
Working with Clients 
and Accounts

Morningstar OfficeSM Cloud
Office



Copyright © 2020 Morningstar, Inc. All rights reserved. 

The information contained herein: (1) is proprietary to Morningstar and/or its content providers; (2) may not be copied 
or distributed; (3) is not warranted to be accurate, complete or timely; and (4) does not constitute advice of any kind.  
Neither Morningstar nor its content providers are responsible for any damages or losses arising from any use of this 
information. Any statements that are nonfactual in nature constitute opinions only, are subject to change without 
notice, and may not be consistent across Morningstar. Past performance is no guarantee of future results.
Morningstar Office Cloud April 2020
© 2020 Morningstar. All Rights Reserved.



Working with Clients and Accounts
Overview . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2

Creating Clients and Prospects . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3

Overview . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3
Create a client  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3
Add a client report name . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4
Edit a client . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6
Create a household  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 8
Share a client  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10
Convert a client to CRM . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 12
Create a prospect . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 14
Convert a prospect to a client  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 15

Creating an Account . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 16

Overview . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 16
What is the difference between a quick account and a transactional account? . . . . . . . 16
How are transactional accounts imported into Morningstar Office Cloud? . . . . . . . . . . . 17
How do I review data imported into Morningstar Office Cloud?. . . . . . . . . . . . . . . . . . . . 17
What information do I find within the Data Issues page?. . . . . . . . . . . . . . . . . . . . . . . . . 18
What information do I find within the New Accounts page? . . . . . . . . . . . . . . . . . . . . . . 19
What information do I find within the New Custom Securities page? . . . . . . . . . . . . . . . 19
Edit a transaction account imported through BOS . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 19
How are quick accounts entered in Morningstar Office Cloud? . . . . . . . . . . . . . . . . . . . . 21
Create an account  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 22
What else can I do when creating a new account?. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 24
How can I edit the account profile and settings for a quick account? . . . . . . . . . . . . . . . 25
How do I change my view within the Client & Accounts grid? . . . . . . . . . . . . . . . . . . . . . 26
How do I exclude a transactional account from the client aggregate?. . . . . . . . . . . . . . . 27
How do I manage security calculations? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 30

Creating a Custom Security. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 33

Create a custom security . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 33
Add a custom security to a quick account  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 35
Edit a custom security  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 37

Assigning Models and Benchmarks to Clients and Accounts  . . . . . . . . . . . . . . . . . . . . . . . . . 39

Overview . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 39
Assign a custom benchmark and a model portfolio to a client  . . . . . . . . . . . . . . . . . . . . 39
Morningstar Office Cloud April 2020 3
© 2020 Morningstar. All Rights Reserved.



Working with Clients and Accounts
Using Custom Benchmarks and Model Portfolios with Components . . . . . . . . . . . . . . . . . . . . 42

Overview . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 42
Assign a custom benchmark to a component . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 42

Managing Client & Account Settings for Multiple Clients . . . . . . . . . . . . . . . . . . . . . . . . . . . . 45

Assign global default settings . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 45
Assign settings for multiple clients at once  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 47
4 Morningstar Office Cloud April 2020
© 2020 Morningstar. All Rights Reserved.



Working with Clients and Accounts 
OverviewIn Morningstar OfficeSM Cloud, the Clients & Accounts area stores your client and 
account information. In this area, you find a Grid and Analytical View, which is a series 
of tabs, and under each tab, you find a series of components. 

Use this area to analyze your clients’ accounts and portfolios, and conduct 
operational tasks, such as generating reports, applying settings, and editing client 
profile information.

In this manual, the following topics are covered: 

gCreating Clients and Prospects (page 6)
gCreating an Account (page 19)
gCreating a Custom Security (page 36)
gAssigning Models and Benchmarks to Clients and Accounts (page 42)
gUsing Custom Benchmarks and Model Portfolios with Components (page 45)
gManaging Client & Account Settings for Multiple Clients (page 48)
Morningstar Office Cloud April 2020 5
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Creating Clients and Prospects Overview
Creating Clients and Prospects

OverviewAs part of your Morningstar Office Cloud subscription, custodial import and 
reconciliation tasks are outsourced to Morningstar Back Office Services (BOS). 

