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Direct Certification

The Morningstar Direct Certification program is a quick and easy way for new users to become familiar
with all of the product’s capabilities.

Flexible and Convenient

Product capabilities are organized and prioritized based on our years of experience training thousands of 
users around the world. Each capability section includes live training options at specified dates or the 
ability to view a prerecorded video. All training sections can be completed in 60 minutes or less, allowing
to you schedule sessions at your convenience and to revisit subjects as often as needed.

Becoming Certified

Each capability section concludes with a short exam. Results are available instantaneously and you must 
receive a score of 75% or more to continue to the next section. To become Morningstar Direct Certified, 
you must pass all sections. Exams can be retaken as needed. Once certification is complete, you can then 
explore a larger library of training opportunities available within Morningstar Direct.

Special note to academic institutions:
Certify your students on Morningstar Direct and we’ll feature your institution in a Morningstar Direct 
communication piece. Please contact us for details.
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Getting Started

Product Layout

Morningstar Direct is organized by folders. When you login, you begin in Home. The left navigation for each 
folder works in a similar fashion. The Main Menu bar at the very top does not change regardless of where you 
are in the application.
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1. Click on the folder name to reveal its sub folders. 

2

1

3

 

2. Click on the sub folder to see its contents and files on the right side.

3. Click on the file to access its content in the grid view. 

4. In the grid view, you can toggle to any pre-defined data points to populate your list. 
See Custom Data Sets and Calculations chapter for detail.

4

Getting Started  |  Product Layout
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Folder Definitions

Home

The Home page contains may “apps” that help you stay informed with product, training, definitions, data, 
market commentary, research updates, and more. 

Local Databases

Local Databases provide access to Morningstar’s fund databases specific to the local country you specified 
in User Preferences - Open End Funds, Separate Accounts, Exchange-Traded Funds, Stocks, Variable Annuity 
Products, Stocks and much more.

Global Databases

Global Databases provide access to Morningstar’s fund databases across all regions - Open End Funds, Sepa-
rate Accounts, Exchange-Traded Funds, Stocks, Variable Annuity Products, Stocks and much more.

Performance Attribution

Performance Attribution provides access to micro attribution to explain the impact of investment decisions 
and macro attribution to explain the impact of the portfolio decision maker’s contribution to performance in 
the selection of investment managers and the allocation of assets to each manager versus the strategic asset 
allocation policy. 

Performance Reporting

Performance Reporting is specifically designed to monitor performance of quantitative and qualitative factors 
of a group of investments. You can also create investment scorecards to assign weights and create custom 
criteria of quantitative and qualitative factors to calculate an overall score.

Portfolio Management

Portfolio Management is specifically designed to create and manage your aggregates and position accounts. 
Once aggregates and position accounts are created, they can then be applied to various Morningstar Direct 
analytics, such as Performance Attribution, Presentation Studio and more. Aggregates and position accounts 
can also be applied to Strategies and Models located in the Portfolio Management folder. Create various 
strategies and apply models with applicable position accounts.

Fund Flows

The Fund Flows enables you to stay current with market trends by providing a comprehensive and timely 
picture of total net assets and estimated net flows across various market places. 

Getting Started  |  Folder Definitions
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Presentation Studio

Presentation Studio allows you to create reusable templates for entirely custom presentations, reports, and 
fact sheets that reflect your company branding. You have full control over both the content and format of your 
reports, enabling you to tell your story with professionally designed tables and charts.

Workspace

Workspace is the electronic file cabinet for Morningstar Direct. You can build your information directly from 
this area or modify your information in the local or global databases to be stored in Workspace. File manage-
ment capabilities such as sharing and renaming files are also available in this location.

User Preferences

Global Settings in the File menu define settings on the application level. 

1. Go to File and click on Set User Preferences.

1

Getting Started  |  User Preferences
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2. Go to the General tab to change the default data universe, PDF page size, PDF orientation, benchmarks, 
risk-free proxy, and more. Choosing to display extended performance will set Morningstar Direct to 
include extended performance in investment returns. Extended performance simulates performance prior to 
inception by using the returns of the oldest share class and modifying them with the expense ratio of the 
subject share class.

4

3. Go to the Portfolio Management tab to set your Performance Calculation and Portfolio Organization settings.

5

Getting Started  |  User Preferences
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4. Go to the Import tab to set your default price source for imported security performance calculations. 
You can also select your security matching filter settings and position account automated import settings, 
relevant to custodian templates for import automation.

1
2 3

5. Go to the Export tab to customize your Summary Statistics settings when exporting your information 
from Morningstar Direct to Microsoft Excel.  You can also define your settings when exporting Morningstar 
Star Rating and Morningstar Style Box as numbers/text.

Sharing and Sending Files

In Morningstar Direct, you have the ability to send or share your files with another Morningstar Direct User. 

1. Sending a file gives the recipient their own version of the file and any changes they make will not 
affect the original. 

2. Sharing files allow you to give the recipient read/write access, in which any changes they make to the 
file will be reflected in your original file. Read-only access is also available where the recipient cannot make 
changes to original file. 

3. Whether you share or send your files, you can select Within My Firm or Outside My Firm. Both sharing 
and sending files are located in Workspace. You can also send files from the various applications such as 
Presentation Studio, Performance Attribution, and Performance Reporting.

Getting Started  |  Sharing and Sending Files
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Investment Lists

An Investment List is a saved set of investments whose members do not change unless you edit the list. 
Investment Lists are used for performance reporting, peer analysis, and other tasks that require repeated 
analysis of the same investments. Once saved, they reside in the Investment List folder under Workspace.

You can define the membership of your list in one of four ways: 
Create a list with Name/Ticker/ISIN/CUSIP/SecId
Create a list with user defined parameters 
Merge an existing list into a new investment list
Import a list of investments from Microsoft Excel

Create a List with Name/Ticker/ISIN/CUSIP/SecId

1. Go to the Workspace and click on My Lists in the Investment Lists folder.

2

1
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2. Select New and you will be taken to the Select Investments dialog box.

3. Under Name/Ticker/ISIN/CUSIP/SecID, Single Investment is the default. Start typing Fidelity 
Contrafund in the text box to quickly look up this single investment.

3

4

4. Once you select Fidelity Contrafund and click OK to add to your investment list.

5. Next, click Add.

5

6

7

Investment Lists  |  Create a List with Name/Ticker/ISIN/CUSIP/SecId
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6. Select Multiple Investments under Name/Ticker/ISIN/CUSIP/SecId.

7. Click OK and you will be taken to the Find Securities dialog box.

8. The default Universe will be driven by your User Preferences.  Click on the Find By drop down 
to view the other databases you have access to.

8

Investment Lists  |  Create a List with Name/Ticker/ISIN/CUSIP/SecId
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9. In the text box, type Vanguard and click Go.

9

10

11

12

10. By default, surviving or active investments will be displayed. To include obsolete 
investments, you can uncheck Include Only Surviving Investments.

11. You can locate a few Vanguard funds or click Add All to add all available records 
to the Selected Records box. Click Add All.

12. Click OK to add these names to your Investment List. 

Investment Lists  |  Create a List with Name/Ticker/ISIN/CUSIP/SecId
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Create a List with User Defined Parameters

1. To continue to build the investment list, we will create a member list based on 
specific parameters. Click Add. 

3

1

2

2. Select Search Criteria from the Select Investments Dialog box.   

3. The default universe will be driven by your User Preferences. Click on the Search Criteria 
drop down to view the other databases. 

4. Click OK and you will be taken to the Search Criteria dialog box.

4

Investment Lists  |  Create a List with User Defined Parameters
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5. Press Click here to start a new search.

5

6. Go to the Field Name column and select Morningstar Category under Snapshot.

6 7 8

 

7. Go to the Operator column to identify your Value. Click = 

8. Go to the Value column and locate the U.S. Category. Click Bear Market.

Investment Lists  |  Create a List with User Defined Parameters
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9. We will continue with our search by retrieving names from an additional Morningstar Category. 
Go to Line 2 and in the Rel column, select Or which will allow us to look for investments in 
another Morningstar Category. The And choice would not be applicable because an investment cannot 
be in more than one category.

10

11

9

10. Follow steps 7 and 8 and retrieve names from the Foreign Large Growth category.

11. Click Run Search to preview the number of investments meeting the search criteria. 
 
12. Go to line 3 and select And under the Rel column. 

12 13

14

Investment Lists  |  Create a List with User Defined Parameters
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13. Proceed to locate Oldest Share Class (Snapshot) for the Field Name and then 
select the = operator to input Yes in the Value column.

14. Click Run Search .  The new Items Found represents those funds in the Bear Market category 
and those funds in the Foreign Large Growth category with oldest share class.

15. To identify Older Share Class for both categories, input “( “ on line 1 and “) ” on line 2.

15

16

17

18

16. Click Run Search to view the number of Items Found. The results now reflect the oldest share 
class of Bear Market funds in addition to Foreign Large Growth funds. 

17. You can click Save to save the search in the Search Criteria Folder. This is an option if you want 
the list to automatically get refreshed in the Search Criteria folder. 

Investment Lists  |  Create a List with User Defined Parameters
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18. Click OK and your Items Found will be added to your existing Investment List. These search 
items will not get refreshed in the Investment List folder since all members in the Investment List 
remand static unless you manually remove them or they become obsolete.

18

19

19. As you continue to build your investment list, the total number of members 
will be reflected on the bottom left-hand corner in your grid view.

Investment Lists  |  Create a List with User Defined Parameters
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Merge an Existing List to New Investment List

1. To continue to build the investment list, you can merge an existing list to your 
current list. Click Add.

2

1

3

2. Select My Lists from the Select Investments Dialog box

3. From the My List drop down, select your investment list.

4. Click OK to add the existing list to your current list. 

4

Investment Lists  |  Merge an Existing List to New Investment List
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5. You’ve now successfully merged an existing investment list with your new investment 
list as indicated by the updated number in the bottom left-hand corner.

5

Investment Lists  |  Merge an Existing List to New Investment List
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Import a List of Investments from Microsoft Excel

1. To continue to build the investment list, you can import a list from a text or excel file into 
Morningstar Direct. The identifiers can be Ticker, Cusip, ISIN, or SecID. Click Add.

2

1

3

2. Click Import List in the Select Investments Dialog box.

3. Click OK.

4. Browse for your file to select the appropriate file type and Identifier.

4

5

Investment Lists  |  Import a List of Investments from Microsoft Excel
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5. Click OK and your imported list will be added to your grid view, as indicated by the updated 
number in the bottom left-hand corner.

6

6. You have now successfully imported a list to your current list.

Investment Lists  |  Import a List of Investments from Microsoft Excel
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Search Criteria

Search criteria generates a set of investments that currently match the criteria you have defined. 
Each time the file is retrieved from the Search Criteria folder, the members are redefined using your 
current parameters. Therefore, the members are a dynamic list. Once saved, the search criteria list
will remain in the Search Criteria folder under Workspace. 

There are two ways to create a search:
Basic Search 
Advanced Search 

When you create your search, you can also save these members as an Investment List for future 
analysis. Those members in the Investment List become static whereas those members in your Search 
Criteria List remain dynamic. 

Create a Basic Search

1. Go to the Search Criteria folder and click on My Search Criteria.

3

1

2 4
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2. Go to New and select Basic Search.

3. To the right of Basic Search, you will see the universe choices.

4. Click on Open End Funds to be taken to the Basic Search Dialog box.

5. You can quickly search for your investments using Basic, Performance, and Portfolio parameters.  
Click 5-Star Morningstar Rating Overall under the Basic section.

5

6. Go to the Performance section and select 20 Category Rank for 3 Year Return.

6

7

8

Search Criteria  |  Create a Basic Search
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7. Click Run Search to preview the number of investments meeting the criteria under Items Found.

8. Click OK.

9. You’ve successfully completed the Basic Search.

9

Create an Advanced Search

1. Go to the Search Criteria folder in Workspace and click on My Search Criteria.

3

1

2

4

Search Criteria  |  Create an Advanced Search
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2. Go to New and select Advanced Search.

3. To the right of Advanced Search, you will see all the universe choices including All Managed Investments.

4. Click on Separate Accounts/CITS to be taken to the Advanced Search dialog box.

5. Press Click here to start a new search.

5

6. Go to the Field Name column and click on Morningstar Institutional Category under Snapshot. By default, 
Field Names are displayed by Category but you can also view them alphabetically.

6
7 8

9

7. Go to the Operator column to identify your Value. Click = 

8. Go to the Value column and locate All-Cap Core. Click All-Cap Core.

9. Click Run Search to preview number of investments meeting the current criteria.

Search Criteria  |  Create an Advanced Search
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10. We will continue with our search by retrieving names from an additional Morningstar Institutional 
Category. Go to Line 2 and in the Rel column, select Or which will allow us to look for investments 
in another Morningstar Category. The And choice would not be applicable because an investment cannot 
be in more than one category.

10 11

12

11. Follow steps 6 to 8 and retrieve names from the Flexible Allocation category.

12. Click Run Search to preview number of investments meeting the criteria.

13. Go to line 3 and select And in the Rel column. 

13 14

15

Search Criteria  |  Create an Advanced Search
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14. In Field Name column, locate Socially Responsible under Firm Ownership Structure and then 
select the = operator to input Yes in the Value column.

15. Click Run Search to preview number of investments meeting the criteria.  The new Items Found 
represents All-Cap Core Separate Accounts/CITS and those Separate Accounts/CITS that are socially 
responsible in the Flexible Allocation Institutional Category. 

16. To identify the socially responsible names for both the All-Cap Core and Flexible Allocation Institutional 
Categories, input “( “ on line 1 and “) ” on line 2.

16

17

18

16

17. Click Run Search to preview number of investments meeting the criteria. The New Items found now rep-
resents those socially responsible Separate Account/CITs within the All-Cap Core Institutional Category and 
those within the Flexible Allocation Institutional Category. 

Search Criteria  |  Create an Advanced Search
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18. Click OK .

19

19. You’ve successfully completed an Advanced Search which will automatically refresh each time 
you open the file in the Search Criteria Folder. 

Search Criteria  |  Create an Advanced Search
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Custom Data Sets and Calculations

A custom data set allows you to assemble only those data points of relevance to your analysis. You have 
access to standard data points and historical data points. You also have access to custom calculations 
where you can perform various quantitative measures by identifying user-defined benchmarks and applying 
various excel calculations in Morningstar Direct.

