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Check Out & Open Customer File

Abstract
This guide will demonstrate how to check out a customer within Toolkit.

Steps: Highlight Customer(s) — Check Out — Open Customer Window

Details

Checking out Customer File

1. Highlight Customer File by clicking the area to the left of the Customer’s name

Notes:

e Select several customers for Check Out by holding down your Ctrl key and
selecting additional customers.

e Before checking out a customer, look at the Owner column...if the customer is
not “free,” you can only check them out for viewing purposes. Any changes made
to them cannot be saved.

Search the Mational Conservation Planning Database for your service area

County: |BROWN v| Customer or Business Mame:
Business ID: | | TradNumber:l:I

National Conservation Planning Database

BROWN Check Out ->
(f\\Status | Dwner | Custorner Mame | Customer File »
\ » free RICHARD L'wILLI |% RICHARD L _wILLIAM LI
free DEAM ABTS WABTS_DEAM---DEAMABTS B
free ROMALD ABTS WBTS_ROMALD-----ROMABTS
free BEWVERLY ZEISE  “WAED _TEST ZEISE---4EQ_TEST <¢- Check In &l

2. Click the Check Out button.

Check Out -»

You are the Owner of these files and will be able to modify them and save changes by
checking the customer back into the National Conservation Planning Database (NCPDB).

Check IndOut ‘ Folders |

Search the Mational Conservation Flanning Database for vour service area

County.  |BROWN I CuatomerorBusinessNamel:l
Clear

National Conservation Planning Database My Checked Cut Folders

BROWN heckaus | L/ N\

Cugtomer Mam | Cugtomer File ~ Statug | QWner ‘ Caunty | Customer Na

AICHARD LWwILLI |‘_RICHA P\ it Buen=FDev BROWH, Wi RICHARD L
DEAN ABTS \AETS_DEAM--DEANABT — | Checkln

BOMAI N GRTS AABTS BIONGI Do BON A
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Opening the Customer File

There are two ways to open a customer file. Both are demonstrated below.

3. Within the Check In/Out tab, double click on the customer record in the My Checked Out
Folders area.

f Check In/Out >Folders |

Search the Mational Conservation Flanning Database foryour service area
County: | PORTAGE Customer or Business Name:|:|
Clear

National Conservation Planning Database My Checked Out Folders

RIBITAER Check Out -»
Status‘ Qwner | Customer Name | Custarner File | Status | Owner ‘ County | Custorner Narng
free DOMNALD A2MALU AAANRUD_DOMALD--DOMNA: wite  Steven R Kim PORTAGE. wl ROBERT J BEA
: free LARRY A ADAMS  \ADAMS_FARMS_INC—-ADAH | wite StevenFBKim PORTAGE, W KEMMETH CHA
| free DALE ALTMANN - AALTMANM_DALE —dalealtm — ] Steven B Kim |PORTAGE, '/
=] Steven A Kimble ROBERTJBER& \BERARD_ROBERT_J-BERA <{- Check In &l

OR

4. Inthe Folders tab, select the customer record so that it's highlighted and click the Open
Folder button.

SRstnlsr g Aes JuY LI
Tools  Reports Help

Check In/0f | Folders | )

Folders checked out by Steven R Kimble

Status | Owrer | County | Customer Name | Business ID | Customer File
D wiite  Steven A Kim  PORTAGE. w ROBERT J BERARD BERARD_RE ‘BERARD_ROBERT_J-BERARD_RER
wiite  Steven B Kim  PORTAGE, Wl KEMMETH CHRISTEMSEM  KennChri WChristensen_Ken---KennChri
|j » [ Steven B Kim [PORTAGE, W ROBERT T DAMBROSEI DAMBROS_ |\DAMBROSK]_ROBERTDAMBROS_ROBE

— Open Folder Button
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