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How to bring InDesign
content onto the platform



Steps to bring InDesign content into the platform

1 Tidy InDesign styles

2 Place all content into
one text frame

3 Copy all content into
Word in one go

Optional:
Apply table rules

Optional:
Apply Word bullet styles

Import Word file
onto the platform
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Tidy InDesign styles (both Para and Char)

Why do i have to do tidy my styles?
Word will adjust style names if they sit in a folder, so they must ParagraphStyles  Paragri >
not be in folders. (Basic Paragraph Bl 4

Character Styles Charact >

[None] 1 4

The platform is a multi-format web based system and therefore
style names must be web compliant or they can cause issues.

What does Web compliant mean:-

Style names can contain letters and numbers Styles must
but should always start with a letter. not be in
folders

For example:
Heading1 is good . THeading will not work

Characters such as:-
10#$%"&*()+-={}:"<>?[];"../ " ~

and spaces must be avoided in the name.

[Basic Paragraph]
BigNumbersDarkBlue
BigNumbersOrange
Bodytext
BodytextNoSpace
BodytextNoSpaceWhite
BodytextWhite
BodytextWhitelndented
BulletList1NoSpace
Caption

CaptionWhite

ColHead

ColHeadBold
ColHeadCenter
ColHeadLeft

Contents

ContentsRight

CoverText

CoverTitle3
CoverTitle4
DirectorsName
DirectorsTitle
FinancialPageHeadings

FirstStandWhite
n |

[None] 2
BodytextBold

BulletList1NoSpaceBold

Subscript

cont
Orange

White

Style names
must be web
compliant
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Finding and clearing overrides (1 of 2)

What are style overrides?

Style overrides are when a style has been manually altered in
some manner, to make it differ from the styles actual settings.

Strategy and businessf

3

Engaging w holders is essential

to build trust-and-understanding of

their expectations. By embedding their
feedback into our strategy-and-our daily
usiness, we are able to jointly-addres

>mmon issues and- develop o

olutions. We are confider

aheady

out the year

Avikro contributes directly to the economy through
employee wages and benefits operating
costs and contributions to the communities that we serve:s

osts, capital

In addition to direct contributions to the economy, the
economic impact study we conducted in 2019 estimated
our economic “multipler effect;” which estimates that each
Avikro created job supports 3.4 other jobs in the broader
‘economy. The chart below describes the direct economic
value generated and distributed by Avikro over the past
three years

The economic value retained has increased to €16,935.2
million in 2020 compared to €17,735.0 million in 2019.5

How We Create Value:

Based on the Intemational Integrated Reporting Council
framework, and with the renewed Avikro System at the
heart of our endeavours, we use six forms of capital to
create value for our stakeholders in the short, medium and
long terms

Our strategy defines our path to sustainable value creation
for cusffiners and shareholders.

biities empower

es enable

P  teams, rewarding
u able results.y

« we ifffthe Avikro. culture, whic

urs, quality and integritys

disciplined performance management and

rdson

contfflous improvement we achieve our ¢
And thills where the wheel gets going. The better we.
perforrilthe more we grow, the more we can re-invest in
new buflhess opportunities, and the more value we deliver
to.our flktomers, shareholders, and other stakeholders:y

Paragraph Styles

[Basic Paragraph]
[Basic Paragraph]
BigNumbersDarkBlue
BigNumbersOrange
Bodytext
BodytextNoSpace
BodytextNoSpaceWhite

BodytextWhite

BodytextWhiteindented
BulletListINoSpace
Caption

CaptionWhite

ColHead

ColHeadBold
ColHeadCenter
ColHeadLeft

Contents
ContentsRight
CoverText

CoverTitie3
CoverTitle4
DirectorsName
DirectorsTitle
FinancialPageHeadings
FirstStandWhite

[}

A doc with no
overrides visible

Paragraph Styles Paragri
[Basic Paragraph]

[Basic Paragraph]

To clearly see the
overrides you must
be in the ‘Normal’
view and click on
the style override
highlighter

>

[a+]

b

Overrides applied
to text are now
clearly visible

Strategy and business|

Engaging with our stakfliolders is essential
to buid trust and undefffanding of

their expectations. By eMbedding their
feedback into our strategy and our daily
business, we are able to jointly address our
ccommon issues and develop long-term
solutions. We are confident about the year
ahead

wikro contributes directly to the economy through
femployee wages and benefits, operating costs, capital
jcosts and contributions to the communities that we serves
in addition to direct contributions to the economy, the
feconomic impact study we conducted in 2019 estimated
four economic “multiplir effect which estimates that cach

wikro created job supports 3.4 other obs in the broader
feconomy. The chart below describes the direct economic

alue generated and distributed by Avikro over the past
three yearss

The economic value retained has increased to €18,935.2.
million in 2020 compared to €17,735.0 million in 2019.5

