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Microsoft, Excel and Access are either registered trademarks 
or trademarks of Microsoft Corporation in the United States and/or other countries.

Adobe and Acrobat are registered trademarks of Adobe Systems Incorporated.

ArcGIS and ESRI are registered trademarks of Environmental Systems Research Institute, Inc.

The U.S. Department of Agriculture (USDA) prohibits discrimination 
in all its programs and activities on the basis of race, color, national origin, gender, religion, 
age, disability, political beliefs, sexual orientation, or marital or family status.  (Not all prohibited bases 
apply to all programs.)  Persons with disabilities who require alternative means for communication 
of program information (Braille, large print, audiotape, etc.) should contact USDA’s TARGET Center 
at 202-720-2600 (voice and TDD).  To file a complaint of discrimination, write USDA, Director, 
Office of Civil Rights, Room 326W, Whitten Building, 14th and Independence Avenue, SW, 
Washington, DC 20250-9410, or call (202) 720-5964 (voice and TDD).  
USDA is an equal opportunity provider and employer.

Toolkit Support

If you encounter a problem with Toolkit 2004, contact either the Help Desk or Toolkit Support for assistance (see the table below for contact information).  Help desk support is available weekdays from 6 AM to 6 PM Mountain Standard Time.  

Toolkit 2004 Technical Support Information

	Help Desk
	

	Phone
	888-311-1444

	Web Site
	https://merlin.sc.egov.usda.gov/magicsshd/

	Toolkit Support
	

	Email
	toolkitsupport@itc.nrcs.usda.gov


You can assist the support team in resolving the problem expediently by gathering some basic information about the issue you encounter.

First, document the steps or actions you performed just prior to the error.  Second, when possible:  

· Capture the error or warning message by simultaneously pressing the Ctrl and Print Screen buttons on the keyboard (to copy the message), paste the screen shot into a blank MS Word document, then save the document (if a support person is not readily available).   Once saved, you can either show the document to your onsite support specialist, or email the document to Toolkit Support, along with any other relevant information.

· If possible, leave the message visible until the support person can see it (if a support specialist is readily available at your site, or if a net meeting is scheduled).

Third, inform the technical support specialist which version of Toolkit 2004 you are using.  (See the Toolkit 2004 FAQ page at http://www.itc.nrcs.usda.gov/toolkitng/faq_main.htm for instructions on determining which version of Toolkit is installed on your computer).

Toolkit 2004 Web Site

For more information on Toolkit 2004, see the Toolkit 2004 Web site at: http://www.itc.nrcs.usda.gov/toolkitng/toolkit2004.  

Scope
This document, aimed at Toolkit 2004 users, provides basic information on Toolkit 2004 v5.0.  Topics covered in this user guide include:  toolbars, menu bars, tabs, basic software skills, project templates, and user permissions.  Also contained in this guide are instructions for configuring Toolkit, registering endpoints, starting Toolkit, and setting Toolkit preferences.  
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Toolkit Overview

 XE "Release Notes " \* MERGEFORMAT 

 XE "Overview " \* MERGEFORMAT 

 XE "Introduction " \* MERGEFORMAT What's New in Toolkit 2004

With Toolkit 2004, field conservationists can check out a customer’s folder to their laptop computer, work with Toolkit off line (disconnect from the network) and go to the field to work with farmers and ranchers.  Working offline requires that the customer data (including spatial, tabular, and file system documents) to be locked during this time period so that data can be generated, edited, and then checked back in to a shared storage point upon completion.

The following changes/additions have been incorporated into Toolkit 2004.

· Toolkit 2004 is integrated with Microsoft Office and ArcGIS software for the development and management of Conservation Plans, using tabular data and spatial data. 

· Full-featured customer data access with tabular data, spatial data and customer folder Check In/Out capabilities.

· Tabular and spatial data is stored centrally in the National Conservation Planning Database (NCPDB) in Fort Collins, CO.  The NCPDB contains general customer information, as well as land unit and conservation practice data. 

· Check out and locking of customer data is done at the customer folder level and is based on user permissions and roles.

· A customer file lock lets only one user at a time access customer data for creating, editing and deleting records.

· ESRI® ArcSDE Personal GeoDatabase on the local user's workstation contains land unit, and practice data checked out from the NCPDB.

· Customer files on the F: drive are also managed by Toolkit lock manager and require the appropriate permissions to access.

· Files are locked centrally but managed locally, which improves the overall Toolkit performance.

· The Toolkit ArcGIS Extension provides a simple feature topology for land unit layers.

· Toolkit allows users to select between a Basic or Advanced ArcGIS interface.

· Conservation practices are referenced to spatial practice layers.

· Practice Narratives are stored in a centralized Standards and Specifications (StandSpec) database. 

Access Customer Information

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 a 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 into the NCPDB. Thereafter, customer information is checked in using Toolkit 2004 (see Check In/Out tab).

· Once the information resides in the NCPDB, Toolkit is used to check out the information. Checking out a file populates your personal Toolkit 2004 Geodatabase with the customer data retrieved from the NCPDB. Customer folders are automatically copied from the field office server to the local C: drive.  

· The first person that checks out a read-write copy of a customer folder from the NCPDB may edit the customer’s information. Upon check out, the folder is locked.  At that time, other users in that service area may check out a read-only copy of the customer folder. 

