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Importing Client Transaction Data

from Fidelity Advisor Channel

This document provides an overview of the steps required to begin importing transaction
data from Fidelity Advisor Channel into Morningstar Office. These preliminary steps include:

Obtaining the necessary files from Fidelity

Applying the correct currency and exchange filters within Morningstar Office

Creating initial positions at the chosen starting date

Creating and applying transaction settings.

Once these steps have been completed, you are ready to begin importing transactions. A brief
overview of the ongoing importing process is provided.

oL =

%~ Morningstar highly recommends that you begin importing with the help of a Morningstar Import
Specialist. Call the Support team at 1-866-215-2503 for more details if you have never imported
from this source before.

For advisors who wish to save the time and trouble of daily importing and reconciliation,
Morningstar is pleased to offer the option of outsourcing these tasks to our Back Office
Services team. Working directly with you to define and meet your needs, Morningstar’s
BOS team will operate as an extension of your internal staff, under your direction and terms.

If you are already using another portfolio management system and are making the switch to
Morningstar Office, there is no need to start over from scratch. Morningstar's Data
Conversion Team can transfer the entire database of client transactional history contained in
your previous system into Morningstar Office, allowing you to begin running in-depth
historical performance reports.

Click here to fill out a quick survey and receive an estimate for back office services or data
conversion. To learn more, dial 1-866-685-4494.

Introduction

Saving Time with
Morningstar
Back Office
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Your Previous
Portfolio
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Obtaining Data Files from Fidelity Advisor Channel

Overview

Obtaining Data Files from Fidelity Advisor Channel

Before your import session with a Morningstar representative, you will be responsible
for obtaining the necessary files by setting up a daily export Profile within Fidelity
Advisor Channel. This will ensure that files are generated daily and saved in a folder on
your computer to be imported into Morningstar Office.

Additionally, users of Fidelity Advisor Channel 7.0 may wish to take advantage of the
historical data that is available. This includes position and transaction files dating back
90 days. If you are using Fidelity Advisor Channel 7.0 and wish to import this historical
data into Morningstar Office, we ask that you also export your earliest available position
file in preparation for your first import session.

The process for setting up a daily Profile, as well as exporting a historical position file, is
summarized below. For additional assistance, please contact Fidelity Advisor Channel
at 1-800-523-5518.

You will need to configure Fidelity Advisor Channel to download and export daily files in
the correct format. Proceed according to the instructions below.

1. Create a file folder on your computer where your Fidelity files are to be stored.
2. Log into the Fidelity Advisor Channel application.
3. For users of Fidelity Advisor Channel 7.0, from the Systems menu, select Profiler.

+L2Fidelity Advisor CHANNEL
 File Edit | Systems | Termsof Use  ‘Window Help
§ Accounts Preferences

Ei Advisor Channel Setup

-

Forms Library Setup

E Accourt 5 alances

S GMumber Database ¥ Sroup ﬁ
Connect to Fidelity -
Prafiler |
Export Historical Positions and Prices
Change PIN
Request Prior Day Allocaitons
View Profile Status :ﬁc the

Download Status

Communication Log

Software Downloads/Documentation

Fidelity]|

For users of Fidelity Advisor Channel 6.8, from the Interface menu, select Profiler.

Overview

Creating a Daily Export
Profile within Fidelity
Advisor Channel
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Obtaining Data Files from Fidelity Advisor Channel Creating a Daily Export Profile within Fidelity Advisor Channel

4. Inthe dialog box that appears, click Add to create a new daily export profile.

=10l x|

— Profile Downloads — Profile Scheduler
Export Trade Blotter ' —Display
Standard Download —_—
[~ Monday [ Tuesday [ Wednesday [ Thursday W Friday
Exdit.... |
[ Saturday [ Sunday
[elete |
Days of Week | Start Time | Description | GMumber | Usger
Copy |

B fav. |

Database Backup Profile Irsert ity Delay Femave

5. Type a name for the new profile in the Profile Name field.

Interface Profile Wizard 2=l

Interface Profile ‘Wizard

The Advizor CHAMMEL hasz functionality which allows you to download information, impart
data, and expart information in multiple formats at the same time.

To do this, a profile is created where you can select the different Import and Export drivers
you wizh to utilize az well az what individual records [i.e.:accounts, orders, balances, etc.]
you want ta import or export.

To start this wizard, first enter the name of the profile in the edit box below. Then press the
Mext button [>>] and we'll take you through the steps.

*f'ou can leave the wizard without zaving at any time by pressing Cancel. To zave without
completing the wizard, just press the Finish buttan.

