/4

Contuitive DMS Guide

Version 2.0



Introduction

Welcome to Contuitive DMS: Where Your Documents Come
to Life

In the modern enterprise, documents are the lifeblood of every decision, contract, and strategy. Yet,
most Document Management Systems (DMS) treat your data like a digital graveyard—difficult to
search, tedious to organize, and static.

Contuitive DMS is a next-generation, Al-first platform designed to transform your documents from
passive files into an active, automated workforce. We’ve eliminated the friction of traditional
software, replacing complex configurations with intuitive, "magic-like" functionality.

Here is why offices and homes are choosing Contuitive DMS to scale smarter and grow faster.

1. Radical Simplicity: Productive from Day One

Traditional systems demand weeks of "setup" before you can upload a single file. Contuitive DMS is
built for immediate impact.

e The "Zero-Effort" Onboarding: Our philosophy is simple—you shouldn't need a manual to
manage your documents. Skip the configuration and start uploading instantly.

e Flattened Bulk Migration: Moving legacy data is usually a nightmare. With our Flatten Zip
feature, you can drop a massive archive into the system, and our Al will automatically unzip,
extract, and tag every file for you. Chaos becomes order in minutes.

2. Intelligent Discovery: Find What You Actually Mean

Standard search engines look for words; our Al looks for intent.

e Natural Language Search: Stop playing "keyword roulette." Search for "Home Sale Deed"
and find your "House Sale Agreement" instantly. Our system understands the context of your
query, even if the exact words don't match.

e Memory-Enhanced Recall: Add personal notes like "Receipt from the 2024 Tech Summit"
to media files. You aren’t just searching data; you’re searching your memory.

3. Power Tags: Your Digital Workforce

In Contuitive, a tag is no longer just a label—it's a trigger for action. Power Tags allow you to
automate complex office workflows with a single click.

e Living Automations: Apply a tag to instantly share a document with a specific team, extract
its data, and schedule its archival for two years later.

e Al Data Extraction: Turn unstructured photos and PDFs into searchable, structured data.
Automatically extract names, dates, and currency amounts from receipts or IDs without lifting
a finger.

4. The "Bring Your Own Editor" Templating Engine
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Why learn a new design tool when you’ve already mastered the world's best?

Word & Google Docs Native: Design your professional templates in your favorite word
processor. Use the simple {{PLACEHOLDER}} syntax, and our engine will honor your fonts,
margins, and branding perfecitly.

Automated Bulk Generation: Generate one personalized letter or ten thousand invoices
via CSV. Whether it's a one-off contract or a massive monthly batch, every document is a
pixel-perfect representation of your brand.

5. Multimedia Intelligence: Your Life in High Definition

Where traditional DMS systems often ignore the personal importance of photos and videos,
Contuitive DMS provides a dedicated "Photos™ App feature to satisfy your need for a high-end
media gallery.

Standard Timeline View: Browse your personal and family albums in an intuitive timeline
view just like premium online photo apps.

DMS-Grade Media Management: Unlike standard photo apps, we bring professional DMS
power to your gallery by allowing you to create revisions of photos and add ratings, tags,
and notes (e.g., "My Baby's first walk") to find the perfect shot instantly.

Al-Powered Visual Search: Contuitive DMS analyzes your imagery using Al, inheriting
natural language search for visual content.

EXIF & Metadata Intelligence: The system extracts all EXIF metadata and presents it in a
clean interface. If a photo lacks metadata, the system intelligently determines the "Date
Taken" from the filename timestamp—a unique feature helpful for photos received via
messaging apps.

Media Sovereignty: Photos and videos occupy massive space; Contuitive DMS provides
modern app features with the peace of mind that your large collection is hosted on your own
infrastructure rather than expensive cloud services.

6. Absolute Data Sovereignty: Your Data, Your Perimeter

In an era where data breaches are "when," not "if," and cloud providers hold your business-critical
information hostage behind subscriptions and third-party terms, Contuitive DMS offers the ultimate
corporate luxury: Absolute Sovereignty.

We don't just store your documents; we give you the keys to the fortress.

On-Premise Docker Deployment: Host Contuitive DMS on your own infrastructure or a
Synology NAS. Your data stays within your walls, ensuring 100% privacy, data sovereignty,
and zero external intervention.

Audit-Ready Accountability: Every action is tracked in an immutable, real-time activity
feed. From version history to user access, you have a complete audit trail for total peace of
mind.
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Experience the Future of Document Management

Most systems merely store your files. Contuitive DMS activates them. By combining the familiarity
of your daily tools with the "superpowers" of modern Al, we ensure that every document leaving
your desk is accurate, professional, and perfectly timed.
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Installation

1. Installing Container Manager (Docker)

Contuitive DMS runs as a Docker container on your Synology NAS. If you already have Container
Manager (or Docker on older DSM versions) installed, you may skip this section.

Log In to Synology DSM

1. Open your web browser and enter the IP address or QuickConnect ID of your Synology
NAS (e.g., http://192.168.1.6:5000).

&« € A Notsecure 192.168.1.6:5000/#/signin #* @@ @

MySynology

Sign In

2. Enter your credentials to log in to the DSM desktop.

Install the Container Manager (Docker)

1. Open the Package Center from the DSM desktop or main menu:
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http://192.168.1.100:5000

i c A Not secure  192,168.1.6:5000

Package
Center

Control Panel

File Station

Package Center

Package
Center

4 C | Q docker Manual Insta

| &

Installed

*n

sa All Packages

! ’ Docker
e > Beta Packages ~
Install

File Station
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3. Click Install.

&« (& A\ Mot secure  192.168.1.6:5000
< C  Q docker Manual Inst:
Package
Center
& Installed

as All Packages

& Docker
84% Downloadi
P> Beta Packages owmoading

Downloading 84%

Control Panel

File Station

-

Cancel

4. Once the confirmation dialog appears, click Done. The installation may take a moment to
complete.

Launch the Container Manager (Docker)

1. After installation, click Open from the Package Center, or locate the Container Manager
(Docker) icon in your DSM main menu.

<« @ A Notsecure 192.168.1.6:5000 Q e W = ®

_5, Package Center

< C Q docker Manual Install Settings

4 Installed

28 All Packages

& Docker
P Beta Packages =

Open

& Docker

Open
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€« G A Notsecure 192.168.1.6:5000 Q e v @
® M

# Docker

B overview

CPU Usage RAM Usage

=l Container
Q 2% 787MB / 663

(& Registry - -
& Image
G Network i .

Running Containers
= Log

No running container. You can run containers in

the Container tab.

2. Pulling the Contuitive DMS Image
Once Container Manager is running, you need to download the official Contuitive DMS image.

1. Navigate to Registry: Click Registry in the left-hand panel of Container Manager.

< c A\ Notsecure  192,168.1.6:5000

#> Docker

BB overview SELTTE

— ) nginx @ v 21K

i=l Container I —
Official build of Nginx.

[a Registry v2ray/ official 487
V2Ray official docker image.

[2) Image . .
rapidfort/postgresql-official 15

1 Network RapidFort optimized, hardened image for PostgreSQL Official
rapidfort/nginx-official 14

:= Log RapidFort optimized, hardened image for NGINX Official

rapidfort/zookeeper-official 12

RapidFort optimized, hardened image for Zookeeper Officia

rapidfort/mongodb-official 12

DanidEnrt antimiznd hardanad imana far MananDR® NFficial
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2. Search: In the top-right search bar, type contuitive/dms and press Enter.

A\ Not secure  192.168.1.6:5000

# Docker
& Overview

Package

Center J— N .
=l Container contuitive/dms

I [& Registry

Control Panel () Image

1 Network

. =t

File Station

‘ Q contuitive/dms |
=

3. Download: Select the contuitive/dms image from the results and click Download.

Download Settings

contuitive/dms 0

Q contuitive/dms

4. In the Choose Tag pop-up, select latest for the most stable version and click Select.

< c A\ Notsecure  192.168.1.6:5000

B Overview

=l Container
[& Registry

Choose Tag
(&) Image

Please Choose a Tag:
¥ Network 9
‘= Log

8 e Q@ @

latest A

5. Monitor Progress: You can track the download in the Image tab. Proceed once the

download is complete.
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« c A\ Notsecure  192,168.1.6:5000

#* Docker

& overview Launch Add ~ Delete Export

— ) contuitive/dms:latest =3 GB
=l Container

Registry: Docker Hub

[a Registry
&) Image
& Network

= Log

3. Creating and Configuring the Container

This step configures how the DMS interacts with your NAS hardware and stores data.

Start the Wizard

1. Go to the Image tab, select the contuitive/dms image, and click Launch.
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& (& A\ Notsecure  192.168.1.6:5000

#&» Docker

BB Overview

=l Container

[a Registry
[5) Image
T Network

‘= Log

Network Settings

11

Launch Add ~ Delete Export

contuitive/dms:latest = 3 GB
Registry: Docker Hub

Network: Keep the default (typically bridge) and click Next.

contuilive/dms:latest - Create Container

Network

Specify the network for this container.
® Use the selected networks

L Container Name Drive
+  bridge bridge

Use the same network as Docker Host

1
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General Settings

contuitive/dms:latest - Create Container

General Settings

Container Name *: contuitive-dms-instance
Execute container using high privilege

Configure capabilities i

Enable resource limitation

MB

+ Enable auto-restart i

Enable web portal via Web Station i

Advanced Settings

Container Name: Enter a name like contuitive-dms-instance.

