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Introduction

Bloomberg is a financial services system that provides 24-hour current and accurate financial, economic, and government
information covering all market sectors worldwide. It also features analytics, company financials, historical market data
approximately twenty years back, statistics and current news reports.

This guide is intended to provide a brief introduction to the Bloomberg system, including the custom Bloomberg keyboard as well
as basic function keys, and the Excel Add-in functionality.

For more information, consult the Bloomberg documentation in the accompanying binder and the help section included in this
guide.

Log on

To access Bloomberg you will first need to check out the Bloomberg binder at the Jackson Access Services Desk. To log on:
«  Press the red ECONNIDEER koy
= Enter Username and Password provided in the binder in the corresponding fields
= Press the green KGO> key

Log off

«  Press the red FSBNNIBEEE key to log off or right-click the mouse and select Exit
= Return the binder to the Access Services Desk when finished

Help

Note three ways to use the green RHELP> key:
= Press thesHELP> key to define terminology, formulas, and applications for every screen
= Type the terms you want to research, then press the RHELP> key and make your selection from the menu
= Press RHELP> RHELP> twice for instant messaging with 24-hour customer support representative

Enter BU KGO> to access “Bloomberg University” online tutorials and a schedule of Bloomberg training courses.

The Bloomberg Keyboard

The Bloomberg keyboard is customized and color-coded to allow users quickly and easily access the information contained in
the Bloomberg system and to perform specific functions.

Yellow Keys

The yellow keys represent market sectors — government, corporate, mortgage, money market, municipals, preferred, equity,
commodities, index, currencies and client.

securities issued by national governments and preferred stock of public companies
securities by quasi-governmental agencies
EQUITY] historical and intraday price records for common
y

CORP| information regarding corporate bonds stock, options, and SEC filings
MTGE information regarding mortgages and CMDTY| commodities and their associated futures and
collaterized mortgage obligations options
M-MKT| money market information INDEX generic interest rates as well as economic
indices, such as CPI
IMUNI  trading, descriptive, and settlement information

regarding municipal and state bonds CRNCY]| foreign currencies
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Green Keys
The Green keys are action keys and allow you to move throughout the system.

to activate a function IMENU| to back up through the system to the pervious
screen
@ to access Bloomberg’s 24-hr global online news service
PRINT| to print any screen
HELP| to define terminology, formulas, and applications for
every screen

Red Keys

CONRMIBERADER o log off/on BANGEH to reset a screen

Searching Bloomberg
Upon login, Bloomberg opens four windows. Use the blue PANEL key to toggle between the windows.

Bloomberg is a menu-driven database. To access a function’s menu, use the yellow Market Sector keys, or mnemonics, or enter a term
followed by the green RHELP> key.

Mnemonics are the shortcuts to any function and they are displayed in bold letters next to numbers on a menu, e.g. HP for Historical Price,
WEI for World Equity Indices, MA for Mergers and Acquisitions menu etc. You can find more mnemonics, arranged by market sector, in the
Bloomberg binder and the Bloomberg Topical Help binder. The latter is located next to the Bloomberg terminals.

Bloomberg system is structured in three levels:

Market Sector and News: the top level can be accessed by selecting the yellow Market Sector key followed by the <GO> key. For
example, to access all the available functions in securities market, press <EQUITY> £GO> and then make a menu selection either by typing
the selection number or its mnemonic and then pressing £<GO>.

Bloomberg News: Bloomberg Business News is an online proprietary 24-hour global news service. To open the Bloomberg news menu,
press the ENEWS> <GO> then select News Menu. For screening archive-type news, select Subject Search (option 11) or type TNI <GO>.
For the latest news headlines worldwide type TOP <GO>.

Single Security: the second level of the Bloomberg menu is security specific, which means that you must select a security first. For
example, typing MSFT <EQUITY> KGO> will take you to the function menu for Microsoft. From this menu, you may chose any of the
analytics functions by typing the menu number that corresponds to the function or by entering the mnemonic and 60> .The easiest way to
get the comprehensive data on one security is to select DES £GO> from the security menu, and to find all related securities, select RELS
<GO>.

Two Securities: the third level allows you to compare two securities. You need to select two securities to access comparative analytics such
as Price/Yield Ratio History, Regression Analysis, Fundamental Analysis, etc. For example, to get a comparative analysis of Microsoft and
Cisco Systems, type MSFT <EQUITY> CSCO <EQUITY> <GO> to bring up the two-securities’ functions menu for both companies. You can
then choose any of the analysis by typing the menu number that corresponds to the function or by entering the mnemonic and KGO>.

