
Start with E-Filing Cabinet setup
Only needs to be done once

Or
When adding a new Document Type

E-Filing Cabinet Setup



Document Setup

Add/Change a Document/Document Description
Set the E-Filing Cabinet Location



Member Screen

To access a member’s E-Filing Cabinet Location
Press the E-Filing Cabinet Icon in the top-right corner



E-Filing Cabinet Main Screen

To add a file already on your computer or network



Import a File

For Documents listed in SETUP, E-Filing Cabinet will 
automatically name the file.

For Other – Not Listed documents, type in a name
And press the OK button



Browse for File

Then choose to COPY or MOVE the file



File is now in the E-Filing Cabinet

The file is available to View/Print
Or

Click the REMOVE button to delete
IMPORTANT:  FILE WILL BE PERMANENTLY DELETED!



Scan a File

To add a new file to your E-File Cabinet



Scanning Options

Select checkboxes for more than 1 scanner, to automate the scanning
Process or to use an Automatic Document Feeder with your scanner.

The name is automatically filled in for you.



Scanning (cont)

Selecting the Scanner
(May look different on your system)

Scanning the Document
(May look different on your system)



Viewing/Printing File

To View and/or Print the file in Adobe Acrobat,
Press the VIEW FILE button



Viewing / Printing in Acrobat



Adding a Photo

Added in the same way as documents:
From existing file or scanning a new file



Viewing/Printing the File

View Button to view file, Print Basic to print file
Print Info button to print Complete Member Info with Photo
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