 Note: Read How are transactional accounts imported into Morningstar Office Cloud? on 
page 20 to learn more about BOS.

The BOS team takes care of your daily client and account import and reconciliation 
tasks, freeing you up to concentrate on your client relationships. 

You can still enter prospects and new clients manually to establish them in the system, 
and take advantage of all the tools Morningstar Office Cloud provides. The steps to 
create a prospect and client are identical. 

In this section, you will learn how to do the following:

g create a client (page 6)
g add a client report name (page 7)
g edit a client (page 9)
g share a client (page 13)
g convert a client to CRM (Redtail) (page 15), 
g create a prospect (page 17), and 
g convert a prospect to a client (page 18).

Exercise 1:   Create a clientTo create a client in Morningstar Office Cloud, do the following: 

1. In the header, click the Create icon, then select Client. The Create Client window opens.

Click here to begin.
Morningstar Office Cloud April 2020 6
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Creating Clients and Prospects Overview
2. In the Client Name field, enter Roop Family.

3. In the First Name field, enter Cory.

4. In the Last Name field, enter Roop.

 Note: The Client Name is used to identify a client in the Morningstar Office Cloud interface. It 
also appears in the header of certain output reports.

5. At the top of the window, click Create. The Create Client window closes.

Exercise 2:   Add a client 
report name

In some cases, you may want a different name to appear on reports, than what you’ve 
entered in the Client Name field. Do the following:

1. From the Menu, select Clients & Accounts. The Clients & Accounts page opens.

There fields 
are required 
to create a 
new client.

Click here to begin.
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Creating Clients and Prospects Overview
2. Hover the cursor over the Roop Family. The Action icon appears. 

3. From the Action menu, select Client > Edit Client Profile Settings. The Edit Client 
window opens. 

4. On the Settings page, click Display a different name on reports. 

5. In the Text field, enter The Roop Family. 

6. Click Save. 

Select this option.

Enter a client report 
name here.
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Creating Clients and Prospects Overview
Exercise 3:   Edit a clientOnce you have created a client, you can edit the client name or add additional contact 
information. In this exercise, you will add Cory’s birthday to the Client Profile. 

To edit a client’s profile, do the following:

1. From the Menu, select Clients & Accounts. The Clients & Accounts page opens.

2. Hover the cursor over the Roop Family row. The Actions icon appears. Click the Actions 
icon. The Actions menu opens.

3. From the Actions menu, select Client. The Client menu opens.

Click here to begin.

Select this option.
Morningstar Office Cloud April 2020 9
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Creating Clients and Prospects Overview
4. From the Client menu, select Client Profile/Settings. The Edit Client window opens.

5. In the Date of Birth field, enter 6/23/1980.

6. Click Save.

Select this option.

Add the date of 
birth here.
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Creating Clients and Prospects Overview
Exercise 4:   Create a 
household

You can organize the Clients & Accounts page by merging clients from the same 
household into a single client record. Do the following:

To edit a client’s profile, do the following:

1. From the Menu, select Clients & Accounts. The Clients & Accounts page opens.

2. Check the boxes of the clients you want to merge.
3. From the toolbar, click the Merge Clients icon. The Merge Clients window opens.

Click here to begin.

Select the clients, 
then click here.
Morningstar Office Cloud April 2020 11
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Creating Clients and Prospects Overview
4. Choose the primary client to merge into, then click Next.

5. Select the incoming member’s relationship to the primary client, then click Save.

 Note: Once merged, you might want to update the client name to reflect both members. You 
can do this by editing the client as described in Exercise 3 on page 9.

Select the primary 
client, then click Next.

Select the relationship 
of the incoming client, 
then click Save.
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Creating Clients and Prospects Exercise 5:   Share a client
Exercise 5:   Share a clientIn some cases, you may want to share a client with other members of your firm. In this 
exercise, you will share the Roop Family with another member of your firm.

