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Importing Client Transaction Data

from TD AMERITRADE VEO

This document explains how to import client transaction data from TD AMERITRADE VEQ.

Before importing client data for the first time, you need to do the following:

* Export transactions, security information and account information from VEQ

* Decide whether to use Morningstar’s price for securities, or TD AMERITRADE's
* Initialize the positions for your clients” holdings from VEO, and

* Set up and apply a Portfolio Accounting System setting for imported data.

Going forward, you will need only to export client data, then import it into Office Edition. You
will not need to create a Portfolio Accounting System setting each time you want to import,
and you will not need to initialize the positions after the first import.

The purpose of initializing positions in Office Edition is to establish a baseline of holdings for
your clients before you import data. That way, if the initial import should call for a client to
sell out of a security, it will not come into Office Edition as a negative holding.

For instance, say a client owns 100 shares of Microsoft on June 1st, and sells all 100 shares
on June 2nd, for a transaction of -100 shares. If you simply imported that sell data from
June 2nd, without first initializing the ownership of the 100 shares on June 1st, in Office
Edition it would look like the client had a position of -100 shares of Microsoft, when really he
has no shares.

It is strongly recommended that you export from your custodian on a daily basis, either
manually or through your custodian’s automated export tools. This ensures that fixed
income prices or other prices not supplied by Morningstar will be imported, that all
transactions are captured, and that reconciliation is easier and less time-consuming.

Overview

What is the process
for importing
transactions?

Why do I need to
initialize positions?

How often should |
be exporting and
importing data?
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Exporting Data from TD AMERITRADE VEOQ

Overview

Exporting Data from TD AMERITRADE VEO

This section explains what data is needed to export from TD AMERITRADE VEO. Please
contact TD AMERITRADE at 800-431-3500 if you need assistance exporting from their
system.

You must export data from VEQ in TD Waterhouse format. You will need the following
files:

File Name File Type
TDYYMMDD.TRD Client/Account
TDYYMMDD.POS Position
TDYYMMDD.PRI Price
TDYYMMDD.SEC Security
TDYYMMDD.TRN Transaction

%~ YY = year; MM = month; DD = day.

File Name File Type
ADYYMMDD.BCC Client/Account
ADYYMMDD.POS Position
ADYYMMDD.BAP Price
ADYYMMDD.BAC Security
ADYYMMDD.BAK Transaction

%~ YY = year; MM = month; DD = day.

If you are using PortfolioCenter, your files will be in the following format:

Overview

File types needed
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Exporting Data from TD AMERITRADE VEOQ Downloading files from TD AMERITRADE VEOQ

To download files from TD AMERITRADE VEQ, do the following: Downloading files from
1. Login to TD AMERITRADE VEOQ. TD AMERITRADE VEO

2. From the menu, select Tools...File Downloads...File Downloads.

D AMERITRADE

Institutional

Trading | Accounts | Tools | Research | My Yeo | Resource Center|

Software Center L i i

i - - - - — | Select Tools...File Downloads...File Downloads
File Downloads File Downloads —

Management Fees Download HiStD{b

Online Forms ¥

You have 86 unread al  Forms Wizard
ement

Morningstar Advisor Workstation »

3. The File Downloads page opens. Under Date Range, in the From and to boxes, enter
start and end dates.

File Downloads .
Eﬁle Downloads File Downloads
Date Range Select the Date Range
From |01/01/2004 | to |01/30/2008 —

< Itis recommended that you go as far back as possible to get the most data.

4. If there is more than one advisor on your account, click the Adviser drop-down and
select the advisor code whose files you want to download. All Advisors is selected by
default.

Date Range Advisor i
Select the Advisor
From |01/01/2004] | to |01/30/2008 | All Advisors | A

5. From the File Type drop-down, select TD Waterhouse.

Advisor File Type

All Advisors %

From the File Type drop-down, select TD Waterhouse

6. Click Search. Files appear in the File List area.
7. To select all files, click the checked box icon at the top of the file list.

To select all files, click the checked box icon

@\ File Date Advisor

m|
R 1/29/2008
Select Al
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Exporting Data from TD AMERITRADE VEOQ Downloading files from TD AMERITRADE VEOQ

8. Click Download selected files.

Click Download selected files

MO File Date {b Advisor

9. The Browse for Folder dialog opens. Navigate to the folder where you want to save the
files and click OK.

@

Browse for Folder

Choose Directory

CYED

I3 Inetpub
I M3OCache
{C5) Program Files
= |
1) WINDOWS
{C5) with exceptions
i DVD Drive (D)
28 MamfvolZ on Msfs7' (G:)
28 MamfvolZ on Msfs7' (H:)
S8 Mamfval3 on Msfs7' (1:)

|

|

|

|3

Select a destination folder and click OK.
[ Ok [\] [ Cancel ]

10. The File Download dialog appears, showing the status of the download. When the dialog
closes, the download is complete.
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Exporting Data from TD AMERITRADE VEOQ

Preparing TD AMERITRADE VEO files for importing

TD AMERITRADE VEO exports files to your computer in .EXE format. Before importing Preparing TD
into Office Edition, you must open these .EXE files in order to obtain the necessary file AMERITRADE VEO files

types. To get the properly formatted files, do the following:

1. Open the folder you selected when you when you exported from VEO.
2. Select all the .EXE files and click <ENTER> or right-click and select Open.

File  Edit View Favorites Tools  Help

J d l.@ pSearch 0= Folders v

address |23 CHUVED

Size | Tvpe
38 KE  Text Document
29KE  Application
29KE  Application

File and Folder Tasks

Other Places

B

v|G0
~

for importing

Select all .EXE files and click <ENTER>
or right-click and select Open

S EE Applcation
Run as... 29KE  Application
29KE  Application
29KE  Application
Send To 4 29KE  Application
29KE  Application
29KE  Application
29KE  Application
Create Shortout 29KE  Application
Delete 29KE  Application
Rename 29KE  Application

%[ 29KE  Application

Details

Scan for Viruses. ..
80 ikems selected,

Total File Size: 2,24 MB
Cut

Copy

| €

¥~ You do not need to open the filelog.txt file.

3. You might see a warning regarding the number of files you are opening. Click OK.
4. Several windows will open as the files are expanded. They should close automatically,

but you might need to close these windows.

