
How to Use Offline Software to Create Training Attendee Records 

 

Creating New Attendee Record 

Step 1 

- Launch the program by clicking the application “offline-mcms” under "C:\Offline MCMS" or 

clicked your desktop icon.  

- The screen will be divided into upper and lower section. Upper section will show all the 

attendee records entered and lower section is for data entry. 

 

 

Step 2 

Create a new workshop .db file by clicking “File-New” and enter your file name and saves the 

file to "C:\Offline MCMS\db" 

 



 

 

 

Step 3 

Start entering each attendee record by clicking the “New” button at the top left. Once clicked the 

“New” button, a template record will be created. 

 



 

Step 4 

Highlight the template record and the data entry form will be displayed in the lower section for 

you to input actual data to replace the template data.  

 

Step 5 

Enter all the actual data in the form, click the “Update Record” button and the particular 

attendee record will be saved and shown in the upper section. 



 

 

Step 6 

Proceed to create another attendee record by clicking the “New” button and repeat the process 

as described in Step 4 and Step 5. 

 

 

 

 

 

 

 



Copy data from an existing attendee record for creating another new record 

If there are a number of attendees coming from the same company, you can copy the common 

information like company name from the first attendee record you created and no need to re-

enter the same information again. 

Step 1 

Highlight the existing record you want to copy 

 

 
 

Step 2 

Click the “Copy” button at the top left. A new record will be created in the upper section with the 

same information as the selected existing record. 

 

 



Step 3 

Highlight the new record and edit the form in the lower section for entering the new attendee 

information like first/last name but no need to enter company name/address again. 

 

Step 4 

Enter all the new information, then, click the “Update Record” button. 

 

 