Data sets can be applied to search results and investment lists. Once saved, they reside in the Data Sets 
folder in Workspace and can be accessed from My Data Sets in the View drop down or from Edit Data.

Create a Custom Data Set

1. You can create a Data Set from an Investment List or Search Criteria. From your list, the view drop-down 
is available to quickly access pre-defined and user created views. 

1



29

2. Let’s begin by creating a user created view. With your mouse, do a Right Click on a column heading 
where you will find the various choices to quickly alter your grid view.

3
2

3. Click Insert Standard Data Point to insert a data point to the default snapshot view.

4. Your default universe will automatically populate but you can select another universe from the Universe 
drop down. Universes include investment types, categories, indexes, stocks, and more. Available data points 
are applicable to their specific universes. Therefore, not all data points apply to every universe.

4

Custom Data Sets and Calculations  |  Create a Custom Data Set
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5. Go to the Find Data Point By drop down and select Morningstar Ratings and Grades.

5

6. Find Morningstar Rating Overall and add to the Select Data Points box.

6

7

Custom Data Sets and Calculations  |  Create a Custom Data Set
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7. Click Save to save this new Data Point to the existing grid view. 

8. After you have named the new data set, you can apply this data template to other list views without 
having to recreate the data set. Click OK to be taken back to the Select Data Points dialog box.

8

9. Click OK to populate the grid view. 

9

Custom Data Sets and Calculations  |  Create a Custom Data Set
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10. You have successfully completed creating a data set where you can apply it to the current list or any other 
list in the Investment List folder and Search Criteria folder.

10

Create a Custom Calculation

Customizing data allows you to add greater precision to your analysis. In this example, we will create 1-, 
2-, 3-, 4-, and 5-year trailing Treynor Ratios as of 12-31-2009 and display results as a percentile rank. 

1. Go to your Investment List or Search Criteria and click on Edit Data. Alternatively, you can also use the right 
click option discussed in previous example. Since we will be removing all the current data and replacing it with 
trailing Treynor Ratios, we will use Edit Data. 

1

Custom Data Sets and Calculations  |  Create a Custom Calculation
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2. Click Remove All to remove the default Selected Data Points.

2

3. Under the Available Data Lists, you will notice your default data list universe will be displayed but you can 
alter this with the Universe drop down.  Go to the Find Data Point By and select Custom Calculations.

3

Custom Data Sets and Calculations  |  Create a Custom Calculation
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4. Locate Treynor Ratio (geo) and click Add (or double click).  

4

5

5. Highlight the Treynor Ratio (geo) data point and click Settings to open Data Setting dialog box. You can also 
double click on the data point to be taken to the Data Setting dialog box.

6. Go to the General tab and select Percentile (descending) in the Display Options drop down. This will assign 
the largest value to the lowest percentile. The options under the general tab are available for any numerical 
data point regardless of the data list chosen.

6

Custom Data Sets and Calculations  |  Create a Custom Calculation
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7. Click on the Calculation tab.

7

8

9

10

11

12

8. Type 01-01-2005 in the Start Date box and 12-31-2009 in the End Date box. 
You can also use the calendar to choose dates graphically.

9. Click Find to locate the appropriate benchmark for this custom  calculation. 

10. Next, select Backward Extending Window (see Calculation Window for description 
of these options).

11. Type “12” in the Moving Step box.

12. Click OK to be taken back to the Select Data Points dialog box.

13

Custom Data Sets and Calculations  |  Create a Custom Calculation
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13. Click OK to be taken back to your grid view

14

14. You have successfully created a custom calculation displaying your user-defined trailing time series. 

Custom Data Sets and Calculations  |  Create a Custom Calculation
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How does the Calculation Window Work?

For all examples the start date is 1 January 2000, and the end date is 31 December 2004.

Single Data Point gives you one data point as output based on your start and end date. The following 
illustration is a single trailing 5 year calculation.

2000 2001 2002 2003 2004

Trailing 5 yrs

Rolling Window allows you to calculate rolling statistics, where the start date and end date both move 
forward together. Rolling windows are typically used to measure consistency of data. Use Moving Window 
Size to set the time period for each calculation and Moving Step to set how often each calculation is per-
formed. The following illustration has a moving window size of 4 years and a moving step of three months, 
so you would get five data points as output.

2000 2001 2002 2003 2004

Rolling 4 yrs

Rolling 4 yrs

Rolling 4 yrs

Rolling 4 yrs

Rolling 4 yrs

Forward Extending Window allows you to fix the start date for each calculation. One application of 
this calculation would be to calculate cumulative performance (data point is total return and annualized is 
not checked). The following illustration has a moving step of 12 months, so you would get five data 
points as output.

2000 2001 2002 2003 2004

5 yrs forward

4 yrs forward

3 yrs forward

2 yrs forward

1 yr forward

Custom Data Sets and Calculations  |  How does the Calculation Window Work?
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Backward Extending Window calculation fixes the end date for the calculation. It is typically used to 
calculate trailing statistics. The following illustration has a moving step of 12 months, so you would get five 
data points as output. 

2000 2001 2002 2003 2004

Trailing 5 yrs

Trailing 4 yrs

Trailing 3 yrs

Trailing 2 yrs

Trailing 1 yr

How is the Data Organized?

Standard Data Points are pre-defined groups of data points found in the view drop-down or in Edit Data 
or by doing a Right Click. Basic modifications to data settings can be made in the General tab.

Custom Data Sets and Calculations  |  How is the Data Organized?
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How is the Data Organized?

Historical Data Points are used to evaluate the consistency and trend of historical data. These can be
found in Edit Data. Basic modifications to data settings can be made in the general tab and date changes 
(start and end dates) can be made in the Calculation Tab. The default setting is three years.

How is the Data Organized?

Custom Calculations allow you to generate calculations using your own benchmarks, data sources, 
and specific time frame calculations. Offering the most flexibility, these data points can be found 
in Edit Data and by doing a Right Click. Basic modifications to data settings can be made in the general 
tab while in-depth custom calculations are made in the Calculation tab.

Custom Data Sets and Calculations  |  How is the Data Organized?
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How does the Floating and Lag Options Work?

You can use Floating Methods to float start and end dates for your custom calculations. You can also build 
a lag time into your process. Below are examples of the actual calculations.

Quarterly Returns Floating

Based on your “float quarterly” settings for the start date and end date, you are updating quarterly even 
though the data maybe available monthly.

Trailing 3-Mth Return Floating

Based on your “float monthly” settings given the start date and end date of a 3-month time period, you are 
asking the data to be updated every month, moving one month forward with no lag. 

Custom Data Sets and Calculations  |  How does the Floating and Lag Options Work?
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Quarterly Returns Floating on 1 Month Lag

Based on your “float quarterly” settings, you are asking the data to be updated every quarter even though 
the data maybe available monthly. This update will not appear in your settings until one month later 
due to the 1 Month Lag. This can be useful for hedge funds and separate accounts where reporting occurs 
toward the end of the month

Quarter-to-Date Floating

Based on your “float quarterly” settings for the start date and the “float monthly” settings for the end date, 
you are asking the data to be updated every month while maintaining the start date as of the beginning of 
the quarter. Therefore, the start date will not move until the next quarter.

Custom Data Sets and Calculations  |  How does the Floating and Lag Options Work?
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Charts and Reports

Create Charts

Morningstar Direct has many chart options to support your research. Charts can be exported into PowerPoint, 
saved as PDF files for easy printing and emailing, and copied to the clipboard for insertion into other reports 
and documents. If you choose to save them or apply for later use, they will be stored in the Chart Templates 
folder and accessible in all Action bars that contain Charts/My Templates.

1. You can begin the process with an investment or investment list from the Investment List or Search Criteria 
folders and populate up to 15 names in a chart. Go to the Investment List folder and open a list from My List.

1

3

2

2. Select two names.

3. Click the Actions.
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4. Go to Charts and you will see the many choices to display various data. Click on Return Bar.

4

5. Click Data Table to display the numeric data that supports the chart.

6

10
7 8 9

5

6. You have many choices to customize your settings. Use the Time Range drop down to alter your time periods. 

7. Go to Daily drop down to change the frequency.

8. Click on the Returns drop down to change the default Annual returns to Trailing

Charts and Reports  |  Create Charts
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9. Use the Currency drop down to change  your currency.

10. Click on the Source Data drop down to select from various types of returns (i.e. total, market, gross returns).

11. Highlight your two investments by clicking on each one.

12

13

11

12. Go to Charts to continue to build additional charts for your selected investments.

13. Click Return vs. Category to create a peer group chart.

14

Charts and Reports  |  Create Charts
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14. Similar to the previous chart, you have the ability to customize your setting in the top section of 
the dialog box.

15. Highlight your two investments again and will create our final chart, Time Series.

16

15

16. From Charts, click on Time Series to be taken to the Select Data Points dialog box.

17. Your default universe will be based on your settings under User Preferences. Click 
on the Universe drop down if you want to select data points from another universe.

17

18

 

Charts and Reports  |  Create Charts
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18. You can also select data points from an existing data set from My Data Set.

19. Go to Find Data Point By and Select Custom Calculations.

19

20. Find Beta and add to the Selected Data Points box.

20

21

21. Double click on Beta or you can also click on Settings to be taken Data Setting dialog box.

Charts and Reports  |  Create Charts
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22. Go to the Calculations tab and select Rolling Window, Moving Window Size is 12 months, 
and Moving Step is 1 month.

22

23

24

23. You can also alter the default benchmark by clicking Find to select another benchmark.

24. Click OK to be taken back to the Data Points dialog box.

25

25.  Click OK to complete creating your time series chart.

Charts and Reports  |  Create Charts
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26. Double click on the line graph and you can alter the display. Go to Graphics and click on Area.

26

27. Double click on the Area graph and then select Send To Back to place the Area graph behind the line graph. 

27

28

28. You can also alter your colors.

Charts and Reports  |  Create Charts
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Create Reports

Morningstar Direct has many report options to communicate your results for a specific investment(s). 
If you choose to save the reports or apply for later use, they will be stored in the Report Templates folder 
and accessible in all Action bars that contain Reports/My Templates.

There are four types of reports:
1. Pre-Formatted Reports for an investment
2. Comparison Reports for 2 to 4 investments (limited customization available)
3. Custom Reports for an investment with more features to customize the settings, peer groups and benchmarks.
4. Report Builder to create factsheets.

Pre-Formatted Report

1. You can begin the process with an investment or investment list from the Investment List or Search 
Criteria folders. Go to the Investment List folder and open a list from My List.

1

2

 
2. Select one name.

3. Go to Actions.

3

4

Charts and Reports  |  Create Reports
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4. Go to Reports and select Investment Detail.

5

5. Your report will open in a new window. From here, you can Save the report to your 
Saved Reports folder or E-mail it using Morningstar Direct’s email program.

Comparison Report

1. Go back to your investment list and select 4 names. 

1

Charts and Reports  |  Create Reports



51

2. Go to Reports and select Multiple Investments to display all 4 names in one report.

2

3. You will be taken to the Multiple Investment Comparison dialog box where you can alter the 
benchmark and select additional choices.

3

4

Charts and Reports  |  Create Reports
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4. Click OK and you will be asked if you want to save the changes to apply for later use. 
Name the Report Template and continue to generate the report.

5

5. Your report will open in a new window. From here, you can Save the report to your 
Saved Reports folder or E-mail it using Morningstar Direct’s email program.

Custom Report

1. You can begin the process with an investment or investment list from the Investment List or Search Criteria 
folders. Go to the Investment List folder and open a list from My List. 

1

3

2

2. Select one name.

Charts and Reports  |  Create Reports
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3. Go to Actions.

4. Go to Reports and select Performance Evaluation.

4

5. In the Performance Evaluation dialogue box, you have many customization options to select from such as 
time periods, rolling window months, benchmarks, and peer groups.  Click Morningstar Category under Peer 
Group Settings to pull the appropriate category for the report.

5

6

Charts and Reports  |  Create Reports
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6. Click OK and you will be asked if you want to save the changes to apply for later use. 
Name the Report Template and continue to generate the report.

7

7. Your report will open in a new window. From here, you can Save the report to your 
Saved Reports folder or E-mail it using Morningstar Direct’s email program.

Charts and Reports  |  Create Reports
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Equity Attribution

Equity attribution analysis, also know as micro attribution, allows users to compare a portfolio’s performance 
to that of a benchmark while decomposing the excess return to explain the impact of various investment 
decisions. Decompose the results by various groupings such as industry classifications, regional classifications, 
style classifications or by your own custom classifications.  

You can create an equity attribution report from the Investment List and Search Criteria folders or directly from 
the Performance Attribution main folder. Once saved, your equity attribution report will reside under Reports 
within the Equity Attribution subfolder.

Outline:
Create an Equity Attribution Report
View the Equity Attribution Results
Automatically Run Reports using Batch Scheduling
Create a Template
Create Custom Groupings
Send your Reports to other Morningstar Direct Subscribers

Create an Equity Attribution Report		
1. In the Performance Attribution folder, go to Equity Attribution. Click on Reports. To learn about Total Portfolio 
Attribution, refer to the Total Portfolio Attribution chapter.

2

1

Learn More is provided to get easy access to Equity Attribution Methodology papers and more.
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2. Click on New to begin to create a new report. You will be taken to the report workflow dialog window.

3. Start typing the name of the portfolio or click on the magnifying glass to select the portfolio.

3

5

4

Check Comparison Portfolio to generate an equity attribution analysis of two managers. As an alternative, you can also use the secondary 
manager as the benchmark in your equity attribution analysis.

4. Go to the Benchmark drop-down to select from the various benchmarks. 

5. Under Report Settings, you can create a report based on new settings, template settings, or saved report 
settings. We will create new settings and maintain the default, New. 

Equity Attribution  |  Create an Equity Attribution Report
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6. In the Report Settings folder, you can customize the Time Period, Grouping, and Calculation Options 
for your equity attribution report.

8

9

6

7

7. Go to Time Period to modify the time periods and frequency of the report. The default is three 
months through Last Quarter End. 

8. Go to Grouping to select how to group and create hierarchy levels for your output. You can 
add groupings from the various choices or create a new grouping from the new button. The default 
is Morningstar Sector grouping. 

9. Go to Calculation Options to modify methodology settings such as the investment process, multi-
period linking method, and infer portfolio holdings. The default is Two-Factor: Interaction in Selection 
Effect using Arithmetic linking method and inferring portfolios Forward in Time. 

