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ZelixAl — Getting started

Set up your chatbot and your support channels step by step
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Welcome to ZelixAl

ZelixAl puts a chatbot on your website that answers your visitors' questions. The
bot learns from your own website, your own questions and answers and your
documents. Chats, e-mail and contact requests come together in the inbox of your
portal.

Logging in
1. Go to zelixai.ai/login.

2. Enter your Login-ID. You will find it in the e-mail you received after signing up. It is not
your e-mail address.

3. Enter your password and click Log In.

Forgot your password? Click Forgot password? on the login page.
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The portal after logging in. The menu is on the left.

Where to find help

e At the bottom right of every portal screen there is a round help button. Ask our help bot
your questions there.

e Prefer a person? E-mail support@zelixai.ai.

This guide follows the order in which setting up is easiest: first your bot, then its
knowledge, testing, putting it on your website and your channels. You will find a checklist
at the end.
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Setting up your bot

Your account already has a first bot. You adjust that one.

1.
2.

Go to Bots > Bots and click Edit next to your bot.

On the Basic tab, under Identity, enter the Bot name. Choose a name that tells
visitors it is an Al assistant, for example "Al assistant Lisa".

. Under Persona, describe the role and the tone, for example: "You are the friendly

assistant of Example Bakery. You keep your answers short and warm."

Under Instructions, write what the bot should and should not do, for example: "Only
answer questions about our shop."

. Under Current facts, add facts the bot must always know, one per line, such as your

opening hours.

. Click Save.

Edit bot NL ﬂ DE FR TR ES ( @  AlexBaker Owner  Logout

Bots » Al assistant Lisa

) Basic = Integration # LLM & Tools ()] ® & Ad
B Dashboard
1| Statistics
Bot name * Type
Al assistant Lisa Chat v
@@ Inbox [ 5]
1 Inbox Rules
& Word filter persona
You are the friendly assistant of Example Bakery. You keep your answers short and warm.
= Auto-reply
4 Customers %
Live Chat
@ o Instructions
Only answer questions about our shop: bread, cakes, opening hours, orders and delivery.
If you do not know the answer, say so and offer to have a colleague get in touch.
L When a customer wants to be contacted, ask for their name and e-mail address and create a contact request.
@ Bottraining
%
T Scheduler

1]
2]

Current facts
Opening hours: Tuesday to Saturday 8:00-17:00, closed on Sunday and Monday.

Bots Gluten-free bread is baked on Wednesday and Saturday.
This month's special: apple pie with cinnamon.

Knowledge Teams
Domains

Language for Q&A generation

Automatic (detect language from content) v

General
Website of this bot .
https://www.example.com

The Basic tab: name, persona and instructions of your bot.

Greeting and suggested questions

1. Open the Messages tab.

W N

Under Greeting & Suggestions, enter the first message visitors see.
Under Suggested questions, add up to 4 questions visitors can click, one per line.

Do your visitors speak several languages? Fill in the greeting per language. If you leave
a language empty, the widget uses the default language.



Level of your bot

On the LLM & Tools tab, under Level, you choose how smart your bot is. Basic is
available on every package. Smart and Expert are available from the Plus package; the
list shows from which package a level is available.

What a level costs is on zelixai.ai/en/pricing.

& Basic ¥ Integration % LLM & Tools () Messages @ Appearance £ Advanced
MODEL
Level Max tokens per message
Basic 4096

Smart — from Plus
Expert — from Plus

Messages per conversation (0 = unlimited)

60

LLM & Tools tab: Basic on every package, Smart and Expert from Plus.
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Teaching your bot

Your bot answers with what you give it. Everything is under Knowledge > Bot training.

Let the bot read your website
1. Open the Crawler tab.

2. Under Root URL, enter the address of your website, for example
https://www.yourbusiness.com.

3. Under Max pages, choose how many pages the bot may read. Start small, for example
with 50.

4. Click Discover pages. You will see a list of the pages found.

5. Exclude pages the bot does not need, such as your privacy statement or old
promotions.

6. Click Approve & Start.

Reading pages and making questions and answers uses balance. The portal shows an
estimate of what a round costs.

