The Widget Design

A designer’s guide to designing on the Workiva platform
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Welcome Creative layout
Signposts to further resources Getting creative with backgrounds and borders:
Core Essentials Adding a border or background color to all pages

Making the decision to use Workiva for your design
How to get content into Workiva
Best practice for all users
Style setup
Design guide
Document setup
Margins and gutters
Headers and footers
Table formatting
Color management
Fonts
Image management
Printing from Workiva
Charts
Hyperlinks and bookmarks
Exports
Health check
Multi-channel layout
Extra Essentials
Dual filers
How to build your iXBRL file in the profiler
How to view your document in XHTML
XBRL File size

Contacts

Using a background image/color for a section:
Getting creative with Columns:
Changing columns at document, section and paragraph level
Creative layout with columns
Getting creative with headers and footers:
Changing the margins in a header
Using a table in a header
Getting creative with tables:
Using a table to align images
Using a table to cheat content over 2 columns
Using a table to supplement a platform chart
Using a table for a case study/pull-out
Getting creative with images:
How to insert an inline image
How to resize an image
Examples of image use
Getting creative with charts:
Example column layouts
Example layout (1 column)
Example layout (2 column)
Example layout (3 column)
Example layout (4 column)
Example layout (5 column)
Example layout (mixed column)
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Jurisdiction differences to be aware of

Link to videos or webinar

Link to pdf material

Premium feature available - See Widget Premium

WO

Allinformation, content, and materials available in this document are for general
informational purposes only. The content on this posting is provided "as is;" no
representations are made that the content is error-free or up to date. Designers

should always test their design in XHTML often and keep back-up files at all times.

Please check you have the latest Widget. Go to to
download.

Welcome to Workiva! We are a cloud-based reporting compliance platform that
enables the use of connected data. Workiva is also a great platform for design.
Follow these guidelines for the best experience for you and your client.

The Widget is your design reference and accompanies many online video
workshops to help get you started.

Workiva is flexible regarding design. Design can be achieved within the Workiva
platform, exporting content to Adobe InDesign or a mixture of both.

Platfg

The Widget Desian

o it 4 g 4 et

Edition 1

The Widget Platform guidelines gives
you all the guidance about achieving
design within Workiva.

The Widget InDesign guidelines
contains information about using
content from Workiva and using
InDesign to create the design.

More details can be found on
resource. The

so make sure you have the right Widget as your
is also available.


https://support.workiva.com/hc/en-us/articles/4574699768724-Designed-Reporting-Support-Hub
https://support.workiva.com/hc/en-us/articles/4574699768724-Designed-Reporting-Support-Hub

4 wlorkiva ® P

Signposts

so you can find it
again easily! The hub contains a
wealth of resources which will make
your journey to structured data with
design worthwhile.

Watch a webinar!

Creating a Great

Watch a workshop!

These workshops take you on a
journey from an ‘Introduction

to structured content’ to ‘Building
digital value’ - for designers and
clients.

1+ Introduction to structured content.
Structured content is information or content that
u s organized predictably.
Understanding the nature of structured content
ks critical to obtaining the maximum benefits: it
. o ] Ok SHfciencyy scclac mc mas o sty
are a8 dosirable benefits.
‘What do we mean by structured content?
Why do custom styles matter?
Please note that Workshap 1 and 2 are together
I this webinar
12 - Building digital value
Completed this series? Now let's look at
new opportunities that data driven
“ authoring together with Workiva can bring

Are you stuck?

We have many short videos addressing
individual topics. Don't struggle or get
frustrated - check out this section on
the

Justified verses range left text

Justified verses
range left

Headers and footers

All about heade
—— '“

Why not get certified?

On the Workiva Learning Hub,
there are three modules for designers
to receive a certification award.

Design Reporting
Essentials

This module is for designers new to
Workiva. We introduce the power of
structured content and ways
designers can use Workiva. Join us on
a tour of the platform as we show you
the best way to start your project for
best results further down the line.

Module two looks at on-platform
communications for designers, flowing
content to Adobe InDesign while
maintaining 100% data assurance, and
managing exports and RGB and CMYK
workflows in a way that meets your
online and print quality requirements.

Here we explore using Workiva for all
your design needs. Find out about
design tools for creating charts, using
presentations, and pushing content
online via the Workiva web API.


https://support.workiva.com/hc/en-us/articles/4574699768724-Designed-Reporting-Support-Hub
https://www.workiva.com/resources/getting-creative-workiva-how-work-your-designer-your-esg-or-annual-report
https://www.workiva.com/resources/getting-creative-workiva-how-work-your-designer-your-esg-or-annual-report
https://www.workiva.com/uk/resources/creating-great-annual-report-anglo-american-salterbaxters-collaborative-workiva-journey
https://www.workiva.com/uk/resources/creating-great-annual-report-anglo-american-salterbaxters-collaborative-workiva-journey
https://support.workiva.com/hc/en-us/articles/4574699768724-Designed-Reporting-Support-Hub
https://www.training.workiva.com/training/d7600fda-39ce-11ed-b00d-02d47b69d3fd/overview
https://www.training.workiva.com/training/d7600fda-39ce-11ed-b00d-02d47b69d3fd/overview
https://www.training.workiva.com/training/07ce6556-40df-11ed-b84a-067360dfb065/overview
https://www.training.workiva.com/training/a73ae70a-40f7-11ed-a7e0-02aea812ea2d/overview
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Getting started guides

If you are new to Workiva and are looking for a quick
guide as you get more familiar with Workiva and
Design Reporting, start here with our Quick Start

Guides! Available in German, Italian, Swedish, French,

Spanish and English. Find them on the

The Widgets

The Widgets - Platform and InDesign Integration are
your guide on how to use Workiva and best practices
for the whole design process. Download the latest
edition on the

Help guides

Short, visual instructional guides to aid in quick
understanding of the processes. Available for
download on the

General platform support
If you need support about the Workiva platform, there

are many resources at .Here there
is information on XBRL, Wdata, documents and
spreadsheets all the way to filing.

If you are new to Workiva, there are loads of basic
guides to the Workiva platform

Need to contact a human?

So what do you do after you have checked all the help
material? The best way to find further help is to
contact the Customer Success Manager. This CSM is
the person dedicated to your client’s account. They
can help you straight away or direct your question, if
design related, to Workiva's Design Support team.

Out of hours

If you are logged into a Workiva account, you can
submit a ticket at . A member of
the Support staff will respond quickly. This support
is 24/7.


https://support.workiva.com/hc/en-us/articles/4574699768724-Designed-Reporting-Support-Hub
https://support.workiva.com/hc/en-us/articles/4574699768724-Designed-Reporting-Support-Hub
https://support.workiva.com/hc/en-us/articles/4574699768724-Designed-Reporting-Support-Hub
https://support.workiva.com/hc/en-us/articles/4574699768724-Designed-Reporting-Support-Hub
https://support.workiva.com/hc/en-us
https://support.workiva.com/hc/en-us/categories/360002299052-Getting-Started
https://support.workiva.com/hc/en-us
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Core Essen

Core Essentials
Making the decision to use Workiva for your design
How to get content into Workiva
Best practice for all users
Style setup
Design guide
Document setup
Margins and gutters
Headers and footers
Table formatting
Color management
Fonts
Image management
Printing from Workiva
Charts
Hyperlinks and bookmarks
Exports
Health check

Multi-channel layout
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Making the decision to use

Workiva for your design

Workiva isn't just about the numbers. The platform offers a high level of design
capability for your reports that reflect your brand and tell your story. For higher
fidelity of design or if you are printing your report, you may still wish to use
InDesign, the professional print publishing software.

You can use the platform in many ways for your report:

Anilora™ _“’w

Everything done in Workiva

Full InDesign integration

Mixing the solutions

Splitting the solution

Workiva only for financials

Options to discuss with your client

1.

This is why Workiva was built! Everyone works together in the same workspace
from authors and audit, narrative and numbers and yes, designers. Your PDF,
XHTML and iXBRL file if required are all generated straight from the platform
looking exactly how it looks in Workiva.

If the whole report is to be designed completely out of the platform, you can
do this too, still with all the data assurance that Workiva brings. Please read
The Widget - InDesign Integration for this option.

For some reports, higher fidelity of design may be required only on some pages.
Please read The Widget - Design Integration for this part of the report. As with
option one, all content is authored, tagged and audited in Workiva. Content in
Workiva that requires more design work can be sent to InDesign but still linked
to the platform. For PDF output, content can be exported from Workiva and
InDesign and stitched together. If XHTML is required, the InDesign pages are
imported back to Workiva for conversion. Please note that InDesign content is
not used to update content in the Workiva platform. That content is only
converted into XHTML.

Some clients choose to file straight out of Workiva but produce the PDF from
InDesign. All the content is authored in Workiva so that the content of both
versions remains identical. Discuss with your client about the design
requirements of the filing version.

Some clients use Workiva only for the financial section. The rest of the report is
created elsewhere.

Getting creative with

Workiva and Design Workiva webinar

Your design journey
Q with Workiva PDF on
design reporting

support hub


http://fast.wistia.com/embed/iframe/z9ysdlijzl
https://www.workiva.com/resources/getting-creative-workiva-how-work-your-designer-your-esg-or-annual-report
https://www.workiva.com/resources/getting-creative-workiva-how-work-your-designer-your-esg-or-annual-report
https://support.workiva.com/hc/en-us/articles/4574699768724-Designed-Reporting-Support-Hub
https://support.workiva.com/hc/en-us/articles/4574699768724-Designed-Reporting-Support-Hub
https://support.workiva.com/hc/en-us/articles/4574699768724-Designed-Reporting-Support-Hub
https://support.workiva.com/hc/en-us/articles/4574699768724-Designed-Reporting-Support-Hub

8 wlorkiva ® @ > 0 @

How to get content into the

Workiva platform

Starting with InDesign

In InDesign

A Check the styles are not in folders

B Make sure that all the styles have CSS compliant
names - no spaces, do not start with a number

and contain no special characters. Tip: Stick with
Alphanumeric names, Camel-case or hyphened.

C Make sure all colors are RGB not CMYK

D Copy Content in sequential order from InDesign
to MSWord

In MS Word
A Check styles are applied properly in the Word
file

In Workiva
B Import the Word file into Workiva - File>Import

C Make sure styles are applied properly In Wdesk

D Perform any reformatting as needed

Starting with Word

In MS Word
A Check if this is an original Word document - see
Old document concerns below

B Check all the styles are applied properly
throughout the document

C Import into Workiva as above

Workiva can import a .docx file but designers need to

be careful about where this Word file originated from.

This is because it could contain:

Hidden characters
White space
Tabular matter (tabs)

You might not see it in the Workiva platform, but it
could create issues with exporting to ICML and
XHTML later on.

If all you have is a PDF document or Word document
converted from a PDF, then we advise pasting the
content into an ASCii text editor (Notepad++ on PC)
first and highlight tabs or other whitespace
characters and then open this text file in Word before
importing into Workiva. This will take out all styling
which you would then have to create and apply in
Workiva. It will however remove all the potentially
risky hidden code.

Importing content into Workiva

Document setup starting with

InDesign

Document setup datasheet
Q available on design reporting

support hub


http://fast.wistia.com/embed/iframe/i5ynjdbl7c
https://event.on24.com/wcc/r/3538538/339CFDA3106A38D9A7EB05DE8D7B1A04
https://event.on24.com/wcc/r/3538538/339CFDA3106A38D9A7EB05DE8D7B1A04
https://support.workiva.com/hc/en-us/articles/4574699768724-Designed-Reporting-Support-Hub
https://support.workiva.com/hc/en-us/articles/4574699768724-Designed-Reporting-Support-Hub
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Best practice for all users

We really recommend that designers are allowed into a client’s workspace.

Sharing of typesetting responsibilities

Workiva is collaborative platform environment where content creators, auditors,
taggers and designers can all work together. This is great but could possibly
become crowded unless managed properly.

Projects go more smoothly if:
Everyone on the teams understands the basic structure of the report, applies
the styles correctly and consistently
Designers create enough styles for the whole report. This will help stop authors
either creating unnecessary new ones or applying an override to existing styles
Designers educate the team on when to use certain styles
Designers check typesetting throughout the reporting cycle

Use of permissions

Permissions can control access to all or part of a document. Designers can use this
when actively designing a section. Use the Advanced Permissions for this. You can
easily revert to the previous permissions when you have finished.

Project calendar

Workiva can present a slightly different timeline to what you may be used to. There
is a time element to importing content correctly on to the platform and to creating
and applying styles. The design tools might behave slightly differently to what you
are used to, which may impact your timeline and project calendar.

Remember, designers do not have to worry about amends or last minute changes!

We do encourage some upfront training. Our three design modules are less than an
hour each and will really help you with your design implementation. Find out more
on the

Allow a bit more time up front but less time should be necessary further on up to
filing day.

Introduction to structured
content

An introduction to the Workiva
platform for designers

Helping workflow


https://support.workiva.com/hc/en-us/articles/4574699768724-Designed-Reporting-Support-Hub
http://fast.wistia.com/embed/iframe/58y7w43k2s
http://fast.wistia.com/embed/iframe/58y7w43k2s
http://fast.wistia.com/embed/iframe/go71g314ln
http://fast.wistia.com/embed/iframe/go71g314ln
http://fast.wistia.com/embed/iframe/g5y825n81a
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Workiva is a multi-channel publishing environment. Content created within Lock the styles
documents can export to a variety of outputs - Once created, designers can lock the styles and their attributes. This stops authors
PDF, HTML, DOCX, ICML and XHTML. changing an aspect of that style. You can lock:

The font family, size, color and emphasis

Because of this reusability of data, designers need to work with structured content . - - .
Alignment, spacing and indentation

and Workiva structures that content by using styles.

