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How to Take a GP Company Offline 

 

It’s the end of the year and you are trying to encourage your 

Microsoft Dynamics GP users into staying logged out of company 

related windows as you work to complete year-end close. You 

send blast emails, make calls and even send a few instant 

messages to schedule the process, yet you still find that there are folks that just didn’t get the memo. 

This same scenario also crops up when you try to perform file maintenance, even though it is often 

scheduled and thoroughly communicated. After the battery of unread emails, missed calls and so on, 

you find yourself wishing there was an easier way.  

Microsoft heard your pleas and added a feature in Microsoft Dynamics GP 2013 R2 that allows you to 

take a company offline. This should help keep your busy bee Microsoft Dynamics GP user’s company 

activity to a minimum during year-end close and for file maintenance. Continuing to schedule these 

procedures along with this feature should help minimize interruptions and frustration.  

As you know, new features are released all the time in the software world. Mass emails are typically 

sent out to make users aware of the changes, the benefits, and how they can increase productivity. But 

new tools are only beneficial if you know how to use them, and we all know that between meetings, 

conference calls, and other things that flood our busy workday, it’s not always easy to keep up.  

CSSI Technologies is here to help. We’ve created an easy-to-use, comprehensive guide on how to take a 

company offline in Microsoft Dynamics GP. Here’s what you need to do: 

 

Start by going to Administration > Utilities >System >Take Company Offline. Select a company and click 

on the Insert button to move the company to the Offline Companies section.  You can insert multiple 

companies one at a time, or use the Insert All button to insert all companies.  
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Pro Tip… 
When you select a company in the Offline Companies list, you can see how many 
Current Users are logged into that company.  Click on the blue hyperlink “Current Users” 
to see the list of User ID’s.  

 

 

 

 

 

 

 

 

 

 

 

 

 

You can establish a message that will be shown to any user that attempts to log in to a company after it 

has been taken offline. Select “Default” to utilize the default message, or “Custom” to provide additional 

information to users. Users that are currently working in the company until they log out. Once they log 

out, they will only be able to log back in to the company if they have offline access.  
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Once you are finished, click on the OK button in the bottom right-hand corner. 

If users are logged into the companies that are being taken offline, a message appears asking if you 

would like to send those users a message.  

 

 

 

 

 

 

 

 

 

 

 

 

If you click “Yes,” the Send Message window appears.  
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Users will see either a “Task” on their Homepage: 

 

 

 

 

 

 

 

 

 

 

 

Or they will receive a popup message: 
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When users try to log back in, it will be indicated that the company is offline in the Company name: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If they select the offline company, they will receive this message: 

 

 

 

 

 

 

 

 

 

Earlier, we mentioned that the only way a user could continue working in an offline company was if they 

were granted offline access. Here’s how to grant a user offline access: 
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Go to Microsoft Dynamics GP > Tools > Setup > Company > Company. Once you’re on the Company 

Setup screen, specify the user you would like to set up by entering the User ID in the “User with offline 

access” field. Be sure to click OK in the bottom right-hand corner to save your changes.  

 

 

 

 

 

 

 

 

 

 

 

 

 

While this feature is very easy to configure, the CSSI team still recommends scheduling year-end close 

and file maintenance. With the support of our team and this Microsoft Dynamics GP feature, we hope 

that your year-end and scheduled file maintenance procedures will become frustration free and 

painless. If you have any questions, our Microsoft Dynamics GP support team is always happy to help! 

We can be reached at support@cssi.com or at 570-524-4424.  

 

CSSI Technologies is a certified Microsoft Dynamics GP partner with over 25 years of 
experience supporting Great Plains ERP users in Pennsylvania, Delaware, Maryland, New Jersey 
and New York. CSSI works with GP users in a broad range of industries, such as manufacturing, 
distribution, warehousing, construction, hospitality, healthcare and education. CSSI’s team of 
experienced GP and accounting professionals is complemented by teams dedicated to custom 
software development as well as auto ID (barcoding and RFID) and mobile computing 
technologies. 
 
Contact CSSI today with questions or support requests regarding your GP instance: 

www.cssi.com 
570-524-4424 

mailto:support@cssi.com
https://cssi.com/contact/
https://cssi.com/

