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1 OVERVIEW

There are few companies facing cropping issues on the Company Report, Corporate Governance, Auditor

Report in Corporate Governance, Management Discussion & Analysis Reports due to improper alignment. In

this document guidance would be provided to overcome this issue.  Follow the instructions to avoid delay

and rejection on the filing.

2 WHAT CAUSE THE CROPPING ISSUES

The issue occurred due to the improper alignment while doing the copy-paste. The alignment may not be

proper on the source document such as all the content may not be in one line, additional unwanted spaces

etc. It may cause the cropping issue on the final pdf report.

Issue Samples:

1. Content Cropping:

(Screenshot: Paragraph content with cropping)
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2. Table Cropping Right:

(Screenshot: Table content with Right side cropping)

3. Table Cropping Left:

(Screenshot: Table content with Left side cropping)
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3 GUIDANCE TO AVOID CROPPING ISSUES

Instruction for Paragraph Content Cropping:

● To avoid issues on the paragraph content, please save the copy pasted content on the respective

fields and check whether it looks fine or not.

(Screenshot: Report content with cropping)

● If it is not fine, please select the paragraph content which is not correct or going beyond the

boundary and select Increase Indent to bring the paragraph content within the boundary. You

can repeat the steps until you get the clear visibility of the content.
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(Screenshot: Select the cropped content and apply the above mentioned indent formatting)

● Click on Save Data Button once the content seems proper and submit your filings.
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(Screenshot: Report content without cropping)

Instruction for Table Cropping:

● To correct the Table alignment, select the respective table on the source word document.

● Right click on the table and select AutoFit > AutoFit Window option to Fit the content within the

window. Then copy-paste the content from the source document to the respective field on the XBRl

portal.

● Check the table content after pasting into xbrl portal and save and submit if all seems fine.
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(Screenshot: Solution for Table content cropping issues)

Other instructions:

● Check the font whether it is in Times New Roman or Arial

● Ensure the Microsoft Word version (which you used from where you copy-paste the content) should

be the latest one. The older version may create alignment and cropping issues.

● Remove unnecessary spaces and gaps between paragraph and table content may lead to cropping

and alignment issues.

● Always check the content once after you save your content in the respective fields. Submit your

filings into the XBRL portal only if the report content seems fine.

Steps to verify the final pdf report for cropping issues after submitted your fining:

Once the filing is submitted, check the respective pdf reports in order to confirm whether the content is

proper or not by following steps:

● Financial Reporting > View Filings > Click on View button of the respective record
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(Screenshot: Step to download the pdf reports on XBRL portal)

● On the View FIling Page click on the Company Report from Company Details table in order to

download the Company Report, Corporate Governance, Auditor Report in Corporate Governance,

Management Discussion & Analysis Reports

(Screenshot: Table content without cropping on the final pdf Report)
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