
Beta
Quick Start Tutorial



To begin, you must first create an account.  Click on the Sign Up link in the header or 
the Get Account button 



Fill out the signup form and then click on the sign up button
.
The signup form will change to a confirm account page. Do not close this page.



A verification email will be sent to the email address you entered in the form.

If you don’t see the email, check your Spam folder.



Open the email and copy the verification code.  



Then go back to the confirm account page and paste the verification code and then 
click on the confirm account button.  



You should now be logged into the Essentia AI user interface.  Good Job!



The next thing you probably want to do is to begin uploading files because without 
document files, you really can't do anything.

So first, click on the Upload button and you will be given the option to upload Files or 
Folders.  Since we are just getting started, click on the Files option.



When the file explorer window opens, find a few files that you would like to upload to 
test on Essentia AI.  You can select multiple files using the Shift+click or the 
CTRL+click.



Once you've selected all your files, click on the Open button and it will show the Upload 
progress box.  Click on the Upload button to begin the file upload.



You'll notice that as each file is uploaded, the up arrow next to the 
filename will change to a checkmark.

Once all the files have uploaded, the Upload box should close 
automatically, but you can close it manually by clicking on the close icon.



You should now see the files you uploaded listed in the table under the 
Files and Folders page.

Notice that the status bar is only 1/3 filled           .  This means that the file 
is currently being processed.  



When the status bar becomes completely filled green           , then that 
means the file has been completely processed.  



Other possible status include:

Yellow           - the file could not be processed due to error or unsupported 
file type. (e.g. - “Can not open” because file is protected)

⅔ filled          - the file has been partially processed so can be previewed 
in Files and Folders, and document pages can be searched in Page 
Search, but AI Chat queries aren’t ready yet.



After a file has been successfully processed, you can now click on the filename of any 
of the files and view a pdf preview of the file contents.



Within the Files and Folders page, I can do some typical file maintenance tasks like 
Move or Delete files.  I can Rename or Download files.  



I can also Tag files, which are ways to create ad hoc categories to organize groups of 
files that may or may not be in the same folders.  This will be helpful when you start 
searching for files and can use Tags as a filtering option.



All these actions, with the exception of Rename, can be performed on groups of files by 
either individually selecting the check box next to each filename…



…. or by using the Select All checkbox at the top of the List.



At this point you should be ready to move on to the key purpose of Essentia AI, which is 
to enable users to find and interact with content from within their document pages.

To do this, click on the Page Search menu option.



From Page Search, you can view all the individual pages from all the document files 
that you previously uploaded.  You can scroll down the page to load more pages to 
view.



To find specific content from within your document pages you can enter one or more 
search phrases or keywords using the search box.  These pages all contain the search 
phrases entered.



If you switch to List View, you can see the search phrases highlighted within the context 
that it was referenced in the page.



By selecting one of the pages by clicking on the preview thumbnail in Grid view or the 
filename in List view, it will open the page preview.



By default, the page preview only shows the single selected page.  To be able to view 
all the pages within the document that the selected page belongs to, you can click on 
the All Pages toggle and then select the page you want to preview.  Notice that now 
more than a single page is viewable in the preview.



You can use the Filters to limit the scope of document pages to search in either before 
or after entering any search terms.



To use the tags filter you need to first 
select the pages you want to tag, then 
select from the Actions menu and 
assign a tag for those pages.  You can 
rename tags but make sure to Save it 
before you Apply it.



Now you can use the Tags filter to limit the document pages to only the ones that have 
the selected Tag applied to them. 



You can also add Comments to document pages for use in filtering.  Just click on the 
comment icon on the page thumbnail and enter your comment in the comment box.



Now you can use the Comment filter to limit the document pages to only the ones that 
contain the comments that you added.



Using the search box and filters can help you find the document pages you are 
interested in, but the AI Chat function will let you ask questions about the content in 
natural language format.



The AI Chat window allows you to enter your 
questions and the AI will look for the right answer 
within your document pages.  Beyond answers, 
you can use the AI Chat to generate new 
content.

The source pages in the back will update to 
reflect which pages the AI derived its answer.
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