When Auto Q&A is on, the bot also makes questions and answers from your pages. These
are proposals: you switch them on yourself on the Q&A tab.

Website Crawler nEJoe R TR ES @  AlexBaker Owner  Logout

Q&A Sources Crawler Products Mail import

B Dashboard
Batch Discovery vz

1| Statistics

Root URL Max pages Method

#@ Inbox o https://www.example.com 50 v Sitemap + Links ¥ |autr “&A:ON

The Crawler tab: enter your website and discover its pages.

Questions and answers
With your own questions and answers you decide exactly what the bot says.

1. Open the Q&A tab and click + Add.
2. Type the question the way a customer asks it, and the answer you want to give.
3. Make sure Active (approved) is on and save.

Proposals from your website or documents stay off until you switch them on. The filter for
pairs that still need approval helps you find them quickly.
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Q&A Sources Crawler Products Mail import

B Dashboard

4 4 0

1| Statistics

Total Approved Pending review
52 Inbox o All 98 Team 1 Bot-private Archive
1 Inbox Rules
Search Q8A. Allcategories v Allsources v  25/pagini v [J Pending only m

& Word filter < pag
2 Auto-reply
Apcusicmes O  quesTIoN ANSWER CATEGORY SOURCE  DATE « OWNER STATUS ACTIONS
€ Live Chat o Yes. Order at least three days in

A T

[ Can | order a birthday cake? advance in the shop or by phone, shop A 40minago (88 Team1) Active SEdit e X

and tell us the size and the text...

@ Bottraining Yes, we bake gluten-free bread on
_ =] Do you have gluten-free ‘Wednesday gnd Saturday. Ask in = 20minago I/m\‘ ey CEdit e x
Z Scheduler bread? the shop which loaves are M —

available...

We deliver in town for orders above
7 - )
Do you deliver? 25 euros, on weekdays between shop. —— 40minago (g8 Team1 ) Active WEdIt e X
10:00 and 15:00.

@ Bots

9% Knowledge Teams
We are open Tuesday to Saturday

from 8:00 to 17:00. On Sunday and shop e ominsgo  (geTeam1) Active Edit e %
Monday we are closed.

What are your opening
& Domains ~  hours?

The Q&A tab: your own questions and answers.

Documents

1. Open the Sources tab and click Upload document.
2. Choose a file: PDF, Word (.docx) or TXT, up to 20 MB.
3. Under Use as, choose Source for Q&A pairs and click Upload.

The bot uses the text of your document. Would you like questions and answers made from
it as well? Then switch those on afterwards on the Q&A tab.



Upload document
PDF, Word [.docx) or TXT — max 20 Mg.

Useas

@® . Source for Q&A pairs

Save document to knowledge base. Generate Q&A afterwards.

) W Import product catalogue

Al reads product names and prices and saves them as products.

© save document

Save as reference only, no further processing

Owner (scope)

@ Knowledgeteam  Team 1

() This bot only Al assistant Lisa

The Sources tab: uploading a document.

Do you sell products? On the Products tab you add your products, so the bot can also
answer guestions about what you offer.

New knowledge is processed in the background, so it is not always usable straight
away. Reading a large website takes longer. Check it afterwards with a test
conversation: see testing your bot.
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Testing your bot

Test your bot before it is on your website.

1. Go to Bots > Bots and click Test next to your bot.
2. Ask the questions your customers often ask.

3. Is an answer wrong? Add a question and answer or adjust your instructions. See
teaching your bot.

4. Want to start again? Click Clear.

With Preview you see the chat the way a visitor sees it.

Test conversations use balance too.

Bot Testing nEJoe R TR ES @  AlexBaker Owner  Logout

« Back to Bots

m Dashboard Test: Al assistant Lisa |’ C\eav\‘ Edit
ashboal -

Statistics

Hello! I'm Lisa, the Al assistant of Example Bakery. How can | help you?

5@ Inbox [ -] Can | order a birthday cake for Saturday?