· Once the original user checks the customer folder back into the NCPDB, the customer folder is unlocked, and available for another user to check out as a read-write copy. 

Note:  You cannot edit a read-only copy of a customer folder and check it back into the NCPDB.  You can only make edits to a read-write customer folder and check it back into the NCPDB. 

Toolkit users can check out a read-write copy of a customer folder, take their laptops to the field and use Toolkit to make changes offline, then check their changes in to the NCPDB when they return to the field office.  For detailed instructions on checking in/out customer records, see Check In/Out tab. 

 XE "eFOTG " \* MERGEFORMAT Field Office Technical Guide Data

Toolkit now stores the practice codes, practice narratives, program codes, and NRCS Land Use information in a centralized database.  When changes are made to this data, each workstation in the office is automatically updated when the user starts Toolkit and synchronizes their domain tables.

Conservation Practices and Narratives 

Practice codes are used in several Toolkit functions including the Practice Schedule, Conservation Plan Wizard and Contract Wizard.  To add/edit a state or county practice narrative to the national StandSpec database, send changes to toolkitsupport@itc.nrcs.usda.gov. 

Note:  In the future, an eFOTG Web-based tool will be provided so that states can maintain their own practice narratives in eFOTG. 

Cost Lists

Cost list information is still stored on the field office server in the folder F:\fotg\section I, and in the user's C:\Field_Office_Tech_Guide\Section_I directory.  When changes are made to a cost list, each designated Toolkit workstation or laptop in the office must be updated manually to ensure that it has the most current copy of the data. 

 XE "Toolkit Toolbar " \* MERGEFORMAT Toolkit Menu Bar, Toolbars and Tabs

Toolkit uses the following types of toolbars and tabs: Title Bar, Menu Bar, Toolkit Toolbar, Vertical Toolbar, and Toolkit Tabs.

Title Bar
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The title bar displays key information such as the program name, decision maker's name, and the customer folder that is currently open.

Menu Bar
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The Toolkit menu bar contains Tools, Reports, and Help.

Tools

· Preferences

· New Customer

· Save Folder

· Close Folder

· Exit

Reports

· Customer Folders Report

Help

· Contents

· About Customer Service Toolkit

Toolkit Toolbar
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Toolkit toolbar hosts the following Toolkit functionality starting from left to right.

· Start Preferences Application [image: image6.png]



· Create a Customer [image: image7.png]


 

· Save Folder [image: image8.png]



· Close Folder [image: image9.png]



Vertical Toolbar

The Folders tab contains a Vertical toolbar.  The following table shows the available buttons and their respective purpose.
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 Create a Customer:  New customers are added by clicking on the Create a Customer button.
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 Open Folder:  Click the Open Folder button to open a customer folder.
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 Redo Check Out of Folder:  If for some reason you want a new copy of the customer folder from the NCPDB (to refresh the data stored in the personal geodatabase on your C:\ drive), use the Redo Check Out of Folder button. 
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 Delete Read-Only Folder from Hard Drive:  Read only customer folders are deleted from My Checked Out Folders and not checked back into the NCPDB.
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 Check in Folder:  When finished working with a customer folder, click the Check in Folder button to check it back into the NCPDB. 

[image: image16.png]


 Release Lock on Folder:  If you no longer need to access to a customer folder, or do not want to check in your changes, select the Release Lock on Folder button. 
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 Change County:  If your customer folder has been checked into the wrong county, you can change the county and recheck in the file using this icon.
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 Delete Folders or Plans:  Used to permanently delete an entire customer folder or a specific customer plan from the NCPDB. 




Toolkit Framework Tabs

Toolkit Framework tabs provide quick access to Check In/Out functionality.  When you first open Toolkit, you have access to the Folders tab and Check In/Out tab.

[image: image19.png]“ Customer Service Toolki

ToolsReports_Help

SO

CheckIn/Out  Folders |





The Check In/Out tab allows you to check In/Out customer records from the NCPDB. The Folders tab allows you to select customer records that you wish to work with in Toolkit that you have already checked out to your workstation.

Toolkit Customer Tabs

Once you open a customer folder, you have access to the following tabs:  General, Assistance Notes, Land Units, Practice Schedule, and Customer Files tabs.
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See Manage Customer Data for an explanation of the functionality behind each of the customer tabs.

ArcGIS Extension

For a description of the tools available in ArcGIS Extension, see Toolkit Tools.

 XE "Field Notes " \* MERGEFORMAT Use Toolkit in the Field 

With Toolkit installed, a laptop may be undocked and used in the field. Because customer folders and reference data are on the laptop, field conservationists have access to the information they need to use the Toolkit off-site.  For those with ArcGIS, orthophoto image(s) and other resource data will need to be available on the laptop or on a compact disk.

If you plan to use the Toolkit in the field, spatial data management issues must be addressed.  For specifics, see Spatial Data for guidance on taking a laptop with spatial data to the field.

Toolkit Tasks

 XE "Help " \* MERGEFORMAT Toolkit First Steps

This section provides the information you will need to start using Toolkit. 

· Acquire basic software skills
· Acquire basic ArcGIS skills
· Acquire spatial data
 XE "Introduction " \* MERGEFORMAT Acquire Basic Software Skills

To manage customer data and folders effectively, these basic Windows XP operating system skills are needed:

· Select objects using a mouse

· Start applications with the Windows Start button

· Locate files with Windows Explorer

· Print preview and Page Preview

· Print file

For more information on Windows, refer to the Common Computing Environment training materials and CD-ROMs, or reference a user’s guide from Microsoft or other vendor.

