Working Offline

the key.I

In order to setup the Key Offline you need to be connected to the Internet. This will undertake a
synchronisation of the client database between the Key servers and the local computer. Once complete
you will then be prompted to synchronise each time you close the Key.

If you have never used The Key Offline you will need to complete the following:

Creating an Offline Database for the First Time

Make sure you are connected to the Internet and then run The Key and under Database select Work
Offline.

[| Welcome (Site Reference KT0004) b_<|

the ke},r.I

User name | Test Advizer |

Password

ESS— |

Database

Whork OFfline

[ Login l [ Prosy OM ]

Select Login and the synchronisation process will commence.

\?/ An online svnc musk be preformed in order to setup the offine data store For First use, Do wou wish ko start the sync
nows

(0] 4 Cancel

Click OK.

This will display a Sync Clients list where you can select the clients you would like to make available for
offline working by ticking in the offline column.

Please note: Clients that have not been selected will still be displayed off-line but will be in Read Only
mode.
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Sync Clients

Pleaze select the clients which will be made avalable for offine working.
“!I rliant lizh
Dffline Firstt ame | Surname | Lazt Modified ~
[v b artin Cole 13/04/2010 1648
v Tina Boney 1304201012241
I James Best 07/04/201016:42
ﬂ Andrew Poldoonaa 07/04/201015:53
ames Best 06/04/2010 16:50
r Gulhaze Huzzain 0E/D4/201016:47
r Sex Adrnin 0032000 1462
r zetup Admin 0/034201014:39
r b alcolm Wast 00320001423
r bb bb 00352000 1248
r b 2k Wilzon 28/03/2010 15:54
I [y In 2803201222
[ Tirn Brnd AR N 1L e’
| Selectal || DeSelectal | [ Cancel

Select OK. A progress bar will advise how far the synchronisation has progressed.

Progress 58% X

(T |

Documents Progress 32% IEI

[T |

.
1 J Sync Complete

ok |

Click OK.

Once the synchronisation has been successfully completed you will automatically be logged into the
offline database.
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Working with Clients Offline

Log in to the Offline database as shown below

k| Welcome [Site Reference KTOO04) rz
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User name |TES|: Adviser |

Password

[Em— |

Database ;. OFfline

I Login [ Proxy OM ]

When the following message appears press No which will ensure that you remain working offline.

& network connection is available, do vou want to wark online?

Q

By clicking on the Client folder, this will then display a list of clients that have been transferred onto the
off-line database.

& ] The Key v3.3.12 (KT0004)

. Btart Page Client Search | Case Search|
Suliew Client Surnarne | | Adwsor| Test Adviser b | Firrn narne
Paost Code | | Dog | | Tupe ‘ Clients v |
Custom | B! | = | ‘
FaciFind m E
. Cweniew Sales Process Client Reference | ‘ G
~Personal Details Client search results : 40 client[g] found,
- Products et = o 2 B ~ L
- Motes
: Adrmin John wilson Cale b artin 4 Hill View 029 44F 01222 BEFE98 alastair.pilgiim@sesame.co.uk. | 02/02/1960
= Adrnin M4 Contact Baney Tina First Appl AP1 TYH 012839 783939 tintEyahoo.co.uk 01/0241972
: E_‘a“"f’T asks Best James First e 123456 ib@yahoo.co.uk 0/01 41970
~-Pipeline
) Poldoonaa Andrew 1 L5170 35R> malchwest@yahoo.co.uk 25/031957
-Reviews
. Contacts Best James 1 K8 9IE 07/02/1960
Marketing Huggain Gulnaze 126 Spout Way TF3 2HG 01552 507709 114021974
Adrin Ses 4 Lz 7 01/02/1961
Adrmin setup 4 YHE BYH 02/0211967
Mr Cortact West Malcolm 23 YHY EYH 02/03/1970
bb bb E L7 8HY 024101360
Wilson ark E YHT 7rH 02021960
o w E L7 7L 02/02/1960
Baond Tim The Wiew pituro upipwo | YEHT 8L 87738 000000 thEwahoo. co.uk 02/03/1977
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Any clients selected in the Sync Clients list will now be available to work on off-line. If a client is viewed
which has not been selected for off-line working the following message will appear.

L3
. | } Client information will be read-onky

When finished log out of the Offline database.

Uploading changes from the Offline Database to the Online Database

Login to the online database.

k| Welcome [Site Reference KTOO04)

X
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User name |Test Adviser |

xxxxxxx71 |

Password

Database | Sesame Developrent w |

Login Proxy OM

When you select to work online the system will recognise if changes have been made to the offline
database and will automatically perform a synchronisation. Click on OK

The Key [z|

\:.:) ou have made changes in vour offline database, a svnc must be completed before going online.

[ Ok, ] [ Cancel

The Sync Clients box will be displayed detailing the clients that are currently set for off-line working.
NB You must deselect any clients which you wish to work on online by removing the tick from the Offline

column or use the De-Select All option to upload the changes successfully. This will ensure the clients
are editable when working on-line.
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Sync Clients

Pleaze zelect the clients which will be made available for offline working.
Firzth ame | Surname | Laszt Modified

r b ark, Jones 26/01/2010 15:45
r S Bab 25012010 12:28
r Crystal Evanz 20/01/201012:49
r AEEET Frankinzon 13/0/201010:12
E K] Test 1a/01/20$101012
r Jean Bean 241142003 10:04
r John Barmy 25/09/2009 14:59
r Test Tomorrow 16/09/2003 11:53
r Michaed Fry 009 13:46
r Tom Binder A0B/S2003 12:05
r alaztair Pilarim 16/06/2009 15:42
r James b 16/06/2009 1412

| Selectal || DeSelectal |

Click OK to continue.

A progress bar will again be displayed.

Progress 58% X

(T |

Documents Progress 32% X

[T |

The following message will be displayed when the synchronisation is complete and the Key will open in
on-line mode.

.
1 J Sync Complete

ok |

Select OK. In the event that any client records have been left ticked in the Sync Clients list and these
records are accessed on-line, the following message will be displayed.
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L]
\_I:) zer Test Adviser is currenth: warking on this client offline, this client will be read only.

In order to unlock these clients the synchronisation process will need to be repeated and the client record
unticked in the Sync Clients List.

When logging out of the on-line database in future cases the following message will appear.

\:‘i) Do wou wank ko Synchronise your clients?

[ es ] [ Mo

Select Yes if you need to work on 1 or more clients off-line, select No if you will be working on-line in your
next session.
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