Parse - How to Create a Project and Upload
Different Documents

Learn how to efficiently manage your project workflow by setting up new projects and
uploading various document types in Pivotly. This guide covers the essential steps for
configuring document details, selecting scopes, and submitting your files for
automatic analysis.

Project Initialization

1 Navigate to https://pivotly.com/parse

[ Welcome to Pivotly Parse

Lorem Ipsum is simply dummy text of the printing and typesetting industry.

Q <+ NEW PROJECT
A A A

GOoOoD FIT GOooD FIT GOOD FIT
chadtesting 6/2 Test Quantity dev test 2nd june
06/02/2026, 0535 PM 06/02/2026, 07:32 AM 06/01/2026,11:25 PM

1doe 7 does 5does
@ rep @ rrP @ rre
Quote 9 Quote o Quote
Spec Book £ specBook @ specBook
€) Tech Drawings @ Tech Drawings ) Tech Drawings

N - O

GOoOoD FIT GOooD FIT GOOD FIT
Extraction Testing dev test 3 Test Full app 2
06/01/2026, 07:28 AM 06/01/2026, 05:52 AM 06/01/2026, 04:40 AM

6docs. 1 doc Bdocs
O rep O rrp @ rre
Quote Quote Quote
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https://dev.pivotly.com/parse

2  Click "New Project"

— ™ ety ti Danielle Guruge
= (B ABC company )
h\‘ Parse o ligminanat danielle guruge@pivotly.com

) Welcome to Pivotly Parse

Lorem Ipsum is simply dummy text of the printing and typesetting industry.

Q

arch for your pre

‘GOOD FIT GOOD FIT GOOD FIT
chadtesting 6/2 Test Quantity dev test 2nd june
06/02/2026, 05:35 PM 06/02/2026,07:32 AM 06/01/2026, 11:25 PM

1 doc 7 docs 5docs

@ rep @ wrr @ rre
© auote @ auote ® auote

) specBook € SpecBook @ specBook

€ Tech Drawings @ TechDrawings € Tech Drawings
GOOD FIT GOOD FIT GOOD FIT

Extraction Testing devtest3 Test Full app 2

06/01/2026, 07:28 AM 06/01/2026,05:52 AM 06/01/2026, 04:40 AM
6docs 1doc 8docs

3  Type the name of your project into the Project Name field

Create New Project

<+ ADD CUSTOM FIELD CREATE PROJECT »
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4  Type the name of your client or business into the Client Name field

Create New Project

Enter Your Project Name *

[Tesl

Ol gl N

{E'wlw lient Name )

<+ ADD CUSTOM FIELD CREATE PROJECT >

5  Click "Create Project"

Create New Project

Enter Your Project Name

Test

Client Name *

[ Test|

+ ADD CUSTOM FIELD CREATE PROJECT >
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6  Select the newly created project
= 2B moy
- . Parse

0 Welcome to Pivotly Parse

Lorem Ipsum is simply dummy text of the printing and typesetting industry.

Q s

/A Goop FIT

Test chadtesting 6/2

06/03/2026,02:44 PM

0 does 1 doe

O rep [l
© auote

Q Spec Book
€) Tech Drawings

600D FIT

dev test 2nd june
06/01/2026,11:25 P

5 does 6 does

Document Configuration

7 Click "Upload New Documents"

06/02/2026, 05:35 PM

@ auote
© specBook
€ Tech Drawings

GooD FIT

Extraction Testing
06/01/2026, 07-28 AM

o ki M comingsoon = Coming Sosn N\ coming Seon
. " g —_—

Project Title: Test ~ e Re-evaluate Bid Status 2 NiA

Client Name: Test

Submission Date: Bid Cost Bid Margin

Coming Soon Coming Soon

Input Documents

No documents for this project yet.

Coming Soon

Output Documents

-+ UPLOAD NEW ROCUMENTS
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v

— Danielle Guruge
( [y A8C Company |

danielle guruge@pivetly.com

600D FIT

Test Quantity
06/02/2026, 07:32 AM

7docs.

@ rFP

@ auoe

Q Spec Book
@ Tech Drawings

GOOD FIT
devtest3
06/01/2026, 05:52 AM

1doc

P Coming soon

Project Al Chat

MNo documents in this project yet.

