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1 Logging In  
 
A FileControl user may access a company by entering the URL provided into the address bar of any 
modern internet browser such as Internet Explorer, Microsoft Edge, Google Chrome or Mozilla FireFox. 

The URL is typically in the form https://xxx.myfilecontrol.com. 
 

 
Login Page of demo.myfilecontrol.com 
 
Once a user account has been created for a user, in addition to the URL the login information required 
includes the Company [Name], Username and Password. The password is usually temporary for security 
reasons and the user will be required to reset it on first login. Enter the provided login information into 
the fields and click the Login button. 
 

1.1 Remember Me 
On the Login Page below the login fields is a checkbox called Remember me. Checking this box saves the 
Company and Username for the URL so that the next time the user connects to that URL those two fields 
will be auto populated. User will only need to enter the password.  Password saving is browser based so 
the password can only be saved if this feature is enabled in the browser being used. 
 

https://xxx.myfilecontrol.com/
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Login Page showing Remember Me Option 

 

1.2 Forgot Password  
A user may reset a forgotten password from the Login Page. Clicking the Forgot Password? link takes the 
user to the Password Recovery Page.  
 

 
Login Page showing Forget Password link 

 
Enter the Company and Username and click the Reset button. An email will be sent to the email address 
associated with the user account with a temporary password. The user will need to reset with a 
permanent password on next login.  
 

 
Password Recovery Page 
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2 Home Page   

 
The Home Page is the default landing page on first login. The Home Page is divided into five sections: (1) 
Cabinets, (2) Search History ς Recent Search and Saved Search, (3) Recent Bookmarks, (4) Recent and 
Top Views, and (5) Access Statistics. 
 

 
Home Page showing All Sections 

1 2 

3 

5 
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2.1 Cabinets  
The Cabinets section is located on the left of the Home Page and displays the Cabinets that the user 
permissions to.  Clicking on a particular Cabinet in the list takes the user to the Documents View of the 
Documents page where the cabinets, folders and documents are listed.  Clicking the View All button at 
the bottom of the Cabinets Section will also take the user to the Documents Home View of the 
Documents page where cabinet details and their folders can be viewed. See Section 4.1 Documents 
Home View for more details.  
 

 
Home Page showing the Cabinet Section 
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2.2 Search History  
The Search History section is divided into two tabs: (1) Recent Search History and (2) Saved Search 
History.  
 

 
Home Page showing the Search History Sections  

 

2.2.1 Recent Search History  
The recent Search History Section is located on the top middle of the Home Page and displays the last 
ǘŜƴ ƻŦ ǘƘŜ ǳǎŜǊΩǎ ǎŜŀǊŎƘŜǎΦ  ¢ƘŜ ǎŜŀǊŎƘ ŎǊƛǘŜǊƛŀ ƻŦ ŀ ǊŜŎŜƴǘ ǎŜŀǊŎƘ Ŏŀƴ ōŜ ŘƛǎǇƭŀȅŜŘ ōȅ ƘƻǾŜǊƛƴƎ ƻǾŜǊ ǘƘŜ 
recent search.  A recent search may be run from this view by clicking on the particular search.  
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Recent Search Tab in Search History Section 

 
Clicking the View All button at the bottom of the Recent Search Tab will launch the Recent Search 
History List page where the last 100 recent searches are displayed by default. 
 

 
Recent Search List Page 
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The Recent Search History List page displays for each recent search: search criteria, the date the search 
was created, and the date that the search was last modified. On the list page by clicking the 
corresponding button for a particular search the user can: 

¶  View search criteria: Displays the full criteria of the search.  

¶   Execute the search: Re-applies the search criteria and takes the user to the Documents 
View Page to view the search results.  

¶   Load search criteria: Loads the search criteria into the Advanced Search screen where the 
user can view, or edit the criteria and execute the search.    

¶   Save the search: Allows the user to save the search with a name and share with other users 
if desired.   

¶   Delete the recent search from the history: Allows the user to delete the recent search. 
Searches are automatically overwritten once the stored limit is reached. The default number of 
searches saved is 100 but this can be increased up to 250 in Accounts Settings.  

