Toolkit Tech Note 001:  Toolkit 4.1 Toolkit Customers 
Options for Toolkit 2004 v5.0
May 5, 2005
Problem/Issue:  When accessing the Toolkit 4.1 ToolkitFolder.pst file in Outlook after migrating to Toolkit 2004 v5.0 (and Toolkit 4.1 has been removed), various errors will occur when accessing Toolkit Customers.
Solution:  Three different options are presented below.
Introduction
Toolkit 4.1 customers (Toolkit Folders/Toolkit Customers) are not used by Toolkit 2004 and are no longer supported. If you have 4.1 customer data that you still wish to utilize, the following options are available to you:
· Option 1 – Preserving the Contacts (everything but the User-Defined Fields)
· Option 2 – Procedure for Extracting User-Defined Fields from ToolkitFolder.pst

· Option 3 – Leave things as they are

Each of these options is described in detail below.

Option 1 - Preserving the Contacts (everything but the User-Defined Fields)

Note: Microsoft Outlook’s copy function does not support the copying of any data from the User-Defined fields in any Outlook contact.
1. Log in with a Toolkit user’s account. 

2. Open Outlook (Start > Programs > Microsoft Outlook).
Note:  Steps 2 through 11 must be executed for each user account on a workstation in which the user wishes to use old Toolkit Customer Outlook Data.

3. Select Tools > Options. This opens the Options dialog.

4. Click the Other tab. 

5. Click the Advanced Options button. This opens the Advanced Options dialog.

6. Click the Custom Forms button. This opens the Options dialog.

7. Click the Manage Forms button. This opens the Forms Manager dialog.

8. Click the Clear Cache button.

9. Click the Close button.

10. Click the OK button to close each open dialog.

Note: The remaining steps are only to be executed on one account per machine.

11. Click File > New > Outlook Data File. The following dialog box will be displayed. Click OK. 
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12. A dialog box will appear to choose the location of the new pst file. Navigate to C:\Documents and Settings\All Users\Toolkit_Folder. Name the file old_toolkit_contacts.pst. Click OK.
13. The following dialog box will be displayed – change the Name field to Old Toolkit Contacts and leave all other fields in the default setting. Click OK.  A new folder called Old Toolkit Customers will appear in the Outlook Folders. 
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14. Highlight Old Toolkit Contacts and right-click on Old Toolkit Contacts and select New Folder from the menu.

15. The following select box will pop up.  Select Contact Items from the drop-down list. 
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16. Enter the name you wish in the Name: field – for this example the name “Old Toolkit Backup” will be used. 

17. Click OK and wait for the new folder to be created.

18. A prompt will popup immediately after pressing OK.  If you wish have this folder added t your Outlook shortcuts (which generally appear on the left side of Outlook), click Yes.  If you don’t, then click No. 
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Note:  If the “Don’t prompt” box was previously selected, the above 
screen will not appear.

19. Move to Toolkit Folders and open Toolkit Customers.  Move to the Edit Menu and click Select All. All Toolkit Customers are selected. 

Note:  If you have an extensive customer list, this can take some time for the selection to occur.  

20. Move to the Edit Menu and select Copy to Folder.  A dialog box containing Outlook folders will be display.  Select the folder that was created in step 13. 
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21. Click OK.  Outlook will transfer contact information from Toolkit Customers to the new folder (in this case Old Toolkit Backup).  The length of this process depends on how customer records need to be transferred. 
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22. Click on the folder created.  Your contacts should be there.

Note:  A screen informing that Outlook is installing new forms may appear.

23. Open one of your contacts.  It should open without producing an error, but the Customer Folder tab and the Land Units tab will not be present.  In addition, all User-Defined fields that were absent of data in Toolkit 4.1 will not be present.

24. Copy the C:\Documents and Settings\All Users\Toolkit_Folder\ old_toolkit_contacts.pst file to any workstation that needs this data.  Copy the pst into the following location: C:\Documents and Settings\All Users\Toolkit_Folder\.

25. For any other account to open this data, click on File > Open. Select C:\Documents and Settings\All Users\Toolkit_Folder\ old_toolkit_contacts.pst and click OK. The Old Toolkit Folders will appear in Outlook.

Option 2 - Procedure for Extracting User-Defined Fields from ToolkitFolder.pst

Note:  This option does not require the execution of Option 1 above.

26. Open Outlook.

27. Open Toolkit Folders and select Toolkit Customers.
28. Go to the View menu and select Current View >By Company.

29. Move to the far right of customer display, right-click, and select Show Fields.  A selection box will be displayed. 
30. Remove all standard fields that you do not need from the right-hand window (“Show these fields in this order :”).
31. Change “Select available fields from:” to “User-Defined fields.”
· Select all fields of interest by highlighting the name of the field and then click the Add button. 

· Multiple fields can be selected for the Add command using CTRL-Click or SHIFT-Click.
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32. Change “Select available fields from:” to “Toolkit Customer,” and select any other fields of interest.  Repeat the instructions in Step 5 as many times as is required.
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Note:  Although there will be duplication of names (between Toolkit Customer and User-Defined data, only one copy may be selected.  Both of the duplicate items point to the same data, so no information will be lost.

33. When finished, click on the OK button. The display of Customers will change to match your settings.  It may be necessary to adjust the view to display spaces if a complete grid is not generated.
34. Go to the Outlook Edit menu and execute Select All.

35. Go to the Outlook Edit Menu and execute Copy.  Be sure the busy cursor is back to normal before going onto the next step.
36. Open Excel, click File >New and then go to the Edit Menu and select Paste.  The column headings and the data associated with each customer should be displayed in the spreadsheet.  Some adjustment of column width may be necessary as an Outlook to Excel copy occasionally does not occur seamlessly.  This Excel spreadsheet can be used to import data into other applications such as Access or Outlook to preserve the accumulated customer data.

WARNING!  It is possible for data to be lost during this copy process.

Option 3 – Leave things as they are

Errors will occur after Toolkit 2004 is installed as in many cases in uninstalls Toolkit 2004 as per request. The errors can be ignored and the data in the Toolkit Customer can accessed, with the exception of the Land Units tab and Customer Folder tab, which are present in Toolkit 2004.

Errors in accessing Toolkit Customers in Outlook will occur after Toolkit 2004 is installed.  The errors can be ignored and the data in the Toolkit Customer can accessed, with the exception of the Land Units tab and Customer Folder tab (which will be blank). The information formerly found on the Land Units and Customer Folder tabs in Outlook will now be found in the Customer Folder tab and Land Units tab in Toolkit 2004.

Options 1 and 2 are more complex, but enable you to bring over customer data saved in your Toolkit 4.1 ToolkitFolder.pst file.
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