Top tip: Designers can also add a note to the style. This might help your user when
choosing the style. When they hover over the style in the style palette, the note

A style guide is a set of standards for the design of a document that ensures appears alongside the style attributes.

formatting consistency throughout and/or across multiple documents.

Set up the styles Benefits of using a well constructed stylesheet are:

. . Efficient authoring for clients - you want everyone to be a good typesetter!
There are two ways a designer can do this Document health and consistency

1. Set up the styles in the Workiva platform Easier evolution/rollover of styles in subsequent years
2. Create the styles in the InDesign software and import back to the Workiva Value creation - enables your report to be used by Workiva's WebAPI for example
platform via Microsoft Word document/software

What to call each style
You need to consider styles for all your content. When choosing a style name, it is a
good idea to choose a name that reflects the use of the style, for example:

CaptionSmallBlue or TableTextBold

Exports from Workiva

This will help everyone on the team understand the structure and apply the correct Importance of a style guide
style to the content. We call this semantic styling.

Styles always start with a letter No spaces or special characters Importing content into Workiva

Style names can contain letters and numbers but should always start with a letter.
For example:
Heading1is good V. THeading will not work

Characters such as - l@#$%"&*()_+-={}:"<>?[];’,./" ~ etc and spaces must be avoided.


http://fast.wistia.com/embed/iframe/h8way2dkhk
http://fast.wistia.com/embed/iframe/jfad5qur1v
http://fast.wistia.com/embed/iframe/i5ynjdbl7c
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Take time to set up styles properly

at the start of your project - it really

does save time later Text can be selected in a whole
section and a style applied but
generally you wouldn't want to style a
whole section in one style (unlessit's
brand new copy and applying one style
is the ideal starting point).

It is best practice not to use the
‘Normal’ style in the Workiva
platform. Turn default ‘Normal’
to pink to identify this un-styled If however, you have a style you need
content. to apply throughout a section or an
entire report quickly and consistently
then the best method may be to use

Table styles do not import from the format painter.

Word, so any Table styles will also The format painter is in the Edit menu
need to be applied to at least one and to use, you just need to do the
line of copy (outside of a table) for following:

that style to appear in the custom
style palette. Those styles will then
need to be applied to all the tables
on the platform. 2. Click once on the Painter icon and
a border will appear around it
showing the style is loaded.

1. Select the style you wish to copy
with your cursor.

3. Click the copy you wish to apply
that style to.

If you want to apply that style to
multiple lines of copy, in more than
one location, then at step 2, double-
click on the Painter icon (which will
give you a thicker border around the
icon) and apply. The style will remain
loaded and be applied until you click
on the icon again to switch it off.

Be aware that if used in a table,
cell styles and rules will also copy
(top, left, right and bottom rules),
so it may be simpler to apply
styles in tables manually.

Format Painter

I

Clear Painter

In

Painter

In

Painter




12 wlorkiva ® @ > 0 @

Colours Core text styles Core table styles

el are 1f

our references for the core colours Lsed in this repart (HEX for platior) Biskcow vt harve exarmphes. of some of the cone text styles used in s fepor Bolow we have an examgie of She oore text and ool styles used in this report

HEX 486383 v PageTie |- Strategic Goals i Comolidated
Black o0 G Spot M Howhey
HEX 000000 g e Toa s soeraces - -
r—— I\. FrstSaand [+ e = . —
HEX 7E7557 : Lxsls = ;
R163 cw Spol TSISC Matera s Sesbobos nchusesrers =] Headng - - __
. . ) HEX A3A289 il
The Design Guide helps establish the - ——————— o
base requirements for_ elements such \HEX 39B678 | f.;;.:::s te
as colors, table/cell widths and the = -
application of the core styles.
Avikro Light Green Rm o cw sawa Eele
Please contact your CSM if you HEX BCEBD3 Bl v v e
would like a copy of this Design Avikro Grey T R
Guide sample. HEX DBDAD7 it
Avikro Light Grey g;x f.‘ : Spot NA
HEX F8F8F8 2D g
Additionally, you may find it beneficial Required Pixel widths for 1 or more Colour order and tints to be used This helps any user know how to re-
to include a marked up standard bar columns for bars or pie segments create/adjust a chart to maintain
and pie chart, if they are used on the . . - . . consistency with the design.
pie ch ey . Font size, weight and color for text Any additional settings like y g
platform, including such details as: . . . -
in the titles, axis, data labels and spacing, label placement etc

legends
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Document setup

In the Document panel there is a Page

Mirrored margins Formats tab, where the Page size can

Often, in the case of a document

: g - ) be selected.
going to print, the inner margin All content in the Workiva platform
will be wider than the outer Document Properties should have a style attached to it.
margin because of the act of See our dedicated section for
Stltgll']lng. -flz—hls Zart;‘[l:).resel:lt a General Page Formats instructions on how to do this.
It is important in a multichannel probier ot reada |'|tyw en 4) Page Layout
blishi ot tablish th presented digitally in both PDF a0 isdicti . .
publishing scenario to establish the e L, e s - TS Jurisdiction considerations
page format, margins and gutter mareins for disital presentation _ i ‘ - mirrored margins in
measurements right from the outset. g gitaip ' Orientation L t“| 10: N XHTML
Things to consider: Columns A3(29.70cm x 42.02cm)
A4 (20.99cm x 29.70cm) Jurisdiction considerations
Landscape v por‘trait O Page Margins A5 (14.82cm x 20.99cm) -use of spreads when
Traditionally most annual reports A documents page size can be set in Left B (17 1| | opened in an inline viewer
use a portrait presentation but the File / Properties menu. - el (27 tem s dgem
increasingly landscape is being
used for better onscreen File Edit Data View Review XE
consumption. @ Nor
Spreads i Margins and gutters can be set for the
The concept of spreads is limited whole document. See our dedicated
within the current iXBRL inline « Widget| [ Document section forinstructions on how to do
reader. Designers need to be = o L= Section this.
careful Yvhen rel)./ing on a‘sprgad to = e = Paragraph
convey]nformatlon as this will be SacHon1 %9 Value
broken into two separate
consecutive pages. It is possible B Header The document outline represents the
with the help of web development (=) Footer structure of the document. The
to present spreads within the inline document can be split into parent
viewer, so please talk to your web sections and child sections.

team if spreads are required as part
of the inline viewer experience.
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Document setup

can be
generated in the Workiva platform.
See our dedicated section for
instructions on how to do this.

Typesetting takes place in the Workiva

platform. In multi-channel publishing,
best practice is to not use a soft
return. A soft return is when you press
Shift Enter. This creates a line break
rather than a paragraph break. You
can see your soft and hard returns by
pressing the Show/hide non-printing
characters on your Edit ribbon.

If words are not to be broken, a name
of a director for example, then use a
non-breaking space in between.

Go to Insert>Symbol>Special
Characters>Non-breaking Space.
There is also a keyboard shortcut.

Non-breaking space

CTRL + Shift + Space

CMD + Shift + Space

Use the line spacing properties in the
Style Editor rather than soft returns

Use a non-breaking space if a word
is not to be broken - Insert >
Symbol > Special Characters >
Non-breaking Space

Measurement units can be set in
the Document Properties panel

Document Properties

General Page Formats Table Formats

Name Widget screenshots ®
Type None -
Creation Date June 20,2022 2:51 PM Sections 1
= Preferences

Keep lines together | Widow orphan control

Allow editors to publish all links 1 Use smart quotes
/ Permissions
Can Send For Review Owners only -
Can Approve Track Changes Owners only -
& Language & Formats
Locale English (United Kingdom) v
Spelicheck On Number Formatting 100,000.00 v
Currency Symbol £ (GBP) Default Date Order Day Month Year -
Symbol Align None Measurement Units Centimeters -

Close
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= = 41 = = = = i ] =
Section Properties Section Properties
) ) A Layout A Layout
The page margin can be set as a document default but can be overridden at
section level. Section Size A4(20.99cmx29.... ¥ Section Size A4(20.99cm x 29... ¥
Setting the document default margin . _ _
. A . s ., Orientati... @ O Orientati... O
The document margin setting is accessed through the ‘Properties’ menu.
Properties/Document/Page formats. Columns —
Ol Page Margins 1 1
Latt ! e bt ! o Ol Margins 0! Margins
Top 3 cm Bottom 1 cm Left Right Left Right
. . o 1 cm 1 cm 1 cm 2 cm
Changing the section margin il

The section margins are changed in the Section Properties panel. This can be Top Bottom
accessed from the right-hand menu and will display the settings for the currently
selected section.

Top Bottom

3 cm 1 cm o 2 cm 1 cm

Changing any section margin will override the document default for that section.
You can easily see if a section margin has been overridden, as an arrow will appear
next to the changed margin. Clicking the arrow will restore the default for that

The column gutter can be set as a document default but can be overridden at
margin.

section level and/or a paragraph level.

Setting the document default column gutter

The column gutter setting is accessed through the Properties menu - Properties/
Document/Page formats

Please note that the gutter measurement is not selectable until more than one
column has been entered in the columns box.

Once this has been done, then the gutter can be altered.
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You can then change the default columns back to one if you wish but the new
measurement you entered for the gutter will remain.

Columns 1 Gutter 1.27

Columns 2 v Gutter 127 cm

Columns 2 Gutter 0.4 = cm
.

Columns 1 = Gutter 0.4

Changing the section level column gutter

The section column gutters are changed in the Section Properties panel. This can
be accessed from the right-hand menu and will display the settings for the currently
selected section.

As with the section margin, a curved arrow (see example) will display if the gutter
setting has been amended. Clicking the arrow will restore the default setting for
that gutter.

More information on Document and Section
Properties here at Workiva Support

= = r B = = = b 8 =
Section Properties Section Properties
A Layout A Layout
Section Size A4(20.99cmx 29.... ¥ Section Size A4(20.99cmx 29.... ¥
Orientati... l@ | Orientati... @ =)
Columns Columns Gutter
1 a . . = | 04 cm

Changing the paragraph level column gutter

The paragraph column gutters are changed in the Paragraph Properties panel.
This can be accessed from the right-hand menu and will display the settings for
the currently selected paragraph.

Changing any paragraph column gutter will override both the Document and
Section settings for that paragraph.

(= = ¥ O = = = Fi & =
Paragraph Properties Paragraph Properties
A Layout A Layout
Columns Columns Gutter

1 2 = 0.4 cm



https://support.workiva.com/hc/en-us/articles/360036002511-Document-and-section-properties
https://support.workiva.com/hc/en-us/articles/360036002511-Document-and-section-properties
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Headers and Footers

Headers and footers can contain
additional information such as
document titles, page titles, navigation
bars, page numbers, dates and
footnotes. Text entered into a header
or footer will repeat in all linked
sections.

A header and footer are unique to a
section, independent of each other
and can be set to repeat in following
sections.

To access the content of a section’s
header or footer you will first need to
click into the current section’s header
or footer space.

This should automatically bring up the
relevant properties panel to the right.

See the next page for an example.

Settings

This section uses the same header as
the section before it.

Odd pages use one header, while even
pages use a different header. Page
numbering works separately to
headers, so be aware that if your
pagination has an even page header
starting on an odd page then the odd
page number will be displayed.

The first page of the section uses a
different header than following pages.
If alternating pages are also applied,
they will begin after the first page of
the section.

The last page of the section uses a
different header than previous pages.
If alternating pages are also applied,
they will end before the last page of
the section.

Position

To change how far down the page your
header starts.

To change how far up the page your
footer starts.

Margins

You can set a different left margin to
the one used by the section here.

You can set a different right margin to
the one used by the section here.

Check this box to match the margin
width to the entire page

Page Numbering

This will insert an automatic page
number in the selected header or
footer of the current section.

Checking this box lets you select a
starting number and style for the page
numbering.

Here you can set the starting page
number for the section

Here you can set the character style
for the page numbering for this section

Insert / Auto Text / Section Page
Number. This will insert an automatic
page number wherever you have the
cursor placed.

All about headers and
footers


http://fast.wistia.com/embed/iframe/3juaaulg7f
http://fast.wistia.com/embed/iframe/3juaaulg7f
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Headers and Footers

fi
I
]
fi
Ul
]

Header Properties Footer Properties
Quite complex layouts can be created ‘
in the header and footer space of a IO section
document on the platform - See

T¥ Settings £} Settings
All about headers and Alternating pages Alternating pages
footers Different first page Different first page
More information on Different last page Different last page
Document and Section Bk L Positi
. . % Positio ¥ Position
Properties here at Workiva =N
Support From Top 0.48 cm From Bottom 0.48 em
[ Margins [ Margins
Left 1 om Left 1 cm
Right 2 cm Right 2 em
" Match section margins v Match section margins
=3
[# Page Numbering [ Page Mumbering
(‘E’ Insert Page Number @ Insert Page Mumber
Starts at Style Starts at Style
1 1,2,3 v 1 1,2,3 -

(4 Learn More (4 Learn More


http://fast.wistia.com/embed/iframe/3juaaulg7f
http://fast.wistia.com/embed/iframe/3juaaulg7f
https://support.workiva.com/hc/en-us/articles/360036002511-Document-and-section-properties
https://support.workiva.com/hc/en-us/articles/360036002511-Document-and-section-properties
https://support.workiva.com/hc/en-us/articles/360036002511-Document-and-section-properties
https://support.workiva.com/hc/en-us/articles/360036002511-Document-and-section-properties
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Table formattin

Applying alignment to a cell

An empty table can be created by Select the cell or group of cells and
placing the cursor in the line where pick your Flesired alignment style from
you wish to insert it, navigating to the cell alignment drop down menu.
the Insert menu and clicking table. A
A default table will be inserted in that =S¥ Bﬂ
location and will fill the width of that —r
column. The Workiva platform does not use cell t1-
styles but relies on styling via the .
} [ ribbon. T TopAlign
insert + Middle Align
: ;
. — Bottom Align
Table Applying paragraph styles 5
to acell
) Image Select the cell or group of cells and
pick your desired paragraph style from
B'Z Chart 4 the style guide.
/M

5 Page Break
[ad Footnote
(# AutoText »

@ Symbol b


https://support.workiva.com/hc/en-us/articles/360036000611-Create-a-link
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Applying rules to a cell

Select the cell or group of cells that you wish to apply a rule or rules to and then from the Edit menu choose the Borders dropdown.

