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About this guide

Imbizo answers questions from the documents your organisation has chosen to share — product
manuals, price lists, contracts, presentations, FAQs, recorded videos and web pages. Every answer is
written from those sources and cites exactly where each statement came from, down to the page.

When the documents do not contain an answer, Imbizo says so instead of guessing.

Who sees what is controlled by teams. A partner in the “Gold partners” team sees the folders shared
with that team; an integrator sees a different set. Readers never see, search or receive answers from

documents outside their access.

This guide has two parts. Part 1 is for anyone who signs in to ask questions and read documents.
Part 2 is for the System Admins who manage documents, teams, users and settings. A short

appendix covers troubleshooting and terminology.

Conventions

Names shown in bold are things you can click or see on screen. Text in monospace is something
you type. The fictional company Northwind Robotics, its products (the PalletBot P400
warehouse robot and the FleetOS fleet software) and its people are used throughout as
examples.
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Part 1 — Using Imbizo

1. Signing in
Your administrator creates your account and Imbizo sends you an invitation email. The link in that
email lets you choose a password; after that you sign in with your email address and password at

your organisation’s Imbizo address — for example https://app.imbizo.ai or a custom address
such as https://docs.yourcompany.com. Bookmark the address your administrator gave you.

o Imbizo
D Ask 1 1
As
imbizo.
Grounded answers from your organisation’s own documents —
for partners and customers. Sign in with the account your

administrator gave you

imbizo.ai - Privacy - hello@

Figure 1 — The landing page. Click Sign in to continue.

The landing page names the operator and links to the privacy notice. Click Sign in and you are taken

to the sign-in form.

imbizo.

Sign in with the account your
administrator gave you

Username or email

Password

@

Forgot Password?

Imbizo — answer service for partners and customers, operated by Wajs B.V.,
Schotersingel 93, 2023 AA Haarlem, Netherlands - KvK 34243170 -
BTW NL815426173B02. Data stored in the EU. v

Figure 2 — The sign-in form. Use the email address your invitation was sent to.

e Enter your username or email and password, then click Sign in. You land on the Ask page.

e Forgotten your password? Click Forgot Password? and follow the emailed link. Reset links are

valid for a limited time; open them in the same browser you use for Imbizo.

e |f you ever see a page titled “Please sign in again”, nothing is wrong — your sign-in link

expired or your password was just changed. Click Sign in on that page and you are back in.

imbizo.ai Page 4 of 25 © 2026 Wajs B.V.


https://imbizo.ai/

imbizo. User guide - Version 1.4

Your session

For security, a session ends after about 30 minutes without activity. When that happens a
yellow banner appears at the top of the page — “Your session has expired. Sign in again to keep
working — you’ll come right back here.” Click Sign in again; you usually will not need to re-enter
your password. To end a session yourself, click Sign out at the bottom of the left-hand menu.

2. Asking a question

The Ask page is where you spend most of your time. It opens automatically after sign-in.

o Imbizo
What would you like to know?
_ Ask questions about your documents — answers are grounded in the source
material, with citations.
[ Documents
History
Every answer is grounded in your sources and cites where it
came from
What is the maximum payload of the PalletBot P400? What is included in the FleetOS Premium licence?
Which warehouse management systems does FleetOS integrate with?
F Lena Fischer
[> Signout

Figure 3 — The Ask page before the first question. Sample questions are suggested by your administrator.
e Type your question in the box at the bottom and press Enter (use Shift+Enter for a new line).
You can also click one of the sample questions to try them.

e Ask in whatever language you prefer. Depending on your workspace settings, answers are
written either in the language of your question or in one fixed language chosen by your

administrator.

¢ Below the box, Searching N collections shows how many collections the answer will draw on.

Click it to see their names — these are exactly the collections shared with you.
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a
o Imbizo
What would you like to know?
material, with citations.
3 Documents
D History
Every answer is grounded in your sources and cites where it
came from
What is the maximum payload of the PalletBot P400? What is included in the FleetOS Premium licence?
=y
Northwind partner library > 01 Commercial Northwind partner fibrary » 02 Technical a
Northwind partner library > 03 Training  Northwind partner library > 04 Compliance & certification
F Lena Fischer
Northwind partner library > 05 Media ~ Northwind partner library > 06 FAQ
v
[» signout
v

Figure 4 — Click “Searching N collections” to see which collections your answer will draw on.