 XE "ArcGIS " \* MERGEFORMAT Acquire Basic ArcGIS Skills

You will need these ArcGIS skills to use the Toolkit ArcGIS Extensions.

· Add layers to a view

· Select features with the mouse

· Digitize polygon, point, and line features

· Split and merge polygons

· Use the drawing tool palette to add text or graphics to a map

· Change symbology

· Reshape polygon, point, and line features

Contact your state GIS staff for information on customized training for GIS, online ArcGIS training courses, and other GIS training options.

 XE "Spatial Data " \* MERGEFORMAT Acquire Basic ArcGIS Skills

Users may take full advantage of Toolkit features when they have access to digital orthophotography, digitized land units and spatial soils data.

You will need these ArcGIS skills to use the Toolkit ArcGIS Extensions:

· Add layers to a view

· Select features with the mouse

· Use the drawing tool palette to add text or graphics to a map

· Change symbology

Contact your state GIS staff for information on customized training for GIS, on-line ArcGIS training courses and other GIS training options.

Acquire Spatial Data

Users may take full advantage of Toolkit features when they have access to digital orthophotography, digitized land units, and spatial soils data.

Orthophotography

The recommended base imagery for conservation planning is digital orthophotography.  The Toolkit supports display of orthophotos compressed with utilities such as MrSid® by Lizard Technologies.  Although Digital Raster Graphic (DRG) images may be used with the Toolkit, they are not suitable base images for digitizing land units.  Contact your state GIS staff for more information. 

Digitized Land Units

Users may use the Toolkit with a Common Land Units (CLU) theme provided by FSA or a District Land Unit (DLU) theme created with former versions of Toolkit and ArcView 3.x. If a CLU or DLU theme is not available, they may use the Toolkit to digitize Planned Land Units (PLU) on an as needed basis. 

Although a fully digitized, attributed land unit theme is not required to take advantage of most Toolkit features, Toolkit ArcGIS tools support the following types of digitized land unit themes:

· FSA Common Land Units that are digitized and attributed by FSA according to the FSA Handbook, Common Land Unit, for State and County Office, Short Reference, 8-CM, by the Farm Service Agency.

· District land units that are digitized and attributed by NRCS or district staff.

· Manual land units that were digitized for a customer in earlier versions of Toolkit.

Spatial Soils Data

A soils shapefile is needed for the Toolkit Soils Map and Inventory Tool. Contact your state soil scientist or GIS specialist for information on the availability of spatial soils data for your service area. 

Spatial Data for Customers 

Spatial data, other than land units and conservation practices, created for customers with ArcGIS are stored in the customer’s folder. The next section provides an overview of the customer folder structure.  For more details, see the  Manage Customer Data and Toolkit ArcGIS Extension sections of Toolkit Online Help.

Other Spatial Data Layers 

While themes such as roads, streams and hydrologic units are useful for spatial analyses, and for visual reference, they are not required for Toolkit.   Contact your state GIS staff for information on how to acquire and use these layers. 

Develop a Plan to Manage Spatial Data

The plan to manage spatial data in your office should include the issues that are discussed in this section.  Be sure to contact your Toolkit coordinator and/or state GIS staff for further guidance on where to store spatial data.  Some considerations include:

· Should some themes and images be accessed from the C:\ drive or compact disk? You may find that some spatial data accessed from a shared drive displays very slowly in ArcGIS.  By placing a copy of large data sets, such as ortho imagery, on the C:\ drive for Toolkit to access, performance may increase significantly.

· Should Properties for county themes be set to Read-only to avoid unintentional changes or accidental deletion?

· Do you plan to undock your laptop and work with ArcGIS in the field?  If so, access to spatial data from the C:\ drive or compact disk is essential for the project to operate properly.

Note:  Please contact your state GIS specialist for specifics on current USDA policies on managing spatial data sets in service centers.  For GIS documents, see http://www.gis.sc.egov.usda.gov/geodata-mgmt/index.html.

Toolkit Installation Tasks

 XE "Toolkit:Installing " \* MERGEFORMAT Toolkit Installation

Toolkit 2004 must be installed on the client workstation by an ITS System Administrator.  It is important for the system administrator to follow the step-by-step instructions provided in the Toolkit 2004 v5.0 Installation Guide to ensure a successful installation.  The Toolkit 2004 v5.0 Installation Package, Release Notes, and Installation Guide are available on the ITS Team Services Web site.  

Check In Wizard Installation

The installation of the Check In Wizard is a two-step process.  The first installation step is completed by the ITS System Administrator.  The Toolkit User performs the second installation step, according to the instructions in the Toolkit 2004 v5.0 Installation Guide.  Users may download the Installation Guide from the Toolkit 2004 Training page at http://www.itc.nrcs.usda.gov/toolkitng/toolkit2004/toolkit_2004_deployment.htm.  Click on the Toolkit 2004 Installation Guide link to download the document.

 XE "Check In/Out Tab " \* MERGEFORMAT Registering Endpoints

An ITS system administrator uses the Toolkit Endpoint Utility to perform a one-time registration of server folders that store customer files.  These registered server folders are the endpoints for the check in / check out process. 

