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Welcome to eFileCabinet

> eFileCabinet is a document management system that allows us to B efileCabinet x +
share documents within a safe environment. You have been added C & eldmosefilecabinetnet
as a user so that we can share information in a secure environment.

Welcome to the next generation of Document Management

> You can access eFileCabinet at: https://elcirmo.eFileCabinet.net.

» When you loginfor the first time, you'llcreate a password for
your account by entering your email and selecting the “Forgot
Password?” button.
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Early Learning Coalition

Indian River * Martin + Okeechobee

» This will generate an email with a temporary login you can use
to create your password. (You can also use this option if you
ever forget your password)

‘ Username (email) |

» From here you'll have access to all the folders and files

shared with you. You can view documents with the preview Forgot Password?

pane or download them to your computer via an encrypted
connection.

Copyright © 2021 eFileCabinet, Inc. All rights reserved

» You are also able to upload documents to the different folders
in the system. You can drag and-drop files from your desktop
into the system or click on the upload button to select a file.


https://elcirmo.efilecabinet.net/
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Welcome to eFlleCabinet!

Yhere independence meets connection

ksearcy@efllecabinet. com has created a user for you in eFlleCabinet so you can work

remarkably.

rybex. testSomail.com

Get Started

Here's how to get started:

1. Set your password
2. Log in using your Email Address and Password.
3. Accept the Terms of Service Agreament.

Once the above steps are completed you will be able to use eFileCabinet.

“«tions on how to use eFileCabinet, log into your account using the above
“r S« and video tutorials, Need additional assistance?

We will also be sending emails, like the one above. Click on the Get Started button.



Setting up a
password

Make sure to have the following:
**A lowercase character

¢ A capital(uppercase) character
A number

*Minimum 8 characters



If you forgot your
password, Click on
forgot Password.

You can go to the following link:

» https://elcirmo.eFileCabinet.net

« Enter your email and select next

» Click on Forgot Password at the bottom
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Welcome to the next generation of Document Management
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Stay Up-To-Date A Indian River » Martin ¢« Okeechobee
With Us on LinkedIn

‘ aaguirre@elcirmo.org ‘

Forgot Password?



https://elcirmo.efilecabinet.net/
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Welcome to the next generation of Document Management

Forgot Password Steps:

Email: aaguirre@elcirmo.org

Then enter your username(your email) and then click
Then ents rubex

Welcome to the next generation of Document Management

Email: | Enter email




Forgot Password Steps continued:

Once you click on next it will bring you Check your email and you should
receive an email from eFileCabinet. Like
the one below. Click on reset password.

to the screen below.

rubex

efileCabinet <no-reply@efilecabinet.net:
Te @ Anavel Aguirre

Request Sent, check your Email for your reset
token

€ Reply

& Reply All

— Forward

@ If there are problems with how this message is displayed, click here to view it in a web browser.

Click the button below to reset the password for aaguirre@elcirmo.org.

Email: aaguirre@elcirmo.orng
Reset Enter reset token Reset Password
Token:

Thank you for using eFileCabinet!

If you are not able to see the button, you can also reset your password by going to:
https://elcdirmo.efilecabinet.net/#/auth/forgotPassword/?userIlD=1006998&resetToken=010W8]

I

Thu 4/1,/2021 8:1£




Forgot Password
Steps continued:

* Enter a new password but make
sure that it has the following:

* Alowercase character
* A capital(uppercase) character
* A number

e Minimum 8 characters

* Once done, click on next. It’ll
bring you to the login screen.
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Welcome to the next generation of Document Management

Heset
Token:
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Welcome to the next generation of Document Management

We Loveto _

Connect andM &/ N\
Listen | Early Learning Coalition

Stay Up-To-Date Indian River * Martin * Okeechobee

With Us on LinkedIn

‘ aaguirrai@elcirmo.org ‘

—

Forgot Password?

Last Step: Sign in with your username and new password.



15t time-Login
Screen

¢ Enter your username, which is your email
address. Then enter a password of your
choosing.

+¢ Click on Sign-in button.

¢ You will get a pop-up asking for you to
provide a phone number, this step is
optional and if it is setup you will receive a
security code via text when logging in for
the 1t time.

+* You can check the box “don’t ask me
again” and click on the “skip” button and
then click on the “save” button.

+¢* From here you’ll have access to all the
folders and files shared with you. You can
view documents with the preview pane or
download them to your computer via an
encrypted connection.
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Welcome to the next generation of Document Management

&/ &
Early Learning Coalition

Stay Up-To-Date Indian River « Martin *+ Okeechobee
With Us on Linkedin

| Username (email)

Piease provide a phone number for easier password recovery

USA (+1) v

Don't ask me again



Home Screen

Make sure to read the Software

agreement and click on accept button for
the first-time users.

