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FILE CABINET

The File Cabinet in FACS operates in the same manner as a file cabinet for paper files.

Within the File Cabinet, there is the main folder followed by subfolders
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FILE CABINET

To access the file 
cabinet, click on 
File Cabinet under 
Services
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FILE CABINET

Currently, the File Cabinet is 
structured similarly to the 
folder index of the construction 
procedures.  Folders that have 
been deemed unnecessary 
(due to electronic files) have 
been eliminated

The file structure will change 
again, as we review the folder 
list
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FILE CABINET

Adding files to 
the File Cabinet 
is simply done 
by dragging and 
dropping files 

You can also 
move files by 
dragging and 
dropping
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FILE CABINET

Finding files in the 
File Cabinet can be 
done by typing in 
keyword in the 
Search function

Using searchable 
PDFs makes 
finding files easier
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FILE CABINET

Under the Search function, there are 
several search options

Here: current folder

Volume: current folder + subfolders

All: the entire project file cabinet system

Filename: by file name

MIME Type: by file type
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FILE CABINET

For a selected file, you can do the 
following:

• Open

• Download

• Preview

• Delete

• Rename

• Get Info
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FILE CABINET

For a selected file, you can:

• Open – opens the file 

9

Files will open in their native applications



FILE CABINET

For a selected file, you can:

• Download – downloads 
the file, after which it can 
be saved elsewhere
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FILE CABINET

For a selected file, you can:

• Download – downloads the file, after which it can be saved elsewhere or printed
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FILE CABINET

For a selected file, you can:

• Preview – opens the file 
in a small preview 
window
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FILE CABINET

For a selected file, you can:

• Delete – deletes the file
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FILE CABINET

For a selected file, you can:

• Rename – allows you to renames 
the file
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FILE CABINET

For a selected file, you can:

• Get Info – provide file 
information
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FILE CABINET

Permissions

• Certain files may not 
allow for deleting if they 
have been associated 
with an Entry. 

• These files can still be
moved (organized within 
the file cabinet) or 
renamed without 
impacting the Entry the 
file is associated with.
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END OF GUIDE
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