Pacific Islands Area — Toolkit Hints & Tips
18. Changing County or Endpoint of Customer Folder

Note: You must have Toolkit User Basic All permissions to change counties or change
endpoints. If you need these features and currently do not have this buttons on the
Folders tab, contact your Toolkit Coordinator. (User permissions are maintained by
state coordinators.)

Often times a folder is created inadvertently in the correct county but wrong endpoint,
when the default choice is not the user’s correct endpoint.

One indication that the folder is in the wrong endpoint or county,

When checking the folder in or out, the users noticed that it is taking a very long time
(more than 30 minutes) to check in/out the customer folder. Upon investigating the slow
check-out issue, the coordinator noticed that the customer file data is being stored on
the server in Hoolehua, but it ideally should reside on the Kahului server.

A.Change County
This Toolkit feature is designed for correcting a situation where a customer folder is
found to be associated with the wrong county.

Follow the instructions below to change the county associated with a specific customer
folder.

"3 Customer Service Toolkit

——— Using the new naming convention for PIA a
FAR East Area, the highlighted Toolkit folder is
Chesk InfOut | Folders | in the wrong “county”/F drive.
Search the Mational Conservation Planning Database for your service area . HOM_Oyam aCynth | a

County: |HONOLULU - Cust- Bus Mame: I— Workflow:-
Busi: [ TrsctNumber: [ oy Hoolehua’s Toolkit Folder is currently

~ aenive| lOCated in the Honolulu’s f drive.

National Conservation Planning Database \ J

free 8/18/2M0 QUALITY TURFG  \GQuality_TurfarassQualig T
free 8/18/2010 MORTH SHORE C  “Morth_Shore_Cattle_Comp
free 8/18/2010 M&Y'S WOMDER  “haps_wWonder_Garden_-_H
free 8/18/2010 MATSUDA FUEL Wk atsuda-Fukuwama_Farms
free 8/18/2010  LEIL&NI NURSER MLEILANI_MURSERY_IMC--
free 8/18/2010  Kasls RANCH “K.aala_R anch----- 5867 ﬂ 4 | ﬂ

HONDLULU @
Statu | Owrer Custamer Mame Customer File i‘ v Statuz | Owner Last Check In | County Customer Mame Custor

» free 8/18/2010 CYNTHIA OYaMA [YHOM_0yamaCynthia------- & read RICHARD K& 8/10/2010  HOWOLULU, HI MILILAN] AGRICU  \bililan

free JCFARMS OF HA  \Dana_Cl zenChristian &Gkl » & read TEDMCART 8/12/2010  HOWOLULU, HI TERRIHOOKAND  MKuulei

free 8/18/2010  CLAYTON NG “WJ+L_Ranch-----t0634

free 8/18/2010  STATE OF Hawia  \DLMNR-DOF&W_Hamakua_ <4- Check In All

free 8/18/2010  STATE OF Hawia  \DLNR-DOF&W_Kihapai_'w

free 8/18/2010  DUNBAR MAKAl  \Dunbar_Makai_Partners-D Clear Results

free 8/18/2010  KVLLLC WL _LLC----—-t0630

free 8/18/2010  NORMaN SaDO0vY  \SADOYAMS_Noman----- Check Out wio

free 8/18/2010 ROY KAMESHIRD  “Kaneshiro_Poultny-------- 950 File: -

199 records retumed

CYMTHIA SHISHIDD | AUTHEMTICATED
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18. Changing County or Endpoint of Customer Folder

1. Check out the customer folder.
2. Navigate to the Folders tab.
3. Highlight the customer folder name.

4. Click the “Change County” button. _ﬁ

";_ Customer Service Toolkit

File Tools Repaorts Help

&0

Check In/Out

Folders checked outby CYNTHIA SHISHIDO

Statuz | Owner Last Check In | County Customer Mame Buginesz ID | Customer File

ﬁ Iﬁid E Hﬁﬁ 4 10 WIIIIII w

#d’ read TED MCART 8/12/2010 HONOLULU, HI

» [N T/ THIA SH HOWOLULU, HI

TERRIHOOKAND

S

Kmjs e X R L5

|~

v

&

CvMTHIA SHISHIDD | AUTHENTICATED

5. The Manage Customer Data window will appear.

-';__ Manage Customer Data

Owher ||:YNTH|."3. SHISHIDO
Courity |HUN|:|LL|LU
Customer Name |CYNTHIA O7AMA

Business 1D |5231
Customer File |\HOM_OyamaCyrithia-——-—-5231

Mew County Im ﬂ
El

E ndpoint |"~'\hihuulehuac[l[l1 hdatahCustomer Files Toalkit

Check In Mew County

CANCEL |

A
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6. Select the new county. Click on the pull-down menu.