Before initializing in Office Edition, you must have a complete client/account file with Obtaining a complete
the extension .TRD containing all your clients’ names and addresses. TRD files are TRD file

included in the standard file download from VEQ, but these files might not contain all of

your clients’ names. If you initialize without a complete TRD file, account numbers will

be used in the place of missing client names.

To determine whether you have a complete client/account file, open the TRD file(s)
from your download folder using Notepad. If you do not see all your clients’ names
listed, you need to request a complete TRD file from TD AMERITRADE customer

service. Call 800-431-3500 and select option 3.
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Using the Set Country List feature

Overview

Using the Set Country List feature

This section explains how the process of security identification works during importing,
and how to set default parameters to speed the import process.

When importing securities into Advisor Workstation Office Edition, the import process
attempts to automatically map your imported securities to Morningstar-tracked
securities, allowing you to take advantage of Morningstar’s extensive research
capabilities. A number of system rules are involved in the security-matching process.
Some rules are configurable, and others are not.

Morningstar-tracked securities are stored in different security type universes (US
Mutual Fund, US ETF, US Stock, International Stock, etc.). If security type information is
provided by your import source, the process attempts to match that security to a
Morningstar security in the corresponding universe.

For example, if your import source categorizes your imported security as an Exchange-
Traded Fund, the process will look only in Morningstar's ETF universe for a potential
match. If a security is found, the process creates the mapping. If no match is found, or
if your import source does not provide a security type, the process will search across all
Morningstar universes.

Morningstar tracks securities globally. In many cases, the same security is traded on
many exchanges throughout the world. Therefore, you will occasionally receive a
“Multiple Securities Found” message in the Securities blotter. \When you encounter this
error, you can double-click on the error icon, which launches a security selection
screen. This screen displays the results of the security-matching search. Here, you can
select the security that best fits your needs.

Due to your securities trading all over the world, receiving this “Multiple Securities
Found” error over and over again can become a nuisance. Therefore, you can configure
your security matching process by manually selecting the countries where your
securities may be trading.

By default, all US users have “USA” included in their Country List. For most US users,
this means that you'll simply select “USA” from this list. If you intend to import
securities traded on exchanges outside the US, you can add other countries to your
Country List.

Overview

How does Advisor
Workstation Office
Edition recognize a
security from the import
source?

What if multiple
matches are found for a
security?
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Using the Set Country List feature Selecting the US in your Country List

To select the US on your Country List, do the following: Selecting the US in your

1. On the universal toolbar, click Import. The Import window opens. Country List

2. From the File menu, select Set Country List. The Set Country List dialog box appears.

Wic Import - Morningstar Advisor, Workstation Office Edition

File Help B4 Send us feedback

Update Profile
Hedge Fund Agreement Edit Definition Master Initialize Positions
Last Post Date

[ Set Country List
Q Select File...Set Country List

Exit
ri Act!
ez Advent Axys - positions (XML)
= Advent Axys - transactions {CLI)
4 Advisars Assistant (XML}
s AdvisorsLynx: / Orion Advisor Services (ML)

3. Check the box next to USA.

@

Import - Morningstar Advisor, Workstation Office Edition

Set Country List

Qur syskem will attempt to map your imported securities to Morningstar-tracked
securities, You can configure the security matching process by selecting the countries
where your securities are trading below, The process will pick the first match from the
selected country list according to your selected order,

Use selected countries as default countries For security matching

Country Code Country Mame s
F
Check the box next to USA
% usa, United States of America
v
Help Add | Remove Country Save + Close Cancel

4. Click Save + Close to save your changes.

Version 1.0 MAORNINGSTAR



Using the Set Country List feature Adding other countries to your Country List

To add other countries to your Country List, do the following: Adding other countries

1. On the universal toolbar, click Import. The Import window opens. to your Country List

2. From the File menu, select Set Country List. The Set Country List dialog box appears.

Wic Import - Morningstar Advisor, Workstation Office Edition

File Help B4 Send us feedback

Update Profile
Hedge Fund Agreement Edit Definition Master Initialize Positions
Last Post Date

[ Set Country List
Q Select File...Set Country List

Exit
ri Act!
ez Advent Axys - positions (XML)
= Advent Axys - transactions {CLI)
4 Advisars Assistant (XML}
s AdvisorsLynx: / Orion Advisor Services (ML)

3. Click Add/Remove Country. The Select Countries dialog box appears.

@

Import - Morningstar Advisor, Workstation Office Edition

Set Country List

Qur syskem will attempt to map your imported securities to Morningstar-tracked
securities, You can configure the security matching process by selecting the countries
where your securities are trading below, The process will pick the first match from the
selected country list according to your selected order,

Use selected countries as default countries For security matching

Country Code Country Mame s
O
F usa, United States of America
v
Click Add/Remove Country
Help Add | Remove Country Save + Close Cancel
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Using the Set Country List feature

Adding other countries to your Country List

4. Click to highlight the name of the country you want to add to the list, then click Add.

Select Countries

Available Countries

Total Countries: 247

Select Countries from Available Country list and add them to Selected Country list.

Turks and Caicos Isles
Tuvaly

US Minar Outlying Isles
US Yirgin Tsles

Uganda

Ukraine

United Arab Emirates

United States
Uruguay
| 7hekistan

v
>

Click the name of the country
you want to add, then click Add

Add Add All
Selected Countries
Total Countries: 1
United States
£
~
= Use the up and down arrows
¥ to reorder your list
< b
Remove Remove All

¥~ You can select multiple countries at once by holding down the <CTRL> key as you click on

country names.

5. To change the order of your country list, click the up and down arrows.

&~ The security matching process will pick the first match from the selected country list

according to your selected order. This creates a user-defined country filter and will cut down
on the number ‘Multiple Securities Found' errors you receive.

6. Click OK. You are returned to the Set Country List dialog box.
7. Check the box(es) next to the name(s) of the country or countries you added.

