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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.  
 

 
 
Select Login and the synchronisation process will commence. 
 

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

 
 

 
 

 
 
 
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 
 

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

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

 
 
When finished log out of the Offline database. 
 
 

Uploading changes from the Offline Database to the Online Database  
 
Login to the online database. 
 

 
 
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 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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Click OK to continue. 
 
A progress bar will again be displayed. 
 

 
 

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

 
 
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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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. 
 

 
 
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. 