How We Create Value §
Based on the Interational Integrated Reporting Council

create value for our stakeholders in the short, medium and
long term:s

Our strategy defines our path to sustainable value creation
for customers and shareholderss

And thisis where the wheel gets go
perform, the more we grow, the more we can re-invest in
new business opportunities, and the more value we deliver

o our customers, sharcholders, and other stakeholderss

Paragraph Styles

[Basic Paragraph]
[Basic Paragraph]
BigNumbersDarkBlue
BigNumbersOrange
Bodytext
BodytextNospace
BodytextNoSpaceWhite
BodytextWhite
BodytextWhitelndented
BulletListINospace
Caption
CaptionWhite
ColHead
ColHeadBold
ColHeadCenter
ColHeadLeft
Contents
ContentsRight
CoverText
CoverTitie3
CoverTitle4
DirectorsName
DirectorsTitle

FinancialPageHeadings

FirstStandWhite

B .
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Finding and clearing overrides (2 of 2)

Why should we clear style overrides?

This is to create a new, clean version of the file on the platform and old
overrides in InDesign can lead to unneeded styles being included.

1)

Strategy and bu

Place the cursor
into the overridden

ess|

paragraph

Engaging with our stakeholders is essential
to buid trust and understanding of

their expectations. By embedding their
feedback into our strategy and our daily
business, we are able to jointly address our
ccommon issues and develop long-term
solutions. We are confident about the year
ahead

mployee wages and benefits, operating costs, capital

wikro contributes directly to the economy through
jcosts and contributions to the communities that we serves

in addition to direct contributions to the economy, the
feconomic impact study we conducted in 2019 estimated
four economic “multiplir effect which estimates that cach
wikro created job supports 3.4 other obs in the broader
feconomy. The chart below describes the direct economic
alue generated and distributed by Avikro over the past
three yearss

The economic value retained has increased to €18,935.2.
million in 2020 compared to €17,735.0 million in 2019.5

How We Create Value |

Based on the Interational Integrated Reporting Council
framework, and with the renewed Avikro System at the
heart of our endeavours, we use six forms of capital to
create value for our stakeholders in the short, medium and
long term:s

Our strategy defines our path to sustainable value creation

for customers and shareholderss

+ Clear govemance, roles and responsbilties emoower.
people o colloborate and act fasts

d proces tems and practices cibble

lean and agile ways of working

rding
and
ts he bettdlive
perform, the more we grow, the more we can re-flest in
new business opportunities, and the more value it deliver
o our customers, shareholders, and other stakefiters:

We employ diver
Paragraph Styles  Paragr
[Basic Paragraph]
[Basic Paragraph]
BigNumbersDarkBlue
BigNumbersOrange
Bodytext
BodytextNospace
BodytextNoSpaceWhite
BodytextWhite
BodytextWhitelndented
BulletList1NoSpace
Caption
CaptionWhite
ColHead
ColHeadBold
ColHeadCenter
ColHeadLeft
Contents
ContentsRight
CoverText
CoverTitie3
CoverTitle4
DirectorsName
DirectorsTitle

FinancialPageHeadings

FirstStandWhite

B .

homic value retained has increased to €18,935.2
in 2020 compared to €17,735.0 million in 2019

We Create Value

tegrated Reporting Council
newed Avikro Systemat the

heart of our endeavours, we use six forms of capital to.

create value for our stakeholders in the short, medium and

long terms

Our strategy defines our path to sustainable value creation
for customers and shareholderss

+ Clear govemance roles-and responsbilties empower
people to collabofate and act fasts

+ Stondard processes, systems and practices enable
lean and agile w ings

+ We value and develop people and teams, rewarding
them for sustainable resitss

£

BodytextWhitelndented

BulletList1NoSpace+

The style
applied to

the text will

have a +
next to it

Paragraph Styles  Paragr:

BulletList1NoSpace+
Bodytext
BodytextNoSpace
BodytextNoSpaceWhite
BodytextWhite
BodytextWhitelndented
BulletList1NoSpace+
Caption
CaptionWhite
ColHead

Paragraph Styles  Paragri

New Paragraph Style.
Duplicate Style...
Delete Style...