@

Import - Morningstar, Advisor Workstation Office Edition

Set Country List

Qur system will atkempt ko map your imported securities bo Morningstar-tracked
securities, You can configure the security matching process by selecting the countries
where your securities are trading below. The pracess will pick the first match Fram the
selected country list according to your selected order,

Use selected countries as default countries far security matching :

Country Code Country Mame ~
O
= T Check the box next
R United Kingelom to the country name
~
Help Add | Remowve Country Save + Close Cancel

8. Click Save+Close to save your changes.

Version 1.0
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Selecting a Price Source for Imported Transactions

Overview

Selecting a Price Source for Imported Transactions

This section shows you how to choose whether to use Morningstar's or TD
AMERITRADE's prices during bath initialization and with all subsequent imports. You
need to set this selection only once, but you must do it before you initialize a client’s
positions, or you will end up using the default setting (Use Morningstar Price).

&~ If Momingstar does not track a security, Office Edition will use the imported price. Momingstar
does not track fixed-income securities, options, closely held securities, CDs or UITs.

Also, note that this is a global setting, and will apply to all new clients. If you plan to
use Morningstar’s prices, you can skip this section and go page 11.

To select a price source for imported transactions, do the following:

1. From the Tools menu, select Settings. .. Set Default Account Settings. A dialog box
appears.

M Advisor Workstation Office

Eile Wew  Tools Reports Help : & Import : Searchfor In Securities
Edit Definition Master
Home X
— Hypothetical Illustration
= Home B
— Settings »
& Articles - = g s Set Default Account Settings
B Presenta " Set Default View Select this option
E Discussic  Market Baromater Set Default Benchmark andlerose puor
Esupport  Caloulators . T m— to choose the price source
el Plezee be aware that final = G Sl for securities when importing.
L_JEEEL manth-end numbers for all
security types (excluding & Baker Family
hedge funds), indexes, and & Dave McClellan

reports are now available for
the period ending August 31,
2007,

&5 John Baker

Top Securities in Practice|
Practice Summary
Total Active Clients Fidelity Contrafund
Total Prospects Selectsd American Sharss 5
Avg Balance Per Clisnt $25ak  D0das & Cox Incorns

2. To use TD AMERITRADE's prices, uncheck the box marked Use Morningstar Price. If
this box remains checked, the Morningstar price for securities will be used when
importing client positions.

M Advisor Workstation Office @@@

Set User Default Settings

Set user default settings here,

Reports Morningstar Default Report Settings v Uncheck this box

Tax lot methods Morningstar Default Tax Lot Methad Settingd v to use TD AMERITRADE's
Transactions Marningstar Default Transaction Settings  [w price for securities
Management faes My Fee Settings ¥ when importing.

Use Morningstar Price [

ok | [ cancel Help

3. Click OK to save the setting.

Overview

How to select a price
source for imported
transactions
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Initializing a Client’s Positions in Office Edition Overview

Initializing a Client’s Positions in Office Edition

If you are importing for the first time, you most likely need to initialize your data. The Overview
only time you do not initialize is when you have the complete history of your firm saved
in a format (delimited) that can be imported into Advisor Workstation.

Unless you have just started your practice, though, you will begin with the positions,
transactions, accounts, and prices as of a recent date. Additionally, initialization
automatically creates a user-defined security for cash, to handle the transactions of
buying and selling that take place as a result of the import process.

&~ Note: Initialization is done only once. This process establishes a position against which the
transactions will be able to post. This position will be the ending market value as of the
initialization date.

After you initialize, your data will appear on a series of import blotters showing you the
accounts, positions, transactions, prices, and securities for your clients. You will need
to review the data on the blotters for errors before posting to your practice.

Blotters are accounting spreadsheets where information is listed for your confirmation What are blotters?
before importing. When viewing the blotters, you can search for and correct errors

before posting the data to your practice. Office Edition has the following six import

blotters:

* Accounts

* Positions

* Transactions

* Prices

* Securities, and
* Reconciliation.

During initialization, you need to review only the Transactions and Securities blotters for
specific items. These are discussed below.

When the import blotters first appear, and when you toggle from one blotter to another, Navigating and saving in
it is important to wait until the blotters have completely loaded before clicking in them. the blotters

When the status bar at the bottom of the screen disappears and the toolbar icons are

no longer grayed out, the blotter is loaded.

After making changes to a blotter, be sure to save your work by clicking the Save icon
at the top of the blotter window. If you do not save your work in one blotter and you
navigate to another blotter, your changes will be lost.

Version 1.0 MORMNESTAR r



Initializing a Client’s Positions in Office Edition Importing for the first time (Initializing)

To initialize positions, do the following: Importing for the first

1. From the toolbar at the top of the Office Edition window, click Import. The Import time (Initializing)
window appears.

2. Check the box next to TD Waterhouse.
3. On the Action Shortcuts toolbar, click Initialize Positions.

Wi Import - Morningstar Advisor, Workstation Office Edition

File Help B4 Send us feedback

B View Blotter B Edit Definition Master Initialize Positions | B Refresh Local Database

] Interface Marme Last Custads

Last Cus ke | i Caisemty On the Action Shortcuts toolbar,
click Initialize Positions
W1 TD Waterhouse 1/11/2008 1/11/2008 Custadian ~
ez Microsoft Excel - transactions 1241042007 Spreadsheet
= Morningstar Principia - positions (ML)  11/5/2007 Morningstar Product
4 Fidelity Advisor Channel - transactions  10/22/2007 10/22/2007 Custadian

4. The Import dialog appears. From the File Name field, select the folder on your computer
where you have saved the files you exported from TD AMERITRADE VEQ.
5. Select the date to begin.

¥~ Note: You can also click Get earliest date if your files are complete from that date forward.

@

Import - Morningstar Advisor, Workstation Office Edition

Ameritrade

Download the data From Ameritrade, Specify the location of the downloaded files, Choose a Start and End Date
to import files that were downloaded before today, Select all available files {recommended) or only those files
that you wish ko import,

File Mame | il | @
e — Click here to use
te e ata pualiable — the earliest date available.
|:| 1 | Account File
|:| 2 | Position File
|:| 3 | Security File
v
< ¥
Help Initialize Cancel

Version 1.0 MORMNESTAR 1



Initializing a Client’s Positions in Office Edition Reviewing the Transactions blotter for errors

6. Click Initialize. You are taken to the import blotters, which are divided into the following

categories:

* Accounts

* Positions

* Transactions

* Prices

* Securities, and
* Reconciliation.

= When initializing, only the Accounts, Transactions, Prices and Securities blotters will be
populated. The Reconciliations blotter might have data at this point, but you can ignore it.

