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GETTING STARTED WITH THE
COMPILOT USER GUIDE: YOUR
ROADMAP TO MASTERY

Welcome  to  the  definitive  Compilot
User  Guide.  Whether  you  are  a  first-
time user setting up your account for the
first  time  or  a  seasoned  professional
looking to deepen your understanding of
advanced  features,  this  guide  is
designed  to  walk  you  through  every
essential  aspect  of  the  platform.

Compilot  is  a  powerful  tool  that
streamlines  complex  workflows,
enhances  team  collaboration,  and
centralizes  data  management  into  a
single, intuitive interface. This resource
will  help  you  navigate  the  dashboard,
configure  settings,  automate  repetitive
tasks, and extract maximum value from
the software. By the end of this guide,
you  will  have  a  firm  grasp  on  the  core
functionalities,  best  practices,  and
troubleshooting tips that will allow you to
use  Compilot  with  confidence  and
efficiency.

https://app.ardentx.com/
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WHAT IS COMPILOT?
UNDERSTANDING THE CORE
PLATFORM

Before  diving  into  the  step-by-step
instructions, it is important to establish a
clear understanding of what Compilot is
and what problems it solves. At its core,
Compilot  is  a  comprehensive  workflow
orchest ra t ion  and  compl iance
management  platform  designed  for
teams  that  need  to  maintain  high
standards of operational accuracy while
moving  quickly.  It  combines  task
management,  document  control,  audit
trails,  and real-time reporting into one
cohesive  environment.  The  platform is
particularly  valuable for  industries that
require  strict  adherence  to  regulatory
standards,  such  as  finance,  healthcare,

legal,  and manufacturing.  However,  its
flexible  architecture  means  that  any
team looking to reduce manual  errors,
improve visibility into project status, and
enforce consistent processes can benefit
from adopting Compilot. The Compilot
User  Guide  is  your  companion  for
unlocking these capabilities.

Key Benefits of
Using Compilot

Centralized Data Management:
Eliminate silos by storing all
relevant documents, tasks, and
communications in a single
location that is accessible to
authorized team members.
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Automated Workflows: Reduce
manual handoffs and repetitive
data entry by setting up
automated triggers and approval
chains that move work forward
automatically.
Enhanced Accountability: Every
action taken within the platform is
logged with timestamps and user
information, creating a transparent
and auditable trail.
Scalability: Whether your team
has five members or five hundred,
Compilot scales to meet your
needs without requiring a
complete overhaul of your
processes.
Real-Time Insights: Dashboards
and reporting tools give you
immediate visibility into workload

distribution, bottlenecks, and
compliance status.

PREREQUISITES AND SYSTEM
REQUIREMENTS

To  ensure  a  smooth  experience  with
Compilot,  it  is recommended that your
system  meets  the  following  minimum
specifications. Compilot is a cloud-based
platform, so a stable internet connection
is essential. Supported browsers include
the  latest  versions  of  Google  Chrome,
Mozilla  Firefox,  Microsoft  Edge,  and
Safari. For mobile access, the Compilot
app is available for both iOS and Android
devices. You will also need a valid email
address to create an account, and your
organization  may  require  you  to  use
single sign-on (SSO) credentials  if  that
feature  has  been  enabled  by  your
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administrator. If you are using Compilot
for  the first  time,  your  IT  department  or
onboarding specialist should provide you
with an invitation link.

STEP 1: ACCOUNT SETUP AND
INITIAL CONFIGURATION

Your  journey  begins  with  account
creation.  When  you  receive  your
invitation email, click the link provided.
You will  be directed to a secure page
where you can set your password and
verify  your  email  address.  Choose  a
strong password that combines letters,
numbers,  and special  characters.  After
logging  in  for  the  first  time,  you  will  be
prompted  to  complete  your  profile.  This
includes adding your full name, job title,
and  a  profile  photo,  which  helps
colleagues  identify  you  within  the

platform.  The  Compilot  User  Guide
recommends  that  you  also  set  your
notification  preferences  at  this  stage.
You can choose to receive email digests,
real-time  alerts,  or  in-app  notifications
based on your workflow needs. If you are
an administrator, you may also need to
configure organizational settings such as
branding, time zones, and default access
permissions before inviting other  team
members.

