4
Investments Workbook Page Chart Table Text Image Divide Page View Calculate Restore PDF PPT XPS Excel
Markets Insert Layout Calculats | Linking Export
1z 1 o i 2 2
Performance
Asset Exposure
|
Holdings Analysis ————m |: 1
Draq o Ad | . — T I Drag-and-drop
fenbusan _ =l | iy the Pie Chart into
=i N e — < 0
Snapshot Pie Chart Histerical Exposure  Glide Path Chart Exposure Effects  Exposure Detail Multiple i
Stacked Bar Chart Bar Chart Bar Chart Investment Sector a” th_ree cells in the
Style Analysis Exposure Chart highlighted section.
Time Series = v
i
— Asset Flows @ Fusze!
== %
Multiple Returns “
Legend s /
All Charts
My Components = \-L_____——’
H I~ —
3
- Deep-va Cara-Va Core Core-Grth  High-Grih
A
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Introduction to Presentation Studio Exercise 6: Add charts and a table to the second page

7. Select the pie chart on the left.
8. In the bottom-left corner of the window, click Chart Settings.

|7 Untitled Factsheet = - Presentation Studie

o Home Chart Data Table Format

3 Default Period € |5 Years ago ~ |=& |Last Month End ~ (& Ch 8] |Morningstar 1 -
Investments | Time Period Start Date End Date Rolling Windavr | Align
Investments Time Period Chart Area

PRIMECAP Odyssey Aggressive

Holdings-Based Style Map

@ FRMECAF Od
-  Fuszel Mis
s / — |
.|\ -
Q- CoreGn  HignGth
PRIMECAP Odyssey Aggressive Growth - Asset A PR
Portfolio Date: 12/31/2019 Pan)
+Stock 973
Bond 0.0
Cash 23
Other 05
Total 100.0

Select this menu
to change the
appearance

of the chart.

] | | =] |
S vy EEEDDNPS DR BN
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Introduction to Presentation Studio Exercise 6: Add charts and a table to the second page

9. Change the Chart Title field to read simply Asset Allocation.

] o
FhartmiEs Abel s o] Note the change to this field.
Fortfolio Data

Asset Allocation -

Long Rescaled

Most Recent Portfolio w -
—

Display Mame

Asset Alloc Equity % (Long Resca  |Stack

Asset Alloc Bond % (Long Rescak |Bond

Asset Alloc Cash % (Long Rescale [Cash

Asset Alloc Other % (Long Rescal [Other

10. Click away from the Chart Settings menu to close it.

Morningstar Direct January 2020 30
MOHNlNBS.mH © 2020 Morningstar. All Rights Reserved.



Introduction to Presentation Studio Exercise 6: Add charts and a table to the second page

11. Select the middle pie chart.

12. Click Chart Settings.

13. Change the Chart Title field to read simply Equity Sectors.

14. From the Data Set drop-down field, select Equity Sectors (Morningstar).

Chart

Chart Title Equiysectors o
Seurce D
oot st

Portfolio Date E

© s T ]
@ Available Portfolios 12/31/2019

Note the changes
to these two fields.

Data Point Display Mame Color ~

Equity Econ Sector Basic Material |Basic Materials

Equity Econ Sector Consumer Cy¢ | Consumer Cyclical

Equity Econ Sector Financial Serv  |Financial Services

Equity Econ Sector Real Estate % |Real Estate

Equity Econ Sector Consumer Del  |Consumer Defensive

Equity Econ Sector Healthcare % |Healthcare

Equity Econ Sector Utilities % (Lc | Utilities

Equity Econ Sector Communicatic |Cor|1munica‘tiun Services

Equity Econ Sector Energy % (Lo |Enrer\g1,r

Equity Econ Sector Industrials % |Industrials

15. Click away from the Chart Settings menu to close it.
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Introduction to Presentation Studio Exercise 6: Add charts and a table to the second page

16. Select the pie chart to the right.

17. Click Chart Settings.

18. Change the Chart Title field to read simply Equity Regions.

19. From the Data Set drop-down field, select Equity Regional Exposure.

EwityRegors >
Portfolio Date E
P T ]
DO

Note the changes
to these two fields.