When the import blotters appear, the Transactions blotter should be selected by
default. For some custodians, recently traded but not yet settled securities appear as
failed transactions after initialization.

Do the following to check for and correct errors on this screen:

1. Wait for the blotter to load. When the status bar goes away and the toolbar is no longer
grayed out, the blotter is loaded.
2. Double-click the Status column header to check for errors.

¥~ You might need to double-click the header again to re-sort and display errors at the top of the
list.

3. If you see a red error symbol in this field, scroll to the right and review the Error
Message field. When an error message states “Not enough shares to post against,”
confirm these transactions are in fact sales by consulting TD AMERITRADE's records or
client statements.

4. Check the box next to the transaction(s).

5. Click the Delete icon on the toolbar.

To confirm that a cash position will be entered in the system for all subsequent import
transactions, do the following:

1. Select Securities from the left side of the Import screen.

2. Wait for the blotter to load. When the status bar goes away and the toolbar is no longer
grayed out, the blotter is loaded.

3. Sort by Security Type by double-clicking the Security Type column header.

4. Look for a Security Type of Cash and a Security Name of CASH. If this is not present,
skip the “Creating a New Portfolio Accounting System Setting” section on page 17. You
will need to complete that step in the process after you have done your first import, at
which point the CASH position should be properly entered.

Reviewing the
Transactions blotter for
errors

Reviewing the
Securities blotter for a
cash position

Version 1.0 MCORNINGSTAR
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Initializing a Client’s Positions in Office Edition Reviewing the Securities blotter for holdings with the wrong security type

Some security types might not have mapped properly. For example, options or VA's Reviewing the
might be mapped to Other, or CDs might be mapped to Cash. Securities blotter for
I . holdings with the wrong
To resolve mapping issues, do the following: .
security type

1. On the Securities blotter, click in the Security Type field for an item that is mapped
incorrectly.

2. Select the correct security type from the drop-down list that appears. That mapping
will now be used for that security in all accounts where it is used.

3. Click Save. Your changes are saved.

&~ VA's will not be mapped during import. In addition to changing the security type from Other to
VA, you must manually map them by clicking the magnifying glass in the Morningstar Mapped
Holding column in the Securities blotter.

Version 1.0 MORMNESTAR 1



Initializing a Client’s Positions in Office Edition

Reviewing the Securities blotter for double-mapped securities

To ensure that all of the securities have mapped to the correct holdings in Office
Edition, do the following:

—_

Select Securities from the left side of the Import screen.

2. Wait for the blotter to load. When the status bar goes away and the toolbar is no longer
grayed out, the blotter is loaded.

3. Double-click the Status column header. If you see a red triangle here, the system is

telling you that a security from TD AMERITRADE VEQ is being mapped to two securities

in Office Edition. You must decide which security to use.

"~ You might need to double-click the header again to re-sort and display errors at the top of the
list.

4. Double-click the red triangle. A new window appears.

M Import - Morningstar Advisor Workstation Office Edition

File Reports - Search for -| Go
Blotter
E Accounts © [ Post to Practice S Mew Transaction | X Delete 9 Save ¥4 sav
= FPositions
E Transactions E= Edit Definition Master
E Pricas r Ststus  Security Name Tickar cl
= securitiss
= Recanciliation
ri a
ez a MONTGOMERY INTERNATLGROWT MNIGX 6
rs CERTIFICATES ACCRUAL TREAS 1 Double-click this icon
a4 BANKERS TR CORP  SUB NT 0 f
to correct the mapping
s MICHIGAN ST TRUNK  LINE REV 5 . .
e WEST BLOOMFIELD MICHSCH DIS ] for this security.
rz BOEING CAF CORP SR MTH BE 0
s GOWERNMENT SECS TR J-1 3
(] BLACK & DECKER CORP NT 0
1o CBS INC NT 1
1 WhX TECHNOLOGIES INCSR NT g

5. Check the box to the left of the item to which you want to map the security. If the proper
match is not listed, click Save As User Defined. The holding will be saved as a user-
defined security.

Import - Morningstar Advisor Workstation Office Edition

Select the matching security here
Multiple matchings has been Found For the Follawing securities, please select the proper security to be
matched and dlick on "Save Close".
Morningstar Ticker Morningstar Mapped Mame Cusip Curr A
D 1 Munder Focus Growth C B26124499 ust
2 Mundar Large-Cap Grovwth Il 626124433 usor
L
Check the box
to the left of the item
to which you want
to map the security
3
< >
Help Sawe As User Defined 0K Cancel

6. Click OK. The new window closes, and the red triangle no longer appears on the
Securities blotter.
7. Click Save.

Reviewing the
Securities blotter for
double-mapped
securities
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Initializing a Client’s Positions in Office Edition Posting initialized positions to your practice

After you have reviewed the blotters and corrected the necessary items, do the Posting initialized
following: positions to your
. . . , practice
1. From any of the blotters (except Reconciliation), click the Post to Practice button. This

posts the information from all blotters and creates the clients and transactions. The
process could take several minutes.

"~ You do not need to check the box next to an item’s name to have it post; all items will post
automatically when you click Post to Practice.

M Import - Morningstar Advisor Workstation Office Edition

File © Search for - Go
Blotter
E Accounts ‘ Post to Practice E Wew Transaction X Delete I Save ¥ sav
B Positions
E Transactions E= Edit Dhafim
B Setios m|SEED | e ™ After making corrections,
H Reconcilistion click Post to Practice
ri 226801972668 FID DIVIDEND GROWTH FI
r: 226801972668 FID SM CAP INDEPEND FI
rs 226801972668 FIDELITY EMERG MRKTS FI
r4 226801972668 FIDELITY EXPORT & MULTIMATI FI
s 226801972668 FID INTL DISCOVERY F
e 226801972668 FIDELITY INT'L VALUE F
rz 226801972668 FID REAL ESTATE INVS FI
rs 226801972668 FIDELITY SMALL CAP RETIREMEN F:
res 226801972668 FID SEL DEFENSE F
I in 226801972668 FIDELITY SOUTHEAST ASIA F
C i1 226801972668 FIDELITY SELECT BROKERAGE F:

A confirmation message appears, informing you that the import data was successfully
posted to your client accounts. Click OK.

