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Toolkit Support

If you encounter a problem with Toolkit 2004, a number of information resources are available to you, including online help, user documentation, and technical support.

Online Help

Hundreds of help topics are included in Toolkit Online Help, which features an easy-to-browse index and an excellent search tool.  Click on the Help button in Toolkit 2004 to access Online Help.  Then, simply type in a Toolkit keyword to generate a list of help pages on related topics.  To navigate to a page, click on a topic title listed in the left frame.  

Toolkit 2004 Web Site

For the latest information on Toolkit 2004 Web site, visit the Toolkit Web site at: http://www.itc.nrcs.usda.gov/toolkitng/toolkit2004.  In addition to Frequently Asked Questions, training resources, and installation information, the Toolkit 2004 user guides are available for download from the Training and Support page.

Technical Support
Additional support is available through the ITC Help Desk and Toolkit Support.  Help desk support is available weekdays from 6 AM to 6 PM Mountain Standard Time.  

	Help Desk
	

	Phone
	888-311-1444

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

	Toolkit Support
	

	Email
	toolkitsupport@itc.nrcs.usda.gov


Document the Problem
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), then paste the screen shot into a blank MS Word document and 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 workstation).

Content Overview
This user guide provides information for Toolkit 2004 users on managing customer data.  This document is comprised of five sections:  overview, check in/out customer data, reports, manage checked out folders, and manage customer data.
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Manage Toolkit Data

Overview

 XE "Overview " \* MERGEFORMAT Toolkit Data Organization 

Toolkit customer information is stored in three separate locations. 

· On user's workstations located in their Toolkit Personal Geodatabase and in their Customer_Files_Toolkit directory

· In the national database (NCPDB located in the Web Farm) 

· At their local Service Center on the field office server(s)

Because of this distributed architecture, Toolkit customer information must be managed using Toolkit 2004.
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National Conservation Planning Database

The NCPDB resides in Fort Collins, CO, and contains the following customer information:

· General Customer Information (name, address and phone number).

· Land Unit Information

· Practice Schedule

· Assistance Notes

· Geospatial Data (land units and conservation practices)

Customer data that is checked in and out of the NCPDB is sometimes referred to as the Customer Folder, not to be confused with the Customer File that is stored on the field office center server.

Field Office Server

The field office server resides in your local service center and stores the Customer Files Toolkit directory. The field server interacts with both the NCPDB and the individual, local Toolkit Personal Geodatabase that resides on every user's workstation or laptop.  The Customer Files Toolkit directory on the field server stores the following information in the individual customer files:

· Plan documents

· Contracts documents

· Resource Inventory Layers

· Soils Maps and Inventory Reports

· Legacy Toolkit data

Toolkit Personal Geodatabase

Toolkit Personal Geodatabase resides on the workstation. Each user of the workstation has a personal Geodatabase associated with their login account name.  

The Toolkit Personal Geodatabase serves as a container to store customer information that has been checked out from the NCPDB.  It is not to be accessed directly or edited outside of the Toolkit 2004 application. 

Toolkit Tabs

When you first access Toolkit, you have the following tabs:

· Check In/Out
· Folders
Once a customer folder is opened the following tabs are displayed.

· General
· Assistance Notes
· Land Units
· Practice Schedule
· Customer Files
 XE "Permissions " \* MERGEFORMAT Toolkit Performance

Toolkit users that access files from a remote server over the low-speed WAN or the high-speed LAN may also experience performance problems.  To improve performance, consider copying some of the larger datasets such as ortho imagery onto the user’s local computer for easier access. 

 XE "Access Information " \* MERGEFORMAT Access Toolkit Data

Toolkit 2004 requires dedicated Field Office servers that communicate with:

· The NCPDB
· The Toolkit 2004 Personal Geodatabase, which resides on each Toolkit user's workstation/laptop.

The following table shows where Toolkit files are stored on workstations and laptops and on the Field Office servers. 

	Workstation/Laptop
Location
	Contents
	Field Office Server 
Location

	C:\Customer_Files_Toolkit
	Plans/Contracts
	F:\Customer Files Toolkit

	There is no longer a C:\Customer Files directory
	Toolkit legacy data
	F:\Customer Files 

	C:\Field_Office_Tech_Guide
	Tech Guide data
	F:\FOTG

	C:\geodata
	Geospatial data, image files 
	F:\geodata

	Toolkit 2004 Personal Geodatabase 
	Customer data checked out from the NCPDB
	 N/A 


Check In/Out Customer Data

 XE "Toolkit:Tabs " \* MERGEFORMAT Check In/Out Tab

Toolkit 2004 automates the Check In/Out process.  With Toolkit, you can check out customer data that was checked into the NCPDB using the Check In Wizard or using PRS. Toolkit allows you check out all of the data for a particular customer, including the customer file from the server, or just the tabular data from the NCPDB.  In the case where there is no associated customer file (e.g., customer data checked in through PRS), Toolkit can create the customer file for you.  Once the data has been checked out from the NCPDB, it is stored as a Customer Folder in Toolkit.

1. To select the Check In/Out tab , start Toolkit.  

2. To access the Check In/Out tab, start Toolkit. [image: image4.png]@uere




3. After Toolkit is started, the following two tabs are displayed. 

[image: image5.png]“ Customer Service Toolki

ToolsReports_Help

SO

CheckIn/Out  Folders |





· Check In/Out (example)

· Folders (example)

4. The Check In/Out tab provides the following options:

· Check Out a Customer with a Customer File

· Check Out a Customer with No Customer File

· Check In a Customer

· Create a New Customer

 XE "Check In/Out Tab " \* MERGEFORMAT Check Out a Customer

When checking out a customer from the NCPDB, you have the option to check out the data with or without the Customer File.  To select a customer(s) to check out, complete the following steps.

1. Click the Toolkit Check In/Out tab (example).

2. 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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· In the lower right-hand corner of Toolkit, the status bar displays whether or not you are authenticated.
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3. If you are not authenticated, the eAuthentication window is displayed after clicking the Go button.  Enter your User ID and Password, then click Login (example).

