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SideKick is associated with your eFileCabinet account and is a shortcut to perform 

various actions. The focus of SideKick is adding content quickly and easily. Once you 

have installed and logged into SideKick, click on the blue eFileCabinet circle to 

collapse or expand the screen.

One of the key features of SideKick is the ability to 

add information quickly and easily through drag 

and drop.

To add a File or Folder to Sidekick, drag it from 

Outlook, the Windows Directory, etc., to SideKick.

A gear icon will rotate while the File or Folder

is being added.

To copy a File or a Folder out of Sidekick, drag it from 

SideKick to Outlook, the Windows Directory, etc.

Search in SideKick is equivalent to Search on the 

Menu Bar in eFileCabinet. It allows you to Search 

for the name of a Cabinet, Drawer, Folder, or File, or 

information in Profile Items.

Type your Search term in the Search box and press 

Enter or click the magnifying glass.

Your Search Results will appear on the right side of 

SideKick.
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Checked Out Files in SideKick is equiva-

lent to Checked Out from the Quick View 

Bar in eFileCabinet. It provides a list of 

Files that you have Checked Out.

You can use right-click to Check Out or 
Check In a File. Checking In a File gives 
you three options: 
Check In, Ignore Changes, and Dismiss.

Home in SideKick is equivalent to the Cabinet View of 

eFileCabinet. You will be able to view and navigate your list of 

Cabinets, Drawers, Folders, and Files by double-clicking and 

using the back arrow in the Menu Bar.

Favorites in SideKick is equivalent to Favorites from the 

Quick View Bar in eFileCabinet. It provides a list of your 

Favorite Cabinets, Drawers, Folders, or Files. Right-click to 

Favorite or UnFavorite.

Recent Files and Recent Locations in SideKick are equivalent 

to Recent from the Quick View Bar in eFileCabinet. It 

provides a list of Cabinets, Drawers, Folders, or Files with 

recent activity.

Pinned Locations in SideKick is a list of Drawers or Folders that you have Pinned. 

You can hover over or right-click to Pin or UnPin something.

The Plus sign at the top right of the screen in SideKick allows you to add Folders to Drawers or Drawers to 

Cabinets. Refresh allows you to Refresh your selected view. The down arrow allows you to collapse SideKick.



RIGHT-CLICK MENU
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The right-click menu options in SideKick include:

Set this item as the Default Store Location, Pin/UnPin, 

Favorite/UnFavorite, Cut, Copy, Rename, and Delete.

ADD-ONS

Add-ons is the list of available Add-ons in SideKick, including:

Microsoft O�ice, QuickBooks, Export Utility, Scanner, and Printer.

SETTINGS

Settings in SideKick allows you to control the various 

settings, including setting the default storage loca-

tion for items added to SideKick.