Creating Equities Sets

Press <EQUITY> <GO>, then select Finding Equities or enter 1 <GO> to open the menu of selections for screening equities and creating

customized equities sets. Bloomberg recommended function is EQS. The advantage of using the EQS function versus the other screening

functions is that it incorporates screening by multiple criteria including keyword search in companies’ business description and also enables
you to use natural language in selecting Bloomberg fields as search criteria.

Screening securities by multiple criteria: EQS

Enter EQS <GO>. On the Equity Screening page enter your criteria by either one or the combination of the following methods:

=  Browse the selections in the Add Universe Criteria section; click Fields or 2<Go> in the Add Analytical Criteria section and browse
the analytical criteria. Click Update or 1<GO> after each selection.

= Type in your criteria in the highlighted area and select from the list of possible matches which are auto filled as you type, Press <GO>
after each selection.
As you add criteria, you can view the number of matches in the Selected Screening Criteria lower portion of the screen.
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Optionally, click on the red Actions tab or 99<GO> to modify fields in your output file or to modify criteria. Also, you can save your screen for
future use with Excel Add-In. (See Moving lists of securities into Excel section of this document.)

= Click the Results or 1<GO>. To download results, click on the red Output tab or 98<GO> and make your selection, e.g. Excel.
Tip: To screen securities by keywords in company description, enter EQS <GO>, then select option 57 or enter 57 <GO>.

Bloomberg Excel Add-In

Bloomberg Excel Add-in is a powerful tool that delivers Bloomberg data directly into Excel spreadsheet for custom analysis and calculations.
Excel Add-in functionality is available in Excel from the Bloomberg menu item on the top menu bar.

Downloading Bloomberg Excel files into external drive: Select Save As then select text (Tab delimited) (*txt) file format. On your
external drive your file will preserve the values but Bloomberg Excel expressions will be gone.

Installing Bloomberg Excel Add-In: If you don’t see Bloomberg on the top menu bar in Excel, install it by following these steps:
1. Click Start > All Programs > Bloomberg > Install Excel Add-In.

2. In the pop-up window click Install. Close the pop-up window.

3. Close Excel; then reopen Excel.

_“.'i/ Home Insert Page Layout Formulas Data Review View Add-Ins |n Exce| 2007, c“ck Bloomberg on the

;0: @ étk/ fx Function Builder S ﬁ top menu bar. This will open
Import Scenario Fundamentals Field Populate i Forvala S . Live B|00mbel’g toolbar Shown OI’] Ieft
Data Builder  Analysis Search Table | 2R Options Help ~

Bloomberg Data Tools Update Support

There are several ways to retrieve and manipulate Bloomberg data directly in Excel.

Using Wizards
The wizards provide a guided process to draw data from Bloomberg into a spreadsheet.

%\
Import Data wizards enable you to retrieve any number of individual data items. Click the /=

From the new window select one of the Wizards

Import Data icon on the toolbar.

@)

Select data type:

Market, Reference, Analytical, Data Sets wizard enables you to retrieve the most recent data from over 500 fields including
" analytics, real time prices, fundamental data, and descriptive data such as company business description etc.

...y Historical End of Day wizard enables you to retrieve end-of-day time series data for a specified period of time in increments of
‘ days, weeks, months, quarters, or years

'S Historic Intraday wizard enables you to download intra-day data for various market parameters for up-to 50 days with a
periodicity down to one minute

Fundamental Data wizard enables you to retrieve Bloomberg fundamental analysis pre-defined templates, such as Balance Sheet, Cash

Flow etc. Click the " Fundamental Analysis icon on the toolbar.



Using Field Search

Afield is any of 900 available data types, e.g. price, volume, yield etc., which you can retrieve from Bloomberg and apply to multiple

securities without using Bloomberg wizards. Follow these steps:

1. Enter a list of securities leaving one cell on top clear, for example starting with A2. You must add the market sector identifier after the
ticker, e.g. DELL US Equity. Note: For creating long lists of securities See Creating Equities Sets and Moving Lists of Securities
into Excel sections of this document.