An answer typically takes 20—40 seconds because Imbizo first retrieves the relevant passages, then
writes an answer strictly from them, then checks each citation. You will see the answer stream in as
it is written.

Tips for good questions
e Be specific: “What is the maximum payload of the PalletBot P400?” works better than
“payload?”.
e One topic per question. For a comparison, ask for it explicitly: “What are the differences

between the Standard and Premium plan?”.

e Use the product names your documentation uses. If your organisation uses abbreviations,
both the abbreviation and the full name will usually work — administrators maintain the list
(see Part 2).

e If an answer misses something, ask a follow-up in the same thread; Imbizo remembers what the
thread is about.
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3. Reading an answer

o Imbizo

[0 Documents

¢ LenaFischer

[ signout
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What would you like to know?

Ask questions about your documents — answers are grounded in the source

material, with citations.

9 History New

What does a FleetOS subscription cost per robot, and what is included?

THIS ANSWER IS GROUNDED IN
Partner price list 2026

A FleetOS subscription costs €85 per robot per month on the Standard plan, or €140 per robot per month on
the Premium plan, billed yearly through your integrator [1 (2]

Both plans include the fleet-management software, map and route updates, and access to the partner support
desk. Premium adds the WMS connector and the analytics dashboard 1] (3]

A one-time commissioning fee of €1,500 applies per site, and the on-site FleetOS controller, which coordinates
up to 60 robots, is listed at €6,800. Charging stations, floor markers and WMS licences are quoted separately by
the integrator

Figure 5 — An answer. The banner names the main source; numbered markers point at the references below.

Every answer has the same shape:

e This answer is grounded in — the banner names the document the answer relies on most, and

how many further sources were cited.

¢ The answer itself, in one or more paragraphs. Each statement carries a numbered marker such

as [1] that identifies the source it was taken from. Clicking a marker jumps to that reference.

¢ References — the numbered list of sources with the page number of the cited passage.

Website sources are marked Website.

e Also retrieved — other passages that were consulted but not cited. They are listed so you can

check them yourself.

e Copy copies the answer text, so you can paste it into an email or a ticket.

imbizo.ai
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AL T U VI VYIS TSR I R MY U ST (4] 2]

A one-time commissioning fee of €1,500 applies per site, and the on-site FleetOS controller, which coordinates
up to 60 robots, is listed at €6,800. Charging stations, floor markers and WMS licences are quoted separately by
the integrator
3 Documents 9
Partner price list 2026, p. 2
FleetOS licence terms, p. 1

Product datasheet PalletBot P400, p. 3

Is there a discount for fleets of more than 50 robots?

THIS ANSWER IS GROUNDED IN
Partner price list 2026

2 further sources cited — see re

s below

Yes. Fleets of 50 robots or more on one site qualify for the volume tier, which lowers the Standard plan to €72
and the Premium plan to €119 per robot per month

The volume tier applies to the whole fleet once the threshold is reached, not only to the robots above it, and is
confirmed at the annual renewal 1] [2]

¢ LenaFischer

[ signout

Figure 6 — The references under the first answer, and a follow-up question answered in the same thread.

When there is no answer

If the shared documents do not cover your question, Imbizo replies: “I couldn’t find an answer to
that in this workspace’s documents. Try asking about something covered in the material.” This is
deliberate — Imbizo will not invent an answer. If the documentation does mention the topic but
does not settle it, the answer says so explicitly (for example “the documentation does not specify an

operating temperature for the older model”) and gives you the constraints that are documented.

o Imbizo
What would you like to know?

m Ask questions about your documents — answers are grounded in the source

- material, with citations.
Documents

D History + New

Does the P400 support cold storage below -20 °C?

1 couldn't find an answer to that in this workspace's documents. Try asking about something covered in the
material.

Figure 7 — When the documents do not cover a question, Imbizo says so rather than guessing.

Why answers are trustworthy

Answers are produced only from the documents in your workspace, never from the internet or

the model’s general knowledge, and every claim is tied to a page you can open. Administrators

can allow general knowledge for their own staff, but partner and customer answers always stay
grounded in the documents.
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4. Follow-ups, new threads and history

e After an answer, the box changes to Ask a follow-up.... A follow-up stays in the same thread,
so “and for fleets over 50 robots?” is understood in context.

e Click + New to start a fresh thread on a different topic.

e Click History to reopen any earlier thread. Your history is private to you.

o Imbizo
What would you like to know?

