
1 Data type

Data type
Describe the type of data you want to extract.
Select a preset such as Invoice, Scientific Paper or Lease Agreement or enter your own data type to match your documents such 
as Earnings Report or Contract



2 Name each column and explain what it means

Column name
This becomes the heading in the final results table and CSV. 
Keep it short and reusable across files.

How to interpret (optional)
Use this when the label alone could be ambiguous. Add the 
exact meaning, group, timeframe, unit, or missing-value rule.



3 Select the extraction structure and document settings

Flat or Relational
Flat is recommended for 
most of the extractions. 
Flat gives one row per PDF. 
Relational creates multiple 
rows when a document 
contains repeated items.

PDF handling and profile
Direct PDF is recommended. 
Start with Auto; use Research 
for papers or Structured 
Numeric for dense tables.



4 Upload the PDFs and create the job

Check the upload list
Add the PDFs, then confirm the correct files appear before 
continuing. A small representative first run is easier to verify.

Create extraction job
Continue only after reviewing the privacy notice and confirming 
the files are appropriate for the service.



5 Review the AI generated instructions before extraction

Objective
Confirm the overall objective 
matches the document set 
and the information you 
intend to extract.

Field plans
For each field, check the 
meaning, output format, 
and what should happen 
when the value is missing.



6 Revise, save, or approve the setup

Optional revision feedback
Describe the specific 

correction or additional 
information when the 

generated instructions are not 
quite what you want, then click 

“Revise instructions” and AI 
will revise them.

Save for reuse then approve
• “Save setup for reuse” if you want to reuse the exact same instructions for 

future extraction.
• Approve only after the instructions match your extraction goal.



7 Select a result and verify its source evidence

Select a field
Choose the 
result you want 
to check from 
the Files & fields 
list to see the 
highlights in the 
pdf.

Compare with the source
Check the extracted data against the highlighted text in the PDF.
Note: The app highlights the text or sentence that most closely matches the extracted data. 
In some cases, the highlight may not be exact even though the extracted data is correct.



8 Use the review actions when a result needs attention

Evidences and Page Navigation
Use the evidence buttons when more than one supporting 
evidence is available. Click on “Jump to page” for faster source 
checking. 

Flag, correct, or note
Flag a wrong value, suggest the corrected value or add a review 
note. 



9 Review every column, then download the CSV

Review all columns
Drag the horizontal bar 
to check all the 
extracted fields

Download CSV
Export the data table. CSV contains identifiers and 
extracted values; evidence highlights remain in the app.
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