2. Place the cursor in the next column in the title row, e.g. in B1 and click the Field Search f;j,‘;J icon on the toolbar. In a pop-up window,
enter a keyword in the text box and click Search. Select as many fields as you need; then click Apply.
®
3. Place the cursor in the Home Cell, e.g. next to the title row, in our example cell A1. Click the Populate Table "= icon on the toolbar.
Bloomberg data will populate your spreadsheet.

Using Bloomberg Formulas

Use Bloomberg formulas to bypass wizards and retrieve the same data as available via wizards. Bloomberg formulas are Excel-type functions
and accordingly, use the same syntax as Excel. All the parameters in formulas are not case sensitive. NOTE: Do not insert spaces between the
formula’s arguments.

Bloomberg offers three formulas:

=  BDP (Bloomberg Data Point) returns data to a single cell in your Excel spreadsheet. This formula contains only one ticker and only one
field. BDP formula syntax: =BDP(Security,Field).
For example: =BDP(“IBM US Equity”,“Px_Last”) retrieves the price of the last trade on IBM

= BDH (Bloomberg Data History) returns the historical data for a selected security. BDH formula syntax: =BDP(Security,Field,Start
Date,End Date).
For example: =BDH (“IBM US Equity”,“Px_Last”,“01/01/01”,%12/31/01”) retrieves the closing prices on IBM from
01/01/01 to 12/31/01

= BDS (Bloomberg Data Set) returns multi-cell descriptive data to your Excel spreadsheet. BDS formula syntax:
=BDS (Security,Field).
For example:=BDS (“IBM US Equity”, “CIE_DES_BULK?”) retrieves IBM company’s business description

A more flexible way to perform calculations using Bloomberg formulas is to use Excel cell references instead of entering Bloomberg tickers
or field mnemonics. For example, type IBM US Equity in cell A2, then the formulas shown above will look as following:
=BDP(A2,"Px_Last")
=BDH(A2,“Px_Last",“01/01/01”,"12/31/01")
=BDS(A2,“CIE_DES_BULK")

Function Builder: for automatically creating formulas, use the Function Builder tool by clicking the
the pop-up window, select Bloomberg in the Or Select a Category field.

Ji Function Builder i on the toolbar. In

Calculation Override

This feature allows you to input your own data for specific fields to create a “what if* scenario for variables which depend on each other, such
as price and yield. Bloomberg uses its calculation libraries to project the value of a dependent variable based on your input. For example,
you can calculate what will be the Ask Yield to Conversion price (YLD_CONV_ASK) of a $90 bond.

*

ccccccc

For more help, click the Help on Bloomberg toolbar in Excel; for Excel demo sheets, enter BBXL <GO>.

Moving Lists of Securities into Excel

'Bloombtrg Data Wizard - History - Step 1 of 5 - Create a list of Securities @gl
Wizards enable you to import securities from various sources listed in the drop- " il S A c
down list in the Select Securities section as shown on right. i - Selected Seciililies
Identer type: TickerExchange window

From a spreadsheet:
1. Open a spreadsheet which contains a list of securities. NOTE: Securities
should be entered with Bloomberg identifiers, e.g. IBM Equity.

2. From the From drop-down list, select Spreadsheet. The Range field appears

List of sources from
— which you can export
lists of securities

shown below on right. Available securities
window

4 [ Ak ] [Casda ] [_Remove | [[Remove st ]
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In the Range field, specify a range of cells by one of the following methods:

= Enter arange from the current spreadsheet in standard Excel format, e.g. $A$2:$A$4
Or
= Select a range from an open spreadsheet:

a. Click the Drag icon on the right hand side of the Range field. That will open the ST

Range input field appears. Fiom: 3

b.  Hold down the Shift key and select the range of cells containing tickers, or hold down e Drag 1567 [
the Ctrl key and select individual cells. The cells’ references will populate the Range 4
input field.

c. Click the Drag icon again to return to the Wizard. Click Import.

From Equity screening
1. From the From drop-down list, select EQS - Equity Screening. All available screens appear in the Saved Screens drop-down list.

2. From the Saved Screens drop-down list, select a screen. The securities appear in the Available security window.
3. Select one or more securities and click the Add button or click the Add all. The securities will move to the Selected securities window.

Drag & Drop Securities from Bloomberg

On some Bloomberg screens you can see the m Drag&Drop icon in the top right corner of the screen. You can click this icon and drag
securities directly into the Available Securities window, or Selected Securities window in Wizards, or directly into an opened Excel
spreadsheet. Once in Wizard or in a spreadsheet, the tickers are displayed with Bloomberg market identifiers.

