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Cheat Sheet – Quick Tips for Using IRIS CARBON
® 

Color codes of tagged numbers in the application 

 

The golden bars around the numbers indicate the numbers are XBRL tagged. Below is 

the color codes used in the application. 

 

COLOR CODING of NUMBERS in the document 

 Numbers in green color bars indicate positive values in XBRL. 

 Numbers in red color highlight indicate negative values in XBRL. 

 Numbers in blue color are those that are identified but not tagged 

 Numbers in grey indicate value assigned as ‘Nil’ in XBRL. E.g.: Commitment and 

Contingencies is reported as ‘-‘ in HTML, but in XBRL it is tagged as ‘Nil’. 

 Numbers highlighted in orange indicate that the values are linked/referenced to Off-

Document. 

 

The following steps would help users to go ahead and review the document on the 

platform. 

1. Please use Google Chrome to access the application. Login with your User ID and 

password. 

  

2. Once you login, you will start seeing the documents on a dashboard as shown below. 
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If you are assigned or are responsible for working on documents on multiple entities, please select 

the appropriate entity from the dropdown as shown below and you would start seeing documents 

of such entities. 

 

 

3. Click on the document that you want to start reviewing. Users will see the main working 

area of the application as below. Click on Left Icon ‘Section List’, in order to View section 

list. 
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4. Pick the section that you want to review and click the lock icon.  

 

 

Once the section is locked, editor will be enabled. 
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5. Click on XBRL > Advanced XBRL  
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6. Under Advanced XBRL Select Section Values from Drop Down to review the tagging of 

entire section. 

 

7. All Tagged values will be shown with properties (XBRL tag, Scale, Units and Period, 

Dimensions assigned if any). 
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8. In the section values list on the right side of the screen, click on the navigate icon  and 

the value will be shown in the document with blue highlighted color. 

 

 

9. Complete the review in a similar manner and then select the check-box and click on 

Accept/Reject as appropriate. If there are items which are Rejected, please raise a 

comment (explained further in the document) so that our XBRL teams can help you to fix 

with what is needed. 

 

 

10. If there are values which do not have navigation icon , it means these are values that are 

not tagged on the document, but have been tagged due to tagging requirements of CIPC in 

the off-document section. 
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Review such values and take necessary action of Approved/Rejected as needed. 

11. Use the comments feature to let us know where you need help 
 

The comments feature in IRIS CARBON® will immediately trigger an email to support. You 

can also quickly view all comments in one shot as you scroll through the document.  

 

How to post a Comment 

 

 Lock the section  

 

 Select the text where you want to make a comment and right click so the comment 

window pops up.  

 

NOTE: Do not raise comments on tagged numbers, please always raise a comment 

only on text. 
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 Type the comment and click on Comment icon. This will trigger an email notification to 

the support team. If you want the comment to be marked as private to a specific person 

Click on + and choose such person’s name from the dropdown, type the comment, click 

on the Mark as Private and then click on Comment icon. 

 

                  
 

 

 Remember to Save the comment on File Menu (support can view the comment only if 

it is saved). 

 

 
 

 The support team will reply to your comment to acknowledge that they have received 

your request. Once they complete working on your request, they will post another 

comment, and you will receive email notification. 
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 Go back to the comment and click on the 3 dotted lines on the comment, this will give 

an option to mark the comment as ‘Resolved’. Once you review the work done on the 

complete, mark the comment as resolved. 

 

12. Generate output files:  

 

After completing review of all XBRL items (please make sure all XBRL tags have approved status 

in all sections) and all comments are marked as resolved, the final step is to generate the output 

files. 

Users can Generate various output files (iXBRL, XBRL, EDGAR HTML, Word, PDF, iXBRL 

Previewer) from the Generate Output option present in the File menu. 

 

 
 

 

Choose iXBRL option and click on Generate button to generate output files.  

Click on Refresh icon to check the status of completion of output file generation.  
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Once documents are generated, they will appear with a blue hyperlink, clicking on 

iXBRL will download an output file to your machine. This is the document that is needed 

to be filed with the CIPC. 

 

 

 
 

Alternatively, if you want to review the documents in one go, click on the iXBRL 

Previewer, there will be a new window that opens up where you can check the output 

file including the tagging. 

 

Items with color highlight indicate XBRL tagging and below are the color codes used for 

disclosures. 

 

 

 
 

You can either hover on the content to see the tags or click to see detailed view of 

XBRL tagging. Also if you want to review multiple items, select the content with the 

cursor and you will see a pane opening on the bottom of the previewer screen. Items 

which are not tagged on the document will be displayed in the ‘Additional Information’ 

section of the previewer. 
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Some Quick Tips 

1. Make sure you approve all XBRL tags and Comments before generating 

iXBRL files 

If there are XBRL tags pending or open comments, such section will show a red icon  as 

shown below.  

 

Clicking on this icon will further show how many XBRL tags/ comments are open 
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2. Lock a section to work on it, unlock once done 

 

 You can work on a section only when it is locked, so do remember to always lock the 

section to do any work such as editing/raising comments. 

 

 
 

 

 If you want other users to work on the report, you need to unlock the section first; only 

then can other users lock it and continue to work.   

 

NOTE: Always unlock the section only after you save the section, directly 

unlocking without saving will not save your recent changes. 

 

3. Save frequently  

 

 The message ‘Unsaved changes are present. Please click on save before exiting’ 

indicates that there are unsaved changes. 

 

 Save your work frequently to ensure you do not lose any changes inadvertently.  

 

4. Create versions frequently 

 

 Create version of your documents after you complete every logical step [e.g.: when you 

have finished working on financial statements, or a note). You could also create a 

version at the end of day, each day. To create a version go to the File menu, click on 

Create Versions, give a description to the version that you want to create and click on 

Create. 
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5. What should you do if you need any assistance? 

 

a. Online user manual: 

 

Users can access an online user manual as shown below which is available for 

download. 

 
 

b. Access to support team:  

 

The support team will be working based on your timings. You can reach the team using 

any of the following ways: 

 

 By posting a comment: Post a comment in IRIS CARBON
®

 for the part of the 

document you want us to work on.  Unlock the section when you’re done working in 

the section, so that Support team can pick up the comment, and we’ll get on it right 

away. 

 

 Via email: Send an e-mail to xds.support@iriscarbon.com .The support team will be 

monitoring mails regularly, so that we can attend to your request immediately. 

 

 

 By calling:  Below is the contact details incase of any urgent help that is needed. 

Escalation 
Matrix 

Name E-mail  Phone number 

1 David Ronthal dronthal@xds.co.za +27 82 746 0132 

2 Shrinidhi Shetty shrinidhi.shetty@irisbusiness.c
om 

+91 98926 08312 

3 Anuradha RK anuradha.rk@irisbusiness.com +91 96194 04843 

mailto:xds.support@iriscarbon.com
mailto:dronthal@xds.co.za
mailto:shrinidhi.shetty@irisbusiness.com
mailto:shrinidhi.shetty@irisbusiness.com
mailto:anuradha.rk@irisbusiness.com
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4 Akshar Rampath arampath@xds.co.za +27 83 554 9197 

5 Manish Supade manish.supade@irisbusiness.c
om 

+27  72 321 0988/ 
+ 91 816 921 8660 

6 Deepta 
Rangarajan 

deepta.rangarajan@irisbusines
s.com 

+91 95940 31317 
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