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1.     APPLICATION OVERVIEW 

 
 
Using the Document Manager application, team members can search for and find specific documents, or groups of documents related to a project.  
 
Document properties and Keywords may be used to search for, find and filter results.  
 
The Document Search function is the default function that opens when opening the Document Manager Application.  This is found at the URL below. 
Once you open the portal page, click on the “Document Manager” Icon to open the application. 
 
SGP Regional Database  

https://sgp.mapr.ca/DocumentManagement/DocumentSearch/Index
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2.     STEP-BY-STEP USER GUIDE TO SEARCHING DOCUMENTS 

 
Logging in to the Document Manager application opens the following page which, by default, is the Document Search page. 
 

 
 
 
 
 
From here, records can be searched using Keywords and/or the following properties in refiner fields: 

• Format: The structure and details of the data you are looking for. 
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• Valued Component Type: The identified valued component the data is associated with. 
• Jurisdiction: The relevant or responsible authority for the data. 

These properties/refiners are used to help narrow search results, especially in situations where they may be many records in the repository. 
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SEARCH BY PROPERTY 
 
Search by Format, Valued Component Type, or Jurisdiction 
 
Step 1: Click on drop-down menu icon inside the field of the chosen property. 
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Step 2:  
 
Choose one or more selections from the drop-down menu. Then, click outside the selection window to close the window. 
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Step 3:  
 
Click on the “Search” button. 
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A table of search results opens containing all documents matching the search criteria. Top row of table shows headings of various properties of the 
files.  All the individual documents/data are represented in rows underneath. 
 

 
 
At this point, options include: 

• Scroll - to find a document/document 
• Refine Search - using another property and/or Keyword, and hitting “search” again 

• Filter Results – using filter  feature on any column 
• Reset to clear the search results and criteria, and start a different search process 
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SEARCH BY MULTIPLE PROPERTIES 
To search for a more specific set of documents/data, set 2 or 3 of the properties / refiner fields in the same way by opening the drop-down menus and 
choosing any relevant selections. Once you have made your selections, hit search again for a further refined set of results. 
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SEARCH BY KEYWORDS 
 
Keyword search looks for individual words or phrases within the properties of the documents/records (e.g. “File Name”, “Record Title” etc.), as well as 
within any text in the body of the documents/records themselves (excludes words that are rendered as images rather than text, e.g. some words will 
appear in data). A good comparison would be to a simple web search (e.g., google) where you type in keywords to narrow down to a result 
 
Step 1: Click within the Keyword field and enter: 

• An individual word 
• Two or more words separated by spaces – search will look for documents that contain all of the entered words 
• Two or more words enclosed within “quotation marks” – search will look for documents that contain the entire phrase 

Step 2: Click on “Search” button. 
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A table of search results opens containing all documents matching the entered keyword(s).  
 
Note: Keyword search can be used by itself or in combination with property searches.  
 
It is usually advantageous to first narrow down the search using one or two properties. For example, choosing Surgeon may result in many records, but 
if it previously filtered on a jurisdiction like New Jersey, and you are looking for geospatial data, then it can then return a more refined search result.    
 
                               



 

 
ICI Innovations PAGE 13 
Using the RIVAS AI Review Tool 
June 2026 

 

 

3. FURTHER APPLICATION FEATURES AND TIPS 

PIN A COLUMN 
Pin a column (typically the “File Name” column or the “Record Title” column) to keep that column visible and stationary while scrolling to the right to 
view the remaining property fields.  
 
Click on the pin icon in the relevant column heading. The pin icon will darken and orient vertically. Simply click on the icon again to unpin. You can drag 
pinned headings to order how you would like to view the results as you scroll horizontally. 
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FILTERING RESULTS 
Search results can be filtered by any column (each representing a property of the files). 
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For example, files can be filtered to display all those with the same Source property. 
 
 
 
 

Step 1: Click on the filter icon within relevant column 
heading. 
 
A filter pop-up window will appear. 
 
Step 2: Deselect “Select All”. 
 
Step 3: Select one or more choices from the menu. 
 
