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Task Guide 01 - What’s New in Toolkit 9

What's New?

Conservation Stewardship (CStwP) Reinvention Updates

New Conservation Stewardship Program (CStwP) plan type
Plan Wizard and Contract Wizard provide option to select Detail or Summary view
Land Use Report option added to Quick Reports Tool

Conservation Planning

GIS Tools tab in Toolkit Preferences updated adding option to update map template or
leave current template and removing options that are no longer used

Check Out without File button now includes a copy of the Toolkit Template ArcMap
Document allowing users to open ArcMap and access the Toolkit toolbar

Practice Filter Tool added to Toolkit Toolbar and Practice Schedule allows user to filter
practices displayed on the map or the Practice Schedule

Export Tool added to Toolkit Toolbar to export practices or Case PLUs to a shapefile
New tools added to Practice Editor Toolbars: Replace Practice, Import Practice, Create
and Convert Practice, and Explode Practice

The Land Unit Replace Tool will ask the user if they want to update the land unit acres to
match the new calculated amount

Practice Narrative selection added to the Practice Attribute Tool

New Copy Practice button replaces Create Practice on the Practice Attribute Tool
Rules enforced for applying practices: practices cannot be applied in the future, and
applied amount for acre-based practices cannot exceed the land unit acres

Halo and text color options added to the Map Labels Tool

Check In Features button allows practices to be checked into NPAD without having to
check in the customer folder

Plan Approval button added to the Practice Schedule and Plan Approval Tab removed
Option to view land units in Plan by Tract/Land Unit or by Land Use added to the Land
Unit Tree on the Practice Schedule and the Add/Remove Plan Land Units dialog
Contract Wizard Name and the Contract Item number are displayed in the Practice
Schedule Grid

ProTracts Contract Number replaces Contract Wizard Name in the Practice Schedule
Grid when practices are uploaded to ProTracts

Agreement Status and Agreement Item Status from ProTracts are displayed in the
Practice Schedule Grid

Once practices are uploaded to ProTracts, the practice code, planned amount, planned
date, and practice narrative cannot be edited without first deleting the item from
ProTracts

Contract Wizard allows the planner to select the Practice Code to select all Tracts and
Land Units and create a contract item
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e Contract Wizard allows the planner to select any combination of Tract(s) and Land
Unit(s) from within a practice to create a contract item

e Contract Wizard allows the planner to remove a Land Unit from a contract item
component without deleting the contract item

e Contract Wizard allows the planner to create a Contract Item Group for grouping
contact items in the 1155 and 1156 and for display in ProTracts

Easement Planning and Reconciliation Tools

e New Easement folder type, easement folders are linked to the National Easement
Staging Tool (NEST) enrollment number and client

e Advanced Search options added to locate easement folders

e New Easement Reconciliation role added in zRoles

e Cooperating Entity added as client association type

e National Easements Geospatial (NEG) layer is displayed in ArcMap for easement folders

e Easement Land Unit Tool added to the Toolkit Toolbar to associate easement land units
to the NEST ID number

e Easement Reconciliation Tool added to the Toolkit Toolbar allows users with the
appropriate zRoles permissions to review and lock easement land units

e Reconciled easement land units are locked in Toolkit

e Locked Easement land units can be split or merged (interior edits), no other edits are
allowed while the land unit is locked

e A warning message is given when new practices are scheduled outside of the easement
plan and overlap a reconciled easement land unit

Integrated Erosion Tool

e Integrated Erosion Tool (IET) ArcMap add-in allows the user to select a PLU (or another
polygon features within ArcMap) and run RUSLE2 or WEPS within ArcMap.
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Conservation Stewardship (CStwP) Reinvention Updates

Create/Manage Plan

A new CStwP plan type will be used to create a plan and contract items to upload to ProTracts
beginning with the FY17 sign-up for General CStwP and the FY18 sign-up for CStwP Renewals.
The CSP plan type will continue to be used for the FY17 Renewal Sign-up and for all FY16 and
earlier sign-ups that have been entered in the Conservation Management Tool (CMT).

Create/Manage Plans @

Select a Plan
(7) Select Existing Plan

@ Create New Flan

Flan Information

Plan Type [Cons.ewaﬁon ']
Contract # E%T:sewaﬂnn
Plan Nare M

The steps for creating and managing a CStwP plan will follow a similar path as working with a
conservation plan. The application number is not entered when creating a CStwP plan because
these plans to not use the CMT. Land units are added or removed from a CStwP plan using the
Add/Remove Land Units link within the Create/Manage Plans menu. In the Add/Remove Land
Unit dialog, land units can be sorted by Tract/Land Unit or by Land Use.

Add/Remove Land Units [

Land Units In Plan Select Land Units
() Tract/Land Unit View @ Land Use View @ Use Map Selection () Search
Total Land Unit Acres: 1316.20 ac.

SR \CStwP_Training—CasePLUs|

B DE%pTAEDii[I;EE ’ Select | Tract Number
[ Land Uit 4 {Crop) 165.50 ac.
-[|Land Untt 5 {Crop) 154.10 ac.
-["|Land Unit & (Crop) 48.50 ac.
=[] Pasture 502.00 ac.
B Tract 4000
-["|Land Unit 1 (Pasture) 253.00 ac.
-["|Land Unit 2 (Pasture) 306.10 ac.
-["|Land Unit 3 (Pasture) 348.50 ac.

Filter
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Practice Schedule

The Practice Schedule land unit tree can be viewed by Tract/Land Unit or by Land Use to select
land units and schedule CStwP enhancements by land use. New CStwP Enhancement codes
have been added and planner will be able to schedule these enhancements or conservation
practices on land units in a CStwP plan. The list of practices on the Practice Schedule and the
Practice Attribute Tool can be filtered to show only enhancements or only practices.

General ] Assistance Notes ~ Practice Schedule 1 Customer File ]

Land Units All Practices
Flan: [N = Code | Practice Name 2
Status: | Actve E314134Z |Brush management that maintains or enhances wildlife or fish habitat
VErE |Land Use j E3151327 |Herbaceous weed control that helps create desired plant communities and habitats consis!
E315133Z |Herbaceous weed control {for inadequate structure and composition) that helps create des
Em CStwP_Training—CasePLLs i E315134Z |Herbaceous weed control for plant pest pressures that helps create desired plant communi
= Tract 4000 E327136Z1 | Conservation cover to provide foed habitat for pollinaters and beneficial insects
enremres | o e ety s
LandUrit 6 - Crop (Planned) 48.5 ac. B E3271377 |Conservation cover to provide cover and shelter habitat for pollinators and beneficial inse:
EI---I::| Pasture E327139Z | Conservation cover to provide habitat continuity for pollinators and beneficial insects
EI"E___S‘#ZTJ’EF&EQ_CESEPLUS E3281011 |Improved resource conserving crop rotation to reduce water erosion -
[ LandUnit 1 - Pasture (Flanned) 253ac. 1 Tt T - T - T - | ? LIJ
#[] LandUnit 2 - Pasture (Planned) 3061 ac.  ~
Expand | Collapse Planned Date: ’Wl Interval (in years): m End Year: m
Select Al | Unsalect Al ‘ Schedule Full Extent Practices | Show Scheduled | [¥ Enhancements Only ™ Practices Only

CSP ProTracts Land Use Check
The CSP ProTracts Land Use Check will not be used for CStwP plans because these plans do not

use the CMT. The CSP ProTracts Land Use Check will continue to work with CSP plan types.

Quick Reports Tool
A new Land Use Report has been added to the Quick Reports Tool. This can be used to generate
a report of land use acres for the CStwP plan and export the report to Excel.

=

= | B S

Legend
Unchanged
Mew
Modified Select Report Type
Deleted

Land Use Repo -

) ) Export to

[7] Show Legend in Grid
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Plan and Contract Wizard

The Plan Wizard and Contract Wizard will allow users to select a Detail View or Summary View
when generating a Plan Report or Contract Document. In the Plan Report, items can be sorted
by practice or land use. Up to 3 additional signature blocks can also be added to the Plan Report
or Contract Document. The signature blocks can be customized by the user and are saved for

future use.

u Contract Wizard AMY H SMITH  \CStwP_Training---student01

Sel Preferences

Check Options
¥ Display Practice Narrative

Signature Box

Field Office |HILLSBOF~!O SERVICE CENTER

Conservationist Name |D;’-‘\N HENSON

Conservationist Title |Natu|a| Resource Manager

W Agency 1
Additional

|FS;’-‘\ Courty Committee

Signatures | Agency 2 |

(Check to add) [~ Agency 3 |

Conservation Planning
Preferences

Caonservation District |CHAF-!ITON COUNTY SOIL & WATER CONSERVATION DISTRICT

Signed By |C1‘|aim1an|

Signed By |

Signed By |

The GIS Tools Tab in Toolkit Preferences only allows users to set the Map Projection and the
Update Map Template option. Out-of-date options have been removed from this tab. The
option to Update Map Template is new and allows the user to control whether the Map
Template is updated when preferences are set. If the update option is not selected,
customizations in the user’s current template will be retained.

a" Toolkit Preferences

Preferences

Field Office

Help
Caonservation District ] Practice Namatives

pdate Map Template

[ Update Map Template

you think your map template has become corrupt and will
template.

Diefault Map Projection

GIS Tools

The Update Map Template check box should only be checked i

overwrite any changes that have been made to your existing map

NAD 1383 UTM Zone 15N

Save

=

Cancel |
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Check Out Without File

The Check Out without File button will now include a copy of the Toolkit Template ArcMap
Document. This Enables users to open Arc Map and update the Case PLUs, Plan and Practices.
No files are checked out from the local server and users will only have the generic template
ArcMap Document. Any changes made to the ArcMap document file will not be saved when the
folder is checked in.

Search the National Planning Agreements Database for your service area

County: |Hi|| County, Texas j Cust- Bus Name:

Clear GO
Bus ID: | Tract Mumber: Adv Search

National Planning Agreements Database

Hill County, Texas Check Out - ‘
Status | Owner Servicing Office Last Chec Customer Name Cu:ﬂ

» free HILLSEORD SERVICE CENTER  7/5/2016 GOOD TOYS i —
free HILLSBORO SERVICE CENTER  7/5/2016 EXCHANGE PARTSINC.  \Ha CLEn |
free HILLSBORO SERVICE CENTER  &/29/2016  PEARL C MILLER \Bru
free HILLSBORD SERVICE CENTER  &/242016  TOM C MADAN \Per <<-Check In Al \
free HILLSBORD SERVICE CENTER  &/242016  MOSES E ORTEGA iCal
free HILLSEORD SERVICE CENTER  &/24/2016  ERITT W PETERSON \stre Clear Results ‘
free HILLSBORO SERVICE CENTER  &/24/2016  LELLON E ALLEN \Cre
free HILLSBORO SERVICE CENTER  &/242016  JOHNBARODRIGUEZ  Da
free HILLSBORO SERVICE CENTER  6/242016  ELWOOD W LAL il Check Out w/o File -
free HILLSEORD SERVICE CENTER  &/24/2016  LED A JENKINS Wle

Toolkit Toolbar

=
Two new tools have been added to the Toolkit Toolbar. The Practice Filter Tool D allows the
user to filter which practices from a plan are displayed in ArcMap and only view or print the

selected practices. The Export Tool * can be used to export practices from a plan or land
units from the Case PLUs layer into a shapefile for use in GPS or other tools.
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Practice Editor

Several new tools have been added to the Practice Editor Toolbars. Replace Practice Shape

e |

is similar to the Replace Land Unit Tool and allows the user to replace a practice shape either by

digitizing or copying from a source layer. The Import Practice Shape Tool & replaces
Copy/Paste functionality and allows the user to import a new practice shape from a source

layer. Convert and Create Practice ™ can be used to select a polygon and convert the
perimeter to a practice line or to select a line and convert it to a practice polygon. The Explode

Practice Tool explodes a selected multi-part practice into separate practices with the same
attributes. One practice is selected to retain the original practice record, including the practice
status and contract item. The new practices created will be in “alternative” status.

Land Unit Editor

The Replace Land Unit Tool will ask the user if they want to update the land unit acres to match
the new calculated amount when the land unit is edited.

Practice Attribute Tool

Practice Narratives can be selected from the Attribute Tool. The Create Practice button has
been renamed Copy Practice to clarify its purpose. Validation checks have been added that will
not allow the practice to be applied in the future and for acre-based practices, the Applied

Amount cannot exceed the land unit acres.

Bl Attribute Tool

==

Practices

Status:

Tract

Land Unit:

Planned

Manth:

Year:

Select Layer:

End Year:

Practices (polygons)

)

Mtemative

Calc Amount (ac):

Amount (ac):

Interval (years):

165.5

165.5

Code: |E328134]

Name: | Improved resource conserving crop rotation '

Narrative: 0ON

Applied

Amount:

Date:

Notes

w practice based on the selected
£ geometry. Prac attributes will
ign king the Make
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Map Label Tool
Options to set label color and add halo have been added to the Map Label Tool. The Text Size
and Add Halo selections are saved along with the other Label Tool User Preferences.

Toolkit Map Labels |
] p

Select Layer to Label :

[cstwP_Pian -

Create Annotation Layer

Label Style Label Properties
Text M Field 5 8 [ Text Size
154 .4 AC I L=bs Color
Crop [[] Scale Labels
Add Halo

Label Description
Field Text Units Decimals

Tract number - T

Y
¥

=)

Y
¥

=)

Y
¥

=)

Y
¥

=)

00l

oL :
Ok ] [User Preference l [ Save User Preference l [ Cancel

Practice Schedule

—
The Practice Filter Tool allows the user to filter which practices are displayed in the Practice
Schedule Grid making it easier to apply or view practices. The Plan Approval Tab has been
removed from Toolkit and replaced with a Plan Approval Button located on the Practice
Schedule.

Applied Amount | Applied Date | Program Contract No. | Prionity Agreemer

CTA-GEMRL nia
CTA-GENRL nia
CTA-GENRL n/a

| 2

Flan Wizard... | Contract Wizard... || Plan Approval .. |
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An option was added to the Land Unit Tree to view the land units either by Tract/Land Unit or

by Land Use.

General ] Assistance Notes Practice Schedule l Customer File ]

Land Units

Plan:  [CStwP_Plan |

Status: | active
View By |Lanc| se j
=-[#] Crop -

EI CStwP_Training—CaseFLUs
=-[#] Tract 4000
EI LandUnit 4 - Crop (Flanned) 165.5 ac.
j b E3281234| Improved resource conserving crop rotation to relieve plz
E| LandUnit 5 - Crop (Planned) 154.1 ac.
j b E328134I Improved resource conserving crop rotation to relieve ple
E| LandUnit & - Crop (Planned) 48.6 ac.
b E328134I Improved resource conserving crop rotation to relieve ple

m

[=-[+] Pasture
B-[¥] CStwP_Training—LCasePLUs
=-[¢] Tract 4000
LandUnit 1 - Pasture (Flanned) 253 ac.

vl LandUnit 2 - Pasture iPlanned) 306.1 ac. i
4 i b
Expand | Collapse |
Select Al | Unselect A1 |

Validation checks have been added that will not allow the practice to be applied in the future
and for acre-based practices, the Applied Amount cannot exceed the land unit acres. The
Contract Wizard Name and Contract Item number are displayed in the Practice Schedule Grid
when the Contract Wizard saved. As soon as the practices are uploaded to ProTracts, the
ProTracts Contract Number replaces the Contract Wizard Name. Agreement Status and
Agreement Item Status are displayed from ProTracts. Once practices are uploaded to ProTracts,
the practice code, planned amount, practice narrative, planned month and planned year cannot
be edited without first deleting the item from ProTracts. ProTracts will automatically unlink
practices, making them editable in Toolkit, once the application status is no longer valid for

obligations.
[
Schedule |
Practice Narrative Planned Amount | Units Month “ear Applied Amount | Applied Date | Program Contract No. Priority Agreement Stat | Agreement ltem
4 (328134 00N 1655 ac o7 2018 CTA-GENRL CStwP_2016: 1
(328134 00N 1841 ac o7 2018 CTA-GENRL CStwP_2016: 1
£328134 00N 486 ac 07 2016 CTA-GENRL CStwP_2016: 1
‘ | +]
Copy to Cell Below Save Plan Wizard.. Contract Wizard... Plan Approval... ‘
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Contract Wizard

In the Contract Wizard, the planner can now select the Practice Code to select all Tracts and
Land Units and create a contract item and components. The planner can select any combination
of Tract(s) and Land Unit(s) from within a practice to create a contract item. The planner can
remove a land unit or land units from a contract item component without deleting the contract
item. The Contract Wizard allows the planner to create a Contract Item Group of practices for
grouping contract items in the 1155 and 1156 and for display in ProTracts. Contract Item
Groups are used for grouping and displaying practices for the producer and do not change any
rules on contract item certification and payments.

il Contract Wizard  AMY H SMITH  \Consplan_Folder--student014 o] e
- — —
1 | Components
Selected | Component Amount | Unit Cost | Share Rate % | Unit Type | Cost Type
Land Unit 2 -
: Land Unit 3
El-§ Practios 329 - 00N - 2016 - CTAGENRL
B Tract 968
Land Unit 2
Land Unit 3
Bl § Practios 590 - 2 - 2016 - CTAGENRL
= Tract 968 Contract ltems
) Lend Ui Z,OIN 4 Contrect Sib N Cost Sh Uit Sh p
- Land Unit 2:CIN 4 ontract ftem tem | > Practice | o Year ost Share Component | Amount it are g
El§ Practice 530- 2- 2017 - CTAGENRL Gop e 2 Prog e el Eosk
B Trect 58 » RE 313 |0ON 2017 |CTAGENRL  |BuredCo.. 50000 §121 100 $60,500.00
+ Land Unit 2.CIN & 1 Ag Waste Liquid Sto... [2 | & 620 |OON 2017 |CTAGENRL  [12inch-.. 880  §11.23 100 $9.883.00
e Pmc;ieLs;[?UzngnfslNgTA GENAL 1 Ag Waste Liquid Sto... |3 | a 382 0N 3 2017 CTAGENAL  |BabedW.. 7885  $100 100 $7.886.00
B Tract 368 4 |a 50 2 2016 |CTAGENRL  |Basic.co.. 1365 |§341 100 $466.00
+ Land Unit 2:CIN 6 5 a 50 2 2017 |CTAGEMAL  |Basic.co.. 1365 8341 100 $466.00
+ Land Unit 3:CIN 6
5§ Practice 595 - 00N - 2016 - CTAGENAL 6 |a 50 2 2018 |CTAGENRL  |Basic.co.. 1365 §341 100 $466.00
B Tract 968 7 |a 595 00N 2016 |CTAGENRL  |BascIPM.. 1365 8434 100 $675.00
j E”: ﬂ”: ig:m: 8 s 55 00N 2017 |CTAGENRL |BssicIPM.. 1365 434 100 $675.00
in Ini . !
B % Practios 595 - 0N - 2017 - CTAGENAL 3 |a 595 00N 2018 |CTAGENRL  |BascIPM.. 1365 8434 100 $675.00
| B Tract 368 -
Expand Collapse Save | Create/Edit Groups |
‘ Cancel | < Back ‘ Next - | Finish

Easement Planning and Reconciliation Tools

Create Customer Folder

An Easement folder type has been added to the Create Folder dialog. When an Easement type
folder is created, the user will select a county (available options are based on the user’s
preferences) and the easement program code. The create folder dialog will show NEST
enrollment numbers for the selected county and program that are not already associated to an
easement folders and the user will select an available enrollment number.

F |
g Assign Easement to Folder Lﬁ

Select County
|Bowie Courty, Texas j

Select Easement Program

VIRP ~|
Select NEST Enrollment #

6674420100F20 A Cancel

Non-SCIMS Client: TRANSPORTATION OPTIONS
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Only one easement folder can be associated to each NEST enrollment number. The
Company/Business name is automatically populated with the enrollment number. The folder
decision maker and associated clients are automatically added from NEST and can only be
changed in NEST. The Add/Remove Clients and Update Decision Maker dialogs at the folder
level (on the General Tab) are disabled for easement folders. The Folder Decision Maker is
automatically updated when the Land Owner Decision Maker is updated in NEST.

Check-In/Check Out and Customer Folder Tabs

The search for Toolkit Folders by Customer Name will return search results from both SCIMS and
NEST. The Customer Name displayed in the NPAD search results window will update
automatically when the Land Owner Decision Maker is updated in NEST.

Change County/Servicing Office

An option has been added to the Change County/Servicing Office dialog allowing users to
change the agreement number associated with a Toolkit easement folder. This option is
available when an Easement Folder is selected and the user has Toolkit All or Toolkit Easement
Reconciliation permissions in zRoles.

H Manage Customer Data = | S

Owner |COLLIN CARROLL

County |Carro|| County, Missouri

Servicing Office |CAH ROLLTON SERVICE CENTER

Customer Name |THAVIS W COLLINS

Business D |009DD
Customer File |\WRP—009DD

New County |Carro|| County, Missour j
New Servicing Office |CARROLLTON SERVICE CENTER ﬂ

Endpoint |"-."-J.|sda.net"-nrcs"-.DATA"-.TOOLKIT‘-uat"-.Customer Files Toolk

EDT= 01 - 6664240100304 j

Check In Updates | Cancel |

Customer Folder - General Tab

Client information for easement customer folders is imported from NEST and is read-only in
Toolkit. The system determines the client(s) associated with the easement customer folder
based on the NEST enrollment number and defaults the decision maker from NEST to the
decision maker on the easement folder. The Add Associated Customer and Edit/Delete
Associated Customer buttons are disabled for easement folders, any needed changes must be
completed in NEST. The client land owner information will update automatically when updated
in NEST. Client land owner information from NEST is historical information related to the
easement and remains a permanent record on the easement folder. Once a client is associated
to the easement they will always remain associated to the easement folder even if the client
sells the entire easement.
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Easement Land Unit Tool

L

The Easement Land Unit Tool "~ has been added to the Toolkit Toolbar and is used to
associate easement land units to the NEST ID number. At least one land unit must be associated
to the Easement ID in order to create a plan within the Easement folder. Easement land units
can be associated to more than one plan in more than one folder. There is also an option to
remove land units from the easement association. Land units associated to an easement cannot
be deleted. In order to delete a land unit associated to an easement the land unit must first be
removed from the easement association using the Easement Land Unit Tool. The system will
prevent the user from removing the last land unit associated to the easement if there are any
practices in the Easement Plan.

Add/Remove Easement Land Unit(s) l&]
Easement:
Easement |d: Easement Acres: Land Unit Acres: Acreage Difference:
6664243400800 1385 119.90 ac. -18.60 ac.
Land Units In Easement: Select Land Unit(s):
@ Tract'Land Unit View () Land Use View @ Use Map Selection ) Search
Total Land Unit Acres: 119590 ac.
EE ‘WRP-—00500
2] Tract 1
: Selen 4 Nurmhe
[ Land Uit 1 {Protected) 115 80 ac. Select | Tract Number
Filter
oK

Transfer Tool

Land units, practices and documents may be transferred to and from other conservation
customer folder(s) before the reconciliation is completed and Case PLUs are locked. Once the
Easement PLUs are locked (reconciled) the transfer tool will only allow practice transfers from
one plan to another plan within the easement folder. Plan transfers are not allowed to and
from easement planning folders due to the complexity of client management.

Toolkit Digitizer

Locked Easement land units can be split or merged (interior edits), no other edits are allowed
while the land unit is locked. If user needs to make any other edits, the reconcile tool must be
used to unlock the Case PLUs. The National Easements Geodatabase (NEG) layer is selectable as
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a source layer for the Import and Replace Tools. An Explode Land Units Tool “" has been
added to the Land Unit Editor Toolbar to explode multi-part (merged) PLUs into separate
polygons.

Create/Manage Plans

One or more plans can be created in an easement folder. Easement land units, within an
easement folder, may be added or removed from one or more conservation plans located in
one or more conservation customer folders. At least one land unit has to be associated to the
Easement ID in order to create a plan within the Easement folder. In cases where the easement
restoration is completed, there is no requirement that practices must be planned or that the
plan must be signed. For easement folders, Cooperating Entity has been added to the selection
list for client association type. Client changes in NEST do not change the clients, decision maker
or client associations to an easement plan. If a land owner sells the easement to a new client,
the new client will be added to the easement folder from NEST, the user can manually update
the plan clients and Decision Maker as needed. The user is allowed to cancel or complete an
easement plan in the Modify Folder/Plan Status dialog.

.
o5 Manage Plan Clients ‘ = 5 &J
Folder Clients Plan Clients
Client Name Decision Maker Client Name Decision Maker Client Type
(| TRAVIS W COLLINS 7 » | TRAVIS W COLLINS 7
Cwner
Add => Operator

Owner/Operator
<< Remove

oK | [ cancel

Reconcile Easement

The Easement Reconciliation Tool ¥®" added to the Toolkit Toolbar allows users with the
appropriate zRoles permissions to review and lock easement land units. The user must have the
Easement Reconciliation role in zRoles to reconcile or to justify why reconciliation was not
completed. The Easement Reconciliation Tool cannot enforce easement rules before there is a
closed date in NEST. The system will alert the user when the land unit calculated acres and
NEST closed acres are not within 2% of each other. Land Units in planned status will be locked
and be displayed as locked once the Enforce Easement Rules checkbox is selected and saved. If
any land units are locked by ProTracts when the reconcile easement tool is used, the
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easement can be reconciled. If the Enforce Easement Rules is later removed, any PLUs locked

by ProTracts will remain locked.

-

-
o5l Easement Reconciliation Tool ﬁ
Easement: 6664245400900 Agreement Status: Completed Closed Date: 311211996 Closed Acres: 1385
Land Unit/Easement Area Check
Easement Acres Land Unit Acres Acreage Difference Percent Difference
b 119.97 119.97 0.07 0.03
Practice Overap Check
Customer Folder Path -lN—Tr?ber Land Unit Eoladc;ice Program
» \WRP—003DD 1 1 657 CTAGENRL
\WRP—D00SDD 1 1 644 CTAGENRL
\WRP—-D0SDD 1 1 655 CTAGENRL
Enforce Rules
Enforce Easement Rules
Notes:
Date Mote Status
3 F21/206 Reconciliation Locked
0K | [ Cancsl

Practice Schedule Tool
When a practice is created outside of the easement folder that overlaps a locked easement
land unit, a warning message is displayed. The message is also displayed when an alternative or
planned status practice outside of the easement folder that overlaps a locked easement land
unit is edited. The available Program Codes for the easement folder are limited to the NEST
program associated to the easement folder and CTA-GEN. When a practice is created, the

default program code is CTA-GEN.
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Advanced Search

Advanced search options have been added to allow the user to search for all folders that have a
cooperating entity association and to search by a specific cooperating entity name. Advanced
search will return results for both SCIMS and NEST clients. The user can search for an easement
by agreement number. Easements that need to be reconciled can be located by selecting the
Easement Not Reviewed checkbox.

T e e
Fill Advanced Search c E
— Search the National Planning Agreements Database for your service area
County:  Hill County, Texas Customer or Business Mame:
Business |D: Tract Number:
—Associated Customer
Customer Name: I [¥ Include Programs, Practices and Dates in Query
— Programs
Code | Program Name - > Code | Program Name
» |ACEP Agricultural Conservation Easement Progra <
| |AWEP Agricultural \Water Enhancement Program
| |BCAP Biomass Crop Assistance Program =
| |CRP Conservation Reserve Program LI
—Practices

Code | Practice Name |£I |

310 Bedding

n Alley Cropping

13 \w/aste Storage Facility =
314 Brush Management ~|

— Planned Date - Highlight Month or Year to Change \With Arrows
Start MonthYear:  End Month/Year: = Start MonthYear | End Month/Year

|07/2016 == Jo7/2006 == <

Code | Practice Name

—Applied Date - Highlight Month or Year to Change With Arrows
Start MonthYear:  End Month/Year: = Start MonthYear | End Month/Year

|07/2016 == Jo7/2006 == <

— Easement
[” Has Cooperating Entity Cooperating Entity Name: I
[~ Essement Not Reviewsd Easement Number: I

—Current Query
County: Hill County, Texas

L 11

GO Clear
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Integrated Erosion Tool (IET)

The Integrated Erosion Tool L] is an ArcMap add-in that allows the user to select a PLU (or
another polygon features within ArcMap) and run the Revised Universal Soil Loss Equation
version 2 (RUSLE2) or Wind Erosion Prediction System (WEPS) within ArcMap.

Integrated Erosion Toolkit O =
File Options Help IETField 1:AcfA1

Crops [ Operations A
Rotation Builder () Cancel ]

Management Name:

Management STIR; 7.8 Load Local
Years in Rotation: 1

Average Snnual STIR: 7.8 [ Stop Editing ]

Add a management

[:1 managements\CMZ 16\b.Mullti-year Rotation Templates\Biomass Harvest\Continuous com grfz

Date T T e i::[lhhd Yidd 1€ Row Direction®
05-05-17 0
05-05-17 | [Planter, =| (@) |Com. grin = 1120 |bu. [0

10-20-17 0
10-21-17 0

Soil / Climate
Slope /Practice
Region / Barriers
Run Simulation
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Task Guide 2 - What’s New in Toolkit 8
What's New?

e Land units are created/managed in the Case PLU layer

e Land units in locked or plan status can be added to practice schedules from the Case PLU or
Active PLU layers

e Land units can participate in multiple practice schedules from multiple customer folders

e Decision makers and clients are associated to each practice schedule within the customer folder

e Land Unit Quick Report tool displays land unit and practice information from Case, Active and
Legacy Land Units

* Land Unit Editor has a new Collapse tool which allows land units that overlap more than 25% to
be consolidated into a single land unit

¢ Land Unit Editor has a new Replace tool which allows the user to replace the land unit boundary
by digitizing a new boundary or importing the boundary from a source layer.

e The Transfer tool allows transfer of land units, practices, land units and practices, plans and
documents between folders. Practices can be transferred to another plan within the same folder
to create a master plan.

Customer Service Toolkit 2004, Toolkit 7
Customer Folder Land Units Conservation Plan

Consplanl {tract 9999)

farmer_brad-— Consplan (tract 9876)

In previous versions of Toolkit, land units and plans (practices) were linked in the same layer called the
planned land units and were normally named consplan, consplani, etc. If a client owned land that was
operated by another client or if a separate plan was needed, in Toolkit 2004, the land would usually be
redrawn (pancaked) in the operator’s customer folder. With changes made in Toolkit 7 to check
topology and eliminate pancaking, the land would have to be put in the operator’s folder in order to
create a plan for the operator which also meant that the land owner could not have a plan for the land
that he owned. Having the land in the operator’s folder, caused problems because operators might
change regularly and the land would not be available to put in the new operator’s folder. Compounding
the problem was the fact that the land could not be moved between customer’s folders.

Additionally, there could be only one plan for a land unit.
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Customer Service Toolkit 8
Customer Folder Land Units Conservation Plan

jones_tom— Consplan owner/operator

Case PLUs
Tract 1234

Owner/Operator

Tract 9959 consplanl owner/operator

smith_joe— Case PLUs

Tract 9876

a——— Operator
oe_john-— Consplan operator

white_bob-—

Consplan owner/operator
Owner/Operator

Consplanl owner

Case PLUs
Tract 6500
Tract 7890

sneed_ralph— Consplan operator ozl

In Toolkit 8, land units will be digitized into a separate layer called the Case PLU layer. Each customer
folder will automatically contain a Case PLU layer which should generally contain all the land that is
owned by the customer. Plans (practice schedules) will be developed by selecting land units from the
customer’s Case PLU’s or other customer’s Case PLU’s (via the Active PLU layer). Multiple plans can be
developed for the same land units, either for one customer or multiple customers.

In the first example above, Tom Jones owns and operates Tracts 1234 and 9999. The land is digitized
into the Case PLU’s and land units are selected to be put into plans, in this case, one for each tract.
However, all the land units could be put into one plan or land could be put into separate plans based on
some criteria such as land use, nutrient management, pest management, or grazing management, etc.
In the second example, Joe Smith owns Tract 9876 but does not operate it. John Doe has a one year
lease and operates the tract. The land is digitized into Joe Smith’s Case PLU’s but the plan is developed
in John Doe’s customer folder. Next year if someone else operates the land, a plan could be developed
in the new operator’s customer folder or the current plan could transferred to the new operator. If a
new plan was developed for the new operator the current plan could be marked completed, cancelled,
or deleted.

In the third example, Bob White owns tracts 6500 and 7890. He operates tract 6500 and has a plan for it.
He also has a plan for the structural practices on Tract 7890 but Ralph Sneed operates the tract and has
a plan for the management practices on the tract. Another example would be that Bob White has a CRP
plan for part of Tract 7890 and Ralph Sneed has a plan to operate the rest of the tract.
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Case PLU’s

The Case PLU layer is automatically included in all customer folders. Land units are no longer added via
the New Toolkit Layer button but by the Editor < putton .

a ToolkitGIS_Template.mxd - ArcMap - ArcEditor PETER HENDERSON Alan_Thomas-Thomas_Alan

File Edit View Bookmarks Insert Selection Geoprocessing Custormize Windows Help
Deda » ™ (R b 1458 v || B @ Target | @0l
RO QI e [FETIn@ BN R Topology |
: Drawing~ K () % [0~ A ~ /< | [0] Al ~10 B I U A~ 2.
Table Of Contents xR
88 A
- & T &
= [ Land Unit Topology :
MArea Errors
Il Must Not Overlap
[=] Te 5
I <all other values>
[1Plan
Ed Locked
[ Legacy
[] Draft
[ Sketch
B
M <zl other values>
[ Plan
] Locked
) Easement
[ Draft
3 Sketch
E ¢ Legacy PLUs
O
=] History PLUs
O
= M AOI
(]
@ [0 Base Layer
=2 0O clu_a_ar009
[
= Tract Boundaries

The Land Unit Editor toolbar has a new Import Land Unit(s) '+ putton to import shapes from a source
layer, such as the CLU or History PLUs layers. Land units can still be manually digitized with the Add Field
= tool.

Land Unit Editor
Editor~ | «> o« || 1@ e g @-m C R V O | Center Pivot Tool

Since land units are not digitized into the Consplan layer it is no longer necessary to select the plan
before digitizing the land units.
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The Select Plan B button is now the Create/Manage Plans button. The user can select existing plans or
create new plans.

Q ToolkitGIS_Template.mxd - ArcMap - ArcEditor PETER HENDERSON Alan_Thomas-Themas_Alan

File Edit View Bookmarks Insert Selection Geoprocessing Customize Windows Help

O BE% | E b - | 1:455 A m Target:l ;IE@[
RAMQ@ e B O %@ 7 B MR ITR g Topology: | = |
Drawing= R () %5 ]~ A - 0] Arial ~10 B I UA-»- 2. % . _

Table Of Contents ax Bx
58 G8 |
BP] oiiiz view|
= Land Unit Topalogy
Area Errors
I Must Not Overlap
(= Case PLUs
M <all other values»
] Plan
A Locked
[ Legacy
[ Draft
[ Sketch
=] Active PLUs
M ~all other values=
=71 Plan
1 Locked
Bl Easement
[ Draft
[ Sketch
= Legacy PLUs
O
= History PLUs
O
= O Adl
O
[0 Base Layer
= O clu_a_ar002
|
=] Tract Boundaries

Select a Plan
@) Select Existing Plan
[T2173 2 8345

EOEE >

() Create New Plan

Plan Information

Flan Type | Conservation

o i S

Contract # |

=
=

Flan Name |C0nsplan

Actions
Add / Remove Plan Land Units

Edit Plan Decision Maker

NP 22HO

ortho_imagery/naip

Task Guide 2 Page |4 September 16, 2016



The Actions links allow the user to add or remove land units to or from plans or edit the plan decision
maker.
Actions
Add / Remove Plan Land Units

Edit Plan Decision Maker

Land units can be selected via the map or by searching the Active PLU and/or Case PLU layers.

Land Units In Plan Select Land Units

--\.Nan_Thcmas-Thcmas_Nan @ Use Map Selection () Search
Search
Query Active PLUs Query Case PLUs
Select | Tract Number ~]
Filter | |[ search |

Edit the decision maker for the plan by placing a check mark in the Decision Maker radio button.

Add Cliert Customer Name Decision Malcer Associated Client
» v PETER HENDERSON Owrer/Oper...
[ ok | | Cancel | |

Note: Available Customers comes from the Associated Customers in the customer folder on the General
tab.
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Quick Report Tool

The Quick Report R tool allows the user to view information about land units. The land units can be
selected via the map or by selecting the Case PLU’s or Plans land units.

The upper window will display the selected land units number, land use, status and acres.
The lower grid will show the customer folder, plan name, plan status, the decision maker and practice
information about the selected land units.

The information can also be exported to an Excel spreadsheet for later use.

Selection Methad
(71 Use Seleeted Festures

) Selzct All Land Units From Case PLUs Layer

-[fiLand Ling 12 Pasture (Plarmed) 20.7 ac.
x [¥]Land Uk 2 Foreat (Planned) 25.9 ac.
=¥ Tract: 2179
[¥]Land Unt 1 Famstead-{Planned) 2 ac.
[#!Land Uit 15 Forest-(Plarned) 7.4 ac.
~[¥Land Un# 2 Pasture:{Planned) 49 ac.
[#Land Uni 3 Pasture:iPlanned) 6.5 ac.

[ Show Legend in Grid

Decis

Wm Pian Name: Plan Stahus " Teact Land Uint “‘dau' PracicsCods  Practios Planned Amt PlansdDats  Applied Amt
» 1217“'836 Active PETER HENDE... | 8345 12 Planned 352 Fence | 1a00 120172015
\Alan_Thomas-T.. [T217988345 | Active PETER WENDE... 8345 8 Planed |38 Prescibed Buring |259 3172076
Vi Thomar T, | T217988845 Active PETERHENDE.. 217 1 Plamed [516 | vestock Poine |100 TS
‘Man_Thomas-T . | T2179 8 3345 Active PETER HENDE .. 2173 15 Plannad 338 Presciibed Buming | 74 312016
\Alan_Thomae-T.. [T217388345 | Active PETER HENDE . 2179 15 Plarned e Firebreak 100 2172076
Won_Thomas T [TZI798 8945 | Actve PETERHENDE.. 2179 2 Farmed 614 Wakerng Facity |1 217205
“Aan_Thomas-T_. (T21794 8345 Active. PETERHENDE . 2179 2 Plannad 561 Heavy Lse frea 01 i 12172m5
\lan_ThomasT_. |T217988345 | Active PETER HENDE.. | 2179 B Planned m Pond 1 12172015
\Aan_ThomasT_. |T217388345  Active PETER HENDE.. 2173 7 Planned 3 Prescibed Buming |23 3172016
< | m | *
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Transfer Tool

The Transfer tool @ allows the user to transfer plans, land units, practices, land units and practices as

well as documents from one customer folder to another. Both customer folders (transfer to and from)
must be checked out from the NPAD to the local computer.

@ Planmxd - ArcMap - ArcEditor

PETER HENDERSON

Alan_Thomas-Thomas_Alan

File Edit View

D& @ ™ 08 b 1455%

2Q

e WM
AR wW

fQ

Bookmarks Inset Selection

Geoprocessing Customize  Windows Help

«s @000/ B

- |2 | BB Target |
MBS 'T'-EEET"POL“B)ﬂ

=~ Y
J@ I

: Drawing= & (=) % O~ A ~ <] 0] Aal

Table Of Contents

Elae8iE

B ] Digitize View|

=N =]
=M#
EM

®0
=20

Task Guide 2

= B Land Unit Topology

Area Errors
I Must Mot Overlap

=5 B CasePLUs

W <all other values>
Z1 Plan

3 Locked

[ Legacy

] Drait

[ Sketch

= B Active PLUs

I <all other values>
1 Plan
[ Locked
[l Easement
[ Draft
[ Sketch
Legacy PLUs
&
History PLUs
=
AQL
e |
Base Layer
clu_a_ar009
=

ox nx

7R
=
&

AT =2 2KO:EE

*10 B I Ul A-H- . -

Transfer Type
@ Plan

©) Land Units
) Practices

©) Land Units and Practices
) Documents

Melect Customer Folder to Transfer to:

-
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Land Unit Editor Replace Tool

The Replace tool on the Land Unit Editor toolbar allows the user to replace a land unit boundary with a
new boundary by digitizing or selecting the boundary from a source layer. The attribute and plan
information for the land unit is retained.

ﬂ Plan.mud - ArcMap - ArcEditor ~ PETER HEMDERSON  Alan_Thomas-Thomas_Alan
File Edit View Bookmarks Insert Selection Geoprocessing Customize Windows Help

DRSO > 6@ b s v 13 EG et | ey
M@l e O mo ZIND S E @EETupulugy: ~ |ig
: Drawing'm'-':." =0~ A - 10 v B I U B i Sy

Table Of Contents Bx Ex
308
o
= Land Unit Topology
Area Emmors
M Must Not Overlap
= Case PLUs
W <:ll other values>
[1Plan
£ Locked
[ Legacy
[ Draft
2 Sketch
= b Active PLUs
M <zl other values>
1 Plan
[ Locked
JEasement
[ Draft
[ Sketch
= Legacy PLUs
O
= History PLUs b ! )
O : @) Digitize New Land Unit
" DéDI : () Copy Land Unit from Layer
[1 Base Layer . Select Source Layer:
= O clu_a_ard09 |
O : .
= # Tract Boundaries .:E | Replace Land Unit |

@ [ ortho_imagery/naip

Task Guide 2 Page |8 September 16, 2016



Land Unit Editor Collapse Tool
The Land Unit Editor Collapse tool allows the user to merge land units when they overlap by more than
25%. This tool will be useful to clean up old Legacy or Draft land units that still have planned practices by

merging them with current land units.

n Plan.mxd - ArcMap - ArcEditor ~ PETER HENDERSOMN  Alan_Thomas-Thomas_Alan

File Edit View Bockmarks Inset GSelection Geoprocessing Customize Windows Help
DRMS o> 5@ b-|145% 32 B G et ] ==l
BQEAQEQIes - TxO 7B 2 MBS TR Topolog | -|&
iDrawing'E":)ﬂ O~ A~ [0 Al ~ 10 vﬂjy_i-@‘vﬁv'v.
Table Of Contents 1x Bx -
EEELEE
=] oigizc view R
= & Land Unit Topology
Area Errors
M Must Not Overlap
= @ CasePLUs
M < :ll other values>
|| Plan
] Locked
[ Legacy
] Draft
[ Sketch
= b Active PLUs
M <zl other values>
1 Plan
=] Locked
) Easement
[] Draft
[£3 Sketch
= Legacy PLUs
=l
= [ History PLUs
O
= O ACl

Select the |and unit to keep: Select the land unit(s) to delete:

Tract: 9831, Land Urit: 10 (Legacy Tract: 5831, Land Unit: 10 (Legacy)
ERTIRNT ot 5531, Land Ut 2 (Planned)

GQuick Repart
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The following is an example of the use of the collapse tool. The customer folder has several plans, in this
case there are two land units on the same land that overlap. One is Legacy status and one is Planned
status, they both have practices. Some of the Legacy Land Unit’s practices are planned and some are

applied.

L

File Edit View Bookmarks Insert Selection
D& 2 - 5B b 1366
CYCIE- THFHE

Drawing~ K (=) #2 [~ A ~
Tx 4x

Table Of Contents

&8¢ 8 3

= 7 Digitize View
=] Land Unit Tepelegy
Area Errors
[ Must Not Overlap
= Case PLUs
M <all other values>
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3 Locked
O Legacy
[ Draft
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= O Active PLUs
M <all other values>
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Customize Windows
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Active DON CAMPBELL | 9831 10 Legacy 327 Cf
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After the collapse, all of the planned practices are moved to Land Unit 2. Land Unit 10 and any applied
practices are moved to the History layer.

&

File Edit View Bookmarks Insert Selection Geoprocessing Customize Windows Help

DEWM& o cBB &-um Bl BB
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Practice Schedule

A practice status has been added to the practice scheduler, so that the user can choose to see only
practices with a certain status (All, Alternative, Planned, Cancelled, Applied).

Hide Applied Practices [~  Practice Staius Im -
Schedule |
Customer Folder |Tra(:1 Numberl Land Unitl Practice | Narrativel PIannﬂdAl Units ‘ Month | fear ‘Applied Amount |App|ied Date ‘ Program |Cur|1.ra[:l Ne. | Priority | Practice =
1697 1 3z 0ONa 24 ac 10 2004 24 06/30/2004 CRP n'a Applied
1697 1 3z 00N1 8 ac 09 2007 CRP n'a Planned
1697 1 472 whip 24 ac 10 2004 24 08172010 CTA-GENRL nia Applied
1697 1 530 0ONa 24 ac 10 2004 CTA-GENRL nfa Planned
1697 1 585 gena 24 ac 10 2004 CTA-GENRL nfa Planned
1697 1 B47 0ONa 24 ac 10 2004 CRP nia Planned
1697 2 3277 0ONa 275 ac 10 2004 275 06/30/2004 CRP n's Applied
1697 2 327 D0OM1 9.1 ac ] 2007 CRP n'a Planned ¥
| 3
Copy to Cell Below | Save Plan Wizard... | Contract Wizard... |
Showing only Planned Practices:
Hide Applied Practices [~ Practice Stalus -
Schedule |
Customer Folder Tract Number‘ Land Umt| Practme| Narratve| PIananA‘ Units | Month ‘Year ‘ Applied Amount |App||ed Date | Program |Cnn1.rac‘t No. ‘ Priority | Pracﬁoeﬂ
1697 1 27 QOONt B ac 09 2007 CRP nla Planned
1697 1 580 00Na 24 ac 10 2004 CTA-GENRL nla Planned
1697 1 585 gena 24 ac 10 2004 CTA-GENRL nla Planned
1697 1 B47 00Na 24 ac 10 2004 CRP nla Planned
1697 2 327 QOONT 81 ac 09 2007 CRP nla Planned
1697 2 472 whip 275 ac 10 2004 CRP nia Planned
1697 2 530 00N a 275 ac 10 2004 CTA-GENRL n/a Planned
1697 2 535 gena 275 ac 10 2004 CTA-GENRL nia | F'Iannidl;l
»
Copy to Cell Below | Save Plan \wizard... | Contract Wizard.. |
Changing Practice Status
Hide Applied Practices |  Practice Stalus Iﬁa'l'ed -
Schedule |
r Folder Tract Number| Land Unit| Pracmne| Narrative| PIannedA| Units ‘ Month |Year |App|ied Amount |App|\ed Date | Program |Cnntrac1 No. | Priority | Practice Status Iﬂ
697 1 327 folo]Vh B ac 09 2007 CRP nla | Planned ;I
697 1 550 0Na 24 ac 10 2004 CTA-GENRL nia
697 1 595 gena 24 ac 10 2004 CTA-GENRL nia Cancelled
637 1 847 00Na 24 ac 10 2004 CRP nia Planned
637 2 327 Q0N1 81 ac 09 2007 CRP nia Planned
637 2 472 whip 275 ac 10 2004 CRP nia Planned
637 2 590 00Na 375 ac 10 2004 CTA-GENRL nia Planned
657 2 535 gena 275 ac 10 2004 CTA-GENRL nia Planned | l;l
»
Copy to Cell Below Save Plan \wizard... Contract Wizard... |
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Task Guide 3 - Getting Started

Customer Service Toolkit (CST or Toolkit) is the official conservation planning tool used by the Natural
Resources Conservation Service and Conservation Districts. Toolkit is used for conservation planning and
design, layout, and evaluation of approved conservation practices. It is also used to capture practice and
plan-based agency reporting measures.

Toolkit 9 was developed to be used with ArcGIS 10.3 Service Pack 0. It can utilize Microsoft Access and
Excel to create products to deliver to clients. Planning data is saved in the National Planning and
Agreements Database (NPAD).

Overview of Toolkit Design
Tabular and Spatial Data

Toolkit checks in and out tabular and spatial data related to the customer folder, client, assistance
notes, plan, Toolkit contract items, land units and practices into NPAD which is then available to be used
by other applications.

Customer Files

Toolkit checks in and out customer files from a local server that stores client’s documents, maps, photos,
geospatial information, determinations, practices design and certifications as well as any other data
associated to the customer folder.

Toolkit Diagram
Information Needed Geospatial Data
DMS Payment Rate List (Cost List)
CMT-CSP

CPS — Practice Standards
zRoles — Permissions
NEST — Easements

Toolkit

Access
Client

Gateway Excel

Software Toolkit Uses

Applications that use/share
Toolkit data in NPAD

Where Customer Folder
Components Reside
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Information Needed

1. Geospatial Data is used in ArcGIS for many planning purposes. Geospatial data is stored locally
in the F:\geodata folders or can be found on the web.

2. Payment Rate Lists (Costs lists) are spreadsheets that are used in the contract wizard for the
purposes of creating contract items in a schedule of operations. Data for payment rate lists are
stored in the Field Office Technical Guide, Section I.

3. Service Center Information Management System (SCIMS) — Customer information from SCIMS
is exported directly into the Toolkit General tab when creating a new customer folder or adding
a new Associated Customer to an existing customer folder.

4. Conservation Management Tool (CMT) — Before creating a Conservation Stewardship Program
(CSP) plan in Toolkit, Toolkit confirms that the CSP contract number is in CMT and that no other
CSP plan has been created using the same CSP contract number. All new enhancements and
practices used in CMT must be in the practice schedule before the plan can be approved and
printed.

5. Conservation Practice Standards (CPS) — Practices and practice narratives are downloaded from
the CPS database into the Toolkit Domain Data. The Preferences practice tab is used to manage
which practices show up for use in ArcMap and the practice schedule.

6. zRoles Permissions — zRoles is an application that is used to set permissions controlling which
counties that the Users will be able to check out in Toolkit. Permissions to view and modify
specific customer data are based on the user’s role in the planning process. Users are only able
to check out folders in the counties they have been granted permissions for.

7. Office Information Profile (OIP) — Service Center information is managed by each state OIP data
steward in the OIP database. Each Service Center is associated to one or more counties that are
available for planners to select and associate a customer folder to. Toolkit displays the term
Servicing Office for the Service Center name from OIP.

8. National Easements Staging Tool (NEST) — For easement folders, Toolkit reads the easement
agreement number, program, agreement status and client information from NEST. Associated
clients, cooperating entities, and decision makers for easement folders are defaulted from NEST.
These are read-only in Toolkit and any changes must be made in NEST.

Software Toolkit Uses

1. ArcGIS 10.3 SPO is used to create/edit/attribute geospatial data such as land units, practices,
resource inventory and build your own layers. It is also used to run soils reports, soils maps,
conservation plan maps as well as many other types of analysis needed for planning and practice
design and implementation.