 Note: If you are the only member of your firm, skip this exercise. 

6. Hover the cursor over the Roop Family row. The Actions icon appears. Click the Actions 
icon. The Actions menu opens.

7. From the Actions menu, select Client. The Share menu opens.

8. Click inside the Search for a colleague to share box. Then select the appropriate 
colleague.

Select this option.

Select this option.
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Creating Clients and Prospects Exercise 5:   Share a client
9. From the Set Permissions drop-down menu, select Can Edit. 

10. Click Share. 

Select this option. 
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Creating Clients and Prospects Exercise 5:   Share a client
Exercise 6:   Convert a 
client to CRM

If you also subscribe to Redtail CRM, you can enter a client in Morningstar Office 
Cloud, then convert the client record to Redtail CRM. This will ensure that your record 
keeping is consistent between the two systems. Once you convert the client record 
to Redtail CRM, be sure to make update the record within Redtail CRM. Updates in 
Redtail CRM will sync with your record within Office Cloud automatically. To convert a 
client to CRM, do the following:

1. From the Menu, select Clients & Accounts. The Clients & Accounts page opens.

Click here to begin.
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Creating Clients and Prospects Exercise 5:   Share a client
2. Hover the cursor over the Roop Family row. The Actions icon appears. Click the 
Actions icon. The Actions menu opens.

3. From the Actions menu, select Convert to CRM. The Client menu opens. A warning 
message appears.

4. From the warning message, click Convert to convert the Roop Family to Redtail CRM.

 Note: Click Take Me to Review Page to review clients to review the CRM blotter and ensure 
that you are not creating a duplicate record. 

Select this option.

Click here to convert the record.
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Creating Clients and Prospects Exercise 5:   Share a client
Exercise 7:   Create 
a prospect

During prospecting you may chose to create prospect record rather than a client 
record. By doing this, you keep a record of prospects who have not yet joined your firm 
without including them in your Clients & Account area. Prospects are housed within a 
separate Prospect area and do not affect your practice AUM. To create a prospect, do 
the following: 

1. In the header, click the Create icon, then select Prospect. The Create Prospect 
window opens.

2. In the Prospect Name field, enter Wright Family.

3. In the First Name field, enter Stephen.

4. In the Last Name field, enter Wright.

5. Click Create. 

Click here to begin.

There fields are 
required to create 
a new prospect.
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Creating Clients and Prospects Exercise 5:   Share a client
Exercise 8:   Convert a 
prospect to a client

Once your prospect becomes a client, you can seamlessly convert the prospect record 
to a client record. Once converted, all of your prospect information will be converted to 
Clients & Accounts. To convert a prospect to a client, do the following

1. From the Menu, select Prospects. The Prospects page opens.

2. Hover the cursor over the Wright Family record, then from the Actions menu, select 
Convert to Client. A warning message appears

3. Within the warning message, click OK. The Wright Family prospect record will 
automatically move to Clients & Accounts. 

Click here to begin.

Select this option.
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Creating an Account Overview
Creating an Account

OverviewIn Morningstar Office Cloud, individual accounts comprise your clients’ portfolios. 
While some accounts contain a full transaction history, allowing you to analyze the 
performance of an account during a specific time period, others simply show how an 
account is positioned. This section details the difference between quick (positional) 
accounts and transactional accounts, and how to create a quick account. 

In this section, you will learn how to do the following:

g recognize the difference between a quick account and a transactions account 
(page 19)

g recognize how transactional accounts are imported into Morningstar Office Cloud 
(page 20)

g recognize how quick accounts are entered in Morningstar Office Cloud (page 24) 
g review imported data (page 20)
g recognize information available within the Data Issues page (page 21)
g recognize information available within the New Accounts page (page 22)
g recognize information available within the New Custom securities page (page 22)
g edit a transactional account (page 22)
g create an account (page 25)
g recognize how to edit a quick account profile and settings (page 28)
g recognize how to change your view within Clients & Accounts (page 29) 
g recognize how to exclude a transactional account from the client aggregate 

(page 30), and
g recognize how to exclude a security from calculations. (page 33)

What is the 
difference between a 
quick account and a 
transactional account?