_ Ask questions about your documents — answers are grounded in the source

material, with citations.
[ Documents

History

Recent questions
What is the maximum payload of the PalletBot P400? l
What is included in the FleetOS Premium licence?

Which warehouse management systems does FleetOS integrate with?

How long is the warranty on the P400 battery pack?
Can the P400 operate in a chilled warehouse?
What does a FleetOS subscription cost per robot, and what is included?

Does the P400 support cold storage below -20 °C?

(¢ LenaFischer

[ signout

Figure 8 — History lists your recent questions; click one to reopen the thread.

5. Opening the source documents
Citations are links. Clicking a reference opens the source in a new browser tab:
e For a PDF or Office document, the file opens at the cited page, so you can read the passage in
context and download the file.
e For a website source, the live web page opens with the cited passage highlighted.

You can also browse everything shared with you on the Documents page in the left-hand menu.
Collections are listed with their documents; click a document to open or download it. You only see
collections your teams have been granted.
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(s Lena Fischer

& senoat

Documents

Browse the collections shared with you and open or download any document

01Commercial

No documents,

02 Technical

No documents,

03 Training

No documents.

04 Compliance & certification

No documents.

05 Media

No documents.

06 FAQ

Installation guide v2.1.pdf

Al partners

Product datashest NW-200.pdf
Partner price fist 2026 pdf
Integration manual.pdf
Release notes 43,pcf

User guide - Version 1.4

- >

Figure 9 — The Documents page as a reader sees it: the collections shared with you, with their documents.

imbizo.ai
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Part 2 — Administering a workspace

This part is for System Admins. Admins see six extra items in the left-hand menu — Documents &

access, Dashboard, Teams, Users, Audit, Questions and Settings — and can do everything a reader

can.

6. How access works

Four ideas explain the whole access model:

Concept

What it means

Collection (folder)

A named container of documents. Collections nest: a top-level collection
can hold sub-folders, which can hold sub-folders again. A folder is both
the way documents are organised and the unit of access control.

Team A named group of users, for example “Gold partners” or “Integrators”.
Teams can be nested under a parent team.

Grant Sharing a folder with a team. A grant flows down to the folder’s sub-
folders, and a parent team’s grant flows down to its child teams.

Block Stopping a flowed-down grant on one sub-folder (or one child team). A

block stays even if the parent is shared again — it is how you keep a
“partners only” sub-folder private inside a category that everyone can
read.

A user can read a document when at least one of their teams has a grant on the document’s folder

that is not blocked. Answers in Ask are computed from exactly that set of documents, so access and

answers can never disagree.

imbizo.ai

The recommended pattern

Organise by category first, then by audience: Business cases = All partners and Business cases
- Gold partners only. Share the category with every team; on each “... only” sub-folder, block
the inherited tick for every team except the one it belongs to. Readers then see a clean,
predictable tree, and adding a new partner type is one team plus one sub-folder per category.
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7. Documents & collections

0 i

Documents & access

Group docum: d control which t

Collections

Collections Add documents @ Ingest website

+ Northwind partner library

+ 01 Commercial

» Business cases

- All partners
+ Gold partners only
+ Case studies
- All partners
CEN
o NL
» Contracts & terms
* Integrators only
+ Presentations

+ All partners

Ay SamTaylor

> Price lists
[ sgnon
+ Integrators only B

Figure 10 — Documents & access: the collection tree. Each row is a folder; click it to open its panel.

Creating collections

e To create a top-level collection, type its name in New collection at the top right and click Add.

e To create a sub-folder, click the parent folder, type a name under Sub-folders and click Add
sub-folder. The + next to a folder name does the same.

¢ Torename a folder, edit Folder name in its panel and click Rename. The pencil icon next to

the name is a shortcut.

[ RS
Documents & access
D Ask Group documents into collections and ich teams can read each one.

Collections Add documents @ Ingest website

+ Northwind partner library

+ 01 Commercial

» Business cases
* All partners

* Gold partners only

Gold partners only

Installation quide v2.1,pdf dered  remove

&, Add documents

add an existing document.. v Add
grant a team v Grant
& SamTayior
mins — only System Admins manage this
[ sgn
appoint a user.. v Agpoint

v

Figure 11 — A folder panel: name, sub-folders, documents with their indexing status, reader teams and collection admins.