Note:  A Toolkit user will create and store new customer folders and subsequently check in and check out customer folders between the user’s workstation and the endpoint server folder.

Registering the endpoints 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 Endpoint Utility is used to create an endpoint, it collects a list of customer folder names that reside in the endpoint 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 endpoint so that a Toolkit user can check in / check out these customer folders from the endpoint server folder.  When the Endpoint Utility is used to delete an endpoint, all customer folder names previously registered with the endpoint server folder are reset so that they are no longer registered with any endpoint. 

Once an endpoint is uniquely identified and registered in the NCPDB, it never has to be set again. To register endpoints, refer to the Installation Guide.

 XE "Enroll Toolkit Users " \* MERGEFORMAT Determine Server Endpoints

The Toolkit Coordinator determines which sites and servers will store the customer folders for one or more counties and provides this information to the ITS system administrator.  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 to ensure that frequent access to the customer folder is supported over the high-speed LAN rather than the low-speed WAN.  The endpoint server folders must reside on a server class machine with backup procedures implemented.  If a server is not available at a field office, a workstation must not be substituted as an endpoint for the check in / check out process.  In this case, the customer folders must be moved to a field office that has an endpoint server.  

The following cases (and combinations of these cases) may be encountered for a service center.

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

Example:

	Office
	Server
	County 
	Endpoint

	Service Center A
	ServerA
	CountyA
	\\ServerA\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 the customer folders for the same county, a subfolder needs to be created for this county on each field office server.  An endpoint will be registered on each field office server that has the county subfolder.  Customer folders registered at one office endpoint will always be checked in or checked out from that server.

Note:  Each customer folder is not duplicated.  Each customer folder only resides at one field office server endpoint.

Example:

	Office
	Server
	County
	Endpoint

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

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

	Service Center C 
	ServerC
	CountyA 
	\\ServerC\data\Customer Files Toolkit\CountyA


When a Toolkit user creates a new customer folder for County A, Toolkit will present a choice list and the user will select one of the possible locations (endpoints) that store County A customer folders (Service Centers A, B, and C). 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 after it is checked in.

A Toolkit user with permissions for a county will be able to select that county and see all the customers associated with the county (regardless of which server the customer's files resides on); however, the location of the customer information (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, he/she will be able to check in/check out all customer folders for County A.  When he/she is at a workstation in County A, those customer folders that reside on County A's server will be transferred over the high-speed LAN.  The County A customer folders that reside on the servers in County B and County C will take much longer to transfer because the information must be transferred greater distances traveling over the low-speed WAN. 

 XE "End Points " \* MERGEFORMAT Multiple Counties on a Single Office Site Server with Subfolders

[image: image23.png]Multiple Counties on Office Server with data
Customer Files Toolkit subfolders

i

in

HRCS ITC Web Earm
National Databass

Workstaions & Lapiaps EP

Taolkit 2001 G scDatabasa

>

CilCustomer Files Toolkit

‘Sorvico Conter Sorver
F:iCustomar Ffes Toolkit

G ot == ]

B/





In the case of a field office that supports several counties on one field office server, a subfolder may be created for each county.  In this case, more than one endpoint will be registered on the field office server.  Each endpoint will register a county subfolder in the Customer Files Toolkit folder.

Example:

	Office  
	Server
	County
	Endpoint

	Service Center A
	ServerA

ServerA
	CountyA

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

\\ServerA\data\Customer Files Toolkit\CountyB


 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 (all customer files are stored in a single \Customer Files Toolkit folder on the server), one endpoint will be registered on the field office server for each county.  

Example:

	Office  
	Server
	County
	Endpoint

	Service Center A
	ServerA

ServerA
	CountyA

CountyB
	\\ServerA\data\Customer Files Toolkit\

\\ServerA\data\Customer Files Toolkit\


 XE "Access Information " \* MERGEFORMAT Toolkit User Permissions

CAUTION:  Toolkit 2004 and ProTracts applications share the same User Permissions Web site.  If an office or county is added to one program (e.g., Toolkit), that same office or county is viewable in the other program (ProTracts).  Do not remove an office or county from the User's Office Permission or User's County Permission unless neither program requires permissions for that office or county.

Toolkit coordinators enroll Toolkit 2004 users (NRCS employees and affiliates) for their states. Toolkit users must have a Level 2 eAuthentication account (for help, see Enroll Toolkit Users).  During enrollment, the coordinator sets the permissions for each user.

A Toolkit user can only view the customer folders for the county they have permission to access.  The user can view, edit, and update the customer folders based on their permissions.

If a user requires access to several counties, the Toolkit coordinator must enroll and set the user permissions for each of the counties.  In the future, if a user moves to a new office, their permissions will need to be updated to reflect their new area(s) of responsibility..

The following Toolkit user permissions are available: 

· Read/Only - the user may view customer folders checked out from the NCPDB.  In addition, the user may delete Read Only folders from the workstation's local C: drive when finished viewing the data, but cannot check them back in to the NCPDB.

· Read/Write - the user may view, edit, and create customer folders.  The user also may unlock folders that he/she has checked out from the NCPDB.  Once unlocked, the folders become “Read Only,” which allows the user to delete them from the workstation's local C: drive.