The following table describes the difference between a quick account and a 
transactional account.

In Morningstar Office Cloud, accounts are created using the following methods:

g import through Back Office Services, or
g create manually by you (quick accounts only).

Account Type Description

Quick Account Tracks holdings and allows you to analyze how an account is 
positioned. Does not account for any transactions.

Transactional Account Provides a complete look at an account’s current position and 
historic performance, including: 

g buys 
g sells
g dividends, and 
g other transactions.
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Creating an Account How are transactional accounts imported into Morningstar Office Cloud?
How are transactional 
accounts imported into 
Morningstar Office Cloud?

Your Morningstar Office Cloud subscription includes a subscription to Morningstar 
Back Office Services (BOS). The following tasks are outsourced to BOS:

g importing and reconciling transactional custodial files
g creating user-defined securities, and
g initializing new accounts.

For more information on Morningstar Back Office Services, contact your Customer 
Success Manager.

How do I review 
data imported 
into Morningstar 
Office Cloud?

Morningstar Office Cloud provides tools for you to review your daily imports, directly 
from inside Morningstar Office Cloud. Use these tools to monitor reconciliation errors 
and to view newly imported accounts. 

The first time you log in after BOS initializes your data, you find a one-time message 
from the BOS team letting you know that your data is ready for use. 

Going forward, you have on-going access to the Review banner, located on the bottom 
of the log-in screen. Use this tool to monitor your accounts daily. 

Click here to close.

Click here to review 
imported data.
Morningstar Office Cloud April 2020 20
© 2020 Morningstar. All Rights Reserved.



Creating an Account What information do I find within the Data Issues page?
When you click on the Review button, the Review Incoming Data box opens. Here, you 
will find the following three sub-pages:

gUnreconciled Positions
gNew Accounts, and
gNew 

What information 
do I find within 
the Data Issues page?

The Data Issues page alerts you to shares imported from your data provider or 
custodian, that do not match Morningstar calculations. For each impacted share, the 
page will provide the following information:

gClient
gAccount
gHolding, and
gDifference. 

The BOS team is working on the reconciliation issues listed on this page, and the 
shares will disappear once it is resolved. You can also export this page to Microsoft 
Excel to keep a record or investigate any differences on your own. 

Select one of 
these options.

Click here to 
export to Excel.

Review shares 
that have not 
reconciled here.
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Creating an Account What information do I find within the New Accounts page?
What information do I 
find within the New 
Accounts page?

The New Accounts page alerts you to new clients and accounts added during the most 
recent import. For each new account listed, you find detailed information about the 
new client or account. If you find discrepancies, you can edit the account profile within 
Client & Accounts. You can access clients immediate by click on the Clients & Accounts 
link within the header of the box. 

When reviewing new clients and accounts, it’s important to validate that each new 
account is mapped to the appropriate client. To verify this information, scroll to the 
Mapped Client Name field. If an account is merged with the wrong client, contact us 
immediately at: officequestions@morningstar.com or (866) 215-2503.

What information do I 
find within the New 
Custom Securities page?

Similar to the New Accounts page, the New Custom Securities page alerts you to new 
custom securities added during the most recent import. For each custom security 
listed, you find detailed information about the security.

 Note: Custom Securities entered manually will not appear on this page. See Exercise 11 on 
page 36 for instructions on how to manually create a custom security.

If you find data discrepancies, click on the Securities link at the top of the window. Or, 
if a security is merged with the wrong Morningstar security, contact us immediately at: 
officequestions@morningstar.com or (866) 215-2503. 

Exercise 9:   Edit a 
transaction account 
imported through BOS

In order to edit account information for transactional accounts entered through BOS, 
you must first navigate to the Edit Account Profile/Settings window. In this exercise, 

Click here to 
export to Excel.