Enable auto-restart: Enable this so the DMS starts automatically if your NAS
reboots.

o Click Next.
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Port Settings

contuitive /dms:latest - Create Container

Port Settings

Enter available DSM ports in the Local Port field to map the ports with
container ports. The ports listed here are the container's exposed ports.

‘ Add Delete
Local Port Container Port Type
[ 3000 3000 TCP -

1. Map a Local Port to the Container Port 3000.
o Example: Set Local Port to 3000.
o Note: If port 3000 is already in use by another app, choose an alternative like
3001. You will access the DMS via your-nas-ip:local-port.
2. Click Next.

Volume Settings (Data Persistence)

To ensure your documents and configurations are saved permanently on your NAS:
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1. Click Add Folder.

contuitive/dms:latest - Create Container

Volume Settings

Map the volumes of the container to shared folders on Synology NAS. Click
Next to skip this step.

Add Folder

2. Create a new folder (e.g., /docker/Contuitive-DMS-Data) to keep your data organized. You
may choose any name of your choice. Select this folder.
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Refresh Create Folder

* MySynology
b docker
‘ = documents

b #recycle

Create Folder X

Please enter a folder name:

Contuitive-DMS-Data |

Ma
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3. In the Mount path field, enter exactly: /data.

contuitive /dms:latest - Create Container

Volume Settings

Map the volumes of the container to shared folders on Synology NAS.

Add File Add Folder Delete

File/Folder Mount path Read-Only

Jdocuments/Contuitiv... /data

4. Click Next.

Finalize

1. Review the summary. Ensure "Run this container after the wizard is finished" is
checked.
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contuitive /dms:latest - Create Container

Summary

Item Value
Container Name contuitive-dms-instance

Enable auto-restart Yes

Port Settings Local Port Container Port Type
3000 3000 TCP

Volume File/Folder Mount path Read-Only
[fdocuments/C... /data No
DMS-Data

Network bridge

Environment Variable Value

Variables PATH Jusrflocal/sbin:/usr/loc...
ADD LITM 160A

9 items

+ Run this container after the wizard is finished

2. Click Done.

4. Initial Access and Setup

Verify Status

1. Navigate to the Container tab in Container Manager.
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2. Ensure your contuitive-dms container shows a green Running status.

<« > C A\ Notsecure  192,168.1.6:5000

# Docker

& overview Create Details Edit Action Settings - Q_ Search

contuitive-dms-instance Running CPU «

El Container ‘
contuitive/dms:latest Up for 1 min RAM -« c

[& Registry
[@ Image
1 Network

= Log

Access the Web Interface

1. Open a new browser tab and go to: http://[YOUR-NAS-IP]:3000 (adjust the port if you
customized it).

< > ¢ © Notsecure  hips//192.168.1.6:3000/sign-in?redirectTo=%2F

@ Contuitive

Sign In
User Id:

Enter your User Id

Password

Enter your password

Remember me

2. The Contuitive Sign-In screen should appear.

Security and Activation

1. Initial Login: Use the default credentials:
o Username: admin
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o Password: admin

2. Update Credentials: You will be prompted to create a new, secure Admin ID and
Password. Update these and log back in with your new credentials.

€ > C  © Notsecu

re  képs;//192.168.1.6:3000/sign-in?redirectTo=%2F

@ Contuitive

Reset Default Credentials

Secure your IMS with a non-predictable Admin ID and a

strong password.

Admin Id:

A non-predictable Admin Id

New Password

Password

Confirm Password

Confirm New Password

=

3. License Activation: Select Activate Trial or enter your purchased License Key.

<« > C © Notsecure  https;//192.168.1.6:3000/license-welcome?redirectTo=/

@ Contuitive

) Dashboard

Documents

Photos

¢ B D

Power Tags

o
K3

Placeholders

Archived

&5 @O

Trash

Users

Jo

Settings

©

License

@ newadminid
Online

My Subscription & Licensing

License Type: Not Active

No active license detected. To continue using the application, please
purchase a license or activate trial

License Management

Activate or Purchase a License
@ Enjoy unrestricted access to all features

© Receive future updates and new features

Trial Benefits
© Try the application free for 15 days
© Explore all features without restrictions

@ Add up to 5 users during the trial

(D Activate Trial

7 Purchase License

© 2026 Contuitive Software

* @ 9 ©

g

)} Go ta Dashboard

Setup Complete! You can now click Dashboard in the left pane to begin managing your

documents.

19
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License Management
Upon the initial installation of Contuitive DMS, you must activate a license to access the

application. The system provides options for a 15-day trial, a full perpetual license, and optional
feature add-ons.

Trial License

The trial version allows you to explore the full capabilities of Contuitive DMS without functional
restrictions for a limited time.

Trial Benefits:

e Duration: 15 days of unrestricted access.
e Support: Option to provide an Email ID during activation to receive quick support, offers,
and promotions.

Steps to Activate Trial:
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1. Navigate to the License section in the Admin sidebar.

&« > ¢ © Notsecure  kitpsy//192.168.1.6:3000/license-welcome?redirectTo=/ ¥ a

@ Contuitive

)} Dashboard

Documents

Photos

g B O

Power Tags

2,
@

+* Placeholders

Archived

2 O

Trash

Users

Jo

Settings

© &

License

dms_admin
Online

@
o £

My Subscription & Licensing {} Go to Dashboard

License Type: Not Active Trial Benefits

@ Try the application free for 15 days
Mo active license detected. To continue using the @ Explore all features without restrictions

application, please purchase a license or activate . .
PP P P @ Add up to 5 users during the trial

trial.

[} Activate Trial

License Management
Activate or Purchase a License

@ Enjoy unrestricted access to all features

@ Receive future updates and new features

© 2026 Contuitive Software

2. Click the Activate Trial button.

My Subscription & Licensing {} Go toDashboard

Activate Trial

Instance Id

08963afadB8814ef864ccal7e8480d865

Unigue identifier for this server instance

Email Id

Emazil (optional)

Optional for offers and promotions

{3 Activate Trial

3. In the dialog, enter an optional Email ID if desired.
4. Click Activate Trial and wait for the process to complete.
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5. Once active, the dashboard will display "Trial license is Active" along with the remaining

days.
L > (& © Notsecure  hBiips//192.168.1.6:3000/license-welcome?redirectTo=/ T Ea @ H
@ Contuitive = (CRNAR + Upicad
{) Dashboard My Subscription & Licensing ) Go to Dashboard
a o . License Type: Trial Trial Benefits
ocuments
@ Try the application free for 15 days
(A Photos Trial license is Active. @ Explore all features without restrictions
© Addup to 5 users during the trial
© Power Tags 15 Days Remaining
Pl tact s tif you want to extend trial. £+ Refresh License
& Placeholders ease contact support if you want to extend tria
(2 Archived
T Trash
2 Users License Management
Settings
o g Activate or Purchase a License
@ License @ Enjoy unrestricted access to all features

@ Receive future updates and new features

X
o Trial license successfully activated.
dms_admin

Online © 2026 Contuitive Software

Full License Activation

To ensure perpetual access and receive future updates, you must purchase and activate a full
license.

Activation Steps:

1. Visit www.contuitive.com to purchase your license key.
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2. In the Contuitive DMS interface, click the Activate License button in “License Management”
Card.

License Management

Activate or Purchase a License
& Enjoy unrestricted access to all features

& Receive future updates and new features

&2 Activate License "W Purchase License

3. Paste your unique License Key into the dialog box.

My Subscription & Licensing {)} Go toDashboard

Activate License

Instance Id

08963afadB8814efB864ccal7e8480d865

Unigue identifier for this server instance

License Key

You can purchase a license key from www.contuitive.com

£ Activate License

4. Click Activate License.
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After activation, the License Type will update to Full. The dashboard will display critical details, as
follows:

My Subscription & Licensing {)} Go to Dashboard

License Type: Full

Instance Id

08963afad8814ef864ccal7eB480d865

++ Refresh License

Contuitive DMS Server License Key: 63f4.-*xrteiik txiiiids__87ae
Max User Count: 5

Perpetual
Activation Id: ca4d717e-e920-4c79-a544-b91d2e6400ac

License Management

Manage Your License

@ Purchase add-ons to enhance your license

22 Activate Add-on [ Deactivate License 9 Purchase Add-on

e Status: Perpetual (or as defined by your license).
e Max User Count: The maximum number of users allowed.
e Activation ID: A unique identifier for your specific activation.

License Migration & Seats

Each license key is entitled to a specific number of instances (seats). Generally, a standard license
allows for one seat.