BulletList1NoSpace+

Bodytext

BodytextNoSpace
Redefine Style

BodytextNoSpaceWhite
BodytextWhite

Style Options...
BodytextWhitelndented

BulletList1NoSpace+ Clear Overrides

Caption Toggle Style Override Highlig

Click on the burger
menu and select
Clear Overrides (or
hold down the ALT
key and left click
on the style)

You may need
to switch the
Highlighter on
and off to see
the change

with our stakeholders is essentiol
trust and understanding of

expectations. By embedding their
feedback into our strategy and our daily
business, we are able to jointly address our
common issues and develop long-term
solutions. We are confident about the year
ahead

ployee wages and benefits operating costs, capital

wikro contributes directly to the economy through
Jcosts and contributions to the communities that we serves

in addition to direct contributions to the economy, the
Jeconomic impact study we conducted in 2019 estimated
Jour economic “multiplier effect;” which estimates that each
wikro created job supports 3.4 other jobs in the broader
feconomy. The chart below describes the direct economic
value generated and distributed by Avikro over the past
three yearss

‘The economic value retained has increased to €18,935.2
million in 2020 compared to €17,735.0 million in 2019.5

How We Create Value |

Based on the International Integrated Reporting Council
framework, and with the renewed Avikro System a the
heart of our endeavours, we use six forms of capital to
create value for our stakeholders in the short, medium and

Our strategy defines our path to sustainable value creation
stomers and shareholderss

« Qllor govemnance, roles and responsibilties empower

fote ond et

ind practices enable
ing

ople and teams, rewarding

hich sets standards on

aviours, quality and integritys
fough discipined performance management and

We employ diversel \nd tc
them the skills and | ainin
effectiveness and
employabilty:

irpe

tion«
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Paragraph Styles

BulletlistINoSpace

Bodytext

BodytextNoSpace
BodytextNoSpaceWhite
BodytextWhite
BodytextWhitelndented
BulletList1NoSpace
Caption

CaptionWhite

ColHead

ColHeadBold
ColHeadCenter

The override is
now gone.
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Copying content into a single text frame

Why do i need to copy my content into a single threaded text frame?

When copying and pasting from InDesign into Word, the first copied text frames
styles are included and will be applied to the text. Subsequent copy and pastes, look
visually correct but don't include the applied styles. Putting all the InDesign content
into one threaded text frame first and then copying and pasting it will solve this.

With your full,
clean report
you can now

Draw an empty
textframe to
the side of your

begin.to first page and
combine the start to copy
content the content

from the front
to the back of
the doc

l,‘ TU w.'

m

i)

—| Thread the frame,
g .| tothe side of the

live pages, as you
go and just copy
and paste all the
text and tables
into the one text
frame. Maintain

| the order of

content.
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Turn white text to black

Why should i turn white text to black?

The Word file you import, will sit on a white page and White text will be
impossible to see. To counter this, make all white text black in its respective
style settings. Once imported and when applying the Design (i.e. a picture or
tint behind the text), this can be reverted in the platform style settings.

Before

Contents'

5,
Y

Europe & the UK

€XXXm
North America
€XXXm

€XXm
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Copy all content into Word in one go (1 of 2)

Why copy all content in one go?

As mentioned earlier, if InDesign content is cut and pasted in What happens when
parts, Word doesn't bring in all the styles. If it is all pasted into a content is pasted in parts
Word doc in one go, it will retain all styles applied to content.
Istyles j©
Styles | [} 1.208 708 Current style:
CoverTitle4 1 \ 27.457 27550 | Normal + (Latin) Gilroy Bold, 9 pt, Bold, Custom & |
New Style... Select All 6 405 380 New Style Select A"
Apph: :::;ng Apply a style:
[No Paragraph Style] . 100 100 — — — !
NNNNNN Copyl ng and 29.170 28.738 || :;rrr\ln::nbersDarkBlue I
T pasting all the | |
e — content into | |
— [ Word in one go,
= | = will bring in all the What ha[.)pens Wh?n
= applied styles and content is pasted in one go
- - their links to the styles =
= @ teXt Wi” remain. Current style:
oo 1.208 708 TableFigsBold |
New Style... Select All
FS— 27.457 27.550
Apply a style:
List:  Styles in use v = 6' 405 380 i - i
Show direct formatting guides 100 '|OO | peodings | ’ a




Copy all content into Word in one go (2 of 2)

What if i have too much content and can't copy and paste it in one go?
It is still best practice to have all your content in one master InDesign file to start with, as you can align your
styles and tidy the content all in one place.

If however, you are having issues copying and pasting such a large amount of content into Word in one go then
you can separate it and copy each part into its own Word file first. This will retain all styling in each Word file.

You can then copy each Word files content into one master Word file.

= i . =1 I— Styling from
As long as InDesign [ e 1 [ = the second
= content is clean you — Word file has
= can create separate = - been retained
mmmmm @ \\Vord files and then - - :
| 3 B— oo = e after copying
| -~ copy them into one = == it into the first
master Word file EFFFEREE = Word file

FirstStandWhite

[Fenr T

List: Recommended

E—— 4
) Show direct formatting guides v o r I v a




Optional: Apply table rules

Why do my tables have black lines on all the cells?
Unfortunately, Word will add black rules to all the unused table cells and borders.