· Basic All (Read/Write/Unlock) - the user may view, edit, and add new customer folders, as well as remove another person's lock on a customer folder in his/her absence.  The Unlock feature unlocks the customer folder.  Note:  If changes were made by the person who originally checked out the folder (which locked it), his/her changes will not be available for checking back in to the NCPDB once the file is unlocked.
Toolkit State Coordinator

Following the three user permissions, a Toolkit State Coordinator check box is provided.  Check the box to allow the user to access the Permissions Web site and to enroll users in his/her state(s). 

Note:  The Toolkit State Coordinator role only grants the user access to Toolkit Permissions Web site.  If the individual will also be using Toolkit 2004, be sure that this user also is assigned one of the three basic user roles defined above.

Requirements for Affiliates

To use Toolkit 2004, affiliates need the following: 
· A CCE computer (see the table of CCE platforms available at http://www.itc.nrcs.usda.gov/toolkitng/toolkit2004/faq.htm under “Installation/Deployment”) that has Toolkit 2004 and any desired optional software installed and configured. 
· The workstation must be on the USDA Backbone (or have a connection to the USDA Backbone through VPN Client).
· A Level 2 eAuthentication account (see “eAuthentication Level 2 Account” section on the FAQ page, http://www.itc.nrcs.usda.gov/toolkitng/toolkit2004/faq.htm for more details).  In addition to setting up the account, affiliates will need the eAuthentication Local Registration Authority (LRA) to set the application role for Toolkit.
· The State Toolkit/GIS Coordinator will need to set up the appropriate user permissions for the affiliate, granting him/her access to the appropriate counties in the National Conservation Planning Database. 
Customize the ArcGIS Project Template 

 XE "Layers " \* MERGEFORMAT 

 XE "ArcGIS " \* MERGEFORMAT Set Up Standard Layer Files

To save time, you may want to create a standard legend for commonly used data layers.  Standard legends save you from having to create a legend each time a layer is added to a view.  ArcGIS stores legends as layer files.  The legends are saved with the layer so that each time you add the layer to a view, the default legend is used.  Standard legends also provide consistency when several people are creating map products from these common layers. 

To create a layer file, complete the following steps.

1. From the Windows desktop, click Start > Programs > ArcGIS > ArcMap.

2. Choose a New Empty Map.

3. Click Ok.

4. To add data to the Data View, click the Add Data icon [image: image25.png]


 on the ArcGIS toolbar. 

· The Add Data dialog box is displayed.

5. Browse to the layer that you wish to add.

6. Highlight the layer and click Add.

7. Right-click on the Layer name in the table of contents.

8. Select Properties.

9. Click the Symbology tab.

10. Double-click the symbol to open the Palette dialog box.

11. Change the settings as needed.

12. Click OK.

13. Click OK again to close the dialog box.

14. To save the legend, right-click on the Layer name in the table of contents.

15. Select Save as Layer File.

16. You may browse to a different folder and/or rename the file or accept the default.

17. Click Save to save the layer file.

18. The layer file has now been saved and may be used as a data layer in ArcGIS projects. 

 XE "Toolkit Template Project " \* MERGEFORMAT Customize the Toolkit Template .mxd File

Toolkit 2004 includes an ArcGIS map document template file that is used to create ArcGIS map documents for customers (i.e., similar to the Toolkit2_template.apr used in Toolkit 4.1). It is recommended that the map document template be customized to save time in the future. Customizing the template can prevent the user from having to repeat numerous steps each time they create an ArcGIS map document for a customer. 

Types of customizations may include, but are not limited to:

· Adding orthophotos, soils, land units, or other types of frequently used spatial data to one or more data frames.

· Setting data frames properties, such as distance units and map units. 

· Establishing standard legends for frequently used data layers such as soils, common land units, roads, or streams.

Open the Template Map Document from ArcGIS

Note:  Prior to overwriting the original template, make a copy of the original file (for future use, if needed).

1. From the Windows desktop, click Start > Programs > ArcGIS > ArcMap.

2. Select Open An Existing Map.

3. Click OK.

4. Browse to this folder:
C:\Program Files\usda\Toolkit5\Templates
5. Select ToolkitGIS_Template.mxd.

6. Click Open.

Add Data to the View

You can customize the template file by adding commonly used data layers (e.g., soils, ortho photos, roads, and streams) to the template file. To add data to the ToolkitGIS_template.mxd, complete the following steps.

1. To add data to the Data View, click the Add Data icon [image: image26.png]


 on the ArcGIS toolbar. 

· The Add Data dialog box is displayed.

2. Browse to the layer(s) you want to add. 

· If you have created layer files (see Set Up Standard Layer Files), you may add those to the view.

3. Highlight the layer(s) you wish to add to the View.

4. Click Add.

Note:  You may select multiple layers by holding down the Control Key while clicking on each filename.

Save the Map Document Template

After you have customized the map document template for your service area, you need to overwrite the original template file, or save the modified template with a new filename. To save the modified version of the ToolkitGIS_Template.mxd file, complete the following steps.

Note:  Prior to overwriting the original template, make a copy of the original file (for future use, if needed).

1. From the ArcGIS File menu, click Save, or Save As.

2. If you chose Save As, rename the file.

3. Click Save.

4. Close ArcGIS.

Delete ArcGIS Normal Template

If you would like to reset the ArcGIS interface to its standard format, you can regenerate the original ArcGIS graphical user interface by deleting the Normal.mxt template. 

1. From the windows desktop, open Windows Explorer.

· Right-click on the Start button. 

· Click Explore.