How to Migrate your License:

If you need to move your Contuitive DMS installation to a new server or machine, you must first
release the current seat:
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1. Click the Deactivate License (red) button in the License Management card on the current
server.

License Management

Manage Your License

& Purchase add-ons to enhance your license

£ Activate Add-on [@ Deactivate License T Pur

2. Confirm the deactivation in the prompt.
3. Once deactivated, the license key becomes available to be used again on a different

machine.

Note: You cannot use the same license key on more than the allowed number of seats
simultaneously.

Enhancing Features with Add-ons

Contuitive offers Add-ons to expand the functionality of your base license. A common example is
the Users Add-on, which increases the maximum number of users permitted on your instance.

How to Activate an Add-on:

1. Purchase the desired add-on from the official website to receive an Add-on Code.

© Contuitive Software Contuitive DMS Guide



26

2. Click the Activate Add-on (Green) button into the License Management card on your
License Management page.

License Management

Manage Your License

& Purchase add-ons to enhance your license

3. Enter the Add-on Code in the dialog.

My Subscription & Licensing {} GotoDas

Activate Add-on

Instance Id

08963afadB8814ef864ccal7eB480d865

Unigue identifier for this server instance

Add-on Code

‘You can purchase add-ons from www.contuitive.com

ﬁ’ Activate Addon

4. Click Activate Add-on to apply the new features or increased limits immediately.
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Dashboard

The Dashboard serves as the central hub of Contuitive DMS, providing a high-level overview of
your documents, system health, and recent activity. It is designed to be intuitive, ensuring all critical
information is available at a glance.

@Contuitive = (Ca

{} Dashboard

TOTAL DOCUMENTS Al PROCESSING ACTION REQUIRED

0 & READY g 0
B Documents
N‘/ () Ready to process new items
[N Photos
© Power Tags i
Favorites
System Pulse
<% Placeholders v
B Archived . 12 hours ago
Default Al Profile for DataE...
i Trash No favorite documents yet Preference updated
dms_admin
12 hours ago
A Users Default Al Profile for DataE...
Preference updated
£ Settin gs dms_admin
Recent Uploads
@ License 12 hours ago

Default Al Profile for Data E...
Preference updated
No documents yet dms_admin

ﬂ dms_admin

~ne /107 1A 1 A300N

12 hours ago

Navigation

The Left Side Pane is your primary navigation menu. Use this area to switch between different
modules of the application, including:

Home/Dashboard

Documents & Media

Search

Trash

Admin Settings (Users, Roles, Groups, and System Settings)

Key Statistics (Stat Cards)

At the top of the dashboard, real-time cards provide an immediate overview of your system's status:

TOTAL DOCUMENTS E Al PROCESSING ‘i ACTION REQUIRED
s

0 READY 2

f‘ffi () Ready to process new items
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Documents: Displays the total count of documents currently managed under your user
account.
Al Processing: Shows the number of items currently queued for Al workflows, such as
summarization or data extraction.
Action Required: Highlights pending tasks or notifications that require your immediate
attention to maintain workflow continuity.

Content & Quick Access

The main body of the dashboard organizes your most relevant files for efficiency:

Favourites: This section automatically pulls in documents and photos you have marked as
"favourite," allowing for instant retrieval without searching.

Recent Uploads: Provides a chronological list of the most recently added files, ensuring you
can pick up exactly where you left off.

System Pulse

The System Pulse section acts as a live activity feed. It monitors and displays all user activities
across the platform, providing transparency and a clear audit trail of recent changes, uploads, and
administrative actions within the system.

System Pulse

. Just Mow
Default Al Profile for Data E...

Preference updated.

ams_admin

20 seconds ago

Default Al Profile for Data E...

Preference updated.

ams_admin

23 seconds ago

Default Al Profile for Image...

Preference updated.

ams_admin

28 seconds ago

Default Al Profile for Docu...

Preference updated.

MAre =

© Contuitive Software Contuitive DMS Guide



29
Document Management

Contuitive DMS is a modern, Al-first Document Management System designed for immediate
productivity with zero configuration overhead. Unlike traditional systems that require extensive setup
before your first upload, Contuitive DMS empowers you to manage your data with a minimal
learning curve and maximum flexibility.

Uploading Documents
Contuitive DMS supports individual and bulk uploads to streamline your data entry.
How to Upload:

1. Click the Upload button in the top right corner of the dashboard.

w @ @
o o
LI |

1-1cf1
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2. Add Files: Drag and drop documents into the “New File Upload” view or browse your

system to select them.

& New File Upload

@

Drop files here or Click Me to add files.

D> D
Sale of House P D F

Agreement.pdf
1118 KB Word Book.pdf

416 MB

Sale Agreement,
Property Document.

Generate an Al summary after upload
Batch upload (all files must succeed)

Flatten (zip files are flattened and documents are created for each file inside)

Upload Options:

Notes: Add a description or clue (e.g., "My first bike ride", “Property Document”). This is a
powerful tool for media files (videos, music) where text cannot be extracted, and it
significantly enhances Al-powered searching.
Generate Al Summary: When checked, the system automatically creates a concise
summary of the document content immediately after upload.
Batch Upload: Use this for multiple files. Note that in this mode, the entire batch is
discarded if a single file fails, ensuring data integrity.
Flatten Zip: Designed for high-volume bulk uploads. Upload a single zip file; the system will
automatically unzip (flatten) the contents and save them as individual documents.

o Auto-Tagging: Every file extracted from the zip is automatically tagged with the zip

file's name.
o Note: Nested zips are not flattened to maintain clarity.
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Once started, you can track or cancel progress in the Notifications popup. Previews, thumbnails,
and search indexes are generated automatically in the background.

ary ’Notifications 1 ~ X

Word Book.pdf

n Progress * 42MB * 11seconds ago

- Uploading file
a Sale of House Agreement.pdf X
urnen Completed » 11.2KB = 11seconds ago
Uploaded file
Al Setting - Summarization h 4

There is no Al setting configured for
summarization. If you wish to use this feature,
please configure it in Al settings for
summarization.

View Settings

Browsing and Organizing
Access your library by clicking Documents in the left sidebar.

Display Modes:
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e List View: A detailed grid where you can sort by columns. Use the Columns dropdown to

customize which attributes are visible.

Documents
Ltl Tags Ll Types @D Columns
MNAME & UPLOAD DATE &

L

‘ Word Book.pdf
Ly . . -
¥ Added by dms_admin 25 Apr 2026 12:56 FM
=

Sale of House Agreement.pdf

25 Apr 2026 12-56 FM
Added by dms_admin 3 Aprs -

SIZE

42MB

11.2KB

& i= =
Small
Medium
Large
-
@ 0O
@ 0

e Tile View: A visual gallery. Use the dropdown to switch between Small, Medium, or Large

tiles—perfect for managing photo or book libraries.

Documents
414 Tags 414 Types
YA I
WWord Book
) -y e

4 R

L0,
Snecia
Fnglish
Word Book.pdf Sale of House Agreement.pdf
Uploaded 25 Apr 2026 Uploaded 25 Apr 2026

Document Preview:

1-20f2
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Click the Preview icon at the end of any document row to open a high-resolution viewer. You can
navigate through your library using the Next and Previous arrows without leaving the preview
mode.

Cherry Cake.jpg
25 Apr 2026 02:52 PM

Al-Powered Search

Contuitive DMS provides two distinct ways to find your information: Standard Text Search and Al
powered search. Click on the [Ai] button in the search bar to toggle searching modes.

1. Standard Text Search: Performs a traditional full-text search based on the exact words
found within the document or its metadata.

2. Al Natural Language Search (Intent-Based): Search using phrases or descriptions. For
example, searching for "Home Sale Deed" will find a document titled "House Sale
Agreement"” because the Al understands the intent and context, even if the exact keywords
don't match.

= + Home Sale Deec‘ x |:|

Documents

bl Tags Ll Types @M Columns

NAME &

L

Sale of House Agreement.pdf
Added by dms_admin

Toxesicu

Refining Results:
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e Tag Search: Select specific tags to filter your view to only relevant categories.

Documents

114 Tegs 114 Types

Search tags...

@D Columns

UPLOADDATE ¢

¥

'
renoncoueeD

APPROVED + CERTIFICATE 25 Apr 2026 12:56 PM

P —

oo | orvermaonon

e Type Filtering: Use the Types dropdown to isolate specific formats, such as PDFs or

PDF )

Images
Documents
i) Tags 44 Types @M Columns
(  mace
NAME & ( poc

) ( SPREADSHEET ) sappate o

tn

| ( presentation ) (

TEXT )

; ( ArcHIve

VIDEO ) 20261256 PM 1

( AUDIO
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Document Details & Lifecycle
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Clicking on any document opens a dedicated Details Page, where information is organized into four
intuitive tabs.

« @ Sale of House Agreement.pdf

Added by dms_admin ® 25Apr2026 1256 PM e v1.0

1. Info Tab

oo vt ol

m -
e e 105 Wenaor of 10 DNE PART
and . ]

Fernarien sabed the BUYER of e OTHER FAFT.

