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GETTING STARTED

Toolkit Data Management Overview

Toolkit 2004 provides data management capabilities for local workstations, field office servers and national databases in the NRCS Web Farm in Fort Collins, Colorado. The flexibility in the design of these data management capabilities necessitates careful planning and implementation to establish an effective, responsive configuration that supports day-to-day business work flows. In particular, the ability to check in and check out customer planning data and data files across wide area and local networks is critically dependent on determining the servers that should host this data and the choices made in organizing, uploading, and registering this data.
Customer Folder Planning Data and Files

The first phase of Toolkit 2004 was the Toolkit Check In Wizard implementation that enabled field offices to upload data from conservation plans created with Toolkit 4.1 into the National Conservation Planning Database (NCPDB). This planning data consists of the Service Center Initiative Management System (SCIMS) customer identity and the customer’s tabular records. The planning data was obtained from Toolkit 4.1 conservation planning databases located within a planning subfolder of the customer’s folder. During the upload, a county is associated with this customer’s folder. This county association is the principal way that customer planning data is retrieved for use by Toolkit 2004. 

The second phase of Toolkit 2004 provides the implementation of “Check In / Check Out” data management capabilities along with many other improvements over Toolkit 4.1 to support conservation planning and reporting. In addition to providing check in / check out of a customer’s planning data to and from the NCPDB, Toolkit 2004 enables check in / check out of the customer file system folder and the subfolders and files which it contains to and from a field office server and the user’s workstation. 

Toolkit 2004 uses the Customer Folder as the unifying concept for data organization and management that is analogous to the paper-based file folder. At times, this analogy obscures the important differences in managing the customer data and data files. For example, a user can check out the customer folder planning data without checking out the customer folder data files. 

Customer planning data refers to the tabular and spatial land unit and practice data that is transferred between the NCPDB and the user’s personal geodatabase.  This data is transmitted over the USDA wide area network. 
Customer files refers to the customer folder contents in the file system including its subfolders and files such as Access databases, Excel spreadsheets, Word Documents and geographic shapefiles. Wherever possible, this file data transfer to and from the user’s workstation should be configured to use the local area network to the field office server.
Check In / Check Out Customer Folder Data and Files

When connected to the USDA network, Toolkit users may access the most current customer information for their service area (based on their user permissions) because the customer information is maintained in the centralized NCPDB. 

· Customer information is initially checked into the NCPDB using the Toolkit Check In Wizard (1.0). This check in process is only needed for the initial check in of the customer planning data into the NCPDB. Thereafter, customer information is checked in using Toolkit 2004.

· Once the information resides in the NCPDB, Toolkit 2004 is used to check out the information. Checking out the customer information populates the Toolkit 2004 personal geodatabase with the customer data retrieved from the NCPDB. 

· The first user who checks out a write copy of a customer folder from the NCPDB may edit the customer’s information. Upon check out, the customer folder is locked. At that time, other users in that service area may check out a read-only copy of the customer folder. If a write copy of customer files are also checked out, they are automatically copied (and locked) from the field office server to the user’s workstation local C: drive.
· Once the user who has the write copy checks the customer folder back into the NCPDB, the customer folder is unlocked and is available for others to check out as a write copy.
Toolkit users can check out and lock customer folders, take their laptops to the field and use Toolkit to make changes off line. Once they return to the office and reconnect to the USDA network, they can check in and unlock customer folders.
NOTE: you cannot check out, edit and then check in a read-only copy of a customer folder. You can only check in edits to a customer folder if you have it locked (i.e., a write copy).

 XE "Check In/Out Tab " \* MERGEFORMAT Registering Check In / Check Out End Points

An ITS system administrator uses the Toolkit End Point Utility (installed with Toolkit 2004) to perform a one-time registration of server folders that store customer folders. These registered server folders are the end points for the check in / check out process. 

The ITC guidance is that each customer folder is to be placed on the server in the field office that most frequently uses the customer folder. This is to ensure that frequent access to the customer folder is supported over the high speed LAN rather than the low speed WAN. The end point server folders must reside on a server class machine with back up procedures implemented. If a server is not available at a field office, a workstation must not be substituted as an end point server for the check in / check out process. In this case, the customer folders must be moved to a field office that has an end point server and the field office users must access the customer folders over the WAN.

Setting the end points allows the Toolkit 2004 workstation to access a specific folder on the field office server (e.g., Customer Files Toolkit) to check in / check out customer folders.  When the End Point Utility is used to create an end point, it collects a list of customer folder names that reside in the end point server folder. This list of names is compared with the customer folder names that are available in the NCPDB. The matching customer folder names are registered with the end point so that a Toolkit user can check in / check out these customer folders from the end point server folder. Once an end point is uniquely identified and registered in the NCPDB, it never has to be set again.

