
Pacific Islands Area – Toolkit Hints & Tips 
13. Customized Customer Folders in Toolkit 

 
The following procedure should be followed to automatically create customer 
folders in Toolkit. 
This procedure should be completed on each computer with Toolkit and before 
customer files are created. 

 
1. Do NOT start Toolkit.  If it is open, close before proceeding. 
2. Retrieve “CustomerFolderStructure.txt” file at PIA Sharepoint site 

a. Go to the PIA sharepoint site at: 
https://nrcs.sc.egov.usda.gov/west/pia/default.aspx 
 

b. Select “Shared Documents” 
 
 
 
 
 
 
 
 
 

c. Select “270 IRM Information Resources Management” 
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d. Select “Customer Service Toolkit” 

 
 
 
 
 
 
 
 
 
 
 
 
 

e. Hover over “CustomerFolderStructure” file and right click. 
f. Select “Save Target As” 
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3. Save file to: 
“Local Disk (C:) / Program Files / USDA / Toolkit5 / Config Files” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. The next time you open Toolkit 2004 these new folders will be added to 
your Customer File Tab.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

Reminder: 
The Photos folder is not intended to store a 
multitude of photos, nor to store large file 
photos.  The more photos stored in this 
folder will cause a longer period to check 
customer folders in and out of Toolkit. 
 
Numerous and high resolution photos 
should be store on CDs, DVDs or portable 
external drives. 
 