Validate accounts are 
mapped correctly here.

Click here to immediately 
access the Clients & 
Accounts workbook.

Click here to 
export to Excel.

Validate securities are 
mapped correctly here.

Click here to 
immediately access the 
Securities page.
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Creating an Account What information do I find within the New Custom Securities page?
you will navigate to the account profile of a transactional account in order to edit 
account information. Do the following:

1. From the Menu, select Clients & Accounts. The Clients & Accounts page opens.

2. In the Sample Client row, click on the expand icon to view accounts. 

3. Hover the cursor over the Sample Transactional Account row. The Actions icon 
appears. Click the Actions icon. The Actions menu opens.

4. From the Actions icon, click Edit Account Profile/Settings. The Edit Account 
window opens. 

Click here to begin.

Click here to 
export to Excel.
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Creating an Account How are quick accounts entered in Morningstar Office Cloud?
5. Remain on the Profile page to edit account details. 

6. Click Save. 

How are quick 
accounts entered in 
Morningstar Office Cloud?

Quick accounts are positional accounts that show how an account’s positions are 
performing. They are most often used to illustrate account positions for the 
following situations:

gheld-away accounts, to provide a holistic view of the entire portfolio, or
g current state of account positions during prospecting.

Held-away accounts are frequently entered using ByAllAccounts (BAA), which is part 
of your Morningstar Office Cloud subscription. Contact your Customer Success 
Manager for more information about ByAllAccounts. 

In prospecting, a quick account is entered manually, using a recent statement from 
the prospect.

Select each page 
to make changes 
to the account.

Click here to save.
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Creating an Account How are quick accounts entered in Morningstar Office Cloud?
Exercise 10:   Create 
an account

Quick accounts are assigned to specific prospects, clients, or households. Meaning, 
you cannot create a quick account for use with multiple prospects or clients. 

In this exercise, you will create a quick account for the Roop family, the client you 
created in exercise 2. To create a quick account for the Roops, do the following: 

1. On the header, click the Create icon, then select Account. The Create an Account 
window opens.

2. In the Account Name field, type Current Account.

3. Click inside the Client or Prospect search field. 

4. In the Search Clients & Prospects field, type Roop, then select the Roop Family. 

5. From the Account Category drop-down menu, select Individual Taxable.

6. From the Account Type drop-down menu, select Taxable.

7. Click the Add Holdings button. The Add Holding menu opens.

8. In the Type to Search field, enter DODIX. 

Click here to begin.

Complete all required fields..
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Creating an Account How are quick accounts entered in Morningstar Office Cloud?
9. From the Morningstar Securities menu, select Dodge and Cox Income. 

10. Click the Add Holdings button. The Add Holding menu opens.

11. Repeat steps 5 and 6 for the following tickers:

g IJH
g IVW
g PRDSX
g TGBAX, and
g VWO.

 Note: If more than one option appears, select the first option available. 

12. In the Weight column, enter the following weight percentages for each security:

 Note: You can also enter values by amount or number of shares held. 

Investment Weight

DODIX 20

IJH 10

IVW 15

PRDSX 20

TGBAX 15

VWO 20

After clicking the + icon, enter 
the security you want to add.

Click here to select 
another security.
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Creating an Account What else can I do when creating a new account?
13. Click Calculate. The Allocation graph populates.

14. Click Save.

What else can I do when 
creating a new account?

In some cases, you may want to change the portfolio date to match a client’s 
current statement or change a benchmark to more closely mirror the securities that 
comprise the account. Use Portfolio Settings to make the following adjustments to your 
new account:

gPortfolio Date
gPrimary Benchmark
gModel Portfolio

After entering a weight 
for each security, click 
calculate to generate 
this graph.

Select Portfolio 
Settings here. 
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Creating an Account How can I edit the account profile and settings for a quick account?
How can I edit the 
account profile 
and settings for a 
quick account?