Equity Attribution  |  Create an Equity Attribution Report
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10. Next, go to View Settings folder to identify what views and their components would you like displayed 
in your equity attribution report. 

11

10

11. The Highlights view will provide an overall executive summary of Attribution, Contribution to Return, 
Leading Contributors, Leading Detractors, and Portfolio Characteristics results.

12. The Attribution view will decompose the active return to explain the impact of various portfolio manage-
ment decisions. Here, you will also find Contribution to Return on the absolute level of the portfolio and 
benchmark. The output will displayed by the grouping and security levels.  

12

Equity Attribution  |  Create an Equity Attribution Report
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13. The Highest/Lowest view will display the fundamental data of those securities with highest and 
lowest security weighting in the portfolio. 

13

Equity Attribution  |  Create an Equity Attribution Report
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14. The Statistics view will compare the overall valuation results of the portfolio to its benchmark.  

14

15. The Trailing Performance view will display performance of various time periods by the grouping 
and security levels.

15

Equity Attribution  |  Create an Equity Attribution Report
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16. The Valuation view will display the portfolio’s valuation results by the grouping and security levels.

16

17. The Weights view will compare the weights of the portfolio vs. benchmark by the grouping and 
wwsecurity levels. 

17

Equity Attribution  | Create an Equity Attribution Report
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18. The Holdings view will display the shares, market value, market cap, weightings and more broken 
down by the grouping and security levels.

18

19 20

19. Once you have specified the components for both your Report Settings and View Settings, 
you can click on Save as Template for future use. 

20. Click OK to run the Equity Attribution Report. 

Equity Attribution  |  Create an Equity Attribution Report
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View the Equity Attribution Results

1. Once you’ve run your report, the Highlights view will automatically be displayed to give you an overall 
summary of your results. To the far left, you will find other views available to interpret your results. These 
views are all driven by your settings created in the previous section. 

1

Equity Attribution  |  View the Equity Attribution Results
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2. Go to the Attribution view to interpret the results at the classification and security level. In this example, 
two levels are displayed. Level 1 is the Sector breakdown and Level 2 is the security breakdown (i.e. Health-
care Services sector).

3

2

3. Go to the Holdings Display drop-down where you can view All holdings that pertain to both the portfolio 
and benchmark or Portfolio-only holdings.  

4. Go to the Highest/Lowest view to analyze the valuation results for the highest weighted and lowest 
weighted securities in the portfolio.

4

Equity Attribution  |  View the Equity Attribution Results
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5. Go to the Portfolio Statistics view to compare the valuation results of the portfolio to its benchmark. 

5

6. Go to the Trailing Performance view to analyze the results for various time periods 
by grouping and security levels.

6

Equity Attribution  |  View the Equity Attribution Results
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7. Go to the Valuation by Data Point view to analyze the valuation data points by grouping and security levels.

7

8. Go to the Weights view to compare the weight of the portfolio to the  benchmark by grouping 
and security levels.

8

Equity Attribution  |  View the Equity Attribution Results
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9. Go to the Holdings view to display portfolio weights, market cap, and more fundamental data.

9

10. In the Report Data view, you will find details on Attribution Holding Data, Excluded Equities, and Missing 
Performance. Click on Attribution Holdings Data to display portfolios used in inferring the returns.

10

11 12

11. Click Export to export all views or the current view on your screen.  

12. Click Summary PDF to generate a PDF report to communicate your results with various charts and tables. To 
incorporate Equity Attribution charts and table to a custom presentation, see the Presentation Studio chapter.

Equity Attribution  |  View the Equity Attribution Results
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Sample Output

Automatically Run Reports using Batch Scheduling

1. Once you create your report, you can schedule a batch to run reports automatically. 
Go to the Reports folder and click on Batch.

1

Equity Attribution  |  Automatically Run Reports using Batch Scheduling
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2. Go to New Batch and click on Saved Reports. You can also select from a Saved Template.

2

3. Select the desired report(s) and click OK to be taken to the Edit Batch dialog window.  

3

Equity Attribution  |  Automatically Run Reports using Batch Scheduling
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4. Give your Batch a name.

5

4

5. Once you’ve determined the file output location on your network drive, file name, and other settings, 
click Schedule.

6. Set your settings in the Schedule Batch window. You can also include the email addresses of those 
recipients that should receive the report once it automatically runs.

7

6

Equity Attribution  |  Automatically Run Reports using Batch Scheduling
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7. Click OK and you will be taken to the Batch Login dialog window.

8. Enter your Network Password and click OK.

8

9. You have completed scheduling a Batch where your reports will automatically run based on your settings. 
If you chose to archive them, they will be stored in the Archived Folder under Equity Attribution. You can also 
choose to run the report now by clicking Run Now.

9

Equity Attribution  |  Automatically Run Reports using Batch Scheduling
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Create a Template

1. In the above exercise, we generated a report by creating new settings. You also have the option of 
starting your process by using a pre-canned Morningstar Templates or Custom Templates. Go to Reports 
and click on Templates to be taken to the Templates dialog window.

1

2. At the top, you will see the Morningstar Templates.  You can use any of these reports or modify them to 
save as your own Custom Template. 

2

3

3. If you want to create a Custom Template from scratch, then click on New Template to begin creating 
your own custom template.

Equity Attribution  |  Create a Template
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4. Once complete, click Save.

4

5. Your custom template will be stored under My Custom Templates in the Template window dialog box.

5

Equity Attribution  |  Create a Template
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6. You can retrieve you custom template and apply it to your report from Report Settings in the 
New Report Dialog Box.

6

Equity Attribution  |  Create a Template
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Create Custom Groupings

1. As you may have discovered in your Report Settings, you have many grouping options to decompose your 
results. These options also include Morningstar Numeric Rule-Based Groups or your own custom numeric 
rule-based groups. In order for your own custom groupings to be listed in Report Settings or to apply to your 
templates, you must first create the custom groupings. Go to Reports and click on Custom Groupings to be 
taken to the Custom Grouping dialog window.

1

2. At the top, you will see the Morningstar Numeric Rule-Based Groupings where you can use them as is or 
modify them to save as your own Custom Numeric Rule-Based Grouping. 

2

3

3. If you want to create your own Custom Numeric Rule-Based Grouping from scratch, then click on New 
Grouping to be taken to the Security Classification window.   

Equity Attribution  |  Create Custom Groupings
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4. Select the data point of interest and click OK.

4

5. Once you complete your new custom numeric rule-based templates, click Save.

5

Equity Attribution  |  Create Custom Groupings
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6. Your new grouping will be saved under My Rule-Based Templates.

6

7. This custom grouping can then be applied to your custom templates in the Report Settings View.

7

Equity Attribution  |  Create Custom Groupings
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Send your Reports to other Morningstar Direct Subscribers

1. Once you’ve created your report, you can Send your report to your colleague within or outside your firm. 

1

Equity Attribution  |  Send your Reports to other Morningstar Direct Subscribers
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Fund Flows

Fund Flows enables you to stay current with market trends by providing a comprehensive and timely picture of 
total net assets and estimated net flows across multiple geographical markets. Organic Growth Rate is also 
available for specific markets. Monitor broad investor trends performing competitive analysis, developing new 
products, and marketing managed investment products. Use simple point-and-click actions to drill down on a 
group of interest, as we will demonstrate shortly.

Outline
Access Aggregated Data in Market Summary 
Search for a Specific Name in Grouping Variable
Create Advanced Search to Limit Search Results
Create a Custom Excel Report Based on Your Specifications
Access Workspace for Commentary Updates and More

Access Aggregated Data In Market Summary

1. When you click on the Fund Flows folder, the Market Summary page will automatically appear. This location 
aggregates large sets of data (grouping variables) such as Asset Classes, Fund Families, Morningstar Catego-
ries, Institutional Categories, Active/Passive, Share Class Types, Distribution Channels and more. Within each 
grouping variable, you will find the local results for the given market. Certain markets such as Europe and US 
Variable Annuities have specific grouping variables - Branding Names for the European Markets and Invest-
ment Managers, Subaccounts, Insurance Companies, and Contracts for the US Variable Annuity Markets. 

1
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2.  You have four interactive settings at the top of your view that will drive the results for each grouping 
variable – Market, Market Share Basis, Distribution Channel, Active/Passive. Click on the Market drop down 
to view all the available markets. 

2

3.  Go to US Open-end & MM Funds to be taken to its subview where you can activate the various choices. 
We will maintain the US Open-end Ex MM ex FoF.

3

Fund Flows  |  Access Aggregated Data In Market Summary
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4. Next, go to the Market Share Basis drop down to activate Total Net Assets, Estimated Net Flow, or Organic 
Growth Rate (availability dependent on the market). We will maintain Total Net Assets.

4

5. Go to the Distribution Channel drop down to view your Distribution Channel choices. We will maintain All.

5

Fund Flows  |  Access Aggregated Data In Market Summary
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6. Go to the Active/Passive drop down to view your investments by actively managed or passively managed 
groupings. We will maintain All Funds.

6

7. As you scroll down the Market Summary page, you will see the aggregated data for various groups based 
on your interactive settings — Asset Classes, Fund Families, Morningstar Categories, Institutional Categories, 
Active/Passive, Share Class Types, Distribution Channels, Morningstar Ratings, Stewardship Grades, Total 
Return Quartiles, Volatility Quartiles, and more. At any point, use the simple point and click actions to drill down 
on a group of interest. For example, go to Morningstar Categories.

8
7

9

Fund Flows  |  Access Aggregated Data In Market Summary



83

8.  Notice that the data is ranked by YTD Estimated Net Flow ($Mil).

9.  Click on View Chart.

10.  You’ll be taken to a stacked bar chart to view all the categories. You can use the interactive drop downs 
at the top to change your settings. 

10

11

 

11.  Click on Close to close the chart.

12.  Let’s now turn our attention to the Intermediate Bond Category. Click on its Chart icon. 

12

Fund Flows  |  Access Aggregated Data In Market Summary
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13. You will be taken to its dialog box to drill down its grouping variables. On the left hand side, the grouping 
variables are listed.  As you toggle through them, the applicable fund flow data will be displayed.

13

14. Click on Fund Families to retrieve all the Fund Families that correspond to the Intermediate Bond Category. 

14

Fund Flows  |  Access Aggregated Data In Market Summary
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15. Go to the Sub-View to change your display from your initial settings (in this case Estimated Net Flow) to 
Total Net Assets, Growth Rate which isolates the growth (loss) in assets due to flows or Market Appreciation 
which explains the change in assets due to the appreciation (depreciation) of the holdings of the fund. 

15

16

16. Click on the Chart icon next to John Hancock. 

Fund Flows  |  Access Aggregated Data In Market Summary
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17. Go to the interactive settings at the top to customize your chart view settings for John Hancock 
Intermediate-term Bond Category. Once complete, click Close.

17

 

Search for a Specific Name in Grouping Variable

1. Click on the Search button at the top of the page. Use this feature as short-cut to identify a fund, fund 
family, or other entity of interest. It is an alternative to drill-down to each grouping level.

1

Fund Flows  |  Search for a Specific Name in Grouping Variable
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2. Select Fund Family.

2

3. Type ING Funds. 

3

Fund Flows  |  Search for a Specific Name in Grouping Variable
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4. You will be taken to ING Funds’ dialog box.

4

5. Toggle to the various grouping variables such as Institutional Categories. You can also take advantage 
of the Sub-Views at the top right.

5

Fund Flows  |  Search for a Specific Name in Grouping Variable
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Create Advanced Search to Limit Search Results

1. The Advanced Search functionality allows you to customize data sets that include multiple values per 
grouping variable. For example, if you want to analyze the Large Cap business of a competitor, choose Large 
Growth, Large Blend, and Large Value from the Morningstar Categories list. To demonstrate, click on the 
Advanced Search button.  

1

Fund Flows  |  Create Advanced Search to Limit Search Results
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2. As mentioned earlier, your Advanced Search will be driven by the market you choice. In our case, it’s the 
US Open-end ex MM ex FoF. You can drill down the components for each segment on the left until you have 
met all the parameters. For example, click on the Morningstar Categories and select Large Blend, Large 
Growth, and Large Value. 

2

Fund Flows  |  Create Advanced Search to Limit Search Results
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3. Next, go to Share Classes and click on Additional Criteria to customize criteria for Total Net Assets, Sales 
Charges and more. For example, you can set your Estimated Net Flows greater than 0 to get positive net flows 
and look at those funds that have sales charge less than 5%.

4

3

5

4. Once you’ve created your custom search, click Save and it will be saved under the Fund Flows’ Workspace tab.

5. Once complete, click OK and you’ve completed creating your Advanced Search.

Fund Flows  |  Create Advanced Search to Limit Search Results
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Create a Custom Excel Report Based on Your Specifications

1. The Custom Report feature allows you to create reports that are tailored to your needs, enabling you to 
create, for example, cross-tabular data that can answer questions such as “What has been the flow 
by Category over the past year?” or “What is the distribution of flows by Morningstar Rating over the past 
quarter?” Results can be further manipulated in Excel. Click on Custom Reports. 

1

2. In the Custom Report window, name your query. 

4

2

3

8

6

5

7

Fund Flows  |  Create a Custom Excel Report Based on Your Specifications
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3. In Row Definition, group by Morningstar Category, sub-group by Morningstar Rating, and click on 
Group to customize how it will be generated in Excel.

4. In Column Definition, select Time Series, changing the start date to 3/1/2008 and using Calendar 
Quarter periodicity.

5. Add an additional field and select Estimate Net Flow with Ending Value.

6. Sort by Morningstar Category (ascending) and Morningstar Rating (Descending).

7. Click Save to save your Custom Report in the Fund Flow’s Workspace tab.

8. Click on Generate Report.

9. Open your report in Excel where you can further manipulate the output.

9

Fund Flows  |  Create a Custom Excel Report Based on Your Specifications
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Access Workspace for Commentary Updates and More

1. The Workspace tab provides you with additional resources such as Fund Flow Updates, Monthly 
Commentary, Saved Actions, and more. Click on the Workspace tab.

1

Fund Flows  |  Access Workspace for Commentary Updates and More
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2. Under Fund Flow Updates, go to Previous and Upcoming Updates to access the current
and historical Commentary.   

4

2

3

3. At the bottom left,  under Saved Actions, access your Advanced Searches, Custom Reports, and 
Investment List. Note, every time you create an investment list, you can access the fund flow data for 
each investment from Save Actions. 