Navigating the
Main Dashboard
Once your profile is set up, you will land
on  the  main  dashboard.  This  is  your
command  center.  The  dashboard  is
divided into several  key areas.  On the
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left-hand  side,  you  will  find  the
navigation menu, which provides access
to your tasks, projects, document library,
reports,  and settings.  The central  area
displays a customizable overview of your
most important metrics, such as pending
approvals,  upcoming  deadlines,  and
recent activity. You can drag and drop
widgets  to  rearrange  the  layout
according to your preferences. The top
bar contains a global search function, a
quick-create  button  for  new  tasks  or
documents,  and  a  notification  bell.
Spending  a  few  minutes  familiarizing
yourself  with  the  layout  wil l  pay
dividends  as  you  begin  to  use  the
platform more intensively.

CREATING AND MANAGING

PROJECTS

Projects are the organizational backbone
of  Compilot.  To  create  a  new project,
cl ick  the  "Projects"  option  in  the
navigation  menu,  then  select  "New
Project." You will be asked to provide a
project  name,  description,  start  date,
and  end  date.  You  can  also  assign  a
project  manager  and  set  the  visibility
level,  which controls who can see and
interact  with  the  project.  Once  the
project is created, you can break it down
into phases or milestones. Within each
phase,  you  can  create  tasks,  attach
relevant  documents,  and  assign  team
members.  The  Compilot  User  Guide
suggests  using the template feature if
your organization frequently undertakes
similar projects. Templates allow you to
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predefine  the  structure,  roles,  and
timelines,  saving  significant  time  on
setup.

Task
Management and
Assignment
Tasks  are  the  individual  units  of  work
that  drive  your  projects  forward.  To
create a task, navigate to the project of
your  choice and click  "Add Task."  You
will  need  to  enter  a  title,  a  detailed
description,  and  any  relevant  tags  for
easy  filtering.  You  can  also  set  priority
levels,  due  dates,  and  dependencies.
Dependencies  are  particularly  useful

because they prevent a task from being
started until a prerequisite task has been
completed. When assigning a task to a
team member, you can add a personal
n o t e  t h a t  w i l l  a p p e a r  i n  t h e i r
notifications. For recurring tasks, such as
weekly  reports  or  monthly  reviews,
enable  the recurrence feature  and set
your  desired  interval.  Compilot  will
automatically generate the next instance
once  the  current  one  is  marked
complete.

DOCUMENT CONTROL AND
VERSION MANAGEMENT

One of Compilot's standout features is its
robust  document management system.
To  upload  a  document,  go  to  the
Document  Library  and  use  the  upload
button or simply drag and drop files from
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your  computer.  Supported  formats
include  PDFs,  Word  documents,  Excel
spreadsheets,  images,  and more.  Each
document can be tagged with metadata,
such as document type, department, or
regulatory category,  making it  easy to
locate later. The version control feature
automatically saves every revision, and
you can compare versions side by side.
This  is  invaluable  for  maintaining
compliance and ensuring that everyone
is  working  from  the  most  current
information. You can also set document
review  and  approval  workflows,  which
require  designated  reviewers  to  sign  off
before  a  document  is  finalized.  Audit
logs  record  every  access  and  edit,
providing  a  complete  history  for
regulatory  inspections.

Setting Up
Approval
Workflows
Approval  workflows  in  Compilot  can  be
configured at both the task level and the
document level. To create a workflow, go
to the Administration panel  and select
"Workflow Builder." Here, you can define
the steps in the approval chain, specify
the  order  of  approvers,  and  set
conditions for escalation if an approval is
not  completed  wi th in  a  certa in
timeframe.  For  example,  you  might
configure  a  workflow  where  a  junior
team  member  submits  a  report,  a
manager  reviews  it,  and  a  director
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provides  final  sign-off.  Compilot  will
automatically  route  the  item  to  each
approver  in  sequence  and  send
reminders  as  needed.  The  Compilot
User  Guide  emphasizes  testing  your
workflows with a small sample set before
rolling  them  out  organization-wide  to
ensure they function as intended.

AUTOMATION AND RULES ENGINE

The automation capabilities in Compilot
allow you to eliminate manual, repetitive
tasks. The Rules Engine lets you create
triggers  based  on  specific  events.  For
instance,  you  can  set  a  rule  that
automatically assigns a follow-up task to
a team member whenever a document is
approved,  or  sends  a  notification  to  the
project manager when a task deadline is
approaching. To create a rule, navigate

to  the  Automation  section,  click  "New
Rule,"  and  define  the  trigger  condition
and  the  resulting  action.  Compilot
supports  a  wide  range  of  triggers,
including  field  changes,  status  updates,
date-based  events,  and  user  actions.
Using  automation  not  only  saves  time
but also reduces the risk of human error,
ensuring  that  critical  steps  are  never
overlooked.

