
Toolkit Practice Customer 
Have you ever just needed some toolkit practice but didn’t want to change a real customer’s file? Or maybe you 
need a place where you can create ArcMap documents to print a walk in customer a map. The procedure below 
explains how you can do that without editing a customer’s file. 
 
 

The first step is to 
check out an existing 
customer’s file. I 
recommend choosing 
one that you would not 
expect to work on 
again. 

 
 

customer’s folder. 
Once it is checked out, 
you will have a write 
copy on your computer 
and the folder will be 
locked by you in the 
NCPDB. At this point, 
any changes you make 
to the customer’s file 
will be written to the 
NCPDB if it is checked 
in. 

Check out the 

 



Select the customer’s 
file in the right window
and click on File, then 
Release Folder Lock. 

 
 

 

You will get a warning 
message that you will 
not be able to check 
the folder back into the
NCPDB. Click OK. 

 

 



You now have a read 
only copy of the folder 
on your computer. 
The folder cannot be 
checked back in to the 
NCPDB, so any 
changes you make to 
this folder will only 
occur on your 
computer. 
 
The folder is also 
available to other users 
in the NCPDB. 

 
 

Use the file to practice 
or create map 
documents that you 
can use to provide 
information such as 
aerial photos to walk in 
customers. 
 
The folder does not 
need to be deleted 
from your computer, 
but if you want to 
delete it, select the 
customer and click the 
red X on the left side 
of your screen. 
 
Note: if you check out 

 this same customer 
again, the system will 
overwrite your read 
only copy with a write 
copy, and changes you 
have made to the read 
only copy will be 
overwritten. 

 