%~ You might instead see a message that reads “The data in the following blotter(s) haven't
posted completely: (name of blotter)”. When you click OK, unposted data appear in the
blotters. Check the blotter referenced in the message and check for errors.

Go to the Practice tab in the main Office Edition window, and confirm that the client and
account data is now present.
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Creating a New Portfolio Accounting System Setting Overview

Creating a New Portfolio Accounting System Setting

After initializing, but before you import client data, you need to create a new Portfolio Overview
Accounting System setting called Import. This allows for any manual transactions you

might post to an imported account to not automatically update dividends and stock

splits.

"~ If you have transaction accounts that you do not import, you can set the appropriate system
setting for handling dividend, splits, etc., at the account level. Contact Morningstar’s support
desk with any questions.

You cannot perform this step if a CASH position was not created as part of the
initialization process. If a CASH position was not created, this might be because the
accounts had no unsettled cash on the date of initialization. You will have to return to
this section after your next import from TD AMERITRADE VEQ.

To create a new Portfolio Accounting System setting, do the following: How to create a new
Portfolio Accounting

1. From the Home tab in Office Edition, select the Settings page.
2. Under the Portfolio Accounting System Settings area, click once on Reports, Tax Lot
Methods, Transactions, Management Fees. The Settings pop-up window appears.

System setting

uﬁ Advisor Workstation Office

File  Mew Favorites  Toaols Reports  Help & Import E[Pr\ce Manitar Search for In Securities * Go

Home

H Home
E articles + Commentary
= Presentations

H Discussions Assistant Management Reports, Tax Lot Methods, Transactions, Management Fees
H Support + Training

(]

Personal Settings Portfolio Accounting System Settings

H Settings

[ Document Library q Email Server Settings

@ Preference Settings page.

3. From the toolbar, click New Setting...New Transactions Setting.

ﬂﬁ Advisor Workstation Office

File Help Search for In This View v Go
Action = MNew Setting |+ Mew Disclosure - @ Export |§|Print
r Mew Reports=SetHmT . )
Mew Tax Lot Methods Setting Select this option.
ri | Mew Transactions Setting
r:z 1 Mew Management Fees Setting
r s Morningstar Default Report Settings
ra Mew Zealand Default Report Settings
s UK Default Report Settings
e Irmport
rz Morningstar AUS Default Transaction Settings

B Activitics Click once on this
E Morningstar Investment Option from the
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Creating a New Portfolio Accounting System Setting How to create a new Portfolio Accounting System setting

4. Inthe Setting Name field, type Import.

¥~ You can name the setting anything you want, but it is recommended to name it Import so it is
clear this setting should occur only for accounts you are importing.

ﬂ{ Advisor Workstation Office - \EIE\
Transaction Setting

Enter Transaction setting details here.

Setting Type v
Setting Name  Tmpor] —
(50 characters maximum) Type Import
0
Record corporate actions for holdings:
[ autamatically record distributions
I” | automatically reinvest dividends
™ Automnatically reinvest capital gains
™ automnatically record splits
For Settlement ()5 Trade Date ~

Date

Hote: Checking the sbaove boxes ko record corparste actions will nok post
these corporste action transactions ko your sccounts sutomstically, You
would have to open your accounts then click an "New Transaction® Which
will show you the transactions that have been recorded, and dick on "Rast
to Account” to post these transactions,

Help Save + Close Cancel

5. Inthe Default Cash Symbol field, click the magnifying glass icon. The Add Default Cash
Symbol dialog opens.
6. Click the Within drop-down and select User Defined Cash.

within [maney Market Funds v/
WMoney Markst Funds
Find By Out of Pocket
Gn

Click the Within drop-down and select User Defined Cash.

Available Records

Total records:

Jump to record name:

Help ok Cancel

7. Click Go.

In the Available Records box, select CASH.

9. Click OK. You are returned to the Transaction Setting window. Do not select any check
boxes on the dialog box.

10. Click Save + Close.

11. Click OK when the save confirmation message appears.

12. Close the Settings window.

o
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Creating a New Portfolio Accounting System Setting How to apply the new transaction setting

To apply the import transaction setting you created, do the following: How to apply the new

1. From the toolbar at the top of the Office Edition window, click Teols and select transaction setting
Settings...Set Default Account Settings. The Set User Default Settings window

ﬂﬁ Advisor Workstation Office

File MNew | Tools Reports Help & Import Search for In
= Edit Definition Master From the Tools menu, select
ome i i
Hypothetical Tlustration Settings...Set Default Account Settings
E Home . .
— Settings 3 -
& Articles - : a Set Default Account Settings %
E Presenta Find 4 Set Default View
E Discussic Market Barameter Set Default Benchmark
E Support Calculators 4 [
FH Sattina Colos ERRERY
appears.

2. Click the Transactions drop-down menu and select Import.

ﬂﬁ Advisor Workstation Office

Set User Default Settings

Set user default settings here,

Reports Morningstar Default Report Settings l]

: e Click the Transactions drop-down
Tax lot methods Morningstar Default Tax Lot Method Settlngsl] menu and select Import
Transactions Morningstar Default Transaction Settings ﬁ—

Management fees Morningstar Default Transaction Settings

Import
Use Morningstar Price v %

(o174 Cancel Help

3. Click OK.
4. Click OK when the confirmation message appears.
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Ongoing Importing from TD AMERITRADE VEO Overview

Ongoing Importing from TD AMERITRADE VEO

This section explains how to import data from TD AMERITRADE VEQ after the Overview
initialization has been done and the Portfolio Accounting System setting has been
created and applied.

&~ Remember, if a CASH position was not created as part of the initialization process, you will
have to return to the “Creating a New Portfolio Accounting System Setting” on page 17 after
your next import.

To import data from TD AMERITRADE VEO, do the following: Importing from TD

1. From the toolbar at the top of the Office Edition window, click Import. The Import AMERITRADE VEO

window appears.

2. Double-click TD AMERITRADE. The Import dialog opens.

3. Select the folder on your computer where you saved the files you exported from TD
AMERITRADE VEQ.

4. If this is your first import after initialization, in the Start Date field, enter the date after
initialization.
&~ For example, if you initialized as of January 15, 2007, your start date should be 01/16/2007.

5. If this is not your first import after initializing, in the Start Date field, enter the date after
your last end date.