2. Microsoft Access is used to manage tabular data associated to plans such as client information,
practice schedule (plan wizard/contract wizard), plan approval and conservation plan notes. It is
also used to customize preferences, modify customer folder/plan status, rename customer
folders/plans and release folder locks.

3. Microsoft Excel is used to generate and store conservation plan spreadsheets and contract
spreadsheets (CPA-1155).

Where Customer Folders Components Reside

1. National Planning and Agreements Database (NPAD) — The National Planning and Agreements
Database (NPAD) is a new foundational hub for NRCS data that allows information to be shared
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across many electronic systems and tools. The central concept is that conservation takes place
on the land. Therefore, the data related to conservation should be organized around that place
on the ground. Resource inventory, assessment of resource concerns, development of
conservation plans, contracting of practices, and reporting of progress are activities that relate
to the ground over time. Clients associated with the land, and the usage of land, will change
over time, but the location of that land gives a means to correlate data. It provides a continuum
in assessing the needs of the land and the conservation undertaken.

2. Local Field Office Servers — Where customer folders files and spatial data such as resource
inventories and other customer specific spatial data are stored.

Applications that Use/Share Toolkit data in NPAD

1. ProTracts — Practices and land units are linked to ProTracts once a contract application is
uploaded to ProTracts.

2. Client Gateway — Producers are able to view and request assistance on practices and land units
in their conservation plans.

3. Integrated Data for Enterprise Analysis (IDEA) — Reports are generated from practices planned
and applied.

4. Performance Results System (PRS) — Progress is reported from plans and practices entered in
Toolkit.

5. Document Management System (DMS) — Documents manually uploaded to DMS by planners,
or by clients through Conservation Client Gateway (CCG) are associated with NPAD folders at
the plan and practice level. These docs are viewable through CCG or DMS based on the user’s
zRoles; They are not viewable though Toolkit since DMS is not linked to Toolkit.
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Task Guide 4 - Setting Preferences

Contents:
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(01 To) (ol I e I  « TSP P PP PP SO PPRPPTOT 8
Custom County Data Management Tab.........oo e e e e et e e e e e e e e nrraeees 9

Preferences must be set up prior to using Toolkit for the first time and after a new version of Toolkit is
installed. These instructions describe what preferences can be set and updated as needed.

1. Open Toolkit by selecting Start > All Programs > Customer Service Toolkit > Toolkit or by selecting

the Toolkit @ shortcut.

2. Inthe Customer Service Toolkit dialog, click the Start Preferences application & button

Customner Service Toolkit
File Tools Reports Help

ORCE

3. Follow the specific link for directions to update preferences.

Toolkit Preferences Tab Explanation

Field Office Set the default Field Office for entering Field Office information
needed in the Plan Map/Plan/Contract Wizard. Requires User
Authentication

Conservation District Set the default Conservation District information that is needed in the
Plan/Contract Wizard. Requires User Authentication

Practice Narratives Set the Practice Narratives to be used in your county(ies).

GIS Tools Select the default map projection for ArcMap, refresh map template.

Choice Lists Set the NRCS land use codes and programs.

Custom County Data Set the default county(ies) available to for use in Toolkit for the

Management search dialog on the Check In/Out Tab. Sets the default state and

county for the Plan Map. Requires User Authentication

4. Before exiting Preferences, save all data by selecting Preferences > Save All.

J’ Toolkit Preferences

Save all [} | Pr
Edit Protracts Url
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Field Office Tab

The Field Office tab is used to enter Field Office information needed in the Plan Map, Plan Wizard and

Contract Wizard.

NOTE: If the Field Office information is incorrect, it cannot be updated in Toolkit. To update the
Field Office information, contact your local Toolkit support person so they can make the necessary
updates to the Office Information Profile (OIP) database. All offices associated to the county(ies)
selected in the custom county data management tab should be available to select.

Initial Use of Toolkit

If this is the first time in using Toolkit, you must update field office information to download the list of

offices you have permissions for.

1. Click the Field Office tab.

2. Click the Update FO Info button.

NOTE: If you do not see the “Update FO Info” button at the bottom, then resize the popup window.
The button may not show unless the computer’s monitor display is set to Smaller - 100%. Often
computers are set up using Medium - 125% (default) which may cause some mismatch of buttons,

objects and text elements.

a" Toolkit Preferences

||:r||§|ﬂh1

Preferenc

Field Office’ ation District | Practice Namatives | GIS Tools | Choice Lists

Custom County Data Management |

|-- Please update field office information —

J ™ Default Office

Designated Conservationist: ‘

Title:

Telephone

Update FO Inf\g |

SHANDY BITTLE | AUTHENTICATED

3. Inthe Toolkit Warning dialog, answer Yes to “Your field office preferences will be overwritten with

new data. Do you wish to continue?”
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If you are not eAuthenticated, you will next be directed to a USDA eAuthentication Login.

Toolkit Waming

Your field office preferences will be overwritten with new data. Do you
wish to continue?

ez MNo Cancel

Setting /Updating Field Office Preferences after Initial Use Steps

1.

Click the Field Office tab.

Choose the primary Field Office from the Field Office drop-down list.

Check the Default Office checkbox.

Update/Change the Designated Conservationist, if necessary, by typing the correct name.

Click the Save button.

erences  Help

~
i Toolkit Preferences E@g

ield Office ] Conservation District ] Practice Namatives | GIS Tools | Choice Lists I Custom County Data Management I

Field Office Information

Field Office: |L|NCOLN SERVICE CENTER 'i [~ Default :-ﬁ'ucg

Designated Conservationist: |Dennis Schroeder

Title: District Conservationist

Address: 8000 SOUTH 15TH, STED

Address

City: LINCOLN
State: NE Zip Code 68512
Telephone (402)423-9633 Fax (855)735-1586

Update FO Info Savee Cancel

SHANDY BITTLE !AUTHENTICJ\TED A
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6. The Toolkit Information message will display Field Office preferences have been saved. Click OK on

the Toolkit Information dialog.

Toolkit Information

:I Field Office preference changes have been saved.

=3

Conservation District Tab

The Conservation District tab is used to set the default Conservation District information that is needed
in the Plan Map, Plan Wizard and Contract Wizard. If the Conservation District information is incorrect

you can update it directly in Toolkit.

Initial Use of Toolkit

If this is the first time using Toolkit, you must update the conservation district information to download
the list of conservation districts that you have permissions for.

1. Click the Conservation District tab.

2. Click the Update CD Info button.

r S
S Toolkit Preferences @M
Preferences Help
Field Office ~ Conservation Distri ctice Namatives | GIS Tools | Choice Lists | Custom Courty Data Management |
’ District Informatio
ation District |— Select a district - j I™ Default District
Address |
Address: |
city: |
State Zip Code; I
Telephaone
Fax
Update CD Info g
SHANDY BITTLE  |Not authenticated |
|
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3. Inthe Toolkit Warning dialog, answer Yes to “Your conservation district preferences will be
overwritten with new data. Do you wish to continue?”

If you are not eAuthenticated, you will next be directed to a USDA eAuthentication Login.

Toolkit Warning

= Your conservation district preferences will be overwritten with new
i lé. data. Do you wish to continue?

Yes Mo Cancel

Setting /Updating Field Office Preferences after Initial Use Steps

1. Click the Conservation District tab.
2. From the Conservation District drop-down list, choose the primary conservation district
3. Check the Default District checkbox.

4. Click the Save button.

F h
a" Toolkit Preferences =Hre

| Preferences | Help

Field Office Conservation Diﬁﬁgmdice Namatives I GIS Tools I Choice Lists I Custom County Data Management I

QNS ator strict Infarmation 2
AT NGl (L OVWER PLATTE SOUTH NATURAL RESOURCES [ v Default Eiatri:te

Address: |PO BOX 83581

Address: ]

City: [LINCOLN

State: ]NE— Zip Code: 52501-3581
Telephone W

Fax ]W

Update CD Info | Save 9 Cancel

SHANDY BITTLE |AUTHENTICATED .
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5. The Toolkit Information message will display “Conservation District preferences have been saved”.
Click OK on the Toolkit Information dialog.

[tookitiformaton =

@ Conservation District preference changes have been saved.

Practice Narratives Tab
The Practice Narratives tab is used to shorten the list of practices available for your planning needs. All
practices are checked on by default when opening the first time. To customize the practices narratives

manually, check and uncheck the practices or use the Select All or Unselect All buttons. When a practice
is selected the practice narrative(s) are displayed.

1. Click the Practice Narratives tab.
2. Click the UnSelect All button.

3. Select the checkbox(s) to select the practices you need. Each practice will display the practice
narratives in the right-hand window.

4. Once all the Conservation Practices are selected, click the Save button.

- T —— )

& Toolkit Peterences e &
FeldOffice  Conservation Distict | Practice Namatives Tools | Choicelists | Custom Courty Data Managemert |

Conservation Practices 1 Practice Narratives
| Cod ¢ | Name A | Code ¢ | Narrative
r v | 00N A site specific conservation plan developed for an

|V 103 Ci hensive Nutrient M Plan -
| ¥ 104 MNutrient Management Plan - \tritten
106 Forest Management Plan - Written
108 Feed Management Flan - Written
110 Grazing Management Plan - Written
m Grazing Management Plan - Applied
12 Prescribed Burning Plan - \Written
114 Integrated Pest Managemant Plan - \Writien
118 Irrigation \Water Management Plan - Written
122 Agricultural Energy Management Fian, Heada
124 Agricultural Energy Management Flan Lands
126 G ive Air Quality Plan
128 Agricultural Energy Management Plan - Writte
130 Dirainage \*/ater Management Plan - Wiritten

7 134 C FPlan ing Transition from
r. Qinewwtinn Dirmanie Teanait L2
Select Al | UnSelect

Job Shest Location

[Ptp 7 Avour job sheet location here Browse

oLl_c-::_l

AUIAIAIIAA0AT

q
3

[SHANDY BITTLE |AUTHENTICATED
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5. The Toolkit Information message will display “Practices Narratives preferences have been saved”.
Click OK on the Toolkit Information dialog.

Toolkit Information @

GIS Tools Tab

The GIS Tools tab is used to setup the default map projection for the county(ies) you will be working in.
The Update Map Template option allows the user to update their Normal.mxt file. This will refresh the
map template and remove any customizations saved in the current template and should only be
checked if the map template has become corrupt.

1. Click the GIS Tools tab.
2. Inthe Default Map Projection section, set the projection to your specific county(ies).

3. Click the Save Button.

-

a" Toolkit Preferences | = || =] || 3 |
Preferences  Help
Field Office | Conservation District | Practice Namatives GIS Tools Choice Lists Custom County Data Management ]

Ipdate Map Template
I Update Map Template

The Update Map Template check box should only be checked if
wou think your map template has become corrupt and will
overwrite any changes that have been made to your existing map
template.

Diefault Map Projection
NAD 1383 UTM Zone 14N g -
e Save | Cancel |

SHANDY BITTLE |AUTHENTICATED
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4. The Toolkit Information message will display the GIS Tools preferences have been saved. Click OK.

Toolkit Information

:I GIS Tooels preference changes have been saved.

=

Choice Lists Tab

The Choice Lists tab is used to set up the NRCS
all NRCS Land Uses and Programs are selected.

1. Click the Choice List tab.

Land Use and Programs you will use in Toolkit. By default,

To update NRCS Land Uses, unselect any NRCS Land Uses you do not use. This sets up the choice list

available in the in the Land Unit Attribute Tool.

Click the Save button.

The Toolkit Information message will display “Choice Lists NrcsLandUselList preference changes have

been saved”. Click OK.

-

a" Toolkit Preferences | = || =] || 3 |
Preferences  Help
Field Office | Conservation District | Practice Namatives | GIS Tools Choice Lists stom County Data Management |
RCS Land Use Programs
Cod Name o Code Name =
» v AL Associated Ag Land » v ACEP Agricultural Conservation Easement Prog
¥ CR Crop ¥ AwWEP Agricultural \Water Enhancement Program
¥ FO Forest 6 ¥ BCAP Eiomass Crop Assistance Program
v HQ Farmstead v CRP Conservation Reserve Program
¥ K Undetermined ¥ Csp Conservation Security Program
¥ OR Other Rural Land [¥ CStwP Conservation Stewardship Program
¥ Pa Pasture [+ CTA-GENRL Conservation Technical Assistance - Ge
¥ PR Protected ¥ ECP Emergency Conservation Program
¥ Ra Range J v EQIP Envirenmental Quality Incentive Program
s 1o Dicn ol s [+ EQIP-GSWC EGQIP- Ground and Surface Water Conse
Select Al | UnSelect Al Save Cancel | [V EQIP-KLAMA  EQIP - Klamath Basin
[¥ Ewp Emergency \Watershed Protection
[V EWPDISAST EWP MAJOR DISASTERS
[¥ EwP-15 Emergency \Watershed Protection - 15
[¥ EwP-OPS Emergency \Watershed Protection - Oper—
S ennet (e
S i o ¥ FIP Forestry Incentive Program
¥ GRP Grassland Reserve Program
0 Cheoice Lists NresLandUselist preference changes have been saved. v Hthy Forst Rsv Healthy Forests Resgr'.fe Program
¥ RCD Resource Conservation & Development
[¥ RCPP Regional Conservation Partnership Progi
4 [¥ RCPP-CSP Regional Conservation Partnership Prog:
n [ RCPP-EQIF  Regional Conservation Partnership Progi &
3
SelectAl | UnselectAl | save Cancel |
SHANDY BITTLE |AUTHENTICATED
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5. To update the Programs, unselect any Programs you do not use. Or, use the “UnSelect All” button
and then check/select the Programs that you do want to use. This sets up choice lists used in the
Programs column on the Practice Schedule.

6. Select the Save button.

7. The Toolkit Information dialog will display “Choice List ProgramsList preference changes have been
saved”. Click OK.

Toolkit Information @

Iol Cheice Lists PregramsList preference changes have been saved.

Custom County Data Management Tab

The Custom County Data Management tab is used to set up county(ies) you will use in Toolkit. If you
have permissions to multiple states/counties, they will be available from the permissible Counties pick
list. The more counties you select the longer it will take to download customer folders. It is
recommended that you select only the county(ies) you will use on a regular basis.

1. Click on the Custom County Management tab.

2. Click the State dropdown list and select a state.

3. Click one or more counties.

4. Select the Update/Save button.
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4+ Toolkit Preferences
Preferences

Field Cffice | Conservation District | Practice Namatives | GIS Tools ] Choice Lists

er

Filter by state

9 Nebraska MRS

9 Update/Save

ssable Counties

Custom County Data Managemento

©

CountyName

e e e {1

Cancel

Adams County, Nebra
Antelope County, Neb
Arthur County, Nebras
Banner County, Nebra
Elaine County, Mebras
Econe County, Mebras
Box Butte County, Ne
Boyd County, Mebrask
Erown County, Mebras
EBuffalo County, Mebra
Burt County, Mebraska
Butler County, Mebras
Cass County, Nebrask
Cedar County, Mebras

Chase County, Nebras
Charnr Ceunhr Mahes

StateName
Mebraska
Nebraska
Mebraska
Mebraska
Mebraska
Mebraska
Mebraska
Mebraska
Mebraska
Mebraska
Mebraska
Mebraska
Mebraska
Mebraska

Mebraska
Mahraola

SHANDY BITTLE |AUTHENTICATED

(oo sl

5. The Toolkit Information message will display the “Custom County Data Management preference

changes have been saved”. Click OK.

Toolkit Information

! saved.

[l

5 1 Custom County Data Management preference changes have been

6. Repeat steps 2-5 if you need to add permissions for multiple states.
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Task Guide 5 - Managing Customer Data
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Toolkit uses the customer folder to organize client’s land, conservation plans and documentation.
Clients may have one or more customer folders in each county and may have customer folders in
multiple counties and states. Customer Folder Tabs (Check In/Out Tab and Folders Tabs) allow for
managing the customer folder between NPAD, the local service center server and Toolkit Users
computer. Once a customer folder is checked out, the Toolkit Users can begin working with the
customer folder to manage customer specific data, i.e. associated customers/decision makers,
assistance notes, practice schedules, writing plan and contracts, creating maps and setting plan approval
dates.

Customer Folder Tabs
Check In/Out Tab

The Check In/Out tab allows planners to check in/out customer folders from the National Planning
Agreements Database (NPAD).

Customer Service Toolkit - Training 9.0.18.3 E=HECR x5

File Tools Reports Help

& 11
Fnlders |

Search the National Planning Agreements Database for your service area
Gounty: [Hill County, Texas ~| Cust Bus Mame Clsar | GO
BusID Tract Number: Adv Search
National Planning Agreemenis Database My Checked Out Folders
Hill County, Texas Check Out >
Status | Owner Servicing Office Last Check In| Customer Name | Custome | Status | Owner Servicing Office Last Check In| County Customer I

free HILLSBORO SERVICE CENTER  /23/2016 . wite TERESAHA COLUSA SERVICE CENTER 3/6/2016 Colusa County, Ca
free HILLSBORO SERVICE CENTER  9/3/2010 L aChechy wite TERESAHA HILLSBORO SERVICE CENTER  8/16/2016  Hill County. Texas,
free HILLSBORO SERVICE CENTER 911512015 wite TERESAHA HILLSEORO SERVICE CENTER 6202016 Hill County, Texas,
free HILLSBORO SERVICE CENTER  7/11/2008 << Check In All » wite TERESAHA HILLSEORO SERVICE CENTER 91212016 Hill County, Texas,
fres HILLSBORO SERVICE CENTER  4/15/2008
free HILLSBORO SERVICE CENTER  10/1272011 Clear Resuits
free HILLSBORO SERVICE CENTER  7/7/2005
free HILLSBORO SERVICE CENTER  B/11/2016
free HILLSBORO SERVICE CENTER ~ 9/29/2005 Check Out w/o File ->
free HILLSBORO SERVICE CENTER 121172014
free HILLSBORO SERVICE CENTER 81072018
free HILLSEORO SERVICE CENTER 62072016
free HILLSBORO SERVICE CENTER  7/7/2005
free HILLSBORO SERVICE CENTER ~ 3/3/2016
free HILLSBORO SERVICE CENTER 21172011
free HILLSBORO SERVICE CENTER ~ 812/2013
free HILLSBORO SERVICE CENTER ~ 5/4/2016
fres HILLSBORO SERVICE CENTER 4172016
free HILLSBORO SERVICE CENTER ~ 4/3/2014
free HILLSBORO SERVICE CENTER  B/24/2016
free HILLSBORO SERVICE CENTER  5/23/2005 -

| mE . 2l

921 records returned

TERESA HARRINGTON | AUTHENTICATED
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Searching NPAD

A planner can search for specific customer folders by state and county. If multiple counties are available
in Preferences, they will show up in the county dropdown list. A county must be selected before
additional criteria can be searched. If the default county checkbox is set on the Field Office Tab in
Preferences, than that county will the initial county name populated in the dropdown list.

Customer Service Toolkit - Training 9.0.18.3
File Tools Reports Help

& [
Check In/Out ] Folders |

Jedrcn the Natonal Flanning Agreements Uatabase 1or your senvice area

County: |Hi|| County, Texas j Cust- Bus Name: | Clear GO
Bus ID: | Tract Mumber: Adv Search

Search Options and Descriptions:

County County where the servicing office is physically located for a customer. The
choice list is limited by toolkit permissions and your counties selected in
Toolkit Preferences.

Cust-Bus Name Customer or business name. To search for a customer or producer, enter all or
part of a name. For example, entering “Robert” will return a list of all folders in
the selected county that contain “Robert” in either the Customer or Business
Name or in the Customer Folder Name. This will also return any/all folders
where “Robert” is part of the name of the Decision Maker or Associated
Customer (helpful for finding folders that need to be updated for Conservation
Client Gateway (CCG)).

Bus ID Business Identifier. When performing a search on Bus ID, enter all or part of
the Business ID. For example, a search containing “CSP” will return all
customer folders for that county whose Business ID contains “CSP”.

Tract Number Tract number of the Planned Land Unit to be searched. Searching by Tract
Number will return any and all folders where that specified PLU tract number
is present in the NPAD database (the Case PLUs layer).

Clear Clear the search criteria.
Go Begin a search.
Advanced Search Query customer files based on program, practices, planned dates and/or

applied dates. Options for easement folders include search by coorperating
entity, easement number, easements not reviewed. A query can be based on
one or more of these criteria.
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Advanced Search

Advanced Search allows the user to search for Customer Folders based on one or more criteria. This is
also a how you could find folders that contain a specific scheduled practice; helpful during CSP renewals
to find impacted clients. To start the search, select the appropriate county and click the Adv Search
button.

File Tools Reports Help

& [

Check In/Out | Folders |

Search the Mational Planning Agreements Database for your service area
County: IHiII County, Texas j Cust- Bus Name: I Clear

Bus ID: I Tract Number: I Adv Search

The Advanced Search dialog opens.

—Search the National Planning Agr [Diatat for your service area
County:  Hill County, Texas Customer or Business Name:
Business |D: Tract Number:
— ated O
Customer Name: I ¥ Include Programs, Practices and Dates in Query
Code | Program Name - > Code | Program Name
| b |ACEP Agricultural Conservation Easement Progra P
| |AWEP Agricultural \Water Ent Program
| |BCAP Eiomass Crop Assistance Program =
| |CRP Conservation Reserve Program LI
Code | Practice Name |£I >
|» |310 Bedding <
| 3N Alley Cropping —
K] \aste Storage Facility =
| |34 Brush Management ~|
—Planned Date - Highlight Month or Year to Change With Arrows
Start Month/Year: End Month/Year: &
|0g/2m8 —= |0g/2m8 —= <
—Applied Date - Highlight Month or Year to Change With Arrows
Start Month/Year: End Month/Year: &
|0g/2m8 —= |0g/2m8 —= <
™ Has Cooperating Entity Cooperating Entity Name: I
[ Easement Not Reviewed Easement Number: I
—Current Query
County: Hill County, Texas o
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Advanced Search Field Name Descriptions:

Customer decision maker or associated client. If you enter a name and you want to use

Query”.

Associated Search for an Associated Customer that is saved within a customer folder, either as

additional criteria, check the box beside “Include Programs, Practices and Dates in

Programs The Programs list is based on the “Choice Lists” settings in Toolkit Preferences.
Select a function key to search or remove a program.

> | Search on one or more programs by selecting the program.

< | Remove program(s) from the search criteria.

« | Remove all programs from the search criteria.

Practices Select one or more practices to include in the query by selecting the practice and
then click on the appropriate function key.

> | Search on one or more practices by selecting the program.

< | Remove practice(s) from the search criteria.

< | Remove all practices from the search criteria.

Planned Date Search on a Planned Practice Date or Date Range. Only one date range can be
searched at a time.

Applied Date Search on an Applied Practice Date or Date Range. Only one date range can be
searched at a time.
Easement Has Cooperating Check this box to search for easement folders that have a
Options Entity cooperating entity.
Easement Not Check this box to search for easement folders where the
Reviewed easement has not been marked as Reviewed.
Cooperating Entity | Enter a name or part of a name to search for a specific
Name cooperating entity.
Easement Number | Enter an easement number or part of the number to search by
the Easement ID.

Current Query | Displays the selected query.

GO Button that executes the current query. A list of folders that match the criteria is
returned in the Seach Results.

Clear Clear current search criteria.

Cancel Close the Advanced Search dialog without running a query of NPAD.

National Planning and Agreements Database

A customer folder must be checked out of the National Planning and Agreements Database (NPAD) in

order to be used in Toolkit.

National Planning Agreements Database

Hill County, Texas
Status | Owner Servicing Office Last Check In| Customer Mame Custom-j
free HILLSBORO SERVICE CEMTER  &/25/2016 O C BRUNSON \Brunsor
free HILLSBORO SERVICE CENTER  9/&72010
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NPAD Field Descriptions:

Status Shows the current status of a customer folder. Possible statuses are:
@ Locked by another Toolkit user. If you try to check out a file in this
status it will check out as read-only.
@ Pt Locked by ProTracts.
@ Locked by YOU.
<blank> | File is free for checkout.
Owner User that has the file checked out. Free indicates the file is available for check out.

Servicing Office | Service Center office that the Customer Folder is administered by. If this shows up

as “Unknown” you do not have the servicing office county checked on your
Custom County Data Management Tab in Preferences.

Last Check In

Date the folder was last checked into NPAD.

Customer Name | Customer Name/Decision Maker for the customer folder.

Customer File

Customer Folder Name. his is comprised of the Customer/Business name and the
Identifier that was entered at the time of folder creation. The Customer/Business
name could be different than the current customer name.

Once a search is complete, a list of customer folders is displayed.

Check In/Out Buttons

After a customer folder is selected, the planner selects the specific button to complete the check in/out

process:

Check In/Out Button Descriptions:

Checl: Out -=

Check out customer file(s) from NPAD and the Field Office server. More than one folder
can be checked out at a time.

i

< Check In

Check selected file(s) back into NPAD and Field Office server.

<¢- Check In Al

Check in all customer folders that are in “write” status.

Clear Results

Clears the query results from the NPAD window.

Check Out w/a
File -»

il

Checks out a customer folder from NPAD only (database files only). It will not check out
files from the Field Office server. A blank Toolkit ArcGIS template is included in the
check out to open ArcMap and access the ArcMap Toolkit Toolbar. At folder check in,
the map document or any other files saved in the folder will not be saved to the Field
Office server.

Cancel

Cancel a check in or check out that is in progress. This button is only active during an
active check in/out.
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My Checked Out Folders

My Checked Out Folders

Status | Owner Servicing Office Last Check In| County Customer h
vt COLUSA SERVICE CENTER Ser20n6 Colusa County, Ca

After a customer folder is checked out, the customer is displayed and available for use in Toolkit and
ArcMap.

My Checked Out Folders Field Name Descriptions:
Status The current status of a checked out customer folder; The folder may be in read,
read-only or in write status.
wite | Active folder in write status, you have the NPAD lock. A folder must be
in “write” status to make any changes, and to be able to check the
folder back into NPAD.
e Read-only, folder lock was released. **

# read | Read-only, file was locked by another user when checked out. **

Owner User that has the file checked out. If you have a read only folder that another user
had checked out (W read ) this column will show that users’ name.

Servicing Office | Service Center office that the Customer Folder is administered by. If this shows up
as “Unknown” you do not have the servicing office county checked on the Custom
County Data Management Tab in Preferences.

Last Check In Date the folder was last checked in. A read-only status folder will display the date
the folder was checked out as read-only or the date the folder lock was released.
County County, state, and state abbreviation that the folder is checked out from i.e. This is

helpful when you have permissions to multiple counties or states.

Customer Name | Customer Name/Decision Maker for the customer folder.

Customer File Customer Folder Name. This is comprised of the Customer/Business name and the
Identifier that was entered at the time of folder creation. The Customer/Business
name could be different than the current customer name.

** Note: Read-only folders cannot be checked back in. To remove a read-only folder from this window,
use the Delete read-only folder from hard drive button Xl located on the Folders Tab.

Tutorial: Check out a Customer Folder

1. Start Toolkit by clicking on the Toolkit shortcut on your desktop or clicking Start > All Programs >
Customer Service Toolkit > Toolkit.
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2. Onthe Check In/Out tab, select the County from the dropdown list. Enter any other search criteria
(optional) and click the Go button.

Customer Service Toolkit - Training 9.0.18.3
File Tools Reports Help

& 0

Check In/Out | Folders |
Search the Mational Planning Agreements Database for your service area
County: | Antelope County, Nebraska - | Cust- Bus Name: | Clear | GO

Bus ID: I Tract Number: I Adv Search |

3. If prompted, log in through USDA eAuthentication.

4. From the list, locate and highlight the Customer File you want to work with and click the Check Out
button.

[ Customer Service Toolkit - Training 9.0.18.3 == E=E

File Tools Reports Help

&0

Check In/Out | Folders |

Search the National Planning Agreements Database for your service area

(eI | Antelope County, Nebraska b Cust- Bus Name: I Clear | GO
Bus D Tract Number: Adv Search

National Planning Agreements Database My Checked Out Folders
Antelape County, Nebraska | Frsariss ||
Status | Owner | Servicing Office | Last Check In| Customer Name ﬁl [status | Owmer | Servicing Office | Lest Check In| County I4

free NELIGH SERVICE CENTER 71212015

free NELIGH SERVICE CENTER 472502016 ﬂl

P MELIGH GERVICE CENTER 40EoME

I 3 free NELIGH SERVICE CENTER A52016  — I << Check In Al
Tree TELTGH SERVICE CENTER 252018

When the check-out process is complete, the folder appears under the “My Checked Out Folders”
section.

Customer Service Toolkit - Training 9.018.3 EI

File Tools Reports Help

s

Creck In/Out | Folders |

Search the National Planning Agreements Database for your service area

County: IAnteIope County, Nebraska j Cust- Bus Name: I Clear | GO |
Bus ID: Tract Number: Adv Search |

National Planning Agreements Database My Checked Out Folders
Antelope County. Nebraska Checl Out |
Status | Owner | Servicing Office | Last Check In| Customer Name ﬁl [ Status_| Owner | Servicing Office | Last Check In| County I

L free NELIGH SERVICE CENTER 7212015 3 vt NELIGH SERVICE CENTER 41252016 Antelope County. K |
1 free NELIGH SERVICECENTER 41252016 _ sk |
L free NELIGH SERVICE CENTER 4252016
r @ = NELIGH SERVICE CENTER 4252016 << Check In Al |
| free NELIGH SERVICE CENTER 11292014
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Folders Tab

To work on a folder or access the Toolkit Customer Folder tabs (with the exception of the Check In/Out
tab and Folders tab), begin by checking out a customer. Once the customer is checked out, select the
customer from the Folder tab (or double-click from the list of My Checked Out Folders from the Check
In/Out tab). Then, open the folder in order to view, add, or edit customer information.

Checke In/Out

Folders ]

Folders checked oui by TERESA HARRINGTON

ﬂ . Status
2
(o

Owner

Folder button descriptions:

Servicing Office
wiite: TERESA HA  MELIGH SERVICE CENTER
wite TERESAHA  MELIGH SERVICE CENTER

Last Check In| County
4/252016
70612012

Business [D | Customer File
Antelope County, Nebr S8 - — - -
Antelope County, Nebr

Customer Name

O

Create New Customer
Folder

See detailed description in the Create a New Customer Folder
tutorial.

i

Open Customer Folder

Only one customer folder can be open at a time. To open a customer
folder, select a folder by clicking on the row to highlight it and then
select Open Customer Folder. You can also open a customer folder by
double-clicking on the row on the Folders tab or under “My Checked
Out Folders” on the Check In/Out Tab

Redo Check Out of
Folder

Use this button with extreme caution. Redo Check Out will overwrite
the files saved on your computer for this customer folder.

ra

Delete a Read-Only
Folder (from your
workstation)

A folder can only be deleted if it is in read-only status 61‘:';. To delete a
folder, select it by clicking on the row to highlight, then click the
“Delete a Read-Only Folder” button.

Check In a Customer
Folder (from the
Folders tab)

To in a customer folder, select a folder by clicking on the row to
highlight, then click the Check In a Customer Folder button. You can
also check in a folder using the Check In button on the Check In/Out
tab.

Rename Customer
Folder

You may rename a customer folder if the customer/business name or
identifier have changed. To rename a customer folder, select a folder
by clicking on the row to highlight, then click the Rename Customer
Folder button to open the dialog:
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H Rename Customer Folder @

County [ County. Texas
Customer Roat Folder: |"-."-;::0f0rtc:0|3&532"-.Pmjects"-.TooIk'rt"-.Tlaining"-.Custom

Company/Business: |Sm'rth_An'r)|r
Identifier: 112233

MOTE: Company/Business and |dentifier may not include the
following characters: \/: 7<= |" ., "%[]

_ox | _coen |

Enter Company,/Business and Identifier, then click OK button.

Enter changes to the Customer/Business and/or Identifier and click
OK. Click Cancel if you decide not to rename the folder.

/| | Rename Plan To rename a plan, select a folder by clicking on the row to highlight,
then click the Rename Plan button to open the dialog:

H Rename Plan(s) EI@

County” [l County, Texas

Customer Root Folder: |"-."-;::0f0rtc:0|3&532"-.Pmjects"-.TooIk'rt"-.Tlaining"-.Custom

Customer Path: |"-_ConsDIan_Folder—studemdzA

Plan Name: |C0nsplan j
New Plan Name:  |EQIP_FY17]

ok | Cancel | soply |

Enter MNew Plan Name, then click OK or Apply button. Click Cancel to Exit without applying change.

Select the plan name you want to change from the drop- down menu
then type the new plan name below it. If you want to rename more
than one plan, click Apply; otherwise click OK to make the change.
Click Cancel if you decide not to rename the plan.

_‘j Change To change the county the customer folder is managed from, select a
County/Servicing Office | folder by clicking on the row to highlight, then click the Change
County/Servicing Office button to open the dialog:

u Manage Custormer Data EI@

o) =l [T ERESA HARRINGTON
County |Hi|| County, Texas

Servicing Office |HILLSBORO SERVICE CENTER

Customer Name |[AMY C SMITH

Business ID [student42A

Customer File |"-.C0nsp|an_FoIder—studentdZA

New County |Hi" County, Texas j
New Servicing Office |HILLSBORO SERVICE CENTER |

Endpoint |"-."-;::0f0rtc:0|3&ESZ"-.PrDjects"-.TooIk'rt"-.Tlaining"-.Customer Files =

Check In Updates Cancel

Task Guide 5 Page |10 September 16, 2016



Select the new county and new servicing office (if applicable) from
the dropdown menus. (Note: your selections will be limited by your
Toolkit preference settings.) Verify the endpoint is correct for the
new county (i.e. the server name is correct), it should auto-populate
based on the new county selected. In cases where a county has more
than one endpoint (i.e. multiple offices service the new county), a
dropdown menu will appear. Select the appropriate endpoint from
the dropdown menu. If you have any questions on this setting,
contact your Toolkit Coordinator.

Features Available on the Folders Tab by User Type

Users with Read/Write/All permissions will have more buttons available on the Folders Tab than users
with Read/Write or Read Only permissions:

QI X 2| & B
QX e

‘ n

Read/Write/All j

‘ n

Read/Write and Read Only j

Tutorial: Create a New Customer Folder

If a customer does not exist, you must create a new customer folder.
1. Start Toolkit.

2. There are 2 options to open the New Customer Folder dialog:
a) On the Toolkit Main menu, click File > New Customer

Custormer Service Toolkit - Training 2.0.18.3
Tools Reports  Help
Preferences

Mew Customer

Uze Local File Ik

5 Database

b) Click the Create New Customer Folder D button which is located at the upper left of the
Toolkit screen and on the Folders tab.
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3. Select the Customer Folder type. The default selection is Conservation folder. To create an
Easement folder, select the Easement radio button. See Task Guide 30 - Easement Land Unit Tool for
instructions on creating an Easement folder.

al Mew Customer Folder @

{* Conservation

" Easement

.

The SCIMS Browser opens. If prompted, log in through eAuthentication.

Enter a LastSearch for a SCIMS Client. Select the Appropriate State and County, and additional

Location information as desired. Under “Name” note there is an option to search by “Starts With” or
“Exact Match”.

¥ scvis Browser EI\EI
USDA United States Department of Agncullure sclms
— Farm Service Agency

Custnmer Search

| =~ = A NN ] i
| Scims Search Home | About Scims Search | Help | Contact Us | Exit | Logqout of eAuth

Please Select A Customer

Location

State: County:

[aLABAMA [~ [acCcounmES T¥]
Service Center (Optional):

|ALL SERVICE CENTERS [v]

Senice Center Details | National Search: []

Name
Type - il ) Starts With ® Exact Match
) Individual ) Business ® Baoth ) .
- - Last or Business:
® Active () Active and Inactive )
First:
Tax ID Other
D Commaon Name:
1D Type: |SELECT OMNE | v Zip Code:
@ Whole ID O Last 4 Digits Phone Mo:
Search | Reset| Cancel |
Screen 1D: SCIMS-Search-Web-01 Back to Too

Last Modified: 12/07/2014
Scims Search Home | FSA Internst | FSA Intranet | USDA.gov

Site Map |Policies and Links |FOIA |Accessibility Statement |Privacy |Mon-Discrimination |Infermation Quality |FirstGov |White House

6. When finished, click Search.
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7. InSCIMS, select the customer to create a folder.

Note: If the customer is not listed in SCIMS, you must have FSA enter the customer information.

u SCIMS Browser

Z Farm Service Agency

[ | [@e TR

Select a customer

Based on selected State:

Search Again End

Screen ID: SCIMS-Search-Web-02

Scims Search Home | FSA Intarnst | FSA Intranet | USDA.gov

USDA United States Depariment of Agrcullure sclms

Custnmer Search

| Scims Search Home | About Scims Search | Help | Contact Us | Exit | Loqout of eAuth

Search Results

. Potential Common | Tax ID Delive - Legacy
Active Duplicate Name Type Address Il}l.ne City, State ZIP Code Phone No State
Active Mo AMY SMITH |No Tax ID ALABAMA
Active Mo AMY SMITH Mo Tax ID ALABAMA

lofl

Back to Too ™
Last Modified: 12/07/2014

Site Map |Policies and Links |FOIA |Accessibility Statement |Privacy |Non-Discrimination |Information Quality |FirstGov |White House

(== el

-

il |

Legacy
County

A new dialog will open to enter the remaining information required to create the folder.

H Enter Customer Information for AMY SMITH @
County where the servicing
office is physically located: |Hi|| Courty, Texas j
Servicing Office: |HILLSBOHO SERVICE CENTER j

Customer Root Folder: |"-."-J:Dfnrtcnl 3632\ Projects’\ Toolkit Training ' Customer

Company/Business: |Srn'rth_A|'rrj-r

|dentifier: [112233

MOTE: Company/Business and ldentifier may not include the
following characters: \ /.= 7<= |". "% []

ArcGIS Template: |C: “Program Files l}(EE}-—.USDA'-.TnnIkﬂ B\Templates'Tot

ok | Cancel |

8. Select the County where the servicing office is physically located.

Note: If you incorrectly select a county here the folder will be created on a server that you

potentially do not have access to.

9. The Servicing Office and Customer Root Folder will populate based on the county selection. For
Counties that have more than one Service Center, verify that the correct Service Center and
Endpoint are selected. If needed, select the correct option from the dropdown. For the Endpoint,

the dropdown will only appear if more than one endpoint exists for that county.

10. Name the Customer Folder by entering the Company/Business and Identifier.
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11. Select the Appropriate ArcGIS Template if applicable (a dropdown list will appear only if more than
one template is available).

12. Verify the County, Customer Root Folder, Customer/Business and Identifier are correct, then click
OK.

13. Once the folder is created it will be added to your list of customer folders.

Customer Service Toolkit - Training 9.0.18.3
File Tools Reports Help

&0

| Checkin/Out  Folders |

Folders checked out by TERESA HARRINGTON

Status |Owr|er | Servicing Office | Last Check In | County |Custurner Name ‘ Business 10 |Cuslﬂmer File
_D | | wite TERESAHA NELIGH SERVICE CENTER 4/25/2016 Antelope County, Nebr
wite. TERESAHA  NELIGH SERVICE CENTER 10/2/2009 Antelope County, Nebr
j wiite TERESAHA _MELIGH SERVICE CENTER 9/15/2016 Antelope County, Nebr
g b | wite TERESAHA HILLSBORO SERVICE CENTER 8162016 Hill County, Texas. TX  AMY SMITH 112233 \Smith_Amy-—--112233 I

Working With a Customer Folder
General Tab

The following features are available on the General Tab: Add Associated Customer, Edit/Delete
Associated Customer, Change Decision Maker and Add to Outlook Contacts.

General | Assistance Notes I Practice Schedule I Customer File I

Decision maker:  AMY SMITH Company'\Business:  Smith_&my
—SCIMS Customer Information
Name: [amy smTH =l Business: [Nene availzble El
. Home: INone available LI
Prsiress: [Anty SMITH P | None avaiable =]
. Mobile: INone available LI
ezl INone available LI

Address: I LI

“Sensitive data as defined in the Privacy Act of 1574 (5 U.5.C. 5523, as amended) is contained in this report, generated from information systems managed by the USDA
Matural Resources Conservation Service (NRCS). Handling this data must be in accordance with the permitted routine uses in the NRCS System of Records at
hitp:/iwww.nres usda.goviaboutfoia/408_45html. Additional information may be found at hitp:/fwww.ocio.usda.govigi_req fprivacy_s html.”

Add Associated Customer Edit/ Delete Associated Customer Add to Outlook Contacts
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Note: In Toolkit, customers (Decision Makers and Associated Customers) can be associated at the plan
level. However, in order to associate someone to a plan, they must first be added to or associated with
the customer folder through the General tab.

Add Associated Customer

The Add Associated Customer button allows you to add an associated customer to a customer folder.
Typically, an associated customer is someone who has an interest in the land but is not the land owner,
such as the operator.

1. Click the Add Associated Customer button.

2. The SCIMS Browser will open. If prompteed, log in through eAuthenticate.

3. Search SCIMS to find the appropriate customer.

4. Select the customer from the SCIMS search results.

5. A confimation window opens, select one of the following options:

Are you sure you wish to add this participant?

SCIMS Customer Selected | SAM SMITH

™ Make this participant Decision Maker

oK | Return to SCIMS Close

If you selected the wrong customer, click the Return to SCIMS button.

If you do not want to add this person (or any person) click Close.

c. If you have the correct customer, check the Make this participant Decision Maker if desired,
then click OK.

T o

Edit/Delete Associated Customer

The Edit/Delete Associated Customer button allows you to edit (change the decision maker) or delete an
associated customer tied to a customer folder.

1. Click the Edit/Delete Associated Customer button.
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2. The Delete Associated Customer dialog opens, select one of the following options:

o5 Delete Associated Customer \EI
Customer Name Decision Maker
» AMY SMITH [v
SAM SMITH [
Delete Associated Customer Change Decision Maker Close ‘
Y

a. To delete an associated customer, select the customer and click the Delete Associated
Customer button. In the Toolkit Information window, confirm the delete.

b. To change the decision maker, select the decision maker by clicking the gray box to the left of
their name. Click the Change Decision Maker button. This will update the decision maker and
close the dialog.

c. Click Close to close the dialog without making changes.

Add to Outlook Contacts

This allows you to add the customer contact information to your Outlook Contacts. When you click the
Add to Outlook Contacts button, you will then be prompted to confirm the addition.

Assistance Notes Tab

The Assistance Notes tab provides a location to Create, Delete, and Open Conservation Assistance
Notes, as well as create Reports. Assistance notes can be Sorted for a customer folder. The notes are
checked into NPAD along with the other tabular data in the customer folder and therefore can be
viewed or shared with other conservation planners.

General  Assistance Notes | Practice Schedule | Customer File |

Assistance Notes For AMY SMITH

!

Assistance Date Assisted By Program Code Mote

c L X
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Create New Note

1. Click the Create New Note ﬂ button to open the New Assistance Notes dialog and enter technical
notes. The planner’s name and date are populated by default.

2. Inthe New Assistance Note dialog, select the appropriate program code from the drop-down list
(optional).

MNew Assistance Mote For : AMY SMITH

Written By: [TERESA HARRINGTON Assistance Date: | Thymday . September 15,2016 |
Program: hd

Assistance Mote:

Add New Note | sve | Cancel | Check Spelling |

3. Type the assistance note in the window. You may add as much text as needed and the text area will
scroll as needed.

4. Check the spelling by clicking the Check Spelling button before saving or adding the note to the
customer file.

5. If you only have the one note to enter, click Save to finish the note and close the dialog.
6. If you have multiple assistance notes to enter, click the Add New Note button to save the note to

the customer file and start a new one. When you are finshed with the final note, click the Save
button to save and close the dialog.

Delete Note

1. Select the assistance note you want to delete and click the Delete Note button.

D Assistance Date Assisted By Program Code MNote

12/3002014 SHANDY BITTLE EQIP This is an assistance note!
12/30/2014 SHANDY BITTLE ACEP note
» 12/30/2014 SHANDY BITTLE note2

X
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2. Click Yes to confirm the deletion of the assistance note.

Open Note

1. Select the note you want to open and click the Open Note j button to open the notes dialog.

Current Assistance Mote for : AMY SMITH

\iritten By: |TERESAHARRING  Assistance Date |/15/2016 43313 PM

Assistance Note Text: Frogram:
[This is an example of an assistance note! -
Save Edit Cancel Check Spelling

2. Click the Edit button to edit the note.

3. Edit the assistance note as needed and when finished, click Save.

Reports

1. To print assistance notes, click the Report button.

.
ﬂ Assistance Motes Report = | (S -

Please Select'Check Report Options

[T Al Assistance Notes for Current Customer Folder

™ For A Specific Program Select Program i

[ Assisted By Specific Staff Member  [Selact Staff Member

| Tuesday , December 30, 2014 ﬂ

I Specific Date Range

| Tuesday . December 30, 2014 ﬂ

Cancel

[ |

2|

2. Inthe Assistance Notes Report dialog, select the assistance notes that you want to view or print.
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3. Click the Report button to view the selected notes in the Assistance Notes Report.

[ Assistance Motes Report = =
p

File

Y

|Conservation Plan Assistance Notes Report for AMY SMITH as of 9/15/2016 4:37:55 PM

Conservation Plan Assistance Note Report

Date and Time: 5/15/2016 4:33:19 FM
Assisted By Staff Member: TERESA HARRINGTON

Assistance MNote:
This is an example of an assistance note!

A

4. Click the Printer 2. button at the top of the dialog to display the assistance note in Word.

Assistance Motes Report = =
p

File

|Conservation Plan Assistance Notes Report for AMY SMITH as of 9/15/2016 4:37:55 PM

Conservation Plan Assistance Note Report

5. Click File for other printing options. Both the Print and Print Preview options open the report in
Word.

“ Assistance Motes Report = I@
Print Settings... ~
o on Plan Assistance Note Report
Print Preview... stes Report for AMY SMITH as of 5/15/2016 4:37:55 PM
Close
9/15/2016 4:33:19 FM

Sorting Assistance Notes

On the Assistance Notes tab, you may have many notes within a given customer folder. To sort the
notes, click on the heading of the column you want to sort by.

Assistance Notes For AMY SMITH
D I Assistance Date Assisted By Program Code Note I
» 8152016 TERESA HARRINGTON This is an example of an assistance note!
9152016 TERESA HARRINGTON EQIF Note
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Practice Schedule Tab

The Practice Schedule tab is used to plan new full extent practices, modify practices, apply practices,
cancel practices and delete alternative practices. After selecting a plan, the Land Units are displayed and
can be sorted by Tract/Land Unit or by Land Use. The Practice Filter button can be used to select which
practices are displayed on the Schedule. The Plan Wizard and Contract Wizard buttons open the dialogs
to create plan or contract documents and the Plan Approval button is used to enter the approval date
once the plan has been signed. For more information, see Task Guide 32 - Practice Schedule.

All Praclices

" General I Assistance Notes ~ Practice Schedule | Customer File ‘
Land Units
Plan: Consplan] j
Status Active
View By [Tract / Land Unit -]

= Consplan_Folder-studert42A
B[] Tract 2000

B[] LandUnit 1-

B[] LandUnit 2-
=M
LandUnit T-
LandlUnit 2 -
LandUnit 3 -
LandUnit 4 -
B LandUnit 5 -

[

&=

Crop (Planned) 15.5ac
Crop (Planned) 43.9 ac

Famstead (Flanned) 36.9 ac.

Crop (Planned) 19 ac.
Crop (Planned) 32.9 ac
Pasture {Planned) 57.3 ac
Pasture {Planned) 64.8 ac

Expand Collapse
Select Al Unselect All

il

Schecl.ie|

Code Practice Name

B
104

106
108
110
112
114
118
122
124
126
128

Nutrient Management Plan - Written

Forest Management Plan - Written

Feed Management Plan - Written

Grazing Management Plan - Written

Prescribed Buming Plan - Written

Integrated Pest Management Plan - Written

Irigation Water Management Plan - Written

Agriculture Energy Management Plan for Headquarters-Written
Agriculture Energy Management Plan, Landscape - Written
Comprehensive Air Quality Management Plan - Written
Agricultural Energy Management Plan - Written

Planned Date: | g9/13/2016 ~ | Interval (inyears). [ 3: EndYear: (3015 3:

Schedule Full Extert Practices ‘

Show Schedued |

[~ Enhancemenis Only

¥ Practices Only

Customer Folder

»

‘Consplan_Folder--studentd24
‘Consplan_Folder--studentd24
‘‘Consplan_Folder--studentd2A
‘Consplan_Folder--studentd24
‘Consplan_Folder—studentd2A

2822
2822
2822
2822
2822

‘Consplan_Folder--studentd24

2822

IRRR =

Tract Number| Land Unit

Practice Status | Practice

Planned
Applied
Applied
Planned
Planned
Planned

Narrative Planned Amount | Units

33 00N 1 no 7
382 00N 2 5606 ft o7
620 00N 832 ft 7
328 00N 19 ac 12
325 00N 19 ac 12
550 3 19 ac 1z

Year
07
7
07
2016
2016
2016

Applied Amou n'ﬂ

5606
832

5t

Copy to Cell Below

Save

Plan Wizard

Contract Wizard...

Plan Approval .. ‘

Customer File Tab

The Customer File tab allows you to view, access, and/or delete the contents of the customer’s file
(which is saved to the endpoint (Field Office server) when the folder is checked in). Toolkit uses a
standard customer file directory structure to provide default paths and names for files created using the
Toolkit tools (e.g., the Plan and Contract Wizards and Toolkit toolbar).
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" Generl ] Assistance Notes ] Practice Schedule  Customer File |

|C:"-.|Jsem"-ieresa.I1an'ington"-.f-a1;.- Customer Files Toolkit\Consplan_Folder—student424
&) Consplan_Folder-student: | Name | size | Date Modiied | Attributes |

) ArcGIS_Projects | Ibrush_inv.cpg Sbytes  B/16/2016 A

) Contract Reports || T1prsh_jnv dbf 33KB  8/16/2016 A

=2 Determinations |7 brush_inv.pi f24bytes  B/16/2016 A

L) Bngineering | ] brush_inv.sbn 196bytes  B/16/2016 A

_.l SISATM _\ brush_inv shx 124 bytes  B/16/2016 A

) s [ brush_inv.shp 15KB  8/16/2016 A

) Plan_Reports - .