Adding documents
¢ Click Add documents (at the top, or inside a folder panel) and choose files. Supported: PDF,
DOCX, PPTX, spreadsheets, Markdown, audio and video, or a .zip of them. Maximum 2 GB per
file.
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e A .zip may hold up to 500 files; its folder structure is recreated as sub-folders, which is the

fastest way to load a whole documentation set at once.

e Each document shows a status. Indexed means it is searchable and citable; new uploads show
a processing state for a few minutes (longer for video, which is transcribed).

e Add an existing document files a document that is already in the workspace into this folder as

well.

¢ remove takes a document out of the folder. A document in no folder appears under the
Orphaned tab, is readable by no one, and can be re-filed or deleted from there.

Authoritative documents

When one document is the definitive source for a topic — a canonical price list, an integrations
overview, a master specification — an administrator can mark it authoritative using the Boost
control on that document in the Documents list. Imbizo then always brings that document forward
for its topic, in any language, so questions land on the source of truth rather than a passing mention
elsewhere. Boosting doesn't force a document into unrelated answers; it only takes effect when the
guestion is genuinely about that document's subject.

Ingesting a website

Click Ingest website to crawl a public site and index its pages. Citations from web pages deep-link to

the exact passage on the live page.

Ingest a website

Crawls only the site's own linked pages (never guessed URLS), respects robots.txt, and
indexes each page. Citations deep-link back to the exact passage on the live page.

Website URL
https://example.com/

Exclude paths (one per line, e.g. /blog)

/blog
/careers/*

Limit to path prefix (optional, e.g. /docs)

/docs

Max pages
2000

Upper bound on pages crawled (a full site is usually a few hundred to a couple
thousand). The crawler also stops after ~1 hour.

Collection

Default (workspace)

Readable by all teams (public web content)

Figure 12 — The Ingest website dialog.

e Website URL — the start page. The crawler follows only the site’s own links and respects
robots.txt; it never guesses addresses.

e Exclude paths — one per line, for example /blog or /careers/*, to keep marketing or news
pages out of the answers.
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e Limit to path prefix — restrict the crawl to a section such as /docs.

e Max pages — an upper bound; the crawler also stops after about an hour. A full site is usually
a few hundred to a couple of thousand pages.

e Collection — where the pages go; Readable by all teams is ticked by default because public

web content is, by definition, public.

Who can read a folder

The Teams — who can read this section of the folder panel lists the teams with access and lets you
grant another. Blocks and the full picture across all folders are easier to see in the Access matrix
(next section). Collection admins are users who may manage the documents in this folder without
being System Admins — appoint one from the dropdown. Delete collection removes the folder; its
documents become orphaned, not deleted.

8. Teams and the Access matrix

n Northwind Robotics
Teams & access

D Ask Manage teams and control which teams can read each collection

[ Documents Teams Access matrix

|@l Dashboard

e rovsenerier - @
2, Users » Integrators delete
O Audit » Partners delete
[2 Questions + Gold partners delete
{8} Settings

2 ) Help

& SamTaylor

[> signout
Figure 13 — The Teams tab. Each team lists its members; add someone by email.

Managing teams

e (Create a team: type its name at the top right, choose no parent (top level) or a parent team,
and click Add.

e Expand a team to see its members. Add email adds a user; an address that is not a user yet is

held as a pending invite and applied when that person is invited.

e A child team inherits everything granted to its parent. Use nesting sparingly — a flat list of

audiences is easier to reason about.

¢ delete removes a team; its members keep their accounts and their other teams.

The Access matrix
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o Northwind Robotics

0D Ask
[ Documents
|l Dashboard
2, Users
O Audit
Questions

8} Settings

? ) Help

sy SamTaylor

[> signout

Teams & access

Manage teams and control which teams can read each collection.

Teams Access matrix

Access matrix

User guide - Version 1.4

Collection Integrators Partners

imbizo.ai
Northwind partner library
01 Commercial
Business cases
All partners
Gold partners only
Case studies

« " All partners

Select a person... v

Gold partners

Figure 14 — The Access matrix: folders down the side, teams across the top. Click a cell to share or block.

The matrix shows every folder against every team. Click a cell to change it. The symbols:

parent team.

Cell Meaning What clicking does
Solid tick Shared here — a grant set on this folder for | Removes the grant.
this team.
Dimmed tick Inherited — from the parent folder or the Blocks it for this folder/team.

Red “blocked
here”

A block set on this folder for this team. It
stays even if the parent is shared again.

Removes the block.

Pale red “blocked
by a parent”

Blocked higher up the tree.