2. Locate the Normal.mxt at:

· C:\Documents and Settings\<User's Login Name>\Application Data\ESRI\ArcMap\Templates directory.

3. Highlight and delete the Normal.mxt file.

· When ArcGIS is started from the desktop (not through Toolkit), it will regenerate a new Normal.mxt template.

· The original ArcGIS interface is then restored without the Toolkit Extension.

Starting Toolkit

 XE "Started " \* MERGEFORMAT Start Up Toolkit

To start Toolkit, complete the following steps from your Windows desktop.

1. Select Start.

2. Select Programs.

3. Select Customer Service Toolkit.  You have the following options:

· Export Layout Utility

· Toolkit 2004

· Toolkit APR Utility
· Toolkit Preferences 2004

4. Select Toolkit 2004.

5. The first time you use Toolkit, and thereafter on a periodic basis, you will see the following message.  Click Yes to synchronize the domain data.
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6. If you are not authenticated, the eAuthentication window is displayed.  Enter your User ID and Password, then click Login (example).

7. After the Domain Data has finished synchronizing, you may begin using Toolkit.

Start Up Toolkit ArcGIS Extension

To start up the Toolkit ArcGIS Extension, complete the following steps.

Note:  When working with Toolkit customer information, always start ArcGIS through the Toolkit 2004 interface. 

1. In order to start Toolkit ArcGIS Extensions, you must first have a customer folder checked out and open (for help see checking out or opening a folder).

2. Click the Customer Files tab (example).

3. Double-click on the ArcGIS_Project folder in the directory structure.
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4. Double-click on the ToolkitGIS_Template.mxd,or another .mxd file, to start ArcGIS.
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ArcGIS will open with the Toolkit Toolbar displayed.  (If the Toolkit Toolbar is not displayed, click on the NRCS logo icon on the ArcGIS logo icon on the toolbar to open it.)

Toolkit Preferences

 XE "Toolkit Preferences " \* MERGEFORMAT 

 XE "Setting " \* MERGEFORMAT 

 XE "Preferences " \* MERGEFORMAT Set Up Toolkit Preferences

Toolkit Preferences allows each user to customize the Toolkit application with their own unique preferences.  To change your Toolkit Preferences, complete the following steps.  For additional instruction while completing these steps, click on the help icon next to the topic.

1. From your Windows desktop, select Start  All Programs   Customer Service Toolkit  Toolkit Preferences 2004. 
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· You can also access Toolkit Preferences, by clicking the Wrench icon [image: image31.png]


 on the Toolkit Toolbar.

· You can also access Toolkit from the Toolkit menu bar by selecting Tools  Toolkit Preferences.

2. If prompted, click Yes to synchronize with the National Planning Conservation Database.  Enter your eAuthentication User ID and Password, then click Login.

[image: image32.png]Customer Service Toolkit

) Domsin data was et synchronized 1/1/0001 1200100 &M, Do youwish o synchroniz wth the lationsl Canservatin Planring Datsbass?

I





3. The Toolkit Preference window is displayed with six tabs.  Step-by-step instructions are provided for each tab.  In addition, each tab has a Save button that is used to save your changes as well as a Cancel button to undo your changes (i.e., to retain your original settings).  The six Preferences Tabs include:

· Field Office to select or change your Field Office information. [image: image33.png]@uere




· Conservation District to select or change your conservation district contact information. [image: image34.png]@uere




· Practice Narratives to select practices that will appear as choices in the Practice Schedule. [image: image35.png]@uere




· GIS Tools to change the GIS user level, customize your ArcGIS Toolkit Toolbar and set the default map projection. [image: image36.png]@uere




· Choice Lists for NRCS and/or Local Land Use selections and the associated program. [image: image37.png]@uere




· Custom County Data Management for limiting the number of counties that you can access at one time. [image: image38.png]@uere




4. If desired, Toolkit Preferences can be set up on one workstation and copied to another (see Copy Toolkit Preferences).

 XE "Toolkit Preferences " \* MERGEFORMAT 

 XE "Setting " \* MERGEFORMAT Set Up Your Field Contact Information

To set up your field office contact information, complete the following steps.  For additional instructions while completing these steps, click on the help icon next to the topic.

1. Open Toolkit Preferences [image: image39.png]@uere




· The Field Office tab is displayed (example).

2. If the text fields are not prepopulated, click on the Update FO Info button.

· A message is displayed that your field office preferences will be overwritten, click Yes to overwrite the data. 

· If needed, enter your eAuthentication User ID and Password, then click Login. 

3. If you have one Field Office, it is prepopulated in the text field.  If you have more than one Field Office, you must select one from the Field Office drop-down list.

Note:  If the field office or designated conservationist information is incorrect, contact the ITS Service Desk at 800-457-3642 to update the information. 

4. Click the Default office checkbox to use the selected field office as your default setting when creating plan and contract documents.

· Your default setting is saved when you click Save.

5. If needed, you can change the name of the Designated Conservationist.

6. Click Save to save your changes, or click Cancel to retain your original settings.

7. Click OK.

 XE "Toolkit Preferences " \* MERGEFORMAT 

 XE "Setting " \* MERGEFORMAT Set Up Your Conservation District Information

To set up your Conservation District contact information, complete the following steps.  For additional instruction while completing these steps, click on the help icon next to the topic.