= _ _brush_ln\r.lshx 148 bytes  B/16/2016 A
@Conser\raﬂon Plan Map pdf 33B5KE  BM6/2016 A
_\ Practice(Polylines)_export.cpg 5 bytes 8/16/2016 A
_\ Practice(Polylines)_export.dbf 436 bytes  B/16/2016 A
_‘\ Practice(Polylines)_export prj 167 bytes  8/16/2016 A
_‘\ Practice(Polylines)_export.sbn 140bytes  8/16/2016 A
_‘\ Practice(Polylines)_export shx 116bytes  8/16/2016 A
_‘\ Practice(Polylines)_export.shp 3B bytes 81672016 A
_‘\ Practice(Polylines)_export.shx 116 bytes 81672016 A

] 1 »
15 objects 342 9 KB

Customer File Folder Organization

To promote consistent management of customer files, Toolkit uses a standard customer file structure.*

= Each customer/business has a customer file.
=  The customer file name is the company name followed by a Business ID.
= The business ID is padded with leading hyphens to equal 12 characters.

Many Toolkit tools provide default file names and paths that can be changed if needed. The following
table displays documents and data that are typically stored in the customer file. For additional
information, see the more detailed explanation of each section following the table.

Subfolder Customer Documents
ArcGIS Projects = Toolkit ArcGIS map document files
= ToolkitGIS_template.mxd (ArcGIS project template file)
= Map product information specific to maps created for the customer
Toolkit Symbology = Housed under ArcGIS_Projects, this folder contains the layer (.lyr) files
that tell Toolkit how to display ArcGIS Toolkit information, such as Case
PLUs and Active PLUs
ArcView Projects =  Only present in older Toolkit Folders
= Archived Toolkit/ArcView project files (.apr files)
Contract Reports = Contract spreadsheets
= Other contract-related documents
= Status review documents
Determinations =  Wetland determination spatial data
= Digital photos
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= GPS data related to determinations
=  Transmittal letters for HEL determinations
= Other determination-related documents

Engineering = CAD or survey data and designs
= Digital photos
= Engineering-related documents
GSAT = Grazing land Spatial Analysis Tool (GSAT) Data
Plan_Maps = Legacy Access databases and shapefiles formerly used for planned,
alternative or benchmark land units and practices
Plan = Housed under Plan_Maps, this folder can contain exported Plan Map
Products Documents (.pdf), legacy Conservation Plan (Access)
databases, plan shapefiles and attribute files, and other files
Benchmark = Housed under Plan_Maps, this folder can contain exported Benchmark
Plan Map Products documents (.pdf), legacy Benchmark Plan (Access)
databases, benchmark shapefiles and attribute files, and other files
Alternative = Housed under Plan_Maps, this folder can contain exported Alternative

Plan Map Products documents (.pdf), legacy Alternative Plan (Access)
databases, alternative shapefiles and attribute files, and other files

Plan_Reports

= Conservation plan spreadsheets
= Other conservation planning documents

Resource Maps

= Soils maps

= Site-specific resource spatial data
= GPS data for resource inventory
= Digital photos

= Clipped resource maps

= Exported Layouts from Toolkit/ArcView 3.x Projects

*Additional folders/subfolders may be present under some Customer folders due to local

customizations.

ArcGIS_Projects

Map documents must be accessed via the Customer File tab. When the ArcGIS_Projects folder is
highlighted, available map documents (.mxd files) are displayed on the right. Double click on a .mxd file
to open itin ArcGIS.

" Generl l Assistance Notes l Practice Schedule ~ Customer File |

Task Guide 5

|C: WUsers‘teresa hamingtonMy Customer Files ToolkitConsplan_Folder—student42A
I Consplan_Folder—student: | Name | Size | Date Modified | Attributes

-0 HEEENEITEEY (@) Consplan Training_£x217 med 11MB  8/16/2016 A

~[2 Contract_Repotts | @ ToqlitGIS_Template med 2045KB  2/9/2016 A
-|2) Determinations

-|Z) Engineering
-2 GSAT

-|2) Plan_Maps
-|2) Plan_Reportz
- Resource_Maps
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ArcGIS_Projects/Toolkit_Symbology

The Toolkit_Symbology folder stores layer (.lyr) files. These files are used to specify to ArcMap how to
display the layers in an .mxd project. When you save the symbology within ArcMap, those changes are
automatically saved to the .lyr file and the next time you use that layer within this customer folder, it
will be symbolized the same.

Note: These files may occasionally become corrupt and incorrectly symbolize the data (i.e. Active PLUs
displays as a single solid color). In these cases you need to delete the corresponding .lyr file and the
default symbology will regenerate when you re-open the .mxd file.

" General ] Assistance Notes ] Practice Schedule ~ Customer File |

|C “Users'teresa hamington'\My Customer Files ToolkitConsplan_Folder—student424

= [2) Consplan_Folder—student: | Name | Size | Date Modfied | Attributes
=) ArcGIS_Frojects {5 Active_|andlinit_Symbology_v3.lyr 145KE  B/16/2016 A
R s [ A yr 7KE 8/16/2016 A
N o= OCasePLUs_Digi‘tize‘u"lew_Symbology_vB.h.rr ITKBE 8/16/2016 A
—) Detemninations sCasePLUs_PlanView_Symbology yr 23KE  8/16/2016 A
sno — g;i'?ree"“g | ConsplanTraining_tx?17.mxd_Layerlist e 194bytes  8/16/2016 A
:: Flan Maps &3 History_LandUnit_Symbology lyr 125KB  B/16/2016 A
P ) Plan_Reports O Land_Unit_Topology_Symbology yr B KB 8/16/2016 A
\/< -(2) Resource_Maps ' LandUnt_Symbology yr 25KE 8/16/2016 A
3 Legacy_LandUnit_Symbology yr 125KB  B/16/2016 A
£ O PracticeLine_Symbology hr 315 KB 8/16/2016 A
O Practice Point_Symbology lyr 29 KB 8/16/2016 A
—| O Practice Polygon_Symbology yr 405 KB 8/16/2016 A

ArcView Projects (Only present in older Toolkit Folders)
The ArcView_Projects folder is only present in older Toolkit folders. It stores the legacy ArcView projects
that were created in earlier versions of Toolkit.

Contract_Reports

To access contract documents, click the Customer File tab and then select the Contract_Reports folder. If
the customer has conservation contract documents saved in the file, the Microsoft Excel files will be
displayed on the right. View a saved contract by double-clicking on a file to open it in Excel.

" General ] Pssistance Notes ] Practice Schedule ~ Customer File |

|C:"-.Users"-teresa hamington My Customer Files Toolkit\Consplan_Folder—student 424
El- ) Consplan_Folder-student: | Name Size Date Modified Attributes
-2 ArcGIS Projects B3y _FY17_Renewal dsx 184KB  8/16/2016 A
¢l Toolkdt_Symbole |9 e e Py 7:dse 175KB  8/16/2016 A
= @EOIP_TZDDDstx 175KB  8/16/2016 A
-2 Deteminations
— -| ) Engineering
= - GSAT
|2 Plan_Maps
N e ) Plan_Reports
/< [ Resource_Maps
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Determinations
Spatial data, photos and letters about determinations are saved in the Determinations folder.

" General ] Assistance Motes ] Practice Schedule Customer File |

|C:"-.Users"-ieresa.I1arrington"-.f-a1;.- Customer Files Toolkit\Consplan_Folder-student4 24

Bl Consplan_Folder-student: | Name | Size | Date Modified | Attributes
- (0 ArcGlS_Projects |12 determination_photo jpg 703KB  11/17/2010 A

C—r'd T?"‘F‘{‘—ST'JD'C | T2000_detemination.dbf 25KB  8/30/2016 A
) Loniract_neports | T2000_determination prj 145bytes  B/30/2016 A
- cunctons || T2000_determination.shp 15KB  B8/30/2016 A
fa— ) Engineering & .
= =) GSAT || T2000_detemination sk 16bytes  8/30/2016 A
) Plan_Maps

) Plan_Reports

\/< e ) Resource_Maps

Engineering
The Engineering folder may contain CAD or survey data, engineering-related documents, or digital
photos. These may be used in ArcGIS as well as other engineering software.

" General ] Assistance Notes ] Practice Schedule ~ Customer File |
|C:"-.|Jsers"-1eresa.I1arrington"-.fv1:.- Customer Files Toolkit\Consplan_Folder—student424
B ) Consplan_Folder—student: | Name | Size | Date Modfied | Attributes

) ArcGIS_Projects ¥ Soils Descriptions pdf “RTKE snae :
i |2 Toolkit_Symbola
) Cortract_Reports
—J Determinations

8
o

Bmb
Embm
b

X

i~ |2 Plan_Reports
i [ ) Resource_Maps

GSAT
The GSAT folder stores data used by the Grazing land Spatial Analysis Tool (GSAT).

Plan_Maps

The Plan_Maps folder may contain a variety of data and information about a customer’s conservation
plan. The Plan_Maps folder is typically used to store exported Map Products Document Plan Maps (i.e.,
“Consplan.pdf” maps). New plan data (including land units and conservation practices) created with
Toolkit will be stored in NPAD.

The following table lists the three Plan_Maps subfolders folders and their respective contents.

Plan_Maps/Plan folder Contents

Plan = Legacy Conservation plan Access database
=  Plan shapefiles and attribute files

= Data, images, text files, etc.

Benchmark = Legacy Benchmark Access database

=  Benchmark shapefiles and attribute files

= Data, images, text files, etc.

Alternative = Legacy Alternatives Access database

= Alternatives shapefiles and attribute files
= Data, images, text files, etc.
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Plan_Maps/Plan

The Plan_Maps/Plan folder contains the archived database(s) that were created in Toolkit versions 4.1
and earlier. The databases include land units, planned and applied practices and cost-share program
information. Other data such as Global Positioning System (GPS) and digital photos related to the
customer’s conservation plan may also be saved in this folder.

Plan_Maps/Benchmark

The Benchmark folder contains archived copies of the Microsoft Access database created using Toolkit
4.1 named benchmrk.mdb. Benchmark land units and practices created in Toolkit 2004 are stored in the
NCPDB.

Plan_Maps/Alternative

The Alternative folder contains archived copies of the Microsoft Access database created in Toolkit
versions 4.1 and earlier. Alternative land units and practices created using Toolkit 2004 are stored in the
NCPDB.

Plan_Reports

To determine if a customer has a saved conservation plan, click on the Plan_Reports folder. Existing plan
documents are displayed in the right pane. To view a saved plan, double-click on the file to open it in
Excel. Other planning-related information and transmittal letters may also be saved in this subfolder.

" General ] Pssistance Notes ] Practice Schedule ~ Customer File |

|C: JUsers'teresa hamington'\My Customer Files Toolkit\Consplan_Folder—student42A
-2 Consplan_Folder-student: | Name Size Date Modified Attributes
B+ ArcGIS_Projects 1A EQIP_FY17 plan st 207KB  8/16/2015 A

-2 Tookit_Symbolc |M8 15000_CRP 168 202KB  9/12/2016 A
) Contract_Reports

) Determinations
) Engineering
) GSAT

) Plan_Maps

Resource_Maps

The Resource_Maps folder may contain saved shapefiles, such as soils and soil interpretations, site-
specific resource inventory, or GPS data. The Resource_Maps folder may also be used to store exported
Map Products Documents (.pdf maps), such as resource maps, soils maps, etc., for Resource Inventory
purposes.
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" General I Assistance Notes I Practice Schedule

Customer File

[s]
|

e
i

a

& [

C:\Users‘teresa hamington My Customer Files Toolkit\Consplan_Folder-studert 424

&) Consplan_Folder-studentd | Name | Size | Date Modfied | Attributes
- AcGIS_Projects || brush_jnv.cpg Sbytes  8/16/2016 A
() Toolkdt_Symbolot || T pn.ghy inv.dbf 13KE  8/16/2016 A
-0 Contract Reports || g iy f4bytes  B/16/2016 A
) % E:‘;::;“ni“g"“s L] brush_inv.sbn 19 bytes  8/16/2016 A
) GSAT [ brush_inv shx 124 bytes  8/1672016 A
- Plan_Maps I_\,bn.lsh_in\r.shp 15KB 8/16/2016 A
D Plan_Reports || brush_inv.she 148bytes  8/16/2016 A

- = g :

o E\:,Consenratlon Plan Map pdf 3355KB 811652016 A
|| Practice(Polylines)_export.cpg 5 bytes 211672016 A
,i, Practice{Polfines)_export.dbf 436 bytes  8/16/2016 A
,i, Practice{Polydines)_export pr 167 bytes  8/16/2016 A
,_: Practice{Polydines)_export sbn 140 bytes  8/16/2016 A
I_: Practice{Poldines)_export s 116 bytes  8/16/2016 A
l_: Practice(Polylines)_export shp 388 bytes  B/16/2016 A
l_: Practice(Polylines)_export she 116 bytes  8/1672016 A
B Soils Map pdf 4057KB  9/12/2016 A

Customer File Tab Buttons

The Customer File tab buttons allow the user to select how project files are

change, add, or refresh files.

" General I Assistance Notes I Practice Schedule

Customer File I

displayed and to delete,

C\Users'teresa hamington' My Customer Files Toolkit\Consplan_Folder-student 424

B[ Consplan_Folder-student4 | Name | Size | Date Modified | Attributes

= () ArcGIS_Projects | Ibrush_inv.cpg Shytes  8/16/2016 A
= ¢ 2 Tookdt_Symbolot | = by gh iy, dbf 13KE  B/16/2016 A
“o | 0 Contract Reports |28y o iny o £24bytes  8/16/2016 A
: % E:‘?:::n:“"”s .4 brush_inv.sbn 196bytes  8/16/2016 A
o = ngm g L brush_inv sbx 124 bytes  8/16/2016 A
— =) Plan_Maps I_,‘bn.lsh_in\:.shm 15KB 211652018 A
=@ Plan_Reports | brush_inv she 148 bytes 871672016 A

- = 3 -
K = E\,Consenrahon Plan Map pdf 3355KE 811672016 A
|| Practice{Polylines)_export.cpg 5 bytes 211652018 A
#; ,j Practice(Polylines)_export .dbf 436 bvtes 871672016 A
@ .i Practice(Polylines)_export pri 167 bytes 871672016 A
— l_,\ Practice(Polylines)_export sbn 140 bytes  8/16/2016 A
E@ | Practice(Polylines)_export stx 116bytes  8/16/2016 A
._,\ Practice(Polylines)_export shp 388 byvtes 871672016 A
l_,\ Practice(Polylines)_export shx 116 bytes  8/16/2016 A
¥ Soils Map pdf 4057KB 971272016 A

These are the buttons available on the Customer File Tab:
View Details: Displays files in Name | Size | Date Modified | Attributes
detail view (this is the default view) | |@]TookitGIS_Template md 2045KB  2/3/2016 A

View Icons:
view

Displays files in icon

Q)

ToalkitGIS_...

i
i

View List: Displays files in list view

@TﬂolkﬂGlS_Template.rmcd

X

Delete File(s) or Folder: Allows the user to delete the selected files or folders. When nothing is
selected or a file cannot be deleted, the button will not be active (red).
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Change/Add ArcGIS Template: Allows the user to change or add a ArcGIS template file (.mxd)
to the ArcGIS_Projects folder.

¥

b

ﬁ Refresh Folders: Refreshes the folder view and collapses the customer file’s subfolders.

Plan Approval Tab

The Plan Approval tab was removed in Toolkit 9. This functionality is now accessed using the Plan
Approval button, located on the Practice Schedule tab. See Task Guide 35 - Plan Approval for more
information.

Changing Customer Folders with ArcMap Open

It is possible to move between customer folders when ArcMap is open; however any changes you made
in the open map document will not be saved when switching folders. The following message will display
when opening a new customer folder, prompting the selection of a .mxd file from the new customer
folder.

a5 Are you sure you want to switch custorner folders? EI@

g Adifferent customer folder is currently open in ArcMap and that map
'-0' document will be closed without being saved. If you would like to proceed.
= please select a map document from this customner folder to open in ArcMap.

ToolkitGIS_Template.mxd

OK I Cancel

To change customer folders and leave your current .mxd file without saving:
1. Select the .mxd file you wish to open.
2. Click OK.

To return to ArcMap and save the open .mxd file without changing customer folders:

1. Click Cancel.
2. Return to ArcMap and Save the .mxd file.
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Task Guide 6 - Folder and Data Management

Contents:
MOAiTy FOIARI/PIAN STATUS......vviiierieeetieceeee ettt ettt etee ettt e et e et e e e te e e tteeeteeeetaeeeateeeeseeesaseeeseeesssesenseeessreeans 1
Force Release NPAD FOIAEI LOCK......c.uiiiiiiiiiieiiie ettt sttt ettt e st e e s e s b e e smeeesneeesareeeas 8
REIEASE FOIAI LOCK ... .ttt sttt sttt me e st e b e beesreesaeesane e 9
USE LOCAI FOIART ..ttt ettt st st s bt s bt e bt e s meesme e smeeemeeereeneens 10
Delete UNassiZNed FOIARIS.. ..ttt e e e e e et e e e e e e e e e ae bt e e e e e e e e esnsasteeeeaeeeennssnnnnes 11
ok [o [l D o] g 1T o D - | - P OSSP P P TOPRROPP 13
(o Tol Q2o ] (o [ O OO TSSO UPTOPRROPRP 14
Main Menu > Tools > EXPort CUStOMEr Data ......cc.eeeeiciiieieieee et eree et e e et e e e atee e e aae e e e 15
Main Menu > Reports > Customer Folders REPOIT ........ceeiviiiieieieee ettt 16
Main Menu > Help > CONTENES ..oeeoiiieiee ettt e e e e e e e e e e s e et br e e e e e e s ssenastaeeeaaeesennsnenees 16

Modify Folder/Plan Status

The Modify Folder/Plan Status is used to update the status of customer folders and plans and to set plan
visibility in Client Conservation Gateway (CCG).

Tocls Reports Help

Preferences

Mew Customer

Use Local File

Save Folder

Close Folder

Maodify Folder/Plan Status
Force Release MPAD Folder Lock

Release Folder Lock

Delete Unassigned Folders
Reload Demain Data
Cither Tasks 3

Exit

Business Rules:
e Customer Folder and Plan status are changed manually.
e Customer Folder is not checked out to make changes.
e When a plan is deleted, cancelled or completed, the plan is not available for check out.
e When a customer folder is deleted, the folder is removed from Check In/Out, but not from the
field office server.
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Status Codes Applies to Plan Applies to Customer Folder
Active Yes Yes
Completed Yes NA
Cancelled Yes NA
Deleted Yes Yes

Status codes marked ‘Yes’ for both plan and customer folder can be applied at both the plan and folder
level. A plan can be completed without marking the entire folder as complete. A plan can be deleted
without marking the entire folder deleted, etc.

Plan Status Rules

Active
1. Plans shall remain Active as long as the plan is not manually changed to cancelled, completed
or deleted.
2. All plans automatically receive an Active status at the time of plan approval.
3. Plan and practice information are able to be reported.
4. All active plans are available for check out.
5. All land units are in the Active or Legacy PLU Layers (if plan was migrated from NCP).

Completed

1. No further work is expected on completed plans.

2. Unable to move plan status to completed when:
a. Planis linked to Protracts contract(s) that has an Active contract status.
b. Planis linked to a CSP Plan.
c. There are any practices that are not applied.

3. Completed plans are not included in the search for the customer folders and are not allowed

to be checked out.

Cancelled

1. No further work is expected on cancelled plans.

2. Unable to move plan status to cancelled when:
a. Planis linked to Protracts contract(s) that has an Active contract status.
b. Planis linked to a CSP Plan.
c. All practices are applied.

3. Cancelled conservation plans are not included in the search for customer folders and are not

allowed to be checked out.

Deleted
1. Deleting a plan is not allowed if there is a plan approval date.
2. All practices are deleted from NPAD and not available for reporting.
3. Allland units remain in the Active or Legacy PLU Layers.
4. Deleted plans are not included when the customer folder is checked out again.
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Customer Folder Status Rules

Active
1. All customer folders default to an Active status at the time they are created.
2. The customer folder will remain ‘Active’ as long as there are any plans in Active status.

Deleted
1. Customer Folders can only be deleted if there are no plans with Active status and no land
units in the folder’s Case PLU Layer.
2. Customer Folders data from the Field Office Server are not deleted.

Plan Status Changes

Modify Plan Status

When changing the status of a plan, the customer folder must not be checked out. This is to ensure that
any changes made to the customer folder have been transferred to NPAD prior to changing the status of
the plan.

1. Open Toolkit.

2. Inthe Customer Service Toolkit window, search for Customer Name, Business ID or by Tract Number
and click Go.

3. Login to eAuthentication.

4. On the Toolkit Main Menu, click the Check In/Check Out tab.

Customer Service Toolkit - UAT Testing 9.0.17.3

File Tools Reports Help

& [
Check In/Out ] Folders |

Search the Mational Plann g Agreements UDatabass

3]

- -
L LI L

ool | Dickinson County, Kansas -

I Bu= 1D: |
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5. Click on row containing the customer folder (do not check out folder). From the Toolkit main menu,

select File>Modify Folder/Plan Status.

-
Customer Service Teolkit - UAT Testing 9.0.17.3

Tools Reports Help

Preferences
Mew Customer
Use Local File
Save Folder
Close Folder

t= Database for your service area

VI Cust- Bus Name: I

) | Modify Folder/Plan Status

l Tract Number: I

Force Release NPAD Felder Lock
Release Folder Lock

Delete Unassigned Folders

ng Agreements Database
Reload Domain Data
Other Tasks
il | Last Check In| Customer Name |
free ABILENE SERVICE CENTER 11302015 MACHINES &CY
| free ABILEME SERVICE CENMTER 6472013 DEANM UNDERW
| free ABILENE SERVICE CENTER EN32014 DORISSTREAD | Y
[ free AEILEME SERVICE CENTER 4192016 UNIQUEBIKES !

6. Inthe Modify Folder or Plan Status dialog, select the Plan, change the plan status to Completed,
Cancelled, or Deleted as needed, and click the Modify Plan Status button.

-
adl Modify Folder or Plan Status

N —)

Customer Folder

Customer Name |TERESAJ MORRIS

Business ID I

Customer File |

Delete Folder |

County IDick.inson County, Kansas

Plan(s)
Plan IConspIan e LI
Plan Status  Active
New Plan Status ¥ | ——

Modify Flan Status |

Client Gateway Plan Visibility

Plan IConspIan

[™ Make Plan Viewsble in Client Gateway

Save |
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7. Inthe Confirm Change dialog, click Yes to continue.

F |
Confirm Change to Completed I J

| You have changed the status to Completed for Consplan. Do you want
¥' to continue?

8. Inthe Toolkit Information dialog, click OK to “Plan Status Change Successful”.

-
Toolkit Information lﬁ

|0I Plan status was successfully changed.

e

Customer Folder Status Changes

Delete a Customer Folder

When changing the status of a Customer Folder the Customer Folder must not be checked out. This is to
ensure that any changes made to the Customer Folder have been transferred to NPAD prior to changing
the status of the Folder.

1. Open Toolkit.

2. Inthe Customer Service Toolkit window, search for Customer Name, Business ID or by Tract Number
and click GO.

3. Login to eAuthentication.
4. On the Toolkit Main Menu, click the Check In/Check Out tab.

5. Click on row containing the customer folder (do not check out folder). From the Toolkit main menu,
select File>Modify Folder/Plan Status.

6. Inthe Modify Folder or Plan Status dialog, click the Delete Folder button.
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7.

8.

r

a5l Modify Folder or Plan Status

Customer Folder

Customer Name [DONNA LONG

Business 1D |

Customer File

County |Dic:k.inson County, Kansas

Delete Folder |

In the Remove Folder dialog, click the Yes button to continue.

-

Remove Folder

I.-"'_"‘-.I The customer folder will be removed from NPAD.
k. *

Continue?

|

In the Toolkit Information dialog, click OK.

.

Toolkit Information

e |

| Folder removal successful! Search Results will now be refreshed...

The Folder should be removed from the Check In/Out tab, but the customer folder on the server should

still be available.

Note: The system will alert the user if a folder cannot be deleted because there are Active plans and/or

Case PLUs in the folder.

.

Toolkit Error

==

Task Guide 6

% Failed to delete customer folder:

" (Cannot delete a customer folder that has case PLUs. Delete all case
PLUs to proceed.

Cannot delete a customer folder that has active plans. Cancel,
complete or delete all active plans to proceed.
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Conservation Client Gateway Plan Visibility Changes
Make a Plan Viewable in CCG

When making a plan viewable in CCG from the Modify Folder or Plan Status menu, the Customer Folder
must not be checked out. This setting can also be changed from the Plan Approval dialog when the
folder is checked out.

1. Open Toolkit.

2. Inthe Customer Service Toolkit window, search for Customer Name, Business ID or by Tract Number
and click GO.

3. Login to eAuthentication.
4. On the Toolkit Main Menu, click the Check In/Check Out tab.

5. Click on row containing the customer folder (do not check out folder). From the Toolkit main menu,
select File>Modify Folder/Plan Status.

6. Inthe Modify Folder or Plan Status dialog, select the Plan, check the Make Plan Viewable in Client
Gateway checkbox, and click the Save button.

Client Gateway Flan Visibility
Plan |C0nsplan ﬂ

¥ Make Plan Viewable in Client Gateway

Save |
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Force Release NPAD Folder Lock

If for some reason, another person's lock must be released (e.g., someone left for vacation without
checking in a folder), the lock can be released by the state Toolkit/GIS coordinator or by another person

who has the “all” permission in zRoles.

Warning: When a folder lock is released, all updates to the customer folder that were made by the
person who originally checked out the folder are lost and cannot be restored. Only release a lock if (1)
you know that the user has not made substantial updates to this customer folders since checking it out,
or (2) you know what changes have been made but the user will be unavailable for some time and you
need to work on this folder now. In the latter case, you realize that some work on this customer folder

(including maps) may need to be re-done.

1. To release another user’s folder lock, select File>Force Release NPAD Folder Lock from the main

Toolkit menu.

Tools Reports  Help
Preferences
Mew Customer
Use Local File
Save Folder
Close Folder

Medify Folder/Plan Status

I Force Release NPAD Folde

r Lock I

Release Folder Lock

Delete Unassigned Folders
Reload Domain Data
Other Tasks

Exit

2. Alllocked folders for the county selected are displayed in a dialog box. Select the customer folder,

and click OK.
H choose folder from which to release lock ﬁ
Owner Customer Name | Customer File
» KAREN BROWHN ANDREW F ZENG
SHERI KING ERUCER SHE
THOMAS R JAMES  KAREN A DAVIS
DOYLE GARCIA ERUCE BROWN
FIONA HOWARD E C WANCE
THOMAS R JAMES  JUDITH B SUNKA
THOMAS R JAMES  CINDY ROSS
FIONA HOWARD WERN D wWARD
*
ll
1 O
Ok Cancel
L |
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3. Inthe Toolkit Warning dialog, click Yes to unlock the customer folder.

F ~

Toolkit Warning o

Are you sure you want to release the lock?
By customer EVELYN F XU
folder:

The customer folder status will change to "free" and the folder will be available for check out.

Dickinson County. Kansas
Status | Owner | Servicing Office Last Check In| Customer Name | Customer File j
free ABILEME SERVICE CENTER 52015 FRED M RANA
» free ABILEME SERVICE CENTER 8102011 EVELYN F XU | —
free ABILEME SERVICE CENTER 1212016 JERRY A ZENG —

Release Folder Lock
To release the lock on a customer folder that you have checked out, complete the following steps.
1. From the Folders tab, highlight the customer folder.

2. On the Customer Service Toolkit Main menu, click File>Release Folder Lock.

Customer Service Toolkit - UAT Testing 9.0.17.3 [E=REel™>
@ Tools Reports Help
Preferences

New Customer

Use Local File

s Database for your service area
Save Folder .

- Cust- Bus Name: Cl GO
Close Folder _Clear| G0 |
Modify Folder/Plan Status Tract Number: Adv Search

Force Release MPAD Folder Lock

Release Folder Lock

Delete Unassigned Folders

_Agreements Database My Checked Out Folders
Reload Domain Data
I Other Tasks »
- Check Out >
LastChec | Customer Name | Custome| 4| Status | Owner | Servicing Office Last Check In| County Customer b
free  ABILENESERVICECENTER  8/52011 CUSTOM FRAME - wite TERESA HILLSBORO SERVICE CENTER ~ 8/202015  Hill County, Texas, HIATUS Blk
free  ABILENESERVICECENTER /92011 GENERAL INDUS —! EaChectcln wits TERESA HILLSBORO SERVICE CENTER ~ 6/242016  Hill County. Texas, AMY H SMI
free  ABILENESERVICECENTER /92011 ALPINE SKIHOU wits TERESA HILLSBORO SERVICE CENTER  6/232016  Hill County. Texas, AMY H SMI
[ free  ABILENESERVICECENTER 892011  TROY CARMODY <4 Check In Al 3 writs TERESA ABILENE SERVICE CENTER 81072011 Dickinson County, EVELYNF:

free ABILENE SERVICE CENTER 8192011 MELL'S WIDE WO
free ABILENE SERVICE CENTER /102011 MARKR HAGENS Oear Reauls
free ABILENE SERVICE CENTER 8nozon TRUDY HE
@  « TERESA ABILENESERVICECENTER  &M02011  EVELYNF XU
free  ABILENESERVICECENTER 8102011  RONLMARTIN Check Out w/o File > ‘

3. AToolkit Information dialog message informs you that this folder cannot be checked in once the
lock is removed. Click OK to continue, or Cancel to exit.
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-
Toolkit Information

& Lock on customer file
' removed.

You will not be able to check in this folder, and therefore not be able to
save any changes or updates to NPAD,

OK | Cancel

will be

The status of the customer folder changes from write to read-only. The customer folder status will
change to "free" and the folder will be available for check out.

Status | Owner | Servicing Office
wiite TERESA HILLSBORO SERVICE CENTER
wiite TERESA HILLSEORO SERWICE CENTER

utte TERESA HILLSBORO SERVICE CENTER
ABILENE SERVICE CENTER

Use Local Folders

Last Check In| County

82072015
62472016
61232016
63072016

Hill County,
Hill County,
Hill County,

Customer b
Texas, HIATUS Bl
Texas, AMY H SMI°
Texas, AMY H SMI

Dickinson County, EVELYMF2

There may be situations where the customer file that is on your C:\ drive under “My Customer Files
Toolkit” has the most current updates, but you are not able to check the folder in. This may occur if your
computer crashes and you no longer have a lock on the customer folder. Or your lock on a folder was
released by accident, and you want to preserve those changes that you have already made. In some
cases, Toolkit may not recognize the customer folder on the endpoint server, and you need to copy that
to your local server. In these situations, you can employ the Use Local Folder button.

For example:

1. You have the folder on your list of “My Checked Out Folders” tab, but it is read only, and you cannot

re-establish the lock.

My Checked Out Folders

» &g ABILENE SERVICE CENTER

Status | Owner | Servicing Office Last Check In| County Customer b
wiite TERESA HILLSBORO SERVICE CENTER  8/20/2015 Hill County, Texas, HIATUS Blk
wiite TERESA HILLSBORO SERVICE CENTER  &/24/2016 Hill County, Texas, AMY H SMI®
wiite TERESA HILLSBORO SERVICE CENTER  &/23/2018 Hill County, Texas, AMY H SMI°

6/30i2016 Dickinson County, EVELYM F2

2. The changes made are significant and you do not want to try to recreate them. Copy the folder from
your “My Customer Files Toolkit” folder on the C:\Users\username\ path, and paste it somewhere

else.

Task Guide 6
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3. Delete the read only folder from Toolkit. ﬁ

4. Check out the customer folder again.

Dickinzon County, Kansas Check Out -5
Status | Owner | Servicing Office Last Chec Customer Name | Custome
» free ABILEME SERVICE CENTER. 810/2011 EVELYM F XU | — T |
<- Check In

free ABILEME SERVICE CENTER 6/2/2015 JXU
free ABILEME SERVICE CENTER 41372018 GREASE AND QI

<<-Check In Al |

5. Delete the customer folder from your “My Customer Files Toolkit” folder, then copy and paste the
previously saved customer folder to your “My Customer Files Toolkit” folder.

-

@Uv| . «¢ LocalDisk (C:) » Users » teresa.harrington » My Customer Files Toolkit »

Organize = Include in library - Share with - Burn Mew folder
MName Date modified Type Size
I | Example_Folder---1234565e4 6/30/2016 10:04 AM  File folder I

6/24/2016 2:09 PM File folder

6. InToolkit, open the folder and ensure that the Customer Files documents are there. Click on File >
Use Local Folder, and it will set the folder.

7. Inthe Toolkit Information dialog, click OK to proceed and Toolkit will immediately copy the
customer file to the endpoint server and check the folder back in.

Toolkit Information @

:I Mew folder set for current customer. Ready to Check in.

0K | Cancel

Delete Unassigned Folders

To delete a customer folder on a given endpoint that does not have any associated records in NPAD,
following these instructions.

1. On the Toolkit main menu click File > Delete Unassigned Folders.
2. Inthe Delete Unassigned Folder dialog, select the county, then click Go to search for unassigned

folders. To search for a specific folder, enter the text (e.g. a customer name) in the Find box and
click Go.
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3 |
ol Delete Unassigned Folder @

Search for unassigned folders

County: |Hi|| County, Texas j ﬁ

Unassigned Folders List
Find:  |demo| Go

- [] Vwsda net'nres\DATANTOOLKIT wat\Customer Files Toolkit"A67

4| 1[I 3

Delete Selected Folders

3. Toview the unassigned folders for a given endpoint, click the plus sign (+) in front of the server
name in the search results list. The results list will expand to show all the folders that are not
associated with an existing record in NPAD. In this example, there was one unassigned folder

containing the text “demo” found on this endpoint.

a5l Delete Unassigned Folder —

Search for unassigned folders

County: |Hi|| County. Texas j L

Unassigned Folders List
Find:  |demo Go

=- D “Wusda net\nres \DATANTOOLKI T wat\Customer Files Toolkit ' A67
i [[] “WPlan_Folder—3012_Demo

4. To delete an unassigned folder, select the folder by checking the checkbox to the left of the folder
name and then click the Delete Selected Folders button.

Deleting an unassigned folder will remove the customer file from the endpoint. This should only be done
after it has been determined that this customer data will not be needed in the future.
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ol Delete Unassigned Folder

Search for unassigned folders
County: |Hi|| County, Texas j Go

Unassigned Folders List

Find: |-:|en'|c- Go

=5 D “wsda net'\nrcs \DATANTOOLKI T wat\Customer Files Toolkit\AG7
i...[#] “\Plan_Folder—3012_Demo

4 I 2

Delete Selected Folders

5. Inthe Toolkit Information dialog click OK to “Deleted files will be moved to a temporary folder on
the file share in the toolkit backup location; a system administrator will need to physically delete the
temporary folder.

F ™
Delete Unassigned Folders &

"-.I Deleted files will be moved to a temporary folder on the file share in the
' toolkit backup location; a systern administrator will need to physically
delete the temporary folder,

OK | Cancel

6. The list of folders in the Unassigned Folders List block will refresh and confirms that the selected
folder has been deleted from its endpoint. Close the Delete Unassigned Folders dialog.

Reload Domain Data

Domain data is reference data stored in database lookup tables that is used by Toolkit (and other
applications). Common examples of domain data include practice narratives and conservation
standards.

The Reload Domain Data feature allows the latest changes made to your domain data to be downloaded

to your workstation. For instance, if your practice narratives were recently modified in the Conservation
Practice Standards (CPS) Web application, you will need to use this feature to see the changes in Toolkit.

To reload your domain data:

1. Click on File > Reload Domain Data on the Toolkit main menu. If prompted, enter your
eAuthentication user id and password.
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2. Click OK and allow the synchronization to complete.

P

Toolkit Information

5]

& Domain data is going to be refreshed. Please close Toolkit Preferences
" and ArcGIS applications before continuing.

3. After the refresh is complete, click OK in the Toolkit Information window and restart Toolkit to finish

the update.

Lock Folder

Toolkit Information

| Domain data refresh complete. Please restart Toolkit.

oK

1. If you checked out a customer folder and accidently released the folder lock after making changes to
the folder or if for some reason a customer folder you are working on changes unexpectedly to
“read only”, you can attempt to relock the folder so that you can check it in to NPAD.

2. Highlight the read-only folder in your My Checked Out Folders list. Click File > Other Tasks > Lock

Folder.
Customer Service Toclkit - UAT Testing 9.0.17.2 = | B |
File| Tools Reports Help
Preferences
New Customer
Use Local File - .
s Fold s Database 1or your service area
ave Folder
- CustBusName: feu
Close Folder < Eﬂ
Modify Folder/Plan Status Tract Number: Adv Search
Force Release NPAD Folder Lock
Release Folder Lock
I Delete Unassigned Folders
Agreements Database My Checked Out Folders
Reload Domain Data
I other Tasks , | Lock Folder '
Exit ! Check Out ->
| LastChec | Customer Name | Custome Stalus | Owner | Servicing Office Lest Check In| County Customer b
free  ABILENESERVICECENTER 622015  JXU e wite TERESA HILLSBORO SERVICECENTER 2202015 Hill County, Texas, HIATUS Blk
free  ABILENESERVICECEWTER 47132016  GREASEAND O ek wite TERESA HILLSBORO SERVICECENTER 62472016 Hill County, Texas, AMY H SMI
3 free  ABILENESERVICECENTER 63072016 EVELYNF XU wite TFRESA HIIISPORO SFEVICE CENTFR  &OVP016  Hill County Texas AMYH SMI
1l «<<-Check In Al | » ABILENE SERVICE CENTER 61302016 Dickinson County, EVELYMF
! Check Out w/o File ->
| 4|
|l 3 records returned
TERESA HARRINGTON | AUTHENTICATED
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3. AToolkit Warning dialog is displayed warning you that the customer file on your computer will
replace the customer file currently in NPAD. Click the OK button to proceed.

; =

Toclkit Warning

Lock folder 7

[

T Warning: this will allow folder data from this machine to overwrite
existing MPAD folder data.

OK | Cancel

4. Another Toolkit Warning dialog may appear if NPAD contains more recent data. Click the OK button

to proceed or Cancel to stop.

=

Toolkit Warning

MNPAD contains more recent data for folder
l LN which will be lost if folder data from

~ this machine is checked in. Do you wish to continue?

0K | Cancel

5. Toolkit will attempt to relock the folder. The read-only folder in your My Checked Out Folders list
will switch to “write” status if the lock was successful.

Status | Owner | Servicing Office Last Check In| County Customer b

wite TERESA HILLSBORO SERVICECEMTER 82002015 Hill County, Texas, HIATUS Blk

wiite TERESA HILLSBORO SERVICE CENTER  Bi24/2018 Hill County, Texas, AMY H SMI°
62372016 Hill County, Texas, AMY H SMI

ite_TERESA HILLSBORO SERVICE CEMTER
4 wiite [TERESA ABILENE SERVICE CENTER 63072016 Dickinson County, EVELYN F2

Main Menu > Tools > Export Customer Data

Customer Service Toolkit 5 allowed a user to export read-only customer data to XML files and to start
another application. This feature DOES NOT WORK in Customer Service Toolkit version 9.

Customer Service Toolkit - UAT Testing 9.0.17.3

File [Tools] Reports  Help

5 Export Customer Data M

Check In/Out Folders
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Main Menu > Reports > Customer Folders Report

This feature was intended as a tool for Toolkit 5 to check migration of Toolkit folders from Toolkit 4.1 to
Toolkit 5. It is not intended for use within Customer Service Toolkit version 9.

-
Customer Service Toolkit - UAT Testing 9.0.17.3

File Tools |Reports | Help

y 7 D | Customer Folders Report [ '

Check In/Out  Folders |

Main Menu > Help > Contents

The Toolkit Task Guides, Training Videos, Lesson Plans, and other documentation can be accessed by
clicking Help > Contents. This will open the help menu in your web browser.

Welcome to Toolkit Online Help

Task Guide Order Title
0 What's new in Toolkit 8

1 Getting Started

Setting Preferences

Managing Customer Data

Folder and Data Management
Table of Contents

[ NN R FER )

Toolkit Toolbar

-1 | o

Zoom to Plan
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Task Guide 7 - ArcMap Table of Contents

The ArcMap Table of Contents displays all information added to ArcMap project. The descriptions
include only the data and data layer symbology that is checked in/out of NPAD. Other layers that are
added to the project are saved and checked in/out of the customer folder from the local field office

server.

Folder and Plan Symbology

You will see different symbology depending upon the type of folder and plan you are in. While most of
the symbology is the same, there are changes between Toolkit 8 and Toolkit 9 such as:
e Easement Symbology has been removed from the Active PLUs layer.

e Land units in a CSP plan are displayed as locked.

e The CStwP plan symbology is displayed the same as a Conservation Plan.

e National Easement Geospatial (NEG) is the national easement layer that contains closed
easements and is used to find and reconcile easements within Toolkit.

e Easement PLUs that have been identified within Toolkit for the easement folder you are
currently working on.

Conservation Folder
Mo Plan

Table Of Contents
4 BSGE g

= O Land Unit Topology
Area Errors
B Must Not Overlap
= B Case PLUs
W <all other values>
Plan
O Locked
O Legacy
[ Draft
O Sketch
= B Active PLUs
M <all other values>
Plan
O Locked
[ Draft
B Sketch
= B Legacy PLUs
o
History PLUs
o
= B AQL
o
# O Base Layer

Task Guide 7

Conservation Folder
Conservation/CStwP Plan

! Table Of Contents

i | TSR |
=] igiize iew
=1 B Practices (polygons)
(]
Practices (polylines)
=1 M Practices (points)
o
= & Consplan

O Land Unit Topology
Area Errors
@ Must Not Overlap
= ¥ Case PLUs
M <all other values=
Plan
O3 Locked
O Legacy
[ Draft
B3 Sketch
= B Active PLUs
M <all other values>
Plan
3 Locked
[ Draft
) Sketch
= B Legacy PLUs
o
History PLUs
(m |
- & AQI
o
# O Base Layer

Conservation Folder
C5P Plan

Table Of Contents
EI= NS
=
= B Practices (polygons)
o
B CSP 816114150BH
M <all other values>
B Crop
I Forest
W Range
I Pasture
= O Land Unit Topology
Area Errors
B Must Not Overlap
= B Case PLUs
W <all other values>
Plan
O Locked
D Legacy
3 Draft
B3 Sketch
B Active PLUs
M <all other valuess
Plan
O Locked
2 Draft
B Sketch
H Legacy PLUs
=]
B History PLUs
o
- E AOL
o
+ 0O Base Layer

Page |1

Easement Folder
Mo Plan

Table Of Contents
ECIEC-
=1 Digitize View|
# O Land Unit Topology
= B Case PLUs
M <all other values>
Plan
D Locked
O Legacy
[ Draft
3 Sketch
= MNEG
B <all other values>
O ACEP-WRE
O EWP-FPE
EWRP
FRPP
GRP
HFRP
O WRP
E Easement PLUs

Active PLUs
M <all other values>
Plan
[ Locked
[ Draft
2 Sketch
Legacy PLUs
o
= B History PLUs
(]
- & ADI
=]
+ O Base Layer

Easement Folder
Conservation Plan

Table Of Contents
Hee8 2
i=4 Digitize View
= M Practices (polygons)
a
[ Practices (points)
o

= @ WRP_Plan

= M NEG
03 <all other values=
O ACEP-WRE
O EWP-FPE
EWRP
FRPP
GRP
HFRP
OWRP
= M Case PLUs
W <all other values>
Plan
00 Locked
O Legacy
[ Draft
3 Sketch
= @ Easement PLUs

& Active PLUs
M <all other values>
Plan

O Locked

O Draft

O Sketch
=l B Legacy PLUs

=}
= History PLUs

o
= M AQI

o
# O Land Unit Topology
# 0 Base Layer
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Folder and Plan Symbology

Practices
Symbol Feature Class
o Points
— Lines
(| Polygons

Land Unit Overlap

Symbol Topology Rule
| Must Not Overlap
Plan Layer
Symbol View
M Consplan Plan &
Digitize
Case PLUs
Symbol View
[] CasePLUs Plan
(.
[ CasePLUs Digitize
M = all other values>
Plan
[ Lecked
[ Legacy
Draft
=3 Sketch

Easement PLUs

Symbol
-] Easement PLUs

View
Digitize & Plan

Definition

Point practices are where the practice unit is in numbers, acre feet,
cubic feet or animal unit.

Line practices are where the practice unit is in feet, mile and linear
feet/year.

Polygon practices are where the practice unit is in acres and
square feet.

Definition

Overlap rule “Must Not Overlap” is applied to geometry. It can be
edited using the Edit tool and the overlap is validated upon
checking in the data.

Definition
Plan Layer displays all land units from within the plan with a yellow
outline.

Definition

Displays all land units in the Case PLUs layer with a magenta
outline for the purpose of printing maps, and differentiating
between the land units in the selected plan and in the Case PLUs.

Displays all land units geometry status while editing the Case PLUs
layer.

Definition

Displays the land units identified as the Easement for the
easement folder from Case PLUs and Active PLUs layers after using
the Easement Land Units tool.

NEG (National Easements Geodatabase) Layer

Symbol

= NEG
3 <all other values:=>
) ACEP-WRE
O EWP-FPE
EWRP
FRPP
GRP
HFRP
DO WRP

Task Guide 7

View
Digitize & Plan

Definition

Contains all easements in the NEG layer. Arc Map displays the
boundary of all easements within the current map view by
easement program.
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Active PLUs: Displays the land units in Case PLUs from other customer folders. Layer is not editable.

Symbol View Definition
O] Active PLUS Plan & Active PLUs Layer contains all land units that have been checked
M <all othervalues> | Digitize into NPAD that are located outside the Case PLUs but are located
Plan within the AOI. These land units have the same outline for the
[ E:::d geometry status but are differentiated by a blue fill.

[ Sketch

Legacy PLUs: These are land units tied to active conservation plans that were migrated to the Legacy PLU

layer when Toolkit migrated from NCP to NPAD. Land units must be checked in to continue planning new

practices. Land Units cannot be created or moved to the Legacy PLU layer. Layer is not editable.

Symbol View Definition

Plan & Legacy PLUs Layer contains all Legacy land units in NPAD that are

Digitize located outside the Customer Folder. These land units have the
same outline for the geometry status but are differentiated by a
blue fill. This layer can be turned off/on when you are not using
the land unit editor.

History PLUs: This layer contains the land units and practices tied to Cancelled and Completed plans and

any land units that have been deleted from the Case PLUs layer that have applied practices. Layer is not

editable.

[0 Legacy PLUs
(.

Plan & Digitize = History PLUs Layer contains all historical land units and practice

[0 History PLUs . L s
information in NPAD that are located within the AOI.

O
Land Unit Geometry Status: The Land Unit Geometry Status displays the current status of the land unit
in NPAD. The Land Unit Geometry Status can only be seen by using the Digitizing View in Arc Map. Below
are the symbols, layers and the business rules that apply to each.

Symbol | Layer Geometry @ Business Rules
Status
Case PLUs | Plan e Do not have any errors that need corrections.

e No other PLUs can overlap.

e  When digitizing PLUs adjacent to the Plan PLU the auto-correct
feature will snap to a Plan PLU but not change the shape of the
Plan PLU.

e When a Case PLUs is edited it is automatically changed to the
Sketch Status and is checked in when you stop editing and
save changes. If the land unit cannot be checked into Plan
status the system will revert back to the original land unit
shape and the changes will not be saved.

e (Can be added to one or more conservation plans as needed
through the Create/Open/Manage Plans tool.

Active PLU | Plan e Used to enforce topology when a land unit is created or edited
in the Case PLUs.

e Only displayed if they intersect current AOI.

o These land units can be added to one or more conservation
plans as needed through the Create/Open/Manage Plans tool.
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Land Unit Geometry Status — continued

Symbol  Layer

| Case PLUs

3 Active PLU

[ | Active PLU
| Case PLUs
O Legacy
Case PLUs
Active PLU
Task Guide 7

Geometry  Definition

Status
Locked

Locked

Easement

Legacy

Legacy

Draft

Draft

Land units can be locked by being in a CSP plan, ProTracts
contract and identified as an easement land unit and
reconciled through the easement reconciliation tool (ERT).
CSP —When a land unit is added to a CSP plan the land unit is
locked. The land unit cannot be updated through the land unit
editor and attribute tool. The land unit must be removed from
the CSP plan to edit. The land unit remains locked as long as it
in a CSP plan that is active.

ProTracts - Cannot be edited in the Case PLU Layer or attribute
tool unless the contract is modified in ProTracts. The land unit
remains locked until unlocked by ProTracts.

Easement — When the easement land unit is reconciled the
outer boundaries of the land units are locked but the interior
boundaries can be split and merge to create and delete land
units needed within the easement. The attributes are not
locked. The easement land unit boundaries can be unlocked if
needed through the ERT tool.

Can be added to one or more conservation plans as needed
through the Create/Open/Manage Plans tool.

Land Units in the Active PLU layer with the Locked geometry
status are used to enforce topology (no overlap) when a land
unit is created or edited in the Case PLUs.

Can be added to one or more conservation plans as needed
through the Create/Open/Manage Plans tool.

Only displayed if they intersect current AOI.

Reserved for future use.

These land units must be checked in if new practices are to be
planned.

Any new land units created will not snap to a Legacy Land unit.
These land units cannot be added to other plans through the
Create/Open/Manage Plans tool.

These land units are outside the current customer folder.

Not used for topology checks or snapping to land units that are
created in the Case PLUs.

These land units cannot be added to other plans through the
Create/Open/Manage Plans tool.

Cannot plan practices or add land unit to others plans through
the Create/Open/Manage Plans tool.

Draft PLUs must be corrected and rechecked in and be in the
Plan geometry status before a practice can be planned.
Cannot plan practices or add land unit to others plans through
the Create/Open/Manage Plans tool.
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|| Case PLUs Sketch

2 Active PLU = Sketch

(| History PLU  History

Aol

Symbol Layer Business Rules

Draft PLUs are not used for topology checks or snapping to
land units that are created in the Case PLUs.

When creating new PLUs the auto-complete will snap to any
Sketch land units in the Case PLUs to ensure overlap errors are
not created.

Sketch PLUs must be attributed and Checked In to change the
geometry status to Plan.

If a Sketch PLU fails at check in the geometry status will
change to Draft.

Sketch PLUs remains in Sketch status until checked in from
ArcMap.

Cannot plan practices or add land unit to others plans through
the Create/Open/Manage Plans tool.

Sketch Land Units are not used for topology checks or
snapping to land units that are created in the Case PLUs.
Cannot plan practices or add land unit to others plans through
the Create/Open/Manage Plans tool.

Contains all Historical land units and practice information in
NPAD that are located within the AOI.