Upload a docur chatting with the

0does

y enable chat

Upload a documen



8  Click the upload area to select a document

Upload Document

Please 4 Your Document Here

| we wilfutomatically Batract & Analyze The Version

Extract & Analyze D

O RFP

O Qquote

(O specBook
O Tech Drawings

SUBMIT

9 Based on the document you are uploading, type in the name of the document

Upload Document

Army CSS.pdf

O rep
O Quote

(O specBook

(O Tech Drawings
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If the document is an RFP type document or a text based document. Select "RFP"
as the document type

10

Upload Document

Army CSS.pdf

Dacument Title,

[ Test RFF|

tically Extract & Analyze Document

(O specBook

(O Tech Drawings

SUBMIT

11 You can select just the page range that you want to have the AI analysis
performed on. If you only want to have a section of the document of a large

document you may get more refined results.
Upload Document

Army CSS.pdf

Decument Title

Test RFP
Automatically Extract & Analyze Document

@ FRFP
O Quote

O specBock

(O Tech Drawings

Scope Selection

& Full Scope

(O Favorite Scope

SUBMIT
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If you select "Full Scope" you will get all of the results for the Al analysis. This may
be a lot of results, especially for larger documents. To perform a smaller Al
analysis or to just pick the items you need, select "Favorite Scope"

12

Upload Document

Army CSS.pdf

Document Title

Test RFP

Automatically Extract & Analyze Document

@ rep
O Quote
(O specBook

(O Tech Drawings

Scope Selection

olite Scope

SUBMIT

Upload Document

(O Tech Drawings

Scope Selection page 1 - 75

O Full Scope

Favorite Scope
P

(O Scope Analysis oz A
£ summary O Tables
pjeted Findings o5 A
cohsistencies O Project Risks O Missing Information
(O Critical Issues (O Summarize in List
O KeyFacts 013 A
O All Financial Occurrences ) All Insurance Oceurrences © All Date Occurrences
(O Allinvolved Parties (O All Contacts/Addresses/Phones/Emails (O All Notices/Notes or Emphasized info
(O All Deliverables (O All Meetings/Specifications O All Permits
(©) Regional Information or Location of Project () Term/Expiration of Document gy Comants List (n axtactionof aach saction o
that it navigates)
(O SLA Callouts
(O Identification of Important Topics 010 A
(O Regulations/Compliance (O Variations (Materials options) (O Reporting
O Legal O Contracts (O Verbatim Clauses
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13

From the Favorite Scope screen you are able to configure the results that will be
presented to you. You can select as many or as few as you need depending on the

document.

Upload Document

(O Tech Drawings

Scope Selection

Full Scope
O P

@ Favorite Scope
(O Scope Analysis

O summary

@ Interpreted Findings

@ Inconsistencies

@ Critical Issues

O Key Facts

O Allinvolved Parties

(O All Deliverables

(O All Financial Occurrences

(O Tables

& Project Risks

Summarize in List

(O AllInsurance Oceurrences

page 1 - 76

515 A

@ Missing Information

013 A

(O All Date Occurrences

O Anc

(O All Meetings/Specifications

O Al Noti or ized info
O All Permits

Contents List (an extraction of each section so

(O Regional Information or Location of Project , g
that it navigates)

(O Term/Expiration of Document

O StAcallouts

(O Identification of Important Topics 010 A

(O Regulations/Compliance O Variations (Materials options)

O Legal (O Contracts

(O Reporting
(O Verbatim Clauses

You are able to select either the whole category, multiple items under one
category or even just one item under the category.

Scope Selection page 1 - 75
(O Full Scope
& Favorite Scope
(O Scope Analysis oz v
@ Interpreted Findings 55 A
@ Inconsistencies & Project Risks & Missing Information
@ Critical Issues & Summarize in List
(O Key Facts 013 A~

(1) All Financial Occurrences O All Insurance Occurrences (O All Date Occurrences

O All Contacts/Addresses/Phones/Emails Q All Notices/Notes or Emphasized info
O All Meetings/Specifications O All Permits

o Contents List (an extraction of each section so

) Term/Expiration of Document 2 g
that it navigates)

(O SLA Callouts

(O Identification of Important Topics 010 A

(O Regulations/Compliance (O Variations (Materials options)
QO Legal (O Contracts

(O Material Sourcing

(O Reporting
(O Verbatim Clauses
(O Trades (Flooring, Roofing, Framing) O Performance Factors (Thermal, Ratings)

(O bemolition Analysis

O Quantitative Analysis oz A

(O Materials and Specification (O Quantities
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15 The context dropdown allows you to decide on the persona that the Al will be
using when it is analyzing your document. You can select the persona that would
make the most sense for your document.