Data Point Display Mame Color

Equity Region Morth America % ( |Maorth America

Equity Region Latin America % (L |Lal:in America

Equity Region United Kingdom % |United Kingdom

Equity Region Europe dev % (Lor |Europe dev

|
|
|
|
Equity Region Europs emrg % (Lt |Eumpe amrg | Izl
|
|
|
|
|

Equity Region Africa/Middle East ' |Africa/Middle East

Equity Region Australasia % (Lon |Australasia

Equity Region Japan % (Long Rec |]a|:|an

Equity Region Asia dev % {Long | |Asia dev

|.F|sia emrg

Equity Region Asia emrg % [Long

20. Click away from the Chart Settings menu to close it.
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Introduction to Presentation Studio

Exercise 6: Add charts and a table to the second page

21. To see the top 10 holdings in the fund's portfolio, start by selecting the third cell from

the top.

22. Click Table > Holdings Analysis, then drag-and-drop the Portfolio Holdings table.

|[# Untitled Factsheet * - Presentation Studio

Multiple Returns

All Tables

My Components

Holding
Intersection

Leading
Cantributors/
Detractors
Summary

q Home Chart Data Table Format
Lo =] Ly e [EH| A E [FE) £2J - X
Investments Workbook Page Chart | Table| Text Image Divide Page  View Calculate Restore PDF PPT XpPS Excel
Satti Markets Layout Calculat= | Linking Export
12 1 o it 2 3
Parformance
Asset Expasure %
pr—— Ownership “"‘ .
ributian et — e -and-
= e S - Drag-and-drop this
Sz rr——— ce mm lem oz = % = table into the third
Style Analysis Portfolic Holdings | Ownership Analysis Holding Holding Leading Leading Datractors  Portfolic Sta cell from the top.
mparison Comparisen Contributors Table
Time Series Analysis
Asset Flows ey S T
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Introduction to Presentation Studio

Exercise 6: Add charts and a table to the second page

23. Finally, to add the Investment Strategy of the fund, select the cell at the bottom of

the page.

24. From the toolbar, click Text > Investment Strategy > PRIMECAP Odyssey Aggressive
Growth > English. The text appears in the cell.

|7 Untitled Factsheet * - Presentation Studio

Morningstar Commentary
Mote

Principal Risk

Q Home Chart Data Table Format
+* L B e A e @ “J A @ & X
Investments  Workbook Page Chart Table |Text] Image Divide Page  View Calculate Restors PDF PPT XPS  Excel
Setting Benchmark Description » Layout Calculate Linking Export
i Custom Text 1 o L 2
= 0
Dynamic Text b
ETF Research +Stock
Global Fund Report 3
£ Bond
Investment Strategy >| | PRIMECAP Odyssey Aggressive Growth Cach
Manager Biography 3
Other
Total

PRIMECAP Odyssey Aggressive Gro’
Portfolio Date: 12/31,/2013

Sony Corp ADR

Seattle Genefics Inc

Micron Technalogy Inc

Splunk Inc

United Airines Holdings Inc
MarkstAxess Holdings Inc

Universd Display Carp

Delta Air Lines Inc

Nektar Therapeutics Inc

Dreyfus Treasury Secs Cash Mgmt Inst

Be sure the bottom
cell on the page is
selected before
choosing this option.
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Introduction to Presentation Studio

Exercise 6: Add charts and a table to the second page

25. Save the template by clicking the icon in the upper-left corner of the screen and select

Save as Template.

|7 Untitled Factsheet * - Presentation Studio

[&]

Format
L] ] 1k} v
Image Divide Page  View Calculats Restor
Layout Calculate Linkin)

Home Chart Data Table
MNew Factsheet Ctri+N Ll A
Open Ctri+0 e Table Text
Save Ctri+5 Insert
Save As +

|| Savs as Templats

Export

Send To

Share With

Exit

namn

Continue to overwrite the
previously saved template.

26. Select the My Fund Analysis template saved previously, then click Save.

27. When the overwrite message opens, click Yes, then click OK. This template can now be

used for any equity fund or ETF.
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