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1. The first time you log on to Toolkit 
click: 
o Start,  
o All Programs, 
o Customer Service Toolkit,  
o Toolkit. 

To save as a desktop icon: 
o Right click on Toolkit, 
o Create Shortcut 

A Toolkit icon has been created 
on your Desktop. 
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1 

The first time the application is run, click 
on “Update FO Info” to download the list 
of offices which you have permissions to 
access. 

. 

The Preferences application opens 
on the Field Office Tab 

Field Office Tab 

2. To open Toolkit Preferences: 
► Select  File / Preferences  OR Click on the “Wrench”. 



A.  Setting Toolkit Preferences 
 

Pacific Islands Area Page 3 of 12 October 31, 2007 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

,  

3. Click “Yes” to continue 

4. Authenticate 
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5. Choose your 
primary Field 
Office by clicking 
on the down 
arrow. 

6. Check the 
“Default Office” 
box. 

 
7. Click the “Save” 

button. 
 

8. Click “OK”. 

Once authenticated, a 
list of offices within your 
control will appear. 
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 Conservation District Tab 

 

1. To shorten choice lists in Toolkit, 
unselect practices that you do not use in 
your county or field office. 

2. Highlight a practice to view the narratives 
available for a practice in a specific 
county (by FIPS) code. 

3. Click “Save” and “OK” to continue. 

Practice Narratives Tab 

 

 

1. Click the “Update CD 
Info” button. 

2. Click “Yes” to continue. 
3. Select your primary 

Conservation District, 
then check the “Default 
Office” box. 

4. Click the “Save” button. 

5. Click “OK”. 
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Default Map Projection: 

o PIA-East 
o Hawaii County NAD 1983 UTM Zone 5N 
o All Other Counties NAD 1983 UTM Zone 4N 
o American Samoa WGS 1984 UTM Zone 2S 

o PIA-West 
o Guam and CNMI WGS 1984 UTM Zone 55N   
o Palau   WGS 1984 UTM Zone 53N 
o Yap   WGS 1984 UTM Zone 54N 
o Chuuk   WGS 1984 UTM Zone 56N 
o Pohnpei  WGS 1984 UTM Zone 57N 
o Kosrae  WGS 1984 UTM Zone 57N 

 
 
*For more information, please contact the GIS Specialist at 808.541.2600 ext. 120. 
 
 
 
 
 

1. Set the “Toolkit GIS User 
Level” to “ADVANCED”. 

2. Set the “Default PLU 
Import” to “All Planning 
Land Units”. 

3. Set “Default Map 
Projection” 
o See List below for 

Map Projections 
4. Click “Save” and “OK” to 

continue.  

GIS Tab 
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A. NRCS Land Use 
Land use designations are directly related to reporting measures.  Select the 
Land Use in the most appropriate use, and if possible, one that tracks to a 
Performance Measure.  (Refer to “Performance Measure Definitions FY2007-
FY2010”) 

► Click to remove check marks in front of NRCS Land uses that are not used in 
your Field Office. 

 
► Click “Save” and “OK”. 

 
 
 

a. Land Use designations – as defined in the National Planning Procedures 
Handbook:  (Land Uses in blue are used in one or more of the 
Performance Measures). 

Choice Lists Tab. 

A 

B 

C 



A.  Setting Toolkit Preferences 
 

Pacific Islands Area Page 8 of 12 October 31, 2007 

i. Crop – Land used primarily for the production of field crops or 
orchard crops alone or in association with sod crops. 

ii. Forest – Land on which the primary vegetation is forest and use is 
primarily for production of wood products. 

iii. Grazed Forest – Rangeland that is used primarily for the 
production of domestic livestock.  Includes native plant 
communities and those seeded to native or introduced species, or 
naturalized by introduced species, that are ecologically managed 
using range management principles. 

iv. Grazed Range – Rangeland that is used primarily for the 
production of domestic livestock.  Includes native plant 
communities and those seeded to native or introduced species, or 
naturalized by introduced species, that are ecologically managed 
using range management principles. 

v. Hay – Land on which perennial plants are managed and harvested 
for hay.  (Annual plants planted for hay, or forage crops in short-
term rotation are cropland.) 

vi. Headquarters – Land used for dwellings, barns, pens, corrals, or 
other facilities used in connection with farm and ranch operations. 
(CNMP) 

vii. Mined – Land on which soil has been disturbed by the mining of 
minerals. 

viii. Native or Naturalized Pasture – Forest land that is used primarily 
for the production of forage for grazing livestock rather than for the 
production of wood products.  Overstory trees are removed or 
managed to promote the native or introduced understory vegetation 
occurring on the site.  This vegetation is managed for its forage 
value through the use of grazing management principles. 

ix. Natural Area – Land or water used for the preservation, protection, 
and observation of the existing resources, archaeological or 
historical interpretation, resource interpretation, or the aesthetic 
value.  Some of these may be officially designated by legislation or 
other authorities. 

x. Pasture – Grazing lands composed of introduced or domesticated 
native forage species that are used primarily for the production of 
domestic livestock.  They receive periodic renovation and/or 
cultural treatments, such as tillage, fertilization, mowing, weed 
control, and may be irrigated.  They are not in rotation with crops. 

xi. Recreation – Land and water used and managed for recreational 
purposes. 

xii. Urban – Land occupied by buildings and related facilities for 
residences, industrial sites, institutional sites, public highways, 
airports, and similar uses associated with towns and cities. 
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xiii. Water – A geographic area whose dominant characteristic is open 
water, but which may include a large proportion of intermingled 
land, including coastal marsh lands. 

xiv. Watershed Protection – Land managed and used specifically for 
water production into streams, rivers, lakes, and aquifers. 

xv. Wildlife – Land or water used, protected, and managed primarily 
as habitat for wildlife.  

 
B. LOCAL LAND USE 

  All Local Land Uses MUST be entered here to access them in Toolkit 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

► Click “Add New” to add a Local Land Use. 
► Type in the “Local Land Use”.  Click “Add New: to add additional local 
land uses.   
► When all have been added.  Click “Save” and “OK”. 
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C.  PROGRAM 
► Click the boxes to remove check marks in front of NRCS Programs that 
are not used in the Pacific Islands Area. 

• AMA 
• BRD 
• CRBSCP 
• CTA-NRI 
• EQIP-KLAMATH 
• GPCP 
• PMC 
• RCD  
• RAMP 
• SNOW 

• Click “Save” and “OK”. 
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If you have permissions to more than five counties, you may select the counties you 
would like updated each time your start Toolkit. 
 

► Select counties that are accessed frequently by checking the boxes. 
 
When you have made your selections, click “Update/Save”, “OK”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Use the Custom County Data 
Management tab only if you have 
permissions for more than five counties. 

Custom County Data Management Tab 

Note:  The number of 
counties selected can 
affect the time it takes 
to download lookup 
data.   
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To EXIT TOOLKIT PREFERENCES,  
1. Click on Preferences / Exit  OR 
2. Click on the Red X. 
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