4. On the right column, you’ll notice information on New Products, Mergers, Liquidations, Closings and more. 

Fund Flows  |  Access Workspace for Commentary Updates and More
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Performance Reporting

Performance Reporting is designed specifically to monitor performance for a group of investments. Organize  your 
investments by various groupings or by your own custom classifications. You can also assign benchmarks, define 
data, and more. Both qualitative and quantitative factors can be applied to the report. Implement a Scorecard 
using standardized values or custom grades to further monitor your investments (see the  Scorecard chapter). 

Create your Performance Report from an existing list in the Investment List or Search Criteria folders or create 
a new report directly in the Performance Reporting folder. You have the ability to keep your Performance Report 
and Investment List synchronized and be notified when the Investment has changed.  

Outline

Set Your Performance Reporting Settings
Create a Quick Performance Report with a Morningstar Template
Create a Custom Performance Report with Specific Data Points
Apply Simple and Conditional Formatting
Automatically Run Reports using Batch Scheduling
Send and Share Your Reports with other Morningstar Direct Subscribers

Set Your Performance Reporting Settings

1. Similar to User Preferences under the File drop-down, set specific default settings only applicable 
to Performance Reporting. In the Performance Report pane, go to the Manage Reports folder and click on 
General Settings. 

1
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2. In the General tab, set your default general preferences. 

2

3

3. Check the box to synchronize your Performance Report and Investment List. 

4. In the Grouping tab, set your default Group Settings.

4

Performance Reporting  |  Set Your Performance Reporting Settings
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5. In the Display tab, set your default Display Settings, Summary Statistics, and Breakpoint settings.

5

6. In the Output tab, set your default Batch Settings and Excel Export Settings.

6

Performance Reporting  |  Set Your Performance Reporting Settings
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Create a Quick Performance Report with a Morningstar Template 

1. Go to the Templates and click on the Report Templates subfolder where we will use a predefined 
Morningstar Template. 

1

2. Double click on Trailing Returns (Last Month-End) from the Morningstar Template list. 

2

Performance Reporting  |  Create a Quick Performance Report with a Morningstar Template
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3. Once you’ve selected the source of investments, click OK.

3

4. Click Calculate and you will be first asked to save the report.

4

Your search criteria will be displayed at the top.

Performance Reporting  |  Create a Quick Performance Report with a Morningstar Template
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5. Name your report and click OK to run the report.

5

	

6. Once the calculation is complete, you will get a Pop-Up asking you to view the results. Click Yes.

6

7. You’ve successfully completed generating a Performance Report. Note that at any point you can modify your 
template with Group Settings, Performance, and Supplementary commands which we will cover in next exercise 
when creating a report from scratch.

7

Performance Reporting  |  Create a Quick Performance Report with a Morningstar Template
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Create a Custom Performance Report with Specific Data Points

1. Go to the Manage Reports folder and click on Folders, where you will see your saved reports on the right pane. 

2

1

2. Click on New and you will be taken to the Select Investments window. 

3. Once you’ve selected the desired source of investments for your report, click OK.

3

Performance Reporting  |  Create a Custom Performance Report with Specific Data Points
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4. You will be taken to the Group Settings dialog box to determine specific peer group, benchmarks and more.

4

5

5. By default, investments are organized by Morningstar Category. 

6. Click on the Display Grouping drop down to view other choices such as Morningstar Rating Overall, Firm Name, 
Custom Sector, Sector and Industry Level for securities and much more.

6

Performance Reporting  |  Create a Custom Performance Report with Specific Data Points
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7. Peer groups are based on the investments in the report but can be altered to reflect a custom peer group.  
To change all the peer groups for each investment, click on the left top box.

10

87

9

8. Click on the Display Group Icon and you will be taken to the Peer Group Dialog box. 

9. Since our Display Grouping is already broken down by Morningstar Categories, select Morningstar 
Category as the Peer Group.

10. Click OK.

Performance Reporting  |  Create a Custom Performance Report with Specific Data Points
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11. In the # of Investments in Peer Group Column, you will notice the updated numbers.

11

12. Go to Display Benchmark 1 drop-down. 

12

Performance Reporting  |  Create a Custom Performance Report with Specific Data Points
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13. Select Analyst Assigned Benchmark.

13

14

14. Click on Show Benchmark to display the analyst assigned benchmark. 

15. Display Benchmark 2 is also provided as an additional benchmark. These benchmarks appear as a 
separate row in the report. You can also customize the Calculation Benchmark, used for calculations that 
require a benchmark, and Risk Free Proxy, used for calculations that require a risk-free rate. Click OK.

15

Performance Reporting  |  Create a Custom Performance Report with Specific Data Points
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16.  You will now be taken to the Select Column dialog box. We will maintain the default, User Defined.

17

16

17. Click OK to be taken to the Performance Column Setup Dialog box.

18. In the Time Period tab, the defaults are 5 years ago for Start date, Last MonthEnd for End Date, 
and Single Period for Time Periods. Refer to the custom calculations chapter of the user guide for further 
understanding of time period options. Click on Trailing periods. 

18

Performance Reporting  |  Create a Custom Performance Report with Specific Data Points
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19. Go to Number of Columns and input 5.

19

20

21

20. Check the bottom box to order the time period from latest to first.

21. Click Add Columns and you will see the time periods displayed in the Selected Time Periods box. 

Performance Reporting  |  Create a Custom Performance Report with Specific Data Points
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22. Double click on a time period and you will be taken to the Time Period Settings dialog to alter the 
Display Name. Once you’ve typed the name, click OK.

22

23. Next, click on the Data Points tab.

23

At any point, you can reorder the columns with their datapoints.

Performance Reporting  |  Create a Custom Performance Report with Specific Data Points
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24. Here, you can select from a choice of over 100 custom calculations. Select Alpha.

24

25

Keep Apply Add/Remove to all Time Periods checked.

25. Go to the Ranks tab to add rank columns to the selected performance data.

26. Select +/- Display Benchmark 1 to display the excess return of each trailing time period relative 
to the benchmark. Click OK.

26

Performance Reporting  |  Create a Custom Performance Report with Specific Data Points
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27. You will automatically be taken to the Supplementary Column dialog box to select non-custom 
calculation data points. 

27

28. Here, you can select data from the Supplementary and Historical tabs and further apply ranks to specific 
data points. Once you’ve decided, click OK and you will be taken back to the grid view. 

28

Performance Reporting  |  Create a Custom Performance Report with Specific Data Points
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29.  Click Calculate to generate the report.

29

30. Name your report and Click OK to run the report.

30

Performance Reporting  |  Create a Custom Performance Report with Specific Data Points
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31. You have successfully generating a Custom Performance Report.

31

32. At any point, you can do a right click to customize your columns such as the number of decimal places.

32

33. Go to Actions to benefit from the various choices such as saving your report as a template. 

33

Performance Reporting  |  Create a Custom Performance Report with Specific Data Points
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Apply Simple and Conditional Formatting

Simple and Conditional Formatting gives you the ability to distinguish specific investments from others. 
Simple Formatting allows you to select each investment and highlight it whereas Conditional Formatting 
allows you to identify specific criteria.  

1. Open an existing performance report. While right-clicking on an investment, select Simple Format 
to highlight a row with a specific color.

1

2. Next, right click anywhere on the grid view to select Conditional Format. 

2 3

Performance Reporting  |  Apply Simple and Conditional Formatting
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3. Select Conditional Formatting and you will be taken to the Conditional Formatting dialog box to 
create your rules.

4. You can create as many rules as you want with conditional formating. Go to the Field Name drop down  
and start creating your rules.

4

5. Go to the Value drop down to create a rule relative to benchmarks or peer groups.

5

6. Once you’ve completed creating your rule, identify the Cell Color and Text Color to highlight the results.  

6

Performance Reporting  |  Apply Simple and Conditional Formatting



116

7. You’ve successfully applied conditional formating to view your results.

7

8. You can also go to Actions to Filter your results by only displaying the highlighted results and 
hiding everything else that doesn’t apply.

8

Performance Reporting  |  Apply Simple and Conditional Formatting
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Automatically Run Reports using Batch Scheduling

1. Once you create your report, you can schedule a batch to run the report automatically. 
Click on Batch Management.

1

2. Select New Batch.

2

3

Performance Reporting  |  Automatically Run Reports using Batch Scheduling
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3. Select the desired report(s) and click OK to be taken to the Edit Batch dialog box.

4

4. Once you’ve determined your file locations and other settings, click Schedule. 
  
5. Set your settings in the Schedule Batch window.

5

6

Performance Reporting  |  Automatically Run Reports using Batch Scheduling
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6. Click OK and  you will be taken to the Batch Login dialog box. 

7

7. Enter your Password and click OK.

8. You’ve completed setting up the Batch. Based on your settings, your reports are now scheduled 
to run automatically. You can also choose to run the report now, by clicking Run Now.

8

Performance Reporting  |  Automatically Run Reports using Batch Scheduling
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Send and Share your Reports with other Morningstar Direct Subscribers

1. Once you’ve created your report, you can send or share with your colleague within or outside your firm. 

1

 

  

Performance Reporting  |  Send and Share your Reports with other Morningstar Direct Subscribers
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Portfolio Management

Portfolio Management is a workspace to create, analyze, and manage investment strategies, Model Portfolios, 
Custom Benchmarks, and Accounts. In addition to producing various analyses, you can create account groups 
as structured organization of accounts for easier account management and be able to view your full list of 
securities.  Model Portfolios, Custom Benchmarks, and Accounts are commonly known as object types and they 
can be applied to the various product areas of Morningstar Direct. Once these object types have been created, 
you can also attach your Account to a Model Portfolio to then attach your Model Portfolio to an investment 
strategy – all in Portfolio Management. 

This chapter is broken down by the following sections. You will notice the workflow logic is the same for each 
object type. The only difference is the section on Importing an Account with a Custodian Template.

Outline
Portfolio Management Definitions
User Preferences
Manually Create a Model Portfolio, Custom Benchmark, or Account
Import a Model Portfolio, Custom Benchmark, or an Account with Morningstar Templates
Import an Account with Custodian Template
Edit your Model Portfolio, Custom Benchmark, or Account
Produce Portfolio Aggregation Report for a Model Portfolio, Custom Benchmark, or Account
Apply Model Portfolio, Custom Benchmark, and Account to Product Areas of Direct
Utilize Additional Portfolio Management Features

If you have not converted your aggregates or position accounts into model portfolios, custom benchmarks, 
or accounts, click on this URL for detailed instructions before reading further: 
http://morningstardirect.morningstar.com/clientcomm/PortfolioManagementConversion.pdf

http://morningstardirect.morningstar.com/clientcomm/PortfolioManagementConversion.pdf
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Portfolio Management Definitions:

User Preferences

Before you begin to utilize Portfolio Management, it’s very important to set your user preferences for 
performance calculations and import components.

1. Go to File and select Set User Preferences.

1
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2. Go to the Portfolio Management tab and select the performance calculation for missing security returns. 

2

You have four options as to treating securities with missing returns:
Missing Returns:  the performance for the entire import will not be calculated. This is the default.  
Based on Security’s Prices: performance will be calculated based on the imported price. 
Rescale Weights: the security is removed from the performance calculation and the weights for the 
remaining securities are rescaled. 
Zero Return: the performance is made zero for the missing period in the import performance calculation.

3. Next, click on the Import tab.  

4

3

5

4. Go to the Price Source to select your default price source for imported security performance 
calculations. This is applicable for Imports using both Morningstar Templates and Custodian Templates.
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5. Select your settings for Exchange and Currency Filters. This is applicable for Imports using both
Morningstar Templates and Custodian Templates.

6. Select your Account Automated Import Settings. This is only applicable to Custodian Templates. 

6

7

7. Once complete, click OK. 

Manually Create a Model Portfolio, Custom Benchmark, or Account

In Portfolio Management, you can create Model Portfolios (hypothetical), Custom Benchmarks (hypothetical), 
or Accounts (actual portfolios). Examples include a model fund-of-fund, blended benchmark, private strategy or 
client account. You can create these object types by importing holdings/returns or by manually creating them 
either through an investment list or building your portfolio through the Holdings Entry window. In this chapter, 
we use the Model Portfolio as our example to build a portfolio using the Holdings Entry window. The same 
workflow logic would apply to Custom Benchmarks and Accounts but the difference is that the workflow would 
take place in the Custom Benchmark or Accounts folders. 
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1. Go to Model Portfolios in the Portfolio Management folder and click on New. 

1

2. You will be taken to the Model Portfolio window to enter your information. Enter the Model Portfolio Name.

2

3

3. Continue to add the Benchmark 1 and/or Benchmark 2. This exercise is also applicable to Custom 
Benchmarks and Accounts where the workflow is identical. Once you created a custom benchmark, you can 
apply it to your Model Portfolio Benchmark 1 or Benchmark 2. 

4. Go to Performance Source where you will have two options to select how to calculate performance. 
The first choice is calculating the performance based on underlying positions. This is the default.  
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4

5

5. The second choice is import account-level performance where you can import the actual return series 
as shown on the left pane under Model Portfolio

6. Click on the Rebalancing Frequency where you can select from the various rebalancing choices. Monthly 
rebalancing is the default. Based on your selection, you can also decide if the Rebalancing is based on Calen-
dar Period End or Rolling Period End Based on Portfolio Date.

6
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7. Go to Performance Calculation Start Date to select from the various choices.  Earliest Common is the 
default where the Holdings will automatically be the Earliest Common Date once you populate your Model 
Portfolio with stocks, funds, fixed income, or cash. 

7

8. Go to Attached strategy should you want to attach your model portfolio to a Strategy. See section 
“Utilize Additional Portfolio Management Features” for more detail.

8

9

9.  Click Save.
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10. You will be taken to the Holdings Entry view where you can enter stocks, funds, fixed income instruments, 
and cash. For our exercise, we will stay in the Stock/Fund tab. Go to row 1 and click on the Magnifying Glass. 
You can also enter investments by clicking + Add.

10

11.  You will be taken to the Add Holdings window to search for the investments with the various Universe 
choices or retrieve names from an existing investment list. Go to My Lists and locate a list to populate the 
model portfolio. Once you’ve added the selected names to the Selected Records box, click OK.

11
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12. Back in your Holdings Entry view, you will see your list of investments added to your list. You can 
allocate the number of shares, market value, or % of net assets by clicking on Enter By dropdown. You can 
also give equal weighting to the funds. Select Equal Weight and it will automatically allocate the equally 
weighted percent across the funds.  

