
HOW TO MAKE ADDRESS AND NAME CHANGES IN THE PREFERENCES 
THAT STAY CONSISTENT FROM PLAN TO PLAN 

SUBMITTED BY JOHN KLUTHE 
 
 

1. Close Toolkit 
2. In windows explorer go to:  C:\Documents and Settings\your.name\Local 

Settings\Application Data\USDA\Toolkit5 

 
 
3. Double-click on Preferences.xml to open. 

 



 
4. Right-click on the white portion of the page; choose View Source 
 

 
 
5. Fix/change value information between the double quotes (“Pam Cooper”) like 

how you want it to appear in your Toolkit documents. 

 
 



 
For Example:  To change the way the NRCS address appears 

 
 

 
 
 
 
 



 
 
6. File – Save - Exit 

 
 

7. Preferences.xml will look the same until you refresh or re-open the 
Preferences.xml  

8. Open Tookit-Preferences and it should appear correct. 
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