When a plan is cancelled or completed the land units are
moved from the Active PLUs layer to the History PLUs Layer.
When a land unit is deleted from the Case PLUs layer, if there
are any applied practices the land unit is moved from the Case
PLUs Layers to the History PLUs Layer.

History Land units are not displayed with the plan layer.

(| AOI e Quarter-mile buffer created around the Case PLUs or the Consplan PLUs
when the customer folder is checked out.
e Used to enforce topology (error checking) when new land units are added
or existing land units are edited.
e AOI editor tool allows you to edit or add a new AOI.
o Allland units must be created within the AOI.
e If the AOl is edited you must select the AOI button to check out any land
units in the updated AOI area.
e All land units added to a plan must be within the AOI.
e Allland units in the AOI are available in the Land Unit Quick Report Tool.
Base Layer: The base layer is reference only. It contains all the data checked out from NPAD related to
the customer folder. It should not be used for editing and should be turned off.
practice_instance_point

o
— practice_instance_polyline
= practice_instance_polygon

land_unit
I plan_aoi

Task Guide 7
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Task Guide 8 - Toolkit Toolbar

The purpose of this section in the task guide is to identify and explain the functions of the buttons on
the Toolkit Toolbar. Turn on the toolbar by clicking on the Toolkit Toolbar O button.

Toolkit Toolbar O =

SEBCDEERE o @ R 2w D

Icon | Button Description

2 Zoom to Plan Zoom to the extent of the selected plan.

Select an existing plan. Create a new plan. Add or remove

Create/Open/Manage Plans plan land units. Edit the plan decision maker.

Calculate geometry for the selection layer, graphics or total

i

Feature Summary

acres.
L] Map Products Create a map of the project.
E Map Labels Create map labels for layers.
ﬁ Soils Map and Inventory Create a soils map and inventory.

Create a buffer for point, line, or polygon features or

& Buffer .
graphics.
Attribute Tool Attribute selected features.
E New Toolkit Layer Create a new point, line, or polygon layer.
AOL | Refresh AOI Check out an AOI (Area of Interest).

Check in digitized land units into NPAD and ensures

& | Checkn Features topology is met. Check in digitized practices into NPAD.

&2 | Change Views Switch between Plan View and Digitize View.

csp Modify Land Units in CSP Plan | Select land units from the Active Layer for planning CSP.

Displays all practices, decision makers, customer folders

aR i i
Land Unit Quick Report Tool and plans for selected land unit(s). Export Land Use Report.

Transfer plans, practices, practices and land units, and

by Transfer Tool
documents from one customer folder to another.

# | Toolkit Digitizer Create or edit digitized features.
Digitize Off Indicates Edit Mode is turned off.
@ Digitize On Indicates Edit Mode is turned on.
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Filter Practices displayed in ArcMap by Practice Status,
E Practice Filter Planned or Applied Year, Program Code, Contract #, and/or
Practice Code.
bl | Practice Filter On Indicates practices are filtered.
Export NPAD features (land units, practices) to a shapefile
A Export Features P . ( P ) P
or web feature service.
51 | Easement Land Unit SeIec'F land units from the Active or Case PLU Layers to
associate to an easement.
. Review and lock easement land units. Requires Easement
ERT | Easement Reconciliation s . g
Reconciliation role in zRoles.
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Task Guide 9 - Zoom to Plan Tool

1. Check out a customer folder.
2. Open the customer folder.

3. Select Customer File>Arc GIS Projects>ToolkitGIS_Template.mxd or other template used in your state
and open Arc Map project.

4. Select an existing plan from Create/Open/Manage Plans E

5. To zoom to the extent of the land units in the selected plan, click on the Zoom to Plan # putton.

The view will automatically adjust to the full extent of the plan layer.
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Task Guide 10 - Create, Manage or Open Plans

Contents:

BUSINESS RUIES: ...ttt ettt et e s e s bt e e s bt e st e e e sat e e sabe e e ne e e smbeesaseeesaseesareeeneeesaneeennes 1
SeIECE AN EXISTING PIAN coeiiiiiiiei ettt e et e e e etr e e e ata e e e seatae e e s ataeeeseataeeesntaeeeenntaeeesantaeaenans 2
Create @ NEW PLan ..ottt et she e st st s b e b e bt e s me e et e ean e neenreen 3
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Beginning in Toolkit 8, land units are no longer created and associated to a single conservation plan
since land units are created and edited from the Case PLU layer. The Create/Open/Manage Plans tool
allows you to select an existing plan, create a new plan, add or remove land units from a plan, and edit
the clients and decision maker associated to a plan.

Business Rules:

e Land units can be added to one or more plans.

e All plans are active as soon as they are created.

e The plan decision maker is defaulted from the customer folder decision maker and is editable.

e Plan associated clients can be selected from any clients associated to the folder and is editable.

e Client associations can be owner, owner/operator or operator. For easement folders only,
cooperating entity is available for client association.

e All plans have only one decision maker but can have multiple associated clients.

e Land units can be deleted from a plan as long as there are no planned, cancelled, or applied
practices.

e Land units must be in the Case PLUs or Active PLUs layer in a Plan or Locked status to be added
to any plan.

e Plan must be created before land units can be added to the plan.

e Land units must be within the AOI to be added to a plan.

e ProTracts uses the plan decision maker for the upload of contract items to an application.

e ProTracts does not require the plan decision maker to match the ProTracts contract.

e C(lient Gateway uses the plan decision maker for who has control of the plan and practices for
any actions such as applying a practice.

e Refer to ProTracts land use check for CSP rules.

e For CStwP plans, only land units with the following eligible CStwP land uses can be added:
Pasture, Range, Forest, Associated Ag Land, Farmstead, and Crop.

e Only Easement PLUs can be added to an Easement Plan. Additionally there will be a check when
the user adds land units to the plan to determine if any of the land units overlap a practice that
is in a planned state and is linked to a ProTracts contract or a CRP program code.
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Select an Existing Plan

1. Start Toolkit and select the Check In/Out tab. Click Go and login to eAuthentication.

2. Check out a customer folder or create a new customer folder and open the folder.

3. Click on the Customer File tab.

la
Customer Service Teolkit - UAT Testing 9.0.17.3

HIATUS BIKE TOURS

File Tools

L HDD

Reports  Help

General l Assistance Notes ] Practice Schedule((| Customer File ]

4. Under the customer folder click the ArcGIS_Projects folder. Double-click ToolkitGIS_Template.mxd
to open in ArcMap, or select another mxd file in the customer folder.

-
Customer Service Toclkit - UAT Testing 9.0.17.3

HIATUS BIKE TOURS

File Toocls Reports Help

LOHD

General ] Assistance Notes Customer File

Practice Schedule

Size Date Modified

3 ArcGIS_Projects
) Contract_Reports
—J Determinations

B
]

| ToolkitG1S_Template med

2045KB  6/24/2016

5. In ArcMap, click the Create/Open/Manage Plans E button on the Toolkit toolbar.

6. Inthe Create/Manage Plans dialog, click the radio button Select Existing Plan and select a plan from

the drop-down list and click OK.

r

Create/Manage Plans

===

Select a Plan
(@ Select Existing Plan

EQIF2542

() Create New Plan

Plan Type |Conservation
Contract #

Plan Mame |Consplan

Actions
Add / Remove Plan Land Units

Edit Plan Decision Maker

oK

) (Com
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7. ArcMap automatically zooms to the plan and practice layers. Note: The plan layer is always
displayed in a yellow outline. The Change Views <% button changes the symbology of the Case PLUs
layer and turns on/off the NPAD layers except the plan.

Table Of Contents 3 x
8¢8I
£ < Digitize View

= & Practices (polygons)

£ [ Practices (polylines)

o B EQIP2042

= O Land Unit Tepology
Avrea Errors
[ Must Mot Overlap
=] CasePLUs
| <all other values>
Plan
T Locked
CJLegacy
[ Draft
[ Sketch
=] Active PLUs
W <all other values>
1Plan
[0 Locked
[ Draft
=] Sketch
5 B Legacy PLUs

= B History PLUs

5 B A0
a

[ Base Layer

ortho_imagery/naip

[@e|=zn « il ' v

Create a New Plan

1. Start Toolkit and click the Check In/Out tab. Click Go and login to eAuthentication.
2. Check out a customer folder or create a new customer folder and open the folder.
3. Click on the Customer File tab and under the customer folder click the ArcGIS_Projects folder.

Double-click ToolkitGIS_Template.mxd to open ArcMap, or select another mxd file in the customer
folder.

4. In ArcMap, click the Create/Open/Manage Plans E button located on the Toolkit toolbar.

5. Inthe Create/Manage Plans dialog, select the radio button to Create New Plan.
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6. Select the Plan Type: Conservation, CSP, or CStwP. If CSP is selected, the contract number is
required and the application must be in CMT to create the plan. Enter a Plan Name.

Create/Manage Plans ﬁ

Select a Plan
() Select Existing Plan
EQIP2942

@ Create New Flan

Plan Information

Plan Type |Conservation 7

Contract #

Flan Mame Consplan

Create Flan

Cancel

e

7. Click the Create Plan button, then click OK.
8. New Plan is created and displayed in the Table of Contents

= = Digitize View
= Consplan

Add Land Units to a Plan Using the Map Selection

Before adding land units to any plan, the land units must be in the AOI and the land unit geometry status
must be “Planned” or “Locked”. For CStwP plans, only land units with the following eligible CStwP land
uses can be added: Pasture, Range, Forest, Associated Ag Land, Farmstead, and Crop. Only Easement
land units can be added to an Easement plan.

1. Start Toolkit and select the Check In/Out tab. Click Go and login to eAuthentication.
2. Check out a customer folder or create a new customer folder and open the folder.
3. Select the Customer File tab and under the customer folder, click the ArcGIS_Projects folder.

Double-click on ToolkitGIS_Template.mxd, or another mxd file in the customer folder, to open
ArcMap.
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4. In ArcMap, click the Create/Open/Manage Plans E button located on the Toolkit toolbar.

5. Inthe Create/Manage Plans dialog, select Existing Plan, then select a plan from the drop-down
menu and click OK. Or select Create New Plan, select the Plan Type, enter Plan Name (and Contract
# for CSP plans), and click the Create Plan button.

6. Inthe Create/Manage Plans dialog, click the Add/Remove Plan Land Units link.

Actions

Add / Bemove Flan Land Units

Edit Plan Decision Maker

% ) [(G ]

7. Inthe Add/Remove Land Units dialog, any existing land units in a plan will be displayed in the “Land
Units in Plan” window. The default to add land units to the plan is “Use Map Selection”.

Add/Remave Land Units S
Land Units In Plan Select Land Units
@ Tract/Land Unit View () Land Use View @ Use Map Selection () Search
Total Land Unit Acres:  0.00 ac.
Select | Tract Number
Filter

L

8. To select land units adjacent to each other hold down the left mouse button and drag your mouse
over one or more land units from the map.

9. To select individual land units hold the <Shift> key down on your keyboard and use the left mouse
button to select individual land units from the map.
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10. Click the Add button.

Table O Contents 7 x

1

Land Units In Plan Select Land Units
@ TractLand UnitView (O Land Use View @ Use Map Selection () Search

= Total Land Unit Acres: 0.00 ac. Search
2 ® Ca [7] Query Active PLUs [7]Query Cass PLUs

Select | Tract Number

imi [ Filter
CLgy|
10|
[=I5H)|
= B Actiy |
- <
1Py
L |
104
35K
B Legd | TE—
““all
B B AL _
a
O Base Layer

ortho_imagery/naip|

11. The selected land units are now listed in the Land Units in a Plan section and appear in the Table of
Contents plan layer with a yellow outline. The Land Units in Plan section can be sorted by Tract and
Land Unit or by Land Use.

Table Of Contents 3 x

() & Digitizey
= [ Cong

Land Urits In Plan Select Land Lints
i La":__ @ TractiLand Unit View () Land Use View @ Use Map Selection () Search
| Tom! Land Unit Acres: 7090 ac Search
o B Casd [7] Query Ac
--i

five PLUs [¥] Query Case PLUS

Select {Tlad Number x|

Filter Search |

[Land Unit 63 (Crop) 35.30 ac

= B Lega
=
= Hists
=
= B Aol
|
[ Base Layer

ortha_imagery/naip
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Add Land Units to a Plan Using Search

Before adding land units to any plan, the land units must be in the AOI and the land unit geometry status
must be “Planned” or “Locked”. For CStwP plans, only land units with the following eligible CStwP land
uses can be added: Pasture, Range, Forest, Associated Ag Land, Farmstead, and Crop. Only Easement
land units can be added to an Easement plan.

1.

Start Toolkit and select the Check In/Out tab. Click Go and login to eAuthentication.
Check out a customer folder or create a new customer folder and open the folder.
Select the Customer File tab and under the customer folder, click the ArcGIS_Projects folder.

Double-click on ToolkitGIS_Template.mxd, or another mxd file in the customer folder, to open
ArcMap.

In ArcMap, click the Create/Open/Manage Plans E button located on the Toolkit toolbar.

In the Create/Manage Plans dialog, select Existing Plan, then select a plan from the drop-down
menu and click OK. Or select Create New Plan, select the Plan Type, enter Plan Name (and Contract
# for CSP plans), and click the Create Plan button.

In the Create/Manage Plans dialog, click the Add/Remove Plan Land Units link.

Actions

Add / Remove Flan Land Units

Edit Plan Decision Maker

Close Flan | oK || Cancel |

In the Add/Remove Land Units dialog, any existing land units in a plan will be displayed in the “Land
Units in Plan” window. The default to add land units to the plan is “Use Map Selection”.

Under the Select Land Units section click the Search radio button. The Search button allows you to
search for land units within the AOI by Tract Number or Farm Number. You can search within the
Active PLUs layer, the Case PLUs layer, or both.
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Select Tract Number from the Select list. If desired, uncheck Query Active PLUs or Query Case PLUs

to limit the search. Enter the Tract number in the Filter section and click the Search button. The land
unit(s) found will appear in the search box, clicking on a result will briefly flash the land unit on the

map.

Table Of Contents

Eoes o

Land Units In Plan

@ TractiLand Unit View () Land Use View

Total Land Unit Acres: 70.90 ac.
[T]Bliisor_Famity_Fam-slisonfam

&3}

m

i3]
BZRZABRRE

ortho imagery/naip

() Use Map Selection

Select Land Units
@ Search

Search

Query Active PLUs (7] Query Case PLUs

Select [ Tract Number

Fiker 2000

[Trsct- 2000 Farm: Land Urt 1 |

10. Select the land unit(s) to add in the results box, holding the <Shift> or <Ctrl> key to select multiple

land units.

12. Click the Add button. The land units will be displayed in the Land Units in a Plan section and appear

in the Table of Contents plan layer with a

yellow outline. The Land Units in Plan section can be

sorted by Tract and Land Unit or by Land Use.

Table Of Contents

EEEEE -

BF=] Digitize View
& B ol s id/Remove Land Uni
=0 La Land Lnits In Flan
= @ TractLand Unit View () Land Use View
oM ca Total Land Unit Acres: 22810 ac.
< O —— ———
=l [ EHC] Tract 2000
o Land Unit 1 (Crop) 157.20 ac;
D ract
o [ Land Unit 21 (Crop) 1810 2c
4 Land Unit 54 (Crop) .20 ac.
o [ Land Uit 58a (Crop) 6.60 ¢
= b Act Land Unit 59 (Crop) 1.50 ac.
. < . []Land Unit 63 (Crop) 35.90ac.
=
jim
a
3l
= Legq |
|
= B Histl)
a
B & A0
O Base Lay
ortho_imagery/naip

Add Land Units to a CSP Plan

See Task Guide 21 — CSP CMT Land Use Check

Task Guide 10

(©) Use Map Selection

Select Land Units

@) Search

Search

Query Active PLUs Query Case PLUs

Select [ Tract Number

Filter 2000

Tract: 2000 Fam: Land Unit: 1
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Remove Land Units from a Plan

Land units can only be removed from a plan if they do not have practices in Planned or Applied status.
1. Start Toolkit and select the Check In/Out tab. Click Go and login to eAuthentication.
2. Check out a customer folder or create a new customer folder and open the folder.

3. Select the Customer File tab and under the customer folder click the ArcGIS_Projects folder. Double-
click on ToolkitGIS_Template.mxd, or another mxd file, to open ArcMap.

4. On the Toolkit toolbar, click the Create/Open/Manage Plans E button.

5. Inthe Create/Manage Plans dialog, select Existing Plan, then select a plan from the drop-down
menu and click OK. Or select Create New Plan, select the Plan Type, enter Plan Name (and Contract
# for CSP plans), and click the Create Plan button.

6. Under the Actions section, click Add/Remove Land Units and click OK.

Actions

Add / Remove Flan Land Units

Edit Plan Decision Maker

ok [ G ]

7. Inthe Add/Remove Land Units dialog, any existing land units in a plan will be displayed in the “Land
Units in Plan” window.
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8. Toremove a land unit select a land unit from the Land Units in plan and click the Remove button.
d B
Add/Remove Land Units [
Land Units In Plan Select Land Units
@ Tract/Land Unit View () Land Use View @ Use Map Selection (7 Search
Total Land Unit Acres: 228.10 ac. Search
EID Que F
F_!--DTIE.C‘(
¢ +[[JLand Unt 21 {Crop) 18.10 ac.

Select | Tract Number
Filter

-

9. A message will be displayed removing land units from the plan.

Remaving land units from the plan...

s

]
[
.l

Remaving land units from the plan...

Removing land units from the plan...

Cancel
L

10. As long as the select land units do not have planned, cancelled, or applied practices, they will be
removed from the plan and no longer shown in the “Land Units in Plan” window.

Remove Land Units from a CSP Plan

See ProTracts Land Use Check Task Guide

Task Guide 10
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Edit Plan Decision Maker and Associated Clients

Beginning in Toolkit 8, multiple plans can be created on the same land units. In some cases there are
different customers associated to each plan as well as different decision makers. Planners can establish
the specific decision makers and clients association to each plan for the purposes of uploading
applications in ProTracts and for clients to see and request assistance for the correct planning
information in Client Gateway.

The decision maker for all plans is defaulted from the decision maker for the customer folder and is the
only client associated to the plans by default. All clients associated to the customer folder can be
associated to any plans within the folder. The decision maker and all associated clients for the plan can
be edited at any time. Customers can only be added to a plan if they are added first from SCIMS using
the Add Associated Customer button located on the General tab.

For easement folders, the folder decision maker and associated customers are set in NEST and are read-
only in Toolkit. Adding or removing a customer from the folder must be done in NEST. The plan decision
maker and associated clients can be edited in Toolkit.

1. Start Toolkit and select the Check In/Out tab. Click Go and login to eAuthentication.

2. Check out a customer folder or create a new customer folder and open the folder.

3. Select the Customer File tab and under the customer folder click the ArcGIS_Projects folder. Double-
click on ToolkitGIS_Template.mxd, or another mxd file, to open ArcMap.

4. On the Toolkit toolbar, click the Create/Manage Plans E button.

5. Inthe Create/Manage Plans dialog, select Existing Plan, then select a plan from the drop-down
menu and click OK. Or select Create New Plan, select the Plan Type, enter Plan Name (and Contract
# for CSP plans), and click the Create Plan button.

6. Under the Actions section, click Edit Plan Decision Maker and click OK.

Actions

Add / Remove Plan Land Units

Edit Plan Decision Maker

Close Flan oK || Cancel
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7. The Manage Plan Clients dialog lists the folder clients on the left and the plan clients on the right.

a. To add a client to the plan, select a folder client (on the left) by clicking the gray box to the left
of the client’s name, then click the Add button.

b. To remove a client from the plan, select a plan client (on the right) by clicking the gray box to
the left of the client’s name and click the Remove button.

c. Change the decision maker by checking the Decision Maker checkbox for a plan client.

d. Add or change the client type by selecting Operator, Owner/Operator, Owner, or Cooperating
Entity (easement folders only) from the dropdown menu.

5 Manage Plan Clients - b - EI&E‘
Folder Clients Plan Clients

Client Name Decision Maker Cliert Name Decision Maker Client Type

Owner/Oper... =
BRUCE EVANS

DEBRA'S WORK AND PLAY ASSOCIATION

_ |

8. Once all changes are made, click OK.

9. When the plan decision maker is changed, a Toolkit message will be provided that the plan approval
date should be updated and a new plan signed for the correct decision maker if needed.

Toolkit Message ‘ E

The Decision Maker for the plan has changed. Remember to update
i the Plan Approval Date for the plan.
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Task Guide 11 - Feature Summary Tool

Contents:
Use Feature SUMMaAry 0N @ POIYZON LAYl ... ittt e e e tttee e e e e e e ee et te e e e e e e e e nnrenaees 1
Use Feature SUMMAry ON LINE LAYEIS .....u e s 2
Use Feature SUMmMAry 0N POINT LAYEIS ... s s 3

Use the Feature Summary () tool, located on the Toolkit toolbar, to display the total acres, perimeter
and count of selected polygons, the total length and count of lines or the total count of points. The tool
can be used for shapes created in GIS or for graphics.

Examples are for GIS features. The process is the same for graphics; simply check the “Calculate Selected
Graphics Only” box for results for graphics.

Use Feature Summary on a Polygon Layer
An example of a polygon layer is a Land Unit layer.
1. Click the Feature Summary I tool. The Feature Summary dialog opens.

2. Inthe Feature Summary dialog, select the layer you want to analyze (example: Consplan) from the
Selection Layer drop-down menu.

3. Click the Select Feature e button and select one or more polygons.

There are two ways acres can be calculated. They can be calculated from the geometry or the program
acres can be pasted into the dialog.

Calculated Acres Program Acres
8 - 2 - i
G e o I 55 G e s T 55

Selection Layer [Cunsplan v] | Selection Layer [Consplan v] |

[] Calculate Selected Graphics Only

() None () Points () Lines (@ Palygons

|:| Calculate Selected Graphics Only

() None () Paints () Lines (@) Palygons

Total Acres Total Acres

(@) Calculated Area: 212 AC () Calculated Area: 210 AC
(") Program Perimeter:  5224.0 FT (@) Program Perimeter FT
Count: 1 Count: 1
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4. To select multiple features, hold down the <Shift> key as you select or drag a box that includes a
portion of each polygon needed.
e The sum of GIS-calculated acres for the selected feature(s) is displayed in the Area box.
e If features overlap, the total acres calculated may be more than the selected area.
e The sum of the perimeter(s) of the selected feature(s) is displayed in the Perimeter box.
e The total number of features selected is displayed in the Count box.

5. If the polygon layer contains land units, select the Program radio button to toggle to the sum of the
Land Unit acres as entered in the Land Unit Attribute Tool.

6. Values displayed may be copied and pasted elsewhere, but the value may not be edited.
e To copy the value, double-click inside the box to highlight it.
o C(Click the right mouse key and select Copy.
e Paste the value in another location (e.g. the Approximate Acres box on the Map
Products dialog box or a Word® document).

Use Feature Summary on Line Layers
An example of a line layer is a Streambank.
1. Click the Feature Summary (=) tool.

2. Inthe Feature Summary dialog, select the layer you want to analyze from the Selection Layer drop-
down menu.

J Selection Layer: ’Sueambank

[ Calculate Selected Graphics Only

() None () Points (@) Lines (©) Polygons
Total Length
Length: 17137 FT
Count:  {

3. Located on the ArcMap Tools toolbar use the Select Feature b button to select one or more lines.
To select multiple features, hold down the <Shift> key as you select features, or drag a box around a
line or set of lines using the mouse, or select using Selection from the ArcMap Main menu.

e The total length of the selected feature(s) is displayed in the Length box.
e The total number of features selected is displayed in the Count box.
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4. Values displayed may be copied and pasted elsewhere, but the value may not be edited.
e To copy the value, double-click inside the box to highlight it.
o Click the right mouse key and select Copy.
e Paste the value in another location (e.g. the Approximate Acres box on the Map
Products dialog box or a Word® document).

Use Feature Summary on Point Layers

1. Click the Feature Summary (=) tool.

2. The Feature Summary dialog opens. The example shows many inventory points in a dataset, with a
selection based on an attribute. In the dialog, select the layer you want to analyze from the
Selection Layer drop-down menu.

Selection Layer: lS_ampie Inventory Categaries

[ Calculate Selected Graphics Only
() None (") Points (") Lines (@) Polygons

Points

Count: 15

3. Use the Select Feature F button to select one or more points, drag a box around a grouping of
points, or make a selection using Selection > Select by Location or Select by Attributes on the
ArcMap Main menu.

4. The total number of features selected is displayed in the Count box.
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Task Guide 12 - Map Products

Contents:
(0T LI T o Lo T 1V, =T o PRSP 1
MOdify LAYOUT EIBMENTS ....veiiieiiee ettt ettt e e et e e e e e ate e e e e abe e e e ebbeeeeesteeeeeasreeaeannees 4
Use the Layout ZOOM TOOIS .......cuiiiiiiie ettt eee ettt e e e e e e et e e e e e e e e bt aae e e e e e seesnnstaaeeeeeeesaannsraeneaaanas 6
T A o o TSI I Yo 11 PRSP 6
SAVE the LayOUt @S @ PDF OF P .cicuiieeiiiiiieiiiieeeeeiteeeesite e e eeiteeeestteeeesateeeessteeessnssaeessnsseeesanssaeessssnnes 6

On the Toolkit toolbar use the Map Products I tool to create a plan map with a heading, legend, scale,
and North arrow.

General information that the user types in the choice lists in the Map Products dialog box is saved in:
C:\Users\user.name\Local Settings\Roaming\Application Data\USDA\Toolkit5 directory. The
information saved includes map title, agency, district, field office and assisted by values. The next time
the user opens the Map Products tool, the previous settings are available as choice lists in the dialog
box.

Note: The values entered for approximate acres, date and legal description are not saved.

Create a Plan Map

1.

Check out a customer folder.

Open the customer folder and select the plan.

1 ik
On the ArcMap Tools toolbar, use the Zoom In *4 tool or the Pan & tool to get the map view you
want to print out or save.

On the Toolkit toolbar, click the Map Products 1 button.

Toolkit Toolbar o x

sREDEER BE 08 a R s [7 e Fow

The Map Products dialog box opens, and the view changes from Data View to Layout View.

Add a check mark to each item you want to include in the map header. Text may be added to any
dialog box/choice list by typing in a blank box. To remove an item from a dialog box/choice list,
highlight the item and press the <Delete> key.

a. For Map Title, select a title from the drop-down list or enter a title in the dialog box.
Select customer(s).
Select the Field Office from the drop-down list or enter in a field office name.
Select the Agency from the drop-down list or enter in the agency name.
Select the Conservation District from the drop-down list or enter in the district name.
To include a list of Land Units in the header, add a check mark to the Land Units check
box and highlight all the land units you want to list on the map (as shown below).

-0 oo0oT

Task Guide 12 Page |1 September 16, 2016



T o m

Select a name from the Assisted By choice list or enter a name.
To include a Date, enter a date in the date field.

To include Approximate Acres, enter an amount.

To include a Legal Description, enter the description.

-

[¥] Map Title Conservation Plan Map - [¥] Assisted By Jill Planner b

[ Customer | EETEESEY [7] Date Monday . December 15,2014 ~
| [¥] Approx. Acres 5378

[V] Field Office  pOCATELLO SERVICECENTER - [ State and County
[¥] Agency NRCS v Legal Description
[7] District ;

[EIRELL LT R Tract 5405 Field: 2
Tract: 5405 Feld: 3

Heading | Layout and Scale |

Townshm x N Rénge ¥ E -
Section 2, 3.4

| Tract: 5405 Feld: Monsan1

[Use Prefaences] [ Save Preferenoes] @ [ OK ] [ Cancel ]

7. Click Apply to refresh the header settings in the layout.

8. If these settings will be the typical settings you want to use for your conservation maps, you can

select the

Save Preferences button. Next time simply click on “Use Preferences” and then fill in any

additional information needed.

9. Click on the Layout and Scale tab.

r Map Products i - M

Layout and Scale

Size:  85x 11" Portrait A

Scale: 1"=  Fitto Page v FT

Logo: USDA Logo

[ Use Preferences ] [ Save Preferences ] [ Apply ] [ OK ]

Task Guide 12

For Size, select a standard page size from the drop-down list. The printer must support
the selected format.

For Scale, select a standard scale from the drop-down list. If you select user-defined
scale, another dialog box is displayed. Enter the desired scale in the dialog box.
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C.

Select a Logo from the drop-down list, if a choice list is provided.

10. Click Apply. The plan map in Layout View updates with the selections from the Map Products dialog
box. You can click on the items added to the map to further edit or move them (refer to the Modify
Layout Elements section below).

Task Guide 12

84
Conservation Plan M ap

Cuslomer(s) DAN KEETCH

Approximale Acres 587 8

Legal Descripfon: Townshipx N, Range 1 E
Secton 3.4

Date: 12152014

Fleld Offce: POCATELLO SERVICE CENTER
Aganey NRCS
ASEERD By JNIPRAREF

Land Unks

Tract: S405 Fleld: 2.

TrRCE: $405 PN 3.

Trace: 405 Field: Mensant
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Modify Layout Elements

1. To modify an element, use the Select Elements tool ' ¥ 'to select the item you want to modify.

Conservation Plan Map: Date: 12152014

__________________________

Feld O fce: POCATELLO SERVICE CENTER
Agency: NRCS
Aszsisted By Jill Planner

Custmer(z): DAN KEETCH

Approximate Acres: 5ET B
Leg sl Descripfion: Township x N, Range vE
2.9 4

Comrpinn

MapTitle Properties @ il %

Text | Size and Posttion

Text:

Conservation Plan Map -

1

Fort: Anal 12.94

Angle: 0.00 : Character Spacing:  0.00 =
Leading: 000 L :

About Formatting Text ] ’ Change Symbol...
[ ok ][ cancel || foely

2. To change the heading information from the Layout View, use the Select Elements tool to double
click on a text box. Modify the text in the Text Properties dialog box.

3. To move the heading information, click on the text and then drag it to another location.

4. To change the font size, style or color, use the Select Elements tool ' ¥ to double click on a text box.
Click on the Change Symbol button and change the font size, style or color, then click OK.

5. To change the north arrow or scale, use the Select Elements tool ' ¥ to double-click on the element
you wish to modify to open the corresponding properties dialog window. Make changes as needed,
then click OK to dismiss the dialog window.

6. You may remove an element (north arrow, scale bar, etc) by selecting it, then pressing the Delete
key.

7. To modify the Legend, use the Select Elements tool ¥ 'to double-click on the Legend. The dialog
box opens and you can add or delete items for the Legend, select a border and/or background color
for the Legend, etc.
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.
Legend Properties

[ Legend | tems | Frame | Size and Postion|

Border

l I b %‘ Color:

O

Gp X O0Zps Y Roundng: 0%

B =

UE pts Rounding: glx

Gap X Dl—iq pls Y:

Drop Shadow

=l
4]

Codot | |".

Rounding: i 0 :

Offset X | 15I: pts Y ‘ 15:-] pts

[7] Draft mode - just show name
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Use the Layout Zoom Tools

1. Tozoom in and out on the Layout, use the Zoom Tools on the Layout Toolbar.

R

53% v | B EMmE .

2. Ifthe Toolbar is not displayed, click on the Customize tab in the ArcMap Tools menu and select
Toolbars and check the Layout option.

Print the Layout

1. ArcGIS uses the standard Windows print functionality. From the File menu, select Print. Note that
the layout appears more centered on the page when it is printed directly from ArcMap.

2. When you are finished working with the layout, you may return to the Data View window, by

clicking on the Data View icon in the lower left corner of the Layout window.

Save the Layout as a PDF or jpg

1. To save a copy of the layout for future reference, click the File tab on the ArcMap Tools toolbar,
then select Export Map.

Task Guide 12

Q MNew_Plan.mxd - ArcMap - ArcInfo

File

O

gu E?;

B PO OHEBS

Edit View Bookmarks

MNew... Ctrl+N
Open... Ctrl+0

Save Ctrl+5S

Save As...

Save A Copy...

Add Data

Sign In...

ArcGIS Online...

Page and Print Setup...
Print Preview...

Print...

Create Map Package...

Export Map...

&

Map Document Properties...
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The Export Map dialog box opens. Navigate to the folder where you want to save the map, typically

in the Resource_Maps folder (be sure it is in the correct customer folder). Provide a file name and
select a format — typically pdf or jpeg. Set other Options as needed. Don’t forget to set the desired
resolution of the file. The larger the file, and the more files in the folder, the longer it takes to check
out the customer folder. Click Save.

3. You can also print the map by opening the saved PDF and clicking File > Print.

Task Guide 12

@ Bxport Map =
I S Fesaurce_Maps 'I Q2o &
T Mame B Date modified Type * |
S5 T
e i applied pestmgt2008.pdf 12/2/200811:51 AM  Adobe]

Recent Places 5 ufied fence.pdf
= L Applied_fence 9_20_2010.pclf
X Applied_LWS_2011.pdf
Desktop X corp_map.pdf
drainage_area.pdf
= L Eqip_2009_LWS_design.pdf
Libraries FLiEqip_2009_LWS_design2.pdf
— LI Eqip_2000_LWS_designtopo.pdf
,..5 T Eqip_2009_Plan_map.pdf
Computer  TJEqip_2009_Soils_map.pdf
FLiEqip_2009_T&E map.pdf
-
G_l\./‘ ﬁ‘;,gmu 2009 Tove man.odf
. I 1
Netw
T File riame Keetch_Consplan pdf I - |
Saveastpe:  [PDF (pdi) - Cancel

6/16/2005 219 PM Adubel
9/20/20108:21 AM  Adobe|
11/10/2011 7:40 AM Adohelz
7/21/20058:39 AM  Adobe|
7/21/2005838 AM  Adobe|
2/26/2010 7:15 AM Adnha!7
2/25/20103:42PM  Adobe
2/26/2010 716 AM  Adobe
9/25/2008 757 AM  Adobe
9/25/20097:56 AM  Adobe
9/10/2009817 AM  Adobe
9/25/2009 758 AM  Adobe T
| 3

- =~ Options
General | Fomat | Pages | Advanced |
Resoltion 300 +pi

Output Image Qualty (Resample Ratio)
= ;
Fast Normal Best

Ratio: Tii3

[] Clip Output to Graphics Bxtent

B

Date: 12115/2014

LO SERVICE CENTER

E CSP_816114141VP.pdf - Adobe Acrobat
Edit View Window Help

[ Open... Ctrl+0

Open From Acrobat.com...

@. Create

Save Ctrl+5
Save As... Shift+Ctrl+5
Save As Other...

Save To Acrobat.com...

Send File...

[£% Get Documents Signed...

Revert

Close Ctrl+w

Properties... Ctrl+D
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Task Guide 13 - Map Labels and Annotation

Contents:
Task Guide 13 - Map Labels and ANNotation ..........cceiiiieeiiiiiieciiieecereneesrrenees s e eensesenasesssenesssssenssassennnns 1
AV T o B0 o1 L 1
ANNOLALION LAYEIS ..ivuuiiiiiiiniiiiiiuiiiiiinieiieaieiinssiesiemmsiestenmsisttesssistssssssssesssssssesssssssessssssssssssssssssssssenes 5

Use the Map Labels tool to label map features. Up to five attributes may be included in a label. The tool
may be used on all feature layers. It cannot be used for image layers such as ortho imagery, topographic
maps, etc.

Map Labels

1. To label features on a data layer, use the Select Features I button located on the ArcMap Tools
toolbar to select one or more features.

Tools

RAMQ ikl «= () ©

2. To clear a selection use Clear Selected Features [1 button located on the ArcMap Tools Toolbar.

Tools
|<+1<'1«5-5“10 T i

3. Click the Map Labels tool located on the Toolkit toolbar.

Toolkit Toolbar o x

PEBEE0EER E R0 © 8 P ) G 2 (7] = 4 err

The Toolkit Map Labels dialog opens.

4. Inthe Map Labels dialog, select the layer you want to label from the drop-down list.

LTRSS S——_———)

Select Layer to Label

[D\mersF‘Ian - ]
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5. By default, an annotation layer is created for the labels. If you do not want to create an annotation

layer, uncheck the Create Annotation Layer check box.

oot vop ot

Select Layer to Label

[Owners Plan - l

@ Create Annctation La*_nD

Annotation in ArcGIS is an efficient way to store text to place on your maps. With annotation,
each piece of text stores its own position, text string, and display properties. Creating an
annotation layer allows you to edit individual labels, and turn labels on and off (independent of the
layer being displayed).

The Annotation Groups created with the Map Labels tool can be turned on and off from the
Properties Tab of the Data Frame. For more information on annotation layers see the section
on Annotation Layers.

For Label Style, accept the default style Text or click the drop-down list to select Bullet Leader or
Callout from the list. A sample of the selected style appears in the window. The Label Properties
allows you to resize the text and select a Label Color. Click the Scale Labels check box if you want
labels to be resized automatically when the view is zoomed in or out. Click the Add Halo if you want
a Halo around all labels.

Label Style Label Properties
Texi - Field 5 8 +l Text Size
154.4 AC
- Label Color
Crop
"] Scale Labels
[] Add Halo

8. Click the check boxes preceding the attribute fields to include up to five attributes in the label.

Labe! Description Land Unit Acres will be displayed on
Field @ Text G Units @ Decimals the label, with the unit abbreviation
@ [Tract number v| Ted [ - : “ac” following the acreage amount.
7 [Landuntnumber +|  Field - - ) .
[ ¥ 2 ] : Under Decimals, click the drop-down

7

|Land unit acres v |ac. gzl [ B list to select the number of decimal
i points (0-4) to display.

(NRCS Land Use v

[ - - = Acres are rounded to one decimal
place (tenths).
| Clear Al

A. Under Field column, click the drop-down list to select the Field attribute for the first line of the
label.
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B. Under Text column, enter a word that you want to precede the attribute in the label.
C. Select Units for quantity data fields (e.g., acres). Note: If a unit that is needed is not displayed in
the drop-down menu, you may enter it manually.

9. Repeat step 8 for each of the attributes you want to include in the labels.

10. Once the labels have been set up, you may save the preferences for future use by clicking the Save
User Preferences button located at the bottom of the dialog.

OFK | U zer Preference | Save User Preference | Cancel |

11. At any point in the future, you may use the User Preference button to retrieve the preferences
when creating labels for another layer.

DE, (l U ser Prefeience 3 Save Uzer Preference Cancel |
——

[

12. When you are finished setting up the labels, click OK.

U ser Praferance I Save Llzar Praferance | Carcal ‘

13. If you chose to create an annotation layer, the following dialog window will be displayed. Enter a
name for the annotation layer in the box, and click OK.

Annotation Layer

Select Layerto Label : Specify the name of the annotation layer:

eqip08689
Create Annotation Layer

Label Style Label Properti
= & [ Text Size
I ' b= Color

Scale Labels

Toolkit Toolb

Add Halo

Label Description
Field

Tractnumber =
Land unit number =
Land unit acres -
NRCS Land Use -
[F—

=

=

[«

[<

]

Clear All

[ User Preferences I I Save User Preference I [
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The labels are displayed on the map.

14. Some labels may need to be repositioned. Use the Select Elements K tool on the ArcMap Tools
toolbar to click on the labels and drag them to the appropriate location. (Annotation Layers).

Q|

cul |- O @ 7 BEILNRES D E
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Annotation Layers
If you created annotation layers when you created the labels, you are able to turn the annotation on/off
at will. You may also edit individual labels or change the font size, style, color or the location of the label.

To access the annotation layer, complete the following steps.

1. Inthe ArcMap Table of Contents, right mouse click on the Data Frame name and select Properties.

Add Data..,
New Group Layer

New Basemap Layer

Copy

Turn All Layers On
Turn All Layers Off
Select All Layers

= M Lan| # Expand All Layers
= Collapse All Layers

a O At Reference Scale
= Advanced Drawing Options...
E:; f Labeling
[ [2 Conve IE 3
10 %5 Convert Features to Graphics...
3 5. Convert Graphics To Features...
8 0O Leg 7
(] izl
=N A:ﬁ[mi Properties...
A

The Data Frame Properties dialog window opens.

2. Click on the Annotation Groups tab.
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3. Available annotation layers are listed. To turn the display on, check the annotation layer check box.
To turn the display off, uncheck the annotation layer check box.

Diata Fra

e T e
_Festure Cache | Armotation Groupt | Edent indicators | Frame | Sire and Postien |

Group Name Agpociated Layer FHBI'WSMO. Select Al

A 2

_[MCmsptm Consplan viesze | | L CemM |

| T = oo [—N";“ ]
Remove Group
o m——

Draw annotation using this cocrdnabe system;

NAD_1383_UTM_Zone_11N - Chonge.
Trangwerse_Mercalor

4. Click OK to close the dialog window.

5. To edit the font size, style, or color of a label, use the Select Elements tool k from the Drawing
toolbar located on the ArcMap tools interface.
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6. Once a label is selected, it will have a dashed box around it. Use the Draw toolbar to make changes.
Alternatively you can right-click on the label, select Properties, and the Properties dialog box will
open and you can make changes to the label.

7. To reposition a label, use the Select Elements tool

key and drag it to the appropriate location.

Task Guide 13

Font:

Angle: 0.00 E

Avrial 8.00

Aboutformatting text

h
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&
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Task Guide 14 - Soils Map and Inventory and the Soil Data Viewer

Contents:
Yo 1 Y Y o= L e B [0\ VZ=T g o o USRI 1
SOIl DAtA VIEWET [SDV) c.eieiee ettt ettt ettt e e e ettt e e e et e e e e eeabaeeeeeabaeeeeeabaeeesassaeeesassaseesassaeaeeastasaesansaeaennns 7

Soils Map and Inventory

The Soils Map and Inventory =k button, located on the Toolkit toolbar, allows the user to create a soil
map and inventory report for a selected plan layer. The button will not activate without a soils layer in
the ArcMap project.

Toolkit Toolbar i

QE@HF@?‘EE"OIJ@CSPUR@% @J «_ERT

1. Verify that the necessary soil layer is added to your project and that it covers the area you are
working on.

Note: If your land units fall in multiple soils survey areas, you will need to run this tool for each soil
survey.

2. Click the Soils Map and Inventory H button.

3. The Soils Map and Inventory dialog opens. Enter the following information:
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ﬂ Soils Map and Inventory ﬁ

Soils Map
@ Selected Layer: |- please select — V]

@ Soils Layer: soilmu_a_ne151
® Bufier Width: [1 Units: |Feet

@Soils Map Layer Name: Sgils Map
File Mame: | ce Maps'soils_map_out shp @

@ @ Generate Map Generate Report

r@Svc:ails Inventory Report Display Options
ML Symibsol MU Acres

MU Name MU Percent

[ Prime Farmland

Customer Information

[] Summarized by Tract and Land Unit Numbers

@

LS -

A. Choose the layer you want to make the soils map for from the “Selected Layer” drop-down
menu (e.g. plan name).

B. If you have more than one soils layers in your project, select the one you want to make a soils
map with.

C. To make the soils map for an extent beyond that of the selected layer, use the Buffer Width
setting. This will extend the soils map beyond the layer boundaries a specified number of units.

Note: This is defaulted to “1 foot”, change to “0” (zero) for no buffer.
D. Choose an appropriate name for the soil map.
E. Select the File Browse & button. This should default to the Resource_Maps folder in the

customer file. If it does not, navigate to the Resource_Maps folder for the customer. Name the
shapefile appropriately and click Save.
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G
g

2 Salect Incation of cutput buffer e &‘l
—_ L
k= | 4 = ¥ Resource Maps - |+ E pe
Orgamze = P Tolder e &
# Jied = e
Favoiites = e
B Desktop . soils_map_CasePLU.dbd
& Dewnioads & | soils_map_CasePLU
Wy Custorver Fils sails_map_CasePLUhtm
24 Recent Places sails_map_CasPLUph
soils_map_CasePLLU.sbn
-4 Libraries sails_map_CasePLULshx L/8/201% 11:16 AM
= Docurnents saits_map_CasePLLshp
@' Music soils_map_CasePLL shx
| Prctishes soils_map_CasePLL
E Videos soils_map_Operators plandbf
e | soils_map_Operators plan 1 1511:15AM  HTM erit KE -
File narne: TG ReT] -
Save s type >
Hide Felders Seve l Cancel

F. Determine if you want to generate a map, a report or both — By default both are checked.

Generate Map Generate Report

G. There are several options to include information in the report that is generated. Check the
appropriate boxes in the “Soil Inventory Report Options” depending on your needs. By default,
the following options are checked:

Task Guide 14

Sails Inventory Report Display Options
MU Symbeal MU Acres

MU Name MU Percent

[] Prime Farmland

Customer Information

[] Summarized by Tract and Land Unit Numbers

MU Symbol: Map Unit Symbol

MU Acres: Map Unit Acres

MU Name: Map Unit Name

MU Precent: Map Unit Percent

Prime Farmland: Prime Farmland Indicator as defined by the Farmland Protection
Policy Act (FPPA)

Customer Information: Includes the customer name at the top of the report
Summarized by Tract and Land Unit Numbers: Groups and summarizes the report
based on tract and land unit numbers, not just by the map unit for the “Selected Layer”
Note: This will only be available to select if your “Selected Layer” contains Tract/Land
Unit information; otherwise it will be greyed out
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Example of report without the “Summarized by Tract and Land Unit Numbers” option selected.

Soils Inventory Report
WM WALKER
Map Unit Symbol Map Unit Hame Acres Percent

7207 Aksarben sty clay loam_ 6 1 11 percent siopes | 418 6d%

723 Judson sillloam, 2 to 6 percent siopes | 5.4 %

7418 Mornil clay losm. & o 11 percent siopes | 1.4 %

1544 utan silty clay loam, 6 o 11 percent shopes, eroded | 6.7 0%

TedT Yutan. ereded-Aksarben silty clay leams, 2 to & percent slepes | 102 16%

Total, 652 100%

. . .
Example of report with Prime Farmland option selected:
Soils Inventory Report
CHERIS'S INITIAL BIKE COMPANY
Tract Land Unit Map Undt Symbol Map Unit Name Prime Farmland Indicator Acres. Parcent

[ CSP_C1 7580 Zook silt loam, occasionally flooded Prine farmband i drained 0 [
] C5P_C1 410 Crata vanant silty clay loam, 1 1o 4 percent slopes Het prime farmland 0.2 %
0 CSF_Ci 3705 Crote sit loam. torrace. 0 10 1 porcont siopes All acpas ane prime Earnland 05 [
] CSP_C1 7770 Colo silty clay loam_cecasicnally fiooded Prene farmiard  drained 24 3
[] £3P_C1 7867 Nodawary sill loarn, channeled, frequently Sooded Not prime farrnland 34 %
] csP_C1 TIT4 Colo-Nodaway sty clay loams, frequently flooded Ht prime farmland 49 %
[} CSP_C1 3840 Gesary salty clry ko, 7 10 11 percent slopess. eroded N prirmes Earmland 55 %

Example of report with the “Summarized by Tract and Land Unit Numbers” option selected.

Soils Inventory Report

W M WALKER
Map Unit Symbol Map Unit Nama

12100 1" a7 Aksarben sity clay loam, 6 to 11 parcent shopes 1 100%

Tolal. 1 100%

[ (B | 1] 207 | Aksattien sity clay Ioam, 6 ta 11 parcent siapas [ ] [
| 12101 | 4] 7231 Judsen silt lnam_ 2 10 6 percent siapes | 1a] 00% |
Total 18 100%

12355 1 redr ‘Yulan, eroded-Aksarben silly chay loams. 2 10 & percent slopes 0.5 %

12355 1 7231 Judsen sill oz 2 1o € percent slapes. 24 15%

12355 1 7207 Aksaren sity clay |zam, & ta 11 parcent siapas 132 2%

Tatal 161 100%
[ 12355 | 2 7207 | Aksaiben sity clay loam, 6 bo 11 percent siopes | 3] 100 |
Tatal 13 100%
| 12255 | i 207 Aksaren sity clay loam, 6 to 11 percent siapes | 13] 100% |
Tolal: 13 100%

12355 4 647 Yutan, aroded-Aksarban silty clay losms. 2 to 6 parcent slapas 04 %

12355 4 7231 Juéscn silt loam 2 1o 6 percent skapes 1 5%

12355 4 644 utan silty clay koam, i o 11 parcant slopas, aroded ) 8%

12355 4 1207 Aksarnen sity clay lsam, 6 to 11 parcent shopas 134 B5%

Total 0.7 100%

12355 3 44 utan silty clay koam, F o 11 percant slopas, aroded 07 3%

12355 5 7418 Mol clary |zam, 6 bo 11 percent skapes 14 %

12355 5 647 utan, aroded Aksarban silty clay lnams. 2 to 6 parcent slapas 234 43%

12355 5 7207 Aksamen sity clay Isam, & to 11 parcent siopas E 48%

Tatal 224 100%

Tatal: 616 100%

H. Click the OK button.
4. The Soil Inventory Report will be generated and will open in Internet Explorer. It is saved to the
Resource_Maps folder of the customer. The saved report will have an htm extension. This document

can be accessed in the future by double clicking on the htm document in the Resource_Maps folder.

5. A data layer named Soils Map is added to the ArcMap Table of Contents. You can now use the Soil
Data Viewer to get different reports on the soils as needed.
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6. Change the soils map symbology by right clicking on the soils map layer and choose Properties.

B

] =
=] Land | w¢
Ar
M My E

=] soilm
B @
=] soilmy
|
=] Case f
. <al
[1Pla
1Log
CLeg
[1Dra
[ ske
= B Active
M <al| *3
[1Pla
A Log
[m |TH
[1Dra &
215k i

||
Copy
Remove
Open Attribute Table

Joins and Relates

Zoom To Layer

Zoom To Make Visible

Visible Scale Range

Use Symbol Levels

Selection

Label Features

Edit Features

Convert Labels to Annotation...

Convert Features to Graphics...

Convert Symbology to Representation...

Data

Save As Layer File...
Create Layer Package...

HE
-

Properties... I

7. Inthe Layer Properties dialog, enter the following information:

r

Draw categories using unique values of one field.

\Value Field Color Ramp
qmml | MUSYM - @ -
— Unique walues, many
Match to symbols in a
Guardities Symbol  Walue Label Count
Charts ] <all other valuess <all cther valugs> 0
Multiple Attributes <Heading MUSYM 12
7207 07 g
720 2 1 +
7418 7418 2 o
Pl — ' 7644 7644 2 L
7647 7647 2
|mnuﬂ[mm._. Remove | Femove Ml | | Advapced |

@ o [ | @ )

mooOw>P

Select the Symbology tab.
Choose Unique Values under Categories.
Select MUSYM from the Value Field box.
Select a Color Ramp (optional).
Select Add All Values.
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F. Select Apply. Each soil type should be displayed with a different color.