0. Once you are authenticated, you can check in/out a customer.

0. The Check In/Out screen is updated.

4. If needed, select your County.  You can refine your search by specifying one or more of the following options:

0. Customer or Business Name

0. Business ID
0. Tract Number

5. Click GO.

0. The Check In/Out screen is updated, displaying the NCPDB records for the county in the left side of the window (see the graphic below).

0. The right side of the window displays any customers that are currently checked out.

0. During the check out process, you may click Cancel to stop the check out.  The customer that is in process of being checked out will not be canceled, but the check out process will stop once the current customer records have finished processing. 

0. Click Clear to clear the search criteria and start a new search. 

0. Click Clears Results to clear the list of the available files from the NCPDB (in the lower left window)
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· Customers that are checked out are designated with a Locked status [image: image9.png]


.  The name of the individual who checked out the customer is displayed. 

· Locked customers can be checked out and viewed in a Read-Only mode.  Once you are finished viewing the records, the Read-only folders must be deleted from your hard drive.

· To select a customer, click in the gray area of the row.  To select more than one, click in the gray area of the first customer.  Click and hold the Ctrl key as you select the last customer of the group. 

· You can also use the Shift key to select a group of customers.  Click the gray area of the first folder, and click and hold the Shift key.  Then click on the last folder of the group.

· The Customer Files column indicates that the customer file is available for check out from the field office server. 

· Under the Customer Files column, N/A means there are no customer files available on the server.  This option allows you to create a new customer file upon check out, if desired.  The new customer file will include the standard Toolkit subfolders and the ToolkitGIS_template.mxd.

· When checking out a customer, you have the option to (example):

· Check out all data from the NCPDB, including the customer file on the server (see Scenario One: Check Out a Customer with Customer File).

· Check out tabular data from the NCPDB without checking out the customer file on the server (see Scenario Two:  Check Out a Customer Without a Customer File).

· Create the associated file upon check out if none currently exists (see Scenario Three: Create a Customer File when Checking Out a Customer).

Note:  When you are finished working with a customer, check the data back into the NCPDB (see Check in a Customer).  If you need to upload existing files using the Toolkit Check In Wizard, see the Toolkit Web site. 

Scenario One:  Check Out a Customer with Customer File

When checking out a customer that has a customer file available, complete the following steps.

1. Select a customer that has an existing customer file on the server.  The Customer File column will indicate whether or not a customer file is available.  If no customer file is available, N/A will be displayed in the column for the customer folder name.

2. Click Check Out ->.

3. Once you have checked out the customers that you want to work with the My Checked Out Folders window is updated.
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4. To access the individual checked out folders, select the Folders tab or double-click in row containing the customer name.

5. When you are finished working with a customer folder, check the folder back into the NCPDB (see Check in a Customer).

Scenario Two: Check Out a Customer Without a Customer File

You can check out a customer without checking out the Customer File from the server.

1. If you select a customer that does not have an associated customer file (the file exists, but is not available on the server), the following message will be displayed. 

[image: image11.png]) Thersis o foleronsever. Do you wantt g the tabulr data ey (s ot TabularDaka iy, o~ Do ot check ot)

e J[ e




2. Click Yes to get tabular data only. 

0. Click No to cancel.

3. If you select a customer that has an associated customer file, but you only want the NCPDB data checked out, use the Check Out w/o File button when checking out the customer.   
4. Once you have checked out the customers that you want to work with, the My Checked Out Folders window is updated.
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5. To access the individual checked out folders, select the Folders tab.
6. When you are finished working with a customer, check the Customer Folder back into the NCPDB (see Check in a Customer Folder).

Scenario Three: Create a Customer File when Checking Out a Customer 

When checking out a customer that does not have a customer file available, designated by an N/A in the Customer File Name column, complete the following steps.

1. Select a customer(s) that does not have a customer file available.

2. Click Check Out ->.

· A message is displayed that Toolkit is unable to find the customer file on the server. 

3. Click Yes to create a new customer file. 

0. Click No to check out NCPDB data only, or click Cancel to close the window.

0. The Enter Customer Information dialog is displayed.

0. The County is automatically populated.
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4. Enter the Company/Business name.

5. Enter the Identifier.

6. Click OK.

7. Once you have checked out the customers that you want to work with the My Checked Out Folders window is updated.
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8. To access the individual checked out folders, select the Folders tab or double-click in row containing the customer name.
9. When you are finished working with the customer's data, check the customer folder back into the NCPDB (see Check in a Customer Folder).

 XE "Check In/Out Tab " \* MERGEFORMAT Check In a Customer

Note:  You cannot check in a read-only version of a customer folder.  Read-only copies are to be deleted from the C: drive, rather than checked back into the NCPDB.  For specifics, see Delete a Read-only customer folder.

When you have finished working with a customer's data (i.e., all three check out scenarios), your next step is to close the customer folder and then to check the folder back into the NCPDB.  

Close a Customer Folder

To close an opened customer folder, you have three options from the General, Assistance Notes, Land Units, Practice Schedule, or Customer File tabs. 

· Select Tools from the menu bar and then Close Folder. 

· Select the Close Folder icon [image: image15.png]


 on the Toolkit toolbar.

· Select the X icon in the upper right hand corner of the Toolkit toolbar.

Check In a Customer

To check in a customer, complete the following steps.

1. Click the Check In/Out tab.

2. Select a customer(s) from My Checked Out Folders (right side) and click in the gray column to highlight the row as shown below.
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· To select more than one folder, click and hold the Ctrl key as you select additional folders that you want to check in. 

· You can also use the Shift key to select a group of folders.  Click the gray column of the first folder, and click and hold the Shift key. Then click on the last folder of the group. 

3. Click Check In ->.

0. If you are not authenticated, the eAuthentication window is displayed.  Enter your User ID and Password, then click Login (example).

0. If needed, you can check in all of the files in the My Checked Out Folders window by clicking Check In All->>. This selects all customers (not just the ones highlighted) and checks then back into the NCPDB.

0. The status bar displays the customer folder that is being checked in.  When the check in is complete, the folder's status changes to free in the NCPDB window. 