After creating a quick account, use the Action icon to access the Account Profile and 
Settings. Do the following: 

1. Hover the cursor over the Current Account row. Then click the Action icon.

2. From the Quick Account Actions menu, select Edit account profile/settings. 

3. From the left side of the screen, select Profile to edit account information.

Select these options.

Edit the necessary 
fields here.
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Creating an Account How do I change my view within the Client & Accounts grid?
4. From the left side of screen, select Settings to edit account settings. 

How do I change 
my view within the 
Client & Accounts grid?

After your clients and accounts are entered, you can filter which clients and accounts 
are visible within your grid view. The following options are available within the View By 
drop-down menu:

To change your view, do the following:

1. From the Menu, select Clients & Accounts. The Clients & Accounts page opens.

Edit the necessary 
fields here.

gAll Clients gAll Account

gActive Clients gActive Accounts

g Inactive Clients g Inactive Accounts

Click here to begin.
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Creating an Account How do I exclude a transactional account from the client aggregate?
2. In the upper left corner of the workbook, click the View By drop-down menu. Then 
select the view you want to see. 

How do I exclude 
a transactional 
account from the 
client aggregate?

In some cases, you may want to exclude a transactional account from the client 
aggregate. Once excluded, these accounts are no longer included in performance or 
billing calculations. Excluded accounts appear gray within the Account Analysis table. 

 Note: Quick accounts cannot be excluded from the client aggregate. 

Choose from 
these options.

This account is excluded 
from the client aggregate.
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Creating an Account How do I exclude a transactional account from the client aggregate?
To exclude a transactional account from the client aggregate, do the following:

1. From the Menu, select Clients & Accounts. The Client & Accounts page opens. 

2. On the Grid, click the carat next to a client that contains a transactional account. 

3. Hover the cursor over the transactional account you want to exclude. 

4. From the Transactional Account Actions drop-down menu, select Edit account profile/
settings. The Edit Account dialog box opens. 

Click here to start.

Select this option. 
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Creating an Account How do I exclude a transactional account from the client aggregate?
5. On the left side of the Edit Account dialog box, click Settings.

6. Check the box next to Don’t include this account in client aggregate calculation. 

7. Click Save. 

Select this option to exclude 
from the client aggregate.
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How do I manage 
security calculations?

In addition to excluding accounts from the client aggregate, you can also manage 
calculations for individual securities in the following ways:

g Exclude from Performance Calculations
g Exclude from Billing Calculations, or 
gMark as an Unmanaged Asset, which will automatically exclude the security from 

both performance and billing calculations

To manage security calculations from the Clients & Accounts workbook, do 
the following:

1. From the Menu, select Clients & Accounts. The Client & Accounts page opens. 

Click here to start.
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2. On the Grid, click the carat next to a client that contains a transactional account. 

3. Hover the cursor over the transactional account you want to exclude. 

4. From the Transactional Account Actions drop-down menu, select Manage account’s 
holding calculation. The Manage Holding Calculations dialog box opens. 

5. In the Search All Holdings field, type a security you want to exclude. 

6. From the options listed, select the correct security. 

Select this option. 

Select the 
correct option. 

Type a security 
identifier here.
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7. Check the box under Don’t Calculate for Performance. 

8. Click Save. 

Select from 
these options.
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Creating a Custom Security

OverviewA custom security (or user-defined security) represents a holding not found in the 
Morningstar database. Custom securities can help you accurately review and report 
on all securities held by your clients.

You can create and manage custom securities as client holdings. 

In this section, you will learn how to do the following:

g create a custom security (page 36)
g add a custom security to a quick account (page 38), and
g edit a custom security (page 40).

Exercise 11:   Create 
a custom security

To create a custom security, do the following:

1. From the Menu, select Securities. The Securities page opens. 

Click here to begin.
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2. In the header, click the Add Security icon. The Create Custom Security window opens.

3. At the top of the window, make sure Basic is selected. Then enter information in the 
various fields.

 Note: In most of the fields, you can make a selection from a menu.

4. At the top of the window, select Detail. Then enter information in the various fields.

 Note: In most of the fields, you can make a selection from a menu.

