
PantherMail Briefcase

Briefcase Overview

 The Briefcase       feature allows you touploadfiles for 
      temporary storage and access those files from 

 another location

 The Briefcase     is intended tobe TEMPORARY  
.           storage It shouldnotbe the only place you store an 

 .importantfile

Creating Briefcase Folders

       .Youcan create folders toorganize yourbriefcase  
  :Follow these steps

.    1 In theOverview     pane, click theNew Briefcase 
.  button

.          2 Type the name of your folder in theName field

.            3 You can select a color foryour folderwith theColor 
-  drop downmenu

.    4 Click the Folders        .entry at the topof the folders list

.         5 If youwant your foldernested inside another 
      .folder,click that folder to select it

.   6 Click the OK .button

Uploading Files to the Briefcase

          Youcan easily uploada file fromyour computerto the 
Briefcase.    :Follow these steps

.    1 In theOverview       pane, clickon a destinationfolder 
  .         .foryour upload This is where yourfilewill be stored

.    2 Click theUpload     .File buttonin the toolbar

.    3 Click the  Browse     .buttonto locate yourfile

.            4 Find the file on your computer,and clickon it to 
 .select it

.    5 Click the Open       .buttonto select the file forupload

Adding Email Attachments to Briefcase 

       Youcan easily add email attachments to the 
.    :Briefcase Follow these steps

.          1 In an emailmessage, click the add tobriefcase 
.link

.           2 Click on the Briefcase folderyouwant to store the 
 .attachmentin

.     .3 Click the OK button

Quick Facts

     The Briefcase Is intendedtobe 
 .      TEMPORARY storage It shouldnotbe the 

      .only place you store an importantfile

        If you open a file fromthe Briefcase, any 
      .changes youmakewill notbe saved

        Tomake changes to a file in the Briefcase, 
       youmustdownloadthe file to the desktop, 

     make any necessary changes, and then 
      .upload the file in to the Briefcase

       When uploadinga file to the Briefcase with 
      the same name as previously uploadedfile, 
      youwillbe promptedtooverwrite the 

  .  currentlyuploadedfile

        Toopen a file in the Briefcase, the computer 
       you are usingmusthave the applicationthe 

   .filewas createdwith
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PantherMail Calendar

   Click on theCalendar    tab to view the 
 .  personal calendar

Calendar View Options

       .Youcan view your calendar several differentways  
    :The views are as follows

.  1 Day View -   one day’s activities

.  2 Work Week View -    displays Monday throughFriday 
 ) (activities default

.  3 Week View -     .displays seven days of activities  
   ->     Fromthe Preferences Calendar tab you can select 
        .whichday is the firstday of theweek

.  4 Month View -    displays onemonth’sactivities

.  5 Schedule View -      usedwhen you have more than 
 .       one calendar Each calendar is displayed in a 

 .separate column

Creating an Appointment

        An appointmentis an activity thatdoes not involve 
 .       otherpeople Tocreate an appointment,followthese 
:steps

.            1 Click on a start timeand dragyourmouse to the 
 .       .end time Let go of themouse button

.     2 Fill in the  Subject  andLocation.     Youcan fill in 
       otherdetails as well, includingwhichof your 

       calendars youwant the appointmenttobe assigned 
.to

.  :      3 Note You can use theRepeat -   pull downmenu to 
   .set a recurringevent

.    4 Click theOK     .buttonwhen you are done

Creating a Meeting

        .  Ameetingis an activity that involves otherpeople To 
     :create a meeting, followthese steps

.    1 On theCalendar        , clickon a start timeand drag 
     .      yourmouse toan end time Let go of themouse 

.button

.    2 Click theMore Details .   button The Appointment 
 Details    .  screen willbe displayed

:        Note You can also clickon theNew   buttontoopen 
 theAppointment Details .screen

.     3 Fill in the Subject   .and the Location

.    4 In theAttendees      field, type in the EIU email 
      .address of the personyou are inviting

.            5 In the textboxat the bottom,type in a description 
  .of yourmeeting

.    6 Click the Save    .buttonon the toolbar

.           7 An emailwill be sent to yourattendees with the 
 .meetingdetails

Creating an All Day Event

          An all day event lasts the entireday, and is displayed 
    .  differentlythanappointmentsandmeetings To 

       :create an all day event followthese steps

.        .1 Follow the directions forcreatinga meeting

.    2 Under theTime    -   settingon the righthand side, click 
 theAll day  .event checkbox

.    3 Click the Save    .buttonon the toolbar

:           Note Yournew eventwill be displayed at the topof 
         .the calendar, rather than in themiddleof the day
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