&~ Keep track of the date ranges for your imports so you do not enter the same date more than
once. If your start date is the same as or earlier than your last end date, this will create double
entries and the accounts will be out of balance.

6. Select an End Date. It is recommended that you not import more than a week’s worth
of transactions at a time.
7. Click OK. The information will now appear on the import blotters.

After the files are imported to the blotters, you need to review each blotter to ensure all Reviewing the import
of the data posts correctly. blotters

All blotters now have information, except for Accounts, which has information only
when a new account is being created. If you see any accounts you previously imported,
it is possible those accounts were copied, or the account numbers were changed.
These accounts might need to be re-mapped in order to ensure the transactions post
with the correct account. Please contact our Support Desk with any questions
concerning mapping clients.
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Ongoing Importing from TD AMERITRADE VEO

Reviewing the Securities blotter

Review the Securities blotter to ensure all security types are correct. Change any Reviewing the
security types (Other) to the appropriate type, if applicable. To change a security type, Securities blotter

do the following:

1. Click in the Security Type column. A drop-down menu appears.

i
FEile Reports

Blotter

H Accounts

H Pasitions

H Transactions
H Prices

H Securities

H Reconciliation

Search for - Go B Send us feedback

REE|

Paost to Practice S New Transaction | X Delste [ Save ¥ Save + Close E Export %Pr’mt

E= Edit Definition Master

C Status  Security Hame Ticker CUSIP Security Type  Pric
| ] AYERY DEMNISON CORP AT -,J Mar 4
s AMERIC inl i 7 Closed End  h§ ~
E Click in the Security Type e

18 CITIGR column and select the correct type. Separate Account
16 AMERT
17 CHEVRON CORPORATION Wi

<

al o # A B C D E F G H I 1 K LM MNP @ R 5 T U Y W ¥ ¥ Z2
TotaliS6 B/ selected: 0

2. Click the on the appropriate type. The selected type populates the cell.

3. Click Save.
Review the Transactions blotter to see if any transactions were rejected. Double-click Reviewing the
the Status column header to determine if any transactions were rejected. You might Transactions blotter

need to double-click the header again to re-sort the column and display error messages
at the top of the list.

Transaction types and amounts can be edited on the blotter, but some fields cannot be
edited. These transactions might need to be deleted and manually entered from the
Account screen under the Practice tab. A transaction could be rejected because:

* The custodian did not properly code the transaction

* Advisor Workstation does not recognize the code being sent from the custodian, or

* The transaction code from the custodian requires manual intervention (a transaction
that might impact cost basis, etc.).

&~ Note: Be sure to save the edits you make prior to posting the transactions. Without saving,
the changes will not be processed.
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Handling Reconciliations after Importing

Overview

Handling Reconciliations after Importing

In this section, you will learn how to use the Reconciliation blotter to resolve
transactions that are out of balance.

Once the import blotters are loaded, click Reconciliation on the left side of the Import
screen. The Reconciliation blotter opens.

&~ Reconciling the positions you are importing could take several minutes, depending upon the
number of transactions and positions in your practice.

All positions are displayed on the Reconciliation blotter. All out of balance (O0B)
positions are at the top, sorted by largest first, and highlighted either in red or blue.

ltems in red indicate that the custodian recognizes a position, but Office Edition
recognizes a different position (either no position or just different).

[tems in blue indicate that Office Edition recognizes a position, but the custodian does
not. This occurs with some custodians with cash.

To edit a posted transaction in the Reconciliation blotter, do the following:

1. Right-click the specific exception and select View Transaction.

2. A new window opens, displaying both posted transactions (transactions previously
posted) and pending transactions (those transactions that are in the transaction blotter,
but not posted to the accounts).

= You can also log on to TD AMERITRADE VEO and compare their record of transactions to
Office Edition’s to find discrepancies between the two systems.

3. You can edit posted transactions from the Reconciliation blotter, but not pending
transactions (See “Editing pending transactions in the Reconciliation blotter” below). To
edit a posted transaction, right-click the exception and select View Transaction.

Wic Import - Morningstar Advisor, Workstation Office Edition

Overview

Reviewing the
Reconciliation blotter

Editing posted
transactions in the
Reconciliation blotter

File B Send us feedback

Blotter
HE Accounts E= Reconcile Historical Date E Export l,ElPrint
E P05|t|0ns. ] Client Account Account Halding
E Transactions Murnber . . .
& Prices Right-click an exception
H securities [T 1931 Gravestar Incorporat 671130460 oo caTerRPILLAR FINL 4 fand click View Transaction

=T o
I Reconcilistion [T 1932 Gravestar Incorporat 671130460

[T 1933 Gravestar Incorporat 671130460 671130460 CASH

[T 1934 Ben Achbar Educ 671131520 671131520 CASH
[T 1935 Arlington Street Ven 671201146 671201146 CASH

L R T T T FmAd A P e

<

Total 1951 By Selected: 0

PITMEY BOWES CR C

al # A B C D EF & H I 1 K LM®MNSPRP QRS T UL W W R Y 2

v
>
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Handling Reconciliations after Importing Editing pending transactions in the Transactions blotter

4. Posted transactions open in a new window. Right-click the transaction and select Edit.
rﬂ( 671130460 account - Gravestar Incorporat
File Help B Send us feedback
Account
g Posted Transactions & Export | i24Print
E Pending Transactions r Security Name Security Symbol  CUSIP Security Type Right-click the
transaction and
M CATERPILLAR FINL _SWC= CORP 14511RAF6  Fixed ncome A | K Edit
| CATERPILLAR FIML e P 14911RAFG Fixed Income
Delete < IS &
AII*ABCDEFGﬁKLMNOPQRSTUUWXVZ
Totaliz By Selected: 0
5. The transaction opens in a new window. Make your changes and click Save and Close.
6. You are returned to the Transactions window. Close it by clicking the red close icon or
selecting Close from the File menu.
7. You are returned to the import blotters. Click Reconciliation again to refresh the blotter
and display your changes.
8. When importing a date range, you are also able to select past dates to which to
reconcile by clicking Reconcile Historical Date. This allows you to better determine
when the 00B occurred and why.
&~ Note: You can reconcile historical dates only as far back as the date range you imported. For
example, if you imported from 03/01/2007- 03/31/2007 during a session, you can view the
Reconciliation blotter only between those dates.
9. After all issues have been reconciled, click on any of the other blotters.
10. Click Post to Practice.
11. A dialog appears, confirming that the data has been posted. Click OK.
&~ You might receive an error message stating that data has not posted. Click OK and you are
taken to the Transactions blotter. Scroll to the right to the Error Message column to review the
cause of the error.
You can only edit pending transactions in the Transactions blotter. To edit a pending Editing pending
transaction, do the following: transactions in the
1. Click Transactions on the left-hand side of the Import screen. The Transactions blotter Transactions blotter
opens.
2. Edit the transaction type, transaction date, amount, number of shares, and/or
price.
3. Once you have made your edits, on the Action Shortcuts toolbar, click Save.
4. Click Reconciliation to re-open the Reconciliation blotter and view the results of your

edits.
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Handling Reconciliations after Importing