12

13

14

13. Note your Position as of Date automatically changed from the previous month-end to the earliest 
common date. 

14. Click Finish to complete. 

15. Your new Model Portfolio will be stored in the Model Portfolio folder.    

15
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Import a Model Portfolio, Custom Benchmark, or an Account with Morningstar Templates

In this section, we will learn how to import holdings and return data using Morningstar Templates. 
Accounts will be our example but the same workflow logic would apply to Model Portfolios and Custom 
Benchmarks–the difference is that the import workflow would take place in the Model Portfolio folder 
or the Custom Benchmarks folder.  

Import Portfolio Holdings 

When using the Morningstar template, your import holdings files must contain the following columns: 
Portfolio Date, Portfolio Identifier, Portfolio Name, Holding Identifier, Holding Description, Market 
Value (alternatively shares, price, or weight), Coupon Rate (if applicable), and Maturity Date (if applicable). 
Supported file type is Excel. Multiple portfolios and portfolio dates can be imported in the same file. An 
imported portfolio must meet two business rules in order to pass Morningstar’s security identification process:

1. To begin the import process, go to the Portfolio Management folder and click on the Accounts folder.

2

1

2. Click Import and you will be taken to the first Import window. 

3
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3. Double click on Morningstar Template - Portfolio Holdings and you will be taken to the second import window.

4. Browse for the file and if necessary, set the settings for the date format, security ID type, and weight format. 

4

6

5

5. If the order of the data in the import file does not correspond to the default set-ups, click on the column drop 
down and adjust the order. Required fields are highlighted in green. 

6. Once complete, click Ok and you will be taken to the third import window.

7. In the Portfolio folder, there are 4 subfolders.

10
11

8
7

9
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8. Go to the Portfolio folder. When you import a series for the first time, it will fall in the New Portfolios
folder. When you update the imported data thereafter, you will see that your new portfolio will then be placed 
in the Existing Portfolio folder. 

9. Go to the Positions folder where it will list all your Positions in your import. This is the default view.

10. Go to the Price folder to identify if any security didn’t match the security map. 0/0 means all securities 
matched. 1/0 means that one security did not match and you would need to identify and match that security 
in the Securities folder. 

11. Go to the Securities folder, if necessary, to match your unidentified securities to the security map. For 
example, should you see a red icon, it means that certain securities didn’t map to the Morningstar or imported 
databases. 

12. Click Save. 

13

14

12 

13. If you are ready to view your portfolio in Morningstar Direct, click Post and you will be asked if you would 
like to save your Custom Investment.
 
14. Click Yes.
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15. You will be taken back to the first import window where you can import more data.  Close this view.

15

16.  Your imported holdings will be maintained in the Accounts folder. 

16

Import Portfolio Returns (Import Account Level Performance)

When importing returns for Model Portfolios, Custom Benchmarks, and Accounts, you can either link them to 
your imported holdings or keep them separate. In order to link the imported holdings to the imported return 
series, the portfolio id has to be the same in both files - importing holdings is not a requirement for accounts 
and vice-versa. The Import Return file must contain the following columns: date (in text format), portfolio id, 
portfolio name, performance. Imported returns may be daily, monthly or quarterly returns. 
 
In this section, we will learn how to import return data using Morningstar Templates. We will continue to use 
Accounts as our example but the same workflow logic would apply to model portfolios and custom benchmarks 
- the difference is that the import workflow would take place in the Model Portfolio folder or the Custom 
Benchmarks folder.
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1.  Go to the Portfolio Management folder and click on the Accounts folder.

2

1

 

2. Click Import and you will be taken to the first Import dialog box.

3. Double-click on Morningstar Template – Return Series and you will be taken to the second import window.

3

4. Browse for the file name and if necessary, select the appropriate Date Format, Return Type, 
and Return Frequency.

4
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5. Go to the Start and End Date to set your dates.

5

6. Go to the Column No. column to make sure your columns in our spreadsheet are in alignment with the 
column code.

6

7

7. Click OK and you will be taken to the Portfolio Returns view.  
 
8. When you import a series for the first time, it will fall in the New Portfolios folder. When you update the 
imported data thereafter, you will see that your new portfolio will then be placed in the Existing Portfolio folder. 
In this example, we used an existing portfolio and updated the numbers. Therefore, it is not a new series but 
an updated return series.
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8

9

9. Click Save.

10. Click Post to post your returns to Morningstar Direct.  

10

11

11. Click Yes.

12. You will now see that your imported prices have been loaded indicated by Performance where it went from 
0/25 (25 months of imported data) to 0/0.
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12

13

13. Click OK.

14. You will be taken back to the first import window where you can import more data.  Close this view.

14

15. To view your returns, go to the Accounts folder and click on your file. 

15
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16. Go to Imported Price/Return folder and click on Return Series. Here, you will see your imported returns to 
your imported holdings file. 

16

17

17. Click on edit performance to update your returns or edit existing performance. 

18. Once you’ve updated your date, click on Compute to compute the new updated or edited returns.   

18

19.  You can also Import your returns in this view.

19
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Import an Account with Custodian Template

When using Custodian Template, it is not necessary to follow the required format used in the Morningstar 
Template.  Instead, Morningstar can create a Custodian Template specific to your custodian or accounting 
system format.  Once complete, your imports can be automated by scheduling imports to retrieve your client 
data from Morningstar FTP site or a 3rd party FTP site. 

1. Once Morningstar has produced a custodian template, go to Set User Preference.

1

2. Go to the Import tab to select the Default Price Source for imported security performance calculations.

4

2

3

5

3. Set your Security Matching Filters. Morningstar will attempt to map your imported securities to Morningstar-
tracked securities but you can also configure the security and currency matching process. The logic is to first 
map the securities to the Exchange Filter and then use the Currency Filter. For example, select the order of the 
exchanges your securities are trading on. Apply the same rule with the currency filter.
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4. Set your Account Automated Import Settings. See User Preferences for more detail.

5. Click OK and we are ready to proceed with the import process.

6. Go to the Portfolio Management folder and click Accounts.

6

7

7. Click Import and you will be taken to the first Import window.

8. Double click on Custodian & Accounting Template - Portfolio Holdings.

8

9. Browse for the file name. This file needs to be in text format.

10. Next, locate the custodian file.

11. Click OK to import your data.
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10

11

9

12. You can save your imported data to make any modifications or you can post your imported data to Direct. 
Click Post and your imported holdings will now be maintained in the Position Accounts folder for you to access 
for further analysis.

12 
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Edit your Model Portfolio, Custom Benchmark, or Account

In this exercise, we will use the Model Portfolio as our example to add a new portfolio. The same workflow 
logic would apply to Custom Benchmarks and Accounts but the difference is that the workflow would take 
place in the Custom Benchmark or Accounts folders. 

1. Once you’ve created the initial Model Portfolio, you will automatically be taken to the Model Portfolio 
window where you can view your general settings, import price/return series, and add new portfolios. Let’s 
begin and add a new portfolio. Click Holdings Summary. 

1

2. In the Holdings Summary view, you will see one portfolio date listed based on our settings (Common Date).  
Go to Edit and click New Portfolio to add additional portfolios. Note that you can also edit or remove an 
existing portfolio.

2
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3. Input the New Portfolio Date of your new allocation.

4

3

5

4. Note that you can modify the constituents from an existing portfolio by retaining the shares or by retaining 
the weights. If you have more than one allocation for your portfolio, then you will see additional date choices in 
the bottom date drop-down when modifying constituents from an Existing Portfolio. Click on Retain Shares.

5. Click OK and you will be taken to the Holdings Entry view. 

6. Proceed to change the weights in your allocation to reflect the new portfolio date. You can also add addi-
tional investments to your portfolio by clicking on the magnifying glass.  Once you’ve completed your new 
allocation, click Finish.

6
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7. In your Model Portfolio view, you will now see two dates in the Portfolio drop-down.

7

8. Close your view and you will be taken back to the Model Portfolio grid view. Once the additions have been 
completed, portfolios are automatically saved and updated over time.

8

Produce a Portfolio Aggregation Report for a Model Portfolio, Custom Benchmark, or an Account

Once you’ve created your Model Portfolio, Custom Benchmark, or Account, you can produce a quick Portfolio 
Aggregation report to analyze your results. In this chapter, we use the Model Portfolio to demonstrate how to 
create this report. The same workflow logic would apply to custom benchmarks and accounts but the difference 
is that the workflow would take place in the Custom Benchmark or Accounts folders.
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1. Go to your model portfolio and do a right click to activate report options. Click on Portfolio Aggregation.

1

2. You will be taken to the Report Settings window to set your settings. Once complete, click OK.

2
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3. You’ve successfully created a Portfolio Aggregation report. You can save this report and it will be saved in 
your Saved Reports folder or email it to a colleague.

3
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Apply Model Portfolio, Custom Benchmark, and Account to Product Areas of Direct

Once you’ve created Model Portfolio, Custom Benchmark, or Account, you can then apply these object 
types to the product areas of Direct – Equity Attribution, Total Portfolio Attribution, Performance Reporting, 
and Presentation Studio.  For detail on the product areas, please refer to their individual chapters. Below 
are output examples:

Presentation Studio:
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Performance Reporting:

Equity Attribution:
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Total Portfolio Attribution:

Utilize Additional Portfolio Management Features

Once you’ve created your Model Portfolios, Custom Benchmarks, or Accounts, you can then utilize the other 
functions in Portfolio Management. This area will continue to grow but in the meantime, you can utilize its 
features. For example, attach your account to a model portfolio and/or attach your model portfolio to an 
investment strategy. Organize your object types that are affiliated with the same client or have similar charac-
teristics through the Account Group feature.  Create additional analysis through charts, reports, and perfor-
mance attribution. Let’s begin and first create a strategy. 

1. Go to Strategies and click on New.

1
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2. You will be taken to a separate window to build your strategy.  Fill in the necessary fields such as Strategy 
Name, Benchmark, Description, Proxy, Allocation. 

4

2

3

3. Once you’ve assigned the date of your portfolio, you can continue to add more dates by clicking 
on Add Portfolio.

4. Click Ok.

5. You’ve successfully created a strategy. Now let’s attach a model portfolio to your strategy. Click Tools.

5
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6. You will be taken to the Tools drop-down where you will find many choices, including File conversion should 
you want to change the object type from one choice to another (i.e. Model Portfolio to Account or visa versa). 
Go to Object Attribute Assignments.

6

7.  On the left pane, Strategy and the Object types are listed. The default view is Strategy. 
Click on Model Portfolio.

7
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8. As you select a Model Portfolio, scroll to the far right, and click on the magnifying glass.

8

9. You will be taken to the Strategy Window. Select your Strategy and Click OK.

9
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10. You have successfully attached your model portfolio to a strategy.

10

11. As a reminder, you can also attach your model portfolio to your strategy from the General Settings View.

11
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12. Go back to Object Attributes. Click on Accounts and you’ll see that you can attach an account
to a model portfolio.

12

13.  As a reminder, you can also attach your account to your model portfolio from the General Settings View.

13
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14. Go back to Object Attributes and click on Benchmark to make any modifications. 

14

15. Click on Action where you can easily edit your object type or make any other modifications. These options 
under Action are also available in the Account and Model Portfolio view. 

15
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16. Once you applied the necessary Object attributes, you can further analyze your data through the Action 
command in the main view. For example, select from the various choices such as X-Ray, Reports, Charts, 
Holdings, and Performance Attribution. You can also send or share your information with colleagues.

16

Portfolio Management  |  Utilize Additional Portfolio Management Features



157

17. Let’s continue and discuss the other features. Go to Account Groups where you can organize those 
accounts and model portfolios that have the same characteristics or those belonging to the same client. 

17
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18. Go to Securities Invested to view all the securities invested in model portfolio, 
custom benchmark, and accounts.

18
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Presentation Studio

Presentation Studio is Morningstar Direct’s platform for creating custom presentations. With direct access to 
Morningstar Direct’s databases and flexible charting and reporting capabilities, Presentation Studio helps 
you better communicate the data behind your investment recommendations. You have full control over both the 
content and format of your presentations, enabling you to tell your story using professionally designed data 
tables and charts.

Outline:
Landing Page
Create a Factsheet
Customize your Chart and Table Components
Create a Custom Workbook
Apply Logos, Images, and Text
Automatically Run Factsheets using Batch Scheduling
Automatically Run Workbooks using Batch Scheduling
View your Batch Results

Landing Page

1. Go to the Presentation Studio folder to activate its landing page.

2

1
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2.  At the bottom of the landing page, go to the Morningstar Template tab which will be your default view. 
Here, you can select from the various factsheet and workbook templates to easily jump start your process.  

3. To the right, you’ll also find My Templates to retrieve your own templates or Reports to retrieve saved 
reports. Actions is the location to send or share your reports and New Folder to organize your files. 

3

4. Click on the arrow to view your sample choices of charts. At any point, you can Launch Chart 
to create your report.

4

5

5. At the top of the action bar, you can select from New Workbook, New Factsheet, and New Chart to build 
your presentation from scratch.  Batch Management will be covered at the end of the chapter.
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6. Click on Global Settings to set your default settings for Presentation Studio. 

6

7. You will be taken to the Application Settings window. Use the Data tab to create your defaults for
benchmarks, return series, time periods, portfolio dates and more.

7
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8. Go to the Attribution tab to set your Equity Attribution setting defaults such as time period, security 
classification, investment process and more.

8

9. Go to the Layout tab to set your defaults such as Font, Color, and Component Title Settings.

9
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10. Go to the Display tab to set your color and marker designations for your investments, benchmark, 
and category average. You can also customize your colors by inputting the specific RGB value or by moving 
the circle cursor.

10

	

Create a Factsheet

1. Morningstar Factsheet templates are designed for one investment compared to one or two benchmarks and 
the Category Average. Go to the Morningstar Template tab and click on Equity Manager Factsheet (Portrait).

1
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2. You will be taken to the Investments: Settings Window. Click on the Magnifying glass to locate a name. 

2

3.  In the Find Security window, locate Fidelity Contrafund and click OK to be taken back to the Investments: 
Settings dialog box.  

3
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4. Go to the first benchmark and click on the drop down to change the benchmark.  S&P 500 is the 
default based on Global Settings. The secondary benchmark is also displayed and can be activated 
by manually checking it.  

4

5. You have many benchmark choices to select from including those from your custom security 
classification (i.e. Custom Benchmark). Select Analyst Assigned Benchmark. 

5

6. The Category Average of the fund will automatically be activated. Check the box to include the 
Category Average in your Factsheet.

