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Navigate to Document Upload Screen

fi". I\ Libraries

» Documents [ save Bookmark R

I

After logging in to ThoughtTrace, navigate to the Uploads
page to begin.

NOTE: You may not see the upload option if your
administrator has not granted you permission to upload in at
least one security group.

Import Documents for Upload

To begin, click “Add Files” or click/drag files into gray upload area

| aoDFILES |

Upload Files @ asgusrfis pace

ADD FILES Limit upload size to 1GB per file
DOCUMENT IDENTIFICATION

Do your files contain more than one document?

SECURITY LABEL
Default Access

( E FACTS
T [ @FacT |

Drag files here to upload

Please add files and select an option above
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3  Document Identification

Upload Files @ asour s pace

ADD FILES imit upload size to 1GB p

DOCUMENT IDENTIFICATION

Do your files contain more than one document?

DOCUMENT IDENTIFICATION

Is it a discrete document, or does it
need to be split into its individual
parts?

DOCUMENT IDENTIFICATION

Do your files contain more than one document?

Uploading a single document? Do your files contain more than one document?
“Use ThoughtTrace Al” to detect the o
= document type, or select type from
the drop-down menu
What type of documents are you uploading? Nc: problem! LhoufhtTracZ Al will magically /i
. . split-apart & identify your documents.
=il olocls Uploading multiple documents? /
f you don't know your Document Types, keep i - ThoughtTrace Al will automatically SECURITY LABEL
the current selection and ThoughtTrace Al wil V4 Default Access
try to identify them detect document types
TAGS
SECURITY LABEL .
Default Access I &‘
TAGS FACTS
oac | Does the document(s) belong in a C==)
ifi i ?
FacTs specific security group?
[ @Fact |

Add Metadata

Q| Once you have added all the desired Facts and Tags you
can hit the “UPLOAD” button to begin!

Q = Assigned To 0
GP-Demo #a Business Unit

- 200Mb Maximum file size

= Deducts Code - No file type restriction, but only image files
Packet-Deme can be classified and extracted from
ROW-Demo =1 Expiration Date - Non-Image files can be downloaded but not
=Gl viewed
o s aa Lessor

# Operative Royalty on Gas

= Pugh Clause Provision Review

CANCEL APPLY
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