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The Briefcase is a handy tool for moving files and keeping up-to-date copies. For example, you 
have a schedule on your main computer. You usually copy it to your laptop as a reference. One 
afternoon, you are inspired to make some updates on the laptop, meanwhile, on your main 
machine you had made changes as well, and now struggle to decide which file is the latest! 

 
The Briefcase in XP serves as a location for files, and allows for synchronization when needed. So, you 
return home with the schedule, hook your system up to your home network, and sync the files… XP asks 
you to choose and now both files are up to date…  I use my Briefcase on my pen drive, so if I change the 
file there, I can later sync it with the main system! 
 

INSTRUCTIONS  

TTTooo   CCCrrreeeaaattteee   aaa   nnneeewww   BBBrrriiieeefffcccaaassseee    

11..  TToo  ooppeenn  MMyy  CCoommppuutteerr,,  cclliicckk  SSttaarrtt,,  aanndd  tthheenn  cclliicckk  MMyy  CCoommppuutteerr..    
22..  CClliicckk  tthhee  ffoollddeerr  iinn  wwhhiicchh  yyoouu  wwaanntt  ttoo  ccrreeaattee  tthhee  nneeww  BBrriieeffccaassee..    
33..  OOnn  tthhee  FFiillee  mmeennuu,,  ppooiinntt  ttoo  NNeeww,,  aanndd  tthheenn  cclliicckk  BBrriieeffccaassee..    

   NNNooottteee   – To create a new Briefcase on your desktop, right-click anywhere on the desktop, click New, and then 
click Briefcase.  

TTTooo   ssseeepppaaarrraaattteee   fffiii llleeesss   ssstttooorrreeeddd   iiinnn   aaa   BBBrrriiieeefffcccaaassseee   fffrrrooommm   ttthhheeeiiirrr   cccooouuunnnttteeerrrpppaaarrrtttsss   ooouuutttsssiiidddeee   ttthhheee   bbbrrriiieeefffcccaaassseee     

11..  OOppeenn  BBrriieeffccaassee,,  aanndd  tthheenn  cclliicckk  tthhee  ffiillee  yyoouu  wwaanntt  ttoo  sspplliitt..    
22..  OOnn  tthhee  BBrriieeffccaassee  mmeennuu,,  cclliicckk  SSpplliitt  ffrroomm  OOrriiggiinnaall..    

Note – After you split a file stored in Briefcase from its counterpart outside Briefcase, it is labeled an oorrpphhaann  ffiillee and 
can no longer be synchronized. TToo  ssyynncchhrroonniizzee  ffiilleess  oonn  ccoonnnneecctteedd  ccoommppuutteerrss  uussiinngg  BBrriieeffccaassee  

11..  WWhhiillee  tthhee  ccoommppuutteerrss  aarree  ccoonnnneecctteedd,,  ooppeenn  BBrriieeffccaassee  oonn  yyoouurr  ppoorrttaabbllee  ccoommppuutteerr  aanndd  ccooppyy  
tthhee  aapppprroopprriiaattee  ffiilleess  ffrroomm  yyoouurr  mmaaiinn  ccoommppuutteerr..    

22..  WWoorrkk  oonn  tthhee  ffiilleess  oonn  yyoouurr  ppoorrttaabbllee  ccoommppuutteerr..    
33..  WWhheenn  yyoouu  hhaavvee  ffiinniisshheedd  wwoorrkkiinngg  oonn  tthhee  ffiilleess,,  ccoonnnneecctt  tthhee  ttwwoo  ccoommppuutteerrss  iiff  tthheeyy  wweerree  

ddiissccoonnnneecctteedd,,  ooppeenn  BBrriieeffccaassee  oonn  yyoouurr  ppoorrttaabbllee  ccoommppuutteerr,,  aanndd  tthheenn  ddoo  oonnee  ooff  tthhee  ffoolllloowwiinngg::    
oo  TToo  uuppddaattee  aallll  tthhee  ffiilleess,,  oonn  tthhee  BBrriieeffccaassee  mmeennuu,,  cclliicckk  UUppddaattee  AAllll..    
oo  TToo  uuppddaattee  oonnllyy  ssoommee  ooff  tthhee  ffiilleess,,  sseelleecctt  tthhee  ffiilleess  yyoouu  wwaanntt  ttoo  uuppddaattee,,  aanndd  tthheenn  oonn  tthhee  

BBrriieeffccaassee  mmeennuu,,  cclliicckk  UUppddaattee  SSeelleeccttiioonn..    

Notes – When you are using Briefcase to copy files from your main computer to your portable computer, the two 
computers must be connected, either over a network or by a ddiirreecctt  ccaabbllee  ccoonnnneeccttiioonn.  

• While you are working on your files, the two computers do not need to be connected.   

 