File | Edit |-Data _ View Review XBRL Markup Borders
{:é,} Table (Normal) ~ Arial v 10 v AT A >
Properties w Styles BlT|U|[X == | = | = <= | =» T |-

You will now see the following panel which has the controls for setting the rule
weight, line style, color and where that rule is to be applied.

It is important to set the rule weight, line style and color before you click on any of
the rule placement options.

s —-J[t 1L K
@... D 0.25
T 1] 5 =
1l
......... 15
= m | I 2
EEEEEEEE = 55

ENEEEEEE X
|

& Custom Colors

#dddddd or 117,114,255
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Once you have set your line weight, Applying tints to a cell
style and color, thep select from the Select the cell or group of cells and
rule placement options below. then go to the Background Color panel
in the Edit menu, click the dropdown
— and pick your color or add the colors
Bﬂ D W | i hex reference (clicking Add to apply it,
if itisn’t already listed)

i | | The grid with no edges highlighted To remove a tint completely you do the
_ (clear borders) will remove all rules same but choose ‘No Color' instead.

pd b applied to that cell or group of cells.

The highlighted edges in the rule EB D s v 10|~ Alv (3 |a

placement panel are the edges that
your rule settings will be applied to B I |

X No Color
when you click on one.

o - i wmwmes o
HEER i

HE
EEEEEENN
EEEEEEEE
HE

& Custom Colors

#dddddd or 117,114,255
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Table formatting

More than one row or column can be
selected at a time by clicking the
starting row/column, holding down the
shift key and clicking on the last row/
column.

Adjusting column width
These can be manually adjusted, or a
specific measurement can be applied.

To manually adjust a column or group
of columns, choose your selection and
hover over one of the column edges at
the top of the table and an arrow icon
will appear, which you can drag to
increase/decrease the size.

A table's size can be increased to sit

over more than one column on a page.

Tables are also built to automatically
snap to the current column width, if it
is smaller than the table’s width, when
adjusted. To avoid this make the
paragraph, where the table is, to one
column. Next adjust your table's
columns and then change the
paragraph back to the desired column
layout.

! R

. c | o | |

To set a specific measurement to a
column or group of columns, choose
your selection and in the Formats
panel you can enter a precise number
for the width, which will be applied to
the selected columns. This is the best
option for column width consistency.

i34

Formats

B cellFills

Alternate Row Fill (D

Format (i)

Entered In

Shown In

I
Formulas (1)

Decimals

Leader

71 Value Formatting

Automatic

Default (Ones)

A+ Automatic Options

Default (Auto)

= Advanced Options

None

[++| Row and Column Size

Default (Ones)

Default (As Displa...

4

Width

50

Ll

Fit

Height

16

Fit
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Adjusting row height
These can be manually adjusted or a
specific measurement can be applied.

To manually adjust a row or group of
rows, choose your selection and hover
over one of the row edges until an
arrow icon appears. Then, drag to
increase/decrease the size. If double-
clicked, the row height will
automatically adjust to display any
obscured text.

Table formatting

RERERE,

Acquired Internally
software developed
licenses software
e e
amount
January 2020 3,229 2,422
JCPOl ancTy
acquired 29 0
AT TS T TS T Ty
developed 0 0
combination 0 0
Disposals -161 0
INCLCACTANES
differences 0 0
Damarnico ot oI
3,096 2,422

December 2020

Acquired Internally
software developed
licenses software
Gross carrying
amount
Balance at 1
January 2020 3,229 2422
Addition,
separately
acquired 29 0
Addition, internally
developed 0 0
Acquisition
through business
combination 0 0
Disposals -161
Net exchange
differences 0 0
Balance at 31
December 2020 3,096 2422




24 workiva ® e

Table formatti

To set a specific measurement to a
row or group of rows, choose your
selection and in the Formats panel you
can enter a precise number for the
height, which will be applied to the
selected rows.

For financial tables it may be better to
stick with manually adjusting them
automatically (as described
previously) as this avoids text being
left obscured in a fixed height row.

There is also the option to turn on
‘Resize rows to fit cell contents’ in the
Table Properties menu for a selected
table. This can also be checked at the
Document Level, but be aware that it
would also affect purposely cropped
tables, used for layout purposes.

More information on
creating tables here at
Workiva Support

More information on
styling tables here at
Workiva Support

= i

Formats
B celiFills

Alternate Row Fill (i)

¥1 Value Formatting

Format (i Text

= Text Options

= Advanced Options

Leader None

l++| Row and Column Size

‘Width

Height 14

= =i =)
Table Properties

B Title

Title Row

A Headers

Header Rows 0o -

EE Table Breaking

® Never break if smaller than a page
Always break across pages

Only break when table exceeds

= Advanced Options

v Resize rows to fit cell contents (i



https://support.workiva.com/hc/en-us/articles/360035642592-Create-a-table
https://support.workiva.com/hc/en-us/articles/360035642592-Create-a-table
https://support.workiva.com/hc/en-us/articles/360035642592-Create-a-table
https://support.workiva.com/hc/en-us/articles/360046983812-Styling-in-tables
https://support.workiva.com/hc/en-us/articles/360046983812-Styling-in-tables
https://support.workiva.com/hc/en-us/articles/360046983812-Styling-in-tables
https://support.workiva.com/hc/en-us/articles/360046983812-Styling-in-tables
https://support.workiva.com/hc/en-us/articles/360046983812-Styling-in-tables
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Color management

Hex is another way of describing RGB
colorin base 8 (hexadecimal). Pantone
colors (spot) are used in printing. The
ink used is the actual color specified
instead of being made up of CMYK
colors. They are often specified in
branding guidelines for a corporate
color because of their accuracy. It is
advisable to always check branding
guidelines for specific colors.

All colors need to be in
RGB for web/ESEF use

The platform color palette has 64
standard colors but beneath this is a
custom color area which allows for up
to 16 custom colors to be stored and
displayed at any one time.

The custom color area is where
additional document specific colors
can be added.

The color palette is linked to a user's
own account. If additional users need
the same custom colors, these need to
be uploaded into their custom palette
separately.

The same color palette will be
displayed for any platform function
that requires a color choice.

Premium feature
available

Adding custom colors

To add a custom color to your palette,
open any color palette from the main
menu (i.e. Text Color, Highlight,
Background Color, etc) and in the
Custom Colors box add your Hex
reference or RGB numbers for your
desired color and then click add.

@ Custom Colors

| F4333f Add

This will add the color to the top left
custom color box and move all the
existing colors along one. If there are
already 16 colors then the last color
will drop off the end of the list.

More information about
the use of custom colors at
Workiva support

If you do not have a hex reference for
your color please make sure you
consult your branding guidelines or
ask others in your team. It is not a
good idea to just estimate the hex
color by scraping screenshots into
Photoshop.


https://support.workiva.com/hc/en-us/articles/4402578904596-Use-custom-colors
https://support.workiva.com/hc/en-us/articles/4402578904596-Use-custom-colors
https://support.workiva.com/hc/en-us/articles/4402578904596-Use-custom-colors
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Fonts need to be loaded into your
workspace to be available. We have
a list of already supported fonts.
Please note that additional licensing
may still be required.

If specific fonts based on brand or
design requirements are required on
the platform then the fonts and the
necessary weights need to be supplied
to the Workiva font team. This can be
done through the client’'s CSM.

The font team will check compatibility
and licensing requirements before
upload. This process can take up

to 6 weeks.

We only use the TTF version of fonts
on the platform. If customers provide
us with OTFs, Workiva will convert
them or request TTF versions.

Installation of fonts can take up to
6 weeks, so if necessary, make
this a priority. Supported font list
here.

For publishing in XHTML, companies
need to own the web usage rights of
any font weight being used in their
iXBRL/XHTML file.

Presently, an iXBRL filing constitutes
web usage. It is recommended that
companies check the licensing status
of all fonts they are using. Also, issuers
cannot rely on suppliers to do this for
them or indeed hold such a licence on
behalf of the issuer. In addition,

licensing is based on a per font ‘weight’

basis, so if you are only using two
weights of a font family, you only need
to comply for those weights.

If the font is available in the Workiva
platform, then the font is open source
or has the appropriate license in place.

Google fonts and other ‘free to use’
fonts may be worth considering not
only for cost reasons but because they
are especially tailored for the web.

It is important that designers test font
rendering in browsers to avoid
unexpected effects. It is critical that
font choices are made with such
knowledge. Also, some italic font
weights and some older sans serif
fonts are prone to not looking very
good when rendered in browsers.

We recommend testing fonts early.

Please ensure that fonts used in any
vector imagery uploaded into your
documents have their fonts embedded
or outlined. If the fonts are available

in the Workiva platform, this step is
not necessary.

These include fonts constructed for
licensing reasons or decorative usage
within text. Please test thoroughly that
you are confident that the font
construction is suitable for the
Workiva platform.

Please be aware that renaming fonts
can render them inoperable or cause
them not to appear.

for an up to date list of
supported fonts.

It is important not to rename
fonts!


https://support.workiva.com/hc/en-us/articles/360035640072-Supported-fonts
https://support.workiva.com/hc/en-us/articles/360035640072-Supported-fonts
https://support.workiva.com/hc/en-us/articles/360035640072-Supported-fonts
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To place an image, follow these steps:

1. Place the cursor where you wish
the image to appear (this can be in
an empty paragraph, within existing
text, in a table cell or within the
Header and/or Footer.

2. Inthe main File menu go to the
Insert drop-down and choose

Image/Inline.
£ J+[
snditions sert a
20, |21, |2
Table »
iA; Text Box
&) Image » | O Inline
PS Chart b
] Page Break
22 Footnote
(# AutoText »

@ Symbol b

Premium feature
available - Floating
images

An imported image will size
proportionally to fill the column
it has being inserted into.

To amend the image size after
insertion you must do the following:

1. Select the image.

2. Open the Image Properties panel.

3. Ifyou need to keep sizing
proportionally then make sure
‘Preserve aspect ratio’ is ticked.

4. You can now adjust the Width
and/or Height until you get the
desired size.

5. Hovering over the Width or Height
will display 2 arrows. Clicking on
these and holding the mouse
button down will quickly size an
image up or down.

ifi
Iif
A

8 &

Image Properties

® Info
Image_properties.png Rename

File Type PNG image
File Size 1178 KB

|«+] Size
Width 234 — pX
Height 339 pX
v Preserve aspect ratio

@ Download Image

For accuracy, it is
recommended to use the
arrows to resize.

There are controls on the
platform to manage image
quality and size upon export.
This means you can maintain a
hi-res workflow within your
Workiva document and color
correct images after export.

Web formats (JPG, GIF and PNG)
are the only formats supported
on the platform.

Managing assets - charts,
images and info-graphics


http://fast.wistia.com/embed/iframe/0dh8wbjhtq
http://fast.wistia.com/embed/iframe/0dh8wbjhtq

28 wlorkiva ® e

Image management

An imported image will appear with
the same resolution as it was created
with - we do not alter the resolution of
an image during upload.

Resolution can be altered for Export, in
either the Document properties (which
will apply to all outputs) or on an
individual export basis in the
Advanced menu during export itself.

If no setting is applied, then all images
will export with the same resolution as
they were imported.

The only time a CMYK image would be
required, is for printing a document
professionally. More information
around color correction for images can
be found in the

section.

Workiva does not have an image
Library. Additionally, repeated images
are not linked to one another on the
platform. All master image copies
must be managed locally by the editor/
designer.

Images cannot currently be updated
on the platform. If an image is
amended, outside the platform, then it
will require re-inserting.

Image size and position will need to be
set the same as the existing version.

JPGs (JPEG) can present certain
issues as they can be saved/used in
CMYK and RGB. Also, older versions of
Adobe Photoshop software and other
image editing programs present
differences in 'saving’ and ‘exporting’
to the jpg format.

Large images used across a spread
(two pages) need to be separated/split
into single pages for use on the
platform. See

for more info.

When using Background images
to create a spread on the
platform, each side of the image
will need to be in a separate
section.
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Printing from Workiva

Core Essentials

Both an RGB or CMYK PDF are
exportable from the platform.

Please see for more
information on these options.
RGB PDF

An exported RGB PDF will need color
correcting for Print but is probably the
best version for preparing for Print and
has the most flexibility.

CMYK PDF

An exported CMYK PDF is a straight
conversion of the colors to CMYK but
may not match your brand guideline
requirements and converted images
may not match the color conversion
settings/saturation required for Print.

It is highly recommended that you
speak to your Printer on how best to
deal with color correction, as they will
have the best insights on what your
options are.

Web formats

JPG, GIF, PNG (bitmaps) and SVG
(resolution-less) are common web
formats for images. Bitmap formats

are often set at 72 or 96 dpi and
are RGB.

Print images

PSD and TIFF are common image
formats for print often set at 300dpi
(dots per square inch) and always
CMYK. Resolution-less graphics
such as graphs are used in Illustrator
(Al) and EPS (Encapsulated
Postscript) formats.

