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File

This Reference Guide focuses on the Document module and can be used in 
conjunction with the User Training Exercises resources.



Adding a New Document

1. From the Main menu select New then New Document. Complete any mandatory properties.
2. Complete the Document Details below the Properties
3. Add Content using 1of the 4 methods available (Drag & Drop, Import, Copy & Paste or enter text 

content manually.
4. Add a Title (for copy & paste or manually entering content) or edit the Title (remove File type).
5. Save the new Document
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Adding a New Document
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Once a new Document has been saved, Entities can be added. 



Suggested Entities

1. Click on View Suggested Entities to load existing Entities identified 
within the content.

2. Click View Details to  review a suggested Entity. Select Add to 
Document to add a suggested Entity to the current Document.
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Entity Extraction

1. Extract Entity details directly from Document Content
2. Right click and select Add Entity
3. Select the Entity Type
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Documents – Add Entities

1. Search results for existing Entities
2. Click on an existing Entity to review their properties
3. Add selected Entity to Document
4. Create a New Entity
5. View Duplicate Entities
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Documents – Create Entity Links

Open the Links Page
To create a New Link – select ‘New Link’
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Documents – Create Links

1. Select the From Entity

2. Select the Link 

Description

3. Select the To Entity 

(or Entities)

4. Complete the Status 

(if known) and any 

Time dependency 

record (if present).

5. Click Finish
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Documents – Notes & Tags

1. Highlight content text (from the left pane) and click New Note
2. Or select New Note to manually enter the Note details 
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Documents – Notes & Tags

1. In the new Note the content can be edited
2. Select the Note Type
3. Select a Note Tag (optional)
4. Select Document Entities to append the Note to. Click Finish
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Documents – Tags

1. Add Document Tags – which can be used to categorize Documents.
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Documents –  Attachments

To add a new Attachment click the Import button or Drag & Drop onto the listing.  
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Add or edit Attachment description or title
Append the Attachment to any of the Document’s 
Entities. The Attachment is added to the selected 
Entity(s) profile.



Documents –  Add Attachments

1. To view an Attachment in the Preview pane select it from the listing. 
2. Expand Attachment opens it in a new tab at full screen
3. Download the Attachment (showing in the preview) to save a copy
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Make the Connection

Recommended next Topic
 Search Document & Entities
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