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Office of Information Technologies:  What’s New in Zimbra 7?



Briefcase
In the previous version of Zimbra, there was a separate tab for both "Documents" and "Briefcase".  In this new version, they are both under one tab called "Briefcase".  "Briefcase" can be used to share and manage documents that you create in "Briefcase" or documents that you upload to your "Briefcase".

Documents vs. Briefcase
When you click on the "Briefcase" tab, what had been in the "Briefcase", in the previous version, is now in the "Briefcase" folder. This is in the list of available folders on the left side of the screen. What had been in the "Documents" tab is also now in the list that is on the left side of the screen. 
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Look at previous versions of each document
Briefcase will show you previous versions of each document. Click the down arrow to the left of the document name to display previous versions. This feature is helpful if you need to refer back to a previous version that contains text that was edited out in the latest version. 
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Check In/ Out Feature

Briefcase allows you to check out a file so it can be locked to prevent other shared users from doing any editing while you are editing the document. Simply right-click the document, and choose "Check out File", after you are finished editing the document, save the file. Then, go back into Zimbra "Briefcase", right click the file, and choose "Check in File". You will then be prompted to upload the edited file back into the "Briefcase". 
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