Talk to your printer early

Your printers may be able to advise on
the best way to convert your images
from RGB to CMYK.

If you plan to just convert the images
once exported, place Hi-Res versions
of the images in your document.

Another option is to replace the
images with Hi-res CMYK versions in
the exported PDF. This can be done
using tools, such as Adobe Acrobat
or Enfocus Pitstop.

A PDF exported from the platform will
not contain the following:

Bleed (bleed is ink that prints
beyond the trim edge of the page to
ensure it extends to the edge of the
page after trimming)

Printers crop marks (lines printed in
the corners of your document to
show the printer where to trim the

paper).

Web (Workiva)

.png (rgb, 72dpi or 96dpi)
.ipg (rgb, 72dpi or 96dpi)
svg

Print

.psd (cmyk, 300dpi)

tiff (cmyk, 300dpi)

.jpg (cmyk, 300dpi)

.ai

.eps
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The charting tool does not have all the
capabilities of Adobe products but
with clever use of tables, images and
layout a lot of variation can be
achieved. See more in

A chart can only be inserted inlinge, so
it will appear wherever your cursor is
placed within the content. Generally,
this would be in a new empty
paragraph. Charts cannot be placed in
the Header or Footer.

To insert a chart, place your cursor
where you wish the chart to appear
and navigate through the Edit menu to
Insert/Chart and choose a chart type
from the drop-down list.

Table
&) Image
[<> Chart

= Page Break

[a] Footnote
(# Auto Text

(@ Symbol

»

Column Break

4

[ 2

e
|t
ol

Line

Area

Column

Bar

Stacked Column
Stacked Bar
Combo
Stacked Combo
Pie

Doughnut
Waterfall
Scatter

Bubble

Advanced Bubble

When you insert a chart, it will have
default colors, fonts (Arial) and default
dimensions, which are 613 pixels wide
by 380 pixels tall, regardless of the size
or orientation of your page.

Managing assets - charts,
images and info-graphics


http://fast.wistia.com/embed/iframe/0dh8wbjhtq
http://fast.wistia.com/embed/iframe/0dh8wbjhtq
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Here are all the default charts.

You can change most of the default settings to create the chart look you require and that is done through the Chart properties panel.

Line Column Stacked Column Combo
Example Annual Net Income
i i i I
Area Bar Stacked Bar Stacked Combo
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Pie Waterfall Advanced Bubble = o .

Example Total Return Performance

Chart Properties

. . ) it R Jdl General

Title

Example Annual Net Income

Stack Bars
e Short Term Incentive: ong Term Incent Orientation .II -=
Width 613 P
’ L et b The Chart Properties panel becomes Height 380 px
S available when the chart is clicked on. _ —
There are a lot of options in here and picie i
they can differ based on the chart Plot Area Fil solld "
choice.
Fill
Chart properties
General options, like adding a title and
m inrives B Long Tem ncentves setting the size, can be found here. v & Series
Bubble All Series -
Here you can affect various settings Tye ol Column *
around the data used in the chart, for Show Labels
example applying a color, data labels,
etC Bar Group Padding 20

Bar Padding 10



33 wlorkiva ® @ > 0 @

This affects your Y axis and is switchable from Left to Right or can be used This affects your X axis. Change settings for the chart legend
in combination but both have similar properties. here.
[x Bottom Axis
%0 Legend

Left Axis v ¥ Right Axis Title
Show Legend
Title Title Show Labels
Placement Bottom -
Min Value Aute Min Value Rotation 0
Reverse Order
Max Value AL Max Value Show Ticks
Padding 8
Step Size Step Size Show Grid
Symbol Width 20
Show Labels Show Labels Interval 1
Force Symbol Width
Rotation 0 Rotation V] Show Line
Item Distance 20
Show Ticks Show Ticks Expand To Edge
Vertical Spacing 0
Show Grid Show Grid
Show Line Show Line
Show Zere Line Tip - Set up a few generic charts
Show Zero Line . . . .
in your non-printing section, then
ReverseScale Reverse Scale just copy, place and update them

when they are required throughout
the report.

Inheriting Table Formatting Inheriting Table Formatting Override
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Here are some tips and tricks on
setting up a chart from scratch.

1. Insert your chosen chart type.
Here the Column chart has
been selected.

2. Set the Width and Height. Tip is to
use a single cell table, set to the full
column width, to visually set the
correct width for the first chart.

Example Annual Net Income

12/31/072/31/082/31/092/31/182/31/112/3112

MNeat Income

3. Click the Chart once to select it all
and then change your font, font
size and color.

Example Annual Net Income

100

12/31/072/31/082/31/092/31/102/31/112/31/12

Met Incom

Different parts of the text can be
altered by clicking on specific text.

Example Annual Net Income

150

12/31/07)[12/31/08] 12/31/09][12/31/10] 12/31/11][12/31/12

Net Income

Data can be amended or inserted by
right-clicking on the chart and
selecting 'View chart data'’. This will
open the data in a new tab.

Example Annual Net Income

£} Chart Properties
View Chart Data
10 B SaveAs. »

12/31/07 12/31/08 12/31/09 12/31/10 12/31/11 12/31/12

Net Income

1

From here you can add columns, rows,
amend data, change the axis format
(31 Dec 2022 / Dec, etc) and change
the value format (Accounting/Percent,
etc).

Data can also be linked to other
sources and updated automatically.

A3 X+ Fu Newdats
1 12/31/07 12731/08 12/31/0% 12731710 12/31/11
2 NetIncome 50 &0 70 &0
Mew data 25 30 40 50

90:
70:

12/31/12
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Changes made here will be reflected in

your chart.

Example Annual Net Income

5. White space between the edge of
the chart boundary and the chart
elements can be tweaked via the

Spacing option.
Spacing Set Spacing Options

The default is 15 all around.

Set Spacing Options

Here the spacing has been set all
round to 5.

Set Spacing Options

Lett E L Right

The result of this spacing is that the
text is now closer to the boundary
area.

Example Annual Net Income

75
50
) I I I I | |
0

12/31/07 12/31/08 12/31/09 12/31/10 12/31/11 12/31/12

Net Income W Newdata

There may be times when you wish
to make the spacing zero but do
check that text does not start to
crop off in your export formats.

6. The bars are controlled by the
Series. Either select the Series
themselves, through the Chart
Properties panel, or by clicking on a
bar in the chart.

Example Annual Net Income

N
N

12/31/07 12/31/08 12/31/09 12/31/10 12/31/11 12/31/12

Net Income B Newdata

1

With the Series selected, amends can
be made within the Properties panel.

v X Series

Net Income w
All -
Type .|| Column v
Axis Left -
Color
Show Labels
Border
Dash Style Solid -

Show In Legend

To move between different
series in the panel, click on
the Series name. Individual
bars can also be selected
through the second dropdown
menu.
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In this example, the color red has been
picked, the show data labels selected
and the legend switched off.

v P& Series

Net Income -

All -
Type ol Column -
Axis | Right v.i
Color .
Show Labels

Placement Outside End -
Border

Dash Style Solid -

Show In Legend

Example Annual Net Income

120 120

100
20
80
80 70

50

60
} 40

ﬂ |
I 0

40
12/31/07 12/31/08 12/31/09 12/31/10 12/31/11 12/31/12

B Newdata

Any additional text displayed by
switching on a setting may need
adjusting to match your text style

Try every setting of charts early to
find out what can be achieved

7. To amend or hide the title, go to the

General Properties panel.

|Net income 2022|

120

To amend an axis, click on the axis
or find it in the Chart Properties
panel. Below the title, the min/max
value and step size has been added.

Net income 2022

) [120
100
i [100
20
B0 80

80|
70 — ==
n
60 =T~
|60] &

50 —

0]

12/31/0712/31/0812/31 IACBANEYZ

B Mewdaia

Column Break

Chart Properties

< wll General

Title

et income 2022
Chart Properties

v Right Axis

Title

Acis Title

Min Value 20

Max Value 120

Step Sire 20

Show Labels

Rotation 0

Show Ticks

Show Grid

Show Line

Show Zero Line

Reverse Scale

Inkeriting Table Formatting
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How text views in a Chart

Footnotes/chemical symbols in charts

Footnote reference numbers and chemical subscripts can be added to data labels,
axis labels and chart titles but only manually (not automated footnotes).
Superscript/subscript has to be done with Unicode references.

cript (applied using Superscript from mer Manual

ata and « el
1 Unicode
nces in chart data

Various websites list the Unicode references for 0 -9 and () and allow the user to
copy and paste it into a chart (whether that is into the title or the data sheet).

50%

The diagram here shows how Superscript/Subscript and copied Unicode versions of
both appearin a chart, data sheet and in Normal text.

More information about
the use of charts at
Workiva support

_________________________________________________________________

How text views in Chart data

" How text views outside of a chart



https://support.workiva.com/hc/en-us/sections/360007218431-Charts
https://support.workiva.com/hc/en-us/sections/360007218431-Charts
https://support.workiva.com/hc/en-us/sections/360007218431-Charts
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Hyperlinks

Hyperlinks allow you to link to
resources outside Workiva, navigate
to different sections or bookmarks
within a document.

Hyperlinks are great when
building a navigation bar within
your document.

Bookmarks

Bookmarks allow you to mark a
location and easily navigate to it
within your document via a hyperlink.

Hyperlinks

Applying a hyperlink will, by default,
make the text blue and add an
underline.

Currently, the default settings in
cannot be changed but you can
change the look of the hyperlinks
manually via the ribbon.

To remove the automatically applied
underline and blue color, the
underlying text style will need to be
unlocked.

Font Color |

Emphasis B|(I|U

Highlight the hyperlink text and
manually change the color to the
desired color and turn off the
Underline (this may require clicking
the underline button twice).

B[ 1 [u]x]A]A] [E[E]=[=

Bookmarks

Applying a bookmark will not change
the look of the text.

If you wish your bookmarks to stand
out, create a text style and apply
it consistently.

If you need to see where a bookmark
has been placed, click on the
bookmark in the Bookmark panel. It
will take you straight to the bookmark
and the text it is linked to will be
highlighted.

Document Bookmarks

L

+

: Casestudy: Our SDGs in action
v

Casestudy: Our SDGs in action

Hyperlinks and bookmarks will work in
both PDF and XHTML exports.

The bookmarks list in a PDF is
based upon the section structure
of your Wdesk document and
therefore platform bookmarks will
not appear in the list even though
they will work as clickable links.

More information about
the use of hyperlinks at
Workiva support

More information about
the use of bookmarks at
Workiva support


https://support.workiva.com/hc/en-us/articles/360036000651-Hyperlinks-in-Documents
https://support.workiva.com/hc/en-us/articles/360036000651-Hyperlinks-in-Documents
https://support.workiva.com/hc/en-us/articles/360036000651-Hyperlinks-in-Documents
https://support.workiva.com/hc/en-us/articles/7381343141652
https://support.workiva.com/hc/en-us/articles/7381343141652
https://support.workiva.com/hc/en-us/articles/7381343141652
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All export formats are accessed from
the File menu, under the ‘Save as’
dropdown.

e &

As & | Import -

Template...

EXPORT

PDF (.pdf)
EDGAR (.htm)
DOCX (.docx)
InDesign (.icml)

XHTML (.xhtml)

Press Release

More information about
exports at Workiva
support

Here are the main export formats.

XHTML can be generated for 3
different purposes.

Web

A Workiva document can be exported
directly to XHTML using the XHTML
option in the ‘Save as’ dropdown.

This will open the Export options
window. From there you can choose to
export either the whole or parts of the
document and under the advanced tab
you can make some further
adjustments to that output.

This option will disable any hyperlink
that directs the reader to a destination
outside the document.

Editable XHTML allows for editing of
the resulting code to integrate better
with websites and is the basis of the
WebAPI. Selecting this option will
result in a more compliant version of
XHTML generated in XBRL
generations.

Export Options

Select the options you want to include in the exported document.

® Entire Document
Current Section

Select Sections...

v Advanced
Disable External Hyperlinks (i)
v Include Headers and Footers

Reduce Image Resolution (PPI) to:

ESEF

XHTML for an ESEF filing can be
exported through the ‘Save as’ menu
but no tags will be included in the
export. This is different to the
Editable XHTML.

Editable XHTML (i

Cancel

Tagged

Tagged XHTML is automatically
generated when the XBRL generation
process is followed and is not
accessed through the 'Save as’ menu.


https://support.workiva.com/hc/en-us/articles/360047994252-Export-a-document
https://support.workiva.com/hc/en-us/articles/360047994252-Export-a-document
https://support.workiva.com/hc/en-us/articles/360047994252-Export-a-document
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When PDF is selected, the PDF Export
option window will open.

You can export the whole or parts of
the document and under the
Advanced tab you can make further
adjustments to that output.

Here are some advanced options.

Include markup
If the Document Markup tools have

been used in your document, these will
be included in the PDF.

Reduce Image Resolution
(PPI) to:

From here, Image Resolution can be
reduced to downscale the pixels per
inch (PPI) of your images and reduce
the overall file size.

Use CMYK Colorspace

This option will convert the PDF from
RGB to CMYK. It is important to
remember that this is a straight
conversion and may not match Brand
guidelines and converted images may
not match the color conversion
settings/saturation required for Print.

Tag for Web Accessibility

This includes tagging elements needed
for screen readers.

Export Options

Select the options you want to include in the exported document.

® Entire Document
Current Section

Select Sections...

v Advanced
v Include Hyperlinks
v Include Leader Dots

v Include Alternate Row Fill

Include Track Changes

Include Markup

Reduce Image Resolution (PPI) to:

Use CMYK Colorspace
Include Draft Watermark
Include Comments

Tag for Web Accessibility
Include Attachment Labels

Use bookmarks to create the PDF outline

Cancel
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Choosing Word as the export option
will open the Word Export option
window.