€1 Inbox Rules Yes, you can order a birthday cake! Please order at least three days in advance in the shop or by phone. Don't forget to tell us the size and the text

S Wordi you would like on the cake.
ford filter

2 Auto-reply
4 Customers

¢ Live Chat [ 3]

@ Bot training

T Scheduler

@ Bots

8% Knowledge Teams Type a test message. m

& Domains

& General .

The test page: ask your bot a question the way a customer would.
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Putting the bot on your website

1. Choose the look
1. Open your bot (Bots > Bots > Edit) and go to the Appearance tab.

2. In the Widget Studio, choose a template and your colours. You see the result straight
away in the preview.

3. If you like, upload your logo as the bot's avatar.

Edit bot NL E DE FR TR ES @  AlexBaker Owner Log out

Bots » Al assistant Lisa

@ Basic =+ Integration % LLM & Tools ()] @ @ Ad
B Dashboard
1| Statistics
. Upload  Choose from gallery

1£5)
@@ Inbox [ 5]
1 Inbox Rules

Widget Studio Reset
& Word filter

@ Templates Colors & Language
2 Auto-reply
@ Live Chat (-]

Modern Minimal Professional Al assistant Lisa

Oniine « Repiies instantly
9 Friendly pmy'm Dalk Hello! | am your Al assistant. How

- Genes can | help you today?
_ Scheduler E ¥

_ _ What are your opening hours?

G\ass Nenn Retm

@ Bots How can | track an order?
88 Knowledge Teams _ _ _ Contact support
Elegam Bubble Nalure
& Domains
How does the return procedure
_ _ _ o
D:ean Sunrise Candy
& General Moder -
Our return procedure is simple: .
_ _ Ask your question...

The Appearance tab template and colours of your chat.

2. Confirm that the website is yours

The chat only works fully on a domain you have confirmed. On a domain that is not
confirmed, a visitor can send only 2 messages.

1. Go to Bots > Domains and click + Add domain.

2. Enter your domain, for example yourbusiness.com, without https://.

3. Click DNS instructions. You get one TXT record. Add that record at your domain
provider. Copy the value exactly.

4. Wait a little (usually 5 to 30 minutes) and click Verify. The status changes to Verified.



3

1
2
3
4

Domain Authorization v B oe PR TR ES (@  AexBaker Owner  Logout

Domain Authorization
) . X X + Add domain
Verify ownership of domains where your widget may load. Verified domains can be linked to bots.
B Dashboard
Which sites are allowed to embed your widget?
1| Statistics Enter every domain on which you want the chatbox to appear — the apex y.com), www. and ins are all allowed. You prove ownership with one TXT record per domain. A
widget in (such as chat.y m, where the chat JS is loaded from) is configured separately in the bot settings — that is about CNAME + SSL, not authorisation.
@@ Inbox [ 2]
1 Inbox Rules
HOSTNAME STATUS BOTS ACTIONS
& Word filter
example.com v Verified @ O bots Re-verify DNS instructions Remove

2 Auto-reply

Bots > Domains: your domain is confirmed.

. Link the domain and place the code

. Open your bot and go to the Integration tab.

. Under Widget Domains, tick your domain and click Save domains.
. Under Embed snippet, click Copy snippet.

. Paste the code on every page of your website, just before the closing body tag. This
works on any website where you can add your own code, including WordPress: use the
place in your theme where you add code to all pages.

Edit bot NLB DE FR TR ES [ @  AlexBaker Owner Log out

Bots » Al assistant Lisa

@ Basic = Integration # LLM & Tools ()] ® @ Ad d
B Dashboard
1| Statistics
Embed snippet default: widget.zelixa.ai
<script src="https://widget.zelixai.ai/widget.js" data-bot=" " defers</script
>
@@ Inbox [ 5]
Copy snippet
1 Inbox Rules
White-label widget host is available from the Plus package.
© Word filter Own widget subdomain (e.g. chat.yoursite.com)? Set it up in Settings - Custom Hostnames.
= Auto-reply
4 Customers WIDGET DOMAINS
Select the verified domains on which this bot's widget may load. Only one domain can be primary.
¢ Live Chat [ 3]
example. com verified ) % primair

@ Bottraining
T Scheduler
e -

The Integration tab: link your domain and copy the code.
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Your support channels

Next to the chat on your website you can connect your e-mail. Everything arrives in Work
> Inbox.

