
eFileCabinet User Guide



➢ eFileCabinet is a document management system that allows us to 
share documents within a safe environment. You have been added 
as a user so that we can share information in a secure environment.

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

➢ When you login for the first time, you'll create a password for
your account by entering your email and selecting the “Forgot 
Password?” button.

➢ 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)

➢ 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.

➢ 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. 

Welcome to eFileCabinet

https://elcirmo.efilecabinet.net/


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

https://elcirmo.efilecabinet.net/


Forgot Password Steps:

Then enter your username(your email) and then click 
on “next.”



Forgot Password Steps continued:

Once you click on next it will bring you 
to the screen below.

Check your email and you should 
receive an email from eFileCabinet. Like 
the one below. Click on reset password.



Forgot Password 
Steps continued:

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

• A lowercase character

• A capital(uppercase) character

• A number

• Minimum 8 characters

• Once done, click on next. It’ll 
bring you to the login screen.



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



1st 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 1st 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. 



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



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.  



Resources & SR Folders 

• Resource Folder will have any 
communications that has been sent 
out, forms, training guides and 
miscellaneous folders. 

• You will be able to download the 
documents in here if needed. 

• SR Folders will have SR Adjustments, 
SR Miscellaneous, SR Sign In & Out 
Sheets and SR Miscellaneous. They 
are organized by the fiscal year. 



Uploading Documents Example:

Click on the fiscal year, once you click on it, it’ll display the 
folders for each month for that fiscal year. Click on the 
Month/Year that you want to upload the

Once you click on the month, you should see the Month/Year 
on top. To upload you can click on the “Drag or click here” 
button(in blue letters). You can drag or upload a document. 



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