 XE "Local Folder " \* MERGEFORMAT Use Local File to Check In

During the check in process, you can add a customer file that was missing from the server, or has not been checked in for some reason (e.g., PRS). To move a customer file from the local C: drive to the server, complete the following steps.

1. From the Check In/Out tab, check out the customer that is missing a corresponding customer file. [image: image17.png]@uere




2. Click the Folder tab. 

3. Select and open the customer folder. [image: image18.png]@uere




4. From the Toolkit menu, select Tools.
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5. Click Use Local File. 

0. If the county you are working in has more than one end point set (i.e., two sites using the same county), a drop-down message is displayed allowing you to select the county to which you want to map this customer folder.

6. Click OK to the message that the new file is set for current customer and ready to check in.

0. A status bar indicates that the file is being backed up and checked in.

Reports

 XE "Report " \* MERGEFORMAT Create a Customer Folders Report

For a report of customer databases (.mdb files) that have, or have not, been checked into the NCPDB, complete the following steps.

1. From the Toolkit menu bar, select Reports.

2. Select Customer Folders Report (example).

3. If you are not authenticated, the eAuthentication window is displayed.  Enter your User ID and Password, then click Login (example).

4. If necessary browse to the location of Customer Files on your local server (F:\Customer Files Toolkit).

5. Select the type of report that you wish to generate (one or both options): 

· Files Not Uploaded: These are files that have not been checked into the NCPDB using the Toolkit Check In Wizard.

· Files Uploaded: These are files that have been checked into the NCPDB using the Toolkit Check In Wizard. 
6. Click Search.

0. Depending on the size of your legacy data selected, it may take some time to create the report.

0. The report is updated in the window with the options that you selected.

7. To export the report to Excel®, click Export. 

0. You must select either Files Not Uploaded or Files Uploaded (not both) to export to Excel.

8. Use Excel to sort, print, and save the report.

Manage My Checked Out Folders

 XE "Toolkit:Tabs " \* MERGEFORMAT Folders Tab

In order to work on a folder or to access the Toolkit tabs (exception being the Check In/Out  and the Folders tab), you must first check out a customer.  Once the customer is checked out, you must select the customer from the Folder tab (or from the list of MY Checked out Folders from the Check In/Out Tab).  Then you must open the folder in order to view, add or edit customer information. 

Note:  You can delete a plan or folder only if you have Read/Write/Unlock permissions (See Delete a Customer Folder, Plan for more details).  before you can delete a plan or folder.  If you try to delete a folder without permissions, you get the following message and the button gets disabled.  

For specifics, see the following.

· Select and Open a Customer Folder
· Close a Customer Folder
· Create a Customer
· Release a Lock on a Customer Folder
· Delete a Customer Folder, Plan
 XE "Customer Folders " \* MERGEFORMAT Select and Open a Customer Folder 

To select a folder, complete the following steps from Toolkit. 

1. Click the Folders tab (example).

2. Select a folder by clicking in the left-hand, gray column to highlight the row.  Folders with a read-write status [image: image20.png]wite:



 can be edited. Folders with a read status [image: image21.png]& read



 can be viewed only.

3. Click the Open Folder icon [image: image22.png]


 or double-click on the folder name to open it. 

· The General tab is displayed. 

Note:  You can only select and work on one folder at a time.

 XE "Customer Folders " \* MERGEFORMAT Close a Customer Folder

To close a folder, complete the following steps. There are three ways to close.

· Click on the small x in the upper right-hand corner

· From the File menu, select Close Folder

· Click the Close Folder Icon in the toolbar

You can use these options from any of the customer folder tabs.

 XE "Add:Contact " \* MERGEFORMAT 

 XE "Add " \* MERGEFORMAT Create a Customer

To add a new customer folder, complete the following steps.

1. From the main Toolkit toolbar or the Folder tab, click Create a Customer [image: image23.png]


button.

2. If you are not authenticated, the eAuthentication window is displayed. Enter your User ID, Password and click Login (example).

3. In the Service Center Information Management System (SCIMS), search for the customer using the available search option (e.g., enter the customer's last name).

4. Input search criteria and click Search to select customer.

5. Select the customer to highlight his/her name. The customer is updated in Toolkit.

Note:  If a customer is not listed in SCIMS, he/she will need to be added to the SCIMS database before you can continue in Toolkit.  For more information on adding new customers to SCIMS, contact your state SCIMS coordinator.

6. If needed, select a County from the drop-down list.
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7. Enter the Company/Business name Do not use the following characters for the name or identifier text fields: . , / \ : ; * ? < > | " or spaces.

8. Enter an Identifier.

9. Click OK. A message is displayed that the customer has been added.  
10. Click OK. Toolkit Folders tab is also updated with the customer.

 XE "Remove " \* MERGEFORMAT 

 XE "Customer Contact " \* MERGEFORMAT Delete a Customer Folder

You have the option to delete read-only customer folders from your hard drive or delete a plan or a customer folder from the NCPDB.

Delete a Folder from your Hard Drive 

To remove a read-only copy of a customer folder from your hard drive (i.e., local c: drive).

1. From the Folders tab, locate the customer.

2. Select the customer folder to highlight the row.

3. Click Delete read-only folder from hard drive [image: image25.png]


button or select the Delete key from you keyboard. 

Delete a Folder, Plan from the NCPDB

To permanently delete a customer folder or a plan from the NCPDB and your local c: drive, complete the following steps.

1. Click the Folders tab (example).

2. Highlight the customer folder that you wish to delete.

3. Click the Delete Folders or Plans icon [image: image26.png]


.

4. Select Remove Plan or Remove Folder. 

· If you wish to remove a single plan database from the NCPDB, select the plan you wish to remove from the drop-down list, then  click Remove Plan.  This will result in the plan database being permanently removed from both the local Toolkit geodatabase, and the NCPDB.  

· If you wish to remove ALL plan databases for the customer, as well as the Customer File, click the Remove Folder button.  This will result in ALL plan databases for the customer being permanently removed from both the local Toolkit geodatabase, and the NCPDB.  It will also permanently delete the Customer File from the local C: drive and the server. 

