
Morgan Stanley at Work Account Navigation Guide

Wondering how to make the most of your 
equity compensation online account? This 
guide will show you how and where to get 
started! 
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Getting to Know Your Morgan Stanley 
at Work Stock Plan Account

NOTE: Features, terminology, and visual 
design may vary by company. This document 
is focused on the general account layout. 
Images are for illustrative purposes only.
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1. Dashboard
Upon login to your online
account, you will be presented
with your dashboard
displaying:

a. total portfolio value and an
interactive portfolio chart

b. any outstanding tasks

requiring attention

c. important upcoming events

d. A banner that indicates any
market closures, or blackout
periods

2a.  Portfolio
To view or act on any of your 
available awards, either select 
the “Portfolio” tab at the top of 
the page or scroll down under 
“Tasks” while viewing your 
Dashboard to find your 
available balances.

a
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2b.  Portfolio- Equity and Cash 
Awards

After selecting any of the action 
links on the “Portfolio” tab, you 
will be presented with your 
portfolio of awards and the 
option to “Exercise” or “Model 
Exercise” for any available 
stock awards. Modeling an 
exercise allows you to perform 
a hypothetical transaction to 
familiarize yourself with the 
process and result.

When you exercise you will be 
able to choose:

i. How you would like to
exercise your award (the
number, order, and label of
exercise types may be
different depending on your
company).

ii. The exercise quantity from
any available grant (2)
before continuing with the
rest of the step-by-step
process.

i

ii

2c.  Portfolio- ESPP and 
Cash/Share Holdings

If you are part of an ESPP 
Plan, you can view your 
ESPP and Cash/Share 
Holding tab. On this tab, you 
can Transact any available 
shares and Model the 
transactions before submitting 
them.

Features, terminology, and visual design may vary by company. This document is focused on the general account layout. Images are for illustrative 
purposes only.
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4. Documents
The “Documents” tab is where
you can find account
information including
statements, plan documents
and tax documents.

You can also find grant 
agreements, and transaction 
confirmations.

5. Messages
Your “Messages” center
contains important notifications
and account communications.
You will be able to view
standard messages as well as
potential announcements. Some
announcements may be time-
sensitive and may disappear
after.

NOTE: Categories and available 
documents may differ based on 
your company.

3. Activity
Use the “Activity” tab to view
past events, in progress
transactions, and run reports to
download information about
your plan activity and holdings.

Features, terminology, and visual design may vary by company. This document is focused on the general account layout. Images are for illustrative 
purposes only.
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6. Profile
Your “Profile” is where you can
make changes to your online
account information, including
linked accounts, communication
preferences, username and
password.

Reminder:

There is a mobile app for both iOS and Android. Download for quick and easy access 
to your stock plan account.

Features, terminology, and visual design may vary by company. This document is focused on the general account layout. Images are for illustrative 
purposes only.
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Have Questions?
Call 

Toll-Free: 
+1 866 722 7310

Hours:
Monday to Friday -8:00 a.m. to 8:00 p.m. EST

Toll Line: 
+1 801 617 7435

Hours:
Monday to Friday -8:00 a.m. to 8:00 p.m. EST
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Morgan Stanley at Work, Shareworks, Morgan Stanley Smith 
Barney LLC, and its affiliates and employees do not provide legal 
or tax advice.  Always consult with and rely on your own legal 
and/or tax advisors

Morgan Stanley at Work services are provided by Morgan Stanley 
Smith Barney LLC, member SIPC, and its affiliates, all wholly 
owned subsidiaries of Morgan Stanley.
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