Connecting e-mail

1.
2.
3.

Go to Settings > Channels and choose Email.
Click + Add account.

Choose the type IMAP (inbound mail-import) and enter the address, for example
info@yourbusiness.com.

4. Under Purpose, choose Inbox, and under Linked bot, choose your bot.

6.

. Enter the server details of your mailbox (host, port, user name and password). Your e-

mail provider gives you these.
Click Test IMAP connection and then Save.

How many mailboxes you can connect depends on your package. See zelixai.ai/en/pricing.

Email Accounts

New email account
Account type Display name

IMAP (inbound mail-import) v Example Bakery inbox

From address * From name

info@example.com Example Bakery

Linked bot Purpose

Al assistant Lisa v Inbox v

IMAP (Inbound)

Host

imap.example.com

Port

993

Username

info@example.com

Password

Password

Settings > Channels > Email: connecting your mailbox.

Contact requests

Can the bot not answer a question, or does a visitor want contact? Then the bot asks for
an e-mail address or phone number and creates a ticket. You find that ticket in Work >
Inbox on the Tickets tab.

Does your bot have no way to put a visitor in touch with you? Then you see a warning at
the top of your bot's page.


https://zelixai.ai/en/pricing

When a visitor wants to talk to a person

When a visitor asks for a person, the bot says honestly that it cannot transfer the chat
itself. It offers that your team will get in touch. If the visitor leaves an e-mail address or
phone number, the bot creates a contact request. You find it under Work > Inbox >
Tickets (see Following up). The bot never promises a response time.

You can also join a conversation that is still running yourself:

1. Open the conversation in Work > Inbox.
2. Click Take over at the top right. From then on you reply and the bot no longer does.
3. When you are done, click Close.

Visitor (-shots-al) Assign  Close

CUSTOMER 20 okt 2026, 20:47

Hi! Are you open on Monday?

BOT 20 okt 2026, 20:47
We are closed on Mondays. Our opening hours are Tuesday to Saturday from 8:00 to 17:00.

CUSTOMER 20 okt 2026, 20:47

Do you have gluten-free bread on Saturday?

BOT 20 okt 2026, 20:47

Yes, we bake gluten-free bread on Saturdays!

Work > Inbox: Take over hands the conversation from the bot to you.



Following up

Conversations

In Work > Inbox you see all conversations of your bot and your e-mail. The tabs In
progress, Open and Closed keep things organised.

After a finished chat you receive a summary by e-mail by default. You switch this on or off

on the Basic tab of your bot.

= Inbox
B In progress s Open €8 Closed 00 Deleted 0/0
—h .
Folders Inbox © v syncnow

v Allstatuses
Alle gesprekken

Search by name, channel
Dar 50 ~ 14

e Visitor (30-xicBeb) -
.

Can | order a birthday cake
for Saturday?

Tnieuw

NLE DE FR TR ES ¢ @  AlexBaker Owner Log out

® Alex Baker EIGENAAR

Today v ~  ® & Syncmai

o Visitor (-shots-al) Assign  Close

v
CUSTOMER 20 okt 2026, 20:47
Hi! Are you open on Monday?
(] BOT 20 okt 2026, 20:47

We are closed on Mondays. Our opening hours are Tuesday to Saturday from 8:00 to 17:00.

CUSTOMER 20 okt 2026, 20:47

Do you have gluten-free bread on Saturday?

BOT 20 okt 2026, 20:47

Yes, we bake gluten-free bread on Saturdays!

@ Jane Doe 0O
ticket

° Visitor (-shots-b) 0o

. Sure: my name is Jane Doe
and my e-mall address is

2 nieuw
o Visitor (-shots-a1) [ ke over
s T Follow
2 nieuw

+New folder .