Prafile Mame: IMomingstad

% | ¥ | Eitiizk Cancel

6. Click >> to proceed to the next step.
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Obtaining Data Files from Fidelity Advisor Channel

Creating a Daily Export Profile within Fidelity Advisor Channel

7. Inthe next window, leave all boxes unchecked and click > > to proceed.

2|
Accounts |Gmups| Modelsl Ordersl BIocks;‘AIIocationsl
II_ Import Accounts
Path: IE:\Program Filez\Fidelity Investme Browse... |
Filename: Iaccount.txt Calumns Ta Import:
) Account

Filetype: ICDmma Separated Yalues j Objective

Short Mame
I | @wenarite | Figlds &lready Exist, Madel Marne

Account Ind
I | Rebuild &ccount Groups &fter  mport,

Change Columns... |
<4 | ¥ I Finizh | Cancel |

8. On the next screen, select all boxes in the Brokerage Accounts area.
9. Inthe Securities area, Security Master and All Securities should be selected.

If you wish to download data, just check the comesponding boxes next to the data you plan on
downloading. |f you don't want to download any data, just leave all the boxes unchecked.
i~ Brokerane Accounts Securities
V' List of Accounts V' Security Master
I Positions & Al Securities
V' Transaction Histary = Only New Securities
¥ Balarces
v 1L
r~ Other Accounts
r~ Trading
= Send irders ™ Request Order Status
% Al Orders
| Orders By Wser
<4 | | ¥ I | Finizh I Cancel

10. Click >> to proceed to the next step.

Leave the Import Accounts
box unchecked.
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Obtaining Data Files from Fidelity Advisor Channel Creating a Daily Export Profile within Fidelity Advisor Channel

11. Select Centerpiece as the data format. Do not select Morningstar as your data format,
as choosing this format will prevent transactions from being included in your files.

Export Driver Selection Page 2lx

Fidelity [nvestments iz not responzible for any data that hawve been exported from Advisar
CHAMMEL. Aleo, Fidelity does not endaorse any third party software products,

Flease select the expaort drivers you wish to uze and select the Mext button. Thiz will take
wou through the rest of the set up process for each individual driver you have selected.

— Expart Drivers
[~ Advent [T Advisors Assistant
' Captoals Professional
[+ Centerpiece
[ Custam
[ Dbeams
[T EZData
I~ FIM
[ Mormingstar
[~ MaviPlan
[~ Techfi
[” Trade Blatter

<< | | > I | Finizh I Cancel

12. Click >> to proceed to the next step.
13. Select the Account Group for which you want to generate files. In most cases, this will
be All Accounts.
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Obtaining Data Files from Fidelity Advisor Channel Creating a Daily Export Profile within Fidelity Advisor Channel

14. In the Date Option section, do not check the Transaction Date box or enter a date
range. With no date entered, only the previous day’s transactions will be exported.

r&ccount Group Selection
Account Groups: |A|| Accounts j
 Filters
Accaunt Filker: I Browse... |
Balance Filter: I Browse... |
Order Filter: I Browse... |
Position Filter: I Browse... |
Security Filker: I Browse... |
Transaction Filer: I Browse... |
— Diate Dption
™ Transaction Date From: I 8/ B/2007 j

Leave the Transaction Date box unchecked

T | 8 772007 =l

<< | > I Finizh Cancel

15. Click >> to proceed to the next screen.
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Obtaining Data Files from Fidelity Advisor Channel Creating a Daily Export Profile within Fidelity Advisor Channel

16. In the Path field, enter the file path for the folder where your Fidelity files are to be
stored. You can navigate to the location by clicking on Browse.

17. For the four options at the top of the screen, select the radio button for Account
Number as shown below.

18. Check the boxes for List of Accounts, Positions and Prices, Transaction History,
Account Name, Prices, and Securities and Balances, as shown below.

19. Next to Prices, the radio button for All Securities should be selected.

CenterpieceBport ——— B 2x
Pt | C:iFidelity Files Browse... |
Expost Brokerage DataUsng: Account Number ¢ Shoet Mame
Expost FPAS Data Using: & Aecourt Number  © Sheoet Mame
Expost FILI Data Using: " Accourt Number  © Shoet Name
Expor CGF Diata Using: = Aecourt Number  © Sho Mame
¥ List of Accounts

¥ Postions and Prices
¥ TiacachonHistory  Primagy Sot | Account Numbes =l
[ Last Export Ordy Seconday Sod: ITimtact-m Date ﬂ

¥ Accourt Mame

¥ Frices  Postion Ony  © All Securites
¥ Securties

¥ Balance:

20. Click > > to proceed to the next screen.

21. Click Finish.

22. You will be returned to the main Profiler screen. You must now schedule your export
profile to run automatically on a daily basis. Within the Profile Downloads list, highlight
your new profile and click Insert.