G. To set transparency (optional), select the Display tab in the Layer Properties window.
i. Set aTransparency Percentage. The higher the value, the more transparent.
ii. Select Apply and then OK. Your layer should now be “see through”.

[

| General I Source I Selection | Display | Symbology I Figlds I Definition Query I Labels I Joins & Helatesl Time I HTML Popup|

-
Layer Properties

Scale symbols when a reference scale is set

ITransparEnt: 65{ % I
Display Expression

Field: MUNAME M

[ Show MapTips using the display expression

Hyperlinks
[ support Hyperlinks using field:

none

@ Document URL Script Edit...

Feature Exdusion
The following features are exduded from drawing:

Feature ID MUMNAME Restore Drawing
Restore Al
oK [ Cancel |[ Aooly |
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Soil Data Viewer (SDV)

Add the Soils Data Viewer button by installing the Soil Data Viewer add-in tool. See Task Guide 38 for

instructions on installing the add-in.

Using SDV to create Soil Interpretation Maps for your Plan Land Units

Steps below assume that you have already used the Soil Map and Inventory Button to create a soils layer

for your plan land units.

=

1. Click on the Soil Data Viewer [~=-! button.

2. Select the soils data base that corresponds to your land unit soils and click Open.

Note: This dialog will usually only appear the first time you use SDV.

-
Q Please select a soil database.

[S5C=)
@uv| . v Computer » OS(C) » geodata » soils » soil_nel09 » tabular v|‘¢-| Search tabular Pl
— - = = =
Organize » Mew folder =~ [ '@'
Bl Desktop 0 Name : Date modified Type Size
4. Downloads = - .
|@ soil_d_nel03 12/23/2014 3:00 PM  Microsoft Access ... 53,864 KB|

. My Custormer Fils

L
= Recent Places

m

= Libraries
3 Documents
J? Music
= Pictures

B videos

1% Computer
s 05 (C)
o E (Marcneli24000 _

File name: soil_d_nel09

- ’Access Databaze File (*.mdb) v]

[ open [v] | conce |

3. Select the soil map layer you want to use and click OK. This example shows using the soils map layer

you just created with the Soil Map and Inventory button.

r y
Please select a soil map layer. ﬂ
Map Layer Source Map Layer Name
C:\geodata'soils'soil_ne109\spatial'soilmu_a_ne109 shp soilmu_a_ne 109
C:\Users'shandy. bittle'My Customer Files Toolkit', “Resource_Maps'soils_map_out_ownersPlan....

Corc
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4. The SDV dialog opens.

= Soil Data Viewer - ArcMap = | B i)
File View Help
Attribute Folders Attribute./Folder Description | Rating Options I Report Options |
P Building Site Development Building site development interpretations are designed to be used as tools for evaluating seil -

[-{_) Construction Materials
{22 Disaster Recovery Planning
-3 Land Classifications

{23 Land Managemert

-2 Military Operations

-] Recreational Developmert
-] Sanitary Faciities

-3 Soi Erosion Factors
-1 Soi Physical Properties
-2 Soil Qualties and Features
-1 Vegetative Productivity
-1 Wasts Management
-1 Water Features

-2 Water Management

suitability and identifying soil limitations for varous construction purposes. As part of the
interpretation process, the rating applies to each soil in its described condition and does not
consider present land use.

Example interpretations can include comosion of concrete and steel, shallow excavations,
dwellings with and without basements. small commercial buildings. local roads and streets, and
lawns and landscaping.

@ Basic Mode () Advanced Mode
Synchronization Status: Al map units in sync.

Map Layer: C:\sers\shandy bittle"\My Customer Files Toolkrt_\Resourcefhﬂaps\scllsfmapfom, soils_map_out_ownersPlan
Database: C:\geodata'soils\soil_ne109tabular'sci_d_ne109.mdb

[ Aggregation Report ][ Map Unit Desc. Report ][ Map ][ Synchronize ][ Clear Themes

Common Interpretations and where to find them:

Interpretation

Attribute Folders Location Rating Options

Ecological Site Names

Land Classification Class: NRCS Rangeland Site

Hydric Rating

Land Classification

Farmland Classification

Land Classification

Hydrologic Soil Group

Soil Qualities and Features

Drainage Class

Soil Qualities and Features

Synchronization Status Definitions/Resolutions:

Status

Definition

Resolution

L]

All map units in sync

[_?]

Some map units in sync

This status typically shows up when trying to run a PLU Soils
layer that was clipped with a soils layer that is not current
with the database. Use the Soil Map Inventory Button to clip
the current soils with the PLU.

[ ]

No map units in sync

The wrong tabular data is selected. Pick the appropriate
county soils tabular data.

5. Click on Advanced Mode.

(™) Basic Mode

Task Guide 14
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6. Select the Interpretation you want to run from the tree at the left. Use the table above to help find
the locations of the common Interpretations needed for Conservation Planning. i.e.:

ElD Land Classffications
. @ Conservation Tree and Shrub Group
i@ Ecological Site 1D

----- b- Ecological Ste Name

----- 3 Famland Classification

7. Attribute/Folder Description Tab: This will give you a description of the report you have selected.

Attribute. Folder Description | Rating Options | Report Options |

An ecological ste name provides a general description of a particular ecological ste. For example, -
"Loamy lUpland” is the name of a rangeland ecological site. An "ecological ste” is the product of
all the environmertal factors responsible for its development. k has characterstic soils that have
developed over time; a characteristic hydrology, particulardy infitration and runoff, that has
developed over time; and a characteristic plant community (kind and amournt of vegetation). The
veqetation, soils, and hydrology are all intemelated. Each is influenced by the others and irfluences
the development of the others. For example, the hydrology of the site is influenced by development
aof the soil and plant community. The plant community on an ecological ste is typified by an
association of species that differs from that of other ecological sites in the kind and/or proportion of
species or in total production. Descriptions of ecological stes are provided in the Field Office
Technical Guide, which is available in local offices of the Matural Resources Conservation Service.
Descriptions of those displayed in this map and summary table may also be accessed through the
Ecological Site Assessment tab in Web Soil Survey.

Ecological sites and their respective unigue set of characterstics are uniguely identified by the
Ecolagical Ste ID. The same Ecological Site Mame may be assigned to multiple Ecological Site
IDs. K you wish to display a map of unique ecological sites, it is recommended that you select the
Ecological Site |0 attribute from the choice list.

8. Rating Options Tab: If the report you have selected has different options, they can be set here. l.e.
Ecological Site Name defaults to “Forage Suitability Groups” and it needs to be changed to “NRCS
Rangeland Site”:

| Attribute/Folder Description | Rating Options | Report Options |

Basic Options
Result Column MName: EcoSteMm

Data Selection Options

Advanrad Dirtinne
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9. Report Options tab: This screen will show all the soils from the soil report from the PLU.

[ Attibute./Folder Description | Rating Options | Report Options |
Aggregation Report Options
Rating Options

[ Additional Reports ]

Select map units to be included in the tabular report from the set of map wnits currently selected
in the current soil map layer:

7422 Morrill clay loam. 6 to 11 percent slopes, eroded
- 7844 Yutansilty clay loam, 6 to 11 percent slopes. eroded
7847 Yutan, eroded-Aksarben silty clay loams, 2 to 6 percents
7750 Nodaway siltloam, occasionslly flooded

[ Select Al I Unselect All [ View Selected Map Units |

10. Click the Aggregation Report button.

11. The Aggregation Report will generate as a PDF file which can be printed and/or saved in the
customer file.
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= | Bl

|
n

.
(451 Agoreqation625498493 paf - Adobe Acrobat W o R

File Edit View Window Help

Ooen |Roaer | PO R @#czbRBD cusomize = | |7
¢ r2| [N @ | = @ [ue]-] | (5] B Tools | Fill&Sign | Comment

%

Ecological Site Name

Class: NRCS Rangeland Site
Aggregation Method: Dominant Condition
Tie-break Rule: Lower

Lancaster County, Nebraska -
Survey Area Version and Date: 19 - 09/02/2014

Map Map unit
symbol Map unit name Rating percent
7207 Aksarben silty clay loam, 6 to 11 percent slopes Loamy Upland (PE 30-37) 85
7422 Merrill clay loam, 6 fo 11 percent slopes, eroded Loamy Upland 100
7644 Yutan silty clay loam, 6 to 11 percent slopes, eroded Loamy Upland 89
7647 Yutan, eroded-Aksarben silty clay loams, 210 6 Loamy Upland 65
percent slopes
7750 Nodaway silt loam, occasionally flooded Loamy Overflow 95

12. Click the Map button to generate the map.

13. The following is an example of the generated map. This is a temporary layer, if you want to save it as
a permanent file, use steps 14-19.

[=] Ecological Site Name
(MRCS Rangeland Site
[ Loamy Overflow
[E Loamy Upland
[ Loamy Upland (PE 30-
[ Mot rated or not availa

= Land Unit Topology
Area Errors
Il Must Not Overlap
soils_map_out_ownersP

= O seilmu_a_nel03
O
= O CasePLUs
I <all other values>
1 Plan
A Locked
CLegacy
|1 Draft I
3 Sketch
= O Active PLUs ‘f
W -all other values>
[1Plan
I Locked
B easement
1 Draft
[ Sketch
[=] Legacy PLUs
]
= AOL
[}
[0 Base Layer
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14. Right click on the new layer and click Data>Export Data.

O £ Digitize View | H |
=] Ecclogical e
(NRCs | B Copy
[ Loamyd X Remove
[ Loamy L E Open Attribute Table
L l
E ND;T;EE Joins and Relates »
=] Land Unit 1 ’._Ir-’ Zoom To Layer
Area Er
I Must Ng Visible Scale Range »
= soils_map_
I Use Syrmbol Levels
= Case PLUs Selection »
<all oth
e Plaano Label Features £
] Locked Edit Features 9
[ Legacy
Draft
g Sllr::tch 4g  Convert Features to Graphics...
=] Active PLU Convert Symbology to Representation...
-{auothﬂ Data | ,|
Pl 2
oL ank 4| Save As Layer File... [I'\-J' Export Data... | |
ocke
Cleasemer 'L;z" Create Layer Package... Export to CAD... \
[CIDraft | Properties...
L] Sketch [Z] View Item Description...
=] Legacy PLUs
O
— a3 AAT

15. Click on the Open folder E% button to change the location to save and the file name.

-
Export Data - @g

Export: | All features - ]

IIse the same coordinate system as;

(@) this layer's source data

(71 the data frame

the feature dataset you export the data into
{only applies if you export to a feature dataset in a geodatabase)

Output feature dass:

C:\Users'shandy bittle' My Customer Files Tnnlk'rt

Ok ] [ Cancel
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16. Navigate to C:\Users\your.name\My Customer Files Toolkit\Customer Folder Name\Resource Maps.
Enter an appropriate file name and change the “Save as type” to shapefile.

L& a E-alace|

@ soils_map_CasePLU.shp
l@ soils_map_out_ownersPlan.shp

Mame: EcoSiteMame.shp

Save as type: Shapefile

17. Click Save.
18. Click OK.

19. In the ArcMap dialog, click Yes to add the layer to the map.

,
' 9

i& Do you want to add the exported data to the map as a layer?

C= [
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Map Unit Description Report (Non-Tech Descriptions)

1. While in SDV, click the Map Unit Desc. Report button. This will open a PDF file which can be printed
and/or saved in the customer file.

FL MapUnitDesc391230441. pdf - Adobe Acrobat - - [E= IS
File Edt View Window Help

BOPEH ‘@Create' ‘D@% @

|@@@E@@@ Custumizev|E

Tools  Fill &Sign | Comment

>

i

Map Unit Description
Lancaster County, Nebraska
[Minor map unit components are excluded from this report]
Map unit: 7207 - Aksarben silty clay loam, 6 to 11 percent slopes

Component:  Aksarben (85%)

The Aksarben component makes up 85 percent of the map unit. Slopes are 6 to 11 percent. This component is on hillslopes on uplands.
The parent matenal consists of loess. Depth fo a root restiiciive layer is greater than 60 inches. The natural drainage class is well
drained. Water movement in the most restrictive layer is moderately low. Available water to a depth of 60 inches (or restricted depth) is
high. Shrink-swell potential is high. This soil is not flooded. It is not ponded. There is no zone of water saturation within a depth of 72
Inches. Organic matter content in the surface horizon is abaut 4 percent. This companent is In the R106XY015KS Loamy Upland (pe
30-37) ecological site. Nonirrigated land capability classification is 3e. Irrigated land capability classification is 4e. This soil does not meet
hydric eriteria. There are no saline horizons within 30 inches of the soil surface.

Map unit: 7422 - Morrill clay loam, 6 to 11 percent slopes, eroded

Component:  Morrill (100%)

The Morrill component makes up 100 percent of the map unit. Slopes are 8 to 11 percent. This component is on hillslopes on uplands.
The parent material consists of loamy tiil or outwash. Depth to a root restrictive iayer is greater than 60 inches. The natural drainage
class is well drained. Water movement in the most restrictive layer is moderately high. Availabie water to a depth of 60 inches (or
reslricted depth) is high. Shrink-sweil potential is low. This soil is not fiooded. It is not ponded. There is no zone of water saturation
within a depth of 72 inches. Organic matter conient in the surface horizon is about 2 percent. This component is in the R106XYO75NE
Loamy Upiand ecological site. Nonirrigated land capabiiity classification is 4e. This soil does not meet hydric criteria.

Map unit: 7644 - Yutan silty clay loam, 6 to 11 percent slopes, eroded

Component: Yutan, eroded (85%)
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Task Guide 15 - Buffer Tool

Contents:
POINES 1 a e s s a e s s eara s 2
USING FEATUIES Of @ LAYEI weeieiiiieeeeeee ettt ettt e e e e et e e e e e e e e et e e e e e e e e e e ansreaaeeeaeeesnnnsrsaeaeaanas 2
LU g T CT =Y o 1 (ot PR 2
NS ettt e a e e s b e s s a e s s b e e e s ana s 4
USING FEATUIES OF @ LAYEK ...viiiieiiieeeeee ettt ettt e et e e e tae e e et te e e e bb e e e e s antaeeeennbaeeesnstaeesennens 4
L0 1o T CT =T o] 1] (ot SRR 4
oY1V o] o TS USUROE 9
USING FEATUIES Of @ LAYEI wuveiiiiiieeiteeie ettt e e e e e e e e e e e e e tabta e e e e e e e e s asaraaaeeaeseesnsnraeaeeeas 9
(8T Y = G =T o] o 113U USRI 9

The Buffer tool can be used to create buffered areas around a point, line, or inside/outside of a polygon.

Toolkit Toclbar 0O =

PEI@DE g nor @ 58 P R B A T« HE\
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Points

To buffer a point, complete the following steps.

Using Features of a Layer

1. Use the Select Features button on the
ArcMap Tools toolbar to select the feature(s)
you want to buffer.

2. On the Toolkit toolbar, click the Buffer tool

button.

3. The Create Buffer dialog opens, in the dialog:

A. Click “The features of a layer” radio

button.

Choose the data layer the features are in.

C. Click the “Use only the selected
features/graphics” radio button. If the
box is unchecked, all features/graphics
are included in the buffer layer.

D. Click the Next button.

w

Using Graphics

1. Use the Select Elements IE button on the
ArcMap Tools toolbar to select the graphic(s)
you want to buffer.

2. On the Toolkit toolbar, click the Buffer tool

button.

3. The Create Buffer dialog opens, in the dialog:

A. Click “The graphics in your view” radio
button.
Choose the Graphic Type as Points.

C. Click the “Use only the selected
features/graphics” radio button. If the
box is unchecked, all features/graphics
are included in the buffer layer.

D. Click the Next button.

. -
|&| Create Buffer

f 1
|&| Create Buffer

2
About buffers ‘What de you want to buffer?

Buffers are rings drawn around (©) The graphics in your view
features at a specified distance = nac
fram the features. =rapnic 1y

A @ The features of a layer
Practices (poirts) v

Number of features: 2

Number of features selected: 1

[ o Use only the selected features/graphics

‘what do you want to buffer?
About buffers 2
Buffers are rings drawn around
features at a specified distance
from the features.

@ The graphics in your view
Graphic Type:
@ PDints@
() Lines
) Polygons
(7 The features of a layer

Practices (polygons)

Number of elements: 10
Number of elements selected: 1

0 Use only the selected features/graphics

Cancel

Task Guide 15
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Regardless of using a layer or a graphic the following steps are the same:

4. Enter the settings in the Create Buffer dialog:

& Create Buffer ﬁ

Buffer Width: 0 [ [Fea ,]
issolve barriers between @ Yes @ ) No @

Where do you want the buffers to be saved?
() As graphics layer in data frame
() In an existing editable layer

@ In a new layer. Specify output shapefile or feature class:
* Files Toolkit\CStwP_Folder—student01\Resource_Maps'\Buffer_Output shp

[ Cod ] (x| Q

A. Enter the width of the buffer in feet. Entries are limited to a maximum of 9999’ and feet is the
only option for units.
B. Dissolving barriers will result in one polygon where overlapping polygons are created in the
buffer process.
C. Select the location in which to save the created buffers.
= The buffers may be saved as a graphics layer, added to an existing layer or create a new

layer in the view.
=  Make your selection, and name the file with a descriptive name; otherwise resulting

buffers will be named Buffer_Output.shp, Buffer_Outputl.shp, etc.

D. Click Finish.
= The new buffer layer is added to the View.
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Lines

To create a buffer around a line, complete the following steps.

Using Features of a Layer Using Graphics

1. Use the Select Features button on the 1. Use the Select Elements IE button on the
ArcMap Tools toolbar to select the feature(s) ArcMap Tools toolbar to select the graphic(s)
you want to buffer. you want to buffer.

ls Too!

Tool e =
RO C EI EER R RO

2. On the Toolkit toolbar, click the Buffer tool 2. On the Toolkit toolbar, click the Buffer tool

button. button.

3. The Create Buffer dialog opens. In the Create | 3- The Create Buffer dialog opens. In the Create

Buffer dialog: Buffer dialog:

A. Click “The features of a layer” radio A. Click “The graphics in your view” radio
button. button.

B. Choose the data layer the features are in. B. Choose tf)le Graphic Type as Lines.

C. Click the “Use only the selected C. Click the “Use only the selected
features/graphics” radio button. If the features/graphics” radio button. If the
box is unchecked, all features/graphics box is unchecked, all features/graphics
are included in the buffer layer. are included in the buffer layer.

D. Click the Next button. D. Click the Next button.

rﬁf Create Buffer M1 rﬂ Create Buffer - §1
About buffers ‘what do you want to buffer? About buffers ‘what do you want to buffer?
Buffers are rings drawn around (©) The graphics in your view Buffers are fings diawn around @ The graphics in your view
::eoartnutrﬁg ;a;aatjgz-czlfled distance Granhic Type ;:eoartnutrﬁ: ;a;aatlii?mad distance Graphic Type:

() Points

@ @) Lines

©) Palygons

@

: (@ The festures of a layer
‘ Practices (polylines) B‘

() The features of 2 layer

R ©
)

Practices (polygons)

Number of features: 10 Number of elements: 11
Number of features selected: 1 MNumber of elements selected: 1
0 Use only the selected features/graphics 0 Use only the selected features/graphics
<< Back Next = Cancel <z Back Mext == £
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Regardless of using a layer or a graphic the following steps are the same:

4. Enter the settings in the Create Buffer dialog:

& Create Buffer ﬁ

Buffer Width: Q [Feet -]
aissoh’e barriers between @ Yes @ @ No @

Create buffers so they are

0 @ on both sides of the line(s)

(") on the left side of the line(s)

() on the right side of the line(s)

Where do you want the buffers to be saved?
() As graphics layer in data frame
() In an existing editable layer

@) In @ new layer. Specify output shapefile or feature class:

@ “Files ToolkitCStwP _Folder—student 01" Resource_Maps'\Buffer_Output shp

| Cancel | | <<Back | | Finishe

A. Entries are limited to a maximum of 9999’ and feet is the only option for units.
B. Dissolving barriers will result in one polygon where overlapping polygons are created in the
buffer process.
C. If you are working with lines, select the type of buffer you want to create:
= on both sides of the line(s)
= on the left side of the line(s)
= on the right side of the line(s)
Note: If the buffer input is a feature, the output will always be on both sides of the line. The tool
will create a buffer on one side of the line when the buffer input is a graphic.
D. Select the location to save the created buffers.
= You may save them as a graphics layer, add them to an existing layer or create a new layer
in the view.
= Make your selection, and name the file with a descriptive name; otherwise resulting buffers
will be named Buffer_Output.shp, Buffer_Output1.shp, etc.
E. Click Finish.
= The new buffer layer is added to the view.
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Buffer Line, Example One:

Use the Buffer tool to create a 100 foot buffer along a stream.

\what do you want to buffer?
About buffers £
EBulffers are rings drawn around (©) The graphics in your view
features at a specified distance -
from the features.

(@ The features of 2 layer

Streambanlc

Number of features: 1

Number of features selected: 0
[7] Use enly the selected features/graphics "-.\

Sl

t features or uncheck if using all
features in the GIS layer

N\

\

Note that buffer will be created on both sides of the line. The tool was not enhanced to create a one-
side buffer only when the input is a feature. To create a one-side buffer, use a graphic as the input, or
after creating the buffer shape, use the edit tools to split and delete the portions not needed.

Dissolve barriers between @ Yes

Create buffers so they are
@ on both sides of the line(s)
() on the left side of the line(s)

(7 on the right side of the line(s)

Enter a descriptive name for
the buffer shapefile being
created, then click Finish

Where do you want the buffers to be saved?

() As graphics layer in data frame

() In an existing editable layer \
@ In a new layer. Specify output shapefile or feature class:

Toolkit\CStwP_Folder—student01\Resource_Maps'StreamEiffer_100ft shrl
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The resulting shapefile shows a 100 foot buffer along the stream.

Buffer Line, Example Two:

Use the Buffer tool to create a 33 foot buffer along multiple stretches of fence installation; perhaps for a
cultural resources investigation in area that may be disturbed.

=

Select features in map before initiating the Buffer tool.
Click on the Buffer tool and select GIS layer (Fence) and check the box to use selected features.
Click the Next button.

N

‘what do nt to buffer?
About buffers AN A Y
Buffers are rings drawn around ©) The graphics in your view
features at a specified distance

fram the features.

Fence

Number of features: 3
Number of features selected: 3

Use only the selected features/graphics
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3. Inthe second window, enter the buffer distance (33 ft) and select dissolve barriers between
(prevents creating overlapping polygons). Select “Both sides of the lines” and enter a descriptive
shapefile name. The Buffer tool automatically sets the output folder path to the Resource Maps
directory within the current Toolkit customer folder.

Buffer \width:

Dissolve barriers between

Create buffers so they are

@ on both sides of the line(s)

(©) on the left side of the line(s)

(7 on the right side of the line(s)

Where do you want the buffers to be saved?
() As graphics layer in data frame
() In an existing editable layer

@ In a new layer. Specify output shapefile or feature class:
25 Toolkit\CStwP_Folder—studert 01" Resource _Maps'FenceBuffer_33ft shp

| Cancel | [ <<Back | [ Finish |

4. To locate the buffer area (acres), use the Feature Summary tool or work with a GIS Specialist
to calculate acres within the attribute table.

5. Open the attribute table by right clicking on the data layer in the ArcMap Table of Contents and click
Open Attribute Table. Note that the buffer distance is in meters (33 ft = 10.0584 meters).

| Table
EEL LTI
FenceBuffer_33ft.chp

FID | Shape | Id | BufferDist
3 0| Polygon | O 10.0584

T 1 M E (0 out of 1 Selected)

LFenceBuffer_SBft.shp |
i Table Of Contents LE Table]

o

FenceBuffer_33ft.shp X
FID | Shape | Id BufferDist Acres
0 | Palygon 0 10.0584 11.746616
"o 0+ n|E|= | (©0outof 1 Selected)
FenceBuffer_33ft.shp
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Polygons

To create a buffer around a polygon, complete the following steps.

Using Features of a Layer

1. Use the Select Features button on the
ArcMap Tools toolbar to select the feature(s)
you want to buffer.

® QM@ 2x 7l « = (E) =

2. Onthe Toolkit toolbar, click the Buffer tool

button.

3. The Create Buffer dialog opens. In the Create
Buffer dialog:

L |

A. Click “The features of a layer” radio
button.

B. Choose the data layer the features are in.

C. Click the “Use only the selected
features/graphics” radio button. If the
box is unchecked, all features/graphics
are included in the buffer layer.

D. Click the Next button.

& Create Buffer

\what do you want to buffer?
About buffers g
Buffers are rings drawn around
features at a specified distance
fram the features.

() The graphics in your view

(@) The features of a layer

ErrrN B B

Number of features: 263

Number of features selected: 10

0 Use anly the selected features/graphics

)

=)

Using Graphics

1. Use the Select Elements IEI button on the
ArcMap Tools toolbar to select the graphic(s)
you want to buffer.

IO

2. On the Toolkit toolbar, click the Buffer tool

button.

3. The Create Buffer dialog opens. In the Create

Buffer dialog:

A. Click “The graphics in your view” radio
button.

B. Choose the Graphic Type as Lines.

C. Click the “Use only the selected
features/graphics” radio button. If the
box is unchecked, all features/graphics
are included in the buffer layer.

D. Click the Next button.

QQaN@) e

[SSc)

& | Create Buffer

\what do you want to buffer?
About buffers 3t doyouwantio butier
Buifers are rings drawn around
features at a specified distance
from the features.

(@ The graphics in your view
Graphic Type:
() Points

() Lines
@ Polygons

() The features of a layer

Buffer_Output shp

Number of elements: 13

0 Number of elements selected: 1
Use only the selected features/graphics

D

Cancel —Next» —
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Regardless of using a layer or a graphic the following steps are the same:

4.

Enter the settings in the Create Buffer dialog:

& Create Buffer @

Buffer Width: 0 | [Fea .]
Blissolve barriers between @ Yes @ ) No @

Create buffers so they are

() inside and outside the polygon(s)

@ only cutside the polygon(s) 0 @

() only inside the polygon(s)

() outside polygon(s) and include inside

Where do you want the buffers to be saved?
() As graphics layer in data frame
() In an existing editable layer

@ Ina new layer. Specify output shapefile or feature class:
- Files Toolkit\CStwP_Folder—student01%\Resource_Maps'Buffer_ Output shp

[ Cancel ] [ << Back ] [ Finish

Enter the width of the buffer in feet.

= Entries are limited to a maximum of 9999’ and feet is the only option for units.

= |f a buffer distance greater than 9999’ is needed, use the Geoprocessing tools in the ArcMap
Main Menu.

Dissolving barriers will result in one polygon where overlapping polygons are created in the

buffer process.

Select the type of buffer you want to create.

= inside and outside the polygon(s) creates a buffer on both sides of the polygon (boundary).
If you chose a buffer width of 25 feet, the buffer actually will be 50 feet wide.

= only outside the polygon(s) creates a buffer around the selected polygon(s).

= only inside the polygon(s) creates a buffer inside the selected polygon(s).

= outside polygon(s) and include inside creates a buffer around the outside of the polygon
and adds it to the polygon area.

Select the location to save the created buffers.

= You may save them as a graphics layer, add them to an existing layer or create a new layer

in the view.
= Make your selection, and name the file if necessary.
Click Finish.

= The new buffer layer is added to the view.
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Task Guide 16 - Attribute Tool

Contents:
Case Planning Land UNits (PLUS) ....c.uueei ettt ettt ettre e st e s seate e e e seate e e e ssntaeessntaeessnsaeessnsneeennns 1
Link Land Unit t0 TabUIAE ........oo ittt s s sar e sne e e sanee e 2
ATEFDULE @ PraCtiCe .. et st e et e s b e e e s e e e sbe e e snreesareeenes 2
Create New Practice from EXiSting PracCtiCe.........cocviiiiiiciieiiiiiiee ettt ettt e et e e e aae e 6
Schedule Practice fOr MUIIPIE YEAIS ...cc.uviiiiciee ettt ettt e e e etre e e e s ba e e e e ebeeeeeenbaeeeeans 8

The attribute tool is used to attribute Case PLUs and Practices in ArcMap. Case PLUs can only be
attributed in ArcMap while Practices can be attributed in ArcMap and the Practice Schedule.

Case Planning Land Units (PLUs)

Once land units are created in the Case PLUs layer they must be attributed from the Attribute Tool and
checked in to the National Planning and Agreements Database (NPAD) before the land unit can be
added to a plan and practices scheduled.

1. Onthe Toolkit toolbar, click the Attribute Tool &l button.
2. Inthe Attribute Tool dialog, select Case PLUs from the Select Layer dropdown.
3. Click in the map view to select the land unit to attribute from the Case PLUs layer.

4. Enter the land unit attributes in the Attribute Tool dialog:

a. The Tract, Land Unit, and Acres are automatically populated if the land unit was imported
from the CLU Layer.

b. If the land unit was not imported from the CLU Layer, enter the Tract and Land Unit number.
The acres should default from the land unit calculated acres and can be changed if needed.

c. Select the NRCS Land Use.

d. Select one or more Land Use Modifiers (optional).

e. If more land units need attributed, click Apply.
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il Attribute Tool [==]

Select Layer: Casze PLUs V]
Land Unit

Common Land Unit (Reference On
Tract, 2822 L -
Tract: Farm:

Land Unit: 7
Land Unit: FIPS St:
-
HEL: FIPS Co:
Acres: 524

FSA Official Acres:
Calcacres: 524

Customer: AMY C SMITH

Land Uss
NRCS: | Pasture -]

Mocifier.
Wildlfe
Imigated
Hayed

CRA: 86A1

ook ][ ey | [ Cancel |

5. Repeat steps 3-4 until all land units are attributed, then click OK to close the dialog.

6. Land units are automatically checked in to NPAD when the Apply or OK button is selected.

Link Land Unit to Tabular

Link to Tabular has been moved to the Land Unit Editor Tool and renamed the Replace Tool.

Attribute a Practice

Once practices are created in the practice layer they must be attributed. The following steps show how
to attribute all practice layers.

1. Onthe Toolkit toolbar, click the Attribute Tool ii& button.

2. Inthe Attribute Tool dialog, select the appropriate practice layer (points, lines, or polygons) from
the Select Layer dropdown menu.

3. Click in the map view to select the practice to attribute.
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4. If multiple practices overlap, the Select Feature window will appear. New practices that are not
attributed are displayed as “Undefined”. Select the practice to attribute and click OK.

ol Select Feature

Practices:

=N B

Prescrbed Grazing - 2017
Prescribed Grazing - 2018
Prescribed Grazing - 2013

5. Inthe Attribute tool dialog, enter the practice information. The Tract and Land Unit are defaulted
and can be edited if needed. The practice amount is automatically calculated and can be edited if
needed. For Conservation type plans, the Practice Code and Practice Name choice lists will default to
show practices only. For CStwP type plans, the choice lists default to show enhancements only. This
selection can be changed using the Practices Only and Enhancements Only checkboxes.

@l Attribute Tool

[£=]

~)

Select Layer: [Pmdices Ipolygons)
Practices :
. - Practices Only
Status: Altemative Code: 7] Enhancements Only
Tract [ZM '] Name: [Bn_lsh Management v]
Land Unit: [5 "] Marrative: 00N
Planned Applied
Calc Amount (ac): 15 Amount:
Amount (ac): 15 Date:
Maonth: -
Motes
Year: 2016 -
Interval (years): 1 =
End Year: 206 =
[ Schedule Years (1) ]
Copy Practice Geometry
Creates a new practice based on the selected
practice geometry. Practice attributes will
need to be assigned after clicking the Make
Copy button.
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6. The practice narrative will default to the national narrative (O0ON). If needed, click Select Narrative to

7.

open the Practice Narrative window to change or customize the narrative.

Practice
Code: 314 Name! |Brush Management
Active Namrative
0 | Ext | Text -
»
A Control Mesquite and other brush species by tree dozing and rootraking.
4 m | »
Cumrent Namative
To customize the selected narrative, enter a unigue narrative |D extension and modify the narrative text.
|D; 00N extension (5 char max) Eh'umefurim:tD
Remove, reduce or manipulate brush species to achieve the desired plant community.
Marrative text length is 82 characters. ’ (]ﬂ::kSpelling] I 0K I ’ Cancel l

Practice Code: 314 -
|dentified Priority: Soithwestem Willow Flycatcher
Action:
ESA Predictability
ESAPredictability

If applicable, click Select Priorities and select the species from the Identified Priority list. Enter the
priority information, click Add Priority then click OK to close the Select Priorities dialog.

PracticeCode |dentified Priority Action

Southwestem Wil...
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8. On the Attribute Tool dialog, select the Planned Month and Year. To schedule practices for multiple
years, select the Interval (years) and End Year. The number in parentheses () on the Schedule Years
button indicates the number of times the practice will be scheduled. Click the Schedule Years
button to schedule the practice.

§il Attribute Tool

=3

Select Layer: [Pmdices Ipolygons)

~)

[¥] Practices Only

Code: 34 =] [ Enhancements Oriy

'l Name: ’Bn.lsh Management

Practices
Status: AMtemative
Tract [2522
Land Unit: [5

Planned

Calc Amount (ac):
Amount (ac):
Manth:

Year:

Interval (years):

End Year:

15

04| Apr
2018
1

2018

Applied

Amount:

Date:

Motes

Al

[ Schedule Years (3)

Copy Practice Geometry

Creates 2 new practice based on the selected
practice geometry. Practice attributes will
need to be assigned after clicking the Make
Copy button.

Cancel

9. If you are scheduling practices for multiple years you will see the following Toolkit Information
message. Click Yes to continue or select either No or Cancel to not schedule the practices.

Toolkit Information

I 2018

‘r‘nu are about to schedule practices for the following years: 2016, 2017,

Do you want te continue?

=3

| ve || mo || cancel

10. If the planned amount is not within 10% of the calculated amount a warning message will display.
Click Yes to proceed or No to return to the Attribute Tool dialog.
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Toolkit Warning 3

The planned amount is not within 10% of the Calc amount. Do you wish to
proceed?

11. If the Planned Amount is greater than the land unit acres a warning message will display. Click OK to
return to the Attribute Tool dialog and adjust the Planned Amount.

Toolkit Warning IEI

The land unit acres (54 .8) are less than the planned amount (72 acres) of
! % the associated practice,

The practice(s) are saved to the Practice Schedule.

Create New Practice from Existing Practice

New practices can be created by copying an existing practice shape using the Make Copy button on the
Attribute Tool dialog.

1. Onthe Toolkit toolbar, click the Attribute Tool &l button.

2. Inthe Attribute Tool dialog, select the Practice layer with the existing practice that will be copied to
create a new practice from the Select Layer dropdown.

3. Click in the map view to select the practice that will be copied.

4. If multiple practices overlap, the Select Feature window will appear. Select the practice to copy and
click OK.

-l Select Feature EI@

Practices:

Brush Management - 2016
Prescribed Grazing - 2017
Prescribed Grazing - 2018
Prescribed Grazing - 2015
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5. Once the practice is selected the Make Copy button is activated. Click the Make Copy button to

create the new practice.

=l

7]
|#] Practices Only

Code: |314 ~ | [C] Enhancements Only

&l Attribute Toal
Select Layer: [Pmdices (polygons)
Practices
Tract 2822 hd
Land Unit:
Planned
Calc Amount (ac): 15
Amount (ac) 15
Month: 4
Year: 208
Interval (years) 1
End Year: 2016

MName: [Brush Management

Applied

Amount:

Date:

Notes

Copy Practice Geometry

Creates a new practice based on the selected
practice geometry. Practice attributes will
need to be assigned after clicking the Make
Copy button.

Craeconr D
fiaCory

ok ) [ ey

] [ Cancel ]

6. A new practice is created with the same Tract, Land Unit, Planned Amount, Planned Month and

Year. Click OK to continue.

Toolkit Information

:I Mew Practice Created

=3

7. Inthe Attribute Tool dialog, enter the following for the new practice:
a. Select the Practice Code or Practice Name.
b. If needed, select a Practice Narrative and Priorities.
c. If needed, update the Planned Amount, Month, and Year.
d. If applicable, enter the Interval (years) and End Year.
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5 Attribute Tool

[l

Select Layer: [Plactices {polygons)

)

Practices Only

-

Practices
Status: Altemative Code: [F] Enhancements Orly
Tract [2522 'l Mame: ’Range Planting
Land Unit: [5 'l Marrative: 00N
Planned Applied
Calc Amount (ac): 15 Amount:
Amount (ac): 15 Date:
Maonth: 05 | May| -
Motes
Year: 2017 -
Interval (years): 1 =
End Year: 2017 =

Schedule Years (1)

Copy Practice Geometry

Copy button.

Creates a new practice based on the selected
practice geometry. Practice attributes will
need to be assigned after clicking the Make

8. Click the Schedule Years button.

9. Inthe Attribute Tool dialog, Click Apply to continue copying or attributing practices or click OK if

finished.

Schedule Practice for Multiple Years

Practices created through the practice editor tools can be scheduled for multiple years if needed. These
steps walk through attributing a practice in ArcMap to schedule multiple years.

1. Onthe Toolkit toolbar, click the Attribute Tool ii& button.

2. Inthe Attribute Tool dialog, select the appropriate practice layer (points, lines, or polygons) from
the Select Layer drop-down menu.

3. Click in the map view to select the practice to attribute.

Task Guide 16

Page |8

September 16, 2016



4. If multiple practices overlap, the Select Feature window will appear. New practices that are not
attributed are displayed as “Undefined”. Select the practice to attribute and click OK.

o' Select Feature E@
Practices:
Prescrbed Grazing - 2017

Prescribed Grazing - 2018
Prescribed Grazing - 2013

—

5. Inthe Attribute Tool dialog:
a. If needed, update the Tract and Land Unit.
Select the Practice Code or Practice Name.
If needed, select a Practice Narrative and Priorities.
Enter the Planned Amount, Month, and Year.
Enter the Interval (years) and the End Year. The interval is the number of years between
practice occurrences: 1 year means the practice will be scheduled each year, 2 years
means the practice will be scheduled every other year and so forth.

®oogo

6. Click the Schedule Years button to schedule the practice. The number in parentheses () on the
Schedule Years button indicates the number of times the practice will be scheduled.
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& Attribute Tool ==
Select Layer: ’Pmdices {polygons) V]

Practices -
Practices Only

Status: Altemative Code: [F] Enhancements Ornly
Tract 12322 '] Name: ’Irltegl‘:lted Pest Management (IPM) -
Land Unit: [5 '] Narrative: DON

Planned Applied
Calc Amount (ac): 15 Amount:
Amount (ac): 15 Date:
Manth: 05 | M -

= Notes
Year: 2017 -
Interval (years): 1 =
End Year: 2019 :

[ Schedule Years (3) ]

Copy Practice Geometry

Creates a new practice based on the selected
practice geometry. Practice attributes will
need to be assigned after clicking the Make
Copy button.

7. Review the Toolkit Information message, if the displayed years are correct, click Yes to continue. If
the years are not correct, click No to return to the Attribute Tool dialog.

Toolkit Information @

I.-"'_"‘-.I You are about to schedule practices for the following years: 2017, 2018,
oy 2019
Do you want to continue?

| ves || Mo || conca |

8. Inthe Attribute Tool dialog, Click Apply to continue attributing practices or click OK if finished.
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Task Guide 17 - New Toolkit Layer

Contents:
o = T A ol TP TP PP PPPPPTPPPP 1
LI Lo = o TU T o o F= T g 1= SRR 1
=T 10T ol =I [N VZ=T a1 o] o VAU PPPPUUPPTPPPRRN 2
BUIIA YOUF OWN ..ttt ettt ettt et ettt e sit e e s be e s bt e e sabe e sabaesabeesabeeebaeesabaesasaeesabeesataessseesasaeensns 3

The New Toolkit Layer is no longer used in Toolkit 8 to create plans and add land units to a plan. The new
purpose of the New Toolkit Layer is to create tract boundaries, practice, resource inventory and build your
own layers. Land Unit boundaries are created by editing the CasePLUs, see Task Guide 24.

5] New Toolkit Layer e |
) Tract Boundaries
Practice Resource Inventony Build *our Cwn
) P “) Point ) Point
¥ e = Line ) Line
) Fabies ) Polygon ) Polygon

Layer Name:

File Mame: |

Practices

The New Toolkit Layer button is used to create a point, line or polygon practice (partial field practice).
Refer to Practice Layers for detailed steps on creating practices.

Tract Boundaries

The Tract Boundaries layer creates a shapefile that is based on the boundaries defined by the
Conservation Plan that you have selected.

Creating Tract Boundary Layer:

1. APlan must first be selected and available in the Table of Contents (TOC); if not, follow steps a-c.
a. Click the Select a Plan button.
b. Select the appropriate conservation plan from the drop-down list.
c. Click OK.

2. Click the New Toolkit Layer i}f’ tool located on the Toolkit toolbar.
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3. Select the Tract Boundaries option in the upper right of the New Toolkit Layer dialog window.
4. Click OK.

5. Anew Tract Boundaries layer is added to the top of the Table of Contents. The polygon created
represents the outer boundary of the PLUs in your plan.

Resource Inventory

Use the New Toolkit Layer tool to create a point, line, or polygon layer to locate soil samples, existing
pipelines, fences, weed-infested areas, or other problem areas. Resource Inventory shapefiles have a
pre-defined set of attributes that can be used to attribute the features for sorting, labeling, or
symbology purposes. Unlike the practice layers, the Resource Inventory shapefiles are not checked in to
the NPAD.

1. Create an inventory point. The point editor allows you to create or select a point, and to edit a point
(moves it to a new location).

I-':;i.itor'.. o . L}E ..

2. Create an inventory line. The line editor allows you to create or select a line, split or reshape a line,
and merge separate lines together. It also allows you to edit a line (moves the line to a new location,
but cannot change the shape or rotate).

Edhlor> » LS

3. Create aninventory polygon. The polygon editor allows you to create or select a polygon, split or
reshape a polygon, and merge separate polygons together. You can also create a circular polygon.

Editor = . [@ = v RO

The line, point, and polygon editors do not have a copy and paste function. If you want to copy and
paste a similar shape into the layer, you need to use the ArcGIS copy and paste buttons on the main
ribbon.
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Build Your Own

Use the New Toolkit Layer tool to create a point, line, or polygon layer and to define your own
attributes. This feature works in the same way as the Resource Inventory Layer. It is very useful to
create draft point, line and polygon practice shapes while you are still in the planning stage. The final
practice shapes can be copied and pasted into the Practice Layers. Unlike the practice layers, the Build
Your Own shapefiles are not checked in to the NPAD.

1. Create a build your own point. The point editor allows you to create or select a point, and to edit a
point (moves it to a new location). You can also define the point attributes.

Editor~ | * » N8 . E

2. Create a build your own line. The line editor allows you to create or select a line, split or reshape a
line, and merge separate lines together. It also allows you to edit a line (moves the line to a new
location, but cannot change the shape or rotate). You can also define the line attributes.

I;_uélit.uzur.v (3 [:P L S m D

3. Create a build your own polygon. The polygon editor allows you to create or select a polygon, split
or reshape a polygon, and merge separate polygons together. You can also create a circular polygon,
and define the polygon attributes.

Editor~ |0 = || @ € m ® O|E

The line, point, and polygon editors do not have a copy and paste function. If you want to copy and
paste a similar shape into the layer, you need to use the ArcGIS copy and paste buttons on the main
ribbon.
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Task Guide 18 - Area of Interest (AOI)

Contents:

AOI EAITOr TOOIDAI ..ttt st et e s bt e e be e e s abe e s beresabeesabeeesnreesneeesareeas 2
Edit @n EXISEING ADN ...ttt et e e e e e e s et e e e e e e e e e e anb e e e e e e e e e e e e asbtaaaeeaeseaasetraeaeaaeeeannnrraeeeaaanan 3
Import Land Units in AOI by Selecting from @ SOUIMCE LAYEI .......uvii ittt erae e 6
Import Land Units in a Source Layer Using Search By FUNCLION ......ccccuviiiiiiiiiei ettt 7
Create @ NEW AD L .....uiiiiiiii it e s s b s 9

Area of Interest (AOI) in Toolkit:

e All Case PLUs must be created and edited within an AOI.

e A0.25 mile buffer is automatically created around each existing Case PLU and plans when the
customer folder is checked out.

e One to many AOI boundaries are permitted.

o User may change existing AOI or add AOls as needed in order to edit/add Case PLUs or to add
Active PLUs to a new/existing plans.

o AOIl editor enables planner to import selected polygon features to create and update the AOI.

o Allows History and Legacy Land Units to be checked out for viewing land units and practices in
the Land Unit Quick Report Tool.

View of a system generated AOI layer:

75

AOI

i
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AOI Business Rules

1. Asystem generated AOI Layer is included for all Case PLUs and plans at the checkout of a customer
folder in Toolkit.

2. The system generated AOI Layer is created by selecting all land units in the Case PLUs and Plans in
the Customer Folder and buffering 0.25 mile to return all other PLUs from the Active PLU Layer.

3. Ifthe AOI Layer is edited, the AOI is not retained when the customer folder is checked in/out unless
new Case PLUs or plans are created within 0.25 mile of the AOI.

4. When a new customer folder is created there are no AOI Layer boundaries. A planner must create
and check-out AOls before Case PLUs can be created and/or Case or Active PLUs can be added to
plans.

5. The AOI size should be limited to the area where planning is needed.

6. All Case PLUs are required to be fully created within the AOL.

7. AOlis editable from Arc Map by using the AOI Editor Tool.

8. AOI Editor Tool enables a planner to import polygon data from a source layer or draw/edit AOI
polygons.

9. When a planner tries to digitize or import a PLU outside the AOI, system will return a message to
planner informing them to draw or expand the AOI.

10. The Check-out AOI tool returns additional land units requested from NPAD that are not already
checked out with the customer folder.

11. After completing the Check-out AOI any Active PLUs, Legacy PLUs and History PLUs are returned
from NPAD in a read only status.

AOI Editor Toolbar

Editor - S Er v
L Undo
r Redo
=+ Create/Update AOI
L‘:P Select Polygon Features
R Reshape AOI
W

AOI Vertex Edit
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Edit an Existing AOI

This example shows how to edit the AOI to extend it to encompass areas to digitize land units that are
outside of the system generated AOI.

1. Check out the customer folder.
2. Open the customer folder.

3. Select the Customer File>ArcGIS Projects>template.mxd.

4. To begin, click the Toolkit Digitizer Tool # button located on the Toolkit toolbar.

5. Inthe Select a Layer to Edit dialog, select AOI from the drop-down menu and click OK.

r ™

Select a Layer to Edit

ADI -

Ok | | Cancel

The AOI Editor toolbar is added to ArcMap.

AOQI Editor * X
Editor = 2HEEr v

6. Select the existing AOI shape by clicking the Select Polygon Features button, then click the AOI
polygon to select in the map view.

AOT Editor

v X
Editor + HEl v v

7. To redraw an existing AOI shape, click the Reshape AOI tool button.

AQI Editor X

Editor = SR ey

Begin by clicking inside the current AOL. Click your left mouse button to set the vertices. For the last
vertex click inside the AOI and double click to finish.
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201 Editor
Editor~ | 0 | & 8 &[r | v

¥ Double-click
} to finish

Click to Start .

_— :

Task Guide 18 Page |4 September 16, 2016



8. On the AOI Editor toolbar, click the Editor drop-down menu and select Stop Editing.

AOI Editor
Editor=| = = | & B @|r | v
Ib Start Editing

Stop Editing

Save Edits
Use Vertical Topelogy

Snapping Window

9. Save your Edits by clicking Yes.

ii Do you want to save your edits?

10. The AOI will automatically check out.

Checking out AQI...

Checking out AQI...

| Cancel

11. By default, the AOI check out does not include Legacy or History Land Units. If you need to check out
Legacy or History Land Units, click the AOI button on the Toolkit toolbar.

Toolkit Toolbar 0O x

RO EARER o8 e 2 (7 v D
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12. Select the type of AOI to check out and click OK.

401 Check-Out AQI i

Select type of AD| Check-out

i) Check-out A0
(71 Check-out A0 for the Selected Plan

[] Include Legacy Land Units
[] Include History Land Units

| oK | | Cancel

L

Check-out AOI

Includes all Active PLUs in the AOI.

Check-out AOI for
the selected Plan

Includes Active PLUs within a quarter mile of the selected plan. (Fastest)

Include Legacy

Includes all Legacy PLUs from outside customer folder within AOI. The

Land Units default check out does not include Legacy Land Units.
Include History Includes all History land units from cancelled and completed plans within
Land Units AOI. The default check out does not include History Land Units.

13. You can now add new Case PLUs or Active PLUs to a plan within the updated AOI.

Import Land Units in AOI by Selecting from a Source Layer

1. Start editing and select AOI as the layer to edit.

2. To import data from any selectable layer in the Table of Contents (TOC) select the Create/Update
AOI button from within the AOI Editor toolbar.

Editor = L‘P (G RY

3. Inthe Create/Update AOI dialog, select the source layer that will be used to create the AOI.

Task Guide 18
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4. Use the Select Features tool bed to select the features from the source layer that will be used to
create the AOL. To select multiple features, click and drag on the map or hold the <Shift> key and
click within each feature. In this example, CLUs from the CLU layer have been selected.

Editor~| £y ™ | -\-_I_-\:l Q‘E E R v

I Source Layer: [c!u_qe;_vy_a__ile?

Search CLU Layer

Search By: |

Filter Results:

INLn'rﬂ)eTofSe]ected Features:

ook ] [ Concel |

5. When finished selecting features, click OK in the Create\Update AOI dialog.

6. The AOI Layer is created by buffering the selected features 0.25 miles and returning all other PLUs
from the Active PLU Layer.

Import Land Units in a Source Layer Using Search By Function

1. Start editing and select AOI as the layer to edit.

2. Toimport data from any selectable layer in the Table of Contents (TOC) select the Create/Update
AOI button from within the AOI Editor toolbar.

AOI Editor - X
Editor=| 0 > 4| @ » v

3. Inthe Create/Update AOI dialog, select the CLU source layer that will be used to create the AOI.
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When the selected source layer is a valid CLU layer, you can search by tract number or farm number to
select features in the AOI that will be used to create the AOI.

Source Layer: [du_c:opy_a_txZW

Search CLU Layer

I Search By: I
] Tract Mumber
Filter Results: | Farm Number

Number of Selected Features:

4. To search for a tract enter the tract number in the Filter Results field. To select multiple tracts, enter
the tract numbers separated with a comma (,).