WHEREAS: g wmdor v absoulsly ssized st porsseesd of o0 sl and subicieethy
anifind to the heuss mar fuly dossribed n the Scheduie neroundoe:

ANDWHEREAE (ha vendax has aprend i sal s 0use tn i BUYER an ha tams ard
coniine aresTar l-omh
NIV THIS AGFEEMENT WITNESEETH AS FULLWS:

1) Tre Vensor w1 ol and ihe BAYER wil buy Pal onive house No...

e R gty e o Ve Selkdn femrde: misen 8 e of Ae
L ol

sncumbrartes

121 e BUVER: b poit 8 20w of Rt ... S5 SOmeE] SO0 59 o T
moe Bl of which sum, the Vendar hersby acknowkedpes) and e balanos amcunt of consideration
i 5 g 8 e o szl of caweyanse g

A0 oo st sl b ot il )6l e s b i
araty sgreedthan e e semaee ofthe coiract

141 Th Wandse shall submk: s He disds ol the housa in Na passeaskn or Fowsr 6 Ta
BLIYERr b e s sk o o im0 e o e o 1
e BUYER wil intimale abcut his acvocalers raport within ............ daye alter cefvery of Slie.
P

& Download H

Info Al Version Activities

RECENT ACTIVITIES

Anzlyze Content
2 hours ago

(%) Generate Thumbnail
2 hours aga

ATTRIBUTES

Original Date Size
25 Apr 2026 12:56 118 KB
PM

TAGS

RATING

NOTES

Sale Agreement, Property Document.

»
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e Attributes: View file size, upload dates, and Exif data (for photos, such as ISO and Camera
Model).

[ ]

Info A Version Activities

RECENT ACTIVITIES

Analyze Content
& hours ago

Generate Thumbnail

& hours ago

ATTRIBUTES &

Original Date Size
25 Apr 2026 12:56 PM 1118 KB

TAGS

RATING

NOTES

Sale Agreement, Property Document.

e Editing: Click the Edit (pencil) icon to update the document name, original date, tags, and

notes.
e Favorites: Click the Heart icon next to the document name to add it to your dashboard
favorites.
2. Al Tab
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a
Info Al Version Activities
RECENT ACTIVITIES
Analyze Content
1 hour ago
Summarize Document
2 hours ago
4§ Al Suggestions c X
# CONTRACT + | + AGREEMENT 4 _ BUYER +
REPAYMENT +
d§ AlSummary =}
This agreement establishes the terms by which a Vendor will sell a house to a Buyer. The
transaction requires the Buyer to pay an earnest money deposit, with the remaining balance
due upon the execution of the conveyance deed. A critical step involves the Vendor submitting
the property's title deeds to the Buyer's advocate for thorough investigation. Upon successful
completion, the Vendor must hand over vacant possession and execute the necessary legal
documents. The agreement outlines specific remedies for breach, including the forfeiture of
the earnest money by the Vendor or the payment of damages by the Buyer.
SIMILAR DOCUMENTS
o Bk Word Book.pdf
_:'. ? Uploaded 25 Apr 2026
CAdm 42% Match v

e Tag Suggestions: The system analyzes your document and suggests relevant tags. Click +
to accept or Apply to save them.
Al Summary: View or generate a one-click summary of the document's content.
Similar Documents: The Al calculates a "match score" to suggest other documents in your
library that are contextually related.

3. Versions Tab
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Contuitive DMS maintains a complete history of your document.

Info Al Version Activities

VERSION CONTROL

v2.0 CURRENT

Edited by dms_admin e 32 seconds ago

v1.0

Edited by dms_admin e 7 hoursago

e New Revisions: Click the three dots (...) on the top bar and select Upload New Revision
to replace a document while keeping its history.

Wt Download : o

oty Upload Mew Revision

Info Al = Archive

RECENT ACTIVITIES

() Analyze Content
2 hours ago

e Restoration: Hover over any previous version and click Restore to make an older version
the current active document.

4. Activities Tab
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A complete, audit-compliant log that tracks every action taken on the document—showing who did

what and when.

HISTORY

Infa Al Version Activities
. 1hour ago
Thumbnail generated for document.
dms_admin
1 hour ago

Revision added to document (mime type: application/pdf).

dms_admin

1 hour ago

Thumbnail generated for document.

dms_admin

1 hour ago

Document updated.

dms_admin

1 hour ago

Text extracted from document.

dms_admin

1 hour ago

remove_text_extract.

dms_admin

1 hour ago

remove_thumbnail.

dms_admin

-

Archiving and Deletion

e Archive: Use this for documents that are no longer active but must be kept. Archived files

do not appear in standard searches or workflows but can be restored at any time.

W Download H

oty Upload Mew Revision

Al (=) Archive

RECENT ACTIVITIES

() Analyze Content

2 hours ago
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Trash: Deleting a document moves it to the Trash. Files are held here for a set retention
period (default 15 days) before permanent deletion. You can manually empty the trash to
clear space immediately.

Photos in Contuitive DMS: More Than Just Storage

While traditional Document Management Systems (DMS) often overlook the importance of
multimedia, Contuitive DMS treats your photos and videos as first-class citizens. We've built a
dedicated Photos App feature designed to help you preserve, search, and relive your personal and
family memories with the same rigor you apply to your professional documents.

A Modern Multimedia Experience

The Photos feature isn't just a folder; it's a fully realized gallery interface that mirrors the ease of
dedicated mobile photo apps while offering the structural power of a DMS.

<_

@ Contuitive

O

» O B DO

& M

Jo

© {3

G © Notsecure  bitps//192.168.1.6:3000/photos * @ @

Dashboard

Documents
Photos
Power Tags

Placeholders

Settings

License

dms_admin

Online

= Q. Search with keywords.. Q;; _D_

Photos 1-290f29

1h Tegs b1b Types

APR 2026

© 2026 Contuitive Software

Timeline View: Browse your entire collection in a standard, intuitive timeline. This allows you
to scroll through years of memories chronologically, making it easy to find specific events or

eras.

Intuitive Navigation: Use the timeline slider to jump quickly between dates, ensuring even
the largest libraries remain navigable.

Bringing DMS Power to Your Gallery

Contuitive DMS enhances the standard photo-viewing experience by inheriting professional
document management features:
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e Photo Revisions: Unique to Contuitive, you can create and track revisions of your photos.
This is perfect for preserving original shots while keeping edited or retouched versions linked
to the same entry.

e Enriched Metadata: Go beyond just looking at a file. You can add Tags, Ratings, and
Notes to any image (e.g., tagging a photo with "My Baby's first walk"). This localized context
makes your personal albums significantly easier to organize.

e Al-Powered Search: The system analyzes your photos using Al, inheriting powerful search
capabilities. You can search for visual content directly—like typing "landscape" or "red
veggies"—to find matching images instantly, even if you haven't manually tagged them.

= + redveggies X 67 _D_ + Upload

Photos 1-40f4

44 Tags 444 Types

JAN 2022

Advanced Metadata and "Date Taken" Intelligence

We understand that metadata isn't always perfect, especially when photos are shared across
different messaging apps. Contuitive DMS bridges these gaps with smart extraction tools:
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e EXIF Extraction: The system automatically pulls EXIF metadata (such as camera model,
aperture, and orientation) and presents it in a clean, readable user interface.

M IMAGE PROPERTIES -
mage Width Image Height
4032 px 3024 px
mage Format Image Colorspace
JPEG sRGB

mage Orientation

Rotated Right
(90° CW)

E] CAMERA INFO

o~

Camera Make Carmera Model

samsung SM-G985F

€% CAMERA SETTINGS

e Intelligent Date Determination: If a photo lacks EXIF data, the system intelligently tries to
determine the "Date Taken" by analyzing time-stamps in the file name.

e Manual Date Corrections: If the auto-detection isn't quite right, you can manually edit the
"Original Date" in the metadata view. This ensures your timeline view remains perfectly
accurate, regardless of where the photo originated.

Data Sovereignty and Space

High-resolution photos and videos consume significant storage. While cloud services can become
an expensive recurring cost for large collections, Contuitive DMS offers a more sustainable path.

e Peace of Mind: Get all the features of a modern cloud-based photo app while maintaining
total data sovereignty.

e Cost Efficiency: By hosting your collection within your own DMS infrastructure, you avoid
the escalating costs associated with massive cloud storage tiers without sacrificing the
"intelligent" features you expect from a premium app.
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Tag Management

In traditional Document Management Systems, tags are passive labels used primarily for
categorization. Contuitive DMS revolutionizes this concept with Power Tags—active building
blocks that transform simple labels into automated workflows.

A Power Tag doesn't just describe a document; it performs actions. Whether you need to "Share this
document with the Finance Team until Friday," "Extract data from a receipt," or "Archive this file at
year-end," Power Tags handle the complexity in a few clicks.