6

7
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7. Click OK to generate the Morningstar Template Factsheet.

8. You’ve successfully generated the factsheet using the Morningstar Template.  Go to the Star Icon at the 
top left corner and click on Save As to save the report. It will be stored in the Reports folder in your landing 
page. Notice that you can also save your file as your own template by clicking on Save as Template.

8

9

9. Save your factsheet as a PDF, Powerpoint, or XPS.

Customize your Chart and Table Components

1. Once you’ve created your factsheet, it is very easy to customize any of the charts and tables. For this 
exercise, we will utilize the Morningstar Template Factsheet from the previous exercise but the following logic 
can be applied to any workbook. Open your factsheet. In this image, we’ve zoomed in 125% to focus on the top 
half of the factsheet.

2
1

2.  Go to the Icons on the bottom of your screen. The blue icons represent charts and the orange icons 
represent tables.  
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3. As you roll over each of the icons, you will active the chart and table views.

3

4. Drag the Stacked Bar Chart onto one of the component boxes and it will automatically replace 
the current component. 

4
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5. Notice the light blue border around the new Stacked Bar chart. This light blue border will activate the 
necessary settings to customize the chart or table. For our example, you will see the Chart tab activated. 
Click on the Start Date. You can also use the calendar to change the default start date.

5

6. Select 3 Years Start Date and you will automatically change the start date of the stacked bar chart to 
3 years ago. At any point, you can also customize other settings such as the end date, font size, and more. 

6

7

7. Next, go to the Chart Settings at the bottom right hand corner of your view to activate more advanced 
custom settings.
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8. Click on the Data Set drop down.

8

9. You can easily select from other data set choices such as equity market capitalization, equity sectors, 
equity style and more. Select Equity Sector (GICS) to replace the default, Asset Allocation. 

9

10. As you can see, your selection will immediately replace the current Asset Allocation default.

10
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11. In the chart settings, you can also alter the display name or select another color choice

11

12. As you can see, it is very easy to customize your presentation. You can also resize any of the chart or 
table components to customize your view. The customization logic is the same for all factsheets and workbooks 
as we will demonstrate in the next exercise when we create a workbook from scratch.   

12
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Create a Custom Workbook

1. In the previous exercises, we learned how to quickly generate a quick Factsheet using a Morningstar 
Template and how to customize that template into our own presentation. In this exercise, we will create a new 
workbook from scratch and explore more available features in Presentation Studio. Click on New Workbook 
from the landing page.

1

2. In the Create New Workbook dialog box, you have three choices. Morningstar Templates are also available 
in this view as well as your saved templates under My Template. Click on New Blank Workbook.

2
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3. In the Investments:Settings window, you can either search for investments by clicking on the + Add 
or select from an existing investment list. Go to Saved Lists and retrieve an existing investment list.

3

4. Once you’ve selected your list, the screen will populate the names. The first five names will be checked. 
You can select up to 15 names for your workbook. 

4
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5. If you would like to move a specific investment to another row, simply click and drag.

5

6. In the same view, move the scroll bar to the right where you can customize display name, color, or 
markers. Once you’ve customized your settings, click OK and you will be taken to a blank screen to add 
your chart and table components.

6
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7. Go to the bottom left corner and you will see that Multiple Investments icon grouping is displayed which 
will activate the necessary charts and tables. You can also select from the other icon grouping choices, such 
as Attribution and Fund Flow charts and tables. We will keep Multiple Investments.

7

8. Roll the mouse over the chart and table icons. Charts are represented by blue icons and tables are 
represented by orange icons.

8

9.  Go to the Chart command where you can view the many types of charts. 

10

9
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10. As you’re building your presentation for factsheets or workbooks, you can save your chart components 
and retrieve them from My Component.

11. Go to Table and click on all Tables to view all the tables that are available. You can also save your table 
components and retrieve them from My Component.

11

12. Let’s begin to create our workbook. You can drag and drop any of these components onto the page. 
Drag and drop the Holdings Based Style Map to populate the selected investments.  Each time you drag 
and drop a chart or table, it will replace the previous view.

12
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13. Click on the Chart Settings at the bottom right to activate the common holdings period. 
Select Most Recent Common Portfolio.

13

14. Go to Detailed Holding column and click on Show to display the holdings.

14

15. Once you’ve added a chart or table to the page, you can divide the page to make space for additional 
content using the auto layout feature. Go to Auto Layout and select from the various default page configura-
tions. Click on the Five Cell layout.

15
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16. Continue to add more contents to the page by dragging and dropping the desired charts and tables.
For example, add a table to one of the cells.

16

17. Continue to fill all the cells.

17
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18. Go to the top cell, activating the blue outline, and click on the Two Cell under auto layout.

18

19. Notice how easy it is to add another cell. Drag the Drawdown chart to fill that component.

19
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20. Click on the drawdown chart and go to Chart Settings at the bottom right. By clicking on the return series, 
return type, currency drop downs, you can easily change the option. You can also change the display from a line 
to another choice. Select Shaded Area to change the line to a shaded area for a specific investment.

20

21. Let’s now turn our attention to a table.  Using the Zoom and scroll bar, go to one of your tables.  

21
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22.  Click on the table (i.e. Performance Multiple Investments) to activate the blue border. Blue border will 
activate the data table at the top and the Table settings in the bottom right. You will also notice the column 
headings have been activated for you to change any of the data points.

22

23. Click on column B to activate all the custom calculation choices.  Select Beta.

23
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24.   In the same table, go to a column heading (i.e. excess return) and do a right click where you can customize 
the your data points further with the data point display, peer group breakpoints, and more.

24

25. In every chart or table view, you can custom it’s settings. There are many to choose from and each set 
of settings will be specific to its chart or table. The last example that we will spend time on is the Rolling 
Window Chart. Keep in mind, you always have the ability to resize the image. 

25
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26.  Go to Chart Settings and click on the Display Mode. Select Peer Group Rank (descending) to display 
how the managers ranked in their universe, as indicated by the gray shades.

26

27. You can further customize this chart by doing a right click and remove the category average by 
unselecting the Check.

27
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28. As you customizing your workbook, you always have the option of selecting specific invests to display 
by going to the Investments command, selecting and unselecting certain names.

28

29. Once you’ve completed your workbook, you can save it as a report or template. Click on Save as Template 
and it will be saved in the Template folder so you can apply to future reports.

29

 

30. Save your workbook as a PDF, PPT, or XPS.
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Apply Logos, Images, and Text

1. In the previous sections, we covered customization of charts and tables. In this exercise, we will further 
customize our presentation with headers, logos, and text.   From your factsheet or workbook, go to the Home 
tab and click on Page.

2

1

2. Click on Insert New to insert a new page.

3.  Go to Text and you will find various choices from Custom Text to Manager Narratives, Investment 
Strategy, Manager Biography, and Morningstar Commentary.  Click on Morningstar Commentary and select 
the Morningstar Analyst Report. 

3
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4. Continue to drop in the other text examples. Go to Image and browse for a logo or image. 

4

5. Notice at the bottom of the page you can also incorporate Fund Flow and Attribution Effect results.

6. Go to the Format tab and click on Header.  

6

5
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7. Select Enter Text and Insert Image.

7

8. Once you’ve completed your header and/or footer, do a right click and select Apply to Workbook to insert 
the header on to every page of your workbook.

 8
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9.  As you can see, the header is now applied to all pages of the workbook. If you are working on a 
factsheet, the same logic would apply. 

 9 

Automatically Run Factsheets using Batch Scheduling

1. Batch Management  allows you to run reports automatically based on your Morningstar Templates, 
your own templates, and saved reports. This section will go over how to create a new batch from factsheet 
template. Go to Batch Management.

1
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2.  To create a new batch, click on New Batch and you will be taken to the Select a Template window.

2

3. There are three workflows to create a new batch: Morningstar Template, My Templates, and Saved 
Reports. All templates are organized by Factsheet and Workbook type in selection drop down.  We will 
maintain the default, Morningstar Templates.

3

4. Go to the Morningstar Template drop down where you can set up a template on any of the choices. 
Select 3.8 – Attribution Highlights (Portrait).

4
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5. Click Continue and you will be taken to the Workbook Batch Setup window.

5

6. Input the name of your batch.

6

7. Next, go to +Add to be taken to the Find Security window to either load investments from the Morningstar 
Data Universes or from a saved list under My List. Click on My List to load your investments.

8

7
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8. Once complete, click OK to add these names to your batch reporting. You can add up to 25 investments 
to schedule a batch.

9.  You can also go to Saved Lists to load names from a saved investment list, similar to My List under the 
Find Security window. 

9

10.  You will be taken back to the Factsheet Batch Setup window where your investments are now listed. Next, 
designate Benchmark 1 to each investment. Select Analyst Assigned Benchmark  from the various choices. 

10

11
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11.  If your settings call for benchmark 2, you can also select a second benchmark.

12. Move the scroll bar to the right where you can set up additional settings, such as File Name, File Format, 
Append With Date, Start Date and End Date. The default option is consistent with your Global Settings, but you 
can alter these settings at any time.

12

13. Continue to move to the right, where you have additional settings to customize such as 
Portfolio Date and Currency. 

13
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14. You can decide to schedule your batch now or click save to schedule later. Click Save to save this 
Batch and you see a pop-up indicating that you’re Batch has been successfully saved.

14

15.  If you select Schedule, then continue to schedule your batch.  
15

16. Once you’ve scheduled the batch, a pop-up will appear to indicate it was successfully saved. Click OK.

16
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17. You’ve success completed creating a batch where it will be stored in the Batch Management folder. 
Once the batch runs, you can view it in the Batch Reports folder (see last section).

17

18.  For every batch, you will see the status displayed on the last column.

18

 

Green circle indicates that this batch is being processed by server.

Green clock indicates that the calculation request of this batch has been submitted to server, and is waiting to be processed. 

Green check indicates that this batch has been successfully processed by server.

Red cross indicates that this batch has been processed by server, but some reports in this batch fail to be generated.

Automatically Run Workbooks using Batch Scheduling

1. Batch Management  allows you to run reports automatically based on your Morningstar Templates, 
your own templates, and saved reports. This section will go over how to create a new batch from workbook 
template. Go to Batch Management.

1
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2.  To create a new batch, click on New Batch and you will be taken to the Select a Template window.

2

3. There are three workflows to create a new batch: Morningstar Template, My Templates, and Saved Reports. 
All templates are organized by Factsheet and Workbook type in selection drop down.  We will maintain the 
default, Morningstar Templates.

3

4. Go to the Morningstar Template drop down where you can set up a template on any of the choices. 
Select (M) Competitive Analysis – Equity Managers.

4
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5. Click Continue and you will be taken to the Workbook Batch Setup window.

5

6. Input the name of your batch.

6

7. Next, go to +Add to be taken to the Find Security window either to load investments from the Morningstar 
Data Universes or from a saved list under My List. Click on My List to load your investments.

8

7
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8. Once complete, click OK to add these names to your batch reporting. 

9.  You will be taken back to the Workbook Batch Setup where you can continue to add a group of names 
to your Workbook by clicking on Add. In each box, you cannot have more than 15 names at a time to populate 
your workbook.  The maximum number of groups to generate a batch at the same time is 25.

9

10.  From here, select the appropriate benchmark. The default benchmark will be from your global settings. 
Benchmark 2 is also provided should you want to use as well.

10
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11. Move the scroll bar to the right where you can set up additional settings, such as File Name, 
File Format, Append With Date, Start Date and End Date. 

11

12. Continue to move to the right, where you have additional settings to customize such as Portfolio 
Date and Currency. The default option is consistent with your Global Settings.

12
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13. You can decide to schedule your batch now or click save to schedule later. Click Save to save this 
Batch and you see a pop-up indicating that you’re Batch has been successfully saved.

13

14.  If you select Schedule, then continue to schedule your batch. 

14
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15. Once you’ve scheduled the batch, a pop-up will appear to indicate it was successfully saved. Click OK.

15

16. You’ve success completed creating a batch where it will be stored in the Batch Management folder. 
Once the batch runs, you can view it in the Batch Reports folder (see last section).

16

17.  For every batch, you will see the status displayed on the last column.

17

Green circle indicates that this batch is being processed by server.

Green clock indicates that the calculation request of this batch has been submitted to server, and is waiting to be processed. 

Green check indicates that this batch has been successfully processed by server. Red cross indicates that this batch has been processed by 

server, but some reports in this batch fail to be generated.
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View your Batch Results

1. Once your batches run, you can view them in Batch Reports.  All reports are displayed in descending order of 
create time. By default, 25 reports are displayed in each page but you can toggle to the next page at the 
bottom right hand corner. 

42

1

3
5

2. Go to the Action menu to delete specific reports you no longer have use for.

3. Go to the View drop down to filter reports according to selected batch.

4. Go to Refresh to refresh your data. 

5. Go to Status to view the status of each report.

Presentation Studio  |  View your Batch Results
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Scorecard

In the Performance Reporting folder you have access to the Scorecard which is used to assign weights and cre-
ate custom criteria of quantitative and qualitative factors to calculate an overall score. Users can score invest-
ments based on either standardized values or custom grades. Standardized values converts raw data points to 
percentile ranks and applies user selected weights to those percentile ranks. These weighted percentile ranks 
are then aggregated to create the score for the investment. Custom grades allow users to define rules for data 
points and assign a numeric grades based on that criteria.  

Outline:
Create a Scorecard with Standardized Values
Create a Scorecard with Custom Grades
Apply Simple and Conditional Formatting
Automatically Run Reports using Batch Scheduling
Send and Share Your Reports with other Morningstar Direct Subscribers

Create a Scorecard with Standardized Values

In this example, we will be adding a scorecard to an existing performance report, using standardized values. 
If you are building a new performance report, see the Performance Reporting chapter to learn how to build and 
customize your performance report.

1. From the Performance Reporting folder, open an existing performance report located in the 
Manage Reports sub folder.

1 
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2. Click on Scorecard.

2

3. Enable the Scorecard by clicking Yes. Select from Percentile Ranks or Z-Score calculations in 
Advanced Settings.

3
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4. Assign Weights to the data points. Weights must sum to 100%. If a data point is not to be used 
in the scorecard column, it can be kept at 0% weighting.

4

5. In the Scoring column, identify if higher number is good or bad.

6

5

7
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6. Select preferred options for Score and Rank Settings. 