 

2.2.2 Saved Search History 
The Saved Search History section is located on the top right of the Home Page and displays the last ten 
of ǘƘŜ ǳǎŜǊΩǎ ǎŀǾŜŘ ǎŜŀǊŎƘŜǎ or saved searches shared with the user.  The search criteria of a saved 
search can be displayed by hovering over the saved.  A saved search may be executed from this view by 
clicking on the particular search.   
 

 
Saved Search Tab in Search History Section 

 
The user may also launch the Saved Search List Page by clicking the View All button at the bottom of this 
section which will display the last 100 recent searches by default. 
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Saved Search List Page 
 

The Saved Search List page displays each saved searchΩǎ ƴŀƳŜ, the date the saved search was created, 
the date that the search was last modified, who owns/created the search, and who last modified the 
search.  A saved search may be saved as Private or Shared or may be associated with a Batch.  

¶  Indicates that the search has been shared. 

¶  Indicates that the search is associated with a batch 
 

On the list page by clicking the corresponding button for a particular search the user can: 

¶  View search criteria: Displays the criteria of the search below it.  

¶  Execute the search: Re-applies the search criteria and takes the user to the Documents View 
Page to view the search results.  

¶  Load search criteria: Loads the search criteria into the Advanced Search screen where the 
user can view, or edit the criteria before executing.    

¶  Edit the saved search: Allows the user to edit the properties of a private search or one that 
is not associated with a batch; or share the search with a user or group.  

¶  Delete the saved search from the history: Allows the user to delete the search. Searches 
are overwritten once the stored limit is reached. The default number of searches saved is 100 
but this can be increased up to 250 in Accounts Settings.  
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2.3 Recent Bookmarks   
The Recent Bookmarks section is located on the Home Page below the Cabinets and Search History 
sections ŀƴŘ ŘƛǎǇƭŀȅǎ ǘƘŜ ƭŀǎǘ ǘŜƴ ƻŦ ǘƘŜ ǳǎŜǊΩǎ ōƻƻƪƳŀǊƪed documents. The list shows the name of the 
bookmark, the date the document/page was bookmarked, the filename of the document and the folder 
it exists in. A bookmarked document can be viewed by clicking the name. The user will be taken to the 
document or page of the document that was bookmarked. Clicking the View All button at the top of this 
section will take the user to a list of all the bookmarks owned by or shared with the user.  
 

 
Recent Bookmarks 

 

2.4 Recent & Top Views 
The Recent and Top Views section is located right below the Recent Bookmarks section. Recent Views 
displays a list of the last 10 documents viewed by the user in the order they were viewed while Top 
Views show a list of the 10 most viewed documents. Clicking the document name takes the user to the 
document. The user can toggle between the two lists using the radio buttons.  
 

 
Section of the Home Page showing the Recent & Top Views Sections 

 

2.5 Access Statistics 
The Access Statistics section gives the user some basic usage information for the last month of activity. 
Statistics provided are Total Files Viewed, Total Files Downloaded and Total Files Uploaded.  
 

 
Section of the Home Page showing the Access Statistics Section  
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3 User Options 
This User Options section is accessed upon login by clicking on the user name at the top right of the site 
(from any page). The drop down menu contains options to manage the user experience.  
 

 
User Options Menu 

 

3.1 Edit Profile  
Clicking on Edit Profile on the drop down menu takes the user to the Edit Profile page where the User 
information can be updated. The available fields are First Name [Required], Last Name [Required], 
Email, and Organization. Clicking the Save button saves the changes while clicking the Close button 
cancels the process and exits the popup. 
 

 
Edit Profile Page 

 

3.2 Change Password 
Clicking on Change Password on the drop down menu takes the user to the Change Password page 
where the password can be changed. The user will need to know the current password in order to 
change it here. Clicking the Save button saves the changes while clicking the Close button exits the 
popup without saving any changes. 
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Change Password Page 

 

3.3 Accounts Settings 
Clicking on Accounts Settings on the drop down menu takes the user to the Accounts Settings pages 
where the Display, Search, Update behavior for the site may be set.  
 