Source Layer: [du_copy_a_txZW

Search CLU Layer

Search By: [de MNumber

Filter Results: 1201, 1202, 1207

157
1158

1199
 —
1202
1203
1204
1206
1208 E

Mumber of Selected Features: 20

0K || Cancel |

Notes:

e Because the system presents all available tract numbers you may need to scroll up or down in order
to find a specific tract.

o Notice the number of selected features in the lower right of the dialog. This is the total number of
selected land units system that will be used to create the AOL.
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5. Inthe Create/Update AOI dialog, click the OK button to create the AOI from the selected tracts.

6. The AOI Layer is created by buffering the selected features 0.25 miles and returning all other PLUs
from the Active PLU Layer.

Create a New AOI

1. Start editing and select AOI as the layer to edit.

2. The AOI Editor Toolbar is added to ArcMap.

‘Ed'rtor* - D E e v\

3. Select the Add AOI tool to digitize a new area of interest.

AQI Editor - X
Editor~| 0 |0 | v

4. Digitize the new AOI(s).

I
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5. Onthe AOI Editor toolbar, click the Editor drop-down menu and select Stop Editing.

AOI Editor
Editor=| = = | 4 [
Ib Start Editing

Stop Editing
; Save Edits

Use Vertical Topelogy

Snapping Window

6. Save your Edits by clicking Yes.

ié i! Do you want to save your edits?

7. The AOI will automatically check out.

Checking out AQI...

Checking out AQI...

| Cancel
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8. By default, the AOI check out does not include Legacy or History Land Units. If you need to check out

Legacy or History Land Units, click the AOI button on the Toolkit toolbar.

Toolkit Toolbar

3 FELTELTS

0O x

&) 28 (SP R %y’ 14 _J.EIERT

9. Select the type of AOI to check out and click OK.

201 Check-Cut ADI E

L

Select type of ADI Checlc-out
(™) Check-out ADI
(71 Check-out ADI for the Selected Plan

[] Include Legacy Land Units
[] Include History Land Units

| 0K | | Cancel

10. You can now digitize Case PLUs or add new Case or Active PLUs to a plan within the updated AOI.
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Task Guide 19 - Check In Features

Contents:
Check In Land Units Using the Selected Features OptioN..........cececiieeiiiiiee e ettt steee e 1
Check In Land Units Using the QUEery By OptioN.........cceiiii ittt e e e e e e erirare e e e e e e e e snvraee e e e e e s e ennes 2
(01 o 1=Yol Q[ oI o T A ol TP 3

Land units and practices must be checked in to the National Planning and Agreements Database (NPAD)
in order to save changes and update the land unit geometry status. Land units are created in sketch
status and must be attributed and checked in added to a plan. Land units may need to be checked in if
the attributes have been updated or if the land unit is in Draft or Legacy status and new practices need
to be scheduled. Land unit check in validates if the land unit meets topology rules and updates the land
unit attributes. Practices can be checked in to save changes to the practice geometry or attributes
without having to check in the entire customer folder.

Check In Land Units Using the Selected Features Option
1. Onthe Toolkit toolbar, select the Check-In Features button.
2. Inthe Check-In Feature(s) dialog, select the Land Unit(s) tab. For Check-In Options, select Use

Selected Features. Click in the map view to select the field(s) to check in. To select multiple fields,
click and drag or hold down the <Shift> key. Click OK.

Q Check-In Feature(s) @
Land Unit{s} | Practice Instanceis)

Check-In Options
@ Use Selected Features

) Query By:

Search for Item:

| 0K || Cancal |

If the land unit was in Sketch status B it should have updated to Plan status and can now be added

to a plan. If the land unit update to Draft status check for overlap with other land units in the Case
or Active PLUs.
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Check In Land Units Using the Query By Option

1. Onthe Toolkit toolbar, click the Check-In Features ' button.

2. Inthe Check-In Feature(s) dialog, select the Land Unit(s) tab. For Check-In Options, select Query By
and select Tract Number or Land Unit Number from the dropdown. The query results window will
list the tract number(s) or land unit number(s) for any Case PLUs in Sketch status. Select the tract(s)
or land unit(s) to check in and click OK.

() Check-In Feature(s) \EI
Land Unit{s} | Practice Instancels)

Check-In Options
) Use Selected Features

@ Query By: [Tlact Number -
Search for ltem: (1000
1001
1003
Search
| 0K || Cancal |
If the land unit was in Sketch status =3 it should have updated to Plan status and can now be added

to a plan. If the land unit update to Draft status check for overlap with other land units in the Case
or Active PLUs.
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Check In Practices

1. Onthe Toolkit toolbar, click the Check-In Features . button.

2. Inthe Check-In Feature(s) dialog, select the Practice Instance(s) tab. Click in the map view to select
the practice(s) to check in. In the dialog window, highlight the row for each practice you want to
check in, using the <Ctrl> or <Shift> key to select multiple rows. Click OK.

[) Check-In Feature(s) )
Land Unit{s) | Practice Instancels)

Select Practice Instance(s) from map with attributes.
Only highlighted rows will be checked-in:

Practice
Display
Brush Management

Practice Code

Prescribed Grazing

Prescribed Grazing

Prescribed Grazing

Range Planting

ok ][ Cancal ]

3. AToolkit Information window will confirm that the practices were successfully checked in, click OK.

-

Toolkit Information @

Practice Code: 528 - Checked-In
Practice Code: 528 - Checked-In
Practice Code: 528 - Checked-In
Practice Code: 528 - Checked-In
Practice Code: 528 - Checked-In
Practice Code: 314 - Checked-In

@ The following practice instance(s) were checked in:

Task Guide 19 Page |3 September 16, 2016



Task Guide 20 - Change Views
Plan View

This view is primarily used for viewing plans, printing maps and displaying the plan boundaries and all
associated land units in the Case PLUs Layer. In this view, land units associated with the selected plan
are displayed with yellow borders. Land Units in the Case PLUs Layer are displayed with a magenta
border in order to show all other land units that are part of the customer folder but not in the selected
plan. When switching to the Plan View all layers except the Plan Layer and any local layers are turned
off in the Table of Contents.

@ Tootinas. ArcMsp LG MADAN _jones gusBiglen——jonls | Vi)
D@Wa o~ i@ &= 0 - EG[ ECCEIET

[ File | Egit View Bookmaris Insent Selection Geaprocessing  Cusiomize Windows  Help.

SANG s BT 0/ Do Nas T @y

Drawing- & 1 5 [l = A - 22 @A W ov Ry At By

LS gefryY Y
Tatle Of Contents »x ¢
[Haes Toitocr
[ Ve sABOIREARRE 02§ o
-

= O Practices [polygons)
a
- B eqip0B6EY

= O Land Unit Topology
Area Brors
I Must Nat Owerlap
= O Case Pils
o
= O Active PLUs

31371163 11607425.79 Feet
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Digitize View

This view displays the Case PLUs Layer using the geometry status codes of Sketch, Plan, Locked, Draft
and Legacy. The land units associated with the selected plan are always displayed with yellow borders.
This view is primarily used when using the Toolkit Digitizer tool and the Check-In Feature tool. This view
is helpful in determining land unit locations and the geometry status of all land units within and nearby
the customer folder. This view also toggles on the Active PLUs, Legacy PLUs, History PLUs and AOI layers
which are off when switched to the Plan View.
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There are two ways to change views:

1. Onthe Toolkit toolbar, click the Toolkit Digitizer tool Z button to go to from the Plan View to the

Digitizing View.

2. To toggle back and forth from the Digitizing View to the Plan View, click the Change Views -

button on the Toolkit toolbar.

Plan View
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Task Guide 21 - CSP CMT Land Use Check

This tool is used in a CSP plan to add/remove land units and summarize the land use acres totals
between Toolkit and CMT (Conservation Measurement Tool). The Acreage Difference is displayed to
ensure the acres match as close as possible before practices are scheduled.

Create an AOI and Add Land UnNits t0 @ CSP Plan......cccieiieiieiiniieiencreieecieseeceeseeceeseeseessssssssssssssssansnssans 1

Remove Land UNit from @ CSP Plan ... icieiieiieiieiiiiireiieiretiecressessesteseessesssssesssssesssssssasssssasssssassansnns 7

Business Rules:

Application must be in CMT to create CSP plan and add land units to CSP plan.

All land units must be in Planned or Locked Status.

All land units must have the land use of pasture, range, crop or forest.

Only one CSP plan can be created per contract.

Multiple CSP plans on different contracts can be created for the same customer folder.

Land units are grouped by land use into a Conservation Management Unit (CMU) for the purposes of

minimizing the practice schedule and plan.

Practices/activities must be entered in CMT before practices can be planned in Toolkit.

8. All practices/activities must be created using existing Toolkit practice tools.

9. All practices/activities in CMT must be planned in Toolkit before the Plan Approval Date can be
entered and Stewardship Plan progress can be counted for performance measures.

10. Practices are displayed in the CSP plan and practice schedule by CMU and not by Tract and Land
Units.

11. Once a land unit is part of a CSP Plan the land unit is “Locked” and the geometry and attributes
cannot be edited.

12. To edit the land units they must be removed from the Conservation Management Unit from the CSP
Plan. Once the land units have been removed, and if the land units are not locked by ProTracts or an
easement, the geometry status will update to “Planned” and the land units can be edited.

13. If the land units are locked by a ProTracts contract, a contract modification must be completed.

14. When a CSP plan is “Completed” or “Cancelled”, and if the land units are not locked by ProTracts or
an easement, the geometry status will update to “Planned” and the land units can be edited.

oukAwWwNeE

™~

Create an AOI and Add Land Units to a CSP Plan

1. Start Toolkit and select the Check In/Out tab. Click Go and login to eAuthentication (eAuth).
2. Check out a customer folder or create a new customer folder and open the folder.

3. Click on the Customer File tab.

Customer Service Toolkit - UAT Testing 9.0.17.3 - =

File Tools Reports Help

£ HD

General ] Assistance Notes Practice Schedul@
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4. Under the customer folder click the ArcGIS_Projects folder. Double-click ToolkitGIS_Template.mxd
(or another mxd file) to open the ArcMap document.

General I Asgistance Motes I Practice Schedule  Customer File I

5. If needed, add the local copy of the CLU Layer to ArcMap using the Add Data Button. b -

6. On the Toolkit toolbar, click the Toolkit Digitizer. &

7. Inthe Select Layer to Edit dialog, select AOLI.

Tl
[}

8. On the AOI Editor toolbar, select the Create/Update AOI button. &
9. Inthe Create\Update AOI dialog, select the CLU Layer for the Source Layer and Tract Number for
Search By. Enter the Tract number(s) in the Filter Results box. To enter multiple tracts in the Filter

Results box, type each tract number followed by a comma (,) then enter the next tract number.

All CLUs within the Tract will be selected on the map and the total number of selected features will
be shown at the bottom of the Create\Update AOI dialog.

-ll-_--;‘AO}E!iItBI’
B Editor - | =) ™ u@(x RV

Source Layer: chu_copy_a_ks041

Search CLU Layer

Search By [Tract Number

Filter Resulis: 1139, 1141, 7024, 7026

Mumber of Selected Features: 6
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10. Select OK when all Tracts are added to the AOI. The AOI layer will automatically be created with a -
mile buffer around the selected Tracts. Land units within the AOI will be checked out of NPAD and

displayed in the Active PLUs layer.

11. On the AOI Editor toolbar, save the edits and stop editing.

12. On the Toolkit toolbar click the Create/Open/Manage Plans button. E

13. Select Existing Plan, select a plan from the drop-down menu and click OK. Or, click the Create New
Plan radio button, select CSP for the Plan Type, enter Plan Name and Contract Number and click the
Create Plan button. Note: It is recommended to use the CSP contract number as the plan name.

14. There are two ways to add land units to a CSP Plan:
a. On the Create/Open/Manage Plans dialog, select Add/Remove Plan Land Units and click OK.

Actions
Add / Remove Plan Land Units

Edit Plan Decision Malker

] [ G

b. From the Toolkit Toolbar Select CSP

Toolkit Toolbar O x

‘QH@DEQ Ef@l\_)ﬁ@f El.J yj._:ERT

The CSP Protracts Land Use Check dialog opens.

CSP Protracts Land Use Check 5

Land Use Selected Acres Land Unit Acres Program Acres Acreage Difference Total Acres

» Crop 0.0 0.0 13254 -1.3254
Forest 0.0 0.0 0.0 0.0
Range 0.0 0.0 0.0 0.0
Pasture 0.0 0.0 0.0 0.0
Total 0.0

*

Add Remave
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Explanation of CSP Protracts Land Use Check

Land use: CSP Land Use list of Crop, Forest, Range or Pasture
Selected Acres: Land Unit acres from PLUs selected from the map
Calculated Acres: Calculated acres from PLUs selected from the map
Program Acres: Land Use acres from the CMT

Acreage Difference: Selected Acres (Land Unit acres) — Program Acres
Total Acres Sum of all Land Unit acres for all Land Uses

15. Select land units you want to add from the Case or Active PLUs Layers.
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16. In the CSP Protracts Land Use Check dialog, click the Add button. Continue adding land units until
the Acreage Difference is as close to 0.0 as possible.

.
CSP Protracts Land Use Check [

Land Use | Selected Acres | Land Unit Acres | Program Acres | Acreage Difference | Total Acres |
» Crop 0.0 13254 13254 0.0

Forest 0.0 0.0 0.0 0.0

Range 0.0 0.0 0.0 0.0

Pasture 0.0 0.0 0.0 0.0

Total 13254
*
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Possible Error Message: Land Units must in the Plan or Locked geometry status and must have the land
use of Crop, Range, Pasture or Forest to be added to the CSP Plan. If you selected one or more land units
that are not valid for the CSP Plan you will receive a message similar to the following and the land units

will not be added to the plan.

-
Toolkit Information

)

plan:
Land Use not for CSP. (Other Rural Land)

@ One or more of the selected land units were not able to be added to the

If you get this error message, you must edit the land units in the existing Case PLU Layer(s).

A CMU is created for each land use within the CSP Plan. The CMU name is the NRCS Land Use name. A
CMUs data layer has been added to the Table of Contents in the Digitize View so you can see each land
use. The symbology can be changed as needed. When the land units are added to CSP Plan, the
geometry status, as shown in the Case or Active PLU Layers, will be Locked.
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To toggle back and forth from the Digitizing View to the Plan View, click the Change Views “ button on
the Toolkit toolbar. Plan View will turn off all NPAD layers except the plan, and for CSP plans the CMU
symbology changes from a solid fill symbol by land use to a yellow outline.

~
@ ToolldtGIS_Template.myd - ArcMap  FAD OUTLET M S © 00000

File Edit View Bookmarks Insert Selection Geoprocessing Customize Windows Help
DEME = > @R E-| 1286w | o | B

QAN Q L e I |@ " BIZHAER O RE,
Table Of Contents 7 x X
8GE(E

= £ Plan View
=] CSP 2015 -

= [ Land Unit Topelogy
Area Errors
[ Must Mot Overlap
I = O CasePLUs
| O
Il B [0 Active PLUs
W <all other values>
[Plan
[T Locked
[T] Draft
Ed Sketch
£ O Legacy PLUs

= O History PLUs

(5
= O AOI

B
[ Landunits_expart
[ Base Layer
ortho_imagery/naip

2135775.39 14221512.97 Feet

Task Guide 21 Page |6 September 16, 2016



Remove Land Units from a CSP Plan

Once you add land units to a CSP plan, the land unit is linked to the CMU, the geometry status is
“Locked” and the land unit is no longer editable from the Case PLUs unless you first remove the land
unit from the CSP Plan. Once the land unit has been removed from the CSP Plan and if the land unit is
not locked by ProTracts or an easement, the geometry status will update to “Planned”. The land unit can

then be edited and added back into the CSP plan if needed.

If there are practices planned on a CMU and one or more land units are removed, the practice schedule
and practice layers will need to be manually updated to reflect the changes made by removing a land

unit from a CMU.

1. Inthe Table of Contents, turn on CMU, Case PLUs and Active PLUs layers.
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2. Click the CSP button on Toolkit Toolbar.

O x

X EELEE B E O LY RN EE L
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3. Inthe map area, click on the land unit from the Case PLUs or Active PLUs layer you want to remove.
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4. Inthe CSP Protracts Land Use Check dialog, click the Remove button.

[ 5P Protracts Land Use Check [

Land Use | Selected Acres | Land Unit Acres | Program Acres | Acreage Difference | Total Acres |

» Crop 0.0 13254 13254 0.0
Forest 0.0 0.0 0.0 0.0
Range 0.0 0.0 0.0 0.0
Pasture 0.0 0.0 0.0 0.0
Total 13254

*

5. You will see a warning message that practices may need to be updated. Select OK and the land unit
should be removed from the CSP plan.
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-
Toolkit Information u

Remaoving a land unit from a C5SP plan may require practices associated
to the CSP plan to be updated.

The CMUs layer no longer displays the removed land unit as part of the CSP Plan and the land unit
geometry status is now “Planned”. The practice layers and practice schedule do not change and may
need to be updated manually.
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Task Guide 22 - Land Unit Quick Report Tool

Contents:
Find Information for selected Land UNItS ........cooiiieiiie et 1
EXPOrt Practice REPOIT 0 EXCEI ..uuuieiiiiiiiieeee ettt e e e e e ettt e e e e e e s s e naaaeeeeeeeeseannraeeees 3
EXxport Land Use REPOIT t0 EXCEI ......uviiiiiiiie ettt ettt e st e e e e ate e e e e ate e e esnabaeesennbaeesennnnees 4

The Land Unit Quick Report Tool enables a user to:

e Select specific land units and view all practices that are associated with the land unit
across multiple plans.

e Select all land units from an existing layers such as the Case PLUs or an existing plan and
view all practices associated to the selected data layer.

e Export Practice Report tied to land units to an Excel workbook.

e Export Land Use Report tied to land units to an Excel workbook.

Find Information for selected Land units

1. Click the Quick Report (QR) button located on the Toolkit toolbar.

Toolkit Toolbar O x

sECOEERE Mo @8 (W72 F ¢ e

The Quick Report Tool dialog opens.

55" Land Unit Quick Report EI@

Selection Method Legend

@ Use Selected Features anhanged

ew
Select All Land Units From: |Select a Layer Modified Select Report Type
Practice Report -
Show Legend in Gnid EXE?(OD::O
Ezlilt::“:arth Plan Name Plan Status azcki::-ﬂn Tract Land Unit é?;dus\_lnit Practice Code Practice Planned Amt Planned Date Applied Amt

Selecting Features
2. The system allows the user to open the Quick Report Tool first and then select land units from the
Case PLUs, Active PLUs, Legacy PLUs, and/or History PLUs.

On the Land Unit Quick Report dialog under Selection Method, click the Use Selected Features radio
button. In the map view, select the land unit(s) to include in the report. The Land Unit Quick Report
dialog automatically updates as land units are selected or unselected.
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a- Land Unit Quick Report

Selection Method Legend
Use Selected Features The user may anhanged
Land Uint 2 Crop-(Planned) 19 s e
) Select Al Land Units From: | Select a Layer Matines 2010 LP—at 2139 select or deselect Modfied Select Report Type
Tract 2802 - tracts andior land [Deleted|
Practice Report -

units to build the
report.

Land Unit 1 Crop:{(History) 21.4 ac.

[ Show Legend in Grid

Cusiomerm Plan Name Plon Status boson Tract Land Uit Edig Practice Code  Practice Planned Anl  Planned Date  Applied At
3 Consplan Active BOB RGREEN 2822 2 328 Conservation Cro... | 19 121172016
“Consplan_Folde... |Consplan Active BOB R GREEN 2822 2 590 Nutriert Manage... |19 127172018
“WConsplan_Folde... | Consplan Active BOB RGREEN 2822 2 535 Integrated Pest ... |19 121172016
“Cansplan_Folde .. | Consplan Active BOB RGREEN 2822 2 530 Nutrient Manage... |19 121172007 L
“Consplan_Folde... |Consplan Active BOB R GREEN 2822 2 535 Integrated Pest... |19 127172017 1
“WConsplan_Folde... | Consplan Active BOB RGREEN 2822 2 535 Integrated Pest ... |19 12717208
“\Cansplan_Folde .. | Consplan Active BOB RGREEN 2822 2 329 Residue Mgmt-N__. |19 121172016
4 ] ] b

OR

On the Land Unit Quick Reports dialog under Selection Method, click the Select All Land Units From
radio button and then select the data layer from the dropdown list.

a Land Unit Quick Report

Selection Method = [7]\Consplan_Folder—studentdZA The user may Legend
@ Use Selected Features =} ct: 2822 select or deselect Unchanged
 I—— Land Unit 1 Famstead:(Planned) 36.9 ac tracts andl/or land New
Select All Land Units From: | S ] - Land Unit 2 Crop {Planned) 18 20 units to build the Modified Select Report Type
ind Urit 3 Crop:(Flanned) 32.3 ac
Practice Report -

nd Unit 4 Pasture:(Planned) 57.3 ac report.

Land Unit 5 Pasture:(Planned) 64.8 ac
Land Unit 6 Crop:(Flanned) 43.3 ac.

[] Show Legend in Grid
[¥] Land Urit 7 Pasture:(Flanned) 52 4 ac

Customem Plan Name Flan Staus  peosn Tract Land Ui Lndi Practice Code  Practice Planned Amt Planned Date  Appied Amt
3 | Consplan Active BOB R GREEN 2822 1 382 Fence 5606 7207 5606 £

“Caonsplan_Folde... |Consplan Active BOB R GREEN 2822 1 33 VWaste Storage F... |1 712017

“Consplan_Folde... | Consplan Active BOE RGREEN 2822 1 €20 Underground Out... |832 7n2m7 832 i

“Cansplan_Folde .. | Consplan Active BOB R GREEN 2822 2 328 Conservation Cro... |13 12/1/2016

“Consplan_Folde... |Consplan Active BOB R GREEN 2822 2 550 Nutriert Manage... |19 127172018

“Consplan_Folde... | Consplan Active BOE RGREEN 2822 2 bS5 Integrated Pest ... |19 121172016

“Cansplan_Folde .. | Consplan Active BOB R GREEN 2822 2 590 Nutriert Manage .. |19 121172007

4 n | b

3. To view changes that have been made to the practices listed in the data grid that have not been
checked into NPAD, check the Show Legend in Grid checkbox. A color-coded legend shows the
changes that have been made locally.

a5l Land Unit Quick Report

Selection Method =-{¥]\Consplan_Folder-studertd2A »| Legend
\Use Selected Features Tract: 2822 | Unchanged
) ) nd Unit 1 Famstead (Planned) 26.9 ac. =|| MNew
Select All Land Units From: Case PLUs Layer - nd Unit 2 Crop:(Planned) 19 ac. Modified Select Report Type
nd Unit 3 Crop:{Planned) 32.9 ac L = Practice Report -
nd Urit 4 Pasture:(Plarned) 57.3 ac "
nd Unit 5 Pasture:(Planned) 64.8 ac
nd Unit § Crop:{Flanned) 433 ac Show Legend in Grid
[¥]Land Unit 7 Pasturs:(Plarmed) 52 4 ac 2
%Ij:rm;;th Flan Name Plan Status Elzﬁ:m Tract Land Unit Is.fgtisum Practice Code Practice Planned Amt Planned Date Applied Amt =
» “Consplan_Folde... #0550 Active BOB R GREEN 2822 1 382 Fence 5606 717207 5606 E
“Consplan_Folde... | Consplan Active BOB R GREEN 2822 1 3 Waste Storage F... |1 74207 L4
“Consplan_Folde... |Consplan Active BOB R GREEN 2822 1 620 Underground Out... | 832 1207 832
“Consplan_Folde... |Consplan Active BOB R GREEN 2822 2 328 Conservation Cro_.. |19 12/1/2016
“Consplan_Folde... |Consplan Active BOB R GREEN 2822 2 590 Nutriert Manage... |19 12172017

“Consplan_Folde... |Consplan Active BOB R GREEN 2822 2 329 Residue Mgmt-N_.. |13 127172016

“Consplan_Folde... |Consplan Active BOB R GREEN 2822 2 590 |Nutrieﬂt Manage... |19 127172016 -
4 [} | +
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4. Close or minimize the Land Unit Quick Report dialog when finished.

Export Practice Report to Excel

1. Select the land units to include in the report.

2. Inthe Land Unit Quick Report dialog, select Practice Report from the Select Report Type dropdown

and click the Export to Excel button.

o5 Land Unit Quick Report ===
Selection Method =I-[#]\Consplan_Folder-student42A .| Legend
(0) Use Selected Features ract: 2822 Unchanged
_ N : ~[¥]Land Unit 1 Farmstead:(Planned) 36.9 ac. New
@ Select All Land Units From: | Corrsplan h Land Unit 2 Crop-{Planned} 19 ac 2| Modfied Select Reporl Type
Lend L 3 Crop{Planned) 32.9 3¢ EEEE] practce Fepor .
Land Unit 4 Pasture:{Planned) 57.3 ac
Land Unit 5 Pasture (Planned) 64.8 ac.
ract: 2000 Show Legend in Grid
[¥|Land Unit 1Crop:(Planned) 15.6 ac 2
ot PanlName  PlnSolus b Tract Land Urit Erd U PradiceCode  Practics Planned Amt  Planned Dele  Applied Aml
4 \Consplan_Folde... [eShEw=Y] Active BOB R GREEN 2822 1 382 Fence 5606 71207 5606 £
“Consplan_Folde... | Consplan Active BOB R GREEN 2822 1 33 Waste Storage F... |1 712007
“Consplan_Folde... | Consplan Active BOB R GREEN 2822 1 620 Underground Out... [832 71/2017 832
“Consplan_Folde... | Consplan Active BOB R GREEN 2822 2 328 Conservation Cro... |19 12172016
b 1 - »

An Excel Workbook is opened with the information from the table populated into a sheet within the
Workbook as shown below. Excel enables the user to sort and filter for additional views of the data.

= = Bookl - Excel ? H - O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT TEAM
oy ¥ L. - [==] =31 Z - A
db i - - - 7] d | em ©X El
D £ - Calibri 11 A A =¢ Wrap Text General 5 - o o- ZY H
Paste " B I U-~-|H+~| 8. A- = EMarga&Center = § -9 o | 50 0o Conditional Formatas Cell Insert Delete Format Sort & Find &
- Formatting - Tablew Styles+ | - - - 2" Filter - Select ~
Clipboard Font [F] Alignment IF] Number [F] Styles Cells Editing -~
Al i f\ Customer Folder Path v
A B & D E F G H I J K -
1 |Cu5tomer Folder Path Plan Name Plan Status | Decision Maker |Tract [Land Unit |Land Unit Status | Practice Code | Practice Planned Amt [Planned Date
2 \Consplan_Folder--student42A |Consplan Active BOB R GREEN 2822 1] 382|Fence 5606| 7/1/20170:00
3 |\Consplan_Folder--student42A |Consplan Active BOB R GREEN 2822 1 313|Waste Storage Facility 1| 7/1/20170:00
4 |\Consplan_Folder--student42A |Consplan Active BOB R GREEN 2822 1 620(Underground Outlet 832| 7/1/20170:00
5 |\Consplan_Folder--student424 |Consplan Active BOB R GREEN 2822 2 328|Conservation Crop Rotation 19| 12/1/2016 0:00|
& |\Consplan_Folder--student42A |Consplan Active BOB R GREEN 2822 2 590{Nutrient Management 19( 12/1/2018 0:00
7 |\Consplan_Folder--student42A |Consplan Active BOB R GREEN 2822 2 595(Integrated Pest Management 19{12/1/2016 0:00
8 |\Consplan_Folder--student42A |Consplan Active BOB R GREEN 2822 2 590|Nutrient Management 19{ 12/1/2017 0:00
9 |\Consplan_Folder--student42A |Consplan Active BOB R GREEN 2822 2 585|Integrated Pest Management 19| 12/1/2017 0:00|
10 \Consplan_Folder--student42A |Consplan Active BOB R GREEN 2822 2 595|Integrated Pest Management 19| 12/1/2018 0:00{
Sheetl [©)] ] »
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Export Land Use Report to Excel

1. Select the land units to include in the report.

2.

and click the Export to Excel button.

In the Land Unit Quick Report dialog, select Land Use Report from the Select Report Type dropdown

2l Land Unit Quick Report

Selection Method
(©) Use Selected Features
@) Select All Land Units From: Consplan

“Consplan_Folder—student42A,

Tract: 2822

[#]Land Unit 1 Farmstead:(Planned) 36.9 ac
[#]Land Unit 2 Crop:{Planned) 19 ac.

Land Unit 3 Crop:{Planned) 32.9 ac
Land Unit 4 Pasture:(Flanned) 57.3 ac.
Land Unit 5 Pasture: (Planned) 64.8 ac.

E-¥] Traet: 2000

~[¥1Land Unit 1 Crop:(Planned) 15.5 ac

P Legend
Unchanged
New
Madified

[

Showi Legend in Grid

Select Report Type
Land Use Report

-

Export to
Excel

%;sdl:rrrgth Plan Name Plan Status 'I\Jn:ck\::an Tract Land Unit ?;:EUM Practice Code Practice Planned Amt Planned Date Applied Amt —
» m_Folde... Consplan Active BOB RGREEN (2822 1 382 Fence 5606 71/2m7 5606 ‘2
“Consplan_Folde... | Consplan Active BOB R GREEN 2822 1 313 Waste Storage F... |1 712017 |
\Consplan_Folde... |Consplan Active BOBRGREEN (2822 1 620 Underground Out... | 832 7172017 832
‘Consplan_Folde... | Consplan Active BOBRGREEN (2822 2 328 Conservation Cro .. |19 12/1/2016
4 I, | r
The Land Use Report is opened in Excel as shown below.
BH = Bookl - Excel ? H - O X
HOME | INSERT | PAGE LAYO | FORMULAS | DATA | REVIEW | VIEW | DEVELOPE | ACROBAT | TEAM
"D % Calibri Sl A== General - %Conditional Formatting = E' #
Bz~ |B|I U~ |A &|=E= - - s | 7 Format as Table -
Paste U-lAa 3% o/ e LS Cells | Editing
- | & A sE= | - 8 29 (7 Cell Styles - . .
Clipboard Font ] Alignment l MNumber & Styles M
A1 - Jr | nNResLand use v
A B i D E F G H -
1 |NRCS Land Use [Tract Number Land Unit Number Summary Acres
2
3
4
5
6
8 2 19
9 3 32.9

Farmstead
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Task Guide 23 - Transfer Tool

Contents:
Plan Transfer

Land Unit Transfer
Practice Transfer
Land Units and Practices Transfer

Document Transfer and Document Copy

The transfer tool allows the transfer of parts of customer folders to different customer folders. Below
are examples of the needs that each item addresses. Note that both the sending and receiving customer
folders must be checked out.

Transfer Type | Function Examples

Plan Transfers a plan = An example would be if an owner still owns the land but
(including all no longer operates it and no longer needs a plan on the
practices in the land.
plan) to a different =  Another example would be that an operator no longer
customer. operates the land and a new operator now operates the

land (operator change) or
= The owner now operates the land.

Land Units Transfers land units = An example would be that the owner sells the land to a

(Case PLU) to a different different customer and no longer owns the land. Note:
customer. any plans tied to the land will remain in the original

owner’s folder unless they are transferred (see Plan
above).
=  Practices will also remain in the original owner’s folder
but could be
e transferred to the operator if needed in the
operator’s folder (see Land Units and Practices
below)
e remain in the owner’s folder or
e cancelled in the owner’s folder.

Practices Transfers selected = An example would be that the owner no longer operates
practices to a the land and the management practices need to be
different customer transferred to the operator. Note that structural practices
folder or plan. could remain in the owner’s customer folder and the

owner will still have the plan.

Land Units Transfers both Land | = An example would be that the owner sells the land to a

(Case PLUs) Units and Practices different customer and no longer owns the land. The

and Practices | to a different original owner no longer needs the practices and the
customer folder. practices need to be included in the new owner’s folder.

Note that any plans tied to the land units will remain in
the original owner’s folder unless transferred (see Plan
above).

Task Guide 23
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Documents Transfers or copies = An example would be that the HEL documents need to be
selected documents transferred to a new operator from the owner’s folder.
to a different
customer folder.

The Transfer Tool [T' allows the user to transfer Plans, Land Units, Practices, Land Units and Practices, or
Documents between customer folders.

Toolkit Toolbar O x

PEBOTO DR E R o © 58 o w|E|2 y Dem

[ Q Transfer Tool ﬁ1

Transfer Type

' Plan

' Land Units

' Practices

' Land Units and Practices
' Documents

Cancel
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Plan Transfer

Plan Transfer functionality provides field offices an efficient method to move plan(s) from one customer
folder to another.

Plan Transfer Business Rules:

All plan types are allowed to be transferred.

CSP plans are eligible to be transferred from one customer folder to another.

Plans cannot be transferred to or from an easement type folder.

Any plans with practices associated to an active contract will need to be put in modification

from ProTracts prior to checking the customer folder out and performing a plan transfer.

e. Toolkit will add new client’s names from the transferred plan to the customer folder if
necessary.

f. Both customer folders must be checked out in Write status for the transfer to be allowed.

a0 oo

1. Check out two or more customer folders. Identify one customer folder to transfer the plan from and
one customer folder to receive the transferred plan.

2. Open the customer folder that you will transfer the plan from.

3. Select the Practice Schedule tab. Select the plan to transfer and review the plan to verify it is the
correct one to transfer.

Customer Service Toclkit - UAT Testing 9.0.17.3  HIATUS BI
File Teocols Reports Help

SOEH=

General ] Assistance Notes Practice Schedule Customer F
Land Units

=]

Status:

Consplan
EQIP2542

4. Select the Customer File tab and click the ArcGIS_Projects Folder. Double-click on
ToolkitGIS_Template.mxd, or select another template to open in ArcMap.

5. In ArcMap, click the Transfer Tool located on the Toolkit toolbar.

Toolkit Toolbar 0O x

PE@E%MIJQ‘@ESPQH%% '..J .‘.%f_—.‘m
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6. Inthe Transfer Tool dialog, select Plan for transfer type. The Select Customer Folder to Transfer to
dropdown menu will list the valid folders from your currently checked out folders. Select a customer
folder to transfer to and click Next.

[ Q Transfer Tool ﬁ1

Transfer Type

@ Plan

~ Land Units

~ Practices

~ Land Units and Practices
~' Documents

|| Select Customer Folder to Transfer to:
Consplan_Folder--student01A B

7. Select a plan from the Select the Plan to Transfer drop-down menu.

[ Q Transfer Tool &r

Transfer Plan to:
Consplan_Folder--student01A

Select Plan to Transfer:

Consplan b

[ Cancel ] [ Back l Transfer

8. Click the Transfer button to initiate plan transfer.
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9. Click OK in the Toolkit Information window to confirm the transfer was successful.

-
Toolkit Information

E)

' transfer.

6| Transfer was successful. Check-in the target folder to complete the
2

o

4

10. The system will alert you when there are folder clients that are no longer associated to a plan after

the transfer. Click OK.

-
Toolkit Information

=

.f.-_--\.
[

BRUCE EVANS

Some clients are no longer associated to plans in this custemer folder.
W' Consider removing the following clients from the customer folder,

b

11. Click Cancel to close the transfer tool dialog.

12. Close ArcMap and close the customer folder that the plan was transferred from.

13. Open the customer folder that the plan was transferred to.

14. Select the Practice Schedule tab. Select the transferred plan and review to verify it is displayed

correctly.

Customer Service Toolkit - UAT Testing 9.0.17.3

LELLOM E ALLE

File Tools Reports Help

OHD

General I Assistance Motes

Practice Schedule Customer File I

Land Units

Flan: onsp

)
Status: | active
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Land Units Transfer

Land Unit transfer allows field offices to transfer land units when the land is sold or is currently in the
wrong customer folder. The land units are transferred from one folder’s Case PLUs layer to another
folder’s Case PLUs layer. The transferred land units will continue to reside in all plans.

Land Transfer Business Rules:

a.

©ooo

Transferring land units does not transfer the plans and/or practices.

All land units can be transferred.

Locked land units do not have to be in a contract modification to complete a land transfer.
Land units are transferred to the transfer to customer folder’s Case PLUs layer.

Both customer folders must be checked out in Write status for the transfer to be allowed.

1. Check out two or more customer folders. Identify one customer folder to transfer the land units
from and one customer folder to receive the transferred land units.

2. Open the customer folder that you will transfer the land units from.

3. Click the Practice Schedule tab and select any plan. From the Land Unit directory tree view, decide
which tract(s) and/or land units you will transfer to the other customer folder.

4. Select the Customer File tab and click the ArcGIS_Projects Folder. Double-click on
ToolkitGIS_Template.mxd, or select another template to open in ArcMap.

Note: It is not necessary to open a plan because the Transfer tool is transferring land units from the
Case PLUs layer to another folder’s Case PLUs layer.

5. In ArcMap, click the Transfer Tool located on the Toolkit toolbar.

Toolkit Toolbar O x

B EE R E o ©38 o ®RE], ([T v T
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6. Inthe Transfer Tool dialog, select Land Units for transfer type. The Select Customer Folder to
Transfer to dropdown menu will list the valid folders from your currently checked out folders. Select
a customer folder to transfer to and click Next.

[ Q Transfer Tool ﬁ1

Transfer Type

~) Plan

@ Land Units

~ Practices

~ Land Units and Practices
~' Documents

Select Customer Folder to Transfer to:
Consplan_Folder--student01A B

7. Inthe Select Land Units to Transfer window, click on the triangle to the left of each listed tract to
expand and select the land unit(s) to transfer. If desired, click the Quick Report button to view plans
and practices for the selected land units or Zoom to Features to view on the map. Click Transfer.

[ Q Transfer Tool &r

Transfer Land Units to:
Consplan_Folder--student01A

Select Land Units to Transfer:

4 [ Tract: 1346
[ Land Unit: 1 (Planned)
[] Land Unit: 4 (Planned)
[] Land Unit: 5 (Planned)
4 [¥] Tract: 1950
Land Unit: 2 (Planned)
Land Unit: 3 (Planned)
Land Unit: 6 (Planned)

[ Quick Report ][Zoom to Features]

[ Cancel ] [ Back l Transfer
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8. Click OK in the Toolkit Information window to confirm the transfer was successful.

-

Toolkat Information P

| Transfer was successful.

9. Click Cancel to close the transfer tool dialog.
The transferred land units will move from the Case PLUs layer to the Active PLUs.
10. Close ArcMap.

11. Select the Practice Schedule tab and select the plan that contains the transferred land units. The
land units are now shown under the customer folder they were transferred to.

General ] Assistance Motes Practice Schedule ] Customer Filz ]
Land Unii=

Flan: |C|:|n5|:|lan ﬂ

Status: | active

View By |Tract / Land Unit

B
- 2 Tract 1346
|:| LandUnit 1 - Range (Flanned) 162 5 ac.
+ [] LendUnit 4 - Farmstead (Flanned) 5.9 ac.
: LandUnit 5 - Associated Ag Land (Flanned) 3.6 ac.

-[ ] Consplan_Folder-studert014

B | Tract 1320
|:| LandUnit 2 - Range (Planned) 74.4 ac.
|:| LandUnit 3 - Range (Planned) 77.2 ac.
|:| LandUnit & - Fammstead (Planned) 1.8 ac.

12. Close the customer folder that land was transferred from and open the customer folder the land
units were transferred to.

13. Select the Customer File tab and click the ArcGIS_Projects Folder. Double-click on
ToolkitGIS_Template.mxd, or select another template to open in ArcMap project.

14. The transferred land units are now displayed in the Case PLUs layer. Click the Land Unit Quick

Report Tool and select all land units from the Case PLUs layer. Any plans and practices remain
associated to the customer folder the land units were transferred from.
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Practice Transfer

Practice Transfer allows users to transfer practices from one plan to another. The plans may be in the
same customer folder or in different folders.

Business Rules:

a. Practices associated to an active ProTracts agreement must be in “modification” status in
ProTracts prior to customer folder check out in order to be eligible for transfer.

© oo o

Practices that are in a CSP plan type are ineligible for transfer.
CSP Plans are unavailable as a target plan for transfer of practices.

Practices are transferred to an existing plan in the transfer to customer folder.

Both customer folders must be checked out in Write status for the transfer to be allowed.

1. Check out one or more customer folders. Identify one customer folder or plan to transfer the
practices from and one customer folder or plan to receive the transferred practices.

2. Open the customer folder that you will transfer the practices from. Select the Customer File tab and
click the ArcGIS_Projects Folder. Double-click on ToolkitGIS_Template.mxd, or select another
template to open in ArcMap.

3. In ArcMap, click the Transfer Tool located on the Toolkit toolbar.

Toolkit Toolbar

2BE0EEE E o © 8 csrr

[

aeiii

0O =

L0 ERT

4. Inthe Transfer Tool dialog, select Practices for transfer type. The Select Customer Folder to Transfer
to dropdown menu will list the valid folders from your currently checked out folders, select a
customer folder to transfer to. The Select Plan to Transfer to dropdown menu will list the valid plans
from the selected folder, select a plan to transfer to and click Next.

Task Guide 23

-
Q Transfer Tool

=

Transfer Type
Plan
Land Units
@ Practices
Land Units and Practices
Documents

Select Customer Folder to Transfer to:
[Consplan_FoIder—-stud ent01A x |

Select Plan to Transfer to:

[Consplan x |

Cancel |

MNext |
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5. Inthe Select Practices to Transfer window, view and select practices by tract or plan. Click on the
triangle to the left of each tract, plan, or land unit to expand and select the practice(s) to transfer. If
desired, click Zoom to Features to view the selected practices on the map. Click Transfer.

[ Q Transfer Tool @1

Transfer Practices to:
Consplan_Folder--student01A : Consplan

Select Practices to Transfer:

WView By
@ Tract
! Plan

a Tract; 7110
I [] Land Unit: 1 (Planned)
4 Land Unit: 2 {Flanned)
- "Cansplan
|| 338 Prescribed Burning (Planned 4,/1/2016)
338 Prescribed Burning (Planned 4/1/2020)
338 Prescribed Burning (Planned 4/1/2012) -

—_ = .

Zoom to Features

m.| »

[ Cancel ][ Back [ Transfer l

6. Click OK in the Toolkit Information window to confirm the transfer was successful.

Toolkit Information P

_] Transfer was successful,

7. Click Cancel to close the transfer tool dialog.

Land Units and Practices Transfer

Land Units and Practices transfer provides field offices an efficient method to move selected land units
and practices from one customer folder and plan to another customer folder and plan.

Land Units and Practices Transfer Business Rules:
a. Practices that are in a CSP plan created since 2014 are not eligible and should not be available
for selection by the planner to transfer.
b. CSP Plans are not available as a target plan for transferring practices to.
Obligated practices are allowed to be transferred but only when the contract has been putin a
modification in ProTracts prior to starting the transfer.
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d. Land and practice transfer can occur on practices with status of alternative, planned, or applied.
e. When planned or applied practices are being transferred to a plan that does not have a plan
approval date, Toolkit shall present the planner a dialog box giving the planner the option to
update the plan approval date on the target plan at the time of transfer. If the planner chooses
not to update the plan approval sate at the time of transfer then the transfer will continue and
the status of the practices remain planned or applied.

All land units are eligible to transfer.

Locked land units can be transferred without a contract modification.

Practices are transferred to an existing plan in the transfer to customer folder.

Both customer folders must be checked out in Write status for the transfer to be allowed.

e R

1. Check out two or more customer folders. Identify one customer folder and plan to transfer the land
unit(s) and practice(s) from and one customer folder and plan to receive the transferred land unit(s)
and practice(s).

2. Open the customer folder that you will transfer the land unit(s) and practice(s) from. Select the
Customer File tab and click the ArcGIS_Projects Folder. Double-click on ToolkitGIS_Template.mxd,

or select another template to open in ArcMap.

3. In ArcMap, click the Transfer Tool located on the Toolkit toolbar.

Toolkit Toolbar O x

B EER @8 r[El,, T v D

4. Inthe Transfer Tool dialog, select Land Units and Practices for transfer type. The Select Customer
Folder to Transfer to dropdown menu will list the valid folders from your currently checked out
folders, select a customer folder to transfer to. The Select Plan to Transfer to dropdown menu will
list the valid plans from the selected folder, select a plan to transfer to and click Next.

[ Q Transfer Toaol ﬁﬂ

Transfer Type

Plan
Land Units
Practices
@ Land Units and Practices
Documents

Select Customer Folder to Transfer to:
[Conspl.an_Fc-IdEr——studentl.'.llA & |

Select Plan to Transfer to:

[Consplan & |

Cancel | Mext |
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5. Inthe Select Land Units and Practices to Transfer window, click on the triangle to the left of each
tract, land unit, or plan to expand and select the land unit(s) and practice(s) to transfer. If desired,
click Zoom to Features to view the selected land unit and practices on the map. Click Transfer.

[ Q Transfer Tool @1

Transfer Land Units and Practices to:
Consplan_Folder--student01A : Consplan

Select Land Units and Practices to Transfer:

4[] Tract 7110 .
I [] Land Unit: 1 (Planned)
I [C] Land Unit: 2 {Plannad)
4 [J] Tract: 7886
4 [J] Land Unit: 2 {Planned)
- "Cansplan
338 Prescribed Burning (Planned 4/1/2020)
338 Prescribed Burning (Planned 4/1/2016)
338 Prescribed Burning (Planned 4/1/2012) |
472 Access Control (Planned 10/1/2011)

[~ = OO ey g [P ' U S 1 | ppepupt B I 0 i I T e

Zoom to Features

[ Cancel ][ Back [ Transfer l

6. Click OK in the Toolkit Information window to confirm the transfer was successful.

Toolkit Information P

_] Transfer was successful,

7. Click Cancel to close the transfer tool dialog.

Document Transfer and Document Copy

Document Transfer and Document Copy provides field offices an efficient method to move documents
from one customer folder to another or copy a document which may need to reside in more than one
customer folder.

Document Transfer Business Rules:
a. Transferring documents does not transfer the land units, plans and/or practices.
b. All documents can be transferred or copied except for the following types: .mxd, .lyr and .ini.
c. A Document transfer is between two customer folders.
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i Documents from one customer folder can be transferred or copied to one or more
customer folders.

ii.  To transfer documents to multiple folders the specific documents/files are selected and
one customer folder is selected to transfer to. Continue selecting documents and the
appropriate folder to transfer or copy to until all documents are transferred to the
correct folders.

d. Both customer folders must be checked out in Write status for the transfer to be allowed.

e. Ifthereis an existing document or file with the same name the transferred file will be renamed
by adding “-transfer” to the file name. Example: consplan-transfer.xlsx

f. If there is an existing document or file with the same name the copied file will be renamed by
adding “-copy” to the file name. Example: consplan-copy.xIsx

1. Check out two or more customer folders. Identify one customer folder to transfer or copy the
documents from and one customer folder to receive the transferred or copied documents.

2. Open the customer folder that you will transfer or copy the documents from. Select the Customer
File tab and click the ArcGIS_Projects Folder. Double-click on ToolkitGIS_Template.mxd, or select

another template to open in ArcMap.

3. In ArcMap, click the Transfer Tool located on the Toolkit toolbar.

Toolkit Toolbar O x

B EER @8 r[El,, T v D

4. Inthe Transfer Tool dialog, select Documents for transfer type. The Select Customer Folder to
Transfer to dropdown menu will list the valid folders from your currently checked out folders. Select
a customer folder to transfer to and click Next.

[ Q Transfer Toaol &Jﬂ

Transfer Type

Plan

Land Units

Practices

Land Units and Practices
@ Documents

Select Customer Folder to Transfer to:
[Conspl.an_Fc-IdEr——studentl.'.llA &

Cancel | Mext |
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5. Select file folder that contains the document(s) to transfer and click Copy.

6. Inthe Select Documents to Transfer window, click on the triangle to the left of folder to expand it
and select the documents or files to transfer or copy. Click Transfer to move the file to the selected

customer folder or Copy to copy the file to the selected customer folder and retain a copy in the
original folder.

i N
Q Transfer Tool u

Transfer Documents to:
Consplan_Folder--student01A

Select Documents to Transfer:

4

Contract_Reports
Determinations
Engineering
GEAT

I Plan_Maps
Plan_Reports
Resource_Maps

Cancel ][ Back I Transfer I Copy

7. Click Cancel to close the transfer tool dialog and close ArcMap.

8. You can verify the transfer or copy was successful by checking for the files on the Customer Folder
tab.
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Task Guide 24 - Case PLUs - Land Unit Editor

Beginning in Toolkit 8, the New Toolkit Layer tool is no longer used to create plans and add land units to
a plan. Land units now reside in a separate layer called the Case PLUs layer. The Case PLUs Land Unit
Editor toolbar is used to create or modify land units in the Case PLUs Layer.

Contents:

CASE PLANNING LAND UNITS (PLUS) 1eutttieiitieeeeitee e eitee e eitee e ettt e eeatteeestteeessneaeasensaeaesnssaesanssseessnsseassnssessanssssesnsssneesssesnnnnes 2
LAND UNIT EDITOR TOOLBAR ...t teutstteseseesesessssesessssesessssesessesesesssesensssesensssesensssesensssesenssesensssesensssesensssesensssesesessnsensssesesessns 4
Import Land Units to the Case PLUs using the CLU Layer Query by Farm or Tract Number ....................... 4
Import Land Units from Another Polygon Layer in the ArcMap Table of Contents .........cccceeeeviicciiiiinnnnnn. 6
Digitize @ NEW Land UNT.......ooiiiiiiiie ettt ettt e e s rttre e e s eate e e e s rata e e e sntaeeesntaeeesntaeeesantaeeesnnsanasanns 7
Digitize a New Land Unit Using AUtOCOMPIELE .....cciiiiiiii ettt e eeta e e seta e e s eeaaaeeeeaes 9
Edit a Draft Land Unit Using the Vertex Edit TOO......cc.viii it 10
Edit a Draft Land Unit Using the Reshape EditOr........c..ueiiiiii ittt 14
e [ I T To I 2 oYU g Vo F- T oY SR 18
Replace Land Units in the Cas@ PLU LAYEI .....cuiiceiiie i cciees ettt et e et e s ate e e e s aaa e e ssaraeessssneessnnnee s 20
Collapse Land Units in the Case PLU .........uiiiiiiie ettt tee e et e e e te e e s eaae e e s e aae e e e s aaae e e ennees 22
Split Land Units in the Case PLU LAYl .......cciiiiii ettt ettt e etee e e ate e e s svte e e e eaae e e e sarae e e ennes 23
Merge Land Units in the Case PLUS LAYl .......ciccuiiii it ccciiee ettt ee ettt e s ete e e e s atae e s saaa e e e e staeessnnnee s 24
Explode Multi-Part Land Units in the Case PLUS LAYE .......ueeveiii ettt e e eevree e e e e e e nnaeene e e 25
Delete Land Units in the Case PLUS LAYEr.........uuiiiieeiiicciieeee e e eecttte e e e e e ettee e e e s e e e e snnrsae e e e e s e e e nnnreaneesans 26
Circle Tool and Center PIVOt TOOL ... .uuii ittt e s s e e s s abee e e saes 28
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Case Planning Land Units (PLUs)

A Planning Land Unit (PLU) is a unique geographic area defined by a polygon that has common land use
and land use modifier. The Case PLUs is a collection of PLUs that typically represets the lands associated
with a single operation that is owned or operated by one client, although those lands may be leased or
managed by others at times. This is the “land-centric” approach to conservation planning introduced in
Toolkit 8. It is recommended that as new land units are created, Case PLUs are located in the owner’s
customer folder. Below is an example of Case PLUs —the PLUs are in different land unit status, and all
are located in the current customer folder. These land units are owned by the customer, but may be
leased or managed by other operators.