=T
— Profile Downloads — Profile Scheduler

Export Trade Blotter Add... —Display
Standard Download
[~ Monday T Tuesday [ Wednesday [ Thursday | Friday

Edit...
[ Saturday [ Sunday

Delete

Days of Week | Start Time | Description | GMumber | Usger

Copy

s

Run Mow...

[atabasze Backup Profile @ Fodify | [relay Femove
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Obtaining Data Files from Fidelity Advisor Channel

Creating a Daily Export Profile within Fidelity Advisor Channel

23. In the new window that appears, select the time of day you wish to have the export run.
We recommend that you choose a time in the early morning, so that the previous day’s
files are already saved to your computer when you come into the office each day. Check
the All Days box to set your profile to run every day of the week.

Schedule Profile

Schedule the profile | Morningstar Expart/C + | tomnat (40000 Al ——

on every: W Monday ™ Tuesday M Wednesday W Thursday

oK | Cancel |

¥ Friday ¥ Saturday v Sunday |I7 All Days

Check the All Days hox.

24. Finally, select your Morningstar export profile and click the Run New... button to export
yesterday'’s files. Starting tomorrow, this process will run automatically.

EEEProﬁIer
— Profile Downloads — Profile Scheduler
Export Trade Blotter Add... —Display
Standard Download
V Monday W Tuesday IV Wednesday W Thursday W Friday

Edit...

=10l x|

vV Saturday W Sunday

Delete

Days of Week | Start Time | Description | GMumber | Usger |

Copy

s

[ratabaze Backup Profile |

Mon; Tues: ...

[rzert I cdifi [relay Femove

A00:00 Momingstar .. G116361... 7630032326

25. The Export dialog box will open. When the export has completed, you should see the
words “Export Completed” appear. Once this has happened, the Fidelity files will appear

in the destination folder you have specified.

IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII‘

Download Complete

Starting Export Process

Fri Oct 12 09:30:15 2007 Start of export diiver: Centerpiece
Nurber of exported accounts = 160

MNurmber of exported positions = 7216

MNurmber of exported transaction histones = 721
Number of exported account names = 0
MNumber of exported prices =700

Nurnber of exported securities = 0

Number of exported balances = 0

Export Completed

|

~

|
%]

MR
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Obtaining Data Files from Fidelity Advisor Channel

Verifying Files

Once you have run the profiler, navigate to the folder on your computer where you store
your Fidelity files. Confirm that you have received the following file types:

File Name File Type
fimmddyy.acc Account file
fimmddyy.bal Balance file
fimmddyy.nam Name file
fimmddyy.pos Position file
fimmddyy.pri Price File
fimmddyy.sec Security file
fimmddyy.trn Transaction file

&~ mm = month; dd = day; yy = year.

The files will appear as follows on your hard drive:

Address |_J C:\Fidelity Files V| a G
Mame Size | Type Date Maodified
@Filllsﬂg.acc 19KE ACCFile 11/17/2009 10:55 AM
|ﬂfi111609.ba| S1KE BAL File 11/17/2009 10:55 AM
Fi111609.nam S3KE MAM File 11/17/2009 10:55 AM
@Filllsﬂg.pos 194 KB POS File 11/17/2009 10:55 AM
|ﬂfi111609.pri 34KE PRIFile 11/17/2009 10:55 AM
Fi111609.sec 35KE  SEC File 11/17/2009 10:55 AM
|ﬂfi111609.trn 7KE TRMFile 11/17/2009 10:17 AM

Verifying Files

MCORNINGSTAR



Obtaining Data Files from Fidelity Advisor Channel

Obtaining Your Earliest Available Position File within Fidelity Advisor chan-

If you are using Fidelity Advisor Channel 7.0 and wish to bring in the full 90 days of
historical data available to you, we ask that you prepare for your import session by
exporting your earliest available position file. During the session, a Morningstar
representative will then assist you in exporting the historical transaction and price data.

To export your earliest position file, do the following:
1. 1.Within Fidelity Advisor Channel 7.0, select Systems...Export Historical Positions

and Prices. The Historical Download dialog opens.

i Fidelity Advisor CHANNEL
File Edit | Systems | Terms of Use Window Help

Accounts Preferences rvice

Ei Advisor Channel Setup

-

Faorms Library Setup alances

Ghumber Database roup ﬁ

j e t ko Fidelit
m g e EIAEELY . From the Systems menu, select
Profiler Export Historical Positions and Prices

Export Historical Positions and Prices |

Account 5

-

Recent |

Change PIN
O Alert Request Prior Day Allocaitons
07-41 A View Profile Status
R Download Status k
Communication Log
*07-40T Software DownloadsiDocumentation

» Fidelity’= REVENUE Manager ool Now Avalable

2. Inthe Select the date drop-down and select the date 90 days prior to today.
3. Click the Export driver (file type) drop-down and select Centerpiece.
4. In the Include field, the Positions and Prices radio button should be selected.
5. The File Path field should be set to the same location where you exported the transaction
files.
' Historical Download |:||§|P5__<|
Export File Criteria Select the date
Select the date I@
Export driver [file type]  |{8 ece
Select Centerpiece
Include + Positions and prices
" Prices
File path C:\Program FiIes\FideIityI| [ Browse ]
6. Click Next.

