AskDiana User Guide ) AskDiana

1. Introduction to AskDiana

Welcome to AskDiana, your intelligent assistant for data analysis and insights. AskDiana provides a secure, multi
instance environment where your organization's data is completely isolated and protected.

This guide will walk you through the essential features, from asking your first question to sharing complex KPI
analyses with your team.

2. Instance Access & Login

AskDiana uses secure, instance specific subdomains. Your organization has its own workspace, for example
yourcompany.askdiana.ai.

Main domain (askdiana.ai): Use 'Get Started' to enter your work email. We'll identify your organization and redirect
you to the correct instance.

If your instance doesn't exist yet, you'll be guided to create a new one with your work email.

Get Started

Enter your work email to continue
Work Email

&8 you@company.com

Continue -
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3. The AskDiana Interface

Interface overview, key areas users interact with:

n‘ [E] & (i @ Upload 1 ® Analytics ACME Europe v B Data Source

Q  Search KPIs by name or description.. Lt View All KPIs

~7  Revenue

L Territory N Product 5 2venue And Margin N
2 k D. Performance Performance .rends
. Ask Diana
Start a new conversatioi 3 /ping your message below.
B ' Customer N
Segmentation

S

Prompt Bookmark

Spend Management
Type a message. Analytics & & P 9
4 Territory Spend > Category N Spend Trends >
Management

Buyer Performance >

Legend

1. Application header, logo, toggles (Documents, Knowledge, Analytics), Upload, profile
2 . Chat history, recent conversations

3 Conversation panel, questions and results

4 | Question input, enter prompt; select mode

5 Analytics panel, KPI search and analyses
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4. Chat Composer and Controls

Composer overview, controls you use to ask questions:

m ‘tM‘ B & @ Upload % (@

D)
What is our HSE policy for contractors at ACME?
! @

T

| Executive Overview
R

The user's objective is to understand ACME Corporation's Health, Safety, and Environment (HSE) policy for contractors. Key outcomes for executives include:
R

Understanding the mandatory HSE programs and PPE requirements for contractors.
R Knowing the division-specific requirements for contractors.
s Recognizing the importance of contractor HSE management in ACME's overall HSE strategy.
[}
R Contractor HSE Management at ACME
R Mandatory Programs and PPE Requirements
R Mandatory Programs: ACME requires contractors to implement and maintain the following programs:
K Drug and alcohol testing
Eall mrntnctinn (& fantl
: 3
K HSE Policy for Contractors Territorty Performance HR Policies Sales cast Year
Answer §

R Type a message... 4) Knowlec. 1 e, 2
R

Legend

1. Mode switch, Analytics or Knowledge
2 . Answer Scope, Normal or Deep
3 Prompt bookmarks

4 Send

e Mode switch: "Analytics" runs KPI analyses. "Knowledge" uses your documents.
o Answer Scope (Knowledge only): Normal gives a concise answer. Deep is more thorough.

Prompt bookmarks: Saved prompts appear above the composer. Click to reuse.

e Send: Press Enter or click the Send icon.
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Switch to Analytics to focus on KPI analysis:

n‘ ncM‘ B & W @ Upload X% (@

Provide total revenue by each country?
O o

T 3
R .
Country Revenue Overview © Copy <€ Share [ PNG B PDF @ Details
R
We're looking at what is the total revenue generated by each country?
R Overview
s This visualization displays the total revenue generated by different countries.
]
R @ Ataglance 4 chart showing the total revenue by country, with each country represented as a separate bar.
R
Key Findings
R
° The Netherlands had the highest total revenue at $713,764.65
K o France was second with $599,783.27
M i e i ik €207 46 AN
H 2 -
K HSE Policy for Contractors Territorty Performance HR Policies About 4Square Cap Sales Last Year 1
R
Type a message... Analytics <
R

Legend

1. Mode, Analytics
2 . Prompt bookmarks
3 Action bar, Copy, Share, PNG, PDF, Details

4 . Key Findings

e Mode, Analytics: Composer shows Analytics selected.

Prompt bookmarks: Quick prompts above the composer.
e Action bar: Copy, Share, download as PNG/PDF, open Details.

Key Findings: Ranked takeaways detected by AskDiana.
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5. Chat History

Access and manage your conversations from the left sidebar.

