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Creating a New Customer Folder

New customer folders will be created for customers you did not work with in
Toolkit 2004. If the customer already has a file on the server, either use the
Toolkit Check In Wizard to upload their old plan or see the MI Toolkit website
for instructions on how to connect to a customer file without an mdb.
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Click one of the
Create New
Customer Folder
buttons.
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Creating a New Customer Folder

Select the correct SCIMS customer by clicking on the name.

Enter Customer Information for ALFORD ANDERSON

CoLnty:

Cugtomer Root Folder:

Company/Buzsiness: |Anderson_.-’.‘-.lford

Identifier: | Andersondlf

|dentifier characters may nob include: W77

BecGIS Template: |E:\Program Files\USDAAT oolkit5sT emplatesiec vl

QK | Canhicel

E nter information abowe then click Ok buttan.
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Choose the correct County.

Enter the Company/Business.
This will become the first
half of the file name.

Enter the Identifier. This
will become the second half

of the file name.

Click OK.
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A message appears
confirming that a new
customer has been
created.

The customer appears on
the Folders tab ready to
be opened.
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