5. You are then prompted that the plan/folder is about to be deleted.  
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0. Click Yes to permanently delete the plan/folder or click No to exit.

 XE "Lock " \* MERGEFORMAT Release a Lock on a Customer Folder

To release the lock on a customer folder that you have checked out, complete the following steps. 

1. From the Folders tab, highlight the customer folder.

2. Click Release Folder on Folder icon [image: image28.png]


.

· A information message is displayed. 
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3. Click OK (or Cancel to exit).

0. The status of the customer folder changes from write to read. 

0. No changes are checked into the NCPDB.

0. The customer folder is available to be checked out.

 XE "Locked File " \* MERGEFORMAT Release Another Person's Lock

If for some reason, another person's lock must be released (e.g., a person left on vacation without checking in a folder), the lock can be released by the state Toolkit/GIS coordinator or by those who have special permission to release the lock.  

Note:  When a folder's lock is released, all updates to the customer folder that were made by the person who originally checked out the folder are lost and cannot be restored. 

To release another person's lock, complete the following steps. 

1. From the main Toolkit menu, select Tools.
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2. Click Release Folder Lock.

0. All locked folders are displayed.
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3. Select a customer folder.
4. Click Ok.

0. A warning is displayed.
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5. Click Yes to unlock the customer folder. 

Manage Customer Data

General Tab

 XE "Toolkit:Tabs " \* MERGEFORMAT Toolkit General Tab

Use the General tab to update and add the following:

· Add an Associated customer 
· Delete an Associated customer
· Change the Decision Maker
· Update Outlook® contact information (optional)

Note:  You no longer have to manually enter a Toolkit Customer’s contact information (address, phone numbers). This process is now automated using SCIMS. 

 XE "Add:Customer " \* MERGEFORMAT Add an Associated Customer

To add an associated customer to a customer record, complete the following steps. 

1. In order to select the General tab, you must first have a customer record checked out and open (for help see checking out or opening a folder).

2. Click the General tab (example).

3. Click Add Associated Customer.

4. If you are not authenticated, the eAuthentication window is displayed. Enter your User ID and  Password, then click Login (example).

· The SCIMS window is displayed.

5. From SCIMS, search for the customer using the available search option (e.g., enter the customer's last name).
6. Input search criteria and click Search to select customer.
7. Select the customer to highlight his/her name. The customer is updated in Toolkit.
8. Click Ok. You also have the following  options:

· Return to SCIMS (does not save your settings)

· Close (i.e., cancel) the selection

· Make this participant Decision Maker 

Note:  If a customer is not listed in the Service Center Information Management System (SCIMS), he/she will need to be added to the SCIMS database before you can continue. Contact your state SCIMS coordinator for assistance in adding a new customer to SCIMS.

 XE "Delete " \* MERGEFORMAT Delete an Associated Customer

To delete an associated customer from a customer record, complete the following steps. 

1. In order to select the General tab, you must first have a customer record checked out and open (for help see checking out or opening a folder).

2. Click the General tab (example).

3. Click Edit/Delete Associated Customer.

4. Select (highlight) the associated customer that you want to delete.

· You cannot delete the decision maker. If the associated customer is the decision maker, you will need to select someone else as the decision maker by clicking in the check box to the right of their name or by adding a associated customer and making them the decision maker.

5. Click Delete Associated Customer.

0. A confirmation message is displayed. 

6. Click OK.

 XE "Decision Maker " \* MERGEFORMAT Change the Decision Maker

To change the decision maker for a customer record, complete the following steps. 

1. In order to select the General tab, you must first have a customer record checked out and open (for help see checking out or opening a folder).

2. Click the General tab (example).

3. Click Edit/Delete Associated Customer.

4. Select (highlight) the associated customer that you want to make the decision maker.

5. Click Change Decision Maker.

· A confirmation message is displayed. 

6. Click OK.

 XE "Outlook " \* MERGEFORMAT Update Outlook Contact Information

To update your Outlook® contact information (optional), complete the following steps from Toolkit.

1. In order to select the General tab, you must first have a customer folder checked out and open (for help see checking out or opening a folder).

2. Click the General tab (example).

3. Click Update Outlook Contact.

· A confirmation window is displayed to update your contact information in Outlook.

4. If desired, click Yes to add/update the Outlook contact information into the Outlook Contacts folder.

Note:  The contact information is not updated in the legacy Toolkit folders .pst, rather, it is updated in the standard Outlook contacts folder. 

· For help updating Outlook contact information, refer to the help within Outlook.

Assistance Notes Tab

 XE "Toolkit:Tabs " \* MERGEFORMAT 

 XE "Assistance Notes Tab " \* MERGEFORMAT Assistance Notes Tab

Using Toolkit, you can now create, view, share and manage assistance notes for a customer folder.  The following functions are available under the Assistance Notes tab:

· Add an Assistance Note
· Edit an Existing Assistance Note
· Create an Assistance Notes Reports
· Print Assistance Notes
 XE "Assistance Notes Tab " \* MERGEFORMAT Add an Assistance Note

1. In order to select the Assistance Notes tab, you must first have a customer folder checked out and open (for help see checking out or opening a folder).

2. Click the Assistance Notes tab (example). 

3. Click Create New Note icon in the vertical toolbar. 

· The Written By and Assistance Date fields are prepopulated.

4. Select a Program from the drop-down list (optional). 
5. As needed, enter your notes. The text area will scroll, so that you can add as much text as you want. A spell checker is provided by clicking the Check Spelling button at the bottom of the dialog window.

Note:  You may click the Add New button to add additional notes as needed..

6. Click Save to save the note and close the dialog window.

 XE "Edit " \* MERGEFORMAT 

 XE "Assistance Notes Tab " \* MERGEFORMAT Edit an Existing Assistance Note

1. In order to select the Assistance Notes tab, you must first have a customer folder checked out and open (for help see checking out or opening a folder).