Nothing — change it on the
parent.

Empty

Not shared.

Shares this folder with this
team.

Use the small » / v arrows to roll a folder or a team up and down.

Worked example — a new partner type
1. On Teams, add a top-level team “Silver partners only” and add its members by email.

2. On Documents, open each category that needs Silver-specific material (Business cases, Price

lists, ...) and add a sub-folder “Silver partners only”.

3. On Access matrix, find each new row and tick the Silver partners only column. The row now

looks like the existing “Gold partners only” rows.

4. Add documents to the new sub-folders, then check the result with Preview a person’s access

(below).

imbizo.ai Page 15 of 25 © 2026 Wajs B.V.


https://imbizo.ai/

imbizo.

Checking what a person can see

Jonas Weber
jonas@goldpartner.example

2 collections readable

v Northwind partner library / 01 Commercial / Business cases /

All partners

via Partners

v Northwind partner library / 01 Commercial / Business cases /
Gold partners only

via Gold partners

User guide - Version 1.4

Figure 15 — Preview a person’s access: choose a person and click “What can they see?”.

Above the matrix, pick a person under Preview a person’s access and click What can they see?. The

dialog lists every collection that person can read and why (“via Partners”, “via Gold partners”). It is

the quickest way to verify a change before telling a partner it is done.

9. Users

. Imbizo

D Ask
[ Documents
lal Dashboard

£ Teams

O Audit
[ Questions

{§,} Settings

Sam Taylor
Admin

ST

[ signout

imbizo.ai

Figure 16 — Users: the list on the left, the selected user’s panel on the right.
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a
Users
Manage users, their role, and their access to each collection.
Jonas Weber Admin Bl
7 users jonas@goldpartner.example
| & |3
Sam Taylor Admin ACCOUNT
sam taylor@northwind.example Active o § § :
Resend activation email ~ Change email | Deactivate
Sam Taylor Admin SETTINGS
admin@northwind.example Active
Edit user
Priya Nair User
A Role
priya.nair@northwind.example Active
User .
Jonas Weber Admin System Admins manage everything. A user reads the collections their teams are granted (set Teams
R ek e St e below); the Collections list only appoints Collection Admins.
Teams
Maria Rossi Admin .
: < . 5 Commercial [ user
maria rossi@northwind.example Active
Partners (0 user
Tom Becker User
tom@integrator.example Active Gold partners O user
Teams the user belongs to — their collection access follows from each team'’s grants.
Lena Fischer User -

© 2026 Wajs B.V.
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Adding a user
. Imbizo

D Ask
O Documents
|lal Dashboard

k=3

= Teams

2\ Users

O Audit
[ Questions

{8 Settings

¢7  Sam Taylor

B> signou

Users

Manage users, their role, and their access to each collection.

Add a user

7 users

Sam Taylor

Sam Taylor

ad northwind.example
Priya Nair

Jonas Weber

onas@goldpartner.example

Maria Rossi

ossi@northwind.example

Tom Becker

Lena Fischer

Admin

Active

Admin

Active

User

Active

Admin

Active

Admin

Active

User

Active

User

Figure 17 — The Add a user form.

a Role

User

Email *

First name *

Commercial
(O partners

O Gold partners

Add to teams (optional)

Send an email invitation

Last name *

User guide - Version 1.4

Cancel

e Click + Add. Choose the Role — User (reads what their teams are granted) or System Admin

(manages everything).

e Enter email, first name and last name, tick the teams the person belongs to, and leave Send

an email invitation ticked. Click Add user.

e The invitation asks them to set a password; until they do, their status stays pending. Resend

activation email in the user panel sends it again.

Managing a user

e Select a user to open their panel. Change email updates the sign-in address; Deactivate blocks

sign-in without deleting history.

e Under Edit user you can change the role, tick or untick teams (their access follows from the

teams’ grants), and appoint them Collection admin of specific collections.

e Use the search box to find people by name or email.

imbizo.ai

Roles at a glance

not your own account, to check what a partner sees.

Page 17 of 25

User — asks questions and reads the collections their teams are granted. Collection admin — a
user who may also manage the documents of specific collections. System Admin — full control
of documents, teams, users and settings. Admins can read everything, so use the Preview tool,
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10. Monitoring usage

Dashboard
o Imbizo

D Ask

3 Documents

|l Dashboard

g Teams

2 Users
O Audit
Questions

Settings
£ setting

ST Sam Taylor

[ signout

Dashboard

How the system is being used — questions, people, and content at a glance.