Navigating Power Tags

Access your library of tags by selecting Power Tags from the left navigation pane.
@ Contuitive = Q Searchtags... Qj Q

{} Dashboard

Power Tags =
+ Add Tag 44 Types 1-380f 38
© Documents
a
[4 Photos
ACTION REQUIRED @ oW + AGREEMENT @ w APPROVED @ o
© Power Tags
Tag the document as Action Required Extract information using Al Tag the document as Approved
% Placeholders
(5 Archived
@ Trast + CERTIFICATE [z COMPLETED [ERm] COMPLIANCE REPORT & &
Extract information using Al Tag the document as Completed Tag the document as Compliance Report
2 Users
Q Settings
@ License Tag the document as Confidential Extract information using Al Tag the document as Draft
v

r,‘:1 dms_admin

‘‘‘‘‘ 1107 160 1 £3000 © 2026 Contuitive Software
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e View Toggles: Switch between List View (best for sorting by name) and Card View (best
for visual recognition) using the toggle in the top-right corner.

= Q Search tags... Q;, D_

Power Tags = m
+ Add Tag §h Types 1-380f38
a
TAG DESCRIPTION

Tag the document as Action Required & W

Extract information using Al @

Tag the document as Approved [ tr

Extract information using Al &

m Tag the document as Completed & W

COMPLIANCE REPORT Tag the document as Compliance Report & fr

e Search & Sort: Quickly find specific tags using the search bar. In List View, click the Name
header to sort alphabetically.

e Filtering: Use the Types dropdown to filter tags based on their specific capabilities (e.g.,
Extraction, Sharing, or Archival).

Power Tags

+ Add Tag 44 Types

A( NnoNE ) ( sHARE )

( GENERATE )( ARCHIVE )

m( petete ) ( ExTRACT ) Tag the document as /
+ AGREEMENT Extract information us

"I.!.!..{.! I!I. Tam tha Aaciimant e |

TAG DESCRIPTION

Creating and Customizing Tags
Click the + Add Tag button to design a new Power Tag.

1. Appearance & Theme
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Beautify your tags to make them easily recognizable at a glance:

¢ AddTag
APPEARANCE
BANK STATEMENT

Name

Bank Statement
Shape
() Round @ Rectangular
Theme

RULE

When this tag is applied, Do nothing

Never v update this tag automatically

LIFECYCLE PREVIEW

Today Future

Tagged as Bank Statement Tagged as Bank Statement

e Shape: Choose between a modern Round-cornered Pill or a classic Plain Rectangle.
e Theme: Select from an exhaustive list of ready-to-use color themes by clicking More, or use
the individual color pickers for Background, Border, and Text to match your organization’s

Theme

o |

CULE | VERIFIED | ARCHIVED | STABLE | i

| 1

When this t T [ ]

REVISION [ INDEXED |

1 I . —

| = 1 —

BT e DT

m [ PENDING | | DRAFT |

) | FINAL 1 LEGACY | ACTIVE |
branding. >day -

2. Rules (Assigning Capabilities)
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This section defines the "Power" of your tag. When a tag is applied to a document, it can trigger one
of the following actions:

RULE

When this tag is applied, Do nothing v

Do nothing
Share
Never v upd Generate atically

Extract
Archive

Delete

Today Future

Tagged as Bank Statement Tagged as Bank Statement

=

e Share: Automatically share the document with specific users or groups. Simply select Share
from the dropdown and add the desired recipients.

RULE

When this tag is applied, Share v

Never v update this tag automatically
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Generate: Used for template workflows to create pre-filled documents. You can set this to
occur once or on a recurring schedule (Daily, Weekend, Month-end).

RULE

When this tag is applied, Generate v

the documents at Month end ~ 11:59 PM Recurring

Immmediately
using EECEELIE Daily
Weekend
Never ¥ | Quarter end y automatically
Year end
Weekly on

Monthly on CLE PREVIEW
Yearly on

. Date

Today 30 Apr 2026 23:59 Future

Tagged as Bank Statement Generate the documents Tagged as Bank Statement

Extract (Al-Powered): Converts unstructured data (like images of visiting cards or receipts)
into structured database fields.

RULE

When this tag is applied, Extract ~

no field EEEEEEIZEE] from the document

Name

Field Name update this tag automatically
Type

Text v LIFECYCLE PREVIEW
Description

Field Description

Lo [ o]
oo [ e

Click Add Field to define what you want to capture (e.g., "Vendor Name").
Pro Tip: Provide a clear Description for each field. The better the description, the
more accurately the Al will identify and extract the data.

o Extracted data appears as document attributes in your main Document View, where
they can be sorted and searched.
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e Archive/Delete: Automate document lifecycles based on relative schedules.

RULE

When this tag is applied, Archive -

the document Weekly on v Sunday v 11:59 PM

Never v update this tag automatically

o Relative Scheduling: If you set a "Delete" action for "Year-end" and apply it in
March, the document will move to the Trash on December 31st.

o Note: The "Delete" action is a safety-first feature; documents move to the Trash for
the duration of your retention period rather than being permanently erased
immediately.

Tag Lifecycle & Workflow Chaining

Power Tags are designed to be chained together to create sophisticated, hands-free workflows. You
can configure a tag to Remove itself or Replace itself with another tag after a specific duration.

Remove tag “ automatically

at Month end W 11:59 PM

Replace tag with ~ + Select Tag

on Weekend ~ 11:59 PM

Example Workflow:

"Share this document with the legal team until the weekend, then archive it."

1. Apply a "Legal Share" tag configured to share with the Legal Group.
2. Set that tag's lifecycle to Replace with an "Auto-Archive" tag on the upcoming weekend.

Visual Understanding:
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e Lifecycle Graph: The system provides a graphical representation of the tag’s scheduled
path for total clarity.

Today 03 May 2026 23:59

Tagged as Bank Statement Delete the document

=3

e Action Icons: Each tag displays a small icon representing its primary power (e.g., a share
symbol or a trash can), allowing you to know exactly what a tag will do before you apply it.

Remove tag

Contuitive DMS comes preloaded with a variety of generic Power Tags, allowing you to begin
automating your document management the moment you on-board.
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Templating Engine: Professional Document
Automation

In a high-velocity corporate environment, consistency and speed are the pillars of productivity. The
manual "copy-paste" method is a relic of the past that invites human error and slows down
operations. Contuitive DMS transforms this workflow, replacing tedious clerical tasks with an
automated, Al-ready templating engine.

Core Benefits for Office Teams

Implementing a structured templating engine fundamentally changes how high-stakes paperwork is
handled.

e Elimination of "Copy-Paste" Errors: Contuitive DMS pulls data directly from your records
and injects it into designated placeholders. This ensures that a previous client’'s name or an
expired date never accidentally appears in a new contract.

e Radical Time Savings: Drafting a 10-page legal agreement that once took hours now takes
seconds. Employees simply provide the variables—names, dates, and figures—and the
engine renders the final document instantly.

e Brand & Formatting Consistency: Every document, from internal HR memos to external
vendor contracts, adheres to your specific fonts, logos, and margins. The layout is locked
within the master template, preventing accidental design "breaks."

e Centralized Placeholder Management: Update a company address or a legal clause in
one place, and every document generated from that point forward will reflect the current
information.

e Power Tag Integration: Unique to Contuitive DMS is the ability to trigger generation via
Power Tags. For example, applying a "Monthly Report" tag can automatically trigger the
engine to generate a pre-filled template on the last day of the month.

The "Bring Your Own Editor" Philosophy

Contuitive DMS redefines the user experience by allowing you to create templates in the software
you already use, such as Microsoft Word, Google Docs, or LibreOffice. There is no proprietary
editor to learn and no design restrictions.

How it Works: The Placeholder Syntax

Templates are standard .docx files containing dynamic fields. To create a field, wrap a name in
double curly braces: {{PLACEHOLDER_NAME}}. The engine honors all visual styles—bolding,
colors, and specific fonts—during generation.

Placeholder Definition Example Implementation
Type
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Text Standard alphanumeric {{CLIENT_NAME}}
data strings.
Image Dynamic logos, Picture Box with Alt-Text set to

signatures, or photos.

({USER_SIGNATURE}}
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To Whom It May Concern

This is o centify that {[EMP_NAME}) (rmp Code |[1p_cope) ) was o part of our orpanization
Contuitive Software  from  ([START_DATE}} i ([END_DATE)}. He worked as
|| DESIGNATION] | with us.

During this period, we found him o be sincere, lented and handworking. He has shown a greal
sense of achievement, wnd we wish him the best of leck for his fulure endeavors.

Thanking wou,

{{DIRECTOR_NAME] |

{Direcior R&D, Contuitive Software)

Email: cortacticontuitive_cam
Phome: D50- 1225005
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Document Generation Workflows

Once your template is uploaded, navigate to the Document Details view and click the options
(three dots) menu to choose your workflow.

G Download :

=b

t, Upload New Revision

Info = Generate Document

Generate Doc { )
REcenT ac = Generate Do ument (Bulk)

(= Archive

f:) Analyze Contant
8 hours ago

(:’) Generate Thumbna

m

hours ago

1. Single Document Generation

Best for bespoke agreements or one-off letters.

e Select Generate Document to open the data-entry interface.
e Fill in the values for the identified placeholders.