7. If you see an error message, the date you have selected is too early. Choose a later date

and click Next.

Obtaining Your Earliest
Available Position File
within Fidelity Advisor
channel 7.0

MCORNINGSTAR
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Obtaining Data Files from Fidelity Advisor Channel Obtaining Your Earliest Available Position File within Fidelity Advisor chan-

8. On the next screen, the radio buttons for Account Number for each row should be

selected.
istorical Download
Format Positions D ata
Select an account i
Brokerage [+ " Shaort Mame
FPRS &+ Account Mumber " Shart Mame
FILI &+ Account Mumber " Shart Mame
CGF o .
ACC”“”I‘ i SREE Account Number should be selected for each row
[ < Previous ] [ Fun

9. Click Run. The download runs.

&~ An error message will appear if the date you entered was not a market day, and you will be
prompted to select a different day.

10. When the download finishes, look for the message Export Completed in the dialog box.

Historical Download

IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII‘

09:30:15 Accounts - adds: 698 same: O et inactive: 0 ~
09:30:15 B
Download Complete

Starting Export Process

Fri Oct 12 09:30:15 2007 Start of export driver: Centerpiece

Mumber of exported accounts =0

Mumber of exported positions = 7216

Mumber of exported transaction histories = 0

Mumber of exported account names = 0

Mumber of exported prices = 0

Mumber of exported securities = 0

Mumber of exported balances = 0

Export Completed

Look for the words Export Completed

i8]

|

| >

Eror Meszages

11. Once you have completed the steps described above, you are ready for your import
session. To schedule a session, contact the Morningstar Office Support desk at 1-866-
215-2503.

MCORNINGSTAR 1"



Applying Exchange and Currency Filters

Overview

Applying Exchange and Currency Filters

During the import process, Morningstar Office will identify any securities contained in
your files that are tracked by Morningstar’s research team. By mapping these holdings
to our research database, we allow you to incorporate our research and analysis into
your client reports.

However, because many securities are traded in multiple currencies and on multiple
exchanges throughout the world, the mapping process will occasionally yield multiple
matches for the same CUSIP or ticker. In order to eliminate confusion, it is
recommended that you create a filter to guide Morningstar in mapping to the correct
match.

By creating exchange and currency filters, you will ensure that, in the cases where two
versions of a security are found in our database, Morningstar will map to the security
traded on the exchange and in the currency you have specified.

Morningstar will not exclude securities traded on exchanges not included in your filter
from the mapping process. The program will simply use the filter as a guide for finding
the correct match in the cases where multiple matches are found.

To apply an exchange filter, do the following:

1. From the Home screen, click on Settings in the left-hand navigation panel.

ﬂ[ Morningstar Office

© File Mew Favorites Tools Reports  Help & Import IZ] Price Mol

Lioms B
E Home Welcome
E Articles + Commentar
— . v Announcements
B Presentations
E Discussions HEs H=adine
» B2 Support + Training 3/17 Introducing Morningstar's Corporat
— . 3/15 Change to Stoxx Index Names
B Settings A . . .
& activit 3/12 Sign up for our upcoming live onlin
E 1vhes . 3/12 Inclusicn of Convertible Bonds in P
H Managed Portfolios 311 Morningstar Presentation Library U
¥ B8 Documnent Library Available

ore A

Practice Summary

Overview

Applying an Exchange
Filter

MCORNINGSTAR
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Applying Exchange and Currency Filters

Applying an Exchange Filter

2. Under Portfolio Accounting Systems Settings, click Preferences.

Personal Settings

Assistant Management

[?

Create or Delete as:

Email Server Settings

[

@ Preferences

Set miscellanecus preferences: currency, logo, imp

Email Password Settings

[

D fsset Allocation Reporting Sets

Client Web Portal Settings

[

Portfolio Accounting System Settings

Reports, Tax Lot Methods, Transactions, Management Fees

Create user defined Asset Class Sets for reporting p

Planning Home

D Flanning Settings D Page Layout

Sat preferance Flanning module add or ramove e

Research

@ Preferences

Change your preferences f

3. The Preferences window appears. Click Set Exchange Filter.

ﬂ[ Morningstar Office

Preferences

Enter Preference Details Here.