1. Open Toolkit Preferences [image: image40.png]@uere




2. Select the Conservation District tab (example).

3. If the text fields are not prepopulated, click Update CD Info.

· A message is displayed that your district preferences will be overwritten, click Yes to overwrite the data. 

4. If needed, enter your eAuthentication User ID and Password, then click Login. 

5. If you have one conservation district, it is prepopulated in the text field.  If you have more than one conservation district, you must select one from the Conservation District drop-down list.

Note:  If the conservation district information is incorrect, contact the ITS Service Desk at 800-457-3642 to update the information..

6. Click Default district checkbox to set the selection as your default conservation district when creating plan documents.

· Your default setting is saved when clicking Save.

7. Click Save to save your changes or click Cancel to retain your original settings.

8. Click OK.

 XE "Toolkit Preferences " \* MERGEFORMAT 

 XE "Setting " \* MERGEFORMAT 

 XE "Narratives " \* MERGEFORMAT Set Up Your Practice Narratives

To set up your Practice Narratives, complete the following steps.  For additional instruction while completing these steps, click on the help icon next to the topic.

1. Open Toolkit Preferences [image: image41.png]@uere




2. Select the Practice Narratives tab (example).

· If needed, enter your eAuthentication User ID and Password, then click Login. 

3. As needed, edit Conservation Practices using the check boxes to the left of each practice code.

4. The default is for all conservation practices to be selected.

· To unselect all the conservation practices, click the Unselect All button.

· Select individual practices by placing a check in the check box next to the conservation practice. 

· Unselect individual practices by removing the check in the check box next to the conservation practice. 

· To select all the conservation practices, click the Select All button

· If needed, click Cancel to undo your changes.

5. If desired, enter the URL or path for your Job Sheet Location or click Browse to locate the job sheets (optional).

· Job Sheets are forms provided with conservation plans as attachments.  

· Certain practices have job sheets that provide users specific information (e.g., seeding and fertilizer rates).

6. Click Save to save your changes, or click Cancel to retain your original settings.

7. Click OK.

Note:  To permanently add or edit a practice narrative, send a request to toolkitsupport@itc.nrcs.usda.gov.  In the future, an EFOTG Web-based tool will be provided so that states can edit their own narratives.

 XE "Templates " \* MERGEFORMAT 

 XE "Setting " \* MERGEFORMAT 

 XE "Map Projection " \* MERGEFORMAT 

 XE "GIS Tools " \* MERGEFORMAT 

 XE "ArcGIS " \* MERGEFORMAT Set Up GIS Tools

Toolkit offers two user interface settings: Basic and Advanced, which store all of the Toolkit ArcGIS toolbar/buttons and their positions on the graphical user interface.  During installation, Toolkit GIS tools are set to Basic in the Toolkit Preferences.  Basic is a simplified version of the ArcGIS interface, making the Toolkit  easier to operate for new users.  Advanced users who want the entire suite of ArcGIS tools available when running Toolkit will want to select the Advanced setting.  The GIS Tools tab also allows the user to set a default map projection and customize the ArcGIS Toolkit toolbar.

· Change Your ArcGIS Basic/Advanced Setting
· Set Up Map Projection/Datum
· Set Default for Importing Shapefiles
· Add/Delete Toolkit Buttons
· Delete the Toolkit Default ArcGIS Settings
Change Your ArcGIS Basic/Advanced Setting

To change the ArcGIS user level, complete the following steps.  For additional instructions while completing these steps, click on the help icon next to the topic.

1. Open Toolkit Preferences. [image: image42.png]@uere




2. Select the GIS Tools tab.

3. To change the User Level, select Advanced or Basic (the Basic setting is recommended for users new to Toolkit 2004 and ArcGIS).

4. Click Save.

5. Click OK to save your changes.

Set Up Map Projection/Datum

To set up your ArcGIS default map projection, complete the following steps. 

1. Open Toolkit Preferences [image: image43.png]@uere



.

2. Select the GIS Tools tab.

3. Click the Default Map Projection drop-down list.

4. Select the standard map projection of the geospatial data being used for your service area.

· The USDA standard map projection and datum is UTM NAD 83. 

· Select the zone or projection applicable to your local office.  

· If the zone is not known, contact your  GIS specialist for assistance.

5. Click Save.

6. Click OK to save your changes.

Set Preference for Default PLU Import

Toolkit Preferences allows you to choose how you want to handle extra features when using the Import Legacy Shapefile Tool to add planned land units from existing shapefiles.  Choose from the following:

· All Planning Land Units - imports ALL features from the shapefile into a Planned Land Units Layer, even feautures that were not attributed in earlier versions of Toolkit.

· Matching Planning Land Units - imports only features that were mapped land units in former version of Toolkit into the new Planned Land Units Layer.

Set Default for Importing Legacy Shapefiles

The default for importing Legacy Shapefiles can be set to either All Planning Land Units or All Matching Planning Land Units.

To change this default setting: 

1. Open Toolkit Preferences. [image: image44.png]@uere




2. Select the GIS Tools tab.

3. Select All Planning Land Units or All Matching Planning Land Units.

4. Click Save.

5. Click OK to save your changes.

Add/Delete Toolkit Buttons

To customize your Toolkit toolbar, complete the following steps. 