5. At the top of the window, select Price Information. Then enter information in the 
various fields.

 Note: In most of the fields, you can make a selection from a menu.

6. When you are finished, in the upper-right corner, click Done.

Click here to add a security.

Be sure to select and review the 
options on each of these tabs.
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Exercise 12:   Add a 
custom security to a 
quick account

In this exercise, adding a custom security to a new quick account is shown, but the 
same principles apply to adding a custom security to an existing quick account.

Do the following:

1. In the Clients & Accounts Grid, locate the row of a client.

2. From the row’s Actions menu, select Create New Account. The New Account 
window opens.

3. In the New Account window, click the Plus sign. The Add dialog box opens.

4. In the Add dialog box, type 12399.

Select this option.

In this exercise, Search is used to 
locate a user-defined security.
Morningstar Office Cloud April 2020 38
© 2020 Morningstar. All Rights Reserved.



Creating a Custom Security How do I manage security calculations?
5. Select the custom security to be added. The Add dialog box closes and the custom 
security is shown in the New Account window.

6. In the Market Value column, enter 500.

7. In the upper-right corner of the window, click the X to close the New Account window.

8. When prompted to save the portfolio, type CVS FC W. Then click Save.

In the Clients Grid, CVS FC W is highlighted under the client name.

The new account is shown here.

Type the account name here.

The accounts are 
listed alphabetically.
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Exercise 13:   Edit 
a custom security

At times, you might need to change a custom security’s information. For instance, 
when Morningstar creates a new category, you could find that a custom security fits 
better in the new category.

1. From the Menu, select Securities. The Securities page opens.

2. Hover the cursor over the row for the security you want to edit. The Actions icon 
appears to the right of the security name.

3. From the Actions menu, select Edit. The Edit Custom Security window opens.

4. At the top of the window, make sure the Basic tab is selected. 

5. If you want to change the value of a field, enter new information or make a selection 
from its menu.

Click here to begin.

Note the highlighted selections.
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 Note: The Edit Custom Security window offers the same options as the Create Custom 
Security window.

6. Repeat step 4 in the Detail and Price Information tabs.

7. When you are finished making changes, in the upper-right corner, click Done.

The edited security is updated in all accounts it is found in.

Be sure to select and review the 
options on each of these tabs.
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Assigning Models and Benchmarks to Clients and Accounts

OverviewAssigning model portfolios to clients and accounts allow you to better monitor whether 
your clients’ accounts are in line with the strategy you are trying to achieve. 
Benchmarks are assigned to ensure that the investment lineup remains competitive 
against similar investment lineups.

Once assigned, you can use these tools to create reports. They can also be used with 
components to analyze portfolios and accounts. 

In this section, you will learn how to assign a custom benchmark and model portfolio to 
a client. In order to complete the exercises in this section, you must first complete the 
exercises in the Working with Custom Benchmarks and Model Portfolios manual. 

Exercise 14:   Assign a 
custom benchmark and a 
model portfolio to a client

In this exercise, you will assign the custom benchmark and model portfolio you 
created in the Working with Custom Benchmarks and Model Portfolios manual, to the 
Roop Family. 

To assign a custom benchmark and model portfolio at the client level, do the following: 

1. From the Menu, select Clients & Accounts. The Clients & Accounts page opens.

Click here to begin.
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2. Hover the cursor over the Roop Family record, then from the Actions menu, select 
Client. The Client menu opens. 

3. Select Client Profile/Settings. The Edit Client window opens. 

4. In the Edit Client window, select Settings. 

5. In the Primary Benchmark area, click the Search field. The Benchmark menu opens. 

6. In the Search field, type Moderate.

Select this option.

Select this option.
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7. From the search results, select Moderate. 

8. In the Edit Client window, click Model Portfolios to open its menu.

9. Scroll down, then select Preferred Investments. 

10. Click Save. 

Select the 
appropriate option.

Select the appropriate option.