You can export the whole or parts of
the document and under the
Advanced tab, further adjustments
can be made.

Include Leader Dots

If Leader Dots have been used in the
document, these will be included in
Word export.

Embed Fonts

Selecting this will embed the fonts in
the Word file. This helps the Word file
to display correctly on screen, when
the fonts are not locally installed.

Show Table Cell Shading

Selecting this will include any shading
that has been added to a cell.

Reduce Image Resolution
(PPI) to:

From here Image Resolution can be
reduced to downscale the pixels per

inch (PPI) of your images and reduce
the overall file size.

Workiva documents are not Word
documents. 100% alignment is not
guaranteed so testing is
recommended

Export Options

Select the options you want to include in the exported document.

® Entire Document
Current Section

Select Sections...

# Advanced
v Include Leader Dots

Embed Fonts

/| Show Table Cell Shading

Reduce Image Resolution (PPI) to:

Cancel
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Health of a document

This can be useful for checking for a
variety of issues within a Wdesk
document. Outlined here are things
which could be helpful during
document creation and signoff.

Not all issues will need fixing.
This is merely a tool to locate
and address issues based on
user's discretion.

Document creation

When a document has first been set
up/designed, it is good practice to run
a health check to look at image,
content, chart and hyperlink issues.

Document Signoff

When finalising design for the final
version, it can also be useful to run a
final health check to look at image,
content, chart and hyperlink issues.

Document Health icon

To access the Document Health panel,
just look down from the Section
Outline menu and locate the
Document Health icon as shown
below.

¢

[

=

| S
Vv
&

E®L Document Health

Document Health panel

Clicking on the icon will automatically
perform a document health check,
shown below.

« Document Health

ifl

Overall Summary

|a‘r-|

1 Verifying Limit Issues

I Verifying Formula Issues

I Verifying Linking Issues

I Verifying Hyperlink Issues

I Verifying Precision Issues

Verifying Data Validation lssues

I Verifying Content Issues

1 Verifying Image Issues

I Merifying Chart Issues
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Health of a document

In anideal scenario you would see
green ticks for every potential issue.

Document Health
| Overall Summary
- No Limit Issues

No Formula Issues

No Linking Issues

No Hyperlink Issues

No Precision |ssues

No Data Validation Issues
No Content Issues

No Image Issues

Mo Chart Issues

No Issues Found in Your Sections

Refresh

This is what you are more likely to see
when a Document Health check is run.
Not all of these checks relate to design
issues.

Document Health

Overall Summary

No Limit Issues

Verified Formula Issues (E;
Verified Linking Issues @

Verified Hyperlink Issues (46)
Verified Precision Issues @

No Data Validation Issues

Verified Content Issues {L?:}
Verified Image Issues (}E)
Verified Chart Issues (_z—sj
Issues Found in Your 178

Sections

Continue

Clicking the Continue button will open
up the main Document Health window.
A full breakdown of where the issues
reside will appear.

Document Health

(&7

Filter Reset
Categories
Chart Issues, Content Issues, Formula Issues, Hy... =

Content

Show only sections with issues

178 Issues Found Today, 3:09pm

Section lssues

Cover @
Table of Contents (&7
* 1.Message from the CEO @
Company Information @
Strategic Goals €3]
2. Executive Team (®)

¥ 3.Strategy & Business

Show Summary

The results can be filtered in the
Categories' dropdown menu by
switching off unwanted search results.

Categories

Chart Issues, Content Issues, Formula Issues, Hy... a

" Hyperlink Issues
Chart Issues
Content Issues
Linking Issues
Formula Issues

Precision |ssues

NE A KNS

Image lssues

If the filter menu is not showing, it can
be opened and closed by selecting the
filter button.

Document Health

& + T Y
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For a more design related search, tick
these selections from the drop down
menu.

Categories

Chart |ssues, Content Issues, Hyperlink Issues, ... a

" Hyperlink Issues

v Chart Issues

v Content Issues
Linking Issues
Formula Issues
Precision Issues

v Image Issues

Followed by the refresh button.

Refresh Document Health

& v = Y

The issues displayed will now only be
the ones ticked in the dropdown.

178 Issues Found Today, 3:29pm

Section Issues

Cover €Y
Table of Contents

* 1. Message from the CEQ @
Company Information @)

Strategic Goals
2. Executive Team
¥ 3.Strategy & Business

You can now work through the issues
by clicking on each one in turn.

Cover [1]

Click this section to view its issues,

Clicking on the issue will give a more
detailed account of what the issue is
and allow you to navigate directly to
the location of the issue.

In this example, an image may be
oversized for the XHTML export.

178 Issues Found Today

Cover
1 Issue

¥ |mage Issues )
= Large image size may be @
considered invalid.

Consider replacing the image
with a compressed version of
500kb or less before exporting
to XHTML.

Avikro-2.0-NewC.jpg

To locate the issue, just hover over the
image name and a ‘Go to Issue’ arrow
will appear. Clicking this will load the
page in the main window.

w Large image size may be [€))
considered invalid.

Consider replacing the image
with a compressed version of
500kb or less before exporting

to XHTML.

Avikro-2.0-NewC.jpg

In this further example, a truncated
cell has caused an alert. Clicking on
A16 will load the table where the issue
can be resolved.

Appendix |

display all content
Ald
B1

Ad
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Once all the issues applicable have
been addressed, refresh the
Document Health panel. This will give
an updated summary of the remaining
issues within the document.

Appendix |
2 lssues

The Document Health Check only
checks for the issues listed in the
panel. It does not check for everything.
Color discrepancies, for example, will
not be picked up in the health check.
Designers should not rely on this
feature for every check.

More information about
Document Health at
Workiva support


https://support.workiva.com/hc/en-us/articles/360037659992-Document-Health-in-Documents
https://support.workiva.com/hc/en-us/articles/360037659992-Document-Health-in-Documents
https://support.workiva.com/hc/en-us/articles/360037659992-Document-Health-in-Documents
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Multi-c

hannel layout

One definition of widow management
is making sure that the last line of a
paragraph isn’t a single letter word or
number. This can look ugly and add
unnecessary whitespace into the
design and make the content longer
than it needs to be. Designers have
deployed many methods to get rid of
widows.

Recommendation
Our recommended method of
widow management is the use
of nbsp. This can be done in the
platform easily and is exported
into XHTML.

The non-breaking space

(&nbsp) method

Widely regarded as the best way of
controlling widows in multi-channel
publishing. The break between words
is filled with &nbsp; or &#160;
effectively making two words one
word. This is ignored by search engines
and cannot be seen by human readers.

This also works in responsive layouts,
as it only comes into force when a text
frame width conflicts with that set of
words forcing all of it onto the next line
therefore preventing a widow. They are
also used to keep names, place names,
company names and sets of figures
together.

Quick keys - non-breaking space

PC - CTRL + Shift + Space
Mac - CMD + Shift + Space

The soft return method

This method is now widely depreciated
in multi-channel publishing because
text frame widths can vary in
responsive layouts. Soft returns can
have unfortunate consequences in
such layouts. Browser rendering

differences can also have the
same effect.

The kerning method

The previous line(s) to the widow are
highlighted and the inter-character
spacing (kerning) is reduced allowing
the widow to move up onto that line.
This can be replicated in XHTML but
can have unforeseen issues in the
rendering of that content.

As we move into a multi-channel
environment and the use of &nbsp is
accepted as the only way of managing
widows, designers need to think of
their designs and allow a little more
whitespace in their layouts to diminish
fit content issues. To get the best from
multi-channel publishing, think XHTML
first.

Justified text

Whilst not strictly a font issue, it is very
important to note that XHTML is poor
at rendering justified text in multi-
column format. Please avoid if you can
and use range left (called ragged right
in some jurisdictions).

Lists

Custom styles for lists can now be
created in the Workiva platform.

Designers may need to experiment
with the kind of bullets they wish to
use for bulleted lists. Wingdings,

Zapf Dingbats or other kinds of font
libraries can be used if there is a
Unicode equivalent. These need to be
tested early to make sure that they
translate as expected.

If designers wish to use icons or
images as bullets, they will need to edit
the CSS post-production. Expertise will
be required for this as it is not
something Workiva can support.

Find information on
keyboard shortcuts here at
Workiva Support


https://support.workiva.com/hc/en-us/articles/360040135051-Keyboard-shortcuts
https://support.workiva.com/hc/en-us/articles/360040135051-Keyboard-shortcuts
https://support.workiva.com/hc/en-us/articles/360040135051-Keyboard-shortcuts
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Creative layout

Creative layout
Getting creative with backgrounds and boarders:
Adding a border or background color to all pages
Using a background image/color for a section:

. . . . Getting creative with Columns:
Designers may still prefer to visualise

their designs in their preferred design Changing columns at document, section and paragraph level

software. In this section you will find Creative layout with columns

ideas and information on how to use Getting creative with headers and footers:
the platforms features to achieve your Changing the margins in a header
Design.

Using a table in a header
Getting creative with tables:
Sometimes the best starting point
is to just try and re-create an

existing designed layout on the i
platform. Using a table to supplement a platform chart

Using a table to align images
Using a table to cheat content over 2 columns

Using a table for a case study/pull-out
Getting creative with images:
How to insert an inline image
How to resize an image
Examples of image use
Getting creative with charts:
Example column layouts
Example layout (1 column)
Example layout (2 column)
Example layout (3 column)
Example layout (4 column)
Example layout (5 column)
Example layout (mixed column)
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Adding a border or background

color to all pages

Creative layout

A colored border and/or a background
color can be added to the whole
project.

Go to Edit/Properties/Document and
then the Page Formats tab. Here you
have the following options:

Background

Color P

= Preferences

Page Border

Clicking into the Background Color
button will open the color palette.
Enter or select your desired color and
it will be applied to all pages in the
document.

No Color

111 [ ]
111 ]

1 [ ]
AENEEENEN
EEEEEEEN
HE

€ Custom Colors

#dddddd or 117,114,255

-] HEEEN

3%

Color &

A background color will sit behind
all other content in a document.

Page Border

Left 0
Top 4]
Border Color |

To apply a page border, click the on/off
switch next to Page Border and then a

Settings panel will appear.

om

cm

You can set the space away from the

page edge for each side, border color

and weight.

The border has a maximum of 6pt.

Border Weight q s | pt

Right 0 cm

Bottom 0 cm

Border Weight 1 pt.
Border Color o’ a ‘

(11 [ ]
HEEE ]

1 | |
HEEEEENEN
EEEEEEEN

]

A background border will sit
over all content in a document.
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Creative layout

= — In this example, a background image has been used for a divider. It will sit behind
= g = 0O (-
all header, footer and page content.
Section Properties

SR e BN R e carte Pt oty 18

A Layout

These are linked to a section and
will repeat on every page in that
section regardless of alternating @

Section Size A4(20.99cmx29.7.. *

[

headers, etc. Orimntatl... -
Columns
1
To add a background image to the Ol Margins
selected section, go into the Section .
Properties panel and click Upload Laft Right
Image. Then browse to the image and 1 cm 1 e
add it.
Top Bottom
A background image must be full 3 o 1 P
page size, otherwise the platform
will resize it to fit the page. Backeround @ e o
Color |3} Once the image is added, you will see Background ()
some information, like its name and
Image @ Upload Image file size, have an option to bin it or to Sl |68

upload a different image in its place.
Image 0 Upload Image ﬁ
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Using a background image/colour for a section

Creative layout

To add a background tint to the
selected section go to the Section
Properties panel and click Color.

The Color palette will pop up and you
can either choose an existing color or
add the desired color in the Custom
palette.

No Color

1
HEEEEENE
EENEEEEN

L]

€ Custom Colors

#dddddd or 117,114,255

n
H N
. . . . [ . ackground (1)

Color

Image

[ ]
I

=

Ol Margins
Right

n 1
Bottom

:

<\\

@ Upload Image

cm

cm

Once the tint is added, you will see
that the Color button now has a color
to it and there is also an arrow to
revert to default (no tint).

To change the tint again just click on
the Color button and choose a
different color.

.
Background (1)

§) Color Q
Image ¥ Upload Image

= Preferences
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Understanding columns

Creative layout

There is a hierarchy to columns.

A. Paragraph level column setting
(this overrides all other column
settings)

B. Section level column setting

C. Document level column setting

Changing the column setting at
Section level will affect all content in
that section, unless it has a Paragraph
level override applied.

This is done through the Section
Properties panel when the desired
section is selected. See

for more info.

An introduction to the
Workiva platform for
designers

Setting the number of columns at

a document level will apply that
setting to the whole document unless
it has been overridden at another level.

Columns 1

Section Properties

4 Layout

Section Size A4(20.99cmx 29.... ¥

Orientati... BEEm)

Columns

1

The Document setting for columns is
alongside the Gutter setting in the
‘Properties’ menu. Properties/
Document/Page formats.

for more info.
The Document default setting
is usually one column.

Gutter

Selecting a paragraph or range of text
and changing the column setting will
only affect the selected text but it will
override any higher-level settings.

This is done through the Paragraph
Properties panel. See
for more info.

Designers will probably use
Paragraph level column settings
the most to achieve the desired,
designed layout.

1.27

Paragraph Properties

A Layout

Columns

1


http://fast.wistia.com/embed/iframe/go71g314ln
http://fast.wistia.com/embed/iframe/go71g314ln
http://fast.wistia.com/embed/iframe/go71g314ln
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Creative layout with columns

Creative layout

Below is a mixture of 1and 3 columns. The flow of the content however has stayed
the same. The Page Title has been placed onto 1 column and a single paragraph of 1
column has been added before the start of the charts. A few more column breaks
Below is a basic example page on a 3 column grid. The right-hand image is an idea have been applied to push content over.
of what can be achieved by using Paragraph level columns to adjust the layout.