Generate Document - .
amplate: Training Certificat . y PDF DOCX Generate
Template: Training Certificate.docx

€

Document Data

»

{{LOGO}

{{LOGO} -

{{EMP_NAME}}

{{EMP_NAME]} T ine ot o (EMP NASMED (i o i

o) wan 2 par of o
START_DATE]} » {[END_DATE]). H

{{EMP_CODE}}

{{EMP_CODE}N

{{START_DATE}}

{{START_DATE}}

{{END_DATE}}

{{END_DATE}}

{{DESIGNATION}}

{{DESIGNATION}

e Preview the document live by clicking on the “Generate” button and download as a PDF or
DOCX.
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2. Bulk Generation (CSV-Powered)

Ideal for high-volume tasks like monthly invoicing or mass mailings.

e Prepare Data: Create a CSV file where the column headers exactly match your template's
placeholder names and upload the csv to Contuitive DMS.

4P DataEhcsv
il { (EMP_NAME}}, {{EMP_CODE}}, {{START_DATE}}, {{END_DATE}}, {{DESIGNATION}}, {{DIRECTOR_NAME}}
Reece,1001,01-01-2025,01-01-3025,Architect,Sino
Amber,1002,02-01-2025,01-01-3026,Engineer,Sino
4 Rex,1e03,03-01-2025,01-01-3027,Sr. Engineer,Sin

e Upload & Map: Select the CSV in the "Document Data" section.

Generate Document
Template: Training Certificate.docx

Document Data 1 /1 - + | la &y

Search documents...

s FDF DOCX Generate Generate Al

[«
i

»

Please select data file

44 Tags 1-10f1

Employee Data.csv

Added by dms_admin
sant of our organizaiicn
El}. He worked =

1 He has shown a great
leavors.

vq

© 2026 Contuitive Software
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e Process: Generate documents for specific rows or click Generate All to queue the entire
batch. Progress can be tracked in the Activities pane.

Generate Document

Template: Training Certificate.docx

Document Data X
File: Employee Data.csv Select File

{{LOGO}} {{EMP_NAME}} {{EMP_CODE}} {{START_DATE}} {{ENC

. PDF DOCX Generate Generate All

@ Reece 1001 01-01-2025 01-01

@ Amber 1002 02-01-2025 01-01

@ Rex 1003 03-01-2025 01-01

This s to centify that {[EMP_NAMEJ (=g
Camtuitiv [ISTART_D,
[{DESIC

During this period, we found him to be sincer
sense of chicvement, and we wish him the by

Thanking you,

|| DIRECTOR_NAME] |

4 G .y ] >

Intelligent Placeholder Management

While the system treats all {{}} markers as text by default, you can add System Logic by navigating
to the Placeholders tab in the left pane.

Placeholders

+ Add Placeholder 4 Types 1-20f2
r_n Employee Name — r_=~ Joining Date —
w'd [{EMPLOYEE_NAME}} u o puoininG paTen n

e Validation: Assign types like Number or Date/Time to ensure data integrity (e.g., preventing
text from being entered into a "Price" field).

e Default Values: Set global defaults so that if a field is left blank during generation, the
system automatically fills it with your preferred data (e.g., {OFFICE_LOCATION}} defaulting
to your main headquarters).

Safe Deletion Logic: There is no "hard-binding" between placeholders and templates.
If you delete a placeholder from the management list, your templates will not break; the
system will simply treat that marker as a plain-text field without validation.

Real-World Applications
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e Human Resources: Generate hundreds of tax forms, NDAs, or offer letters in minutes using
Bulk Generation.

e Legal Departments: Ensure every contract adheres to corporate styling while instantly
swapping party names and dates.

e Sales & Operations: Produce tailored quotes and invoices with dynamic product images
and pricing tables that meet your brand standards.

By combining the familiarity of professional word processors with a modern, Al-powered automation
engine, Contuitive DMS ensures every document leaving your desk is accurate, professional, and
perfectly formatted.

Automating Bulk Workflows with Power Tags & Templates

In Contuitive DMS, the synergy between Power Tags and the Templating Engine allows you to
move beyond manual document creation into full-scale automation. By combining these two
features, you can schedule the bulk generation of documents using external data sources like CSV
files.

Scheduled Bulk Generation: A Step-by-Step Guide

This workflow is ideal for recurring tasks such as monthly invoicing, quarterly reports, or scheduled
compliance certificates.

1. Prepare Your Data

Create a CSV file where the column headers exactly match the placeholder names used in your
.docx templates (e.g., {{CLIENT_NAME}}, {{DUE_DATE}}).

2. Configure the Power Tag
Navigate to Power Tags and click + Add Tag:

Action: Select the Generate action from the rules dropdown.

Data Source: Upload or select your prepared CSV file.

Schedule: Set the generation frequency. You can choose to run the task Once at a specific
time or set a Recurring schedule (e.g., Every Monday, Month-end, or Year-end).

RULE

When this tag is applied, Generate v

the documents at Month end v 5:00 PM Recurring

using Employee Data.csv Select File

Mever ™ update this tag automatically
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3. Apply and Automate

Apply this newly created Power Tag to your desired template document. Contuitive DMS will now
monitor the schedule and automatically generate the documents using the data provided in the CSV.

Advanced Automation Features
The Power Tag integration offers unique advantages designed for dynamic business environments:

e Always-Current Data: When you upload a New Revision of your data CSV, the Power Tag
automatically identifies it. The system will always pick the latest version of the file for the
next scheduled generation, ensuring your documents never use stale data.

e Cross-Template Reusability: You can apply the same "Generate" Power Tag to multiple
different templates. The engine is intelligent enough to only pick the placeholder values that
exist within each specific template. This allows you to maintain one master data file (like a
"Client List") and use it to power NDAs, Service Agreements, and Welcome Letters
simultaneously.

e Hands-Free Processing: Once the tag is applied and the schedule is set, the system
handles the heavy lifting in the background. You can track progress and download the output
files from the document’s Activities pane at your convenience.

Pro-Tip: Chain with Lifecycle Rules

To create an end-to-end automated pipeline, you can combine these "Generate" actions with
lifecycle rules. For example, you can set a tag to Generate a monthly report, and then Replace
itself with an Archive tag seven days later, keeping your dashboard clean and your records
compliant without a single manual click.

Office Integration: Contuitive DMS for Microsoft Word

Contuitive DMS provides a seamless integration with Microsoft Word Online, allowing you to
create, manage, and edit template documents directly within your browser. This integration
centralizes your document management by connecting Word's editing power with the DMS server's
storage and placeholder systems.

1. Getting Started: Activation and Authentication
The integration is powered by a dedicated task pane that acts as your gateway to the DMS server.

e Installation: Navigate to Contuitive DMS settings and download Add-in manifest
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@ Contuitive =
General Al Integrations
B Documents
Microsoft Office Integration
[A Photos 9
Download the Add-in manifest and sideload it in Word to see your Add-in in action.
b Power Tags For centralized deployment to users and groups within your organization please contact your Office 365 administrator.
¢ Placeholders &y Download Add-in Manifest
= Archived
g Trash
2 Users
£t Settings

Once downloaded, you have following options to install Add-in

Sideloading:
1. Open Word
2. Navigate to Upload My Add-in option under Home->Add-ins
3. Select the manifest file to load the add-in

Centralized Deployment (Admin Only):
Admins can push add-ins to all users in Microsoft 365.

Sign in to Microsoft 365 Admin Center

Go to Settings — Integrated Apps

Upload the manifest

Assign deployment to users, groups

Add-in appears automatically in Word for assigned users

akrwd-~

Activation: To enable the Add-in, you must first create a new document or open an existing
file within OneDrive.

Opening the Workspace: Navigate to the Home tab and locate the Contuitive group. Click
the Workspace button to launch the task pane.

Fle Home Insert Layout References Review View Help Table Design Table Layout  Script Lab (J Comments  “~ Catchup ¢ Editing v

im] Book AntiquaBo.. v 16 v A' AV A% = . Q. find & f EE) G
Heading1 | . . e

Paste T U ab Xo X2 Abv 'y v A v  Paragraph Book Antiaua, 16 e Dictate | Editor = Add-ins | Workspace

. B v

P> Select v v v
Clipboard Font ~ Styles ~ Editing Voice Proofing | Add-ins Contuitive
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e Sign-In: If prompted, enter your credentials on the Sign In screen to securely link your Word
session to the DMS server.

Q. Find 0 [2g)
99 9 ) . 5135 15))
j Normal No Spacing Headmg 1 . & Replace hd @
Oy v Aptos, 12 Aptes, 12 Aptos Display, 20 © Dictate Editor Add-ins | Workspace

[~ Select ~ v v
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2. Creating New Templates

Building a template involves drafting content and mapping it to system data using placeholders.
1. Draft Content: Create a new document in Word Online and add your desired text and

layout.