2. Click the Assistance Notes tab (example). 

3. Highlight an existing assistance note and click the Open Note icon, or double-click on the note to open it.

4. If a Program has been not selected, you may select one from the drop-down list.

5. Click the Edit button to put the note in edit mode.

6. As needed, update the assistance note. The text area will scroll, so that you can add as much text as you want. 

7. When you are finished with your edits, click Save.
 XE "Report " \* MERGEFORMAT 

 XE "Assistance Notes Tab " \* MERGEFORMAT Create an Assistance Notes Report

1. In order to select the Assistance Notes tab, you must first have a customer folder checked out and open (for help see checking out or opening a folder).

2. Click the Assistance Notes tab (example). 

3. Click on the Report icon.

4. The Assistance Notes Report dialog window opens and offers four types of report criteria.   

5. Place a check mark in the box preceding the type of report you wish to run.  

· If you want to run a report on all notes, choose All Assistance Notes for a Current Customer Folder
· If you want to run a customized report you may select a combination of these options:

· For A Specific Program

· Assisted By Specific Staff Member

· Specific Date Range

· Use the drop-down menus to specify the report criteria. 

6. Once you have finished specifying the report criteria, click the Report button.
7. The Assistance Notes Report window will open and display the report results.

 XE "Assistance Notes Tab " \* MERGEFORMAT Print Assistance Notes

After running an Assistance Notes Report, you may print the report.

1. Click the Printer icon in the top left corner of the report window.

· The Assistance Notes Report is displayed in Word®.

· From the File menu, select Print. 

1. The File menu also offers Print Preview and Printer Settings options.

Land Units Tab

 XE "Toolkit:Tabs " \* MERGEFORMAT Land Units Tab

Use the Land Unit tab to add or edit the following:

· View, select land unit
· Create a new set of land units
· Add a new land unit
· Edit an existing land unit 
· Delete a land unit
 XE "View " \* MERGEFORMAT View, Select a Land Units

1. In order to select the Land Unit tab, you must first have a customer folder checked out and open (for help see checking out or opening a folder).

2. Click the Land Units tab (example). 

3. Select a plan from the Plan drop-down list.  If no plans are available you may create a New Plan (see Create a New Set of Land Units).

4. To see a detailed view of the land units within the plan database, click the Plus sign next to the tract(s) in the left-hand window or click on the Expand button 

5. To see a collapsed view, click the Minus sign next to the tract within the structured view or the Collapse button in the left-hand window.

6. In the right-hand window, unmapped and mapped land units are displayed.

· Land units that are not linked to a spatial layer in ArcGIS appear in the Unmapped area. 

Note:  Legacy land unit shape files must be imported and linked to database before they will show up as mapped land units.  See the Toolkit ArcGIS Extension section for information on importing legacy shapefiles.

· Land units that are linked to a spatial layer in ArcGIS appear in the Mapped area. Mapped land units are added, deleted and edited from ArcGIS.

7. To select a land unit, in the right-hand window, click in the shaded area on the left side of the row containing the land unit you wish to select.

0. You may select more than one land unit by holding down the Ctrl key while clicking on each row, or you may choose multiple land units by holding down the Shift key and clicking on the first, then last row you wish to select.

0. Once land units are selected, they will be highlighted in the right window.

8. To unselect a land unit, in the right-hand window, click in the shaded area on the left side of the row containing the land unit you wish to unselect.

0. You may unselect more than one land unit by holding down the Ctrl key while clicking on each row, or you may choose multiple land units by holding down the Shift key and clicking on the first, then last row you wish to unselect.

Create a New Set of Land Units

1. In order to select the Land Unit tab, you must first have a customer folder checked out and open (for help see checking out or opening a folder).

· This option is available only for read-write access.

2. From the Plan drop-down list, select Create a New plan (write access required). 
3. Use the default name or rename your new plan database, and click OK.
4. Enter your Land Unit information on the right hand side under the Unmapped Land Units (see Add Land Unit).

 XE "Land Units " \* MERGEFORMAT Add a Land Unit

Land Units can be added through the Land Units tab (tabular land unit records) or through ArcGIS (mapped land units).  It is highly recommended that mapped land units be added through ArcGIS.  Once the land units are digitized and attributed, they will automatically be displayed under the Land Units tab.  For more information on Adding Land Units in ArcGIS, see Creating Planned Land Units.   

To add unmapped land units under the Land Unit tab:

1. In order to select the Land Unit tab, you must first have a customer folder checked out and open (for help see checking out or opening a folder).

· This option is available only for read-write access.

2. From the Plan drop-down list, select the appropriate plan database (write access required). 
3. Click the Add Land Unit button. 
4. Enter your Land Unit information in the new row on the right hand side under the Unmapped Land Units.
5. For Tract Number, enter the tract number/ID.
6. For Land Units, enter the land unit number/ID.
7. For Acres, enter a numeric value.
8. For NRCS Land Use, select a land use from the drop down list.
9. The NRCS Land Use options are set in Toolkit Preferences Choice List. 
10. For Local Land Use, select a land use from the drop down list (this field will be empty if local land use option has not been set in Toolkit Preferences Choice List).
11. For CRA, select a CRA from the drop down list.  (CRA numbers will only be available if your state has entered them into the eFOTG). 
12. To enter another land unit, repeat steps 3-10.
13. To save time, you may add land units using the Copy Land Unit button.  Highlight the row you wish to copy, then click the Copy Land Unit button.  A new record will be copied to the table.  Notice the Land Unit field is not populated.  At a minimum you will need to add a new land unit number. Edit other fields as necessary (see Edit Land Unit).
14. When you are finished, you may close the Land Unit Tab by choosing another customer tab, or closing the customer folder (see Close the Customer Folder).

 XE "Edit " \* MERGEFORMAT Edit an Existing Land Unit

Land units that are linked to a spatial layer in ArcGIS appear in the Mapped area.  Mapped land units are added, edited and/or deleted from ArcGIS.

1. In order to select the Land Unit tab, you must first have a customer folder checked out and open (for help see checking out or opening a folder).

· This option is available only for read-write access.

2. Select the Land Unit you wish to edit, in the right-hand window.  (See View, Select a Land Unit.)
3. Edit as necessary.

· For Tract Number, enter a numeric value.

· For Land Units, enter a numeric value.

· For Acres, enter a numeric value.

· For NRCS Land Use, select a land use from the drop down list.