R\ 4square 18

4

Top Selling Products?

Revenue by Country

Sales Last Year Amount

Revenue and Orders by Country
Know More: Acme 2.0

HSE Policy for Contractor: < Share

) Rename
Know More: Privacy Traini

Delete
Revenue Margin By Country
Revenue Analysis by Category
Sales Performance Analysis
Revenue Analysis by Category

Top Selling Products

Sales Analysis - August
+ New Chat

e New Chat: Start a fresh conversation.
e Conversation item: Click to open. Use More to rename, share, or delete.
e Collapse or expand: Toggle the sidebar to adjust space.

e Active chat is highlighted in the list.
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6. Knowledge Repository

Upload and organize documents used by Knowledge mode.

Knowledge Repo ®

[

24. ACME Corporation - Strategic Plan 2024-2027.pdf
ACME Corporation - Retail Division Merchandising and Operations Manual.pdf

ACME Corporation - Leadership Development Framework.pdf

ACME Corporation - Employee Training Catalog and Development Programs.pdf

ACME Corporation - Employee Training Catalog and Development Programs.pdf
ACME Corporation - Competitive Analysis and Market Position.pdf

ACME Corporation - 2023 Annual Report.pdf

ACME Healthcare Division - Standard Operating Procedures.pdf

ACME Corporation - Product and Service Delivery Standards.pdf

ACME Corporation - Customer Service Excellence Guidelines.pdf

20. ACME Corporation - Records Management Policy.pdf

19. ACME Corporation - IT Governance Framework.pdf

18. ACME Corporation - Data Privacy Policy.pdf

L o ow W W W ww W w mw W

17. ACME Corporation - Contract Management Policy.pdf

e Open Documents: Use the Documents button in the top bar.

e Upload: Add PDFs, CSVs, and text files with progress shown.

e Limits: If you reach your plan limit the upload dialog explains your options.
e Manage: Remove documents you no longer need.

e Shared to you: Documents shared by other users do not count towards your limit.
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7. Knowledge Graph

Explore relationships in your data using the interactive graph.

e Interact: Pan and zoom. Expand nodes to discover related items.

Knowledge Manager - Search nodes...

Visua

Zd|

Filter Options

Search Nodes

entities in your documents.

[ Search by node label...

Entity Types
Select All

() ® Person

(") ® Organization
() @ Project

@ Location

@ Technology
@ Concept
@ Event
L

General

O
)
)
)
)

C NNLGILU T

Unselect All

CONNECTED_TO

4

Cancel Apply ROLE

PART OF

PART_

MENTIONS

Reyds/JE(QE nt OﬁlCﬂAs_R/OLE‘
PART_OF i LA

e
\
Q

. &

Q

e Node details: Open a node to see a summary and related documents.

e Start a chat: From a node you can start a new chat with that context.

e Downloads: Download related documents from the details dialog when available.
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8. Analytics Panel

Find and open KPI analyses from the right panel.

Analy‘tics ACME Europe B Data Source
Q  Search KPls by name or description... L View All KPls
r Payment Delays L DSO (Days Sales Outstanding) ) Buyer Performance
< apital Management Working Capital Management Spend Management

G )

Visualization = Raw Data

Bar Chart v 3= Filter Data o Share

Q Analyzes agreed payment terms with suppliers and tracks
compliance.

158 data points » Chart Type: Bar Chart

. total_quantity _purchased

130K

120K
110K
100K

90K

Enable KPI analytics by connecting your ERP data source.

rchased

Analy‘tics ACME Europe h B Data Source
Q. Search KPIs by name or description... Lh View All KPls

e Data Source: Click Data Source, then paste the DNA URL and DNA Token provided by your administrator.
e Company selector: Choose the active company for KPI data in the Analytics panel.

e Storage: Credentials are stored locally in the browser.
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e Search: Find KPIs by name or description.

e View all: Open the full KPI list and browse by category.

e Open a KPI: Click a KPI card to view its details and charts.
Inside a KPI:

e Chart type: Pick Line, Bar, Area, or other available chart types.

e Filters: Choose measure, dimension, and time to reframe the chart.

e Share: Create a share link for the current KPI view.

e Key Insights: Generate a concise insight summary.

9. Support

If you encounter issues, contact your administrator or support.
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