Step 4: Click on “Apply”. 
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The search results table will now display as a filtered version. Filter icon will appear blue on any column/columns being currently filtered. 
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Note: the original search results will be retained (4 results in the example above), allowing them to be filtered, filtered further by other properties, and 
unfiltered without losing the original cache of results.  
 
Note: Multiple columns may be filtered concurrently to further narrow search results 
 
Note: To remove a filter, click on the blue filter icon and select ‘Clear’ in the dialogue box 
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VIEWING DOCUMENTS/DATA 
 

 

 
 
 
 
 
 
 
 
 
Clicking on the highlighted File Name of a 
document/drawing will open that file in a new tab in 
your browser.  
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DOWNLOADING DOCUMENTS/DATA 
 
One or more documents/data can be chosen and downloaded from search results to the user’s device using the following steps. 
 

 

Step 1: Within the row of the document/drawing to be 
downloaded, click inside the cell of the unnamed column 
on the far left. The entire row will highlight, indicating 
that file has been selected. To highlight and select 
multiple rows, hold down the shift key and click on 
consecutive rows. The “Download Selected Documents” 
button will be enabled and light up. 
 
Step 2: Click on the “Download Selected Documents” 
button. The document/documents will download to your 
device and messages will be generated at the bottom of 
the page regarding the status of the download. 
 
Step 3: Click on the “Clear Messages” button to delete 
the download status messages. 
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VIEWING DOCUMENT/DATA PROPERTIES (ADMINISTRATOR ONLY) 
Clicking on the highlighted Record Title of a document/drawing will open a window in the MVEIRB SharePoint library showing the properties of the given 
file. 
 
This is an administrator only feature. Not all users have this capability. 
 

 



 

 
ICI Innovations PAGE 21 
Using the RIVAS AI Review Tool 
June 2026 

 

 

 

 

Administrators have the ability (within the Properties 
window open in SharePoint) to edit the properties, view 
and manage versions, view and manage with whom the file 
is shared, delete the item and other advanced functions. 
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ENABLE EDITING 
 
This is an administrator only feature that facilitates editing of the properties of a file from within the search results table.  
 
With this feature enabled, any property of any file may be edited.  
 
Note: Any files where the properties typically required to be defined are not complete will appear with a red highlight in the far-left unnamed column 
and the cells with missing information will appear with red outline.   
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Step 1: Click inside the “Enable Editing” check box. An editing status column will appear second from the left. 
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Step 2: Click inside the cell to be edited. The cell will become outlined in blue, and the status will change to “Edits Pending”. Enter edits.  
 
Step 3: When all edits have been made, click on “Save Edits” button. Editing status will change to “Edits Saved” in a green font.  
 
Uncheck the “Enable Editing” check box to exit editing mode. 
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4. REVIEWING RESULTS USING AI: OVERVIEW 

The following provides a quick guide to using the RIVAS AI based Question & Answer tool to review documents within the Document Manager 
application. Specifically, this section will be looking at documents for the West Kitikmeot Resources Corp’s Grays Bay Road and Port Project as an 
example. 
 

DISCLAIMER 
 
This Question & Answer tool is intended to assist reviewers in quickly identifying and summarizing information from selected 
documents. Responses to user queries are not guaranteed to be complete and should always be checked against the document 
itself and not relied upon for decision-making purposes. The answers provided by the AI system are not meant to be interpreted as 
official legal advice, nor should form an official legal record. Sole reliance on this application by users will be done so at their own 
liability, and ICI Innovations and its partners will not be held liable for such misinterpretations. 
 

GETTING STARTED 
 
When you access the site, the initial layout is shown below, along with a table outlining the main components of the system. 
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Number Name Function 

1 Search 
Refiners 

Allows you to refine the results in the window  

2 Results Panel Displays records within document manager, based on search criteria 

3 Filter Button Allows for users to further filter documents as needed 

4 Review 
Results 

Allows users to take the documents within the results panel and begin analyzing them using the Question & 
Answer tool 

 

You can filter document records in the system, using the filter refiners, and also using the filter option on each column. Below 
is an example of using the filter option to search for documents related to “Volume 7”. This will then return only those 
documents relevant to Volume 7 of the impact statement. This will be the focus of the review we would like to use in the 
Question & Answer tool. 
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Once you have the records you are looking for, you can click “Review Results” to open these records into the Question & 
Answer tool, which will open in a new window. 