Qur people

1 column
, et Breakdown of employees
Ui e omparedto by age group
SR e s e o 21% 55%
¢ I 3 column £
- Employees under the age of 30
ic Employees 30 - 50 years old
Employees over the age of 50
"""""""""""""""""""""""""""" iCoRETnE s S i A S T N e
Breakdown of employees by Diversity in the workplace
employment relationship
I 3 column i

B cectempioyees

Indirect employees

Column Break
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Creative layout with columns

Creative layout

The content still flows as expected. The single 1 column line used before the charts allows a new set of columns on the

page. If we just used 3 columns only on this page, the charts would follow straight
on from the text in column 3 and flow onto the next page. Using a mixture of 1and 3
columns, all the content can fit on one page. It also makes sure that the charts all
align and the flow of the text at the top of the page remains unbroken.

Best to have a play and practice to understand how columns and layouts
can work together.

<
w

A
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Creative layout

Here is an example of a page where a header is used for section title, a navigation
bar, folio and border. Read on to find out how this was achieved.

Breakdown of employees by
employment relationship

Indirect employees

Breakdown of employees
by age group Diversity in the workplace

B Erviovees uncer the age of 30
Employees 30 - 50years old

Empiayees over the age of 50 B Femal: M ra | Mot reported

As noted earlier in Headers and Footers, a header's margin can be different to the
section it sits in. In this example, the Left and Right margins are set to zero, as well
as the space From Top.

| ¥ Position
From Top 0 cm
[J Margins
Left 0 cm
Right 0 cm

Making the margins 0 would mean, if we then left aligned any content in the
Header, that it would sit in the top left corner.
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Getting creative with headers and footers

Creative layout

A table can be very useful in a header,
for exact positioning and alignment
of text.

In this example, the Header was built
first in InDesign (making sure the page
dimensions on both the platform and
InDesign were the same) and, once
happy with the look and positioning,
the measurements and sizes of the

designed header (in pixels) were noted.

A table was then recreated in the
header in the Workiva platform to
reflect the same measurements.

Pixels/Points in InDesign are
almost an exact match for a cell’s
width and height measurements
on the platform

This includes using empty rows and
columns to create white space where
required.

You could also create a full page
PNG from InDesign, including your
designed header, and place that as
a background image in a section
and then build your Platform table
header over the top, deleting the
background image once done.

Qur people

A page border can be added
through Document properties -
see Adding a border or
background color to all pages.

Explore these options as there
are some limitations.

Cells have edges and, in this
example, initially there was a
white gap at the edge of the page.
To make the edge of the border fill
to the edge of the page, a 2pt rule
of the same color was applied to
the outside cell edges.
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Getting creative with headers and footers

Creative layout
Here is the same page. This Header would only appear in the current section and Once the initial header is built, it can be copied and pasted into subsequent
any section that is set as ‘Same as previous section'. sections and things like the Navigation bar, section title etc can be amended.

Ew—— . y To do this, go to the destination section and un-tick the ‘Same as previous section'’.
When this is ticked, the header displayed will be the one linked to the previous

section.
= = b B (o)
Header Properties
Section
Breakdown of employees by Breakdown of employees Starts From ¢
employment relationship by age group Diversity in the workplace i
- B . L¥ Settings

v/| Same as previous section

Employees 30 - 50 years old

Employees over the ags of 50 M female B Male B Notreported Different first page

Different last page
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Creative layout
When the ‘Same as previous section’ is un-ticked, it will look like the header has The header can be copied and pasted from the previous section into this different
disappeared but what has really happened is that it has been unlinked from the section and be amended without it affecting the earlier header.

previous section’s header.

OQur suppliers arrat
-— = w3 — -

Header Properties

Different header table Long life product design

Section

I} Settings
Same as previous section
Alternating pages

QOur fabrics

Different first page

Different last page

All about headers and footers Any deS|g_n should be testeq by expor_tlng it to the
final required formats early in the project


http://fast.wistia.com/embed/iframe/3juaaulg7f
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Getting creative with tables

Creative layout

Our-peoplex e Thenumbersbehind the-narrativer e 421

Here are a few ideas on what can be done.

In this example, there are 3 images and 3 captions. They all need to sit at the
bottom of the page and align.

However, they are each individually placed within their own column and a mixture
of soft and hard returns has been used to make them appear to align. In this
scenario, the alignment isn’t perfect and every time new content is added above,
the image would need to be adjusted.

Also, the only way the distance between the captions and the images can be
controlled is through unlocked styles and manually adjusting the space before/
after.

[Picture captiontext to sit here I [Picture caption text to'sit here. I [Picture caption text tosit here.If

L Column Break Column Break

See the next page for more control over this layout.
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Getting creative with tables

Creative layout

By using a table on a single column, inserting the images into cells and having the The images and captions now all align.

captions in their own cells much more control of the layout is obtained. If more space between the pictures and the text above is required, either add a few

This is achieved by: extra returns immediately before the table or add a gap row above the images and

1. Add a new paragraph after the last caption. set the height required.

2. Setthe paragraph setting to 1 column for the new paragraph. i T el e v .
3. Insert atable. L , :
4. Enter the widths of the 3 main columns and 2 gutters. L
5. Insert the 3 images into their respective cells. 5 e i
6. Auto adjust the row height (see ) to display the images full

height.

7. With the image cells selected click on Center Align from the Edit menu (this will
center the images on their vertical axis).

ship-pre
Calumn Break

8. As for the horizontal cell alignment, you may want to see whether top, middle or
bottom alignment works best (this will move the images on their horizontal axis).

9. For the captions, you can use the row below or add a space row if required and
then just enter your caption text and apply your caption style.

10. Delete the old images, captions and soft/hard returns that were used for
creating space originally.

[Picture caption texttosit here = [Picture caption text tosithere.)

AVIKRO
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Creative layout

9. If the content changes then the
g table may need to be re-adjusted to
sit as expected. As the table sits in
the first column, some extra returns
can help to push the table further
down the page if it is required.

Our-peoplex o The-numbers-behind thenarratives 0 44

In this example, the image and some spnding
supporting text needs to sit over 2

columns.

A column cheated over more
than one column will auto adjust
to the minimum column width, if
you attempt to resize it. To
resize, change the paragraph it
sits in to 1 column, make the size
adjustments and then change
the column width back to what
it needs to be.

This is not possible without ‘cheating’
the content.

How to achieve this:

1. Add a new paragraph where the
table is to start (you can always
copy and paste it later if created
elsewhere).

2. Setthe paragraph settingto 1
column for the new paragraph.

increased from2

Column Break

Insert a table.

4. Enter the pixel widths of any
border, main or gutter columns/
rows. In this example it is 10px row/

column around the outside (for 5. Add any images/text or colors to 7. The content in the second column
alignment purposes it is important the table and align as required will appear to run behind the table
to recalculate any other rows/cols (centered, align top, middle, etc). and a column break would be
to compensate for the difference). 6. Now set the column width of the required to stop the con’Fept short
paragraph the table sits in to the of the table and to push it into the
same as the other content on the 3rd column.
page (in this example it is 3 8. You will now have a 3 column page
columns). with a table spanning 2 columns

and the 3rd column running to the
end of the page.
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Creative layout

Combining charts and tables can allow
for different looks as well.

In the following example there is:
A single full column table with
2 rows
A rule applied to the top row
Text in the second row
A chart with a tint background
applied
A table with a tint applied
A gutter column
Border rows and columns

A column with the text and data
inserted

Turnover in Euro (£)

17,500

14,374
15000 N

13,106 13,033 13,207 13,215

12,466 12,349
12,500

M 2021 2020 —k- Target

To create the same, do the following.

1. Add a new paragraph where you
wish the table to start (you can
always copy and paste it later if
created elsewhere).

2. Setthe paragraph setting to
1 column for the new paragraph.

3. Insert atable.

4. Make the table 2 rows and
1column.

. Shrink the first row down to 3pt and

10,000
7,500
5,000
2,500
Jan far pr n Ju Aug  Sep

Turnover in Euro (consolidated) in 2021

€232 million
138 2019/20: €179 millior

12,500 Employeesin 2021
13,114
2019/20: 11,978
Growth in 2020
+43.5%
Production & distribution facilities in 2021
35

Nov  Dec 2019/20:19)

add a 2pt rule to the top cell edge
(see ).

. Set the width of the table to the

required width (a pre-defined style
guide is useful for pre-calculating
measurements)

. Insert your chart header text into

the second cell, style and align as
desired (both text and cell
alignment can be applied).

10.

1.

Add a new paragraph underneath
the table.

Insert a chart, style as required and
set your desired pixel width and
height (this example is matched to
the equivalent of 2 columns from

a 3 column grid).

Insert a table immediately to the
right of the chart.

Set the number of rows and
columns to get the look required.

In this example, 2 columns and 2
rows have been applied. The first
column is for a gutter with the pre-
set gutter width. The chart was set
to be 2 columns wide in a 3 column
grid. The first row is a spacer to
make the text line up with the chart
header.
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Creative layout

12.

13.

Adjust the table width and height
to fill the necessary space. The
height of row 2 was dragged down
until it looked about right against
the chart. For the width, it was
dragged out to fill the column
width. The final increments were
made by hand (using the Table
width arrows otherwise it would
drop onto the next line).

Add the tint to the table fill. It may
not perfectly align with the chart
due to the cell edges.

In this example the left cell edge
was filled with a 2pt rule (of the
same tint), the bottom row with

a 0.25pt rule and the top edge with
a 0.5pt rule. All internal table edges
were filled with a 1pt rule. This filled
in any potential gaps and improved
the overall alignment. This may
need a bit of playing with to
getright.

It might be easier to make both
the background tints a darker
color like Black whilst you work
out the exact settings required
to make it fill in and line up.

14. You should now have an aligned

chart and table with a tint
background and a heading and
rule above.

If there is too much space
between the top table and the
chart below then look at the
paragraph style that the table sits
on, as it may have space after set.
The same may be true for the
chart and space before. You may
need a paragraph style that you
use solely for work like this, where
all settings are unlocked and
adjustable as required.

17,500

15,000

12,500

10,000

13,106

12,466

13033
12,34

Turnover in Euro (£)

14,700

2020

13,207 13,215

—- Target

Turnover in Euro (consolidated) in 2021

€232 million

20: €179 millio

Employeesin 2021

13,114

Growth in 2020

+43.5%

Production & distribution facilities in 2021

35
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Getting creative with tables

Creative layout

Tables can be very handy for case
studies and pull-outs.

In these two examples, there is a basic
table with spacer rows/columns
around the outside and the main
content on the inside.

QOur people

For the case study, there is a full
column table and a spacer row
between the image and the text.

This means the space can be adjusted
and controlled. The cell with the text in
has been dragged down to fill more of
the page.

The numbers behind the narrativ 46

For the pull-out table, the main cell has
width less than the full column width
and the paragraph where the table sits
has been set to align right. This allows
more white space between the second
column and the pull-out.

Alternatively, the table could run fully
across the page or cheated over
columns, as mentioned earlier.

QOur people

Caolumn Break

Just to note Pixels/Points in
InDesign are almost an exact
match for width and height of
cells on the platform

The numbers behind the narrative 44

Turnover in Euro
(consolidated) in 2021

€232 million

Employeesin 2021

13,114

(2019/20:11,978)
Growth in 2020
+43.5%
(2 +15.7%)

Production & distribution
facilities in 2021

35

(2019/20:15)

Column Break
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Getting creative withimages

Creative layout
= = v 5 - ~
The inserted image will fit to the width
. l i
Place your cursor where you wish the of your column. magsProperties
image to be placed. To resize, select the image and in the @® Info
Some of these options are already In the Edit/Insert dropdown choose image properties panel, either enter an
covered elsewhere in this section. 'Image' and navigate to the image to exact measurement or click and hold Insert_an_inline_image.png Rename
Please refer to these if you want to be inserted, select and click ‘open’. down on the up/down arrow to move : ,
Know more: the size up and down. Elle Type PNGimage
] [ If the ‘Preserve aspect ratio’ is File Size HOK8
remained ticked, the image will resize
Insert a proportionally (see tip below). I++ISize
: . Width : & |
Table The ‘Preserve aspect ratio’is a o i s
- guide only. Click and hold on the _
Mdtoraly vereanatosome oy
xampie fay g mage be preserved and the image will
different ways here: 0 3 v Preserve aspect ratio
Chart > resize quickly. |
ar
Let's look at the basic insertion of Page Break L5 oyl imaes

an image.
Column Break

Footnote

08 a0

Auto Text b

@ Symbol b
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Getting creative withimages

(]
Creative layout
This example is a full-page map image Strategy & Business continued Strategy & Business continued
placed as a background. The header o S — ‘ - .
and footer sits over the image, the Our Markets L

main content on the page has been set
to 2 columns and the right-hand
column has been made to sit lower on
the page (an empty table or a
transparent png could be used to
achieve this) and a table spans a single
column at the bottom of the page.

North America

The right-hand example page is a
different full-page map image placed in
the background. The header and
footer sit over the image. An additional
diagram has been placed at the top of
the page in a single column and sits
over the map. The main content on the
page has been set to 2 columns and
has been made to sit lower on the
page (empty paragraphs could be used
to achieve this).