18. Changing County or Endpoint of Customer Folder

Note: You will need permissions to the county the folder
as the county to which you are moving this folder.

";__ Manage Customer Data

The Toolkit folder needs to \
be moved to the Maui
county, in the correct
“endpoint” (F drive: My
Customer Files Toolkit)

Owner |E‘1’NTHIA SHISHIDO

/

County |HONOLULU

Customer Mame |CYNTHIA OYAMA

Buzinesz 1D |5231

Customer File |SHOM_DyamaCynithia-—---5231

Nl OB THE RN [SLANDS

Endpoint

NORTHERM ISLANDS
PeLAL

ROTA
SalPAMN

B[=/e3

ﬂ

7. Verify that the correct endpoint is selected in the Endpoint field. (If the county
has more than one endpoint, you can change the endpoint by clicking on the
down arrow and selecting another item in the drop-down list.)

"i__ Manage Customer Data
Owmer |CYNTHIA SHISHIDOD
County |HONOLULU
Customer Name |CYMTHIA OYAMA

Business [0 |5231

Customer File |\HOM_OyamaCynthia-—----5231

e Eu:uunt_l,l
E nidpoint |"~"-.h|hu:u:u|ehuau:[l[l1 data\Customer Files Toolkit

(  Check InMew County | ) E.fl'-.NEEL

8. Click the “Check in New County” button.

9. A message will appear asking that you confirm that you wish to make this
change.

10.Click Yes.

11.Wait for the folder to be checked into the new county.
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18. Changing County or Endpoint of Customer Folder

Change Endpoints within the same county

It is fairly common for the wrong endpoint to be set for a customer folder when it is first
created, particularly if the desired endpoint is not the first choice (the default choice) in
the endpoint drop-down list in the Create New Customer screen.

v " Enter Customer Information for CYNTHIA OYAMA

County

Cuztomer Root Folder:

Company/Business:
|dentifier:
MNOTE: Compary/Buziness: and |dentifier may not include the
following characters: S /0" 2= [ B

|

ArcGIS Template:  |C:5Program Files\)SDANT oolkitsh T emplateshCPa |

Cancel |

_Enter Eu:umEnl,l.-"E Lziness .;nd |dentifier, then click OF. button,

In the screenshot above, Maui County has two endpoints -- one in Kahului and one in
Hoolehua.

To change the endpoint of an existing customer folder, follow these instructions.
Check out the customer folder.

Navigate to the Folders tab.

Highlight the customer folder name.

1.
2.
3.

Click the ‘Change County’ button. _ﬁ
The ‘Manage Customer Data’ window will appear.

-".__ Manage Customer Data

X

Owner |Cynthia T O Shishido

County |HONOLULU

Customer Name |CHAD KACIR

Business ID |Kac:ir_DDD1

Customer File |M\Chad_Kaci-Kaci_0001

Mew County |MAU|

[ el - hiveailukuOc001 datat Customer Files Toolki

Check In New Caunty CANCEL |

Pacific Islands Area

Page 4 of 5 November 01, 2010



18. Changing County or Endpoint of Customer Folder

6. Skip over the ‘New County’ field (it should be set to the correct county already).
7. Select the correct endpoint in the ‘Endpoint field’.

vl Manage Customer Data |Z||E|E|

Owner |Cyrthia T O Shishido
County |HUNDLL|LU
Customer Mame |CHAD KACIR
Business D |Kaci_0001

Customer File |MChad_Kaci-Kacir_0001

Mew County |MﬁU| j
Endpoint | KGN !
WhivailukulcO0] hdat= Eilaa Toolkit
\Whihoolehuac@™data\ Customer Files
FiErE T TTEm SOty TG
e Z

8. Click the ‘Check in New County’ button.

9. A message will appear asking that you confirm your intention to move all the file
data to another server.

Toolkit Messape

,__p Are you sUFe you want bo move the customer folder T _SP-4-ree ~TKSP4' bo ancther senver
I i I Mo
10.Click “Yes”.

11. Another message will appear, asking if you want to proceed.

Toolkit Message

?J Cushomer Folder Y TK_SP-d—----TSP4' vl now be chedked in. Do you want bo procesed? (Y/H)7

e I N

12.Click “Yes”.
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