Note: Your browser may block the tool from opening due to its pop-up windows setting. Allow the application to open pop-up 
windows using your browser settings if the window does not open. 
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5.  USING THE QUESTION & ANSWER TOOL 

Below is the layout of what the Question & Answer tool looks like when you open the app, which will show you the PDF reports 
in the panel on the left, and the user options panel on the right. It will default to the Documents Tab, which allows you to see 
what documents the tool is analyzing and using in the review. 
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Below is a legend outlining the three buttons inside the document panel, next to each file. You can use these to help edit your 
review session. 

 

 

REPORT SUMMARY  

Below shows the Summary option in the Review panel. For each document that you have selected for your review, the tool will 
generate a summary of the document. This can help you quickly understand what the report is about, and whether it is 
something worth removing, keeping, or focusing on during your review. Depending on the number of documents you have 
selected for your review, it may take several minutes to generate a summary for all documents. 

Button Purpose 
  Allows you to select and view the document in the left panel 
 Allows you to rename the file during the review if desired. 

 Allows you to remove the document from the review 
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QUESTION AND ANSWER FUNCTIONALITY 

This feature is where you can begin to prompt the tool with questions related to the documents you have loaded for the review. 
As you ask questions within the question box, the system will scan the available documents based on the information you are 
looking for and come back with an answer.  

This answer will include citations back to the sources and documents used to formulate the answer. If you click on a citation, 
it will show the citation in the report window (highlighted in yellow). 

Please note that it may take several minutes for the system to come back with an answer. The time will depend on the 
complexity of the question, and the amount of material the tool needs to analyze to bring back an answer. 
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IMPORTANT INFORMATION FOR PROMPTING QUESTIONS IN THE SYSTEM 

There are some important things to consider when asking questions during your review. Please note these in the table below 
so you can most effectively use this review tool. 

Consideration Note Action / Tip 
1. The tool’s Question & Answer feature is 

not conversational 
When you prompt the system with a 
question, it will respond to your question 
in a one-to-one manner. Unlike other AI 
tools (e.g., ChatGPT, etc.) it will not 
consider the previous questions asked 
to it during review in a conversational 
format 

• Always approach questions as if it is 
the first question you are asking the 
system. Be as specific as you can be 
when prompting the tool.  

o For example, if you asked a 
question about mitigation for 
caribou, you need to continue 
to indicate on any future 
questions about that topic, 
that it is related to caribou 
mitigation. Saying mitigation 
generally may result in it 
providing information on 
mitigation for a number of 
components. 

 
2. The system only uses the documents 

you have selected for its review 
The analysis is restricted to only the 
documents you have selected from 
Document Manager for Review. This is 
done so that the questions are not 
scraping the internet or using external 
models that could potentially cause 
hallucinations in the results 

• Do not ask or prompt the tool with 
questions that would require it to 
access information outside of the 
selected review documents. It will 
not return an answer. 

3. The AI engine used is not an interpretive 
system 

The system is designed to scan, 
organize, and summarize the existing 
information, it is not designed to 
formulate its own thoughts or opinion. 

• Avoid prompting questions such as 
“What do you think” or “In your 
opinion” 
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That is still the responsibility of the user 
to review and interpret the information 
coming back to them 

4. The system will either provide an answer, 
or it won’t 

The tool will only use information from 
the documents you have selected. If you 
prompt a question where the 
information needed to answer is not 
present or insufficient, then the tool will 
tell you it cannot answer the question in 
the form it has been asked 

• Ensure your prompts / questions are 
clear and specific to what you are 
looking for. 

 

As you go through the review process and want to export your conversation to have a saved record, you can click the download 
button. This will then export a MS Word document that will contain the Questions & Answers, the list of reports used with their 
summaries, and a list of the citations used. This will allow you to have a reference document you can go back to once you have 
completed your review within the system. 
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