Your options here are to either remove all the black rules in the Word file and replace them in Word or to leave
them as is and apply the correct rules and colours once the Word file has been imported into the platform.

Cell fills aren’t retained when imported, so it may make the most sense to leave the tints and rules and apply
them all on the platform.

InDesign Word Imported table

pr | [ oo T [ T o Wersore movarue
What? How? S0What? Why What I

07 08 09 10 |- T T ==

.................................

uuuuu

Word imports the The imported Word file
table but adds a will lose all tints but will
black rule to all retain applied rules.

unused cell edges ,
. workiva



Optional: Apply Word bullet styles

Why have my bullets disappeared in Word?
Unfortunately, Word will not convert imported InDesign bullets into Word bullets.

Your options here are to either make the bullets Word style bullets or to style the
bullets once the Word file has been imported into the platform.

Best practice would be to setup and style the Bullets on the platform.

InDesign

Value Outcomes

The result of the application of the six forms of capital to
Avikro's business activities and processes as shaped by the
Avikro Business System; all data refer to 2020.

Human

¢ Employee Engagement Index 74% favourable

* Sales per employee EUR 1,440,358

» Safety 370 Total Recorded Cases

Intellectual

* New patent filings 1,015

* Royalties EUR 381 million

* 148 design awards

Financial

* Comparable sales growth*) 2.6%

* 84% Green Revenues

¢ Adjusted EBITA as a % of sales 33%

* Free cash flow of EUR 6,233.5 million

Manufacturing

¢ EUR 192 billion revenues from goods sold

Natural

* 87% revenues from circular propositions

* Net CO2 emissions down to 266 kilo tonnes

* 265,000 tonnes (estimated) materials used to put
products on the market

* Waste up to 26.4 kilo tonnes, of which 83% recycled

* 19 'zero waste to landfill' sites Social

* Brand value USD 21.0 billion (Interbrand)

¢ Partnerships with UNICEF, Red Cross\

Word \

Value Outcomes

The result of the application of the six forms of capital to Avikrels business activities and processes as shaped by the Avikra Business
System; all data refer to 2020.

Human

Employee Engagement Index 74% favourable
Sales per employee EUR 1,440,358

Safety 370 Total Recorded Cases
Intellectual

New patent filings 1,015

Royalties EUR 381 million

148 design awards

Financial

Comparable sales growth*) 2.6%

84% Green Revenues

Adjusted EBITA as a % of sales 33%

Free cash flow of EUR 6,233.5 million
Manufacturing

EUR 19,2 billion revenues from goods sold
Natural

87% revenues from circular propositions

Net CO2 emissions down to 266 kilo tonnes
265,000 tennes (estimated) materials used to put products on the market
Waste up to 26.4 kilo tonnes, of which 83% recycled
19 'zero waste to landfill' sites Social

Brand value USD 21.0 billion (Interbrand)
Partnerships with UNICEF, Red Cross\

These imported

styles need a font

applied, as the

original InDesign
font is not loaded

on the platform

Value Outcomes

Imported Word \

The result of the application of the six forms of capital to Avikro's business activities and processes as shaped by the Avikro Business

System; all data refer to 2020.

Human

Intellectual

New patent filings 1,015
Royalties EUR 381 million
148 design awards

Financial

Comparable sales
84% Gr
Adjuste

owth*) 2.6%

n Revenues

ITA asa % of sales 33%

Free cash flow of EUR 6,233.5

million
Ma nufa cturing

EUR 19,2 billion revenues from goods sold

Natural

87% revenues from circular propositions

Net CO2 emissions down to 266 kilo tonnes

265,000 tonnes (estimated) materials used to put products on the market
Waste up to 26.4 kilo tonnes, of which 83% recycled

19 “zero waste to landfill” sites Social

Brand value USD 21.0 billion (Interbrand)
Partnerships with UNICEF, Red Cross'

wor
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Import Word file onto the platform

Who should import the Word file?
Once the Word file is ready, it could be an Implementation Partner, the Design
agency or the client who imports the Word file.

The Word file can be imported into the Workspace from the main menu.

Once the Word file is imported then document properties, sectioning, data linking,

style sheet tweaks and page furniture (headers and footers) can be set.

»

DS

e B B O

File

E m

e Om®mOD®C

Edit Data View Review

e B X G

Document > perties v SaveAs v Import »  Print

Spreadsheet >

Presentation >

Folder s=E=> O Y%

Binder 'y

Filing

i From the + menu,
From Marketplace choose Import and
e Import Word (docx)

(W Import Word (.docx)

LP Import Powerpoint (.pptx)

Import Options

Choose afile to upload, .docx file types are accepted.

Choose file... Browse

Create Section Breaks
® Only when necessary @
From existing section breaks ®

From headings @

Choose your file and any section
break options and Import.
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