File Edit View Bookmarks Insert Selection Geoprocessing Customize Windows Help

D& W& o B b - 1255 g EE e RS e
BEAMQMH . [E-T k@ BLNES .

Drawing~ K (=) %8 [ [] - A ~

Table Of Contents

o = Digitize View
= O Land Unit Topology
Area Errors
I Must Not Overlap
5 @ CasePLUs

2 O Active PLUS

[ Sketch
= O Legacy PLUs
]

& [0 History PLUs

o @ Aol
]
[ Base Layer
) O Boundaries and Places
[ [J Transpartation
Imagery

Case PLU Business Rules

1. A Case PLU must be created and attributed in ArcMap and checked in before the land unit can
be added to a plan and practices can be planned.
2. ACase PLU in the Plan or Locked or status can be associated with zero, one or multiple
conservation plans.
3. ACase PLU cannot be deleted if the PLU is Locked, is in a CSP plan or has any practices in
“planned” status.
4. A Case PLU may be a single or multi-part polygon.
5. A Case PLU is created using the following methods:
a. Check in Legacy NCP land unit data and geometry into NPAD.
b. Digitize heads-up on an acceptable base image.
c. Import from any polygon sources layer in the Table of Contents.
6. Horizontal overlap will be enforced for the Active PLU layer geometry status of Plan and Locked.
A Case PLU has only one land use.
8. A Case PLU may have zero, one or many land use modifiers.

~
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9. Eachtime a PLU is edited the geometry status is updated to Sketch which requires the land unit
to be checked back into NPAD to ensure topology rules are met.

Case PLU Work Flow

Check In Land

Create AOI Add/Edit/ Attribute Land o

Import Land Unit Unit

Overlap

Overlap is how point, lines and polygons share geometry. Overlap rules are topology rules used to
ensure data quality and to allow your geodatabase to represent your features in a more realistic way.
The following diagram demonstrates how the rule “Must Not Overlap” is applied to Land Unit polygons.
Toolkit enforces these rules on land units located within an AOI (Area of Interest).

The rule “Must Not Overlap” guarantees that no point, line or polygon can overlap another polygon that

is in the same feature class or subtype. However, they can share edges or vertices. If an error occurs
(shown in red) it must be corrected before it can be checked into the database.

Topology rule: Must not overlap

Polygons can have shared edges or vertices. Polygons errors (shown in red) are created where overlap occurs,
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Land Unit Editor Toolbar
There are several new functions on the Land Unit Editor toolbar.

Add Field Collapse

Import
Land Units

Center Pivot

Vertex Edit

Land Unit Editer
Editor w3 +l @I_Jff' = (EH

=/ =)
Paste Explode

Import Land Units to the Case PLUs using the CLU Layer Query by Farm or Tract Number
This example shows how to query the CLU layer by farm or tract number to select land units and import
to the Case PLUs Layer.

o kCenter Prvot Tool

Create Circle

1. Turn on the AOI layer and verify the AOl is large enough to include the land units you want to add
from the CLU Layer. If needed, edit the AOI to enlarge it, then save the edits and stop editing the
AOI layer.

2. From the Toolkit Toolbar, click the Toolkit Digitizer tool ‘ﬁ and select Case PLUs for the layer to
edit.

3. Select the Import Land Unit(s) button from the Land Unit Editor toolbar.

Land Unit Editor
Editor~ | w3 cu | £ |IE 2 52| & M = COROW O  Center Pivot Tool
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4. Inthe Import Land Units(s) dialog, select the CLU Layer as the source layer. Select Tract Number or
Farm Number from the Search By dropdown. In the Filter Results text box, enter the tract or farm
number to import. To select multiple tracts, enter the tract numbers in the text box separated with
a comma. The selected tract or farm number(s) will be highlighted in blue in the results window and
in the map view. The Import Land Unit(s) dialog will also display the number of selected features at
the lower right corner of the dialog. Click OK to import the selected land units.

”-
| ] tmport Land Unit(s)

Source Layer: [du_mpy_a_txm?

Search CLU Layer

Search By: | Tract Number

Filter Results: 725, 726, 727

Mumber of Selected Features: 22

0K |[ Cancel |

5. If the selected tract is within the AOI, the land units will be added to the Case PLUs layer in Sketch
status. Save the edits and stop editing.

6. If there are any land units from the selected tract or farm that are not completely within the AOI,

the land units will not be added to the Case PLUs and the following Toolkit Information message will
be displayed. Repeat steps 1-6 to add land units from the CLU layer.

Toolkit Information E

@ One or more land units were not copied for the following reason(s):

One or more land units were not in the AQL

7. Attribute the land unit(s). As each land unit is attributed, the land unit will automatically check into
NPAD and the Geometry status will update to Planned if the land unit does not overlap with an
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existing Planned or Locked land unit in NPAD. If the land unit updates to Draft status, check for
overlap with other land units in the Case or Active PLUs layers.

Import Land Units from Another Polygon Layer in the ArcMap Table of Contents
The Import Land Unit(s) tool allows the user to select any polygon layer in the ArcMap Table of Contents
as the import source layer, including the Legacy and History PLUs layers.

1. Turn on the AOI layer and verify the AOl is large enough to include the land units you want to add

from the Source Layer. If needed, edit the AOI to enlarge it, then save the edits and stop editing the
AOI layer.

2. From the Toolkit Toolbar, click the Toolkit Digitizer tool f and select Case PLUs for the layer to
edit.

3. Select the Import Land Unit(s) button from the Land Unit Editor toolbar.

Editor= | &3 =+ [}P (4 Y O | Center Pivot Tool

4. Inthe Import Land Units(s) dialog, select the import Source Layer from the dropdown list. The Source
Layer list will show all valid polygon layers from the ArcMap Table of Contents. In this example, the
Legacy PLUs layer is selected.

el Import Land Unit(s) =]
Source Layer: [Legac*_.r PLUs vl
Search By:
Filter Results:
Mumber of Selected Features: 1
| OK || Concel |

5. Inthe map view, select the land unit(s) using the Select Features K button located on the ArcMap
Tools Toolbar. Click OK in the Import Land Unit(s) dialog.

6. The land unit(s) are added to the Case PLUs in Sketch status from the selected source layer. Save the
edits and stop editing.
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7. Attribute the land unit(s). As each land unit is attributed, the land unit will automatically check into
NPAD and the Geometry status will update to Planned if the land unit does not overlap with an
existing Planned or Locked land unit in NPAD. If the land unit updates to Draft status, check for
overlap with other land units in the Case or Active PLUs layers.

Digitize a New Land Unit
This example demonstrates how to digitize a new land unit located completely within the AOL.

1. Turn on the AOI layer and verify the AOl is large enough to include the land unit(s) you want to
digitize. If needed, edit the AOI to enlarge it, then save the edits and stop editing the AOI layer.

2. From the Toolkit Toolbar, click the Toolkit Digitizer tool ﬁ and select Case PLUs for the layer to
edit.

3. Select the Add Field button from the Land Unit Editor toolbar.

Land Unit Editor

Editor~ | w3 o | B [N 12 & [€] @™ = c = v O | Center Pivot Tool
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4. Digitize the new land unit(s) in the map view, double-clicking to finish the sketch.

5. The new land unit(s) are added to the Case PLUs in Sketch status. Save the edits and stop editing.

6. Attribute the land unit(s). As each land unit is attributed, the land unit will automatically check into
NPAD and the Geometry status will update to Planned.
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Digitize a New Land Unit Using Autocomplete
Rules for digitizing new land units:
¢ New land units are created as Sketch status
e Sketch land units should snap to other sketch land units from the Case PLUs layer and snap to
any Locked/Plan land units in the Active PLUs Layer
e Sketch land units should overlap any Sketch or Draft land units from the Active PLUs Layer and
any Legacy Land Units

This example demonstrates how to create a new land unit completely within the AOI using the
Autocomplete function. Autocomplete allows the system to create the coincident boundary for you,
eliminating overlap errors.

Auto Complete Polygon

Coincident boundary not digitized...  ...but still created by edit task

i% .

Note: The Autocomplete function only works when digitizing next to a [0 Locked or Plan status
land unit in the Active or Case PLUs layer or a E=] sketch land unit in the Case PLUs. It does not snap to
History, Legacy, or Draft polygons, or to Sketch polygons in the Active PLUs layer.

1. If needed edit the AOI or create a new AOI.

2. From the Toolkit Toolbar, click the Toolkit Digitizer tool f and select Case PLUs for the layer to
edit.

3. On the Land Unit Editor toolbar, click the Add Field € button. Click once inside the boundary of an
existing PLU to start digitizing the adjacent land unit.

4. Continue digitizing the boundary. To set the last vertex, double-click inside the 2] sketch,
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[ Locked, or <! Plan status land unit to finish the sketch. Ensure that the ‘trailing line’ following
back to the first vertex crosses into the adjacent boundary. When you double-click to finish the
sketch, the overlap area will be removed and the line will snap to the adjacent boundary.

5. The new land unit(s) are added to the Case PLUs in Sketch status. Save the edits and stop editing.

6. Attribute the land unit(s). As each land unit is attributed, the land unit will automatically check into
NPAD and the Geometry status will update to Planned.

Edit a Draft Land Unit Using the Vertex Edit Tool

If a land unit overlaps with another Locked or Plan status land unit, it will be shown as ! Draft status.
Draft land units cannot be added to a plan, the overlap error must be corrected and the land unit
checked into NPAD and updated to Planned status before proceeding.

1. From the Toolkit Toolbar, click the Toolkit Digitizer tool ’f and select Case PLUs for the layer to
edit.

2. Inthe Table of Contents, turn on the Land Unit Topology layer and turn off all layers except for the
Case PLUs and the imagery layer.
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3. Aland unit shown as ! Draft denotes that the PLU has failed overlap rules. If you want to
determine exactly where the overlap errors exist, add the Topology toolbar and validate the overlap.

\

Identify the Overlap Error

1. On the ArcMap Main menu, click Customize > Toolbars and select Topology from the list of
available toolbars.

[Q ToolkitGrs Template.mxd - ArcMap R T 30 e

File Edit Wiew Bookmarks Insert Selection Geoprocessing m‘ Windows  Helg Advanced Editing
ORH& D ™~ 5| b 13462 + | Toolbars %j Animation
El Q@ re il [ & [@ 7 > Extensions... AOI Editor
Table Of Contents R x Add-In Manager... ArcScan
TP TN Custemize Mode... Center Pivot Toolbar
g = Digitize View Style Manager... CoGo .
E O Land Unit Topology ArcMap Options... Data Driven Pages
Area Errors Data Frame Tools
I Must Not Overlap Distributed Geodatabase
(=Wl clu_copy_a bal7 Draw
Edit Vertices

=] Case PLUs

2. Onthe Topology toolbar, click the Select Topology button.

i BR - | E B of Hl | & & @D
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3. Inthe Select Topology dialog, select the Geodatabase Topology radio button, select Land Unit
Topology and click OK.

% Select Topology @

Select the current topology to perform edits against.

(@ Geodatabase Topology
I@ Land Unit Topology

(71 Map Topology

Kl

Select the layers to particpate in the map topalogy:

[C] € Case PLUs -
[C] € Active PLUs

[C] € Legacy PLUs
@Histor:,r PLUs

C € ao1
@practice_instance_point
@practice_instance_polygon -

] [

oy .
™/ Options

About editing topology [ oK ] [ Cancel ]

Topology

B ECE o L HE S| P B

The areas shown in red Il are overlap errors. If needed, zoom in to examine the areas. Do not use the
Topology tools to correct the overlap errors, use the Toolkit editing tools. For pancaked land units (2 or
more copies of the same land unit in the Case or Active PLUs layers), determine which land unit should
be retained and either delete the other land units or use the collapse tool to reduce to a single land unit.

\

Overlap error

"Pancaked" land units
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Correct the Overlap Error

5. On the Land Unit Editor toolbar, click the Vertex Edit tool.

Land Unit Editor

Editor~ | &3 cu | 14 RP iz =& .M S C R O | Center Pivot Tool

6. Double click on the polygon that needs to be edited.

7. The tool is set up to Auto-Complete a polygon which will snap the edge of the polygon to the edge
of the neighboring polygon. Move the vertices so that they are inside of the neighboring polygon.

8. Click the Finish Sketch Il button on the Edit Vertices to complete the sketch.
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9. The boundary has snapped to the adjacent land unit and the overlap error has been corrected.

10. Save the edits and stop editing.

Edit a Draft Land Unit Using the Reshape Editor

If a land unit overlaps with another Locked or Plan status land unit, it will be shown as ! Draft status.
Draft land units cannot be added to a plan, the overlap error must be corrected and the land unit
checked into NPAD and updated to Planned status before proceeding.

The following steps show how to identify the overlap area and fix the overlap error using the reshape
tool from the Land Unit Editor toolbar.

Identify the Overlap Error

1. On the ArcMap Main menu, click Customize > Toolbars and select Topology from the list of
available toolbars.

FY

File Edit View Bookmarks Insert Selection Geoprocessing | Customize | Windows Helg Spatial Adjustment
ORHE& 9 BB b 14000 - Toolbars 3 Spatial Analyst
BREMQ il e -0 5@ 7 -+ Extensions... Standard
AFE K ? [T
Table Of Contents I x ox g Add-In Manager... ;E:II:. .
) = el Customnize Mode... iting
el = i
g @ g il A + | Tools
= = Digitize View Style Manager.., YT I
. 4 opolo
= [ Land Unit Tepology : ArcMap Options... —— P - 2
Area Errors o Tracking Analyst

3. Inthe Select Topology dialog, select the Geodatabase Topology radio button, select Land Unit
Topology and click OK.
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% Select Tepology @

Select the current topology to perform edits against.

(@ Geodatabase Topology
I@ Land Unit Topology LI

(71 Map Topology

Select the layers to particpate in the map topalogy:

[0 € Case PLUs ~|=
[C] € Active PLUs
[C] € Legacy PLUs
D@History PLUs
O € a0t

O practice_instance_point

m

D@practice_instance_polygon -

'l:\_'::' Options

About editing topology [ Ok ] [ Cancel ]

4. Onthe Topology toolbar, click the Validate Topology in Current Extent button. Make sure the Land
Unit Topology layer is turned on in the Table of Contents.

The areas shown in red Il are overlap errors. If needed, zoom in to examine the areas. Do not use the
Topology tools to correct the overlap errors, use the Toolkit editing tools. For pancaked land units (2 or
more copies of the same land unit in the Case or Active PLUs layers), determine which land unit should
be retained and either delete the other land units or use the collapse tool to reduce to a single land unit.
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Correct the Identified Overlap Error

1. Onthe Land Unit Editor Toolbar, click on the Select Land Unit button.

Land Unit Editor
Editorr | vy | @ B |2 | € .M AR OW O | Center Pivot Tool

2. Click in the map view to select the Draft land unit to edit.

3. On the Land Unit Editor Toolbar, click on the Reshape button.

Land Unit Editor
Editor~ | v o | B |NO L2 2| € [[@s]m = ] v ]v O | Center Pivet Tool

4. Starting inside of the selected Draft land unit,click to set the first vertex; then move to the corner of
the land unit and click again set another vertex; continue digitizing outside of the boundary making
sure your new boundary has plenty of overlap into the field you want to have a coincident boundary
with.
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WARNING: Do not try to follow the existing boundary, this could cause small gaps between the two
fields. Draw the reshape line completely over the adjacent land unit and the system will

automatically snap to the adjacent land unit boundary.

Finish by double clicking back inside of the selected field. The reshaped boundary will automatically
snap to the adjacent Locked or Plan land unit boundary and fix the overlap error.

5. Save the edits and stop editing.

The edited Draft land unit will update to =1 Sketch status and can be checked into the NPAD database
using the Check In Features button on the Toolkit Toolbar (assuming it has the required land unit
attributes). If the reshape was successful, when the field is checked in to NPAD it will come back with a

=1 Planned status.

AOIE{Q P ® B 2 - 4 49 ewr

@ Check-In Feature(s)

Land Unit{s) | Practice Instance(s)

Check-In Options

@ Query By:
Search for ltem:

@ Use Selected Features

Task Guide 24 Page |17

September 16, 2016



Edit a Shared Boundary

The Land Unit Editor toolbar no longer has the “Topology Tools” to reshape and move vertices on an arc
or edge of a polygon shared by the land units on both sides, so that it acts on both polygon land units at
the same time.

Land Uit Editar

Editor~ | w3 o [ & [N |12 12| @ [[dz]m ~ c[r v ] | O CenterPivot Tool

The Reshape ® and Vertex Edit ¥ tools are used to edit each land unit one at a time. If one land unit
is reshaped “away from” an adjacent polygon, gaps will be created between the polygon land units. If
the reshape goes into the adjacent polygon, the land unit will be snapped to enforce the “Must Not
Overlap” topology rule. See examples below:

Land Unit Editor
Editor~ [« o | @ [0 |1 | & |[@]m # < [R]v 9| O] CenterPivotTool

Land Unit Editor
Editor= | w3 |.‘f:ﬁ| | [;:“ﬂ| = P € | M % IE W =3 | O | Center Pivot Tool

1. Onthe Toolkit toolbar, click the Toolkit Digitizer Z tool.
2. Inthe Select a Layer to Edit dialog, click the drop-down arrow and select Case PLU and click OK.
3. The Land Unit Editor toolbar is added.

To edit a boundary that is simultaneously effective for both land units at once, the now separate
Topology Toolbar must be used.
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4. Add the Topology toolbar by selecting Customize > Toolbars > Topology from the ArcMap main

menu.
File Edit View Bookmarks Insert Selection Geoprocessing | Customize | Windows Helg Spatial Adjustment
OREH& 2 ™~ HE| - 14000 v Toolbars 3 Spatial Analyst
Q a gﬁ] 0 HAME X @v i [ o - Extensions... Standard
AE W #
Table Of Contents 7 x 1 x S ™ Add-In Manager.. Tablet
g @ @ =] 2 Customize Mode... TIM Editing
Ll B i
o <7 Digitize View = Style Manager... hd Imlsl !
: v | Topolo
= O Land Unit Tapolagy | = ArcMap Options.. — e - 2
Area Errors ) - Tracking Analyst

6. Inthe Select Topology dialog, select the Geodatabase Topology radio button, select Land Unit
Topology and click OK.

% Select Topology @

Select the current topology to perform edits against.

@ Geodatabase Topology
I@ Land Unit Topology

() Map Topology

L

Select the layers to particpate in the map topology:

[C] 4€» Case PLUs -
[C] € Active PLUs
@Legacy PLUs

[C] € History PLUs

€ a0l
@practice_instance_point
@practice_instance_polygon -

] [

m

P
™) Options

About editing topology [ oK ] [ Cancel ]

7. Onthe Topology toolbar, click the Topology Edit Tool button and click on a common boundary
between two land units. The selected edge will be highlighted in magenta.

| Tepology

- ClENEEETEITE
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5. Onthe Topology toolbar, select the Modify Edge Tool HY to edit shared vertices or the Reshape
Edge Tool B to move the line to the desired location. Both polygons will be reshaped
simultaneously without any gaps or overlap as shown in the following example.

@ B KPP L E S 0

i 5%

%
|

7

@ B ME L9 PE

A\

6. On the Land Unit Editor toolbar, save your edits by clicking Editor > Save Edits.

7. Stop Editing by clicking Editor > Stop Editing.

8. Enter or update land unit attributes and Check-In land units if needed.

Replace Land Units in the Case PLU Layer

Land units cannot be deleted if they have practices scheduled on them that are in a planned or applied
status. The Link to Tabular tool was removed in Toolkit 8 and replaced with the Replace Land Unit tool on
the Land Unit Editor Toolbar. The Replace tool allows the planner to select a land unit and replace the

existing shape either by digitizing or by selecting a new boundary from a polygon source layer. The new
land unit shape will automatically be updated with the original land unit attributes.

1. Onthe Toolkit Toolbar, click on the Toolkit Digitizer # and select Case PLUs for the layer to edit.

2. On the Land Unit Editor Toolbar, click the Select Field 1 button and then click in the map view to
select the land unit to be replaced.

Task Guide 24 Page |20 September 16, 2016



3. Click the Replace Geometry button. The Replace Geometry dialog will open and the selected land
unit will be removed from the Case PLUs layer.

Land Unit Editor X
Editor=| v w0 |4 :Eg P& f.M A C R W|+3 | O | CenterPivot Tool ESE

4. Inthe Replace Geometry dialog, select Digitize New Land Unit or Copy Land Unit from Layer.

5. If copying from a source layer, select your source layer from the dropdown menu. Click in the map
view to select the polygon from the source layer to use as the new land unit shape, then click the
Replace Land Unit button. If digitizing the new land unit shape, click in the map view to begin
digitizing the new land unit and double-click to complete the sketch.

odl Replace Geometry

() Digitize New Land Unit
@ Copy Land Unit from Layer
Select Source Layer:

clu_a_copy_calll
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6. The Replace Tool will provide the option to update the land unit acres with the calculated acres for
the new land unit shape. Select Yes to update the acres or No to keep the original land unit acres.

@ Do you want to update the land unit acres with the calculated acres?

Yes Mo

7. Save the edits and stop editing. The land unit attributes and any practices associated to the original
land unit are retained with the updated land unit shape.

Collapse Land Units in the Case PLU

The collapse tool allows the user to select land units in the Case PLUs layer that overlap by more than
25% and collapse the selected land units into a single land unit. The duplicate land units are deleted and
any existing plans and practices from those land units will be pointed to the land unit that is saved. Land
Units in Active ProTracts contracts are defaulted as the land unit to save.

1. On the Toolkit Toolbar, click on the Toolkit Digitizer < and select Case PLUs for the layer to edit.

2. On the Land Unit Editor Toolbar, click the Select Field K button and then click in the map view to
select the stacked land units that will be collapsed. The land units must overlap by at least 25%. In
this example, there is a Legacy land unit stacked with a land unit in Plan status.

Land Unit Editor

Editor~ | v o | ) il Bl iM o CR W | O  Center Pivot Tool

8 Select Feature =reErsn
Land Units:

Tract: 1504, Land Unit: 2, Legacy, 50 acres
Tract: 1234, Land Unit: 2, Planned. 19.8 acres
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3. Inthe Select Feature dialog, select the land units to collapse and then click the Collapse € tool
button.

4. Inthe Collapse Land Units dialog, select the land unit to keep and the land unit(s) to delete. Click OK.

@ Collapse Land Units =]
Select the land unit to keep: Select the land unit(s) to delete:

Tract: 1904, Land Unit: 2 (Legacy] Tract: 1234, Land Unit: 2 (Planned)

Tract: 1234, Land Unit: 2 (Planned) Fl

5. Save the edits and stop editing. Only the land unit that was saved remains. Any plans or practices
that were associated to the deleted land unit(s) are now associated to the land unit that was saved.

Split Land Units in the Case PLU Layer

Land Units can be split after they are created as long as they are not locked by an active ProTracts
contract or a CSP plan. When a land unit is split, one field is selected to retain the attributes. The other
field will change to Sketch status and must be attributed in order to check back into NPAD.

1. On the Toolkit Toolbar, click on the Toolkit Digitizer # and select Case PLUs for the layer to edit.

2. On the Land Unit Editor Toolbar, click the Select Field K button and then click in the map view to
select the land unit to split.

3. Use the Split Field @ 100l to digitize a line where you want to split the field, starting the split
outside of the land unit, and finishing the sketch on the outside of the land unit.

Land Unit Editor
Editor~ | 3 o« | 8 |8 2 & | & [@|m # C R v 9|0 CenterPivot Tool
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4. After completing the split, a pop-up dialog allows you to choose which side of the split polygon will
retain the attributes of the original land unit. Clicking on Polygon 1 or Polygon 2 in the dialog
window will flash the selected feature in the map view. Select the polygon to retain the attributes
and click OK.

& Select Split Target @

Select the polygon that will retain the attributes of
the original land unit. Use Quick Report for land
unit info.

PG| | Guick Repor

Palygon 2

5. Click OK in the Toolkit Infomration window.

Toolkit Information @

‘-.I The split feature that was not selected in the previous dialog must be
" attributed,

6. Save the edits and stop editing.

7. Attribute the split land unit that did not receive the original attributes. The land unit will
automatically check into NPAD after the required attributes are entered.

Merge Land Units in the Case PLUs Layer

Land units can be merged if they are not locked by an active ProTracts contract or a CSP plan. When two
or more land units are merged, one field is selected as the target and any attributes previously entered
for that field are applied to the merged field.

1. On the Toolkit Toolbar, click on the Toolkit Digitizer # and select Case PLUs for the layer to edit.

2. On the Land Unit Editor Toolbar, click the Select Field K button and then click in the map view to
select 2 or more land units to merge. To select multiple fields, click and drag with the mouse or hold
down the Shift key on the keyboard while clicking in each field to select.
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3. Inthe Select Feature dialog window, hold the Ctrl or Shift key while clicking to select the land units
to merge. Click OK.

Land Unit Editor

= C R ¥ 3 | O | CenterPivot Tool

4. On the Land unit Editor Toolbar, click the Merge Fields M tool. The tool will not be active unless
two or more land units are selected.

5. Inthe Select Merge Target dialog, select the land unit to use for attributes. Clicking on each feature
in the dialog will flash it on the screen. Click OK to complete the merge.

m

Select the land unit to use for attnbutes. Lse Quick Report to see
attributes about selected land units.

Tract: , Field: Quick Report
Tract 1234, Fied:2

6. Once the land units have been merged, Toolkit will validate the land unit edits.
7. Save the edits and stop editing.

Explode Multi-Part Land Units in the Case PLUs Layer

Multi-part land unts occur when two or more non-contiguous land units are merged together. This
creates physically separate polygons that are tied to a single attribute record and thus have the same
land unit attributes. The Explode Tool can be used to “un-merge” or split a multi-part land unit creating
a separate feature for each physically separate polygon. One field is selected as the target and any
attributes previously entered for the multi-part field are applied to the selected target.
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1. Onthe Toolkit Toolbar, click on the Toolkit Digitizer # and select Case PLUs for the layer to edit.

2. On the Land Unit Editor Toolbar, click the Select Field K button and then click in the map view to
select the multi-part land unit to explode.

3. Onthe Land unit Editor Toolbar, click the Explode Field i tool. The tool will not be active unless a
land unit is selected.

4. Inthe Select Explode Target dialog, select the land unit that will retain the attributes. Clicking on
each feature in the dialog will flash it on the screen. Click OK to complete the explode.

Land Unit Editor
Editor= | «3 | 4 3= @M w- C R v =3 | O | CenterPivot Tool

Select the polygon that will retain the attributes of
the oniginal land unit. Use Quick Report for land
unit info.

Polygon 2
Faolygon 3
Paolygon 4

5. Save the edits and stop editing.

6. Attribute the land unit(s) that did not receive the original attributes. The land unit(s) will
automatically check into NPAD after the required attributes are entered.

Delete Land Units in the Case PLUs Layer
Land Units cannot be deleted if they have practices that are in Planned status. If there are planned

practices that will not be applied, they must be cancelled and the changes saved to NPAD prior to
deleting the land unit(s).

1. Onthe Toolkit Toolbar, click on the Toolkit Digitizer < and select Case PLUs for the layer to edit.
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2. On the Land Unit Editor Toolbar, click the Select Field K button and then click in the map view to
select the land unit(s) to delete. To select multiple fields, click and drag with the mouse or hold
down the Shift key on the keyboard while clicking in each field. Then, in the Select Feature dialog
window, hold the Ctrl or Shift key while clicking to select the land units to delete and click OK.

3. Press the Delete key on the keyboard to delete the selected land unit(s).
4. In the Continue dialog, click OK to confirm and delete the land unit(s).

Continue? E

The land unit(s) will be removed from the case plu layer and will no longer be
available to schedule practices on.

| ok | [ Cancel

Deleted land units are removed from the Case PLUs. If there were any practices in Cancelled or
Applied status associated with the land unit, the deleted land unit is moved to the History PLUs
layer.

Table Of Contents 3 x 3%
808 »
BI=] Digitizc View] %]
= O Land Unit Topology
Area Errors
I Must Not Overlap E.j
= Case PLUs
| <all other values> i_{ =
1Plan
[0 Locked 5
O Legacy k
[ Draft -
=] Sketch ﬁ'_
= Active PLUs
W <zl other values> 4
[Z1Plan AOI
[ Locked
[ Draft @
£ Sketch 28
= O Legacy PLUs sp
Oa
= History PLUs R
= 0O a0l %
= &

5. Save the edits and stop editing.
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Circle Tool and Center Pivot Tool

The Circle Tool on the Land Unit Editor toolbar is very similar to the Create Land Unit tool. The only
difference is that the Circle Tool creates a circular land unit, which can be used for creating fields for
center pivots. When existing fields in a Case PLU will have a center pivot installed, a planner may want
to merge existing fields to create a new center pivot field, and create new fields for the pivot corners.
This can be done with the Center Pivot tool.

1. To use the Center Pivot Tool, click on the Toolkit Digitizer # and select Case PLUS for the layer to
edit.

2. Click Center Pivot on the Land Unit Editor Toolbar to open the Center Pivot Toolbar.

Center Pivot Toolbar

[ Select Elements ] [ Center Pivot Taoaol j

Center Pivot Help j

[ Center Pivat AL~

Graphic Template
[ Select Field j

Center Pivot Graphic Template (Optional) »)
This template may be used if you do not have an imagery file to trace an existing center pivot or when
you wish to create a perfect circle with a specified radius.

Specify Radius
1. On the Center Pivot Toolbar, click the Center Pivot Graphic Template button.

2. Holding down the left mouse button, click in the map area where you want to place the center of
the pivot. While holding down the left mouse button, press the ‘R’ key on your keyboard.

3. Inthe Radius dialog enter a value in feet and press the <Enter> key. A sketch of the pivot is displayed
in a magenta color.

Enter in Radius..[8|
0

Task Guide 24 Page |28 September 16, 2016



Land Unit Editor
Editor~ | x> o | ) [ M| L2 | @ |[|m © ¢ R v | O CenterPivotTool

A

Center Pivat Too ¥ X
qO | & |BE?

Drawing the Center Pivot Interactively
1. Left-click in the map area where you want to place the center of the pivot. Move the cursor to the
perimeter of the circle and double-click to set the circle.

Select Elements Tool K

The Center Pivot Graphic Template tool creates a graphic, which can be adjusted easily using the Select
Elements tool. When the template is selected it will be highlighted with a dashed blue line. You can then
click and drag to move the entire template or click and drag on a corner to resize the graphic as needed.

Wil

Center Pivot Too ¥ X
4O (x| @@ 2
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Select Field Tool DSB

One of the requirements in order to create a center pivot shape is for there to be an existing exterior
field from which the center pivot can be cut out. Alternatively, the Center Pivot Tool can be used to
combine several fields into a pivot. In this case, you would only select one field that will part of the
pivot.

A field must be selected using Select Field tool for the Center Pivot Tool button to become active.

nm I;ts*
[Center Pivot Too * X| Pwut Too ™ X

Center Pivot Tool @
Once you have the exterior field that will contain the center pivot shape selected (or one field selected
that will be included in the pivot, as shown in the example above), the tool will become activated.

The instructions for creating a center pivot irrigation system are as follows:

1. Once you have activated and clicked on the Center Pivot Tool you will have an edit cursor present.
The editor will automatically snap to the exterior fields.

2. The first click starts the sketch; the second click will begin the arc of the side of the center pivot

shape. The third click finishes the arc. Continue this process until you create the full center pivot
shape. Double-click on the original starting point to finish the center pivot shape.
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The result is a circle.

T

Center Pivot Too v X
O | & R3?

3. Once the pivot is complete, use the Select Elements tool to select the graphic template, then right-
click and select Delete to remove it from the map.

i

Center Pivot Too = X
4O ([x]|m@ ?

4. Save your edits and close the Land Unit Editor. The result is a center pivot field with four pivot
corners. Each is a separate field, and will need to be attributed. One of the corners will typically have
the attributes from the original field.
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Example: Creating a Center Pivot Irrigation System
1. The first click is at the top of the circle; the second click is to the left along the graphic template.

»
Editar = |"'J “|RF|‘-|G|‘ZM |m R’ V|O|CenterPivot

] al . AL I =

) e AR L e

2. When dragging the mouse towards the third click, notice how the arc is forming. In the following
view, the imagery is turned off to illustrate this more clearly.

E|
Editor ¥ |ﬂ("'|kﬂ|.-|a|ﬂm |E 3 V|O|CenterPith

I |

] . Ok E@ e

3. Continue around the entire center pivot shape.
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4. Select the graphic template using the Select Elements tool. Right-click and select delete as shown
below. DO NOT PRESS THE DELETE KEY.

i

|
Editor'|ﬂ“‘[{P|‘.|G|‘3M|mR V|O|CenterP\vot
e (R R e e O = 2

bt
Chrl+C
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If the procedure worked successfully, a new field is created where the Center Pivot Tool snaps to the
exterior field. (Notice the new field at upper right in the example shown below.) In this example, there
also were four snaps, so there are four new shapes plus the center pivot shape.

Note: The number of fields that are created with this tool depends on where you snapped on the
polygon selected in Step 2.
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Task Guide 25 - Modifying Land Units in CSP Plans/Contracts

Contents:
Modify @ Land UNitin @ CSP PIAN .....ueieciieiiieeciiecee et eee et e s e e tte e st e e saae e sate e snaeesnseeesaeesnseesseeesnseenns 1
Modify a Land Unit in Locked Status in @ CSP Plan .........ceeiiiiiieciiiee ettt e e et 3

Once you add land units to a CSP plan, the land unit is linked to the Conservation Management Unit
(CMU). It cannot be edited in the Case PLUs layer unless the land unit is first removed from the CSP Plan.

Reasons that you may need to remove land units/CMUs from the CSP plan are:
e To revise the boundary or attributes before adding it back to the CSP plan.
e Toremove land from the CSP plan because the land has been enrolled in CRP, loss of control,
land has been sold, etc.

Modify a Land Unit in a CSP Plan

1. Check out and open the customer folder that contains the CSP plan.

2. Open the CSP Plan using the Create/Manage Plans button H on the Toolkit toolbar.

3. Click the Modify Land Units in a CSP Plan Csp button on the Toolkit toolbar to open the CSP
Protracts Land Use Check dialog.

4. Using the Select Features tool b click in the map view to select the land unit(s) to be removed
from the CSP plan.

.

CSP Protracts Land Use Check

land Use | Selected Acres | Land UnitAcres | Program Acres | Acreage Difference | Total Acres
Crop 0.0 197.2 2806 934

Forest 0.0 0.0 0.0 0.0

Range 521 521 00 521

Pasture 0o 0o oo oo

Total

5. Click the Remove button in the CSP Protracts Land Use Check dialog.
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5P Protracts Land Use Check @
Land Use | Selected Acres | Land Unit Acres | Program Acres | Acreage Difference | Total Acres |
» Crop 0.0 1972 2306 -93.4

Forest 0.0 0.0 0.0 0.0

Range 521 521 0.0 521

Pasture 0.0 00 0.0 0.0

Total 249.3

*

6. Click OK in the Toolkit Information to remove the selected land unit(s) from the CSP plan

Toolkit Information E

Remaoving a land unit frorm a CSP plan may require practices associated
to the CSP plan to be updated.

7.

If needed, edit the land unit using the land unit editor tools. In the example below, the land unit was

split using the Split Field tool. NOTE: If the land units are not all in the same Customer Folder, you
may need to check out multiple folders to edit the Case PLUs.

8. After completing the edits, save the edits and stop editing.

9. If needed, update the land unit attributes. The land units will automatically check in when
attributed.
Task Guide 25

Page |2 September 16, 2016



10. If needed, open the CSP Protracts Land Use Check and add the edited land unit(s) back to the CSP
Plan. Ensure that any changes to the land unit(s) match what is in the CMT. If needed, go to
Protracts and modify the CMT accordingly.

CSP Protracts Land Use Check

Land Use | Selected Acres | Land Unit Acres | Program Acres I Lcreage Difference | Total Acres
Crop 0.0 1972 2506 -934

Forest [14] 0o 00 0o

Range 0.0 419 0.0 419

Pasture 0.0 0.0 0.0 0.0

Total

Modify a Land Unit in Locked Status in a CSP Plan

This example shows how to remove a land unit from the CMU to edit the land unit information when
the land unit is in locked status because it is associated with an active EQIP contract.

1. Inthe Table of Contents, turn on the CMU layer (the CSP Plan), the Case PLUs, and the Active PLUs.

Table Of Contents
%8 ¢ 8d
= = Digitize View
= [ Practices (polygons)
O
= C5P_217442150PB
M =all other values>
Il Crop
M Forest
Il Range
0 Pasture
[ Land Unit Topology
a
I <all other values>
[T Plan
[0 Locked
[ Legacy
[ Draft
[=] Sketch
= Active PLUs
M =all other values>
[1Plan
[MLocked
[ Draft
= Sketch

2. Click the Modify Land Units in a CSP Plan Csp button on the Toolkit toolbar to open the CSP
Protracts Land Use Check dialog.
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3. Using the Select Features tool b click in the map view to select the land unit(s) to be removed
from the CSP plan.

| Selected Acres | Land Unit Acres | Acreage Difference | Total Acres

0.0 197.2 . -334
0.0 00 X 00
419 419 , 419
00 0.0 I 00

4. Inthe CSP Protracts Land Use Check dialog, click the Remove button.
5. Click OK in the Toolkit Information window.

6. The CMU layer no longer displays the removed land unit as part of the CSP Plan. Note that the land
unit is in Locked status in the Active PLUs layer.

7. Open ProTracts, select Manage Contracts, and select the contract that is linked to the Locked land
unit. (Note: Ensure that the customer folder with the plan linked to the ProTracts contract is
checked IN at the time the ProTracts modification is initiated).
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8. Start a Contract Modification. Select “Acreage or Land Unit” as the the reason for the modification.

Conservation Contract

P g EQER Hi14 Tobal Estim ated Cost Sha f e -
~ s ﬁ Reason fior Contract MadiRcation - Intemet Expl.. | = )
= Participants = - - e mad
Mﬂm!ﬂ’ﬂbdml
Laenki Mk ot latch Cresk Attenge o Land Lra il
MOS0 SERVICE CENTER
Cost Listy ICiatahEQEP 201414-D1 - BHF Frid Genaral = L
Modify land unit acresge and adjust contract
Trasbed Acras: ETR #  Lamd Bakan ite=s o accoumt for changes needed To add
) - land unit to & CSF plan
Contrct M Lo | |.Cencel | '
o b Pla Az [ Tia o Free Eski
m:ﬂ% _-a

9. Provide the justification for the modification and click OK. The screen will refresh and an Unlock
Folder button will activate to unlock the Toolkit folder. Click the Unlock Folder button.

.)ﬂ'l Applications Contracts Rates Forns Funds Reports ContactUs  Help  Log Off  SessionendsinJ0mnutes (nolactve. & Active
Conservation Contract

Program; EQEP 1014 Total Extimated Cost Shars: _. oo0 Contract Mamben -
B Perticiosnls - FSA Contruact #
BNy Bokiich Cragh
g [ Mmoo servicE covTeR b Current Contract Year Fint Yesr
Fi Fumd Coedies B AFDCAFD

10. In Toolkit, check out the Customer Folder containing the land unit that needs to be modified in the
Case PLUs layer.

11. The land unit will now appear in Draft status instead of Locked status and you can make the needed
edits. You can change land unit attributes, split the field, or edit the field boundary. Refer to the
Land Unit Editor section for specific information. If you need to delete a land unit and replace it with
a new shape, make sure to use the Replace tool on the Land Unit Editor.
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12. Land Units that were edited or attributes changed will automatically check in and update to Plan
status when those changes are saved.

13. Check in the Toolkit Customer Folder.
14. Return to ProTracts, click the Lock Folder button, and complete the modification.

15. Once the modification is approved, return to Toolkit and open the customer folder that contains
the CSP plan.

16. Open the CSP Plan and the CSP Protracts Land Use Check dialog.

17. Add the revised land unit back to the CSP Plan.

/[ 5P Protracts Land Use Check

Land Use | Selected Acres | Land Unit Acres | Program Acres | Acreage Difference | Total Acres
Crop 0.0 1872 2306 534

Forest 0.0 00 0o 00

Range 48 oo oo 00

Pasture 0.0 0.0 0.0 0.0

Total
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Task Guide 26 - Modifying Land Units in ProTracts Contracts

Contents:
Modify a Land Unit in LOCKEA STatUS.......eeieiiiiiiiiiiiieec sttt e et e e e e e e e rre e e e e e e e e nnrareees 2
Splitting a Land Unit in an Active ProTracts CONtract ........ccovccciiiiiiee e ee e ecvrrre e e e e e e 4

When a modification is started in ProTracts, any Toolkit folders linked to the contract are locked @ PT
preventing Toolkit from checking out a ‘write copy’ of the folder and making changes that could
contradict changes being made in ProTracts. If changes need to be made in the Toolkit folder, it would
need to be unlocked using the Unlock Folder button in ProTracts. If the customer folder is already
checked out in Toolkit, a ProTracts contract modification cannot be started until after the Toolkit folder
is checked back in. This insures that the data ProTracts is using for the modification is current and will
not be overwritten by other changes made in Toolkit.

ProTracts will allow the Toolkit folder to be unlocked while a contract is in a modification. When the
Toolkit folder is unlocked, the land unit topology will be checked and set to “draft” or “planned” status
(as appropriate) when the folder is checked out in Toolkit. The land unit geometry and/or land unit
attributes can then be edited in Toolkit.

Land units that are Locked by an active ProTracts contract will be temporarily set to Draft or Planned
status when the Toolkit folder is unlocked in ProTracts and checked out in Toolkit. Land units that are
edited during the contract modification should be checked back in using the Toolkit “Check-In Features”
Tool in ArcMap. Land units may remain in Draft status due to topology issues that were not (or cannot
be) resolved, the revised shape will be retained when the plan is locked in ProTracts. All land units in the
contract will change back to Locked status after the Toolkit folder is locked in ProTracts.

For practices included in ProTracts contracts, changes to the practice attributes may be made in the
Toolkit Practice Schedule or the Attribute Tool when the Toolkit folder has been unlocked during a
modification. Planned dates for ProTracts contracted practices will need to be updated in ProTracts. If
the planned amount has been updated in Toolkit, ProTracts will display a message that the item amount
was changed and the components should be checked. Planned practice amounts and dates may also be
updated from ProTracts and will be written back to NPAD when the modification is approved. Practice
layer geometry (practice shapes) can and should be edited as needed in Arc Map. This can be done
when the Toolkit folder is unlocked during a modification, however the practice shapes can also be
updated outside of a ProTracts modification.

Before the ProTracts modification can be submitted for approval, the Customer Folder will have to be
checked back in from Toolkit and locked again in ProTracts. At this point any changes made in Toolkit
would be synced up with ProTracts and any problems would have to be corrected before the
modification could be approved.

When completing a modification in ProTracts to add a new practice, ProTracts will create a back feed to

Toolkit when the modification is approved assigning a new plan approval date to the plan associated
with the contract in ProTracts.
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When a plan or practice items are transferred in Toolkit that are included in an active contract in
ProTracts, the plan name will continue to be displayed in ProTracts.

Only certain types of modifications allow unlocking the Toolkit folder. Predominant Modification
Reasons in ProTracts that allow unlocking Toolkit Folders include:
a. Acreage or Land Unit
Add, Edit or Delete Practices
Appeal Decision
Established Reapplication
Land Transfer
Practice Design or Specification Change
TA Items
Other

Se o oo0 T

The boundaries or attributes of Locked land units LI cannot be changed when they are tied to an active
EQIP or other ProTracts program contract. The only way to make changes to land units locked by an
active ProTracts contract when needed is through a Protracts modification.

The Land Unit Quick Report Tool can be used to determine if a land unit is locked by ProTracts or if the
land unit is locked by a reconciled easement or a CSP plan. The land unit status is also displayed in the
Land Units section of the Practice Schedule.

a5 Land Unit Quick Report

Selection Method
@ Use Selected Festures
~) Select All Land Units From: |Select a Layer

Consplan_Folder-student 204 » | Legend
[#] Tract: 1386 Unchanged
[¥]Land Unit 4 Pasture:{Planned) 18.7 ac. New

Land Urit 5 Pasture:(Planned) 90.4 ac. Modffied
Land Unit & Crop:(Planned) 12.2 ac. -
Consplan_Folder-student12

m

=|‘ . 1230

g Land Unit 1 Pasture:(Locked - PT) 130 ac I [7] Show Legend in Grid
%Ilﬂgrn-;?;th Plan Name Plan Status Eﬂzii:\ron Tract Land Unit Ié?:tﬂsUn'rt Practice Code Practice Planned Amt

» Consplan Active BOBERGREEN  |1886 4 314 Brush Managemert | 1.00
“Consplan_Folde... |Consplan Active BOB R GREEN 1886 4 528 Prescribed Grazing | 18.70
“Consplan_Folde... |Consplan Active BOE R GREEN 1886 4 528 Prescribed Grazing | 18.70

Modify a Land Unit in Locked Status

1. Open ProTracts and select Manage Contracts. Select the contract that is linked to the Locked land
unit. Note: All associated contracts must be modified to unlock the land unit.
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2. Start a Contract Modification and select Acreage or Land Unit as the reason for the modification.

ONRCS

Tools ppl ons Contracts Rates Forms Funds Reports ContactUs Help Log Off Session ends in 30 minutes if not active.
Machine: DEMOAPPIV  User: 28200010160021053636 # Active Secsions! 1

Conservation Contract

| e
B Contract Participant Tnfo | A wification | History | Printl] Modfy | JSpeci
T —
Contract
Contract .
Program: EQIP 2014 Tﬂﬂ;ﬁr:aiaﬂ $100,854 Humber: Stat Active
i 3 = ! ] Start Date:  6/11/2014
& Reason for Contract Modification - Windows Inteme... | = =
¥ Participants: —
Predominant Modification Reason:
Location: MdclePo‘Il;;gl Creek #craage or Land Unit - mtﬁm o
Enter the reason for this contract modification: L)
Cost List: 1P 20141401 - FY14 G al Land unit boundary is in error and needs to
Bzt o be updated.
Treated Acres: 352 # Land Units: Predominant
Crop Type:
[ oKk | cancel
\
’ Contract AGI Eligibility: 100,0000% :
Conservation Plan:  pastertian Owner Free Estimated AGT “m].m.rm- Conven tional

Eligible
Cost Share: $100,854.00

3. Provide the justification for the modification and click OK. The screen will refresh and an Unlock
Folder button will activate to unlock the Toolkit folder. Click on the Unlock Folder button.

Tools Applications Contracts Rates Forms Funds Reports ContactUs Help Log Off Session ends in 30 minutes if not active
Machine: DEMOAPPIV  User: 28200310160021053636 # Active Sessions: 1

Conservation Contract

™ Confract ¥ ication L ¢ | Print | Save | SubmitFor Approval | Cancel | EditBass! | Unlogk Folder
powom  wpms  [gtenes smow e S
Start Date:
+  Participants: - - —— Practi
Waiver:
Middle Potiatch Creek Cusrent Modificatio
SHh MOSCOW SERVICE CENTER - 5';'_?'“ 8 Number:

4. In Toolkit, check out the Customer Folder containing the land unit that needs to be modified in the
Case PLUs layer.

5. The land units will now appear in Draft or Plan status instead of Locked status and you can make the
needed edits. You can change land unit attributes, split fields or edit the field boundaries. Refer to
the Land Unit Editor section for specific information. If you need to delete a land unit and replace it
with a new shape, make sure to use the Replace tool on the Land Unit Editor.
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Splitting a Land Unit in an Active ProTracts Contract
It is very important to split the polygon properly to maintain the correct land unit tract and field

numbers with the current ProTracts contract. These steps can only be taken after a ProTracts
modification is started and the land unit is unlocked.

1. On the Toolkit toolbar, click the Toolkit Digitizer tool Z button.

2. Select Case PLUs for the layer to edit and click OK. The Land Unit Editor toolbar is added to ArcMap.

Editor~ | x7 ) EE = LAY O | Center Pivot Tool

3. Use the Select Field K tool and click on the Field you want to split.

4. Use the Split Field € 100l to digitize a line where you want to split the field.

5. Select the feature to retain the original land unit attributes in the Select Split Target dialog. When
you select each polygon in the dialog window, the feature will flash on the screen. Click OK.

& Select Split Target @

Select the polygon that will retain the attributes of
the original land unit. Use Quick Report for land
unit info.

Pobgon1
Faolygon 2

6. Click OK in the Toolkit Information window.

Toolkit Information @

I.-"'_"‘-. The split feature that was not selected in the previous dialog must be
w attributed.

7. On the Land Unit Editor toolbar, click Editor and select Stop Editing. Select Yes to save your edits.
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8. Inthe example below, the land unit was split, and the original attributes were retained for Polygon 1
(the larger land unit). The land unit selected to retain the attributes will automatically check in when
the edits are saved. The larger land unit is still part of the EQIP contract, and the split portion is
removed from the contract.

9. Use the Attribute Tool to make any needed attribute changes. The land units will automatically

check in when attributed.

' Atie Too

SelectLayer: | Case PLUs

Land Unit
Tract:
Land Unit:
HEL:
Acres:

KYLE MILLER

: BeA1T

Task Guide 26

Common Land Unit {Reference Only)

Tract:

Farm:

LandUn\t:- FIPSSt:-
vew: [ Frsco
FSA Official Acres: |1

Land Use
NRCS: Crop

Modifier:

Grazed
Wildlfe
Imgated
Hayed
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10. The land units will display in Plan status if they met topology rules. If needed, open the plan that
contains the contracted practices to make any needed changes to the practice boundaries or add
new practices. (For example, if the split portion had practices that would be added as new items.)

