Solving Toolkit Folder Renaming Problem

Problem: CCE is currently upgrading email and Microsoft Outlook from POP3 to Exchange Server technology. The conversion process renames the “Toolkit Folders” folder in the Outlook Folders List window. This disconnects Toolkit Customers in Outlook.

Solution: Use the following instructions FOR EACH USER ACCOUNT. 
· Use the Pre-Migration Procedure if you have not yet performed the Exchange conversion process.

· Use the Post-Migration Procedure if you have already performed the Exchange conversion process.

Pre-Migration Procedure 

If you have not yet performed the Exchange conversion process, you can avoid the folder renaming problem by performing the following procedure for each user account:


1. Close the Toolkit_Folders folder in Outlook (click File ( Close) before you perform the Exchange conversion.


2. Perform the Exchange conversion.


3. Open Outlook after the conversion.


4. Open the Toolkit_Folders.pst file in Outlook by clicking File ( Open ( Outlook Data File and selecting Toolkit_Folders.pst. For more information, refer to Section B of the Customer Service Toolkit Installation Guide, Version 4.1a.

Post-Migration Procedure 

Note: This same procedure is located in the document CCE State IT Exchange Email Guide, APPENDIX C: CLIENT USER GUIDE, Section C.2, Toolkit After Migration (NRCS Toolkit Users Only). This guide is located at:

http://century.itc.nrcs.usda.gov/cce-states/Exchange/
         State_IT_Exchange_Guide_finalv3.pdf
(Requires log-in. Your IT personnel should have access to this guide.)

After you perform the migration, the Toolkit folder will still be a part of your Outlook Profile, but it will have been renamed. Change the name back to “Toolkit Folders” by performing the following procedure for each user account:
1. In Outlook, click on the + sign in front of each personal folder (Personal Folders0, Personal Folders 1, etc.) to expand the folder until you find the folder that contains the Toolkit data. This procedure assumes the Toolkit data is in Personal Folders0.
2. Right click on Personal Folder0. This displays a drop-down menu.

3. Click Properties on the drop down menu. This displays the Personal Folders0 Properties dialog (Figure C.2.a):
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Figure C.2.a

4. Click on the Advanced... button. This opens the Personal Folders dialog (Figure C.2b).
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Figure C.2.b

5. Type Toolkit Folders in the Name field. This will replace the current folder name (for example, Personal Folders0).
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Figure C.2.c

6. Click OK.
Additional Support

If you continue to have errors after completing the above, please use the following support email for assistance: cce.email@nfac.usda.gov.
—ITC Toolkit Support