When the End Point Utility is used to delete an end point, all customer folder names previously registered with the end point server folder are reset so that these customer folders are no longer registered to any end point.
 XE "Enroll Toolkit Users " \* MERGEFORMAT Determine Sites and Servers Hosting Customer Folders
When planning data for a customer folder is originally uploaded to the NCPDB using the Toolkit Check In Wizard, the user specifies the county that will be associated with the customer folder. After uploading, any Toolkit user that has permissions for this county can access those customer folders. The user can then check out or check in the files belonging to the customer folder as long as the customer folder is registered to a field office server endpoint.

End point registration is performed once for each county that has customer folders hosted on the server. During end point registration, all customer folders that reside on a server and have been checked in to the national database and associated to a county will be registered with the end point server.

The Toolkit Coordinator determines which office sites store the customer folders for which counties and provides this information in a spreadsheet table to the ITS system administrator who completes the table with the server name and end point folder name (See example end point registration table in Appendix A). ITS system administrator can use this table for running the End Point Utility to register the end point folder(s).
The following cases may be encountered for a service center.

· Customer Folder is Replicated on more than one Server

· Customer Folders are on a Workstation instead of a Server

· Customer Folders for a Single County are on the Field Office Server
· Customer Folders for a Single County are on Multiple Field Office Servers
· Customer Folders for Multiple Counties are on the Field Office Site Server with Subfolders
· Customer Folders for Multiple Counties are on the Field Office Site Server without Subfolders

· Customer Folders are on an Office Site Server that is not a Field Office

NOTE: If the current configuration is different than the cases listed above, contact the NRCS Information Technology Center for guidance in determining server end points.

Customer Folder is Replicated on more than One Server
Only one version of a customer folder should exist on a server. The Toolkit Check In / Check Out capability does not manage multiple versions or replicas of a customer folder. Once a customer folder is registered to an end point server, it is the only version of the customer folder that can be checked out and checked in to the end point server.

If there are multiple versions or replicas of a customer folder, one should be selected and placed in the end point server folder prior to registering end points. This will be the customer folder that is used by Toolkit 2004 to check in and check out customer files.
The ITC guidance is that each customer folder is to be placed on the server in the field office that most frequently uses the customer folder. This is to ensure that frequent access to the customer folder is supported over the high speed LAN rather than the low speed WAN.
Customer Folders are on a Workstation instead of a Server

The end point server folders must reside on a server class machine with backup procedures implemented. If a server is not available at a field office, the customer folders must be moved to a field office that has a server. Users that are not in the field office that has the server will access the customer folders over the WAN. A workstation can not be substituted as an end point for the check in / check out process.
Customer Folders are on an Office Site Server that is not a Field Office
This is the case where customer folders are located on state office or other servers. To comply with records management policy, the customer folder and all the files contained within the folder are to be moved to the servicing field office server.

The ITC guidance is that a single copy of the customer folder is to be placed on the server in the field office that most frequently uses the folder. This is to ensure that frequent access to the customer folder is supported over the high speed LAN rather than the low speed WAN.

Customer Folders for a Single County are on the Field Office Server
This is the simplest case where all customer folders associated with a single county are located on the field office server and there are no customer folders associated with any other county on the server. 
In this case, the customer folders can be placed in the Customer Files Toolkit folder. Having a subfolder for the county is recommended, although not required. It is advisable to establish a county subfolder if there will be additional county subfolders added in the future.
Customer Folders for a Single County are on Multiple Field Office Servers
This is the case a portion of the customer folders associated with a single county are located on one field office server while another portion of the customer folders associated with the same county are located on another server. 
The customer folders are registered to the Customer Files Toolkit folder (or county subfolder) on the field office server where they reside. 
Having a subfolder for the county is recommended although not required. It is advisable to establish a subfolder if there will be additional county subfolders added in the future.
Customer Folders for Multiple Counties are on the Field Office Site Server with Subfolders
In this case customer folders that are associated with a county are located in a Customer File Toolkit subfolder (e.g., CountyA) on the field office server. Customer folders that are associated with a different county are located in another Customer File Toolkit subfolder (e.g., CountyB) on the field office server. The advantage of this approach is to separate the customer folders into manageable subfolders for each county.