Account Setting

Display Currency Us Dollar
Add Logo to Cover Page

Add Logo to Footer

Show Liquidated Holding r

Email Motification of Cut r

of Balance Accounts

Import Setting

User-Defined Fixed Income Data

%  Use Morningstar default data, when available

" Use imported data

Security Filter Settings

&l =]

| Set Exchange Filter |

Set Currency Filter

Save + Close |

| Cancel

MORNINGSTAR
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Applying Exchange and Currency Filters

Applying an Exchange Filter

4. The Exchange Filter window appears. Click Add/Remove Exchanges.

5.

Morningstar Office

Set Exchange Filter

Qur syskem will attempt to map your imported securities to Morningstar-tracked securities, You can configure the security
matching process by selecting the exchanges where your securities are trading below, The process will pick the First match from

the selected exchange list according ko your selected order,

Use selected countriesfexchangesfcurrencies as default For security matching, Reorder by going to ‘AddfRemove’ dialog box,

Selection Import Apply to find %
Order Exchange Code Exchange Hame Match | Stock Security
v
Help Add | Remove Exchanges Save + Close Cancel

3

In the window that appears, highlight an exchange you wish to add to your filter by
clicking on the exchange name from within the list of available exchanges, then click

Add.

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

each item.

MCORNINGSTAR
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Applying Exchange and Currency Filters Applying an Exchange Filter

6. After you have added every exchange on which your securities trade to the Selected
Exchanges list, you can edit the order of the list. If multiple matches for a security ID are
found on different exchanges, Morningstar will map to the match found in the exchange
listed highest on your list. To move an exchange within the list, highlight the security and
click on the up or down arrows.

Selected Exchanges &‘

Select Exchanges

Select Countries{Exchanges/Currencies from Awallabls Country/Exchange/Currency list and add them ta Selected
CountryfExchange/Currency list.

Available Exchanges

Tokal Exchanges: 655

MNASDAQ Global Select Market, LIsa
MASDAQ INTERMARKET, US4

i TIONS MARKET, US4
5

15 (MATIOMAL MARKET SYSTEM),USA

HATIONAL COMMODITY & DERIVATIVES EXCHAMGE LTD., IND

WATIONAL MULTI-COMMODITY EXCHAMGE OF INDIA, IND —
MATIONAL STOCK ERCHANGE OF INDIA, IND
MATIONAL STOCK ERCHANGE OF LITHUARIA LTU
MATIONAL STOCK ERCHANGE, US4

WFPAL STOCK FRCHANGE MPI

|>

B3

| >

Add Add all

Selected Exchanges

Total Exchanges: 2

NASDAQ,USA
HEW YORK STOCK EXCHANGE, INC.,LSA

«

I~

>

Remove Remove Al

7. Click OK. You will be returned to the Set Exchange Filter screen, where you will see your
list of exchanges. Check the Import Match boxes to apply this filter to the mapping
process while importing. You may also choose to check the Apply to find Stock
Security boxes, which will apply the filter when you search for a stock. This means that
when you search for a security within the Transactions Wizard, only results found within
the exchanges on your list will be displayed.

Morningstar, Office PS_<|

Set Exchange Filter
Qur syskem will attempt to map your imported securities to Morningstar-tracked securities, You can configure the security

matching process by selecting the exchanges where your securities are trading below, The process will pick the First match from
the selected exchange list according ko your selected order,

Use selected countriesfexchangesfcurrencies as default For security matching, Reorder by going to ‘AddfRemove’ dialog box,

Selection Import Apply to find %
Order Exchange Code Exchange Hame Match | Stock Security |
1 EXSFEIMAS NASDAG
2 EXFFFIRNYS MEW YORK STOCK EXCHAMGE, INC.
b
Help Add | Remove Exchanges Save + Close Cancel

8. Click Save + Close.

MCORNINGSTAR 15



Applying Exchange and Currency Filters

Applying a Currency Filter

To apply a currency filter, do the following:

1. From the Home screen, click on Settings in the left-hand navigation panel.

ﬂ[ Morningstar Office

File Mew Favorites Tool

Home

E Home
HE Articles + Commentary
E Presentations
E Discussions
» B2 Support + Training
E Settings
E Activities
E Managed Portfolios
¥ E5 Document Library

s  Reports Help & Import IZ] Price Mol

Welcome

Announcements

3/17 Introducing Morningstar's Corporat
/15 Change to Stoxx Index Names
/12 Sign up for our upcoming live onlin
12 Inclusicn of Convertible Bonds in P
311 Morningstar Presentation Library U

Available

it
B

Practice Summary

2. Under Portfolio Accounting System Settings, click Preferences.

Personal Settings

Assistant Management

[

Email Server Settings

[?

