
 
 

Customer Folders Tabs 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Topics: 
• Checking a Customer In or Out 
• Changing the Customer’s County 
• Releasing a Folder Lock 
• Adding/Changing Decision Makers and Associated 

Customers 
• Assistance Notes 
 

Screen Prints from Toolkit 2004 SP-1  1 
1/5/2006 



Customer Folders Tabs 
 

 

 

To Begin, click Start-> 
All Programs-> 
Customer Service Toolkit->  
Toolkit 2004  
OR double click the icon on 
your desktop 

 

 

Select your county and 
click Go to show a list of 
all customer folders in 
the NCP on the left. 
 
Click on your customer 
and click Check Out to 
begin working with a 
folder. 
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Customer Folders Tabs 
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Click on the Folders Tab. 
 
This tab show the folders 
checked out on your 
workstation. 
 

 

 

The top icon on the left 
panel allows you to create 
new customers.   
See MI Toolkit Website 
for detailed instructions. 
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The second icon allows 
you to open the selected 
folder.   
You can also open the 
folder by double clicking.
 

 

 

 
The third icon will redo the check out of a folder.
 
Note: this action will check out a copy of the 
information from the NCP and the server.  Any 
changes made since the last check out will be 
permanently LOST! 
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The fourth icon allows you to delete read-
only folders from the hard drive. Folders 
that have a write status cannot be deleted
without first making them read-only. 
 

 

 

 
The fifth icon allows you to check the selected
folders back into the NCP.   
 
Note:  this will replace the original data in the 
NCP and the customer file information on the 
server, permanently saving your changes.   
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Customer Folders Tabs 
 

 

The sixth icon allows you to 
change the county location for a 
folder. 
 
This action will immediately check 
the customer back into the new 
county.  You will need to return to 
the Check In/Check Out tab, then 
check out the customer from the 
NEW county to begin working in 
Toolkit 2004. 

 

 
Use with EXTREME caution!  
This button is used to DELETE 
information permanently. 

 

Screen Prints from Toolkit 2004 SP-1  
1/5/2006 
The seventh icon allows you to 
delete folders or plans. 
 
This action requires Toolkit Basic 
All permissions (DCs only). 
 
Remove Plan will delete a plan 
from the NCP.   
 
Remove Folder will delete all plans
from the NCP and the customer 
file from the server. 
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To release a lock on a folder (turn it to read only), select the 
Tools menu then Release Folder Lock. 
Note:  Only folders with write status can be checked into the 
NCP.  Any changes you make to the information will be 
temporary and CANNOT be checked into the NCP.  Use this 
option to practice in Toolkit 2004 without effecting ‘real’ data.
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Customer Folders Tabs 
 

Inside a Customer’s Folder 
 

 

The customer folder opens on the 
General tab.  The information is 
extracted from SCIMS and cannot be 
edited.  Any edits to the customer 
information must be made in SCIMS.   

Click Add Associated 
Customer, if necessary. 
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Customer Folders Tabs 
 

 

Scre
1/5/
The SCIMS search
window opens. 
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To select a customer, click on 
the name. 
 
Note:  If the customer record
does not exist in SCIMS, it 
must be added directly into 
the SCIMS database, not in 
Toolkit 2004.   
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A message appears allowing you to confirm 
the addition of the new customer.  You also
have the option of making the new 
customer the decision maker.   
Click ok to accept the new customer. 
 
 

Note:  The decision 
maker in a ProTracts 
contract must be the 
same as the Toolkit 
folder where the 
contract is developed. 
You can delete an associated 
customer or change the 
decision maker by clicking the 
Edit/Delete Associated 
Customer button.   
 

 

To delete, select the 
customer and click 
Delete Associated 
Customer. 
 
To change the 
decision maker, click 
the Change Decision 
Maker Button. 
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Click on the Assistance Notes tab.   

Click Add New. 
Change the name, if 
necessary. Select the 
Assistance Date and 
Program.  Type note 
and save. 

 

 

To delete, select a 
note and click the 
delete icon. 
 
To edit, double click 
the note or select the 
open note icon.   
Then click Edit.  Make 
changes then save. 
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Customer Folders Tabs 
 

 
 

 

To view or print notes, 
click the reports icon.  
 
Select from the 
options.  Click Report. 
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Customer Folders Tabs 
 

 

To open the notes in MS 
word, select Print Preview 
from the file menu. 
 
To print, click the printer 
icon (not shown) or select 
Print from the file menu. 

 

 

Click the Select a Plan 
dropdown to view previously 
entered land units.   
 
If no plan exists or a new 
plan is needed, DO NOT 
create a new plan here.  
Create the new plan and add 
land units in ArcGIS. 

Click on the Land Units tab. 
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Customer Folders Tabs 
 

 

Click the Select a Plan 
dropdown to view previously 
entered plans.   
 
See MI Toolkit Website for 
detailed information on the 
practice schedule. 

 

 

Click on the Customer File tab. 

This tab has limited 
functions similar to 
Windows Explorer.   
 
The first three icons 
change the way files display. 
 
The next icon will delete a 
selected file. 
 
The last icon is the 
Add/Change ArcGIS 
template button.  It allows 
the user to copy in county 
specific custom templates. 
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Customer Folders Tabs 
 

 

Click on the Reporting tab. 
 
This tab allows reporting to the 
Performance Results System from 
Toolkit 2004 upon Check In. 

Click the Select a Plan 
dropdown to view data.   
 
See MI Toolkit Website for 
detailed information on the 
reporting tab. 

 

 

To return to the Folders 
tab, click the black X. 
 
Do not click the upper X.  
The upper X closes Toolkit 
completely. 
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