From here you’ll have access to all
the folders and files shared with you.
You can view documents with the
preview pane or download them to
your computer via an encrypted
connection.

If the portal is down this is an
alternative to uploading documents
into the Portal.

Admin-Contracts Related Items
School Readiness
VPK

Y IF

New v Share v

€ Home = My Account E’:

My Account

slewis@elcirmo.org | 12/14/2

we v B

Admin
slewis@elcirmo.org | 3/22/2021

SR
jcruzi@elcirmo.org | 3/22/2021

VPK
jcruzi@elcirmo.org | 3/23/2021




Admin Folders

* A closer Look what folders
are under Admin—>

* This is where you'll upload
documents related to
contracts. If the portal is down
or if it’s easier than sending it
via email, then you upload it
here.

v B Admin
v & AChild's World North-11585
v Iaw Administrative
[ Accreditation
[ EVerify
v [ Insurance
[ Liability
[ rts
[ Worker's Comp
[ Lesson plans
[ License
v [l School Readiness
[ ASsQLetters
[ Enroliment certificates
[ Proof of Payment
v B VPK
[ VPK Attendance polity
[ VPK Curriculumn sample
[ VPK Director documents & credentials
[ VPKInstructor documents
[ VPK Monitoring Tool
[ VPK Substitute tracking log



Resources & SR Folders

v My Account

> n Admin
vA s
v @ -Resources
* Resource Folder will have any ’: .FTSR- —
communications that has been sent > i MartinCounty B
out, forms, training guides and E NewFolder
. > Okeechobee
miscellaneous folders. i —
. > @ Trining Guides
* You will be able to download the e

1 1 v P= SR Adjustments
documents in here if needed. B SRAdjsmen
> @ Fiscal Year 20192020
> @ Fiscal Year 20202021
v [l SR Miscellaneous

[ Fiscal Year 2019-2020

* SR Folders will have SR Adjustments, 09 Ficalvear 2020:202
SR Miscellaneous, SR Sign In & Out v B SRSignin&OutSheets

0 > Il Fiscal Year 2018-2019

Sheets and SR Miscellaneous. They S —
are organized by the fiscal year. > B FiscalYear 20202021

v [l SR Technical Assistance
[ Fiscal Year 2019-2020

[ Fiscal Year 2020-2021



Uploading Documents Example:

Click on the fiscal year, once you click on it, it’ll display the Once you click on the month, you should see the Month/Year
folders for each month for that fiscal year. Click on the on top. To upload you can click on the “Drag or click here”
Month/Year that you want to upload the button(in blue letters). You can drag or upload a document.

v & AcChild's World North-11585

v [ SR Adjustments

¥ [l MyAccount 2020 (01) January <k-
w = Ciceol Year 2019-2020 > A Admin (B slewis@elcirmo.org | 3/12/2021
- vA R
2019 |':|TI| _|L,I|“,l' > @ -Resources Y IF Type - 0items
v & AChild's World North-11585
2019 [Oa] Augugt v fa SRAdjustments
v [a Fiscal Year 2019-2020
2019 (09) September 3 2019 (07) July
[ 2019 (08) August
2019 (10) October [ 2019 (09) September
[ 2019 (10) October
2019 |lll| Movember [ 2019 (11) November
) [ 2019 (12) December
2019 (12) December [ 2020 (01) January

. [ 2020 (02) February
2020 (01) January [ 2020 (03) March
[ 2020 (04) April

2020 (02) February

3 2020 (05) May
3 2020(06) June

2020 (03) March

> [ Fiscal Year 20202021

2020 |':|4I| .'t'\p rl-l v B SRMiscellaneous
[ Fiscal Year 2019-2020
2020 (05) May [ e

pooopoopob @

2020 (06) June



Once a document has been uploaded, you will see it. You can always click on the
document to view it or download a copy.

ﬁ a € Home = MyAccount = SR = AChild's ... > SR Adjust... > Fiscal Yea... = 2020 (01)... E’:
My Account 0 2020 (01) January g 2 e
> B Admin slewis@elcirmo.org | 3/12/2021
v A sR
> B Resources Y IF Type hd u i = (litem)
v (& AChild's World North-11585
< & -

@ Test Sign in sheets fo Jan 2021 docx

vl SRAdjustments '1; 11.51 KB | aaguirre@elcirmo.org | 3/25/2021

v fa Fiscal Year 2019-2020
2019 (07) July

2019 (08) August
2019 (09) September
2019 (10) October
2019 (11) November

2019 (12) December
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