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HOW TO: Take Files Offline for Briefcase Mode
· Make sure your laptop is connected to the network 

· Click on the Tools menu and select Briefcase Mode, then select Take File Offline.

· In the window that comes up, click on Take Files Offline

· Wait for files to be downloaded, then click on OK in the Information message that comes up.

HOW TO: Use CRS in Briefcase Mode
· Double click on CRS Shortcut on desktop (not Patients icon)

· PLEASE NOTE: ONLY THE USER WHO WAS LOGGED IN TO TAKE THE FILES OFLINE IS ABLE TO LOGIN IN OFFLINE (OR BRIEFCASE) MODE.

· Use CRS as usual – the message **WORKING OFFLINE** will be displayed at the top of the screen

· Log off as usual when session is complete.

HOW TO: Reconnect to the Network
· Make sure your lap top is connected to the network

· Start Patients and CRS as usual

· A message saying “You are currently working Offline, but can connect online. Do you wish to reconnect to the network now?” will come up. Click on Yes.

· Another message will come up “Do you wish to upload all your offline changes to the server database?” Click on Yes.

· When the upload is complete, click on Yes to the message that come up.

· Restart Patients and CRS as usual.

IMPORTANT NOTES:
· Each time you want to use the laptop in Briefcase mode, you must take the files offline PRIOR to disconnecting from the network.

· Only the user who was logged in when the files were taken offline can login in Briefcase mode.

· Uploading changes to the server database is critical each time you reconnect to the Network to make sure data is not lost.

· If an upgrade is being applied to the server, all laptops must have had their files uploaded prior to commencing the upgrade or data will be corrupted. I.e. Do not apply an upgrade to the server while someone is using Briefcase mode somewhere.
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