The customer folders for each county are registered to the Customer Files Toolkit subfolder for the county on the field office server.
Customer Folders for Multiple Counties are on the Field Office Site Server without Subfolders
This is the case where customer folders associated with a county are commingled with customer folders from another county in the same Customer File Toolkit folder on the field office server. 
The advantage of this approach is that the customer folders do not need to be separated for each county. However, if the customer folders were erroneously associated with the wrong county when planning data was uploaded using the Check In Wizard, then these customer folders will not be accessible in Toolkit 2004 by users unless they have permissions to the erroneous county.
The customer folders for each county are registered to the Customer Files Toolkit folder on the field office server.
 XE "Enroll Toolkit Users " \* MERGEFORMAT Determine Check In / Check Out End Points

Toolkit 2004 check in / check out end points are registered as one of the following configurations at a service center.

· Single County on Office Site Server
· Single County on Multiple Office Site Servers
· Multiple Counties on Office Site Server with Subfolders
· Multiple Counties on Office Site Server without Subfolders
 XE "End Points " \* MERGEFORMAT Single County on Office Site Server
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In the case of a field office that supports a single county, one end point is registered on the field office server to the Customer Files Toolkit server folder.

	State
	Office
	County
	End Point

	SO
	Service Center A
	CountyA
	\\ServerA\data\Customer Files Toolkit


Example Table:

	State
	Site Office
	County Served
	End Point Folder Pathname

	CA
	Escondido
	San Diego
	\\caescondidc001\data\Customer Files Toolkit


 XE "End Points " \* MERGEFORMAT Single County on Multiple Office Site Servers
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In the case of multiple field office servers storing a number of customer folders for the same county, it is recommended that a subfolder be created for the county on each field office server. An end point is registered on each field office server that has the county subfolder. Customer folders that are registered at one field office server end point are always checked in or checked out from that server.

NOTE: A customer folder exists only at one field office server end point. A customer folder is not duplicated.
	State
	Site Office
	County
	End Point

	SO
	Service Center A
	CountyA
	\\ServerA \data\Customer Files Toolkit\CountyA

	SO
	Service Center B
	CountyA
	\\ServerB\data\Customer Files Toolkit\CountyA


When a Toolkit user creates a new customer folder for County A, Toolkit displays a choice list and the user will select one of the possible locations (end points) that store County A customer folders at the Service Center A and Service Center B. For example, if he selects \\ServerB\data\Customer Files Toolkit\CountyA then the new customer folder will reside on the Service Center B office server when it is checked in.

A Toolkit user with permissions for this county is able to select the county and see all the customers associated with it; however, the location of the customer files (i.e., location of the server) can affect how fast the information is accessed. For example, if the user was enrolled with permissions for County A, they will be able to check out/ check in customer folders for County A. When the user is at a workstation in the Service Center A office, those County A customer folders that reside on the Service Center A office server will be transferred over the high speed LAN. The County A customer folders that reside on the Service Center B office server will take much longer to transfer because the information must be transferred over the low speed WAN. 

Example Table:
	State
	Site Office
	County Served
	End Point Folder Pathname

	TX
	Alpine
	Jeff Davis
	\\txalpine00c001\data\Customer Files Toolkit\Jeff Davis

	TX
	Marfa
	Jeff Davis
	\\txmarfa000c001\data\Customer Files Toolkit\Jeff Davis


 XE "End Points " \* MERGEFORMAT Multiple Counties on Office Site Server with Subfolders
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In the case of a field office that supports several counties and at least one of the counties has customer folders on a different field office server, a subfolder should be created for each county. The end points for each subfolder are registered on the field office server. Each end point registers the Customer Files Toolkit subfolder for the county.

	State
	Site Office
	County
	End Point

	SO
	Service Center A
	CountyA
	\\ServerA\data\Customer Files Toolkit\CountyA

	
	
	CountyB
	\\ServerA\data\Customer Files Toolkit\CountyB


Example Table:

	State
	Site Office
	County Served
	End Point Folder Pathname

	MS
	Brookhaven
	Franklin
	\\msbrookha4c001\data\Customer Files Toolkit\Franklin

	MS
	Brookhaven
	Lincoln
	\\msbrookha4c001\data\Customer Files Toolkit\Lincoln


 XE "End Points " \* MERGEFORMAT Multiple Counties on Office Site Server without Subfolders
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In the case of a field office that supports several counties without subfolders, one end point is registered on the field office server to the Customer Files Toolkit folder. This end point must be registered for all counties with associated customer folders in the Customer Files Toolkit folder. To accomplish this, the End Point Utility must be run once for each county to associate the specified county with the server and Customer Files Toolkit folder.
	State
	Site Office
	County
	End Point