· The NRCS Land Use options are set in Toolkit Preferences Choice List. 

· For Local Land Use, select a land use from the drop down list (this field will be empty if local land use option has ot been set in Toolkit Preferences Choice List).

· For CRA, select a CRA from the drop down list.  (CRA numbers will only be available if your state has entered them into the eFOTG) 

4. When you are finished, you may close the Land Unit Tab by choosing another customer tab, or closing the customer folder (see Close the Customer Folder).

 XE "Land Units " \* MERGEFORMAT 

 XE "Delete " \* MERGEFORMAT Delete a Land Unit

Note:  Land units that are linked to a spatial layer in ArcGIS appear in the Mapped area. Mapped land units are added, deleted and edited from ArcGIS.

1. In order to select the Land Unit tab, you must first have a customer folder checked out and open (for help see checking out or opening a folder).

· This option is available only for read-write access. 

2. Select the Land Unit you wish to delete, in the right-hand window. (See Selecting a Land Unit.)

· You may select more than one land unit by holding down the Ctrl key while clicking on each row, or you may choose multiple land units by holding down the Shift key and clicking on the first, then last row you wish to select.

3. The selected land units will be highlighted.
4. Press the Delete key.
5. When prompted to verify the deletion, click OK. 
6. The land unit will be removed from the table.
7. When you are finished deleting land units, you may close the Land Unit Tab by choosing another customer tab, or closing the customer folder (see Close the Customer Folder).

Practice Scheduler Tab

 XE "Toolkit:Tabs " \* MERGEFORMAT 

 XE "Practice Scheduler Tab " \* MERGEFORMAT Practice Scheduler Tab

1. In order to select the Practice Scheduler, you must first have a customer folder checked out and open (for help see checking out or opening a folder).

2. Select the Practice Scheduler tab (example). 

3. From the Practice Scheduler, you have the following options:

· Select a Land Unit
· Update the Conservation System
· Update the Practice Schedule 
 XE "Practice Schedule " \* MERGEFORMAT Select a Land Unit

From the Practice Scheduler, the Land Units section allows the user to select which land units they wish to work.

1. Under Land Units, select a Plan from the drop-down list. 

2. You may expand the list of Land Units, by clicking on the Plus sign to the left of the tract, or by clicking the Expand button in the Land Units section. 
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3. Click Collapse to minimize the list of land units in the Land Units section.

· You may select/unselect individual land units by clicking the checkbox to the left of the land unit. 

· A checkmark in the box indicates the land unit is selected, and empty box indicates it is unselected.  

· You may select/unselect all land units by clicking on the Select All or Unselect buttons respectively.

4. Select a land unit(s).

· The Conservation System Guides button becomes available, once a land unit(s) is selected.  If multiple land units are selected, they must all have the same landuse in order for the System Guides button to be available.

· The planned practices for the land unit(s) are displayed in the lower half of the window under the Schedule tab.

5. Update the Conservation System as needed (see Update the Conservation System).Update the schedule as needed (see Update the Practice Schedule).

 XE "Practice Schedule " \* MERGEFORMAT Update Conservation System

Note:  All land units selected must have the same land use, in order for a Guide to be selected.  

From the Practice Scheduler tab, the Conservation System area allows the user to select a Conservation System Guide (CSG) for a specific land use. The CSGs are entered into the state eFOTG database. If Conservation System Guides have not been entered into the eFOTG, the choice list is empty. To select a CSG for a land unit(s), complete the following steps.

1. Under the Conservation System, click on the Guides button.  

2. A dialog window will open and display the available Conservation Guides.  (example) 

3. Select (highlight) the guide you wish to work with.

4. Click OK. 

5. Once a guide is selected, the Systems button becomes active.

6. A dialog window will open, with a list of systems associated with the conservation guide displayed. (example).

7. Select (highlight) a System from the drop-down list. 

· Once a system is selected, the practices associated with the system are displayed in the box below the selected system name. 

· You may select individual practices from this list by holding down the Ctrl key and clicking on each practice you want to include in the practice schedule, or you may select all practices in the system by clicking on the Select All button. 

· You may unselect all practices in the box by clicking on the Unselect All button. 

8. Once you have selected the practices you want to include in the practice schedule, click on the Schedule Practices Button in the All Practices area (to the right of the Conservation System area). 
9. Once you have added the practices to the Schedule, you will need to complete the Narrative, Planned Amount, Month, and Year columns in the table (for help see Update the Practice Schedule).  

· Completing the Applied Amount, Applied Data and Program information in the schedule is optional. 

10. Once you are finished making changes to the practice schedule, click Save. 
11. You may exit the practice schedule by clicking on another customer tab or closing the folder, or you may develop a plan or contract document using the Plan Wizard or Contact Wizard (see the Conservation Reports). 

 XE "Practice Schedule " \* MERGEFORMAT Update Practice Schedule

The Practice Schedule is used to plan, modify or delete planned practices that are later used in plan and contract documents. From the practice schedule, you have the following options.

· Select Practices in the Practice Schedule
· Add Practices to the Practice Schedule
· Edit Existing Practices in the Practice Schedule
· Delete Planned Practices
 XE "Customer Folders " \* MERGEFORMAT Select a Practice in the Practice Schedule

In order to select the Practice Schedule tab, you must first have a customer folder checked out and open (for help see checking out or opening a folder).  To select practices in the practice schedule:

1. Click the Practice Schedule tab. 

2. Select a Plan database from Land Units area (in the top left corner of the window).  

3. Select the land units you want to include in the practice schedule by placing checkmarks in the boxes preceding the individual land units.  

4. To select a practice record in the practice schedule (in the lower half of the window), click on the shaded area next to the row you wish to select.

· You may select more than one row by holding down the Ctrl key while clicking on each row, or you may choose a group of records by holding down the Shift key and clicking on the first and then last row you wish to select.

· Once land units are selected, they are highlighted in the right window.

5. To unselect a practice record, click in the shaded area on the left side of the row you wish to unselect.

· You may unselect more than one row by holding down the Ctrl key while clicking on each row, or you may choose a group of rows by holding down the Shift key and clicking on the first and then last row you wish to unselect.