O Scope Analysis 2 v
@ Interpreted Findings S5 A
@ Inconsistencies & Project Risks & Missing Information

@) Critical Issues @ Summarize in List

& KeyFacts 213 A~
(O AllFinancial Occurrences O All Insurance Occurrences & All Date Occurrences

O Allinvolved Parties ) All Contacts/Addresses/Phones/Emails (O All Notices/Notes or Emphasized info

@ All Deliverables O All Meetings/Specifications O All Permits

Contents List (an extraction of each section so

(O Regional Information or Location of Project O Term/Expiration of Document O that it navigates)

(O SLA Callouts

& Identification of Important Topics 1Mo A
(O Regulations/Compliance (O Variations (Materials options) O Reporting

@ Legal (O Contracts (O Verbatim Clauses

(O Material Sourcing (D Trades (Flooring, Roofing, Framing) (O Performance Factors (Thermal, Ratings)

(O Demolition Analysis

& Quantitative Analysis 72 A
& Materials and Specification @ Quantities

Context

Engineer -

O Scope Analysis oz v
@ Interpreted Findings 55 A
@ Inconsistencies & Project Risks & Missing information
@ Critical Issues @ Summarize in List
@ KeyFacts 213 A
O All Financial Occurrences O All Insurance Occurrences All Date Occurrences
O Allinvolved Parties O All Contacts/Addresses/Phones/Emails (O All Notices/Notes or Emphasized info
@ All Deliverables O All Meetings/Specifications O All Permits

Contents List (an extraction of each section so
(O Regional Information or Location of Project (O Term/Expiration of Document O S 0 i = :

that it navigates)
(O sLACallouts
& Identification of Important Topics Mo A
(O Regulations/Compliance ) Variations (Materials options) (O Reporting
@ Legal (O Contracts (O Verbatim Clauses
(O Material Sourcing (D Trades (Flooring, Roofing, Framing) (O Performance Factors (Thermal, Ratings)

(O Demolition Analysis

& Quantitative Analysis 7 A
& Mate ification & Quantities

Mana

Estim;

Engineer

‘ Legal '
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16

be ready for you to view once it is completed.

(O Scope Analysis

@& Interpreted Findings

& Inconsistencies

@ Critical Issues

@ KeyFacts

(O All Financial Occurrences
O Allinvolved Parties

@ All Deliverables
(O Regional Information or Location of Project

O SLA Callouts

& Identification of Important Topics

(O Regulations/Compliance
@ Legal

(O Material Sourcing

(O Demolition Analysis

& Quantitative Analysis

@ Materials and Specification

Context

& Project Risks

@ Summarize in List

O All Insurance Occurrences
() All Contacts/Addresses/Phones/Emails
(O All Meetings/Specifications

O Term/Expiration of Document

(O Variations (Materials options)
(O Contracts

(O Trades (Flooring, Roofing, Framing)

@ Quantities

Click "Submit" - This document will now automatically process and the results will

2 v

55 A

& Missing Information

213 A

& All Date Occurrences
() All Notices/Notes or Emphasized info

(O All Permits

o Contents List (an extraction of each section so
that it navigates)

RIILEPN

(O Reporting
(O Verbatim Clauses

(O Performance Factors (Thermal, Ratings)

27 A

[Manager

17

New Document" button.

o rroject uverniew o
b 8 W coming Soon

Project Title: Test ~
Client Name: Test
Submission Date: Bid

Coming Soon Coming Soon

Input Documents

Test RFP
tHums  Last Update: 06/03/2026, 02:45 PM

PoF @) Created

Coming Seon N Coming Soon

(" Re-evaluate Bid Status ) wia
L %,

Bid Margin:

Coming Soon

Output Documents

Analyze Document

+ UPLOAD NEW DOCUMENTS

To upload another document to your bid package, you can click on the "Upload

[ J—

™ Coming Soon

Project Al Chat

Ask questions

Multiple Document Uploads

Made with Scribe - https://scribehow.com

project. Mention a document by title t
>

1 doc

Ask about all 1 dac in this project.