The BMC makes agreements where to Greater China
compete and how to win,
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Getting creative withimages

Creative layout

Below is a page with 3 images inserted To the right, a page, with 2 inline Now the 1st column’s image is

into a multi-cell table. This allows for images placed in the main flow of aligned to the right and the 2nd

the images to be easily aligned and the content. Both have been increased in column is aligned to the left (which is
row underneath can be used for size to bleed to the edge of the page. the same as the text).

captions that will also align with their

S The trick to this is to set the alignment Strtegicreport
respective image.

‘ o for the parag‘raph that the image sitsin Social impact continued
The text above the images sitsina 3 to the opposite of where you wish the Responsible Taxation Policy
column grid and the table is in a single image to expand into. s ‘
column. ‘
Qur-peoplen Thenumbersbehindthe narratives c 433

i . A
u |

- ik R

Picture caption text to sit here | [Picture caption text to sit here )

Avikro Annual Report 2020 Page [133

AVIKRO
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Getting creative with charts

Creative layout

Here is a visual breakdown of this chart.

Total purchasing volume by risk country & non-risk-countryf

Risk countries” Non-risk-countries® o

Single column full width table with spacer column and rule on top edge

Sometimes this can require supplementing the chart with tables and images. Here - : oty
are a few examples to give you some ideas. . | _

This is a mixture of single/double columns, column breaks, tables and pie charts.

QOur people

The numbers behind t

Platform Pie chart

Platform Pie chart

in column 1 in column 2
12%
Total purchasing volume by risk country & non-risk country 15%
Risk countries’ Non-risk countrles®
L 3% 39, 2% ! 18%
5%
bt/ 24% 1
6% 6% » ¥ JFS =202 Semsesssse
Column break after pie
10% 37° 7% - e ————— —me—m——
12% Single column paragraph before legends to control space after charts
15%
= Column width table Column width table
Colump Break |
18% USA UKz Spainz ! Japane SauthAfricas
24 Canadas Chinas Turkeys Bra
Polanda New-Zealand Kenyan Hondurass
UsA UK Sembudx: 00000 s R R s e e e e e e e e S
en Brazil e o T L e e
Column break after table
‘. Honduras e -—- e

Column Break

Single column full width table with rule on top edge
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Creative layout

Here is another example of a pie chart, which again uses tables to create the
desired look.

Risk countries?

1 USA 43%
3 Spain 15%
4 Canada 10%
5 China 3%
6 Sweden 2%
7 Poland 1%

Here is the breakdown of this chart, a table above and below for the rule and title,
atable to the right to display the data but made to fit within the same column as
the chart and a pie chart with data labels inside the chart apart from 3 which have
been manually moved outside the chart.

The data in the table, as well as the chart data, can all be linked to update
automatically.

As mentioned in the diagram, in some chart types
labels can be selected and moved around.

Top rule and chart title are in a table. 2 rows have been used to

allow the spacing between rule and title to be adjusted.

Risk countries!

o =

= 56 /1 ! 1 USA 43% !
I 1

\ . .
I 3 Spain 15%

I 4 Canada 10% !

: 5 China 3% |

I 6 Sweden 2%

I 7 Poland 1% |

I I

I I

I I

I |

I |

I 1

I |1

Labels in a pie can be set to
various positions but can also [l Table sits alongside the pie chart.
be moved manually by clicking 8 A spacer column has been used

on a label and moving it at the bottom and left hand sides
to achieve the positioning.
Data can be linked content.

Bottom rule is in a table.
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Getting creative with charts

Creative layout
Here is an example of a Combo chart. A background fill and outer stroke have been A different fill or gradient can be set to the data area of a chart by selecting the data
added and a gradient fade has been added behind the chart data. area and then in the Chart Properties / General panel changing the settings in the

Plot area fill.

i B e [
| B8 BE BR BRR BB BB @ T oo
] 200
n u 1

A background fill and stroke can be applied by selecting the chart and then from
the Edit menu choosing a fill and/or stroke color from the menu highlighted below.

The stroke point size cannot be adjusted.

-| (&l T {1 B B

_____
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Creative layout

Consolidated Statement of Cash Flow
. . . or the year ended ecember 2020 Pagstitis sitting balow

To the right is an example of a single = -, eE o
column layout used for a financial it o s N

inancial statements

Consolidated Statement of Cash Flow

2020

Cash flows from operating activities:

table. The page title and navigation . wm ik e
bar are contained within the header. E2418 £2418
. . . 2066) (2,064)
The report title and folio are contained s Lo,
within the footer and the main content bl ot , S e , o
sits in 1 column. This could just as 194365 %4363
. . . 404,568 404,568
easily be a single column page with 7149 734
d . paid (252,024) ncome tax paid (2352,024)
text and imagery. rota 139,406 Tota 139,486
Cash flows used in investing activities: Cash flows used in investing activities:
estments in property and equipment 1475.647) { d equipmen 1475,647) 9
nvestments in intangible assets [164,340) (171,03, (144,340) (171,03
1531 1370 yan 51 1370
c elated 1o investment proper - 7,13 bilities related to investment properties =
Proceeds from the sal 3 majority stake in FFS GmbH 18595 najority stake in FFS GmbH I 18595 (:
Total [320.461) {556,630) [320.461) {556,630)
Cash flows used in financing activities: Cash flows used in financing activities:
' |mnm;: 4 ‘ |mmu;: 4
{500} (5,728 500} (5,728
(211832) 4 (211.832) (498
4,627 epayinents 4627
A%0,72% 450,729
I i I | I o f I |
135094 135094
15847 15 847
|:|.a‘.{ Change ity IW N f
TV (BE,905) Cashdistribution of resery (B6,905)
Dividends paid to non-controlling interest 17207 Dividends paid to non-controlling interest {17.207)
Total (369 ,60%) Total (369 ,607)
atic change differences 129 1229
sial change in cash equivalents 5 348414 348,414
Cash and cash equivalents at end of the year s 208592 52,06 e
Avlkro Annual Report 2020 Page] 76 X 76 '
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Creative layout

Strategic report
1tegic rey Strategic report

- . Mav bar ia a table in the Header with a
Social impact continued Pagetitle sitting below

Social impact continued

Responsible Taxation Policy

Below is an example of a 2 column
layout used for a Strategic report
section. The page title and
navigation bar are contained within
the header, the report title and folio
are contained within the footer and
the main content sits in 2 columns
with inserted images that are
aligned and proportionally
increased in size to effectively
appear to bleed off the page.

Image placed inline, right aligned and

M SRR

Image placed inline, left aligned and

'
'

'

1

'

'

'

'

'

'

'

: increased in size to bleed off to the left s
[ . |

'

'

'

|

1

1

1

I increased In size to bleed off to the right
'

[

ticipates in transparency

Avlkro Annual Report 2020 Pase [133
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Creative layout

Below is an example of a 3 column layout. An image has been inserted at the end of column 2 but increased in size to bleed over column 3. The text in column 3 would then
run behind the image though, so a page break has been added at the end of column 3 to move the remaining content onto the next page.

Our sustainability mission

Qur mission is to meet the
needs of all our stakeholders
without stopping the potential
of our future generations

to come

missio
through
eh

d its multi-

ore

s was expanded in 2013,
ty Annual Re

publish an int
report. This
and environ
to the compa

Avikro publishes its integrated Annual Report with th
onable) assurance level on the fin,

eo
ions Environme;

Our strategy

Organizatiof

pme:
organizations

Stakeholders
We derive signific
across all our activi
from them. Worki
our vision t
through inr
specific area
addition, w

from oui

ngage witl

e

he world he. er and more sustainable
A corporate their feedba

zations including the Waorld Econor

5D, Responsible Business Alliance (RBA), Dutch
S i & Ellen MacArthur
Partnership for Responsible

w
B

omments and
hthe

n overview of
cholder groups, examples of those

d the topics discussed, used for our

ality analysis.

Our sustainability mission

Qur mission is to meet the
needs of all our stakeholders
without stopping the potential
of our future generations

to come

missi
through GR
de
3 o

Approach to Sustainability Reporting in

bility reporting,

nual

d to publish an integrated

eport. Thisis our 13th
and environmental report.
r to the company's website.

blishes its integrated Annual
) assurance level ont

Our strategy 54

Forum, Worl

& Chinese Institute
ICEF, Amne:
he

Our sustainability e-ma
les stakeholdersto s

from our diverse stakeholders
engage with, listen

elivering on

holder groups, examples of those
the topicsd d, used for our
materiality analysis

he world healthier and more sustainable

n We i

A page break is placed here to stop the
3rd column sitting behind the image,
as the picture does not wrap text and is
merely sitting over column 3.

C5D, Responsible Business Alliance (RBA), Dutch
rowth Cealition, the Ellen MacArthur
n Partnership for Responsible

Image placed in 2nd column and
enlarged to
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Example column layouts

Creative layout

Below is an example of a 4 column layout. The content is in 4 columns with an image spanning the central 2 columns. The image has been placed in the 2nd column and
enlarged in proportion to fill the space and column breaks have been used to push the final paragraphs into the 4th column.

Avikra's pledge to the planet

We must learn
from our
mistakes, act
and make a
difference.

Exp
switch to renewable energ
committed globally to big and to small
changes

< agree that we still have time if we

The crisis of our world

Our pledge to investors

We are committed to:

Investment return based on =) Trenzparntreporing
ethical principles

9 Our open tax strategy * Committed pension
o

pro»

Our pledge to the planet
We are committed to:

=J) Soucing responsibly =) Feclucing ou packoging

’ Recycling our packaging 9 g;;f:nd}ydelwery
Our pledge to our people

We are committed to:

Providing a safe working and 9 Creating stores that customers
shopping environment and colleagues love

mp Poing oursuppliersan time mP [eing o positve force
in our community

72

Our down to earth
approach locally

We believe that payir
well as globally benefi
stronger community rel.
customers

environm;
And caring for our communities boosts not
only our neigl
also our empl

nd and its values lift
and this in turn helps generate social
cred

So what are we doing locally?

Environmental delivery slots

y arranged close
ly helps reduce our
scal

to anew order. Thi
carben footprint and hel
enviranment not only with g
emissions but also lowering traffic, noise and
more efficient in terms of fuel consumption.
&n popular among our

nd is something we intend to role

AVIKRO Sust

Avikro's pledge to the planet The crisis of our world

Our pledge to investors

We are committed to:

future for
but weall

We must learn
from our
mistakes, act
and make a
difference.

agree thatwe still have time if we
enewable energ ste and
committed globally to big and to small
changes

Investment return based on 9 Transparent reporting

ethical principles

’ Our open tax strategy Committed pension
provision

Our pledge to the planet

We are committed to:

=) Sowcina resoonsibly =) Reclucing our packoging

’ Eco-friendly delivery
options

w Recyling our packaging

Our pledge to our people

We are committed to:

Providing @ safe working and 9 Creating stores that customers.
shopping environment and colleagues love

m Paving our suppliers on time mp Beinga posicive force
in our community

4 column page with an image cheated over middle 2 columns

72
Our down to earth
approach locally
We believe that pa ion locally a5
wellasg v
stronger community rela generates

customers about our

atequallyc
environment.

communities boosts not
nd our customers but
r motivation and

r nd and its values lift
and this in turn helps generate social
credi

So what are we doing locally?

Environmental delivery slots

carbon foo
environment not only with
emissions but also lowering traffic, noise and
more efficient in terms of fuel consumption.
This service has been popular among our
custom: >mething we intend to role
outfurther.

AVIKRO
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Creative layout

Below is an example of a 5 column layout. See how the content switches between 1and 5 columns, as well as using a combination of tables, images and charts.

Supervisory board

Our strategy 53 Supervisory board

e policies of the Ex: relevant interes

tive Board.

card and the gener company and its enterprise, taking into accour

The Supervisory Board supervi

- i
S . = _ '
g“-..’ |'3 S 36- ('.h..‘ ) 3 a
P/ || A @ /|| -
£ - /N £ e~

Jeroen Nygen Jai Gadiesh Neel Jai lan R Whitworth Jackie Whitworth Jeroen Nygen Jai Gadiesh Neel Jai lan R Whitworth Jackie Whitworth

5 separate tables, in a 5§ column grid, with
inserted images, rules all around and a fill.

Jeroen has been a Member
fthe S isory Board

si
expires in 2021 Former
Chief Executive and Non-
executive Director of Royal
Technologies.

Board diversity

Jai has been a Member of
the Supervisory Board since
2014; second term expires
in2022 and member of the
United States Council of
Foreign Relations.

Neel has been a Member of lan has been a Member of
the Supervisory Board since the Supervisory Board since
2012; second term expires 2018: first term expires in
in 2020 Head India 2022

Advisory Board, nline Inc.

Former Vice Pr =

Global Sales and Alliance

Asia Pacific & Japan
Enterprise.Inc

Length of tenure (Years)

Jackie has been a Member
of the Supervi: i
since 2019;
expires in 2023, member of
the Supervisory Board of
Corbion N.V. Fellow of the
Chartered Institute of
Management Accountants.

Jeroen has been a Member
of the Supervisory Board
since 2009; third term
expires in 2021 Former
Chief Executive and Non-
executive Director of Royal
Technologies.

2014; second term expires
in 2022 and member of the
United States Council of
Foreign Relations.

upervisory Board since

DECTTLPIVIETDRT peoeen o Member of

the Supervisory Board since the Supervisory Board since
12; second term expires 2018; first term expires in

in 2020 Head India 2022,

Advisory Board, niine Inc.

Former Vice President,

Global Sales and Alliance -

Asia Pacific & Japan

Enterprise.Inc

Length of tenure (Years)

a single column

-

Jackie has been a Member
of the Supervisory Board
since 2019; first term
expires in 2023, member of
the Supervisory Board of
Corbion N.V. Fellow of the
Chartered Institute of
Management Accountants.