6. After selecting a row, you may edit the information in the row(s) or delete the row(s). 

 XE "Practice Schedule " \* MERGEFORMAT Add Practices to the Practice Schedule

This option is available only for read-write access. 

1. In order to select the Practice Schedule tab, you must first have a customer folder checked out and open (for help see checking out or opening a folder).

2. Click on the Practice Schedule tab.

3. To add a practice to the schedule from the All Practices area in the top right corner of the Practice Schedule tab, choose the practice(s) you wish to add.

· You may select more than one practice by holding down the Ctrl key and clicking on each practice you wish to add, or you may choose a group of practices by holding down the Shift key and clicking on the first and then last row you wish to select.

· The selected practices will be highlighted.

4. Press the Schedule Practices button to add the practices to the Practice Schedule.

· The newly added practices appear in the schedule in the lower half of the Practice Schedule window.

5. Once you have added the practices to the schedule, complete the Narrative, Planned Amount, Month, and Year columns in the table.  

· Completing the Applied Amount, Applied Data, and Program information in the schedule is optional.

6. Once you are finished making changes to the practice schedule, click Save.
7. You may exit the practice schedule by clicking on another customer tab or closing the folder, or you may develop a plan or contract document using the Plan Wizard or Contact Wizard (see the Conservation Reports).  

 XE "Edit " \* MERGEFORMAT Edit Existing Practices in the Practice Schedule

This option is available only for read-write access. 

1. In order to select the Practice Schedule tab, you must first have a customer folder checked out and open (for help see checking out or opening a folder).

2. Click on the Practice Schedule tab.

3. To edit a practice to the schedule, select the row in the schedule you wish to edit (see Select a Practice in the Practice Schedule).

· The selected row will be highlighted.

4. Click inside each cell to make your changes. Drop down lists are available after clicking in many of the individual cells.  You may make changes to individual cells as follows.

· Tract Number: select a new tract number from the choice list.

· Land Unit: select a new land unit from the choice list.

· Practice: select a new practice code from the choice list.

· Narrative: click on the small button on the right side of the narrative cell to open the Practice Narrative window.   Choose a narrative by clicking on the shaded area to the left of the desired narrative.  In addition, you may modify the text of the chosen narrative for a single practice record by editing the narrative in the Modified Narrative box.  When finished, click OK.

· Planned Amount: modify the planned amount as needed.

· Units: this field is populated automatically; it is not an editable field.

· Month: select  the planned month from the choice list.

· Year: enter the planned year.

Note:  To add a recurring practice, see the add a recurring practice section.

· Applied Amount: modify the applied amount, as needed.

· Applied Date: modify the applied date, as needed.

· Program: select a program from the choice list.

· Source: this field is populated automatically; it is not an editable field.

5. Once you are finished making changes to the practice schedule, click Save. 
6. To exit the practice schedule, click another customer tab or closing the folder, or you may develop a plan or contract documents using the Plan Wizard or Contact Wizard (see the Conservation Reports section).  

 XE "recurring practices " \* MERGEFORMAT Adding a Recurring Practice to the Practice Schedule

Recurring practices may be planned by clicking on the small R icon [image: image34.png]


 to the right of the planned year.  A Recurring Practice dialog window will open. 

To add a recurring practice:

1. Choose the Start and End years from the drop-down lists.  

2. Select an interval by clicking on Annual or Bi-Annual, or choose Specify Length and type in the interval length in the dialog window.

3. Choose the Start and End years from the drop down choice lists, or choose "Specify Length" and type in the interval length in the dialog box.  

4. Select an Interval by clicking on Annual or Bi-Annual,or Specify Length.  If you choose Specify Length, enter how often the practice will recur.  
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5.  Click OK. 

6. The letter R is appended to the planned year, indicating that it is a recurring practice.

Note:  See Customize the Plan for information on printing recurring practices.

 XE "Delete " \* MERGEFORMAT Delete Planned Practices

This option is available only for read-write access. 

1. In order to select the Practice Schedule tab, you must first have a customer folder checked out and open (for help see checking out or opening a folder).

2. Select the row containing the practice you wish to delete below the Schedule tab (see Select a Practice).

· You may select more than one row by holding down the Ctrl key and clicking on each row you wish to select. To select a group of practices hold the Shift key and click on the first and last row you wish to select.

· The selected practice rows will be highlighted.

3. Press the Delete key.
4. When prompted to verify the deletion, click OK. 

· The selected row will be removed from the table.

5. When you are finished deleting practices, click the Save button to save your changes.
6. You may close the Practice Schedule tab by choosing another customer tab or closing the folder, or you may develop a plan or contract document using the Plan Wizard or Contact Wizard (see the Conservation Reports).  

Customer File Tab

 XE "Toolkit:Tabs " \* MERGEFORMAT 

 XE "Customer Files Tab " \* MERGEFORMAT Customer File Tab

The Customer File tab provides a convenient and easy method to view, access, and/or delete the contents of the customer’s file stored in F:\Customer Files Toolkit on the server (for specifics, see Customer File directory structure).  Toolkit uses the standard Customer File directory structure to provide default paths and names for files created using the Toolkit tools (e.g., the Plan and Contract Wizards and Toolkit ArcGIS Extension).

1. In order to select the Customer File tab, you must first have a customer folder checked out and open (for help see checking out or opening a folder).

2. Click the Customer File tab (example).

3. Highlight a subfolder in the folder list. 

· The contents of the folder are displayed in the right pane.

4. Click on the View Details, View Icons, or View List buttons in the vertical toolbar to change how the contents are displayed in the right pane.

 XE "Customer Folders " \* MERGEFORMAT Customer Folder Organization

To promote consistent management of customer files, Toolkit provides a standard customer file directory structure. 

· Each customer/business has a customer file. 

· The customer file name is the company name followed by a business ID. 

· The business ID is padded with leading hyphens to equal 12 characters. 

Some Toolkit tools provide default file names and paths that you may accept or change.  The following table displays documents and data that are typically stored in the customer file.  For additional information, click the subfolder name to link to the section below.