10



18 Click the upload area to select a document

Upload Document

ad Your Document Here
tract & Analyze The Version

Extract & Analyze D

O RFP
O Qquote
(O specBook

(O Tech Drawings

SUBMIT

19 Type the name of the document

Upload Document

2026.02.17 - Wondr Nation_Telecom Progress for Review 1_1-3.pdf
0%

Autematically Extract & Analyze Document

O reP
QO auote
(O SpecBook

(O Tech Drawings

SUBMIT

Made with Scribe - https://scribehow.com
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20 Select "Tech Drawings" as the document type

Upload Document

2026.02.17 - Wondr Nation_Telecom Progress for Review 1_1-3.pdf
0%

Dacument Title,

[ Test Drawing|

Automatically Extract & Analyze Document

21 For tech drawings, you are able to select dynamic objects (symbols, shapes,
fixtures), Materials List (materials and quantities), or Room Detection.

Upload Document

2026.02.17 - Wondr Nation_Telecom Progress for Review 1_1-3.pdf
0%

Dacument Title

Test Drawing

Automatically Extract & Analyze Document

O RFP
O Quote

(O specBook
& Tech Drawings

Tech Drawing Specs CUSTOM OVERRIDE

® Dynamic Objects

SUBMIT

Made with Scribe - https://scribehow.com
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22 Click "Submit"

Upload Document

2026.02.17 - Wondr Nation_Telecom Progress for Review 1_1-3.pdf
0%

Dacument Title

Test Drawing

Automatically Extract & Analyze Document

O RFP

O Quote

(O specBook
& Tech Drawings

CUSTOM OVERRIDE

Tech Drawing Specs

& Dynamic Objects
& Material List

(O Room Detection

23 To add another document to the project, you will click "Upload New Documents)

Ry e MW Coming Soon = comingSosn N Coming Seon W comingsoon ™ Coming Soon
N - et Project Al Chat
Project Title: Test ~ ( Re-evaluate Bid Status ) wia 2 rol
Client Name: Test
Submission Date: Bid Cost 8id Margin:
Coming Soon Coming Soon Coming Soon
Input Documents Qutput Documents
Ask questions across every document and version in this
Test RFP project. Mention a dacument by title to focus the answer
tuume  LastUpdate: 06/03/2026, 02:45 PM Analyze Document 3 !
PoF @ Created
Test Drawing
tuume  Last Update: 06/03/2026, 02:51 PM Analyze Document >
PoF (@ created
+ UNLOAD NEW DOCUMENTS 2docs
Ask about all 2 dacs in this project...
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24  Click the upload area to select a document

Upload Document

Extract & Analyze D

O RFP

O Qquote

(O specBook
O Tech Drawings

SUBMIT

25 Type the name of the new document

@ 1 flle(s) added s

Upload Document

CBNA So River Rd Bedford NH_Arch Permit Set_3.pdf
0%

Automatically exts=s( & Analyze Document

O rrp
O auote
(O specBook

(O Tech Drawings

Made with Scribe - https://scribehow.com
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26  Select "Spec Book" as the document type

Upload Document

CBNA 8o River Rd Bedford NH_Arch Permit Set_3.pdf
0%

Dacument Title,

[ Test Spec Book

Automatically Extract & Analyze Document

Similar to the RFP workflow, you can select full scope or you can select favorite
scope.

Upload Document

CBNA So River Rd Bedford NH_Arch Permit Set_3.pdf
0%

Document Title

Test Spec Book
Automatically Extract & Analyze Document

O RrfP
O Quote

@ SpecBook

(O Tech Drawings

Scope Selection

SUBMIT
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28

O summary

O Interpreted Findings

(O Inconsistencies

(O Critical Issues

O KeyFacts

(O All Financial Occurrences
O Allinvolved Parties

O All Deliverables
O Regional Information or Location of Project

(O sLACallouts

O Identification of Important Topics

(O Regulations/Compliance

QO Legal

(O Material Sourcing

Snemolition Analysis
ative Analysis

sterials and Specification

Context

Engineer

(O Tables

(O Project Risks

O Summarize in List

O All Insurance Occurrences
(O All Contacts/Addresses/Phones/Emails

() All Meetings/Specifications

(O Term/Expiration of Document

(O Variations (Materials options)
(O Contracts

O Trades (Flooring, Roofing, Framing)