Email Password Settings

[?

Client Web Portal Settings

[?

Portfolio Accounting System Settings

Reports, Tax Lot Methods, Tranzactions, Management Fees

Al

D Preferences

D Asset Allocation Reporting Sets

Planning

D Planning Settings

Home

D Page Layout

Research

D Preferences

Applying a
Currency Filter

MCORNINGSTAR
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Applying Exchange and Currency Filters

Applying a Currency Filter

3. The Preferences window appears. Click Set Currency Filter.

ﬂ[ Morningstar Office

Preferences

Help

Account Setting

Import Setting

Enter Preference Details Here.

Display Currency Us Dollar
Add Logo to Cover Page

Add Logo to Footer

Show Liquidated Holding r

Email Motification of Cut r

of Balance Accounts

User-Defined Fixed Income Data

%  Use Morningstar default data, when available

" Use imported data

Security Filter Settings

Set Exchange Filter

BlE (<]

| Set Currency Filter I

Save + Close | Cancel |

4. The Currency Filter window appears. You will see US Dollars listed.

Morningstar Office

Set Currency Filter

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

Use selected countriesfexchangesfcurrencies as default For security matching, Reorder by going to ‘AddfRemove’ dialog box,

3

Selection Import Apply to find
Order Currency Code Currency Hame Match | Stock Security
1 UsD United States of America, Dollars B B
Help Add | Remove Currencies Save + Close Cancel

-

£

5. To add edit the contents of your currency list, click Add/Remove Currencies and follow
the same procedure described above for the Exchange filter.
6. Once your currency list contains your desired currencies, check Import Match and
Apply to find Stock Security boxes to apply this filter to the import mapping process

and to your research search results. When you are done, click Save + Close.
7. You will be returned to the Preferences window. Click Save + Close to exit.

MCORNINGSTAR
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Applying Imported Price Setting for Performance Reports

Overview

Applying Imported Price Setting for Performance Reports

Your daily files from Fidelity include a price file, which contains updated price
information for every security held in your accounts. This price data is stored within the
Definition Master. When generating performance reports, this imported price history
will be used to analyze the performance of all securities not tracked by Morningstar,
such as fixed income securities or options.

When it comes to calculating the performance history of Morningstar-tracked
securities, you have the option to use either Morningstar’s prices, or imported prices
from Fidelity.

It is recommended that you select the option to apply Fidelity’s prices, rather than
Morningstar’s prices, when generating performance reports. This will eliminate any
price discrepancies that could otherwise appear between custodian-generated reports
and reports you generate using Morningstar Office. This setting should be applied prior
to importing securities from Fidelity.

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

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

M Morningstar Office

File Mew Favoritss | Tools Reports Help - & Import - [G]Prics Monitor © Ssarch for

Edit Definition Master

H Live Online Cla;  Trade Blotter
HE videos and Exe
E Documentation
E Settings
H Activities
H Managed Portfolios
» & Document Library

Upload Document Data from Fidelity Advisor Channel

Launch Web Portal 9
IO O TFEREEEGn Data fram LPL Universal Interfacs
Importing Client Transaction Data from Pershing InfoDirsct

Importing Client Portfolios from Morningstar Frincipia
Importing Client Transaction Data from SchwabLink

Handling Reconcilistions aftsr Importing

2. Uncheck the box marked Use Morningstar Price.

ﬂ[Mnrninﬁlar Office @@
Set User Default Sattings
Set user default settings here,
Reports Marningstar Default Report Settings v

Home
Hypothetical Tlustration

H Home Suitability Manager ¥ et

H articles + Comment. B

& Presentations Settings 4 Set Default User Setting

= o Find 4 Set Default Wiew

= Discussions H i
S Sumpart £ Training | Morket Barometer A — — - Select this option

H Curriculum Caleulators | Setting Assignments to choose the price source

Overview

How to select a price
source for imported
transactions

for securities when importing.

Tax lot methods
Transactions
Management fees

Use Morningstar Price

Morningstar Default Tax Lot Method Settings s
Morningstar Default Transaction Settings v
Mo Fee v

-

If this box is checked, Morningstar prices will be used
when generating reports. If the box is left unchecked,
imported prices will be used when generating reports.

OK Cancel Help

3. Click OK to save the setting.
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Initializing Positions

Overview

Initializing Positions

For advisors not undergoing a database conversion, it is usually necessary to establish
initial positions for each of your clients before you can begin importing transactional
data. The initialization process is done only once and generates these starting positions
as of the date of your choosing. The initial positions generated will be the ending share
quantities and market values as of the initialization date.