Adding transactions from the Reconciliation blotter

You might need to add a transaction to bring your accounts into balance. To add a

transaction from the Reconciliation blotter, do the following:

1.

Blotter

E Accounts

E Positions r

E Transactions

E Prices

g Securities I 1932

HE Reconciliation [ 1933
[ 1934
™ 1935
[ 1938
— qnn

E= Reconcile Historical Date

Right-click an exception and select View Transaction.

Wic Import - Morningstar Advisor, Workstation Office Edition

File B Send us feedback

& Export §SJPrint

Client Account

Gravestar Incornnrat

A711304A0

Adding transactions

from the Reconciliation
blotter

Right-click an exception
and click View Transaction

ransackion

Gravestar Incon

Ben Achbar Educ 671131520
Arlington Street Ven 671201146
Francine Achbar 671214167
e i AL P

< |

Account Halding

Murnber

671130460 PITMEY BOWES CR C %
671130460 CASH

671131520 CASH

671201146 CASH

671214167 CASH

>

al # A B C D EF & H I 1 K LM®MNSPRP QRS T UL W W R Y 2

Total: 1951

Ev/ Selected: O

v

Account

E Posted Transactions
HE Pending Transactions

r

01
ez

Al# & B C D EF G HTI JHKLM®MBMOGPRPOQRSTUYWHY Z

Total: 2

ﬂﬁ 671130460 account - Gravestar Incorporat

File Help B Send us feedback

. A Export | ¢S4Print

Security Mame

PITMEY BOWES CR CORPNT Edit

Security Symbal  CUSIP

A new window opens, displaying both posted transactions (transactions previously

posted) and pending transactions (those transactions that are in the transaction blotter,
but not posted to the accounts).
Right-click a transaction and click New:.

Security Type

T724477ARS Fixed Income

AT TORD Elwed Iocome

Right-click a transaction
and click New.

PITMEY BOWES CR CORPNT M
¢ Delete

Ev/ Selected: O

>

4. The Transaction Wizard opens with the Security Name, Client Name and Account

Name fields populated.
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Handling Reconciliations after Importing Adding transactions from the Reconciliation blotter

5. To change the security, in the Security Name field, click the magnifying glass icon.

ﬂﬁ Advisor Workstation Office

Add one or more transaction, After entering details for each transaction, click "Post to Account” or "Save + New" or "Save
+ Close", When you are done entering transactions, click "Exit".
Wie are using base currency for Price, Amount, Commissions and Fees, data will be converted into system currency after
posted to account,
Security Mame PITHEY BOWES CR CORPNT @
Client Mame Gravestar Incorporat ﬂ Account Marme 671130460 ﬂ
Symbol/CUSIP ﬂ Security Type Fixed Income
Transaction Type Select l]
Help Post To Account | Save + Mew | Save + Close | Exit 3

6. The Add Security dialog opens. Locate the security and click OK.
7. Click the Transaction Type drop-down and select the transaction you want to add.

ﬂ[ Advisor Workstation Office

In the Security Name
field, click the
magnifying glass icon.

8. More data fields appear. The fields vary, depending on the transaction type selected. Fill
in the blue fields.

9. Click Save+Close to save the transaction and return to the Transactions blotter or
Save+New to save the transaction and add a new transaction.

Add one or more transaction, After entering details for each transaction, click "Post to Account” or "Save + New" or "Save

+ Close", When you are done entering transactions, click "Exit".

Wie are using base currency for Price, Amount, Commissions and Fees, data will be converted into system currency after

posted to account,

Security Mame Apple, Inc, ﬂ

Client Mame Gravestar Incorporat ﬂ Account Marme 671130460 ﬂ

Symbol/CUSIP AAPL ﬂ Security Type Stocks

Transaction Type Select w
Select ~ Select the
Buy % transaction type
Sell =
Distribution
Distribution Reinvest
Split
Sell Short v

Help Post To Account | Save + Mew | Zave + Close | Exit 3
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Handling Reconciliations after Importing Deleting transactions from the Transactions blotter

You might encounter duplicate transactions in the Transactions blotter. To delete a Deleting transactions
transaction from the Transactions blotter, do the following: from the Transactions
blotter

1. Check the box to the left of the transaction.
2. On the Action Shortcuts toolbar, click Delete.

Wi Import - Morningstar Advisor, Workstation Office Edition

File Search for * Go
Blotter
E Accounts \ 3 Post to Practice IS New Transaction | X Delete|| On the Action Shortcuts toolbar, click Delete
E Positions - . —
g Trfansactions E= Edit Definition Master
H Prices r Status  Account » Holding Hame
E Securities Hurnber
E Reconciliation
ri ®01578304 EXAON MOBIL COR
Wz »01578304 FIDELITY MUNICIPA)

3. Adialog appears, asking you to confirm that you want to delete the transaction. Click
OK. The transaction is removed from the blotter.
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Troubleshooting Import Issues

Overview

Troubleshooting Import Issues

You might encounter a variety of issues when importing data. This section walks you
through five common scenarios:

* Dealing with a client’s cash position during the import process

* Resolving issues related to an institution’s proprietary ticker symbol for a security
* Correcting errors that occur as a result of a date being skipped during importing
* Manually entering transaction types, and

* Handling investment name changes.

Office Edition is a trade date system. Due to this, we use cash as an offset to every
transaction that is generated by the custodian. This is to ensure the market value is
correct on trade date. Office Edition credits cash to an account on the trade date for
each sale, and dehits cash to an account for each buy.