NOTE: When you use the Drag&Drop function, you move securities from the displayed Bloomberg page only. If your results list takes
multiple pages, repeat the Drag& Drop operation on each page.

Searching Tips

= The amber cells on the Bloomberg screen are editable fields, e.g. if the dates appear in the amber cells, you can overwrite them with
the dates you need

= Tofind dead companies, enter the name of the company, <HELP> key, enter 10 <GO>, type HP. Set a date range.

= From some Bloomberg screens which contain lists of tickers, you can drag-and-drop one ticker at a time directly into a Wizard or
spreadsheet.

Sample Searches

All the following examples use ticker F (Ford Motor Co.). To find Ford’s ticker, enter Ford and select the company’s ticker from the matches
supplied by Bloomberg’s Auto-Fill function. If Auto-Fill function is not set up on your terminal, Enter Ford <Help> and make a selection from
the menu. Likewise, find the ticker for S&P 500 index used in the last example.

Find historical stock prices for Ford Motor.

1. Press the F <Equity> <GO>.
2. Inthe 8) Charts & Tables section, select Historical Table (HP) or type HP <GO>.
3. Specify the date range.

Alternatively, use Mnemonics (short-cut):
Type F, Press the <EQUITY> key, type HP <GO>.

Findi nf or mati on on Ford’ s Di vidend Reinvest ment Progr a

1. Type the company'’s ticker symbol F, press the <EQUITY> key, then <GO>.
In the 3) Company Overview section, select Dividend (DVD) or type DVD <GO>.
Scroll down the pages (Page Down key) to Dividend reinvestment incidents.

iew Ford’s intraday stock movement

2.

3.

\%

1. Type the company’s ticker, F, press the <EQUITY> key, then <GO>.

2. Inthe 8) Charts & Tables section, select Intraday Graph (GIP) or type GIP <GO>.
F

1.

2.

ind Ford’s bond prices.

Type the company’s ticker, F, press the <CORP> key, then <GO>.
Select the appropriate bond.



Build a graph comparing Ford Motor Co stock performance with S&P 500 index.

1. Type the company’s ticker, F, press the <EQUITY> key, then <GO>.

2. In 8) Charts & Tables section, select Graph Templates (G).

(Using mnemonics, you can combine step1 and 2 into one string: F <EQUITY> G <GO>)
Click Create New red tab or enter 1 <GO>.

Click Multiple Security; click Next.

Fill in criteria: period (daily, weekly etc.), time range.

Add security SPX Index; click Next.

Optionally, enter a title for your graph for future use, select folder.

Click Finish.
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Alternatively, use Mnemonics (short-cut):

1. Type F followed by <EQUITY> key; type SPX followed by <INDEX> key <GO>.
2. Select the 26) Relative Graphs (RG) or type RG <GO>.

3. Modify data, change dates if needed, delete additional index, Press <GO>

4. Press the Page Down key to view data in table format.

Print / Downloading
= To print a single screen, press the green KPRINT> key

=  To print more than one Screen at a time, type the total number of pages to be printed, and then press the KPRINT> key. For example,
to print three pages at a time, type 3 PRINT>.

= To e-mail screens to others, see under Message Groups how to establish a project group
= To send a single screen as an email attachment enter Grab <GO>

= To save a screen as an image in Word document, at the screen, press Alt-C; then in Word document, select
Paste > Paste Special > Bitmap

Downloading results: Different Bloomberg screens offer different download options. To view available options, including exporting results
into Excel spreadsheet, click the Export button on the top bar, or click the red Output tab above the results where available. Some screens
display the Download to Excel option or 97 <GO>.

Note: When you export results to Excel using the option from the Bloomberg page, the results from all pages will download into Excel, e.g.
not just the results on the displayed page.

Downloading tables to external drive: Save file Different Bloomberg screens offer different download options. To view available options,
including exporting results into Excel spreadsheet, click the Export button on the top bar, or click the red Output tab above the results where
available. Some screens display the Download to Excel option or 97 <GO>.

Downloading Bloomberg Excel files into external drive: Select Save As then select text (Tab delimited) (*txt) file format. On your
external drive, your file will preserve the values but Bloomberg Excel expressions will be gone.

Need More Help? Ask a librarian at the Information Desk or online at www.gsb.stanford.edu/jacksonlibrary/askalibrarian.html
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