2. Insert Placeholders: Browse the list of available system markers in the task pane. You can
directly insert these into your document by clicking the Insert icon next to a placeholder.
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3. Initial Upload: If the document is not yet on the server, the task pane will display an
"Unsaved document" alert. Click Upload to bring up the metadata screen where you can set
the document name, dates, and tags.
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4. Save Options: When ready, you can choose to Upload New Revision to update an existing
file or Upload New to create a separate entry on the server. You can also save ratings, tags
and notes along with the document.

© Contuitive Software Contuitive DMS Guide



61

Contuitive e X

Q G a6 ©
28 Apr 2026 10:13 PM

TAGS

No tags added

+ Add Tag

RATING

NOTES

Notes

Upload New Revision Upload New Cancel

© 2026 Contuitive Software v

D] - —e

+ 100% L2 Fit Give Feedback to Microsoft

3. Editing and Lifecycle Management

The Add-in maintains a persistent link between your OneDrive copy and the version stored on the
DMS server.

Browsing the Server

To work on an existing template, click the Search button in the task pane to view all available
documents on the server. Selecting a document and clicking Open will generate a new OneDrive
document in a new window, populated with the latest server content.
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Browse for the desired document and select it.
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Click the “Open” button to open it for editing. Clicking Open will generate a new OneDrive
document in a new window, populated with the latest content from the template stored on the

© Contuitive Software Contuitive DMS Guide



63

server.
Q Find 0 / [=I=)! (09
q Norma No Snaring 4 o0/ G
Normal No Spacing & Replace
v e Rep Dictate Editor | Add-ins | Workspace
[> Select v v v
Editing Woice Proofing Add-ins Contuitive hd
Contuitive e X
&« @ Invite.docx @ Open oy Download

Added by dms_admin e 29 Apr 2026 08:43 AM e v1.0

Info Al Version

Activities

RECENT ACTIVITIES

(© Generate Thumbnail
1minute ago

(® Analyze Content
1minute ago

© 2026 Contuitive Software

- =—— 1 100% (1 Fit Give Feedback to Microsoft

Syncing Changes

e Version Tracking: The system automatically tracks versioning (e.g., transitioning from v1.0
to v2.0) as you upload changes.

e Persistent Link: Once you have finished editing and saved your changes to the server, you
can safely close the document. You may delete your local OneDrive copy or keep it;

reopening that specific file later and clicking upload will still update the correct corresponding
document on the server.

4. Managing Placeholders

The Add-in dashboard provides a clear overview of both All available placeholders and those
currently Used in your document.

© Contuitive Software Contuitive DMS Guide



File Home Insert layout References Review View Help

(u) 0 oy Consolas Bold 12 A A A = = =, = = ,7 q q Normal No Spacing
Paste T U ahX X AbvY v & v = = = Zesze@d v O v Aptos, 12 Aptos, 12
Clipboard Font Paragraph ] Styles.
& Navigation
Headings Find Replace
o Name x ¥ To: {{NAME}} ©

Result 10f 1 From: {{ADDRESS}}

To: {{NAME}} From: {{ADDRESS}} Subject:
Exciting New Product Release Dear
Customer, We are

Subject: Exciting New Product Release

Dear Customer,

We are thrilled to announce the launch of our latest product, the
Contuitive DMS. Designed with cutting-edge technology, DMS brings
seamless connectivity, enhanced performance, and user-friendly
features to simplify your everyday tasks.

Key highlights include:
- Faster processing speeds for improved efficiency
- Intuitive interface for effortless navigation

- Advanced security features to protect your data
- sleek, modern design to complement any workspace

Page 1 of 1 10f107words English (US) Editor Suggestions: Showing

64

Ocommens || v Canup | & g
i o e £ B G
Heading 1 & Repl
<. Replace
Aptos Disolay, 20 Dictate | Editor | Add-ins | Workspace
P> Select v N M
egiting Voce | Proofing | Add-ins | Contuitve v
Contuitive e X
a
A copy of this document is already saved. Click Upload tosync X
your latest changes to the server.
Placeholders ALL  USED
Add i
+ 3013
Placeholder Types
rn Address -
7]
L'J  {{ADDRESSH ozw
Logo -
A Goy oz
v
b|]- —e + 100% D2 Fit Give Feedback to Microsoft

e Text Placeholders: To locate specific text-based placeholders (like {NAME}}), use Microsoft

Word’s standard Find (Ctrl+F) feature.

e Image Placeholders: To identify which system placeholder is controlling a specific image,
right-click the image and check its Alt Text. If the Alt Text matches a placeholder tag (e.g.,
{{LOGQO}}), the DMS will treat that image as a dynamic field.

Flexibility by Design: Using Contuitive DMS Without the Add-in

While the Contuitive Office Add-in is a powerful "wingman" for your workflow, it is by no means a
mandatory requirement. It is an optional tool designed primarily to enhance your user experience,
but the core functionality of the DMS remains fully accessible even without it.

Manual Placeholder Management

You have full creative control over your documents without needing to install a single piece of
software. You can bridge the gap between your text and your data using simple, manual methods:

e The {{}} Syntax: Create your own placeholders on the fly by wrapping the field name in

double curly braces (e.g., {{CLIENT_NAME}}).

e Copy-Paste Efficiency: To ensure total accuracy, you can find the exact placeholder names
within the Contuitive Web Interface, copy them, and paste them directly into your Word

document.

e Universal Compatibility: Since the system relies on standard text strings, you can draft
your templates in any environment that supports .docx files.

Transparent and Robust Logic

The DMS is built on the principle of simplicity. It doesn't rely on "black box" algorithms or proprietary

hidden metadata that could clutter your files:

e Identifier Matching: Contuitive DMS identifies and maps placeholders based strictly on their

names.
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Straightforward Processing: As long as the server sees a name that matches your system
configuration, it will process the field correctly.

No Hidden Complexity: There is no complex logic under the hood; the system looks for the
name, finds it, and fills it.
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User and Access Control

User and Access Control

Contuitive DMS features a robust multi-user system designed for security and audit compliance.
Administrators can manage users, assign specific roles, and control system access with granular
precision.

Accessing User Management

To manage your team, navigate to the Admin section in the left sidebar and click on Users. Here
you will find three primary tabs:

@ Contuitive = (CRNAR -+ Upioad
{0 Dashboard
Users Roles Groups

B Documents + Add User

USER ID NAME ROLE STATUS ACTIVITY
© P

2 admin Admin Active D

ers

S Archived ,Q\ dms_admin dms_admin Admin Active [ online | 2
& Tras

,9\ dmsuserl DMS User 1 User Disabled [ otfiine | 2 &
A Users
£ s g

e Users: View, edit, and manage individual accounts.
e Roles: Create and configure permission sets.
e Groups: Organize users for easier document sharing.

Managing Roles

Roles determine exactly what a user can see and do within the system. Contuitive DMS provides
both pre-configured roles and the ability to define custom ones.
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Inbuilt Roles
Role Description
Admin [Full system control, including user management, settings, and license

configuration.

User Standard access. Users can upload and manage their own documents or those
shared with them.
Guest [Read-only access. Guests can view shared documents but cannot upload, edit,

or delete content.

Custom Roles

Beyond the standard presets, you can create Custom Roles to fit your specific workflow. By clicking
on the Roles tab, you can define new roles with filtered privileges. This allows you to grant
granular permissions—such as allowing a user to delete documents but not manage users, or giving
them access to specific administrative settings without full "Admin" rights.

Adding a New User
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1. Navigate to the Users tab and click the + Add User button.

< Add User

User Id

User Id

Name

User Name

Role
Admin ~

Standard user role. Can manage own or shared
documents.

Password

Passward ®

Confirm Password

Confirm New Password hod
3

2. User Id (Critical): Enter a unique ID.

Audit Compliance: To maintain a permanent audit trail, the User Id persists in the
system forever. It cannot be modified after creation, and it cannot be reused even if
the original user is deleted.

3. Name & Role: Enter the user’s display name and select their role from the dropdown
(including any Custom Roles you have created).

4. Password: Create and confirm a secure password.

5. Click Save.

Updating and Disabling Users

To modify an existing account, click the Edit (pencil) icon in the user’s row.

,Q\ dmsuser1 DMS User 1 User Active [ offiine | @
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e Modifiable Fields: You may update the Name, Role, and Password. Note that the User Id
remains locked for compliance.

e Disabling Access: Change the Status to Disabled to temporarily revoke all access. This is
useful for seasonal staff or during security reviews.

e Security Authentication: To save any changes, you must enter your own administrator
password in the Authenticate field.

Changing Passwords

Administrators can reset passwords by clicking the Update Password section within the edit dialog.
This is particularly helpful if a user is locked out or has forgotten their credentials.

Authenticate

.......... ®
Update Password /\
MNew Password

Mew Password for dmsuser )
Confirm Password

Confirmn Mew Password ®

=

Deleting and Restoring Users

Contuitive DMS utilizes a multi-stage deletion process to protect your data.