7. Click OK and you will be taken back to the grid view.

8. The weights will be displayed in the column headings. Click Calculate to generate the Scorecard.

8

9. As you will notice, the Weighted Score, Weighted Score Display Group Rank, and 
Weighted Score List Rank are displayed.

9

Scorecard  |  Create a Scorecard with Standardized Values



205

Create a Scorecard with Custom Grades

In this example, we will be adding a scorecard to an existing performance report, using custom grades. 
If you are building a new performance report, see the Performance Reporting chapter to learn how to build 
and customize your performance report.

Custom grades allow you to define rules for data points and assign numeric and text grades to determine 
the results. Grade columns can be added to the report for an individually graded data point, an aggregated 
grade for a time period, or an aggregated grade for an entire group.

1. From the Performance Reporting folder, open an existing performance report located in the Manage 
Reports sub folder.

1

2. Click on Scorecard to be taken to the Custom Score Setting dialog box.

2
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3. Enable the Scorecard by clicking Yes. 

3

4. Click on the Custom Scoring radio button.

4

5
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5. Click on Add Score.

6. The default is All Time Periods but you can create your rules for a specific time period.

6

7. Go to Data Point/Rank Selected and click on the drop down.

8

7
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8. Select Return: +/- Display Benchmark 1.

9. Go to the Operator drop down and select >.

10 11
9

10. Go the Value 1 column and type 5.

11. Go the Score column and type 1.

12. Go to the Display drop down and select Approve.

12

13
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13. Click on Insert Rule and proceed to add the second rule.

14. Go to the Operator drop down and select  <.

14 15 16 17

18

15. Go the Value 1 column and type 5.

16. Go the Score column and type 0.

17. Go to the Display drop down and select Drop.
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18. Click Ok and you will be taken back to the Investment Scorecard dialog box.

19

20

21

19. You can also proceed to % Weights column to apply specific weights to each rule. 

20. Check the desired Score and Display Settings. You can also activate specific Ranks. 

21. Click OK and you will be taken back to the grid view.

22

22. Click Calculate to generate the Scorecard with Custom Grades.
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23. You’ve successfully completed creating a Scorecard report. 

23

Apply Simple and Conditional Formatting

Simple and Conditional Formatting gives you the ability to distinguish specific investments  from others. 
Simple Formatting allows you to select each investment and highlight it whereas Conditional Formatting 
allows you to set up a search and highlight those investments that meet the criteria.  

1. Open an existing scorecard report. While right-clicking on an investment, select Simple Format to highlight
a row with a specific color.

1
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2. Next, right click anywhere on the grid view to select Conditional Format. 

2 3

3. Select Conditional Formatting and you will be taken to the Conditional Formatting dialog box 
to create your rules.

4. You can create as many rules as you want with conditional formatting. Go to the Field Name drop down
and start creating your rules.

4

5. Go to the Value drop down to create a rule relative to  benchmarks or peer groups.

5
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6. Once you’ve completed creating your rule, identify the Cell Color and Text Color to highlight the results.  

6

7. You’ve successfully applied conditional formatting to view your results.

7
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8. You can also go to Actions to Filter your results by only displaying the highlighted results and hiding 
everything else that doesn’t apply.

8

Automatically Run Reports using Batch Scheduling

1. Once you create your report, you can schedule a batch to run the report automatically. 
Click on Batch Management.

1
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2. Select New Batch.

2

3

3. Select the desired report(s) and click OK to be taken to the Edit Batch dialog box.

4. Once you’ve determined your file locations and other settings, click Schedule. 

4
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5. Set your settings in the Schedule Batch window.

5

6

6. Click OK and  you will be taken to the Batch Login dialog box. 

7

7. Enter your Password and click OK.
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8. You’ve completed setting up the Batch. Based on your settings, your reports are now scheduled to run 
automatically. You can also choose to run the report now, by clicking Run Now.

8

Send and Share your Reports with other Morningstar Direct Subscribers

1. Once you’ve created your report, you can send or share your report with your colleague (s) within or 
outside your firm.  

1
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Total Portfolio Attribution

Total portfolio attribution, also known as macro or balanced attribution, allows users (i.e. Plan Sponsors or 
Consultants) to assess the results of strategic asset allocation policies and active investment management. 
Decompose the results by various groupings or by your own custom classifications.

Outline:
Create an Equity Attribution Report
View the Equity Attribution Results
Automatically Run Reports using Batch Scheduling
Create a Template
Send your Reports to other Morningstar Direct Subscribers

Create a Total Portfolio Attribution Report

1. In the Performance Attribution folder, go to Total Portfolio Attribution. Select the Report subfolder 
and then click New. 

1

Learn More is provided to get easy access to Equity Attribution Methodology papers and more.
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2.  You will be taken to the New Report Dialog Box. Click on the magnifying glass to select a portfolio.

2

3. The default universe will be Model Portfolios but you can select a portfolio from the other choices.

3
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4. Keep the default, Model Portfolio, and locate your portfolio. For further instructions as to how to create 
a Model Portfolio, see the Model Portfolio Chapter.

4

5

5. Once complete, click OK and you will be taken back to the New Report settings.

6. You have two choices to select your policy benchmark. You can either Manually Enter Allocations or you 
can Select from Portfolio Management an existing portfolio. Select Manually Enter Allocations.

8

6

7

7. Give your Report a Name.

Total Portfolio Attribution  |  Create a Total Portfolio Attribution Report



221

8. Go to Report Settings where you can create a report based on new settings, template settings, or saved 
report settings. We will create a new report based on a Morningstar Template.  Click on Based on Template.

9. From the drop down, go to Morningstar Template and select Global Category Group. 

9

10. Click OK to be taken to the Settings window.

10
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11.  The Asset Class Setup view shows investments that fall under each Global Category Group. If you 
decide that you want to modify the Asset Class choices in Global Category Group, click on Group Mana-
gement to change any of these asset class groupings. 

11

12. In the Group Management dialog box, click +Add.

12
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13. You will see your choices to replace the current Security Classification. Select My Classifications to 
activate your custom classifications. See the Custom Security Classifications chapter for detail on how to 
create your own custom security classifications. Note that Group Management is one location to change 
your groupings but you also have access to Report Settings in the New Report Window (see #2) to change 
your groupings. 

13

14

14. For our exercise, we will maintain the Morningstar Template, Global Category Group. Therefore, click 
Cancel to be taken back to the Setting view.
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15. Go to Asset Class Display to change the order by clicking on the up and down arrows.

15

16. Go to the Benchmark Setup.

16
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17. Go to the Benchmark column where you can change the default prospective benchmark for each 
manager to another choice. Click on the drop down and you will have the opportunity to select the same 
Asset Class Benchmark.

17

18

19

18. Go to the Policy Weights column where the default policy weights are equal weighted.

19. Once you’ve decided on your policy weights, provide a Policy Date. Here, you can also set up the frequency 
and determine if the rebalancing frequency is Calendar Period End or Rolling Period Based on Portfolio Date 
from the drop down. There is no limitation to the number of Policy Dates that you can create.

20. Once you’ve completed the Benchmark Set, click on Fee Assignment.

20

21

22

23
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21.  In this window, input a custom fee for those managers that don’t have Annual Net Expense Ratio 
(i.e. separate accounts). 

22. Include Cash Proxy such as the 3 Month T-Bills.

23. Input Portfolio Level fees such as consultant or wrap fees.  

24. Go to Time Period to select the time periods for report analysis. 

24

25

26

25. Utilize the up/down arrows to place your time periods in the order you prefer.

26. Double click on the first time periods or click on Settings. You will be taken to the 
Time Period Settings dialog box.  
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27. Here, you can customize the Display Name.

27

28

29

30

28. Select the specific Allocation Display.

29. Determine if you want Cumulative or Annualized results for periods greater than 1 year.

30. Click OK, once complete, and you will be taken back to the Setting Dialog box.

Total Portfolio Attribution  |  Create a Total Portfolio Attribution Report



228

31. Click on View Settings to customize your output display settings. 

31

32

32. Go to the Attribution folder to set up your Column, Equity and Decimal display output. 

33. Go to the Weights window to customize the weights display output. 

33

34 35

34. Once you’ve completed your View Settings, you can now save these settings by 
clicking on Save as Template.

35. Click OK to run the Total Portfolio Attribution Report. 
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View the Total Portfolio Attribution Results

1. Once you’ve run your report, the Attribution view will automatically be displayed to interpret the results at 
the grouping and manager level.  Level 1 is the asset class breakdown and Level 2 is the manager breakdown 
as shown by the Equity asset class, all driven by your settings. 

1

2

2. In this view, most of the negative impact of -0.71 came from manager selection while Tactical Asset 
Allocation had a positive effect. 
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3. Go to the Weight view to compare the historical weight of the portfolio to the policy weights. 
Here, you will see the Actual Weight, Policy Weight, and the Difference.

4

3

5

4. Click Export to Export all views or the current view on your screen.

5. Click Summary PDF to generate a PDF report to communicate you results. 

6. You will be taken to the Summary PDF dialog box. Here you can customize the cover page, 
put in a logo or select the views you want displayed. 

6

7
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7. Click Ok, once you’ve completed your settings in Summary PDF and your report will generate.

8. Click on the Attribution Allocation Effect chapter and you will be taken to the 4 quadrant view displaying 
those asset classes that had a positive impact (displayed in green) and those asset classes with negative 
impact (displayed in red).

8

9. As you can see, US Fixed Income Asset Class had the most negative impact to the active return.

9
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Automatically Run Reports using Batch Scheduling

1. Once you create your report, you can schedule a batch to run reports automatically. Go to the Reports 
folder and click on Batch.

1

 
2. Go to New Batch. 

2
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3. Select the desired report(s) and click OK to be taken to the Edit Batch dialog window.  

3

 
4. Give your Batch a name.

4

5
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5. Once you’ve determined the file output location on your network drive, file name, 
and other settings, click Schedule.

6. Set your settings in the Schedule Batch window. You can also include the email addresses 
of those recipients that should receive the report once it automatically runs.

6

7

 

7. Click OK and you will be taken to the Batch Login dialog window.

8. Enter your Network Password and click OK.

8
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9. You have completed scheduling a Batch where your reports will automatically run based on your settings. 
If you chose to archive them, they will be stored in the Archived Folder under Total Portfolio Attribution. You 
can also choose to run the report now by clicking Run Now.

9

 

Create a Template

1. In the above exercise, we generated a report by using a Morningstar Template. You also have the option 
of starting your process by using Custom Templates. Go to Reports and click on Templates to be taken to the 
Templates dialog window.

1
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2. At the top, you will see the Morningstar Templates.  You can use any of these reports or modify them 
to save as your own Custom Template. 

2

3

 
3. If you want to create a Custom Template from scratch, then click on New Template to begin creating 
your own custom template.

4. Once complete, click Save.

4
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5. Your custom template will be stored under My Custom Templates in the Template window dialog box.

5

 
6. You can also retrieve your custom template and apply it to your report from Report Settings in the 
Group Management window. 

6
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Send your Reports to other Morningstar Direct Subscribers

1. Once you’ve created your report, you can Send your report to your colleague within or outside your firm. 

1
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Custom Security Classifications

Custom Classifications allows you to create your own classifications on any type of security and apply to 
Performance Attribution, Total Portfolio Attribution, Performance Reporting, and Presentation Studio. Therefore, 
in addition to the grouping choices you have access to in Morningstar Direct, you can also create your own 
custom classifications.

Create Custom Classifications

1. Go to the workspace folder and click on Custom Security Classification.

1
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2. Click on Firm Level Classifications. This is the location where multiple users of a firm will have permissions 
to add securities and classifications. For those users that don’t have administrative rights, they can still use 
the firm-level custom classifications throughout Morningstar Direct, but they cannot update the classifications 
without the permission role which Morningstar grants. 

2

3. Click on My Classifications to create your own classifications. You’ll notice that nothing is listed in your view. 
Let’s demonstrate and begin the process to build our own classifications.

3

Custom Security Classifications  |  Create Custom Classifications
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4. Below is a sample spreadsheet consisting of many classifications. For example, set up your own asset 
classes and asset class benchmarks for Total Portfolio Attribution or set up custom sector, industry, and 
research analyst recommendations for Equity Attribution to identify if the right recommendations were made 
in a given portfolio. Continue to add more information, customizing the name and order, all in the same 
master file without having to populate every name with the same classification, as shown by the blank cells. 
As long as you have an identifier, shown in the 1st column, for each security or managed account, you will 
be able to maintain the data in one location. 

4

5. Once your spreadsheet is complete, go back to My Classifications and click on Column Management.

5

Custom Security Classifications  |  Create Custom Classifications
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6. To add the necessary columns that correspond to our master spreadsheet, click +Add. 

6

 
7. Type the name of the Column Name.

7

Custom Security Classifications  |  Create Custom Classifications
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8. Go to the Data Type drop down. Extended text means you have up to 250 characters. Date is basically 
a Date. Numeric is a numeric value. Indicator means you have up to 5 characters (i.e. “yes/no”).  
Free Text means that you have up to 50 characters. Category means grouping and Benchmark ID means 
those benchmarks in the Morningstar database.

8

9. Once you’ve finished assigning a data type for all your classifications, click OK. 

9

Custom Security Classifications  |  Create Custom Classifications
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10. You will be taken back to My Classifications view where your columns headings now contain the same 
headings in your spreadsheet. 

10

11

11. Let’s proceed and import the data to populate the column headings. Click Import. 

12. You will be taken to the Import dialog box. Browse for your file name.

12

Custom Security Classifications  |  Create Custom Classifications
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13. As you’re retrieving the file, the Import File Column Definitions will read the column 
headings from your spreadsheet .

13

 

 

14. After making sure your Column Definitions is in alignment with your custom security data points, click OK.

14

 

Custom Security Classifications  |  Create Custom Classifications
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15. You will be taken to the Securities view. In the blotter folder, the number of names that matched 
the security database will be indicated. In our example, all 34 names matched the security database. 
If it displayed (1/34) in parenthesis, then one security did not match and you would need to pursue 
to match this security. 

15
1617

16. If you click Save, you can come back to this window at a later point.

17. Once you are ready to proceed, click Post to post your information. 
 
18. A pop-up will appear to state that your data has been posted successfully. Click OK.

18

Custom Security Classifications  |  Create Custom Classifications
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19. You will be taken back to My Classification view. Click Refresh to populate your screen.

19
 

20. As you can see, all the content in our spreadsheet now populates My Classification view.

20

21. At any point, you can alter the information you imported. For example, go to My Sector column and click on 
the drop-down where you can easily select another sector for that given security.