" Initialization is only necessary for advisors who are not taking advantage of Morningstar's
database conversion services. If you previously used a different portfolio management
system and have had your clients’ transactional history transferred into Morningstar Office,
skip this step of the process.

To initialize positions, do the following:

1. From the toolbar at the top of the screen, click Import. The Import window appears.
2. Check the bex next to the file type name Fidelity Advisor Channel - transactions.
3. Onthe Action Shortcuts toolbar, click Initialize Positions.

Overview

Importing for the first
time (Initializing)

Wic Import - Morningstar Office

File Help B Send us feedback

r Interface Marme Last Post Date  Last Custodian  Last Reconcile

Initialize Positions[il® D ate Date

|t Pershing InfoDirect

Wz Fidelity Advisor Channel - transactions
= Microsoft Excel - transactions
4 TOD Waterhouse

s Schwablink
s DST FAN Mail

& Import B View Blotter EP Edit Definition Master Initialize Positions Refresh Local Database E Corporate Actions Wizard

Interface Categary

Custodian
Custodian
Spreadsheet
Custodian
Custodian

Data Service
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Initializing Positions Importing for the first time (Initializing)

4. The Initialization dialog box appears. Click on the magnifying glass icon next to the File
Name field to select the location where your Fidelity files are stored.

Import - Morningstar Office [z|
Fidelity Advisor Channel - transactions
Download the data from Fidelity Advisor Channel by choosing Interface, then Profiler, then Daily Download.
Select Centerpiece as the data format, {The Maorningstar format includes only current positions. ) Specify the
lacation of the downloaded files below, and choose a date or date range of transactions to impart.
File Marmne [ C:iFideity Fies |2
[include subfolders
Initialize Date 01/20/2010 Get earliest date
File Type Data Available ~
1 Accourt 01/20/2010
2 | Accourt Balance 012002010
5 | Holding Position 012002010
4 | Mamesdddress (optional) 012002010
5 | Security 01/20/2010
A
A >
Help Initialize: Cancel

5. The Initialize Date field will automatically populate with the earliest date for which a
position file is available. If you wish to select a later date, you can edit the Initialize Date
field.

6. Click Initialize. The initialization blotter will appear. This blotter summarizes all
information that will be posted to Morningstar Office from your files. Glance over the
Accounts, Transactions and Securities sections of the blotter to ensure that the
information to be posted is correct.

7. You might encounter some transactions or securities that are in warning status, requiring
extra attention. If you encounter a wamning symbol in the status column next any item,
refer to the document “Handling Warnings in the Import Blotter.”

8. From within the toolbar at the top of the blotter, click Post. This uploads all information
contained within the blotter to your Morningstar Office database.

9. You should see the following confirmation message appear: “The import data has
successfully been posted.”

-

Morningstar Office

The import data has successfully been posted

10. The client information, account numbers, and initial positions for each account have now
successfully posted to Morningstar Office.

&~ |f you experience any errors or difficulty posting, contact Morningstar Office Product Support
at
1-866-215-2503.
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Applying the Correct Settings for Manual Transactions Overview

Applying the Correct Settings for Manual Transactions

After initializing, Morningstar recommends that you create a setting for manual Overview
transactions to mimic the Fidelity transaction format. This setting will apply the

appropriate cash offset (CASH) to any transactions that are manually created within

your imported accounts. The instructions below explain how to apply this transaction

setting to all accounts in your practice.

If you have other transactional accounts within your practice that are not imported from
Fidelity, you may wish to apply a separate transaction setting to these accounts.
Contact Morningstar’s support desk for assistance at 1-866-215-2503.

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

1. From the Home screen, click on Settings in the left-hand navigation panel. .
System setting

2. Under the Portfolio Accounting System Settings area, click once on Reports, Tax Lot
Methods, Transactions, Management Fees. The Settings pop-up window appears.
3. From the toolbar, click New Setting...New Transactions Setting.

i Morningstar. Office

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

4. In the new window that appears, enter a name for your new setting in the Setting
Name field. Choose a name that reflects the import source for the accounts to which it
will be applied.

5. Inthe Default Cash Symbol field, click the magnifying glass icon. The Add Default Cash
Symbol dialog opens.

MCORNINGSTAR 2



Applying the Correct Settings for Manual Transactions How to create a new Portfolio Accounting System setting

6. Click the Within drop-down and select User Defined Cash, then click Go.

within [maney Market Funds ~|
Maoney Markst Funds
Find By Qut of Pocket
g Click the Within drop-down and select User Defined Cash.
Available Records
Total records:
Jurmnp to record name:
Help oK Caneel

7. In the Available Records box, select CASH.

within [User Defined Cash ~]
Find By @ Begins with O Contains
I | Go
Available records
Total records: 2
Jump to record name: |
CASH (CSH) A
Default Cash ($CASHEQ$,CSH)
o
S B
Help OK Cancel
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Applying the Correct Settings for Manual Transactions How to create a new Portfolio Accounting System setting

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

uc Morningstar, Office

Transaction Setting

Enter Transaction setting details here.