Showing the last 90 days

60

2 37

Questions (90d) Active users (90d) Collections

QUESTIONS — LAST 90 DAYS

QUESTION CATEGORIES (Al ANALYSIS)

Group questions into categories and see per-category volume + citation rates.

User guide - Version 1.4

-
04 (B2 v
445 [N
Documents
I I. s 0 o
Analyze
v

Figure 18 — The Dashboard: headline numbers and questions over time.

e Switch the period with 30d / 90d / 1y / 2y. The tiles show questions, active users, collections

and documents.

e Question categories — click Analyze to have the Al group recent questions into themes with

their volume and citation rate.

¢ Documentation gaps lists the least-grounded questions — those answered with few or no

sources. It is your to-do list for new content: if partners keep asking something your

documents do not cover, add a document.

e Most-asked and Top askers show what and who drives usage.

D Ask

[ Documents
g Teams

2\ Users

O Audit

[ Questions

9% Settings

ST Sam Taylor

[> sianout

DOCUMENTATION GAPS — LEAST-GROUNDED QUESTIONS

@ src  Which WMS vendors are certified for FleetOS?
@ src  How does the P400 behave when a pallet is misaligned?
@ src  Who is the account manager for the Nordics?
@ src  Can FleetOS export data to a third-party dashboard?
@ src  Does the P400 support cold storage below -20 °C?
@ src  Can we publish a joint case study?
1 src  What is the data retention period for fleet logs?
2 src  Summarise the safety certifications in two sentences.
2 src What is the company registration number?
2 s What is the VAT number of Northwind Robotics?
MOST-ASKED TOP ASKERS
2x  What is the maximum payload of the PalletBot P400? 60 Sam Taylor
2x  What are the benefits of Imbizo? 1 Lena Fischer

2x  What does a FleetOS subscription cost per robot, and what is
included?

2x  What products does Northwind Robotics offer?

2x  What is the data retention period for fleet logs?

7 with no sources

Figure 19 — Documentation gaps: questions the documents answered poorly, with the number of sources used.

imbizo.ai
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Questions

o Imbizo

D Ask
3 Documents
lal Dashboard
g Teams
2\ Users
O Audit

{8} Settings

< SamTaylor

[ signout

Questions

Every question asked in the workspace — review what people are asking.

61 questions asked (newest 61).

MOST-ASKED

2x  What does a FleetOS subscription cost per robot, and what is included?

2x | received a maintenance notice — when will it be resolved?

2x  What are the benefits of Imbizo?
2x  Which WMS vendors are certified for FleetOS?

2x  How does the P400 behave when a pallet is misaligned?

2x  What products does Northwind Robotics offer?

2x  Summarise the safety certifications in two sentences.

2x  What is the data retention period for fleet logs?

WHEN WHO QUESTION

32m ago Sam Taylor
12h ago Sam Taylor

13h ago Sam Taylor

» Is there a discount for fleets of more than 50 robots?

» Does the P400 support cold storage below -20 °C?

User guide - Version 1.4

>

Export CSV Export JSON

SOURCES

» What does a FleetOS subscription cost per robot, and what is included?

Figure 20 — Questions: every question asked, with who asked it and how many sources the answer used.

The Questions page lists every question asked in the workspace, newest first, with the asker and the

number of sources cited. Click a row to expand the answer. Use the search box to filter, and Export
CSV / JSON to analyse the log elsewhere.

Audit

D Ask

(3 Documents
lal Dashboard
£ Teams

~ Users

Questions

{8} Settings

ST Sam Taylor

[ signout

Sam Taylor

Sam Taylor

Sam Taylor

Sam Taylor

Sam Taylor

Sam Taylor

Sam Taylor

Sam Taylor

Sam Taylor

Sam Taylor

Sam Taylor

Sam Taylor

Chin Tradias

Ask submitted

Ask submitted

Ask submitted

Ask submitted

Ask submitted

Ask submitted

Ask submitted

 Collection access grant

Collection access block

® Collection access revoke

* Collection access grant

*® Collection access revoke

o PR AR

A

srasosnn |

fa6dicda

04ab6025
e6c2b160

Installation & configuration - Part 7e806a3f
Hardware - Gold partners = e3dbscsd

01 Commercial - Partners bseacfe1

01 Commercial - Partners  baedcfel

01 Commercial - Partners  basacfe1

Figure 21 — Audit: who changed access, collections, teams and users — and when.