21

Custom Security Classifications  |  Create Custom Classifications
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22. Go to My Industry column where you can easily select another industry for that given security.

22

23. Go to the My Research Analyst Recommendation column and you can easily type in another recommendation. 

23

24. For example, change the Sell recommendation to a Buy.

24

Custom Security Classifications  |  Create Custom Classifications
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25. At any point, you can also completely clear the contents of a security or managed account and retype the 
new information. For example, highlight one of the securities.  

25

 
26. Go to Action and you can click on Clear Content. If you chose to entirely remove the security and managed 
account, then click Delete. 

26

Custom Security Classifications  |  Create Custom Classifications
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27. If you want to add or delete columns, you can do so easily by clicking on Column Management.

27

28. In the column management window, click on Add to add new column or Delete to delete existing column. 

28

Custom Security Classifications  |  Create Custom Classifications
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29. Lastly, you can also add a new security by simply clicking on Add Security. You will be taken to the 
Find Securities window.

29

30. Locate your security or managed account and then click OK.

30

Custom Security Classifications  |  Create Custom Classifications
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31. In My Classifications view, you can continue to fill in the content for the new security.

31

Custom Security Classifications  |  Create Custom Classifications
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Apply your Custom Classifications to Various Applications

Now that we have completed creating our custom classifications,  you can apply the custom groupings 
Performance Reporting, Equity Attribution, and Total Portfolio Attribution.  You can also apply your custom 
benchmark to Presentation Studio’s batch management tool.  

Total Portfolio Attribution:

Custom Security Classifications  |  Apply your Custom Classifications to Various Applications
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Equity Attribution:

Custom Security Classifications  |  Apply your Custom Classifications to Various Applications
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Performance Reporting:

Presentation Studio:
 

Custom Security Classifications  |  Apply your Custom Classifications to Various Applications
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Defined Contribution Plans

The Defined Contribution Plans tool is designed to help retirement plan sponsors and advisors build strong, 
diverse fund lineups, and present them to clients in easy-to read reports. They’re designed to showcase due 
diligence efforts, highlighting performance, fees, and style statistics. Use these reports to profile a single 
plan, or to produce a comparison report that makes the case for new offerings.

The investment universes currently available in the Defined Contribution Plans tool are U.S. Open End Funds, 
U.S. Exchange Traded Funds, U.S. Variable Annuity Subaccounts, and U.S. Variable Life Subaccounts

Create a New Defined Contribution Plan

1. Go to the Defined Contribution Plan folder under Workspace and click on New.

1
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2. Once you input the new Contribution Plan Name, select a Benchmark.

3. Click Next and you will be taken to the Holdings Entry window.

6

4

5

4. Begin to add your holdings by using the +Add to search for single or multiple investments from a universe or 
your investment list. The same action can be implemented by using the magnifying glass in the Symbol column.

5. Go to Enter By where you can create your asset mix by entering Weights or the Dollar Amount. If you click on 
Apply All, you can automatically assign equal weights to each investment.

6. Click Finish and you will be taken to the Defined Contribution Window. 

Defined Contribution Plans  |  Create a New Defined Contribution Plan



258

7. In the Plan Administrator tab, enter your fees that pertain to Recurring Plan Adminis-trative Fees and 
Expenses, One-time Expenses, and more.

7

8. Go to the Investment Fee tab to view holding level fees. As Morningstar retrieves Gross Expenses from our 
databases, these are not editable. You can enter Additional Wrap Expense% fees and Fund Revenue Share % 
fees. Once complete, the Net Exp% will automatically calculate.

8

Defined Contribution Plans  |  Create a New Defined Contribution Plan
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9. Go to the Holding Benchmark tab to edit each the benchmark for each holding.

9

10

10. Click Ok to be taken back to the Define Contribution Plan window.

12 11

1314

11. From this window, you can quickly access various Charts and Reports on the individual investments.

Defined Contribution Plans  |  Create a New Defined Contribution Plan
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12. Click on the X-Ray to view the new Contribution Plan’s asset allocation and more.

13. Click on Plan Fee to alter any of the fees.

14. Click on Add Holding if you want to add additional investment to your lineup.

15. Close the Defined Contribution Plan window and you will be taken back to the grid view. 
Click on the New Plan by itself or you can compare to another proposed Lineup.

15

16

17

16. Go to Actions and click on Reports.

Defined Contribution Plans  |  Create a New Defined Contribution Plan
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17. Select Plan Comparison and you will be taken to a dialog box to select your output choices.

18

18. Once complete, click OK to generate your report.

19. You have now successfully completed creating a Defined Contribution Plan Report.

19

Defined Contribution Plans  |  Create a New Defined Contribution Plan
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Hypothetical Illustration

The Hypothetical Illustration tool allows you to develop investment scenarios over past historical 
periods. Hypothetical Illustration may involve individual securities or a portfolio of securities. Sections 
of the report include: 

Distribution and Withdrawal Summary report shows you the dividends, capital gain distributions and 
withdrawals that were either taken from or reinvested back into investments over the hypothetical period.

Portfolio X-Ray report details a portfolio’s holdings in terms of broad asset class exposure, style box break-
down by Equity and Fixed-Income holdings, and regional exposure.

Portfolio Snapshot report contains both holdings and performance information for a portfolio of investments.

Stock Intersection report shows you the overlap for the top 25 underlying holdings in a portfolio.

Correlation Matrix graphs the correlation of a set of securities. The graph is color-coded to indicate the 
degree of correlation, ranging from High to Highly Negative.

Investment Details one-report summarizes the information for each investment in the portfolio.

Price and Distribution report shows you the change in NAV for a fund going back to its inception date (or the 
earliest price available in Morningstar’s database. You can also see the dividend and capital gain distributions 
for a fund on this report.

Disclosure Materials must be included in order for the hypothetical illustration NASD complaint.
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1. Go to Tools and select Hypothetical Illustration.

1

2. Go to File and select New.

2

3. Select your Universe and use the Search options.   

3

4

5

Hypothetical Illustration  
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4. Enter your investments in the Find search bar and click Find. 

5. Select investments and click Add.  

6. Click the Buy/Sell tab.  

7. Enter your Initial Investment values. 

6

7 8

9

8. Select your preferred Time Period. 

9. Scroll to the right to indicate any subsequent investments or withdrawals.

10. Click the Reinvest/Reb tab at the top of the window.

11. Choose your Rebalance Frequency. 

10

11

Hypothetical Illustration
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12. Click the Fees tab.

13. In the Asset-Based Fee area enter your Annual Fee% and your preferred Frequency. 

12

13

 

14. Click the Taxes tab. 

15. Select your Filing Status preference. If you apply Taxes to a Taxable Income, the Federal Income field 
automatically updates with the correct value. You can overwrite this value, or any of the other tax fields.

14

15 

Hypothetical Illustration
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16. Click on the Report Options tab.
 
17. Customize your cover page and report options. 
 

16 

17

18

1920

18. From the Specify Display Options area, select from the various options. If you did not make any 
subsequent investments in the hypothetical, it is not necessary to check the Net Amount Invested 
box, because this will simply produce a flat line on the hypothetical return graph at the amount of the 
initial investment.

19. Click the Generate Report button. 

20. Click the Save button.

Hypothetical Illustration
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21. Name the Hypothetical Illustration.

22. Choose if you want to save your illustration Online (archived in Morningstar Direct) or Locally 
(saved to your computer). 

21

22

23

23. Click OK. 

24. To open a hypothetical you saved locally, go to the File menu, select Open.

24

Hypothetical Illustration
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Microsoft Excel Plug-in

Morningstar plug-in for Microsoft® Excel® efficiently populates comprehensive Morningstar data into 
Microsoft Excel. Easy-to-use templates automatically pull historical time series data into spreadsheets for 
tasks such as developing and backtesting custom models, or for conducting peer and trend analyses. 
Morningstar offers a growing range of templates based on historical time series data including options to 
analyze active share, top holdings, returns based style analysis, prices, dividends, returns, ratings, capital 
gains, rolling risk, and much more.

Generate Excel Plug-in Output

1. Go to the Excel Plug-in subfolder from the Home folder. Click on Excel Plug-in.

1

2

2. If you haven’t installed the Microsoft plug-in for Microsoft Excel, then go through the process by pressing 
Click here to download and install Morningstar Plug-In Excel. 
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3. Once the installation is complete, you will see the Morningstar Plug-In option in your Excel menu bar. 
Click on Morningstar Plug-In.

3

4

4. Click Templates and you will be taken to the Templates window listing all the available pre-built templates. 
You can also gain access to the same window from the Excel Plug-In folder in Morningstar Direct by 
clicking on the link that says “Click here to view and download all available pre-built EPI templates”, as shown 
in image #1.

5

5. Click on the Price template and you will be taken to the File Download dialog box.

Microsoft Excel Plug-in  |  Generate Excel Plug-in Output
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6. Click Open. 

6

7. Click on Enable Macros to launch Microsoft Excel.

7

8. Click on Set List from the Microsoft Excel screen.

8

9. You will be prompted to sign-in using your Morningstar Direct credentials. 
After entering your credentials, click Log in.

9

Microsoft Excel Plug-in  |  Generate Excel Plug-in Output
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10. Review the Morningstar Plug-in for Excel Agreement and check off the “I agree” box. Click Next.

10

11. Select investments by accessing saved investment lists or saved searches, or by manually selecting 
investments. In this example, select a Saved Investment Lists and select one of your investment lists. 

11

12

12. Click Next. 

13. After investments have been retrieved, click Finish. 

13

Microsoft Excel Plug-in  |  Generate Excel Plug-in Output
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14. This will take you back to the summary tab of the Excel spreadsheet. Click Calculate and you 
will be taken to the Settings Window.

14

15. In the template settings window, select the price type, data frequency, date range and output 
preferences. The settings will vary from each selected template. Click OK. 

15

Microsoft Excel Plug-in  |  Generate Excel Plug-in Output
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16. The desired data will populate the second tab of the Excel spreadsheet.

16

Microsoft Excel Plug-in  |  Generate Excel Plug-in Output
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Ownership Analysis

Investment ownership can add insight in several ways. There are two ways to begin your analysis. One me-
thod is at the stock level, identifying the owners of a stock. Stock level is often used to discover exposure 
of a troubled stock, detect investor concentration that may explain price fluctuations, or identify a prospective 
investor for investor relations professionals. The other method is at the portfolio level, identifying the posi-
tions of that owner. Portfolio level is often used by risk management departments. 

Identify Owners of a Stock

1. From the Global Databases folder, go to the Ownership Analysis folder and click Securities.

1
2

2. Click on United States Stocks.
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3. In your default ownership view, you will see the detailed breakdown of the number of owners. You can also 
scroll to the right to get more information.

3

4. Right click on the stock of interest and select View Owners where you can select Detailed Owner Analysis 
or Peer Owners Analysis. Select Detailed Owner Analysis.

4

Ownership Analysis  |  Identify Owners of a Stock
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5. The Detailed Owner Analysis allows you to analyze a single security. You can also double click on the 
security name to get the same view. 

5

6. If you click on the first top owners and do a right click where you can also get access to the holdings 
information as we will discuss further in next section.

6

Ownership Analysis  |  Identify Owners of a Stock
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7. Go back to your US Stock view in first step where we will now generate a Peer Owner Analysis. 
The Peer Owners Analysis allows you to compare the ownership of multiple securities in a single grid 
view. Click on 3 names of interest.

8

7

8. Go to Actions, View Owners and click on Peer Ownership Analysis. You can also do a right click on 
the names to generate the same views. 

9

Ownership Analysis  |  Identify Owners of a Stock
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9. Click on the View drop down to alter your default Shares view to Market Value, % Weighting, and more.

10

10. Click on the Row drop down to view common securities, unique securities, and more. The default is the 
subject which is driven by the 1st name selected.

11. Close this view and go back to the United States Stock view. Under Actions, you can also generate an 
Ownership HTML or PDF report.

11

Ownership Analysis  |  Identify Owners of a Stock
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Identify Holdings of Owners/Portfolio

1. From the Global Databases folder, go to the Ownership Analysis folder and click Owners/Portfolios.

21

2. Click on Separate Accounts Portfolios.

3. Right click on the portfolio of interest and select View Holdings. In the next few steps, we will cover 
the output for the Detailed Holdings Analysis, Historical Holdings Analysis, and Peer Holdings Analysis.

3

Ownership Analysis  |  Identify Holdings of Owners/Portfolio
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4.  Use Detailed Holding Analysis to analyze a single portfolio.

4

5.  Use Historical Holding Analysis to analyze a single portfolio overtime. At any point, you can change 
the view to display by Shares Change, %Weighting, and more.

5

Ownership Analysis  |  Identify Holdings of Owners/Portfolio
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6. Use Peer Holdings Analysis to compare the holdings of multiple portfolios in a single grid view. Once 
you click on the names of interest, you will be taken to the Peer Holding Analysis view to compare 
the results.  At any point, you can change the view to display by Shares Change, %Weighting, and more.

6

7. Close your view and go back to the Separate Accounts Portfolios view. Under Actions, 
you can also generate Reports, Charts, Performance Attribution, and more.

7

Ownership Analysis  |  Identify Holdings of Owners/Portfolio
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Public Filings
 

The Morningstar Document Library, located in the Public Filings folder, is a comprehensive resource for 
investment documents-from prospectuses to annual reports. By combining more than 20 years of data 
collection experience with advanced technology, Morningstar delivers accurate and timely documents to 
clients that enable them to meet regulatory requirements as well as deliver excellent services to investors.  

Locate a Public Document in Document Library

1. Go to the Filings under Home.

1
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2. At the top of the landing page, you can search for a Fund Documents, Corporate Reports, 
and Institutional Filings. Click on the Fund Documents drop-down.   

2

3

3. Select Mutual Funds to be taken to the Mutual Fund Filings.

4.  In the Mutual Fund Filings view, you can identify document type, location, and as of date. 
Click on Quick View

4

Public Filings  |  Locate a Public Document in Document Library
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5. You will automatically be taken to the mutual fund’s quick view where you can select simplified 
prospectus, semi-annual report, annual report.  

5

Public Filings  |  Locate a Public Document in Document Library
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6. You  can also use Search function to find your document. Type FCNTX and click Search. 

6

7. You will then be taken to the Fidility Contrafund view to select from the various documents 
and shareholder reports.

7

Public Filings  |  Locate a Public Document in Document Library
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