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Offline User Guide

Setting up the Offline Database

1. Login to the offline database to perform the first synchronisation.

E | welcome [Site Reference KT0016)

the key'l

User name |5ha|ini |

L Login J [ Proxp OM ]

Key Support 087 1 384 0194 opfion 3 Powered by Morigage Brain Limited

2. Select the OK button below to set up the offline database. Allow this to run through.

. ? ) An online sync must be preformed in order to setup the offine data store For first use. Do you wish ko start the sync now?

L Ok, J[ Cancel ]

3. Once the first synchronisation has been successfully completed, login to the online database.

k| welcome {Site Reference KT0016) |z|

the kt'-;'y'l

User name |5ha|ini |

Password | ****** |
Database Eitar'u:lan:l Fey Testing Yersion v|
[ Login J [ Proxy OM ]
Key Support 087 1 384 0194 option 3 Powered by M ortgage Brin Limited

4. The Synchronise my clients function is now available from the Start Page.

% Synchronize my chents
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Selecting Clients to Work Offline

1. Select the ‘Synchronise my clients’ button

2. The below is displayed:

Sync Clients

Pleaze zelect the clientz which will be made awvailable for offline working.
Oflirve FirstM arne | Surname | Lazt Modified |
[v Erirk Prewview 240372003 171:02 =
— e person 24/0342009 11:03 B
r online paszwords 23/03/2009 1536
r hello person 23/03/2009 10:59
r harry Fester 23/03/2009 10:57
r Brand Few 230342003 10:55
r Alliyah Sanderton 23/03/2009 10:32
r cheesze kdelt 2040342003 1715
r JETEmEY dehalpert 2040342009 1359
r new mortgage 20/03/2003 10:53
r Orline Test 18/03/2009 10:54
r james mess 16/03/2009 1255
— =T Miant 161247009 1147 b
[ Selectal | [ UnSelectal | ok || cancel

3. Select the clients you would like to make available for offline working by ticking in the offline column. Then
select OK. Please note: Clients that have not been selected will be displayed in read only mode on the offline

system.

4. The system will now display the progress bars. Please note: It may take a while for the download to complete

- this depends on the number of clients and documents.

Progress 7T5%

Documents Progress 4 1%

(T |
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5. Log out of the online Key.

Please note: There is no need to perform another synchronisation as you exit the Online system. This can be
ignored by selecting ‘No’ to the below message.

The Key

\ ? ) Do wou wank to Synchronise your clienks?

L Ves J [ Mo ]

6. Itis now possible to log into the Offline database and work on the clients selected for ‘working offline’.
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Uploading changes from the Offline Database to the Online Database
1. Log out of the Offline Database
2. Login to the Online database

3. The message below is displayed as amendments have been made to the offline database.

The Key X|

\ ? ) You have made changes in your offline database, a sync must be completed before going online,

L oK ] [ Cancel

4. Select OK to upload these changes to the online system

5. The ‘sync clients’ message is displayed once again.

Important Note:

The message below reads Please select the clients which will be made available for offline working’. Ignore

this and perform the below steps:

De-select your clients by removing the tick from the ‘offline’ column or use the Un-Select All option and then
select the OK button to upload the changes successfully. This will also ensure clients are editable when returning

to the online system.

Sync Clients

Pleaze select the clients which will be made available for offline warking.
Offline | FirstM ame | Surname | Lazt Modified ~

r Print Prewview 24/02/2009 1212 =

r riE QEIE0n 240342009 17:03 B

I anline passwords 23/03/200915:36

I hello pErE0n 23/03/200910:59

r harmy Fester 23/03/2009 10:57

r Brand Mew 23/03/2009 10:55

r Allivak Sanderton 23/02/2009 10:32

r cheesze kA et 20/02/200917:15

I [ETEMEY dehalpert 20/03/200913:59

r e morkgage 2040342009 10:59

r Orline Test 18/03/2009 10:54

I james mess 16/03/2009 12:55

| ror izt 1EMN2000 1947 4
[ Selectal | [ UnSelectal | ok || cancel
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6. The progress bar will be displayed and all changes from the offline will be uploaded.

Progress 25%o

([T

Items Sent:1 Rec

L
\y Sync Complete

7. The system will automatically load the online system when the OK button is selected and the user is now able
to view the client amendments.

5
www.thekey.uk.com