Setting Type ﬂ
Setting Name  |Fidelity Impart Setting

(50 characters maximum)

L
Record corporate actions for heldings:

I” \automatically record distributions

™ Autematically reinvest dividends

™ Autematically reinvest capital gains

™ lautomatically record eplits

I™ Pest transactions to account

Round Mutual 5T
5 - .
Funds/ETF's to: Decimals
For Settlement |, ot T
Use Trade Date v
Date

Note: Checking the above boxes to record corporate actions
these corporate action transactions to your accounts autom.
would have to open your accounts then click on "Hew Transa: X
will show you the transactions that have been recorded, and click on "Post
to Account” to post these transactions.

Help Save + Close Cancel

9. Click Save + Close.

10. Click OK when the save confirmation message appears.

11. Close the Settings window.

12. The last step is to make this transaction setting the default setting for all accounts. From
the toolbar at the top of the screen, click Tools and select Settings...Set User Default
Settings.

13. Click the Transactions drop-down menu and select your newly created setting.

ﬂﬁ Morningstar Office

Set User Default Settings

Set user default =ettings here.

Reports Morningstar Default Report Settings l]
r Click the Transactions drop-down
Tax lot methods Maorningstar Default Tax Lot Method Settings s R
e ieE et ? 9390 | menu and select the setting you created
Transactions Fidelity Import Setting _}
Management fees No Fee l]

Use Morningstar Price r

(o]24 Cancel Help

14. Click OK.
15. Click OK when the confirmation message appears.
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The Daily Import Process Overview

The Daily Import Process

After you have completed the steps described above, you are ready to begin the Overview
ongoing import process. It is recommended that you import once a day if possible. If

you are unable to import daily, avoid importing more than a week's worth of data at a

time, so as to maximize the ease and efficiency of the process. The Import process

consists of four main steps: loading the blotter, reviewing data, reconciliation and

posting. These are summarized below.

1. From the toolbar at the top of the main screen, click Import. The Import window Loading the Blotter
appears.

2. Check the box next to Fidelity Advisor Channel - transactions.

3. On the toolbar at the top of the Import window, click Import. The Import dialog box
appears.

4. Confirm that the starting date displayed is correct. The starting date field should
automatically display the date following that of your last imported file.

&~ For example, if you initialized as of January 15th, 2010 and are importing for the first time,
your start date should be January 16, 2010.

5. The end date field automatically displays the current date.

&~ By keeping track of which files have already been imported, Morningstar ensures that you do
not accidentally import the same file twice.

6. Click OK. The Import blotter appears. This blotter summarizes all information that will be
posted to Morningstar Office from your files.

Once the blotter has loaded, glance over the Accounts, Transactions and Securities Reviewing Data
sections of the blotter to ensure that the information to be posted is correct. If you

encounter a warning symbol in the status column next any item, refer to the document

“Handling Warnings in the Import Blotter.”

After confirming that the information contained in the blotter is correct, run the Reconciliation
reconciliation process by clicking on the Reconcile button in the upper right-hand
corner of the screen.

In this process, the position of each individual holding within your accounts, which is
calculated based on the transaction history recorded within Morningstar Office, is
compared to the positions contained in the position file provided by Fidelity. Any
holdings for which Morningstar’s calculated position does not equal the position in the
Fidelity file will appear within the Failed Reconciliation section of the blotter.

If you see out of balance items appear during Reconciliation, call Morningstar Office
Product Support at 1-866-215-2503 for assistance with troubleshooting.

MCORNINGSTAR 2



The Daily Import Process

Posting

When you have finished reconciling positions, click on the Post button in the upper left-
hand corner of the toolbar. You should see the message appear, “The import data has
successfully been posted. Click OK.

Morningstar Office

The import data has successfully been posted

It is possible that you might instead receive the message, “The data in the following
blotters haven't been posted completely — Transactions.” After clicking OK, you will see
one or more transactions in warning status remaining on the transactions blotter. Note
that these transactions need to be posted or handled before beginning a new import.
Otherwise, they will be automatically deleted and may cause reconciliation problems.
Hold the cursor over the warning symbol in the status column of each transaction to
determine what action is required.

For assistance, refer to the document “Handling Warnings in the Import Blotter” or call
the Product Support team for help at 1-866-215-2503.

Posting

MCORNINGSTAR
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