3.3.1 Display 
The Display settings are listed on the Display tab. The user can check or select the options accordingly to 
make changes. Clicking the Update button saves the changes while clicking the Close button exits the 
popup without saving any changes.  
 

 
Display Settings 

 
The options are: 

¶ Print with annotation: When checked any annotations on an image will be printed along with 
the image. 

¶ Show file count in folder tree: When checked the number of documents in a folder and its 
subfolders will be displayed next to the folder name for all folders on the Documents View.  

¶ Persistent Highlighting: When checked previously configured search terms are highlighted in 
the Document viewer whenever a document is viewed.  



 

 
FileControl Partners LTD 

1300 Texas Street 
Houston, TX 77002 

12 

¶ Records Per Page: The user can select the number of documents to be listed per page in the 
Search Results List of the Documents View. The default is 100 and the options on the drop down 
menu range from 10 to 1000. 

¶ Landing Page: The user can select the page which will appear first on logging into the site. The 
default is the Home Page and the options vary based on the tabs/modules the user has the 
permission to. The other options are Documents, Batching, Reports, and Admin.  

¶ Batch Documents Review: Only available if the user has access to the Batching Module. The 
user can select the Review status of documents to be displayed. The options are Both, 
Reviewed, and Not Reviewed where Both is the default.   
 

3.3.2 Search 
The Search settings are listed on the Display tab. The user can check or select the options accordingly to 
make changes. Clicking the Update button saves the changes while clicking the Close button exits the 
popup without saving any changes. 
 

 
Search Settings  

 
The options are: 

¶ Include memo fields: When checked memo type fields appear in the Search Results list. 

¶ Include system fields: When checked system type fields appear in the Search Results list. 

¶ Recent Search Count: The number of recent searches to store. The user can enter a number 
from 1 to 250 with 100 being the default. 

 

3.3.3 Update 
Update settings are listed on the Display tab. The user can check or select the options accordingly to 
make changes. Clicking the Update button saves the changes while clicking the Close button exits the 
popup without saving any changes. 
 

 
Update Settings 
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The options are: 

¶ Orientation Save Message: When checked a message will be displayed reminding the user to 
save page orientation changes. This setting is checked by default. 

¶ Record Navigation Scope: Controls the navigation between documents in the Document 
Viewer. The Previous, Save, Save & Next, and Next buttons are used for document navigation. 

o Current Page: When selected navigation is restricted to the current search result page, 
i.e. once the user reaches the end of the current page of results the Next and Save & 
Next buttons will no longer be available and the user will have to go to the next page on 
the Documents View page to continue reviewing the documents.  

o Entire Results: When selected navigation is not restricted to the current search result 
page, i.e. the user can navigate to the next document until the entire result set has been 
reviewed. The Next and Save & Next buttons are available until the last document in 
the search results set.   

¶ Tag Behavior: Controls document tagging behavior.  
o Individual: When selected only selected documents, page of documents or search 

criteria will be tagged during the tagging process.   
o Family: When selected family documents will be tagged along with selected documents.  

 

3.4 Signing Out 
Clicking the Sign Out button on the User Options menu will log the user out of the site. The user will be 
taken to the log on screen. The date and time of sign out will be logged in the system. 
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4 Documents Page  

 
The Documents Page has two views: (1) the Documents Home View and (2) the Documents View.  
 

4.1 Document s Home View 
The Documents Home View is accessed by clicking the Documents tab at the top of the site or by clicking 
the View All button on the Cabinets section of the Home Page. This view shows all of the Cabinets 
within the database that the user has permissions to. 
 

 
Documents Page Home View 
 

Clicking on a Cabinet name will take the user to the Documents View. Clicking on the Show Details 
button next to Cabinet name displays details about that cabinet.  
 

 
Show Details: Details of Enron Trading Cabinet 

 

Clicking on the Show Folders button displays the Cabinet name which can be expanded to show all its 
subfolders. Here the user can check one, multiple or all folders to search for documents. 
 

 
Show Folders: Folders of Enron Trading Cabinet (with Context Menu) 














































































































