Click here to save.
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Using Custom Benchmarks and Model Portfolios with Components

OverviewIn Clients & Accounts, you will find a series of tabs, which contain charts, tables and 
research tools. These charts, tables and research tools help analyze your clients’ 
portfolios to ensure that they remain consistent with the strategy you are trying to 
achieve and perform competitively against similar line-ups. You can use model 
portfolios and custom benchmarks with charts and tables to assist with your analysis.

In this section, you will learn how to assign a custom benchmark and model portfolio to 
a chart.

Exercise 15:   Assign a 
custom benchmark to 
a component

Use a custom benchmark with a chart to quickly and efficiently review how your clients 
accounts are performing against similar allocations. 

In this exercise, you will assign the custom benchmark you created in the Working 
with Custom Benchmarks and Model Portfolios manual to the Historical Return 
Monthly component. 

 Note: In Exercise 14 on page 42, you assigned the benchmark to a client. Be sure that client is 
still highlighted. 

To apply a custom benchmark to a component, do the following:

1. In the Clients & Accounts page, click the Roop Family. The Analytical View opens.

2. Select the Performance tab.

Click this tab.
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3. In the header of the Historical Return Monthly chart, click the Settings icon. The 
Settings menu opens.

4. From the Settings menu, select Benchmark. The Benchmark menu opens.

Click this icon.

Select this option.
Morningstar Office Cloud April 2020 46
© 2020 Morningstar. All Rights Reserved.



Using Custom Benchmarks and Model Portfolios with Components Overview
5. Select User Created. The User Created menu opens. 

6. Select Custom Benchmarks. The Custom Benchmarks menu opens.

7. Select the Moderate benchmark.

8. Click the Settings icon to close its menu. The Benchmark displayed will change to the 
custom benchmark you selected. 

Select this option.
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Managing Client & Account Settings for Multiple Clients

OverviewWhen working with Clients & Account, you have the option to assign settings at 
various levels of the program. These levels include the following:

gGlobal Default 
gMultiple clients and accounts, and 
g Individual clients and accounts. 

In this section, the following topics are covered:

g assign global default settings (page 48), and
g assign settings for multiple clients at once. (page 50)

Exercise 16:   Assign 
global default settings

When client and account settings at the global level, you are selecting the settings 
your clients are automatically assigned to when they are initially set up in the system. 
These settings can be changed for individual clients and account, or multiple client and 
account at once. The global account settings are available:

gPrimary, Secondary, Tertiary benchmarks
gShow liquidated holdings
gPrice Source, and 
gCapital Inflow Limit for TWR Calculation (%)

In this exercise, assign a primary benchmark for all clients & accounts. Do 
the following:

1. From the header, select the Account icon. The Account menu opens. 

Click here to start.
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2. Click Global Settings. The Global Settings box opens. Then select Client Accounts.

3. In the Primary Benchmark area, click Change. The Change Benchmark menu opens.

4. In the Search for Benchmark field, type Morningstar US Market TR USD. The select 
the correct option.

5. Click Save. 

Select this option.

Select the appropriate 
benchmark here.
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Exercise 17:   Assign 
settings for multiple 
clients at once

By default, settings you assigned at the global level will automatically be assigned to 
new clients and accounts. However, you have the option to change settings, such as 
benchmarks and model portfolios for clients and accounts. The following settings can 
be assigned to multiple clients at once:

gClient Report Settings
gPrimary, Secondary, and Tertiary Benchmarks, and
gModel Portfolios.

To assign settings to multiple clients at once, do the following:

1. In the Client’s and Accounts Grid, check the box next to the clients you want to assign 
settings to. The Change Client/Account Settings button activates.

2. From the Change Client Settings drop-down menu, select the setting you want to 
change. A sub-menu opens. 

Click this button to 
assign settings. 

Select from 
these options.
50 Morningstar Office Cloud April 2020
© 2020 Morningstar. All Rights Reserved.



Managing Client & Account Settings for Multiple Clients Overview
3. From the Sub-menu, select the setting you want to assign. 

Select the correct 
setting option here.
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