1. Deletion: Click the Delete (red trash) icon. The user is immediately archived and blocked
from logging in.
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,Q\ dmsuser DMS User1 User Active offline &

Do you want to delete this user?

Please note that the user will be archived immediately
and all the data associated with this user will be
queued for purge.

2. The Purge Window: All associated data is queued for a 15-day purge.

Deleti heduled on 09 May 2026
’Q\ R DMS User 1 User eletion sc emL:;G ;; ay G

3. Restoration: If a user was deleted in error, click the Restore (blue clock) icon within the
15-day window. This cancels the purge and reactivates the account instantly.

Once the 15-day window expires, the data is permanently removed, though the User Id remains
reserved in the system’s history to maintain the integrity of the audit logs.
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Contuitive DMS utilizes a granular Role-Based Access Control (RBAC) system. Roles allow
administrators to define exactly which resources a user can access and what actions (Create,

Update, Delete) they can perform.

Accessing Roles

To manage permissions, navigate to Admin > Users and select the Roles tab. This view displays
all existing roles, their descriptions, and management options.

Users Roles Groups

+ Add Role

NAME

A\ System

2L Admin

A User

2L Guest

Inbuilt Roles

1-4of4

DESCRIPTION

Systern role for internal operations.

Administrator role. Has all permissions.

Standard user role. Can manage own or shared documents.

Guest user with limited access. Can view shared documents.

The system includes four pre-defined roles that cover standard organizational needs:

Role Description

System |Reserved for internal system operations.

Admin  |Full access to all features, including system settings and licensing.

User Standard access to manage personal and shared documents.
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Guest Read-only access; can view shared documents but cannot modify any data.

Creating Custom Roles

For organizations with specific compliance or workflow requirements, you can create custom roles

with tailored privileges.
1. Click the Add Role button.

¢~ AddRole

Name

Role Name

Description

Role Description

Permissions

User Management

View user details

Create or update users

»

Remove users from the system

Role Management

View role details

Create or update roles

Remove roles from the system

2. Enter a Role Name and a brief Description.

3. Configure Privileges: Use the checkbox matrix to assign Create, Update, and Delete

permissions for the following categories:

User Management: Control who can add or modify user accounts.

o O O O

Role Management: Control who can define system permissions.

Group Management: Manage user clusters and departmental access.
Document Management: Define who can upload, edit, or remove files.
Tag Management: Manage the organizational metadata used for filtering.

o Placeholder Management: Control system-level document placeholders.

4. Click Save.

Modifying and Deleting Roles
Updating a Role
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To change the permissions of an existing role, click the Edit (pencil) icon. In the Update Role
dialog, you can rename the role or adjust the privilege checkboxes. Changes take effect for all
assigned users immediately upon saving.

2\ Custom Role Custom Role

&
&

Deleting a Role

To remove a role, click the Delete (red trash) icon and confirm the action.

Security Safeguard: When a role is deleted, any users currently assigned to that role
are automatically reassigned to the Guest role. This ensures that users do not retain
elevated permissions and are moved to a "safe," read-only state.

Administrative Restrictions

To maintain system stability and security, certain high-level resources are excluded from the custom
role matrix:

e License Management
e System Settings

Access to these resources is strictly reserved for users with the Admin role to prevent accidental
misconfiguration of the server or licensing status.
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Groups Management

Contuitive DMS allows you to organize users into groups to streamline collaboration. The primary
purpose of groups is to simplify document sharing by allowing you to grant access to multiple users
simultaneously rather than individually.

Accessing Groups

To manage your organization's groups, navigate to the Admin section in the left sidebar, click on
Users, and select the Groups tab.

Users Roles Groups

+ Add Group 1-20f2

NAME DESCRIPTION MEMBERS

24 Everyone Allusers
2L Business Promoters Business Fromoters 1Member 2

The "Everyone" Group

Contuitive DMS includes a built-in special group named Everyone. This group automatically
includes every user registered in the system. Sharing a document with this group ensures it is
accessible to all current and future users.

Managing Groups
Creating a New Group

1. Click the + Add Group button.
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2. In the Add Group dialog:

< Add Group

Mame

Business Team

Description

Business Team Members

Members
Search users..
Admin
dms_admin
DMS User 1 (dmsuserl)

o Group Name: Enter a unique and identifiable name (e.g., "Finance Team" or "Project
Alpha").
o Description: Provide a brief overview of the group’s purpose.
3. Member Selection: You will see a list of all available users. Check the checkboxes next to
the users you wish to include in this group.
4. Click Save.

Updating a Group
To modify a group’s details or membership:

1. Locate the group in the list and click the Edit (pencil) icon.

NAME DESCRIPTION MEMBERS
’Q\k Business Team Business Tearn Members 2 Members &

2. In the Update Group dialog, you can change the name, description, or toggle member
checkboxes to add or remove users.
3. Click Save to apply the changes.

Deleting a Group
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1. Click the Delete (red trash) icon in the row of the group you wish to remove.
2. Confirm the deletion in the prompt.
3. Note: Deleting a group does not delete the individual user accounts; it only
removes the grouping used for sharing and permissions.

Future Workflows

While currently focused on efficient document sharing, the Group's infrastructure in Contuitive DMS
is designed to support more complex automated workflows and permission hierarchies in future
updates.
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Settings

The Settings view allows you to customize the behavior of Contuitive DMS and integrate Al
capabilities into your document workflows. To manage these configurations, navigate to the
Settings tab in the left side pane.

General Settings

General settings define the core operational logic of the system, from data retention to Al-driven
feature assignments.

@ Contuitive =

{) Dashboard

General A
B Documents Document Retention

Specifies how many days deleted documents are retained before permanent remaval
(N Photos

15 (]

© PowerTags

Summarization

Specifies the Al profile used for generating docurnent summary

% Placeholders
. MNone v Z
(2 Archived
]il T Image Recognition
) Specifies the Al profile used for identifying objects in images
Default Inbuilt Al Profile ~ &
M/ Uasels
Data Extraction
Q Settings Specifies the Al profile used to extract information from documents
: None v &
@ License

f":'l dms_admin
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e Document Retention:
o Determines the number of days a document remains in the Trash before being
permanently purged.
Default: 15 days.
Manual Control: Users can manually empty the trash or permanently delete specific
files at any time.
o Configuration: Click Edit to update the retention period. The countdown begins the
moment a document is deleted.
e Summarization:
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o Enables single-click document summaries for quick reference. Contuitive DMS
follows a "Bring Your Own Al" philosophy, ensuring your data remains under your
control. Once an Al profile is configured (see Al Settings), select it here to power your
summarization workflows.

e Image Recognition:

o Harnesses Al to generate smart captions for uploaded images. This enables

context-aware and natural language searching within your photo and image library.
e Data Extraction:

o Transforms Contuitive DMS into a structured data management solution. For
example, it can extract names, phone numbers, and addresses from visiting cards
into organized fields. Extracted data can be utilized in custom workflows or exported
in CSV format. Select your preferred Al profile to automate this extraction. (More
details in “Power Tags” section)

Al Settings

Contuitive DMS is a flexible, Al-pluggable system designed for your "Freedom and Data Privacy".
By supporting both cloud-based and local models, it ensures that your document journey remains
private yet powerful and future-proof.

General Al

+ Add Profile

NAME PROVIDER MODEL

Default Inbuilt Al Profile inbuilt default-inbuilt-mode

Supported Providers

e Cloud Services: Integration with OpenAl, Google Gemini, and Anthropic Claude.
e Local Models: Integration with Ollama, allowing you to run models locally on your own
hardware for maximum data sovereignty.

Managing Al Profiles

All configured Al services are listed under the Al settings tab.
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1. Creating a Profile: Click Add Profile.

¢ Add Al Profile

Name

Profile Name

Provider

Google Gemini ~
Google's Gemini Al models
Maodel Name

Model Name

APl Key

APl Key ®

Provide your Google Al APl key to use Gemini models

Name: Give the profile a descriptive title (e.g., "Fast Summarizer").

Provider: Select the provider (e.g., OpenAl, Ollama).

Cloud Config: Provide the specific Model Name (e.g., gpt-40) and your APl Key
obtained from the provider.
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o Local (Ollama) Config: Provide the Base URL and the Model Name as configured
on your local server.

MName

Gemmad on Ollama

Provider

Ollama w
Self-hosted and locally-running open-source LLMs via Ollama
Base URL

http://192.168.1.20:11434

Model Name

gemma-4-31 I:n-iﬂ

2. Updating a Profile: Click the Edit icon on any profile row to modify the API keys, model
names, or provider settings.
3. Deleting a Profile: Click the Delete icon to remove a profile.

Recommendation: Choosing the Right Model

Al service providers offer a vast array of models with varying capabilities. For optimal
results, it is recommended to choose models specifically optimized for your intended
task:

e High-reasoning models for complex Data Extraction.
e Vision-capable models for Image Recognition.
e Fast/efficient models for Summarization.

Using an inappropriate model may result in low-quality output or errors. Always refer to
the official documentation of your chosen Al provider for model-specific strengths.
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