Work > Inbox: all your conversations in one place.

Tickets

Open the Tickets tab in the inbox. It lists the contact requests the bot created, with the
details the visitor left. Then get in touch with the customer yourself.
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= Inbox nEIJoe FR TR ES C @  AlexBaker Ownar  Logout

nbox ckets ex Baker
Inb Tickets (0/1 Alex Baker EIGENAAR

8 inprogress (G/2)  da Open €D Closed 0/0 Deleted 0/0 Today v v ® s Syncmail
LIVE ACTIVE L] AWAITING REPLY HANDOVER REQUESTS RESOLVED TODAY
Folders Inbox © vsycnow D Jane Doe
v Allstatuses v )
Alle gesprekken

Search by name, channel

Dar 50 « 15/s CUSTOMER 20 okt 2026, 20:47
Order for large birthday cake

Jane Doe Fotow
E-MAIL CUSTOMER 20 okt 2026, 20:47

Order for large birthd ake Hello, | would like to order a large birthday cake for 40 people. Can someone contact me about the price?
ticket
BOT 20 okt 2026, 20:47
Hello! | can certainly help arrange for someone to contact you about a large birthday cake. Could you please
share your name and email address or phone number so a colleague can get in touch with you about the price?

CUSTOMER 20 okt 2026, 20:47

Sure: my name is Jane Doe and my e-mail address is jane@example.com.

BOT 20 okt 2026, 20:47

Thank you, Jane! | will create a contact request for you. A colleague will get in touch regarding the price of a
large birthday cake for 40 people.

YYour contact request (ticket #1) has been created. A colleague will be in touch with you as soon as possible.

Work > Inbox > Tickets: the contact requests of your visitors.

Adding colleagues

1. Go to Settings > Users and click + Add.

2. Enter name and e-mail address and choose a role.

3. After saving you see a temporary password. Pass it on to your colleague yourself.

How many users you can add depends on your package. See zelixai.ai/en/pricing.

Agents NLm DE FR TR ES [ @  AlexBaker Owner Log out

Users

+ Add

OVERV

W Dashboard 1/1members

il Statistics NAME EMAIL ROLE STATUS LAST LOGIN ACTIONS

Alex Baker Owmer Active 20/10/2026 20:43 Edit

#@ Inbox [ 2]
1 Inbox Rules

& Word filter

Settings > Users: your colleagues.
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Usage and balance

Your bot runs on balance. Your package includes an amount of balance every month. You
can also buy extra balance yourself.

1. Go to Settings > Usage. There you see your balance and what your bot uses.

2. Click Top up balance to buy extra balance and choose an amount.

3. Would you like your balance to be topped up automatically? When you pay, tick the box
to save your payment method and allow automatic balance top-ups.

When your balance runs out, your chatbot stops until you top up. So keep an eye on
your usage.

What chatting and reading pages cost is on zelixai.ai/en/pricing.

Usage N oe FR TR ES ( @  AlexBaker Owner  Logout

[} )] = t ]
W Dashboard €0,01 22 3 22 0
Cost this month Gredits this month Conversations this month Chat credits Other credits
1| Statistics
Euro balance
#@ Inbox [ 3]
1 Inbox Rules € 9'85 € 0,00 extra balance ?‘:rcta ; .
included this month (remaining) L © 0.00 /month
& Word filter

Al levels and costs -

Settings > Usage: your balance and your usage.
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Ready to go live?

Go through this list before you send visitors to your chat.
L] Your bot has a name, a persona and a greeting.

L] Your website has been read and the most important questions and answers are
switched on.

L] You have tested the bot with the questions customers often ask.

L] Your domain is Verified and linked to your bot.

[] The code is on every page of your website.

L] Your bot can create a contact request: there is no warning at the top of your bot's page.

[] You have enough balance.



Need help?

e |n the portal, click the round help button at the bottom right. Our help bot knows the
portal and helps you set things up.

e E-mail support@zelixai.ai.
e This guide is also online: zelixai.ai/downloads/zelixai-getting-started-en.pdf.

Good luck with your chatbot!
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