O Quantities

SUBMIT

(O Missing Information

(O All Date Occurrences
(O All Notices/Notes or Emphasized info

O All Permits

s A

HERPN

o Contents List (an extraction of each section so

that it navigates)

(O Reporting
(O Verbatim Clauses

O Performance Factors (Thermal, Ratings)

oA

oz A

O summary

O Interpreted Findings

(O Inconsistencies

(O Critical Issues

O KeyFacts

(O All Financial Occurrences
O Allinvolved Parties

(O All Deliverables
O Regional Information or Location of Project

(O sLACallouts

O Identification of Important Topics

() Regulations/Compliance
QO Legal

(O Material Sourcing

(O Demolition Analysis

& Quantitative Analysis

& Materials and Specification

Context

Engineer

(O Tables

(O Project Risks

O Summarize in List

O All Insurance Occurrences
O All Contacts/Addresses/Phones/Emails
O All Meetings/Specifications

(O Term/Expiration of Document

) Variations (Materials options)
(O Contracts

O Trades (Flooring, Roofing, Framing)

@ Quantities

(O Missing Information

For this example in the spec book, we only selected the materials and specification
and quantities as the scope for the Al analysis.

o5 A

013 A

(O All Date Occurrences
(O All Notices/Notes or Emphasized info

O All Permits

o Contents List (an extraction of each section so

that it navigates)

010 A

(O Reporting
(O Verbatim Clauses

O Performance Factors (Thermal, Ratings)

Made with Scribe - https://scribehow.com
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29

30

ot i M coming Soon = Coming Soen
Project Title: Test ~

Client Name: Test

Submission Date: Bid Cost:

Coming Soon Coming Soon

Input Documents

Test RFP
THum  Last Update: 06/03/2026, 02:45 PM

poF @ indexed

Test Drawing
thums  Last Update: 06/03/2026, 02:51 PM

POF @ created

Test Spec Book
THuMe  LastUpdate: 06/03/2026, 02:53 PM

o @ cremed

+ UPLOAD NEW DOCUMENTS

¥ Coming Saon

(" Re-evaluate Bid Status ) wia
L %,

Bid Margin:

Coming Soon

Qutput Documents

Analyze Document

Analyze Document

Analyze Document

Click the upload area to select a document

Upload Document

>

b

>

For any additional documents, you will click "Upload New Documents"

™ Coming Soon

[ J—

Project Al Chat

Loading documents... 2/3

()

‘Some documents failed to load

3docs

Loading documents

y Extract & Analyze D

O rep

O Quote

(O specBook
(O Tech Drawings

Made with Scribe - https://scribehow.com
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31 Name the document

Upload Document

Bldg A Plans 10.09.2025_2-3.pdf
0%

Dacument Tif

Autematically 2044 Analyze Document

O reP
O Quote
(O SpecBook

(O Tech Drawings

SUBMIT

32 Select "Tech Drawings" as the document type

Upload Document

Bldg A Plans 10.09.2025_2-3.pdf
0%

Document Title.

[ Test Room Detection|

Automatically Extract & Analyze Document

O rep

SUBMIT

Made with Scribe - https://scribehow.com
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33  For this example, we want to have room detection

Upload Document

Bldg A Plans 10.09.2025_2-3.pdf
0%

Dacument Title

Test Room Detection

Automatically Extract & Analyze Document

O RFP
O Quote
O specBook

& Tech Drawings

ot Drawing Specs CUSTOM OVERRIDE

& Room Detection

SUBMIT

34 Click "Submit"

Upload Document

Bldg A Plans 10.09.2025_2-3.pdf
0%

Dacument Title

Test Room Detection
Automatically Extract & Analyze Document

O RrFP

O Quote

O specBook
& Tech Drawings

CUSTOM OVERRIDE

Tech Drawing Specs

(O Dynamic Objects
(O Material List

@ Room Detection

Made with Scribe - https://scribehow.com
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35 You are able to add as many documents as needed to the project by following
these steps.
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