1. Open Toolkit Preferences. [image: image45.png]@uere




2. Select the GIS Tools tab.

3. To remove a tool from the Toolkit Toolbar, select a tool from the list on the right side of the window.

4. Click the <-Remove button. To remove all the tools from the Toolkit Toolbar, click the Remove All button.

5. To add a tool to the Toolkit Toolbar, select a tool from the list on the left side of the window. 

6. Click Add -> button. To add all the tools to the Toolkit Toolbar, click the Add All button.

7. Click Save to save your changes, or click Cancel to retain your original settings.

8. Click OK. 

Delete the Toolkit Default ArcGIS Settings

If you would like to restore the standard ArcGIS user interface template (no Toolkit functionality), delete the Normal.mxt located at C:\Documents and Settings\<user name>\Application Data\ESRI\ArcMap\Templates.  

If you delete the Normal.mxt file, the next time you start ArcGIS, a new Normal.mxt file will be generated automatically.

To restore your Toolkit GIS tools, reset either the Basic or Advanced user interface in preferences. 

Note:  Changes to the Normal.mxt will be reflected in all  ArcMap projects opened under the user's login. 

 XE "Toolkit Preferences " \* MERGEFORMAT 

 XE "Setting " \* MERGEFORMAT 

 XE "Narratives " \* MERGEFORMAT 

 XE "Choice List " \* MERGEFORMAT Set Up Your Choice List

To set up your Choice Lists, complete the following steps.  For additional instructions while completing these steps, click on the help icon next to the topic.

1. Open Toolkit Preferences. [image: image46.png]@uere




2. Select the Choice Lists tab (example).

· If needed, enter your eAuthentication User ID, Password and click Login. 

3. As needed, edit the NRCS Land Use codes.

· Click the UnSelect All button, and then check only the codes that apply to your area or unselect a code by unchecking the check mark next to the code.

· When finished editing, click Save.

· Click OK to the message to save your changes, or click No to continue making changes.

· If needed, click Cancel to undo your changes and refresh your settings to their original value.

4. As needed, add Local Land Use codes.

· Click the Add New button to add a new local land use.

· Enter the name of the new local land use. 

· When finished editing, click Save. 

· You may use the check boxes to choose which local land uses are available in Toolkit. 

· Click the UnSelect All button, and then check only the codes that apply to your area or you may unselect a code individually by unchecking the check mark next to the code.

· When finished editing, click Save. If needed, Cancel to undo your changes.

5. As needed, edit the Program Codes.

· You can Unselect All, and then check the codes that apply to your area. or unselect a code by selecting the checkmark next to the code.

· If needed, click Cancel to undo your changes and refresh your settings to their original value.

· When finished editing, click Save.

Note:  To share your Toolkit Preferences with other users, see Copy Toolkit Preferences. 
 XE "Preferences " \* MERGEFORMAT  XE "Preferences " \* MERGEFORMAT Set Up Custom County Data Management

Note:  If you have permissions for less than six counties, this step is optional. 

Custom County Data Management is for Toolkit Coordinators or those who have permissions for more than five counties.  By default, the counties that you have permission for are automatically added to the Custom County Data Management dialog. 

If you have permissions for more than five counties, only the first five counties are automatically added to the dialog due to the time that it takes to download the data from the NCPDB to your workstation.  If needed, you can add more than five counties; however, Toolkit's performance is affected.  It's best to change your Custom County Data Management settings on an as-needed basis.

To set up your Custom County Data Management information, complete the following steps.  For additional instructions, click on the help icon next to the topic.

1. Open Toolkit Preferences. [image: image47.png]@uere




2. Select the Custom County Data Management tab (example).

3. If needed, select a state from the Filter by state drop-down list.

4. If you want to update the counties that you have access to, modify your selection by placing checkmarks in the boxes preceding the counties you want access to.  Click on the Update/Save button.

5. The following message will be displayed.
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6. Click OK. 

7. If you are not already authenticated, enter your eAuthentication User ID and Password, then click Login. 

· Depending on the number of counties that you have permission to access, this can take time to update your preferences.

· A message is displayed that your Custom County Data Management preferences have been saved. 

· Click OK. 

· A message is displayed that your county changes will not take effect until Toolkit is restarted. 

·  Click OK. 

8. To refresh your Custom County Data Management preferences, you must close Toolkit. 

· Your new settings will be implemented after restarting Toolkit 2004.
 XE "Toolkit Preferences " \* MERGEFORMAT 

 XE "Copy Toolkit Preferences " \* MERGEFORMAT Copy Toolkit Preferences

Toolkit Preferences can be set up and standardized for a local field office.  This is best done during the initial installation of Toolkit 2004 by the Toolkit/GIS coordinator; however, it can be done at anytime.  To copy Toolkit preferences to another Toolkit workstation or to another user’s login on the same workstation, complete the following steps. 

1. Log on to a Toolkit workstation and set up the Toolkit Preferences (see Set Up Toolkit Preferences). 

2. Browse to the following location C:\Documents and Settings\<user name>\Local Settings\Application Data\USDA\Toolkit5.

3. Copy Preferences.xml to a common location that can be accessed by the other Toolkit workstation(s).
4. Log on as the user to the workstation where you plan to copy the preferences.
5. Copy the Preferences.xml from the common location (in previous step) to the user's default Toolkit preferences location: C:\Documents and Settings\<user name>\Local Settings\Application Data\USDA\Toolkit5.
Note:  If needed, the Toolkit user can further customize his/her preferences.