The Audit log records every administrative action — grants, blocks, revocations, collection changes,

team and user changes — with the actor and time, plus each question submitted. Use it to answer

“who gave the integrators access to the price list?”.
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Page 19 of 25

© 2026 Wajs B.V.


https://imbizo.ai/

imbizo. User guide - Version 1.4

11. Settings

€ Northwind Robotics

Settings
0D Ask Workspace administration.
[ Documents
i DashbE Labels Answer defaults
ashboar
Customise the brand name, logo, and the wording Set the answer language, style, and general-
< Teams your workspace uses. knowledge behaviour used across your
workspace.
2, Users
© Audt Abbreviations
(@ Questions Acronyms the assistant understands — auto-
detected from your documents, with undefined
{:":} Settings ones flagged for review.
2 | Help
System status View full status —
@ All systems operational
< SamTaylor
[ signout

Figure 22 — Settings: Labels, Answer defaults, Abbreviations and system status.

Labels

a
Q o
~— Settings
D Ask Labels
Customise the brand name, logo, and the wording your workspace uses. Changes apply across the app the next time
O Documents a page loads.
lal Dashboard
£ Teams Brand name k
Tenant-wide name shown in invitation emails, login pages, and the top-left wordmark when no logo is set
& Users
Imbizo
O Audit
Questions
{8} Settings Logo
Shown in the top-left of the app. PNG, JPEG, WebP, GIF or SVG, up to 512 KB. When set, it replaces the brand-
name wordmark.
No il chosen
Sam Taylor Ask page
sT !
[ signout
Heaaing v

Figure 23 — Labels: brand name, logo and the wording of the Ask page.

e Brand name is shown in invitation emails, on the sign-in pages and as the top-left wordmark.
Upload a Logo (PNG, JPEG, WebP, GIF or SVG, up to 512 KB) to replace the wordmark.

e Ask page lets you rewrite the heading, introduction, empty-state hint, composer placeholder
and the sample questions (one per line). Sample questions are the first thing a new partner

clicks — choose three that your documents answer well.

e Only changed fields are saved; clearing a field restores the default.
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Documents

Dashboard

Teams

Users

Audit

Questions

ST

Sam Taylor

[ signout

User guide

~ Settings

Answer defaults

Set how answers are produced across your workspace. These apply to every
question in Ask — there are no per-question controls.

Answer language

The language answers are written in. Auto matches the language of each question.

English ¥

Answer style

Workspace voice applies the tone distilled in Language Style. Plain ignores it and answers in a neutral voice

Plain v

General knowledge

Let answers draw on the model's general knowledge alongside your documents, instead of grounding strictly
in retrieved sources. This applies to staff answers only — member answers stay grounded in documents
regardless of this setting.

[ Include general knowledge in staff answers

Figure 24 — Answer defaults: language, style and general knowledge.

- Version 1.4

Answer language — Auto answers in the language of each question; choosing a language

(English, Dutch, German, ...) fixes it for everyone. Pick Auto if partners write in more than one

Answer style — Plain is a neutral voice; Workspace voice applies a house style distilled under

General knowledge — when ticked, answers for your own staff may draw on the model’s

general knowledge in addition to the documents. Partner and customer answers always stay

strictly grounded, whatever this setting.

language.
L]
Language Style (Scale plan).
Abbreviations

o Imbizo

(o]

©w B O

)
—~

]
2]

ST

Ask

Documents

Dashboard

Teams

Users

Audit

Questions

Sam Taylor

[» Signout

Figure 25 — Abbreviations:

imbizo.ai

Abbreviations

Acronyms the assistant understands. Detected automatically from your documents at upload — define the flagged
ones so a question using either the abbreviation or the full name finds the right content.

Abbreviation Full name
Defined (17)

AGV Automated guided vehicle Edit Delete
AMR Autonomous mobile robot Edit Delete
API Application programming interface Edit Delete
CE Conformité Européenne (product marking) Edit Delete
DPO Data Protection Officer Edit Delete
IsMs Information Security Management System Edit Delete
LiDAR Light detection and ranging Edit Delete
OTA Over-the-air (software update) Edit Delete
PLC Programmable logic controller Edit Delete
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Imbizo detects acronyms in your documents at upload. Define the ones that matter under Defined
— then a question using either the abbreviation or the full name finds the right passages. Under
Needs review, either Save a definition or Dismiss acronyms that are noise. Check auto-suggested

definitions before saving; they are extracted from context and are not always right.

