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Customer Folder Tabs

Toolkit 2004

The check In/ Out tab 
shows all the customer 

folders in the NCPDB on 
the left and all folders 
checked out to your 

workstation on the right. 
Click on the folders tab.
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The folders tab shows only the folders 
checked out on your workstation

The top icon in the left panel allows you to create 
new Customer folders. 
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The second icon allows you to open a selected folder. 

The third icon will redo Check out of a folder. Caution: 
this action will download the data from the NCPDB, if any 
changes have been made to the copy of the folder, they 
will be overwritten. 
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The fourth icon will delete read-only folders 
from the hard drive. Folders that have a 
status of write cannot be delete without 
making them read-only  first. 

The fifth icon allows you to Check in folders to 
the NCPDB. Only folders with a status of write 
can be checked in to the NCPDB. Note: the 
folder will be removed from your workstation.
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The sixth icon allows you to release the lock on a folder. 
The folder will have a status of read and can be deleted 
from the workstation, However the folder cannot be 
checked in to the NCPDB, therefore any changes made to 
the folder since it was checked out will be lost. 

The change county icon allows you to 
change the location county of a folder.
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The Delete folders or plans icon allows you to 
delete folders from your workstation and 
optionally from the NCPDB.

To open a customer folder select the 
customer folder you wish to open and 
click the Open folder icon. 
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The customer folder opens on the 
general tab. This information is 
extracted from SCIMS and cannot be 
edited. Any edits to the customer 
information must be made in SCIMS. 
You can add associated customers to 
this customer folder, Click Add 
Associated Customer.

The SCIMS window opens 
and allows you to search 
for a customer. Note: New 
customers cannot be 
added from within Toolkit 
2004 they must be added 
in SCIMS. 
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A list of customers 
from SCIMS 
appears. To select a 
customer click on the 
customers name. 

A message appears allowing you to 
confirm the addition of the customer. You 
also have the option of making the new 
customer the decision maker. Click OK to 
accept the customer or click Return to 
SCIMS to search again, or click Close to 
cancel the addition of the customer.
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To delete a customer, click the Delete Associated Customer 
button. If you need to change the decision maker, click the 
Change Decision Maker button. Note: you cannot change the 
Decision Maker by clicking the checkbox in the upper part of 
the window. Click Cancel to make no changes.

Click the Assistance Notes tab.
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The Assistance Notes allows you to manage assistance 
notes for the customer folder. The Create new note icon 
allows you to create a new assistance note. 

Choose the Assistance 
Date and Program 
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Type in the note and 
click Save. 

The note is added.



NRCS-Arkansas v1.0 Customer Folder Tabs

B-12

The report icon allows you to create an Assistance Notes report.

You have several options for printing notes. 
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Make a selection and click Report. 

The report is created. Click the 
printer icon to send the report 
to the printer. After the report is 
printed, close the report 
window.
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There is also a Delete note icon to delete existing notes. 

There is an Open note 
icon that allows you to 
open and edit a selected 
assistance note. Click the 
Land Units tab.
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The land unit tab displays land units that 
have been entered for the customer. Click 
the Select Plan drop-down button. 

If a customer has land units entered you 
would be able to select the plan name. If no 
land units have been entered you have the 
option of entering them manually here. 
However, it is not recommended, it is better to 
enter them later in ArcGIS so they will be 
linked to their Spatial location. Note the 
mapped and unmapped windows. Click the 
Practice Schedule tab. 
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If a practice schedule has been created 
for the customer, you can choose the 
plan by using the drop-down button. 
You can add to an existing plan 
schedule or create a new one here after 
land units have been added. Click the 
Customer Files tab. 

The customer files were retained from the 
previous version of Toolkit. 
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The first three tabs on 
the left change the way 
files in the folders 
display. 

There is also a delete Files or Folders 
icon. (In the previous version of Toolkit 
you could not delete files or folders from 
within Toolkit, Toolkit 2004 adds that 
function).
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The final icon allows you to change the default 
ArcGIS template for the customer. This function 
allows you to create default templates for multiple 
counties, then select the one that you want to use 
for the customer. Close the Customer Folder by 
clicking the lower X in the upper right hand portion 
of the window.

You are returned to Checked Out 
Folders.