5




75 workiva

Example column layouts

Creative layout

Here is an example of a mixed
column layout used for effect in
this At a glance section. See how
the content switches between 1
and 3 columns, as well as using a
combination of a background
image, charts and a table.

Background image sits
behind whole page
Text flow +

At aglance Ataglance
Our business Qur business

The furnishings sector has seen unprecedented growth in the The furnishings sector has seen unprecedented growth in the
last year and Avikro has been well placed to capitalise on this last year and Avikro has been well placed to capitalise on this
due to our lorem ipsum dolor sit amet. g due to our lorem ipsum daolor sit amet.

During the Covid-19 emergency ocur employees and partners During the Covid-1%9 emergency our employees and partners
have been instrumental inlorem ipsum dolor sit amet, have been instrumental in lorem ipsum dolor sit amet,

consectetur adipiscing elit. consectetur adipiscing elit.
3rd column

Europe & the UK [ r— Europe & the UK Ravenus

€XXKm EXXXm -~ e €XXXm EXXXm

o Eurse
Revenue Underlying trading profit 2 Revenue Underlying trading profit
2015/20-EX0Nm) (201850 X0, (201 720 €X00m) (2009/20 €W000m)
rarth
North America Ameinid Morth America Arrmrra

€XXXm EXXXm e Sxim €XXm E€XXXm < A

Revenue Underlying trading profit prafit Revenue Underlying trading profit prafit
[O1%/ 208 XX%m) (201 920 XXX, 020 € XXX (20019720 £XKm)
. Euroge

€XXm €XXm @ €XXm €XXm

Revenue Underlying trading profit o Revenue Underlying trading profit
(2015 20€30CKm, (201 870 €300 (301 #2030 am 2019/20 £000m)

3 column

Our locations Qur locations
Employees Employees

1,509 1,509

[Lorem] [Larem]

X XXX : X, XXX

Table with inserted image, rules
[Lorem ipsum] o above and w and linked [Lorem ipsum]

numbers in a right hand cell
XX%

Kay
.
°
.

* Avbiro Annual Repert 2020 Fze [ 7 Avikro Annual Regort 2020

Ja s ok
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Extra Essentials

Dual filers

How to build your iXBRL file in the profiler
How to view your document in XHTML
XBRL File size
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This may require a report to be
handled differently on the platform.

Before the setup of a report starts,
discuss with both your client and CSM
about what the requirements are for
each jurisdiction.

As an example of filing
differences - SEC filings
can only accept JPEGs,
whereas ESEF filings
can accept both PNGs
and JPEGs

Some reporters use additional
sections within their report, which
they switch on and off, depending on
which jurisdiction the filing is for.

If your client uses different sections
for different submissions, you will need
to switch off the unwanted sections
for each submission before generating
the iXBRL.

If the main document, in our example
‘Avikro 3.0 Financials’, contained
sections specific to different
jurisdictions then the unwanted
sections would need to be ‘Set to Non-
printing’ before iXBRL was generated.

Sections set to Non-printing will be
ignored during the iXBRL generation.

4

Avikro 3.0 Financials

Cover
Table of Contents

1. Message from the CEO

7

= Delete

Company Information

Strategic Goals

& @

2. Executive Team

3. Strategy & Business
Forward-Looking Stat

4. Performance
Corporate Governanc:
Financial Highlights a

Non-Financial Highligl

¥

Market Results A

Copy
Paste

Duplicate

Lock Sections

Save as PDF

Save as EDGAR

Set as Non-printing

5. Social Impact &
Social Impact p]
Full page image it

Environmental Accomplis...
Sustainability Statements
6. Risk Management

7.Supervisory Board

8. Supervisory Board Stateme...

Governance & Nomination
Remuneration
Audit

Quality & Regulatory

Permissions

Properties

To switch off sections, go into the
document, select all the sections you
don't want to be converted to XHTML,
right click and change them to ‘Set as
Non-printing’. Multiple sections can be
selected at the same time and it is just
as easy to change them back to
‘Printing’ again.

This doesn’t need to be done every
time you run a test iXBRL but just be
aware that you would see all the
sections if not done.

Switching the sections to ‘Set as
Non-printing' is only essential for
the final submission but it is good
practice to test it prior to the
final submission.
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Ask your client and their CSM if you
need to have access to this feature.

To create iXBRL you will need XBRL
enabled within the workspace.

When enabled, XBRL will appear as a
tab in the main menu bar.

File  Edit Data View Review XE Markup

Within the XBRL tab is the below panel.
There are many options contained within this pane. Only a few are required to create the iXBRL. By default, the XBRL panel is
normally inactive at the start.

File Edit Data View Review XBRL Markup

Publish KBRL Review Attributes
Publish | g ool XBRL Profil Viewing In Re ' - ncept Disp Cell Highlights i

Clicking the 'Show XBRL' button will make the XBRL panel active.

File Edit Data View Review XBRL Markup

; ” C e ¢ =
ESEF L - English Off - S mﬂ Q Identifiers Off f’j
Publish Show XBRL XBRL Profile Wiewing In, XBRL Review Create Fact  Attributes =  Locate Concept Display Cell Highlights Review Facts As Generate XBRL =

If a profile has not already been
loaded then ‘Select Taxonomy’ will be
greyed out as below. You will need to
inform your client and wait until the
Profile is loaded before proceeding.

You now need to access the XBRL
profile. This is done by clicking on
the XBRL Profile button. In our
example it has the ESEF 2020 profile
already loaded.

Designers are not expected to
know how to load the regulatory
XBRL profile.

File FEdit Data View Review XBRL When the XBRL Profile is loaded and
ESEF the button is clicked the ‘Manage
Profile’ window will appear.

Publish T XERL Profile

XBRL Profile
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How to build your iXBRL file in the profiler

Manage profile window
In the Manage Profile window the only tab you will need to use is Documents.

This will display any documents that are to be used to generate the iXBRL.

In this example below, we already have ‘Avikro 3.0 Financials’ as the document for

the iXBRL generation. If the whole report was in this document, we wouldn't need to

combine any other documents. For this example however, let’'s add a separate
front-end document.

Manage Profile

Avikro Annual Report 2019 (ESEF) (Copied 2022-02-08T09:50:42.530987Z) | Actions ~
ESEF

Info  Documents Defaults
Documents associated with this profile can be generated separately or combined. Drag and drop files to set
document order.
v/ Combine Documents

Insert Page Breaks

C

Avikro 3.0 Financials

If your filing document is all one file on the platform then you can close the
Profiler and continue with ‘'How to view your document in XHTML'. If dual filer,
make sure you have read Dual filers first.

In the profile window, click on the ‘Add document’ button.

Manage Profile

Avikro Annual Report 2019 (ESEF) (Copied 2022-02-08T09:50:42.530987Z) | Actions ¥
ESEF

Info  Documents Defaults
Documents associated with this profile can be generated separately or combined. Drag and drop files to set
document order.

v/ Combine Documents

Insert Page Breaks

C

Avikro 3.0 Financials

Then navigate to the document that you wish to combine with your original
document (more can be added by repeating these actions) and select it to load it
into the Profile panel.

NAME TYPE

Awvikro 3.0 Financials

Avikro 3.0 frontend XHTML
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How to build your iXBRL file in the profiler

If you need to change the order of the documents in the Profiler, select the one you
wish to move up or down and use the Move up or Move Down buttons to move it.

The order is from top to bottom (Front cover and sections first).

v/ Combine Documents
Insert Page Breaks

4

|

| Avikro 3.0 Financials

[=] Avikro 3.0 frontend XHTML

If you have multiple platform documents to combine for the iXBRL then here is
where you would do that.

Each separate document needs to be placed in the correct position for the order of
the overall document. If, for example, you had a back cover in a separate
document, this would need to be added but it would stay at the bottom of the list.

In the example here, the Avikro 3.0 frontend XHTML document has been moved to
the top of the list.

G

lonel

Avikro 3.0 frontend XHTML

Avikro 3.0 Financials

To remove a doc from the Profile panel you just need to hover over the filename and
a dropdown will display on the right-hand side.

@

=| Avikro 3.0 frontend XHTML

-

| Avikro 3.0 Financials Open Document

Override XHTML

Remove

Once you have added any additional documents to the Profiler, exit the Manage
Profile window by clicking close.

Close

When closed, all the document settings will remain locked. If you need to change

any of the settings, go back into the Manage Profile window and change as
necessary.
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Use ‘Full Generation'’ for testing - - = Once the generation has finished
purposes. x : = running, iXBRL Viewer Preview can be
selected to load the generated iXBRL

Once selected, the iXBRL will start to XBRL Document Generations . .
into the browser window.

be generated.

c & e ,
To view the iXBRL Generation click on Document Generation 125 -
You can only do this once your the XBRL Generation’icon in the right- ESEF 2020 & Add labels

hand panel (where you would normally

has been set up.
P look at Paragraph properties etc).

Running Document Generation 125 ~

~

Filing Documents

&5 Add labels

To generate the iXBRL find ‘Generate = BB
XBRL' on the far right of the XBRL XBRL Generation ';(_j [x 2ol
ment. Validation Results ] Calculation Report
The drop-down list gives you the below = Validation Mapping
options. This will display any previous XBRL iXBRL Viewer d “TeaonanyReport m
i i T Report
generat]ons and the current one will I A ) E IXBRL Viewer o
be running or have run and sit at. the [ FilingDocuments
top. In this example'we are running i @20 00 ®0 00
/ ‘/ Document Generation 125. (] Calculation Report 87 00 0  242Facts
= - . - O ®- 0O-
Generate XBRL a Run as many tests as required. - O ~ DdOFacts
They do not go anywhere or change
any tagging etc.
r y tagging Cancel Ilgnore any Fact errors are
: generated. These are related to
Fu | | Generatlon Document Generation 124 the iXBRL tagging and will be
@2 00 @0 00 addressed by a different team.

Current Section 87 00 0 242Facts

By Section
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With the XBRL loaded into the Inline
Viewer, run a visual check by scrolling
through the document. Note anything
that looks incorrectly displayed and
resolve the discrepancy.

Itis a good ideato check both the
front and backend regardless of
whether they were generated in
different ways.

Once any discrepancies have been
dealt with, if required, generate a new
iXBRL.

Check the
for help with any design issues.

Platform only

If your document/s are platform only
and your profile is set up, running

a new generation will use the latest
version of the document/s.

Mixed roundtrip

with Platform

If you have combined InDesign
sections with Platform sections, you
will need to create a new XHTML for
your InDesign section/s and replace
any overrides with your new XHTML
and generate a new iXBRL

for checking.

5299000J2N45D0NE4Y2B-2022-10-12-TD Highlight (7 XBRL Elements [_] Untagged numbers [_] Untagged dates

e
Fact Properties £ o BV

§ | e -

{

= Q < »

Contents


https://support.workiva.com/hc/en-us/articles/4574699768724-Designed-Reporting-Support-Hub
https://support.workiva.com/hc/en-us/articles/4574699768724-Designed-Reporting-Support-Hub
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XBRL File size

How do you stop a filing or download
sizing nightmare? How can you
reduce the size of your report?

Read on for tips that designers can use
to optimise their file size.

The XHTML code the Workiva platform
produces is clean and optimised,
which helps with file size and
download speed. Essentially,
everything not necessary is removed.
Clients are advised to check with their
filing regulator as to what the filing
size limit is exactly in that jurisdiction.

Here are things the designer can do to
help reduce the final file size:

Avoid empty paragraphs to achieve
extra space in your document.
Unless necessary, minimise
overridden styles within

your document.

Make sure you crop all your images
to the correct size, 100% and RGB
Review your font embedding in
SVGs, or make sure you are using
common web fonts, or just outline
your text.

Review your SVGs carefully, and
make sure you are using the
optimal points to create a shape.
We were able to reduce a world
map SVG from 5mb to 200k by
optimising the number of points it
used in Adobe lllustrator software
without creating any visual
difference.

Think carefully if all images are
necessary.

Many regulators have a
100 MB max file size. Test
your file early and
address where
necessary.

Video available see
below

How to keep my
XHTML file size down?


http://fast.wistia.com/embed/iframe/q2n22fe3nd
http://fast.wistia.com/embed/iframe/q2n22fe3nd
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Allinformation, content, and materials available in this document are
for general informational purposes only. The content on this posting
is provided "as is;" no representations are made that the content is
error-free or up to date. Designers should test their design in XHTML
often and keep back up files at all times.

Written and designed by the Design Centre of Excellence, Workiva

The information contained herein is proprietary to Workiva and cannot be copied,
published, or distributed without express prior written consent.
Copyright 2022 Workiva Inc.

Workiva is a registered trademark of Workiva Inc.

All rights reserved.

Adobe, Illustrator, InDesign and Photoshop are either registered trademarks or trademarks of Adobe in the United States and/or

other countries. Microsoft and Word are trademarks of the Microsoft group of Companies. XBRL® and iXBRL™ are trademarks of

XBRL International, Inc. All rights reserved. The XBRL™/® standards are open and freely licensed by way of the XBRL International
License Agreement. Our use of these trademarks is permitted by XBRL International in accordance with the XBRL International

Trademark Policy.
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Workiva Confidential and Proprietary Information

Support contacts

For questions, reach out to your Customer Success manager, or our Support Team.
24/7 Helpdesk
United Kingdom - +44 8000885141 France - +33 801840098 US - 1-877-934-8435
From Europe: 00-800-5005-0080 From the US: 1-800-706-6526

A full list of our global support telephone numbers can be located here Or email our Support Team directly via support@workiva.com

Workiva Inc. (NYSE: WK) simplifies complex work for thousands of organisations worldwide. Customers trust Workiva's open, intelligent, and intuitive platform to connect
data, documents and teams. The results: improved efficiency, greater transparency and less risk.

workiva
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