Language Style and System status

¢ Language Style teaches the assistant a house voice from writing samples. It is part of the Scale

plan — contact your account manager to enable it.

e System status (also at /status) shows the live availability of the platform, measured

independently of the application.

12. Good practices

e Name folders for readers, not for yourself: “Installation guides” beats “02_INST_v3”. Folder
names appear in the reader’s Documents page and in the scope chips on Ask.

e Keep public material shared with every team and audience-specific material in “... only” sub-

folders. Never put partner-specific files directly in a category folder that every team can read.
e After any access change, use Preview a person’s access.

e Watch Documentation gaps monthly and add or improve documents for the questions that

keep failing.
e Prefer the original PDF or DOCX over scanned images; text that can be selected can be cited.

e Refresh a website ingest when the site changes; re-running a crawl replaces the previous
pages.
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Appendix

A. Troubleshooting

Symptom

What it means and what to do

“Please sign in again”

Your sign-in link expired or your password was just changed. Click
Sign in; you will not usually be asked for the password again.

Yellow “Your session has
expired” banner

You were inactive for a while. Click Sign in again and you return to
the same page.

“l couldn’t find an answer
to that...”

The shared documents do not cover the question. Rephrase using
the terms your documentation uses, or ask your administrator to
add the material. Admins: the question appears under
Documentation gaps.

A colleague sees a
collection | cannot

Access follows teams. Ask your administrator to check your teams
on the Users page and to use Preview a person’s access.

A document | uploaded is
not cited

Check its status in the folder panel — it must show Indexed.
Scanned image PDFs without a text layer cannot be cited; upload
the text original.

The reset-password link
says it has expired

Links are single-use and time-limited, and some corporate mail
scanners open them first. Request a new one and open it in the
same browser you use for Imbizo.

Answer is in the wrong
language

Administrators: set Answer language to Auto under Settings >
Answer defaults.

B. Glossary

Term

Definition

Answer

A response written only from the workspace documents, with a
citation for each statement.

Citation / reference

A numbered marker in an answer and the matching entry in the
references list: document, page, and a link to the passage.

Collection, folder, sub-
folder

A container of documents and the unit of access control. Used
interchangeably in the interface.

Grant / block

Sharing a folder with a team, and stopping an inherited share on a
sub-folder.

Indexed

A document that has been processed and can be searched and cited.

imbizo.ai
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Term

Definition

Orphaned document

A document in no collection; readable by nobody until re-filed.

System Admin

A user who manages documents, teams, users and settings.

Team A named group of users that access is granted to.
Thread A question and its follow-ups. Start a new one with + New.
Workspace Your organisation’s Imbizo — its documents, users and settings,

isolated from every other customer.

C. Data and privacy

Your workspace is hosted in the European Union and is isolated from other customers. Answers are

generated only from the documents in your workspace; documents are never used to train models.

Questions and answers are logged so that administrators can review usage on the Questions and

Dashboard pages and see who changed what in the Audit log. The operator’s details and the privacy

notice are linked from the sign-in pages.

D. Getting help

Partners and customers: contact the administrator at the organisation that invited you.

Administrators: write to hello@imbizo.ai, and check the System status page under Settings before

reporting an outage. Product news and the latest version of this guide are at imbizo.ai.

imbizo.ai
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About Imbizo

Imbizo is an answer service for organisations whose products need explaining — to partners, to
customers and to their own teams. It reads the documents you already have and answers questions
from them, citing the page each statement came from, and it never answers from anything you have
not shared with that reader.

The name comes from the Zulu word for a gathering called to share knowledge and settle questions.
That is the idea: one place where everyone who works with your products gets the same, verifiable

answers from the same sources, instead of a long chain of emails and forwarded PDFs.

Imbizo is built and operated by Wajs B.V. in Haarlem, the Netherlands. Workspaces are hosted in the
European Union, each customer’s documents are isolated, and nothing you upload is used to train
models. Answers are grounded in your material and cited so that they can be checked — the same

standard this guide has tried to follow.

Learn more, see a live demonstration or get in touch at imbizo.ai - hello@imbizo.ai

Imbizo User Guide, version 1.4, September 2026. © 2026 Wajs B.V. Product names of other companies are the property of
their respective owners. The Northwind Robotics workspace shown in this guide is fictional.
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