Zimbra Briefcase

The Briefcase tab on opens a folder where you can store and organize attachments for

messages. Attachments can be Word documents, text documents, spreadsheets, images,
and so forth.

To open the Briefcase tab, simply click it at the top of the Zimbra display:
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Figure 1.

Notice in Figure 1, there is already a Word document stored in the Briefcase. To add
another file to the Briefcase, click the Upload File button (look for the bright green arrow

pointing “up”). When you click this button, you will see the pop-up dialog box shown in
Figure 2.
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Figure 2.

Now click the “Choose File” button and navigate to the file you want to add to the
Briefcase. See Figure 3.
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Figure 3. The image file Veyron.JPG has been selected to add to the Briefcase.

Once the file has been located, highlight it, and click the Open button. The “Open” panel
will close and return control to the “Upload” pop-up box as shown in Figure 4.
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Figure 4. A file has been selected for inclusion in the Briefcase.

Click OK to complete the upload process. The updated Briefcase is shown in Figure 5.
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To preview a file, click on it

Figure 5.

You can verify the successful upload to the Briefcase of any file by clicking on the file to
highlight it. The file will appear in the viewing panel below the Briefcase files list, as

shown in Figure 6.
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Figure 6. (And forget it! It’s a Bugatti and you can’t afford it!)

Adding custom Briefcases

While we won’t go into the details of it here, you can create custom Briefcases as easily

as creating a new mail message. Click on the Briefcase tab, then click the “New” drop-
down list as shown in Figure 7.
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Figure 7.

Select “Briefcase” from the options in the drop-down list, and create your new Briefcase.
Having multiple briefcases allows files to be further separated by project, by file type, or

any other criteria that m

akes storing them easier.

Deleting Items in the Briefcase

To delete an item, click the check box beside it, then click the Delete button (see Figure

8).



2 Zimbra: Bricfease

C M O dmbramai.ci.marshaltowr.ia.us %O A

() Mew Tab ) Newegg.com - Onice ... [ other bookmarks

vmware' Zimbra

=

(D) Zimbra(TH) Admiristr

Peaple Search

UMl || & AddressBook | [ Celendar | B Tasks Briefease Preferences || (@) Social e-mail probs: ¢
a i I |

¥ Folders B [ searcn | Files v|_ Search H Save | Advanced
g?”etaﬁ Sivew v | 4 UploacFie § Downioad e | M oeiste £ | 7 v | Ldsend v | [view 2 files
rasl
i I:I| b‘ <}‘ ﬂ‘ j| Name | Type | Size | Modified | Suthar Folder wersion
= Qg =g | Getting Started With Zimbra.doc Microsoft Wiord 131 KB &7201 welaweyer Briefcasze 1
e [F] [ veyron PG JPEG Image TBKB 702012011 wiawyer Briefcase 1
» Zimlets
Veyron.JPG
July 20, 2011 10:34 AM by wlawyer@zimbra.ci.marshalltown.ia.us
B #1: <empty notes=
~
4 4 duyant » ow
S M T W T F 8
26 27 28 29 30 1 2
34 BB T B o8
10 11 12 13 14 15 18
17 18 19 2 22 23
24 25 26 27 28 29 30
R S S e e

Figure 8.