	SO
	Service Center A
	CountyA

CountyB
	\\ServerA\data\Customer Files Toolkit


Example Table:
	State
	Site Office
	County Served
	End Point Folder Pathname

	GA
	Gainesville
	Hall
	\\gagainesvic001\data\Customer Files Toolkit

	GA
	Gainesville
	Dawson
	\\gagainesvic001\data\Customer Files Toolkit


In the example, the End Point Utility is run once for Hall county and then it is run again for Dawson county.
 XE "Prerequisites " \* MERGEFORMAT Register Endpoints

An ITS system administrators uses the End Point Utility to register field office sites to the Customer Files Toolkit folder (or subfolder) on a field office server. This must be done for every server where Toolkit 2004 customer folders are stored. 

NOTE: registering end points only needs to be completed one time for each field office server. It does not have to be used for each user account or each user workstation. 

You must be logged in with system administrative privileges to run the utility and register the end points.

1. Using Explorer, browse to:

 C:\Program Files\USDA\Toolkit5\Utilities\SetUpEndPoints.exe
2. Double-click SetUpEndPoints.exe.

· The eAuthentication window is displayed 

3. Enter your User ID and Password.
4. Click Login.

· The End Point Utility dialog will appear.
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5. Select your State from the drop-down list.

0. A list of site offices is populated.

6. Select a Site Office from the Site Office drop-down list. 
7. Select a County from the County drop-down list.

0. Previously set end points will be displayed for this site.

8. Type in the server path to the Customer Files Toolkit folder (or subfolder) location as the End Point (i.e., \\<server name>\data\Customer Files Toolkit), and click ADD.
0. The server path is displayed in the dialog box (i.e., \\<server name>\data\Customer Files Toolkit).

0. If the end point already exists, a message is displayed. Click OK.
9. Click OK at the bottom of the End Point Utility dialog to register the end point. 

0. The End Point Set message displays.

10. Click on Yes to repeat this process for any other server where customer folders will reside. Click on No to exit the End Point Utility dialog.

11. To delete an end point, select the server path displayed in the dialog box and click the Remove button.

Appendix A – Example End Point Registration Table

Each row in the table is an end point that is registered using the Set Up End Points utility. The user enters the State, Site Office, County, and End Point folder pathname to register customer folders located within the end point folder. The Total Number of End Point Folders on Server should equal the number of rows in the table for the same Server Name.
	Site ID
	Server Name
	Total Number of End Point Folders on Server
	State
	Service Center Name
(Site Office)
	County Served
	End Point Folder Pathname

	2847
	caescondidc001
	1
	CA
	Escondido
	San Diego
	\\caescondidc001\data\Customer Files Toolkit\San Diego

	5271
	magreenfiec001
	1
	MA
	Greenfield
	Franklin
	\\magreenfiec001\data\Customer Files Toolkit\Franklin

	2346
	gagainesvic001
	2
	GA
	Gainesville
	Hall
	\\gagainesvic001\data\Customer Files Toolkit

	2346
	gagainesvic001
	2
	GA
	Gainesville
	Dawson
	\\gagainesvic001\data\Customer Files Toolkit

	7564
	msbrookha4c001
	2
	MS
	Brookhaven
	Franklin
	\\msbrookha4c001\data\Customer Files Toolkit\Franklin

	7564
	msbrookha4c001
	2
	MS
	Brookhaven
	Lincoln
	\\msbrookha4c001\data\Customer Files Toolkit\Lincoln

	2384
	txalpine00c001
	4
	TX
	Alpine
	Brewster
	\\txalpine00c001\data\Customer Files Toolkit\Alpine

	2384
	txalpine00c001
	4
	TX
	Alpine
	Jeff Davis
	\\txalpine00c001\data\Customer Files Toolkit\Jeff Davis

	2384
	txalpine00c001
	4
	TX
	Alpine
	Pecos
	\\txalpine00c001\data\Customer Files Toolkit\Pecos

	2384
	txalpine00c001
	4
	TX
	Alpine
	Terrell
	\\txalpine00c001\data\Customer Files Toolkit\Terrell

	7337
	txmarfa000c001
	3
	TX
	Marfa
	Culberson
	\\txmarfa000c001\data\Customer Files Toolkit\Culberson

	7337
	txmarfa000c001
	3
	TX
	Marfa
	Jeff Davis
	\\txmarfa000c001\data\Customer Files Toolkit\Jeff Davis

	7337
	txmarfa000c001
	3
	TX
	Marfa
	Presidio
	\\txmarfa000c001\data\Customer Files Toolkit\Presidio