REPORTING AND ANALYTICS

Data-driven  decision  making  is  made
easy with Compilot's reporting tools. You
can  access  pre-built  reports,  such  as
Project  Status,  Task  Completion Rates,
and Compliance Summary, directly from
the  Reports  tab.  Each  report  can  be
filtered  by  date  range,  team  member,
project,  or  other  custom  fields.  If  you
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need more specific insights, you can use
the  Report  Builder  to  create  custom
reports.  Choose  your  data  sources,
select the metrics you want to display,
and choose a visual format, such as a
bar  chart,  pie  chart,  or  table.  Reports
can be exported as PDF or Excel files for
sharing with stakeholders who may not
have access to Compilot. You can also
schedule  reports  to  be  generated  and
emailed  automatically  on  a  recurring
basis,  keeping  everyone  informed
without  manual  effort.

Dashboard

Customization
for Leadership
For managers and executives, having a
personalized  dashboard  is  crucial.  You
can  create  multiple  dashboards  within
Compilot,  each  tailored  to  a  different
audience or purpose. For example, you
might  have  a  "Compliance  Overview"
dashboard  that  d i sp lays  aud i t
completion  rates  and  pending  policy
acknowledgments,  and  a  separate
"Operational  Efficiency"  dashboard  that
shows  average  task  cycle  times  and
workload distribution. To customize, click
the "Edit Dashboard" button, then add,
remove, or resize widgets. You can also
set  dashboard  permissions  so  that
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certain  views are  visible  only  to  specific
roles. This ensures that sensitive metrics
are only shared with those who need to
see them.

COLLABORATION AND
COMMUNICATION FEATURES

Compilot includes several built-in tools to
facilitate  team  communication  without
requiring you to switch to external email
or messaging apps. Each task, project,
and  document  has  a  ded icated
comments section where team members
can ask questions, provide updates, and
share  feedback.  You  can  mention  a
specific  user  using  the  @  symbol,  and
they  will  receive  a  notification.
Additionally, Compilot supports real-time
co-editing  for  certain  document  types,
allowing multiple users to work on the

same  file  simultaneously.  For  more
formal  communication,  you  can  send
messages  through  the  internal
messaging system, which also maintains
a  searchable  history.  The  Compilot
User  Guide  recommends  establishing
team norms around where and how to
communicate  within  the  platform  to
avoid  confusion  and  ensure  that
important information is captured in the
right context.

MOBILE ACCESS AND OFFLINE
CAPABILITIES

In today's fast-paced work environment,
the ability  to  stay connected while  on
the go is essential. The Compilot mobile
app  provides  access  to  your  tasks,
projects,  documents,  and  notifications
from your smartphone or tablet. The app
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is designed with a responsive interface
that  makes  it  easy  to  navigate  on
smaller  screens.  You  can  approve
requests, update task statuses, and even
upload  documents  directly  from  your
device.  Some  functions  are  available
offline, allowing you to view cached data
a nd  make  e d i t s  t ha t  w i l l  s ync
automatically when you reconnect to the
internet.  This  is  particularly  useful  for
field  workers  or  those  who  travel
frequently. To set up offline access, go to
the  app  settings  and  select  which
projects or data sets you want to make
available offline.

TROUBLESHOOTING COMMON
ISSUES

Even  with  a  well-designed  platform,
users  occasionally  encounter  issues.

Here are some common scenarios and
their  solutions based on the Compilot
User Guide.

Login Problems: If you cannot
log in, first check that your caps
lock is off and that you are using
the correct email address. If you
have forgotten your password, use
the "Forgot Password" link to reset
it. If you continue to experience
issues, contact your system
administrator to verify that your
account is active.
Notifications Not Appearing:
Make sure that notifications are
enabled in your browser or mobile
device settings. Also, check your
in-app notification preferences to
ensure that you have subscribed
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to the relevant categories. If you
are using email notifications,
check your spam or junk folder.
Slow Performance: Slow loading
times can often be resolved by
clearing your browser cache or
switching to a supported browser.
If the issue persists, close unused
tabs and check your internet
connection speed. For persistent

performance issues, contact your
IT team to verify that your network
configuration meets Compilot's
requirements.
File Upload Errors: If you are
unable to upload a file, check that
the file size does not exceed the
maximum limit set by your
organization. Also, confirm that the
file type is allowed