Office Edition also credits cash first for any deposits from a client into an account, as
well as from cash interest and dividend payments. Fees are always taken from cash.

Do not delete cash transactions or cash holdings. This will cause an out of balance
situation in your account, and will impact performance measurement.

Some custodians market a certain class of mutual fund that is unique to their firm. In
other words, XYZ mutual fund might allow Schwab to market a fund that is specific to
their investors, which might have the load waived.

This type of security is imported with a different, user-defined ticker. No user-defined
ticker can appear on a Quicktake report. Therefore, these securities need to be mapped
to a security recognized by Office Edition. You can do this when importing the securities
from the custodian. Do the following:

1. Click on the Securities blotter.
2. Scroll to the Morningstar Mapped Holding column.

Overview

Working with cash
positions when
importing

Troubleshooting issues
with a unique share
class
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Troubleshooting issues with a unique share class

Troubleshooting Import Issues

3. Double-click the magnifying glass icon.

Wic Import - Morningstar Advisor, Workstation Office Edition

File Reports Search for  Go B4 Send us feedback
Blotter
HE Accounts Post to Practice S Mew Transaction | X Delete P Save ¥ Save + Close
E Positions =
B Transactions & Export SJPrint | E= Edit Definition Master
H Prices r Status  Morningstar Maorningstar Mapped Hame
E Securities MalFéPEd
E Reconciliation Halding
r: Qﬁ A
0= @y
O3 ABNDY @ |smerican Funds Bond Fund of Amer &
4 ABT @ |abbott Laboratories
[Os ACREX @ |van Kampen Real Estate Secs A
s ACY @, | Double-click the magnifying glass
Or aGTHX @ | to map aholding to a mutual fund
s AHITH @, American Funds American HIIne 1 &
[ il AuTEY @B Acncvican Eunde Acaacinan Ui Tne Te © b
>
al# &4 B ¢CDDEF GHIJELMBMOPRPOGQERSTUWWREY Z
Total: 56 wSeIected: o

The Find Securities dialog opens. Click the Within drop-down and select Open End
Funds.

Locate the fund whose performance you want to map to your user-defined security.
Highlight the desired fund and click OK. The Find Securities dialog closes and the
Morningstar Mapped Holding and Morningstar Mapped Name columns are populated.
Click the Save icon at the top of the blotter window to save your mapping.
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Troubleshooting Import Issues

Troubleshooting a skipped file date

Skipping a date when importing causes your accounts to be out of balance. For
example, if you import from 03/01/2007 to 03/03/2007, and then from 03/08/2007 to
03/10/2007, you will be out of balance for all of the days you skipped.

To determine if you have skipped a date, do the following:

1. Click on the Reconciliation

blotter.

2. Right-click an exception and select View Transaction.

(|8 Import - Morningstar Advisor Workstation Office Edition

File Reports B Send us feedback
Blotter

E Accounts - B Reconcile Historical Date E Export KSyPrint

H Positions r client Account Account Helding

HE Transactions Wurnber

H Prices

H Securities r DUGS 61079413 61079413 Sweep Account A

B Recondiliat N

= Reconciiabion) r: CHARLE 51376926 51376926 US TREAS BILL 1!
s TAMES 43431000 43431000 Sweep Account
4 HAROLD TEATER BA77A000 BA77A000 FRANKLIN CA HIGH
s TAMES Rioht-click i " 43431000 ABBOTT LABORATY
s aary ep] MINCC I'C an excep I,On an 00112000 WAN KAMPEN REAL
= nov e SEIECE View Transaction nn112n00 AEDACENTIY A Y

X

al # 4 B ¢ D E F G H I 1 K L MMM o P Q R S T U W W & ¥ 2
Totali122 By Selectad: 0

3. Check the posted transactions against the custodian’s records. If you find transactions
that have posted according to your custodian, but have not posted or are pending in
Office Edition, you might have skipped a date.

4. Follow the steps for ongoing importing (see Importing from TD AMERITRADE VEO on

page 20) and enter the skipped date as both the start date and the end date.

Some transaction types received from TD AMERITRADE VEO might not be recognized
in Office Edition. Therefore, you might need to process certain transactions to balance

your positions.

Transaction exceptions might also be due to corporate actions (spin-offs, stock
mergers, reverse stock splits, etc.) that must be manually entered. For a complete list
of transaction types available in the Transactions blotter, see the “Transaction Types”

topic in Office Edition Help.

Troubleshooting a
skipped file date

A note on transaction
types
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How investment name changes are handled for user-defined securities

Troubleshooting Import Issues

When a name change occurs on a Morningstar-tracked security, Morningstar updates
the ticker and/or CUSIP number, usually within a week. Once the update is done, you do
not need to manually update the ticker and/or CUSIP

However, when a name change occurs on a user-defined security, you must edit the
CUSIP and/or ticker. To change the name of a user-defined security, do the following:

1. From the main Office Edition screen, click the Tools menu and select Edit Definition
Master. The Definition Master opens.

2. Inthe left-hand column, click Securities.

3. Click in the Symbol and/or CUSIP column(s) and enter the new information.

VI Definition Master - Import - Morningstar Advisor, Workstation Office Edition

File Help B4 send us feedback

Definition Master

» B8 Security © Action + & Security Wizard £ Add Rows [ Save M Export | ¢SPrint
HE Securities
HE Security Types r
E Security Mappings

H Price Saurces r MFS M& INVESTORS TRUST Mutual Fund
HE Asset Classes

Marna Security Type Symbaol cusip

= re: MFS STRATEGIC WALUE FUND Mutual Fund MSUEZ
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4. Click Save. You can now close the Definition Master.
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Troubleshooting Import Issues How investment name changes are handled for user-defined securities

When the name of a user-defined security changes to the name of a security followed
by Morningstar, you can map the security in the Definition Master. To map to the
Morningstar-tracked security, do the following:

1. From the main Office Edition screen, click the Tools menu and select Edit Definition
Master. The Definition Master opens.

2. In the left-hand column, click Security Mappings.

3. Scroll to the right and click in the Use As Substitute column next to the security and
select Yes.
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4. Click on the magnifying glass icon in the Morningstar Ticker column. The Find
Securities dialog box opens.

5. Locate and select the Morningstar security.

Click OK.

7. Click Save. You can now close the Definition Master.
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