	Subfolder
	Customer Documents

	ArcGIS_Projects
	· Toolkit 2004 ArcGIS map document files

· ToolkitGIS_template.mxd (ArcGIS project template file)

· Map product information specific to maps created for the customer

	ArcView_Projects
	· Archived Toolkit/ArcView project files (.apr files)

	Contract_Reports
	· Contract spreadsheets

· Other contract-related documents

· Status review documents

	Determinations
	· Wetland determination spatial data

· Digital photos

· GPS data related to determinations

· Transmittal letters for HEL determinations

· Other determination-related documents

	Engineering
	· CAD or survey data and designs

· Digital photos

· Engineering-related documents

	Plan_Maps 
	· Legacy Access databases and shapefiles formerly used for planned, alternative or benchmark land units and practices

	Plan_Reports
	· Conservation plan spreadsheets

· Other conservation planning documents

	Resource_Maps
	· Soils maps

· Site-specific resource spatial data

· GPS data for resource inventory

· Digital photos

· Clipped resource maps

· Exported Layouts from Toolkit/ArcView 3.x Projects


ArcGIS_Projects Subfolder

The ArcGIS_Projects is available under the Customer File tab.  When the ArcGIS_Projects folder is highlighted, available projects in ArcGIS are displayed on the right.  Double-click the desired template to open ArcGIS.

ArcView_Projects Subfolder

The ArcView_Projects folder stores the legacy ArcView® projects that were created in earlier versions of Toolkit.

Contract_Reports Subfolder 

To access Contract Reports, click the Customer File tab then click the Contract_Reports folder.  You can quickly determine if a customer has a conservation contract document.  The Microsoft Excel® files will be displayed on the right.

View a contract by double-clicking on a file to start Excel.

Determinations Subfolder 

Spatial data, photos and letters about determinations are saved in the Determinations subfolder.

Engineering Subfolder 

The Engineering subfolder may contain CAD or survey data, engineering-related documents or digital photos.

CAD or survey data, engineering-related documents and digital photos can be used in ArcGIS or other engineering software.

Plan_Maps Subfolder 

The Plan_Maps subfolder may contain a variety of data and information about a customer’s conservation plan. The following table displays the three Plan_Maps subfolders and contents.

	Plan_Maps Subfolder
	Customer Documents

	Plan subfolder 

	· Legacy Conservation plan Access® database

· Plan shapefiles and attribute files

· Data, images, text files, etc.

	Benchmark subfolder
	· Legacy Benchmark Access database

· Benchmark shapefiles and attribute files

· Data, images, text files, etc.

	Alternative subfolder
	· Legacy Alternatives Access database

· Alternatives shapefiles and attribute files

· Data,images, text files, etc.




Plan_Maps/Plan Subfolder

The Plan subfolder contains the archived database(s) that were created in Toolkit versions 4.1 and earlier.  The databases include land units, planned and applied practices and cost-share program information.  Other data such as GPS and digital photos related to the customer’s conservation plan may also be saved in this folder.

New plan data (including land units and conservation practices) you create with Toolkit 2004 will be stored in the NCPDB.

Plan_Maps/Benchmark Subfolder

The Benchmark subfolder contains archived copies of the Microsoft Access® database created using Toolkit 4.1 called benchmrk.mdb. 

Benchmark land units and practices created in Toolkit 2004 are stored in the NCPDB. 

Plan_Maps/Alternative Subfolder

The Alternative subfolder contains archived copies of the Microsoft Access database created in Toolkit versions 4.1 and earlier.  Alternative land units and practices created using Toolkit 2004 are stored in the NCPDB. 

Plan_Reports Subfolder

To determine if a customer has a conservation plan, click on the Plan_Reports subfolder.  Existing plan files are displayed in the right pane.  To view a plan, double-click on a file to start Excel.   

Other planning-related information and transmittal letters may be included in the Plan_Reports subfolder

Resource_Maps Subfolder

The Resource_Maps subfolder may contain themes with soils and soil interpretations, site-specific resource inventory, GPS data and digital photos.  In addition, layouts exported from ArcView 3.x using the Layout Export Utility are saved in the Resource_Maps subfolder as image files. 

Layouts created in ArcGIS are also saved in the Resource_Maps subfolder.

 XE "Folder Tab " \* MERGEFORMAT 

 XE "Customer Folders " \* MERGEFORMAT Add a Subfolder to Customer Folders

Subfolders for photos or other special uses may be added to the standard subfolders provided by Toolkit.  The instructions below show how to add a Photos subfolder. 

Warning!  Do not delete or change the name of any standard Toolkit folder.
1. Start Explorer and browse to the following location:
C:\Program Files\usda\Toolkit5\Config Files\
2. Double-click on the file CustomerFolderStructure.txt. The file opens in Microsoft Notepad®.

3. To add a folder named Photos, click once after the word 'Engineering.'  Press Enter to add a blank line.

4. Type Photos in the blank line.  From the File menu, select Save, then close Notepad. 

· The next time you open a new or existing Toolkit customer contact, the Photos folder will be added automatically. 

 XE "View " \* MERGEFORMAT View Contents of a Customer Folder

In order to select the Customer File tab, you must first have a customer folder checked out and open (for help  see checking out or opening a folder).

1. Click the Customer File tab (example).

2. To view the contents of a subfolder, double click on the subfolder name.

· The contents of the subfolder will be displayed in the right pane. 

 XE "Customer Files Tab " \* MERGEFORMAT Access a File from the Customer Files Tab

1. In order to select the Customer Files tab, 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 subfolder than contains the file you want to access.

· The contents of the subfolder are displayed in the right pane.

4. Double-click on the file you wish to access (i.e., consplan.xls).

· The file opens in the appropriate applications (e.g., Excel). 

 XE "Delete " \* MERGEFORMAT Delete File or Subfolder from the Customer Files Tab

In order to select the Customer Files tab, you must first have a customer folder checked out and open (for help see checking out or opening a folder).

1. Click the Customer Files tab (example).

2. Highlight the file or the subfolder you wish to delete.

3. Click Delete on the vertical toolbar. 

4. When prompted click OK to delete the item.
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