11. Update the Plan Approval Date if needed and check the customer folder in to Toolkit after all edits
have been made.

12. Return to Protracts and click the Lock Folder button. Make any needed changes to CIN extents (CIN
amounts, not “planned” amounts), land units associated with the CIN, etc. based on the changes
made to the land units and complete the modification.

FA Fund
# Code: anmm.ﬂammn'md_r
=
Message from \:\lrlebpage —

[ A t to lock this folder?
@ re you sure you want to lock this folder op T
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13. Once the modification is approved, return to Toolkit and open the customer folder that contains the
modified land units in the Case PLUs layer. The original land unit is now in Locked status, and the
split portion of the original land unit is in Plan status.
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Task Guide 27 - Practice Layers

Contents:
Create @ New POINt PractiCe .......coovviiiiiiiiiiiiiiiiiiiiiicc it 4
Edit an EXiSting POINt PractiCe....couuuiiiiiiei ettt e e e e e e e et ae e e e e e e e s nnrraaaeeaee s 5
Create @ NEW LiNe PracliCe ....c.ueii ettt ettt e s s e s s e e s smre e e e smneeeesans 6
Edit @ LiNE PracliCO..ccueeiiiiiie ettt et b ettt ettt e b e b e sae e saresane e 9
(O LI o] 1= Lo Y T o = Vot ol IR 10
o [y A I o] V7= Lo Y T o - Tl o Lol YU RSUUR 12
Example: Create a New Polygon Practice using the Import Practice Shape Tool........ccccovvveeeeeieennnnnenn. 13
Example: Create a New Line Practice using the Convert and Create Tool .......ccccceeevevcciiveeeeee e, 15
Example: Explode a Multipart Practice using the Explode TOOl........cccveieiiieiicciiie e 16
Example: Replace a Practice Line using the Replace Shape TOOl......cccceeevciieeicciiie e 17

The Practice layers stores geospatial and tabular data for practices selected by a client to address
resource concerns. The Practice layers serves as a register of the conservation practices, planned and

applied for the unique geographic area.

Practice Business Rules

1. A practice must be associated with a planning land unit.

a. Ifapractice is located entirely outside the plan’s PLUs, the planner must select one of the
plan’s PLUs to complete the attribution of the practice.

2. Attributes for a practice associated with a financial assistance contract cannot be cancelled, deleted,
or edited except through a contract modification.

a. Deleting and editing the planned amount and planned date can be done in ProTracts.

b. Editing the planned amount, the practice shape and transferring the practice can be done in

Toolkit.

c. Editing the practice shape can be done in Toolkit outside of a contract modification.

3. Practices can only be planned or applied based upon the following PLU geometry status rules.

PLU Geometry Status | Can Plan a Practice Can Apply a Practice
Sketch N N
Plan Y Y
Draft N Y
Legacy N Y
Locked Y Y

4. All practices must have a shape and attributes before the customer folder is checked into NPAD. If
the practices are missing attributes, the practice will be deleted upon check in.

5. Annual Practices are when the same practice is scheduled multiple years on the same land unit.
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6.

7.

8.

10.
11.
12.

13.
14.

15.

A line or polygon practice may cross one or more PLUs.
a. A practice may begin or extend outside the boundary of a plan’s PLU.

b. Toolkit will intersect the PLUs and create one practice record. The planner will then need to
assign one land unit to the practice record.

c. Toolkit will default the calculated planned amount for all practices. The planner can
manually update the planned amount if needed.

A point practice may be digitized outside or inside the boundary of a client’s PLU.
a. Each point should represent one practice but the planner is allowed to update the planned
and applied amount to equal more than one if needed.
Practice digitizing tools will permit planners to digitize in the correct feature type.
a. The following matrix is used to default to the correct geometry type based upon the practice
unit that is used for performance reporting and is the standard unit in the Conservation
Practice Standard.

Point Geometry | Line Geometry Polygon Geometry
Number Mile Acre

Animal Unit Feet Square Feet

Cubic Feet Linear Feet/Year | Acre Feet

A practice may be created by one of these methods:
a. Digitizing.
b. Copying a PLU using “Schedule Full Extent Practices” in the Toolkit Practice Schedule.
c. Copying and pasting from other source layers.

ProTracts programs will not be displayed in Toolkit for selection.

Farm Bill programs are set by ProTracts at the time the contract is obligated.

If the contract is cancelled or modified, ProTracts will make appropriate updates to the practice
program.

a. Ifthe contract is cancelled prior to any payments, the program will be set back to CTA-
General. The practice-under-contract indicator is set to ‘no’, unlocking the practice to allow
modifications.

b. If payments have been made, the practice program is not reset. It continues to indicate that
some program funds were expended for that practice. The practice-under-contract indicator
is set to ‘no’.

c. Ifthereis a situation where a subsequent contract is obligated to pay an additional amount
on the practice, the program in the latest contract will replace the previous program for the
practice.

The Toolkit planner can change a non-ProTracts program to a different program.

Each practice instance can only be associated to one contract item or the contract item is not
allowed to be uploaded to a ProTracts application.

Most practices can be transferred to plans in the same customer folder or to a new customer folder
as long as the practice(s) selected do not meet one or more of the following conditions:

a. Practice is not “Cancelled”.
b. Practices in active ProTracts contracts that are not under a current contract modification.
c. CStwpP practices created in a CSP Plan. These must be transferred at a plan level.
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16. Each practice has a practice status.

Practice Status Business Rules Reported
to PRS

Alternative 1. When a practice is created the status is “Alternative”. N

2. ProTracts will not allow a contract modification or
contract obligation to be approved if the practice is
“Alternative”.

Planned 1. After the planis signed the “Plan Approval Date” should Y
be entered or updated. This automatically updates all
“Alternative” practices to “Planned”.

Applied 1. The applied amount and applied date must be entered Y
together in order for the practice to be “Applied”.

2. When the practice applied date and applied amount are

entered in Toolkit or ProTracts the status automatically

updates to “Applied”.

Practices cannot be applied if they are not “Planned”.

4. |If the applied date and applied amount are deleted, the
status will automatically change to “Planned”.

w

Cancelled 1. The planner is allowed to cancel a practice that is in N
“Planned” status.

2. The “Cancelled” status ensures the practices the client
agreed to remain in the plan as a permanent record and
any plan documents provided to the client match the
practice schedule.

3. When a plan is cancelled all “Planned” practices will be
“Cancelled”.

Deleted 1. A practice can be “Deleted” if the practice is in N
“Alternative” status.
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Create a New Point Practice

1. Select the Check In/Out Tab and check out a customer folder and open.

2. Select the Customer File Tab, select the ArcGIS_Projects folder and open an ArcMap document

(.mxd file).

3. Select the Create/Open/Manage Plans Tool E and create a new plan or select an existing plan.

4. Use the Zoom In “, tool or the Pan & tool to locate the area you want to schedule a practice.

5. If there is no existing Point Practice Layer for the selected plan:

a. Onthe Toolkit Toolbar click the New Toolkit Layer i}f’ button.
b. Inthe New Toolkit Layer dialog window select Practice Point and click OK.

2] New Toolkit Layer @
(™) Tract Boundaries
Practice Resource Inventory Build Your Own
i@ Poi _ _
ER ) Point ) Point
Ll ) Line ) Line
© Polygon =) Polygon ) Polygon
Layer Name: |Practices (points)
File Name: —j_f
| 0K | | Cancel |

6. If there is an existing Practice Point Layer, click the Toolkit Digitizer Z +tool. Select Practices (points)

from the select layer to edit dropdown and click OK.

Select a Layer to Edit

[Pmdices {points)

| Ok

] [ Cancel

The Practice Points Editor toolbar is added.

Editor =
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7. On the Practice Points Editor toolbar, click the Add Practice button. Click in the map view where you
want to create the practice.

Practice Points Editor
Editor~ | iz 2| 2 ™ @ | » [H

8. On the Practice Points Editor toolbar, click Editor and select Stop Editing. Click Yes to save your
edits.

9. Attribute the practice using the Attribute Tool .
Edit an Existing Point Practice

The following example demonstrates how to edit existing point practices that have moved or changed
since the practice was scheduled.

1. Select the Create/Open/Manage Plans Tool H and select an existing plan.

2. Onthe Toolkit Toolbar, click the Toolkit Digitizer Z tool.

3. Inthe Select a Layer to Edit dialog, select Practices (points) from the dropdown menu.

4. On the Practice Points Editor toolbar, select the Edit Tool * and click on the practice you want to
edit to select it. Then click and drag while holding the left mouse button to move the practice to the
new location. To select multiple points, hold down the <Shift> key and select the points.
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5. On the Practice Points Editor toolbar, click Editor and select Stop Editing. Click Yes to save your
edits.

If the practice was moved to a different land unit, you will need to update the land unit information
using the attribute tool which will automatically update the practice schedule.

Create a New Line Practice

1. Select the Check In/Out Tab and check out a customer folder and open.

2. Select the Customer File Tab, select the ArcGIS_Projects folder and open an ArcMap document
(.mxd file).

3. Select the Create/Open/Manage Plans Tool E and create a new plan or select an existing plan.

4. Use the Zoom In . tool or the Pan <! tool to locate the area you want to schedule a practice.

5. If there is no existing Practice Line Layer for the selected plan:

a. Onthe Toolkit Toolbar click the New Toolkit Layer i}f’ button.
b. Inthe New Toolkit Layer dialog window select Practice Line and click OK.

Mew Toolkit Layer @
") Tract Boundaries
Practice Resource Inventory Build Your Chwn
~) Point ~) Point
@ Line ) Line .
- Felygen _) Palygen ) Polygon

Layer Name: |Practices (ines)

File Name: _rJ

| 0K | | Cancel |

6. If there is an existing Practice Point Layer, click the Toolkit Digitizer # tool. Select Practices

(polylines) and click OK.

Select a Layer to Edit

Practices (polylines) -

| Ok | | Cancel

Task Guide 27 Page |6 September 16, 2016



The Practice Lines Editor toolbar is added.

Practice Lines Editor

Editor~ | iz = | © ™ | i@ | & NS Sm e v

7. On the Practice Lines Editor toolbar, click the Add Practice $ button.

Single Line
8. To create a single line, left-click with the mouse to begin the line. Double-click when the line is
complete.

Multipart Line

9. To create a multipart line, you can digitize each line separately and then select and merge the lines.
Or, left-click with the mouse to begin the first line then right-click at the end and select finish part.
Move to the next line and repeat. When the last line is digitized, right-click and select finish
sketch.

Practice Lines Editor
Editor~ | L2+ 2| =) ™ | |

Route Measure Editing

Inzert Vertex
Delete Vertex
Move...

Move To..

Change Segment

Flip
Trim Te Length..,

Part

E}efete Sketch  Ctrl+Delete
1 Finish Sketch F2
[Xinish Part
::r;ketch Properties

10. If selecting and merging individual lines to create a multipart line, use the Select Practice Line K
tool on the Practice Lines Editor toolbar and click and drag or hold the <Shift> key to select the lines.
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11. In the Select Feature window, hold down the <Shift> or <Ctrl> key to select the practices to merge,

then click OK.

Practices:

*Undefined*®
*Undefined®
“Undefined”

12. Click the Merge Practices M button.

Task Guide 27
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13. In the Select Merge Target dialog, select one of the features to use for attributes and click OK.

& Select Merge Target @

Select the practice to use for attnbutes:

“Undefined”
“Undefined”

14. Click OK in the confirmation window.

15. On the Practice Lines Editor toolbar, click Editor and select Stop Editing. Click Yes to save your edits.

16. Attribute the practice using the Attribute Tool .
Edit a Line Practice
1. Select the Create/Open/Manage Plans Tool E and select an existing plan.

2. Onthe Toolkit Toolbar, select the Toolkit Digitizer /tool, select Practices (polylines) as the layer to
edit and click OK.

Select a Layer to Edit

Practices (polylines) -

| ok | [ Cancel |

3. On the Practice Lines Editor toolbar click the Select Practice Line K button and click on the line(s)
you want to edit.

4. Use the appropriate tool to edit the line practice(s):

Explode Practice L
b. Replace Shape *
c. Split Practice Line 5 (active when a single feature is selected)

d. Merge Practices M (active when multiple features are selected)

24

e. Reshape Line Practice (active when a single feature is selected)

Practice Vertex Edit ¥

5. On the Practice Lines Editor toolbar, click Editor and select Stop Editing. Click Yes to save your edits.
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6. If needed, update practice attributes using the Attribute Tool .

Create a Polygon Practice

1. Select the Check In/Out Tab and check out a customer folder and open.

2. Select the Customer File Tab, select the ArcGIS_Projects folder and open an ArcMap document

(.mxd file).

3. Select the Create/Open/Manage Plans Tool E and create a new plan or select an existing plan.

4. Use the Zoom In  tool or the Pan <! tool to locate the area you want to schedule a practice.

5. If there is no existing Polygon Practice Layer for the selected plan:

a. Onthe Toolkit Toolbar click the New Toolkit Layer f}' button.
b. Inthe New Toolkit Layer dialog window select Practice Polygons and click OK.

Mew Toolkit Layer

()

") Tract Boundaries
Practice Resource Inventory Build Your Own
") Point ") Point
) Line ) Line
o \
) Folygon ") Polygon ) Palygon
Layer Name: |Practices (polygons)
File Name: ‘_f_-
| 0K | | Cancal |

6. If there is an existing Practice Polygon Layer, click the Toolkit Digitizer 7 tool, select Practices

(polygons) for the layer to edit and click OK.

Select a Layer to Edit

Practices (polygons)

Ok ] [ Cancel
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The Practice Polygons Editor toolbar is added to your project.

Practice Polygons Editor
Editor= |2 2 | ™ B E| @ m R ||~ n v o

7. On the Practice Polygons Editor toolbar, click the Add Practice € putton.

Single Polygon
8. To create a single polygon, digitize the polygon with the mouse, using a single left-click to begin the
sketch and double-clicking to finish.

Practice Polygons Editor

Editor~ | L& I | ®

Multipart Polygon
9. On the Practice Polygons Editor toolbar, use the Add Practice tool to digitize each polygon.

.
Practice Polygons Editor

Editor- | L2 @ |0 > (B[ & m v [@|# 910 v O

10. Using the Select Practice Polygon g button, click and drag or hold the <Shift> key to select the
polygons to merge.
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11. In the Select Feature window, use the <Shift> or <Ctrl> key to select the polygons to merge, then
click OK.

ol Select Feature EI@

Practices:

*Undefined”
“Undefined”

12. On the Practice Polygons Editor toolbar, click the Merge Practices ™ button.

13. In the Select Merge Target dialog, select the practice to use for attributes and click the OK button.

& Select Merge Target \EI
Select the practice fo use for attributes:
“Undefined”
“Undefined”
Cancel

14. Click OK in the Toolkit Information window.

15. On the Practice Polygons Editor toolbar, click Editor and select Stop Editing. Click Yes to save your
edits.

16. Attribute the practice using the Attribute Tool .

Edit a Polygon Practice

1. Select the Create/Open/Manage Plans Tool E and select an existing plan.

2. Select the Toolkit Digitizer 4 tool, select Practices (polygons) as the layer to edit and click OK.
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Select a Layer to Edit

[Pladices (polygons) -

| Ok | | Cancel |

3. Using the Select Practice Polygon g button, select the Practice Polygon to edit.

4. There are multiple practices at that location, the Select Feature window will appear. Select the
practice(s) to edit from list and click OK.

o Select Feature EI@

Prachbces:

Prescribed Grazing - 2017
Prescribed Grazing - 2018
Prescribed Grazing - 2019

5. Use the appropriate tool to edit the polygon practice(s):
a. Split Practice Polygon i (active when a single feature is selected)

b. Merge Practices M (active when multiple features are selected)

c. Reshape Practice ®

Explode Practice L

L |

Replace Shape
Practice Vertex Edit ¥

-0 o

6. On the Practice Lines Editor toolbar, click Editor and select Stop Editing. Click Yes to save your edits.

7. If needed, update practice attributes using the Attribute Tool .

Example: Create a New Polygon Practice using the Import Practice Shape Tool

The Import Practice Shape Tool can be used to import point, line, or polygon features from a selected
source layer to the appropriate practice layer. The following example shows how to import to the
Practice (polygons) layer.
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1. Select the Create/Open/Manage Plans Tool E and create a new plan or select an existing plan.

2. If there is no existing Polygon Practice Layer for the selected plan, select the New Toolkit Layer T:}'
button. In the New Toolkit Layer dialog window select Practice Polygons and click OK.

3. If there is an existing Practice Polygon Layer, click the Toolkit Digitizer 4 tool, select Practices
(polygons) for the layer to edit and click OK.

4. On the Practice Polygons Editor toolbar, click the Import Practice Shape + putton.

5. Inthe Import Practice Shape(s) dialog, select the source layer from the dropdown list.

Import Practice Shape(s) ==
Select Source: [H.esource Inventory (Pohrgon) v]

Mumber of Selected Features: [}

Cancel

6. Click in the map view to select the feature(s) from the source layer to import. If more than one
feature is selected, the Select Feature window will open. Highlight the feature(s) to select in the
dialog and click OK.

a-l Select Feature EI@

Features:

Feature 1
Feature 2
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7. After the source layer features are selected, click OK in the Import Practice Shape(s) dialog.

E Import Practice Shape(s)

Select Source: [Resnurce Inventory {Polygon)
Mumber of Selected Features:

8. On the Practice Polygons Editor toolbar, click Editor and select Stop Editing. Click Yes to save your
edits.

9. Attribute the practice(s) using the Attribute Tool .

Example: Create a New Line Practice using the Convert and Create Tool
The Convert and Create Tool can be used to create a line practice that follows the perimeter of a
selected polygon input feature or a polygon practice that follows a closed line input feature. The tool

will convert from polygon to line or line to polygon and then create the new feature in the practice
layer. This example shows creating a line practice that follows a selected land unit boundary.

1. Select the Create/Open/Manage Plans Tool E and create a new plan or select an existing plan.

2. If there is no existing Line Practice Layer for the selected plan, select the New Toolkit Layer 7«}
button. In the New Toolkit Layer dialog window select Practice Lines and click OK.

3. Ifthere is an existing Practice Lines Layer, click the Toolkit Digitizer Ve tool, select Practices
(polylines) for the layer to edit and click OK.

4. On the Practice Lines Editor toolbar, click the Convert and Create . tool.

5. Inthe Convert and Create Practice dialog, select the source layer from the dropdown list.

E Convert and Create Practice @

Select Source: | ConservationPlan b ]
Mumber of Selected Features: 0
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6. Click in the map view to select the input feature from the source layer to use to create the new
practice. Only one input feature can be selected at a time, to create multiple practices using Create
and Convert, run the tool again for each additional practice.

7. After the source layer feature is selected, click OK in the Convert and Create Practice dialog.

Practice Lines Editor
Editor - | L2 =

%] Convert and Create Practice

Select Source: | ConservationPlan
Mumber of Selected Features:

8. On the Practice Polygons Editor toolbar, click Editor and select Stop Editing. Click Yes to save your
edits.

9. Attribute the practice(s) using the Attribute Tool .

Example: Explode a Multipart Practice using the Explode Tool

The Explode Tool can be used to explode multipart line or polygon practices, creating a practice record
for each separate practice shape. One practice is selected to retain the original practice record. The
following example shows how to explode a mulitpart polygon practice.

1. Select the Create/Open/Manage Plans Tool H and create a new plan or select an existing plan.

2. Click the Toolkit Digitizer Ve tool, select Practices (polygons) for the layer to edit and click OK.

3. On the Practice Polygons Editor toolbar, click the Select Practice Polygon K button.

4. Click in the map view to select the multipart practice to explode.

5. On the Practice Polygons Editor toolbar, click the Explode Practice “ Tool.
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6. Inthe Select Target dialog, select the feature that will retain the original practice attribute then click
OK. Clicking on a feature in the dialog will flash it on the screen.

Practice Polygons Editor v X

Editor - | LiZ- =

Select the feature that will retain the
ariginal practice record.

Practice: ik
Contract: i
Contract ltem: N/&

Feature 1
Feature 2
Feature 2

7. On the Practice Polygons Editor toolbar, click Editor and select Stop Editing. Click Yes to save your
edits.

8. If needed, update practice attributes using the Attribute Tool .

Example: Replace a Practice Line using the Replace Shape Tool

The Replace Shape Tool can be used to replace an existing practice shape either by digitizing a new
shape or importing a new shape from a source layer. The original practice attributes are retained with
the exception of the planned amount. For practices that are not part of an active ProTracts contract or
in Applied status, the planned amount will update with the calculated amount of the new practice
shape. The following example shows how to replace a line practice by digitizing a new practice shape.

.
1. Select the Create/Open/Manage Plans Tool and create a new plan or select an existing plan.

2. Click the Toolkit Digitizer Ve tool, select Practices (polylines) for the layer to edit and click OK.

3. On the Practice Lines Editor toolbar, click the Select Practice Line [::P button.

4. Click in the map view to select the practice to replace.
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5. On the Practice Lines Editor toolbar, click the Replace Shape “! putton.

Practice Lines Editor

Editor~ | L3z = | =) ™ | £ |

6. Inthe Replace Shape dialog, select Digitize New Practice. Click in the map view to digitize the new
practice shape, double-clicking to finish the sketch.

@ Digitize New Practice
™) Copy Practice from Layer
Select Source Layer:

| -

| Replace Practice Shape |

7. Onthe Practice Lines Editor toolbar, click Editor and select Stop Editing. Click Yes to save your edits.

Practice Lines Editor

Start Editing

Stop Editing
Save Edits

Use Vertical Top

Stop Editing

Snapping Windd

8. If needed, update practice attributes using the Attribute Tool (& .
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Task Guide 28 - Practice Filter Tool

The Practice Filter tool can be used to filter which practices from the currently selected plan are
displayed in ArcMap. Practices with the selected attributes will be displayed in the map view while the
other practices will not be visible. This may be useful to “hide” full extent practices or to only show
practices for a selected program on the map.

The Practice Filter tool is located on the Toolkit toolbar.

Toolkit Teolbar O x

RO EARER 0B8R E 2 [F]s 5

Practices can be filtered based on any combination of the following attributes: Practice Status, Planned
Year, Applied Year, Program Code, Contract #, and Practice Code. A plan must be open in ArcMap before
using the Practice Filter tool.

1. If needed, open a plan using the Create/Open/Manage Plans tool.

=
2. On the Toolkit toolbar, click the Practice Filter tool.

3. Inthe Practice Filter dialog, select the attributes for the practices to display on the map. In this
example, only practices in Planned status with the EQIP Program Code will be displayed. Practices
can be filtered based on any combination of Practice Status, Planned Year, Applied Year, Program
Code, Contract #, and Practice Code.

Practice Filter @
Practice Status Program Code
[ Applied - ] An -
[] Cancelled [[] CTA-GENRL
¥ VIET -
Flanned Year Contract #
[ 2018 - [] 7474421444X -
] 2019 [ 747442160RA
v - VI -
Applied Year Practice Code
[ 2015 - [7] 550 -
VET [C] 845
[ VA - 7 I
Current Fitter
Practice Staius: Program Code:
All Al
Planned Year: Contract &
Al Al
Applied Year: Practice Code:
Al Al
| Update Current Filter | [ Clear Filters 0K || Cancel
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4. Click the Update Current Filter button to review the selections. This will show the selected
attributes in the Current Filter section and update the choice lists to display only the options that
meet the current selection.

Practice Filter

Practice Status
[ A -

-

Planned Year

[]2018 -
] 2018
VE
Applied Year
VE
[ MiA

A8

Current Filter
Practice Status:

Planned
Planned Year:
Al
Applied Year:
Al

——

(| Update Current Filter * Clear Filters

Program Code
1A -
Eear |

Contract #

O] 7474421444 -
[] 747442160RA
VE -
Practice Code

1315 A
[ 550

T -

Program Code:
EQIP
Contract &

Al

Practice Code:
Al

=

[ ok

| [ Cancel |

5. Inthe Practice Filter dialog, click OK to apply the filter or Clear Filters to remove the current
selection and make changes.

6. When the practices are filtered, the Practice Filter icon will change to red to let you know that

not all practices may be visible in the map view.

7. To clear a practice filter, click the Practice Filter button . In the Practice Filter dialog, click Clear
Filters and then click OK.
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Task Guide 29 - Export Features Tool

Contents:
Export Practices to an Existing Resource INVENTOrY LAYer........uuuuuiivuiiiiieiiiereieieieieieeeeeeerereeereeeeeeerseresm. 1
Export Plan Land UNits 10 @ NEW LAYEI ....ccc o iiiiiiiee ettt e s eeetete e e e e e e s ntte e e e e s e e e e nnaaaeeeeseesennnnssaeeeaaeean 3

The Export Tool can be used to export selected NPAD features, for example practices from a plan or land
units from the Case PLUs layer, to a shapefile or web feature service. The exported features can then be
accessed in GPS or other tools.

The Export Features tool is located on the Toolkit toolbar.

Toolkit Toolbar O x

pEEJ!iG’E HOIEQ'L@CSPQH%% _Qi'cm

Features from the following NPAD layers can be exported using the Export Features tool: Case PLUs,
Active PLUs, History PLUs, Legacy PLUs, Plan Land Units, Practices (polygons), Practices (polylines), and
Practices (points). The plan land units and practices can only be exported when a plan is loaded.

The destination layer for the exported features may be a new shapefile, an existing shapefile in the
ArcMap Table of Contents with the same geometry type (point, line, or polygon) as the source layer, or a
web feature service.

Export Practices to an Existing Resource Inventory Layer

1. On the Toolkit toolbar, click the Export Features tool.

2. Inthe Export Feature dialog, select the layer to export features from as the Source Layer. In this
example, the practice polygons layer is selected.

F |
ol Export Features @

Source Layer: I’ Practices {pofygons) vl
Diestination Layer: ’Create MNew Layer "]
Coordinate System

@ Geographic NAD &3

(7)) The data frame's coordinate system
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3. Using the Select Features tool b , click on the map to select features from the source layer to
export. The Export Features dialog will show the total number of features selected for export.

Source Layer: [Frad;\m {polygons)
Destination Layer: | Create New Layer

Coordinate System

@ Geographic NAD 33
(7} The data frame’s coordinate system

Dutput Feature Class
C:Users\teresa hamington My Customer Files Toalkith : “Resource_Maps'\Practice(Polygons)_export s

Ok || Caneel |

Selected Features: 2

4. Select the Resource Inventory layer from the Destination Layer dropdown menu and click OK to
export the selected feature(s).

Source Layer: lFm (pofygons)

Diestination Layer: Iﬁﬁcu'ce Inventary (Polygon)

Coordinate System
raphic NAD 83

ame’s coordinate system

Cutput Feature Class
ClUsers'teresa hamington' My Customer Files Toolkit \Resource_Maps\Pmdice{Pohrgons}_eaq:ort.5|

Selected Features: 2
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Export Plan Land Units to a New Layer

1. Onthe Toolkit toolbar, click the Export Features tool. —

2. Inthe Export Feature dialog, select the layer to export features from as the Source Layer. In this
example, the conservation plan is selected.

-
o) Export Features u

Source Layer: Consplan -
Destination Layer: |Create New Layer h

Coordinate System

@ Geographic MAD 33
i) The data frame's coordinate system

3. Using the Select Features tool b , click on the map to select features from the source layer to
export. The Export Features dialog will show the total number of features selected for export.

Source Layer: [Conq:rlaﬂ

Destination Layer: | Create New Layer

Coordinate System

@ Geographic NAD 83
(") The data frame's coordinate system

Output Feature Class
C:M\Users'teresa hamington' My Customer Files Toolkit' “Resource_Maps'LandUnits_export shp

0K || Cancel |

Selected Features: 3

4. Select Create New Layer for the Destination Layer to export the selected features to a new
shapefile. The Destination Layer dropdown menu will also display any valid layers from the ArcMap
Table of Contents that can be selected to export to an existing layer.
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5. Select the Coordinate System for the new shapefile. When an existing layer is selected for the
destination layer, export will use the destination layer’s coordinate system.

6. Specify the Output Feature Class if exporting to a new layer. Enter the file path and file name for the
new shapefile. By default, the shapefile will be saved in the customer file’s Resource_Maps folder
and named with the source layer’s name appended with “_export”. For example,
LandUnits_export.shp.

Source Layer: [Cansplan
Destination Layer: [Create MNew Layer

Coordinate System
@ Geographic NAD 33
i1 The data frame's coordinate system

Qutput Feature Class
C\Users'teresa hamingtonMy Customer Files Toalkit® “Resource_Maps'LandUnits_export shp

0K || Cancel |

Selected Features: 3

7. Click OK to export the selected features. If exporting to a new layer, the new shapefile will be added
to the ArcMap Table of Contents.
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Task Guide 30 - Easement Land Unit Tool

Table of Contents:

Easement Folders and ReCONCIlIation PrOCESS ......uuuueuu s 2
Assign Land Unit(s) 10 @n EASEMENT ......uiii ittt ettt ettt e ettt e e e et e e e e e ab e e e eenbeeeeeasseeeeeanseeaeannneeans 3
Remove a Land Unit from the Easement ASSOCIATION .....eeeeeeeece e 5

The Easement Land Unit Tool - is used to associate easement land units to the National Easement
Staging Tool (NEST) ID number associated with the current easement folder.

e At least one land unit must to be associated to the Easement ID in order to create a plan within
the Easement folder.

e Easement land units can be associated to more than one plan in more than one folder.

e Land units can be selected from the Case PLUs or Active PLUs to add an easement association.
e Land units must be in Planned or Locked status to add an easement association.

e Land units can be removed from the easement association.

e Land units associated to an easement cannot be deleted. To delete a land unit associated to an
easement, the land unit must first be removed from the easement association.

e The system will prevent the user from removing the last land unit associated to the easement if
there are any practices in the Easement Plan.

Easement Folder Migration Workflow

Assign land units to the easement
(Easement Land Unit Tool)

!

Create a planin the easement

Create the Easement Folder

(Create Folder)

h folder and assign easement PLU’'s
Identify any existing land units and to the plan
practices associated to the ease- (Create Plan)

ment's location

(Land Unit Quick Report Tool)

~\
Transfer land Units and practices if needed

f \ (Transfer Tool)

Edit land units if needed

Transfer land units, Reshape, Merge,

Split, Collapse and Add are all functions S
that might be required to get land units
ready for reconciliation. .

Reconcile Easement
(Feature Editing Tools)
(Easement Reconciliation Tool)

(Transfer Tool)

g J ’
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Easement Folders and Reconciliation Process

The Easement folder type allows the planner to create a folder for a specific easement application or
existing agreement that is in NEST. Naming conventions should only include the last 5 characters of the
NEST agreement/application since this is the only unique portion of the application and the FY could
change on deferred applications.

- B
g5l Mew Customer Fol... ﬂ

{*' Easement

i Conzervation o

F h
Bl Enter Customer Information for TRAVIS W COLLINS e e

County where the servicing
office is physically located:

Servicing Office:

A

Customer Root Folder:

-
gy Assign Easement to Folder

Company/Business:
Identifier:

|

Select County
| Camoll County. Missour

L

-

Select Ezsement Program
|wRp

L]

Select NEST Enrollment £
6664243400500 -

Mon-SCIMS Client: TRAMS W COLLINS

d

ArcGIS Template:
Easement ld:

MOTE: Company/Business and ldentifier may not include the
following characters: V[ :* 7 e[, "%[]

[camoll Courty. Missousi

|CAHHD LLTON SERVICE CENTER

=

I\WBMW\DATA\TOD LK T wat\Customer Files

|WrF|

IOD‘EIDD

[C\Program Fies (B61\USDA\ Tookat5 Templates\Tox
IWHP—GEBJZ#MDD
oK |

Cancel

A

After an Easement folder is created, the Easement Land Unit Tool allows the planner to assign land units

to the specific easement assoc

Task Guide 30

iated with that folder.
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Easement Reconciliation allows users with the new reconciliation role in zRoles to control locking and
unlocking land units associated to an easement. The reconciliation also allows the planner to identify
issues between NEG boundaries and land units associated with the easement boundaries and to check
for inappropriate practices scheduled on an easement land unit. The Easement Reconciliation Tool is
covered in Task Guide 31.

I g Easement Reconciliation Tocl | |

Ezsement: 6664245400900 Agreement Status: Completed Closed Date: 31211936 Closed Acres: 1385

Land Unit/Esssment Area Check

Easamant Acres Land Unt Acres Arreage Difference Percent Difference
0.07 0.03

The easemeant boundary was digiized off a OG0 source and does not match the cument and land units. The:
sasament boundary needs 1o be evaluated with cument photography and protentialy be updated

Assign Land Unit(s) to an Easement

1. Create an Easement type folder.

2. |If there is not an existing AOI, create and check out an AOI around the land unit(s) to be assigned to
the easement. The land unit(s) may be in the Case PLUs or the Active PLUs layer and they must be in
Planned or Locked status to be associated to the easement. In easement folders, the National
Easement Geodatabase (NEG) layer is automatically added to the ArcMap Table of Contents
to help locate existing easement land units.

3. Onthe ArcMap Toolkit Toolbar, click the Easement Land Unit button. -
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4. Click in the map view to select the easement land unit(s) from the Case PLUs or Active PLUs layer.

o T - | ¥ :

Add/Remove Easement Land Unit(s)

Easement:

Easement Id: Easement Acres: Land Unit Acres: Acreage Difference:

66642434003DD 1385 0.00ac -138.50 ac.

Land Units In Easement: Select Land Unit(s):

@ TractLand Unit\View () Land Use View @ Use Map Selection (7 Search

Total Land UnitAcres: 000 zc. Search
[¥] Query Active PLUs  [J] Query Case PLUs
Select |T|a:1 Number V‘
Filter | | | Search |

‘.‘

5. The added land unit(s) will be listed in the Land Units in Easement section of the dialog and
displayed in the Easement PLUs layer in the map view. The Easement Acres (from NEST), Land Unit
Acres, and the difference are displayed at the top of the dialog.

F
Add/Remove Easement Land Unit(s) M
Eazement:
Easement |d: Easement Acres: Land Unit Acres: Acreage Difference:
6664249400500 1385 119.97 ac. -1853 ac.

Land Units In Ezzemant:
@ Tract/Land Unit View () Land Use View
Total Land Unit Acres: 119.97 ac.

EI--\G’BG-QWDD
=] Tract 1
L[] Land Urit 1 {Protected) 119.97 ac.

Select Land Unit(s):

@ Use Map Selection () Search
Search
[¥] Query Active PLUs [J] Query Case PLUs

Select |T|ac:t MNumber

Filter |

6. Click OK to close the Add/Remove Easement Land Unit(s) dialog.

7. After the land unit(s) have been assigned to the easement, an easement plan can be created in the

easement folder and land units can be added to the plan from the Easement PLUs layer.
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Remove a Land Unit from the Easement Association

1. To remove a land unit from the easement association, click the Easement Land Unit button

on the Toolkit Toolbar.

2. Inthe Add/Remove Easement Land Unit(s) dialog, check the land unit(s) to remove from the
easement association from the Land Units in Easement section. Click Remove and click OK to close

the dialog when finished.

Add/Remove Easernent Land Unitis)

Easement:

Eazameant |d: Ezsemant Acres: Land Unit Acres: Acreage Difference:
6664243400300 1385 11397 ac -1853 ac

Land Urits In Ezsament Selact Land Uritfs)

Land Use View @ Use Map Selection

11257 ac.

@ TractLand Unit View
Total Land Unit Acres:
[¥] 5064245400500
=] 'J:Trad 1
[¥] Land Urit 1 (Protected) 119.97 ac.
Filter

oK |

o |

Search

3. Land units cannot be removed from the easement association if the land unit has “Planned” status
practices in a plan within the easement folder. In that case, the practices must be cancelled before

remove the land unit from the easement.
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Task Guide 31 - Easement Reconciliation Tool

Table of Contents:

Review Easement Land Unit(s) and Practices using the Easement Reconciliation Tool...........cccccuvveeenneee. 2
Enforce Easement Rules to Lock the Easement Land UNit(S)......ccccueeeeiiiiieeiiiie et 3
Unlock EasemMeEnt LANd UNIL(S) .eeeeecuriieieiiieieeiiiee et ettt e e ettt e ee ettt e e ettt eeeeatt e e e e ataeeeeensbeeeeenseeseenaseeeeennnees 5
Split a Locked Easement Land UNIt ......cooociiiiiiiiiie sttt sitee e e sttee e s sata e e e snta e e s sntaeeesnsneaeeans 5
Merge Locked Easement Land UNITS .........oiiiiiiiiiiiiiie ettt ettt e et e e e arae e s e srae e e earaee e eennes 8

Easement reconciliation is a specialized function that can be performed by a subset of Customer Service
Toolkit users with the specific zRoles permissions to perform the task. Reconciliation requires the user to
review the land unit boundaries and the practices that intersect those land unit boundaries with the
Easement boundary maintained in the National Easement Geodatabase (NEG) layer to determine if the
land unit(s) and easement aligns within 2% and to determine if there are contracted practices through
other farm bill programs associated to the easement land units that would violate policy. If there is more
than a 2% discrepancy where the issue is the land units (in NPAD) that need to be updated, then the
user can update the land units and any associated practices that may need to be updated as a result of
updating the land unit boundary. If the issue causing the 2% discrepancy appears to be the easement
boundary, the user should add a note in the reconciliation tool describing the issue. In either case, the
rules can be enforced regardless of the amount of discrepancy between the easement land unit(s) and
the NEG easement boundary.

e L. ERT . . .. .
The Easement Reconciliation Tool allows users with the appropriate zRoles permissions to review
and lock or unlock easement land units.

e The user must have the Easement Reconciliation role in zRoles to reconcile or to justify why
reconciliation was not completed.

e The Easement Reconciliation Tool cannot enforce easement rules before there is a closed date
in NEST.

e The system will alert the user when the land unit calculated acres and NEST closed acres are not
within 2% of each other.

e Land Units in planned status will be locked and be displayed as locked once the Enforce
Easement Rules radio button is selected and saved.

e If any land units are locked by ProTracts when the reconcile easement tool is used, the
easement can be reconciled. If the Enforce Easement Rules is later removed, any PLUs locked by
ProTracts will remain locked.

e Once the easement land unit(s) have been reviewed and locked, only interior edits can be made
to the land units. Land Units can be split or merged within the easement boundary. The exterior
easement boundary cannot be edited unless the easement is first unlocked.
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Easement Folder Migration Workflow

( Assign land units to the easement
Hesmiz e B ey (Easement Land Unit Tool)
(Create Folder) \
!
Create a plan in the easement
h folder and assign easement PLU's
Identify any existing land units and to the plan
practices associated to the ease- (Create Plan)
ment’s location

(Land Unit Quick Report Tool)

Transfer land Units and practices if needed

f \ (Transfer Tool)

Edit land units if needed

Transfer land units, Reshape, Merge,

Split, Collapse and Add are all functions J
that might be required to get land units
ready for reconciliation. -

Reconcile Easement

(Feature Editing Tools)
{Easement Reconciliation Tool)

(Transfer Tool)

\_ J

Review Easement Land Unit(s) and Practices using the Easement Reconciliation Tool

1. Create an Easement type folder.

2. Assign land units to the easement using the Easement Land Unit button.

ERT
3. Click the Easement Reconciliation button on the Toolkit toolbar.

4. Review the easement land unit(s) and practice associated to the land unit(s) in the map view and in
the Easement Reconciliation dialog. The Easement Reconciliation Tool dialog displays information
from NEST, the NEG layer and the easement land units and practices. The top row displays the
easement information from NEST. The Land Unit/Easement Area Check displays the Easement Acres
from the NEG layer, the Calculated Acres of the land unit(s) associated to the easement (Land Unit
Acres) and the difference between the two. The Practice Overlap Check displays any practices that
overlap with the land unit(s) associated to the easement.

a) Inthe map view, compare differences between easement land unit boundaries and the NEG
boundary.

b) In the Easement Reconciliation Tool dialog, review the acreage difference and percent
difference. If the difference is greater than 2%, determine if the land unit boundary should
be updated to more closely match the easement boundary. If the land unit boundary will be
edited, close the Reconciliation Tool dialog, make the needed edits to the Case PLUs and
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practice layers, then return to the Reconciliation Tool to complete the review. If the land
unit boundary is correct and the easement boundary should be updated, this should be
noted under the Notes section of the Easement Reconciliation Tool.

c) Inthe Easement Reconciliation Tool dialog, review the practices that overlap with the land
units associated to the easement to ensure there are no inappropriate practices being paid
for in the easement area. An example would be practices that have not been applied (are in
a Planned status) in an active EQIP contract that overlap with a WRP easement area.

ol Easement Reconciliation Tool

Easement: 664243400800 Agreement Status: Completed Closed Date: 3M12/1996  Closed Acres: 1385

Land Unit/Easement Area Check

Easement Acres Land Unit Acres Acreage Difference
119.57 0.07

Practice Overap Check

. Practi
Customer Folder Path Land Unit Coladelce Program

“WRP—D009DD 659 WRFP
“WRP—003DD 657 WRFP
“WRP—005DD 644 WRP

Enforce Rules
Enforce Easement Rules

Easement has been reviewed
Motes:

Date Mote

Enforce Easement Rules to Lock the Easement Land Unit(s)

1. Inthe Easement Reconciliation Tool dialog, enter any relevant notes from the review in the Notes
Section. For example, provide a description of the issue if the easement acres and land unit acres
differ by more than 2% and the land unit boundaries look correct.
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2. Check the Enforce Easement Rules and the Easement has been reviewed checkboxes.

3. Click OK to enforce the easement rules and lock the associated land unit(s). Once the easement land
unit(s) have been reviewed and locked, only interior edits can be made to the land units. Land Units can be
split or merged within the easement boundary. The exterior easement boundary cannot be edited unless
the easement is first unlocked.

@y Easernent Reconciliation Tool I = .;

Ezzement 6564245200900 Agresment Status: Completed  Closed Diate: 3121996 Closed Acres: 1385

Land Unt/Easement Anca Check

Eazsament Acres Acreage Dfference
ilipy

The easement boundary was dighized off 2 DOGG source and does not match the cument and land uniis. The
easament boundary neads io be evaluated with cument photography and protentially be updated

4. If the difference in acreage is greater than 2%, you will receive a warning message. Click OK to
proceed.

2% Acreage Difference Warning u

Warning: The difference in acreage of the easement and land units is
greater than 2%.
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Unlock Easement Land Unit(s)

ERT
1. To unlock an easement land unit, click the Easement Reconciliation button on the Toolkit
toolbar.
2. Uncheck the Enforce Easement Rules checkbox.
3. Click OK to unlock the associated land unit(s).
[ Essement Reconciliation Tool =i
Easement: 5654243400900  Agreement Status: Completed  Closed Date: 2121536 Closed Acres: 1385
Land Urit/Easement Area Check
Easement Acres Land Unit Acres Acrmage Difference | Percent Cifferance
» 11597 0.07 003
Praction Crverdag Check
Tract Practice
Customer Folder Path Nosber Lard Urit Coda Program
3 1 1 857 CTAGENRL
WYRP-—-{00300 1 1 544 CTAGENRL
\WVRP—O0S00 1 1 53 ETAGENRL
[ 45 T 15 e
Motea:
Date Hate Staius
3 Fisconcilation Locked
| oKk || Cancel |
4. If any land units are locked by ProTracts when the Enforce Easement Rules is removed, those land

units will remain locked by ProTracts.

Split a Locked Easement Land Unit
1. Start the Toolkit Digitizer and select Case PLUs for the layer to edit.

2. Onthe Land Unit Editor Toolbar, click the Select Field button. Click in the map
Locked easement land unit to split.
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3. On the Land Unit Editor Toolbar, click the Split Field button. In the Map View, draw a line across the
selected land unit, splitting it into 2 separate land units. Begin and end the line completely outside
of the select land unit and double-click to finish the sketch.

I— R g
Land Unit Editor - X
| O | Center Pivot Tool

.

4. Inthe Select Split Target dialog, select the polygon to retain the original land unit attributes. When
you click on Polygon 1 or Polygon 2 in the dialog window, it will flash that land unit on the screen.

,
@ Select Split Target =)

Select the polygon that will retain the attributes of
ﬂ'uem"fgurﬂ land unit. Use Quick Report for land
umit info.

oG (i
—
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5. Click OK in the Toolkit Information window. The land unit that was not selected will be automatically
attributed with the same tract and land unit number as the original feature, followed by an “a” after
the land unit number. For example, if Tract 1, Land Unit 1 was split, the resulting land units would be
attributed as Tract 1, Land Unit 1 and Tract 1, Land Unit 1a.

Toolkit Information lﬁ

I.-"'_"\-. The split feature that was not selected will be attributed automaticly

"W when the edits are saved.

6. On the Land Unit Editor Toolbar, save the edits and stop editing. The land units will automatically
check in, click OK in the Toolkit Information window.

Toolkit Information ﬁ

/ Land Unit - Tract: 1 - Checked-In
Land Unit - Tract: 1 - Checked-In

'0 The following land unit(s) were checked in:
"\_____/'

7. Click OK in the Toolkit Warning window. This message displays when a land unit is split or edited to
reduce the area to remind the planner that planned practices may need to be updated to reflect the
new land unit geometry.

Toolkit Warning lﬁ

The area of one or more land units was
decreased. |Use the Quick Report tool to
view potentially affected practices.

oK [ Show Quick Report Tool
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8. The original easement land unit has been split and the resulting land units remain in Locked status.

%7

Merge Locked Easement Land Units

1. Start the Toolkit Digitizer and select Case PLUs for the layer to edit.

2. On the Land Unit Editor Toolbar, click the Select Field button. Click in the map view to select two or
more Locked easement land units to merge.
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3. Inthe Select Feature dialog, use the Ctrl key to select all land units to merge and click OK.

ol Select Feature

4. On the Land Unit Editor Toolbar, click the Merge Fields ™M button.

5. Inthe Select Merge Target dialog, select the polygon used for attributing the merged land unit. Click
on each land unit in the dialog window, to flash it on the screen.

r

& Select Merge Target

==

Tract: 1, Field: 1a

Select the land unit to use for atnibutes. Use Quick Repaort to see
attributes about selected land units.

6. On the Land Unit Editor Toolbar, save the edits and stop editing.

Task Guide 31
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Task Guide 32 - Practice Schedule

Table of Contents:

PraCtiCe STAtUS ..ot e s e e e e s e e e s e e e e s e e s e r e e e en e e e anes 1
Schedule Full Extent Practices from the Practice Schedule ..o, 2
Schedule Identified Priorities (Species) from the Practice ScChedule ..........coovciveiiiiiiei e, 5
Assigning National and State Practice Narratives from the Practice Schedule...........ccccceoveviiiiiiiieeinnnnenn. 9
UpPdate the PractiCe StatUS.......ueeii ittt e e e e e e et re e e e e e e e e anbb e e e e e e e s esassstaeeeaeesesnnsnsnnes 10
Schedule CSP Full Extent Practices from Practice Schedule..........coceiriiiiiiiiiiiieceeeeeee e 12
Filter Practices in the Practice SChedUIE .........ocuii i 14

The Practice Schedule tab is used to plan new full extent practices, modify practices, apply practices,
cancel practices and delete alternative practices. After selecting a plan the customer folder(s), tract(s),
land unit(s), and the Practice Filter can be used to filter specific practices needed to create plan and
contract documents. Refer to the Practice Layers Task Guide for more information on other practice
rules.

Practice Status

Practice Status was introduced in Toolkit 8. When a practice is added to the Practice Schedule, it
defaults to Alternative status until there is a Plan Approval date, or until it is manually updated on the
Practice Schedule. The Practice Status is shown in the forth column on the Practice Schedule. The
practice status codes for Toolkit are shown in the table below.

Practice Definition

Status

Alternative | The practice is newly added to a plan without a plan approval date.

Planned The practice has a planned date.

Cancelled The practice was planned but never implemented, and will not be implemented in the
future.

Applied The practice was planned and implemented.

Deleted Practices can be deleted that are in alternative status. Practice is deleted from the
practice schedule.

Practice Business Rules Reported
Status to PRS
Alternative | 1. When a practice is created the status is “alternative”. N

2. ProTracts will not allow a contract modification or contract obligation
to be approved if the practice is “Alternative”.

Planned 1. After the plan is signed the “Plan Approval Date” should be entered Y

or updated. This automatically updates all “alternative” practices to

“planned”.

Applied 1. The applied amount and applied date must be entered together in Y

order for the practice to be “applied”.
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When the practice applied date and applied amount are entered in
Toolkit or ProTracts the status automatically updates to “applied”.
Practices cannot be applied if they are not “planned”.

If the applied date and applied amount are deleted, the status will
automatically change to “planned”.

Cancelled 1.

The planner is allowed to cancel a practice that is in “planned” status.

2. The “cancelled” status ensures the practices the client agreed to
remain in the plan as a permanent record and any plan documents
provided to the client match the practice schedule.

3. When a planis cancelled all “planned” practices will be “cancelled”.

Deleted 1. A practice can be “deleted” if the practice is in “alternative” status.

Schedule Full Extent Practices from the Practice Schedule

Scheduling full extent practices allows the planner to select land units and schedule the practice and
create the practice polygon at the same time. This saves time when scheduling a practice for multiple
years, since the Schedule Full Extent Practice tool automatically creates practice polygons for each year
on the practice schedule. The Schedule Full Extent Practice tool only applies to acre-based practices.

1. Check out and open a customer folder.

2. Select the Practice Schedule tab and select a plan.

3. Select the customer folder(s), tract(s) and land unit(s) from the Land Units menu on the left. The
Land Unit tree can be sorted by Tract/Land Unit or by Land Use.

4. Select the practice(s) from the All Practices menu on the right. The practice list can be filtered using
the Practices Only or Enhancements Only checkboxes.

General ] Assistance Notes

Practice Schedule l Customer File ]

Land Unitz All Prachices
Plon: [ = code - Poclics Name =
582 Open Channel
Status: | Active 585 Stripcropping
_— |Land - j 587 Structure for Water Control
588 Cross Wind Ridges

El-{#] Crop
= Consplan_Folder-student01A

LandUrnit 1 - Crop (Planned) 34.8 ac.
328 Conservation Crop Rotation
325 Residue and Tilage Management, M
330 Cortour Farming
[=l-[v] LandlUnit 2 - Crop (Planned) 59.9 ac.
: 328 Conservation Crop Rotation
329 Residue and Tilage Management. M
330 Contour Farming

a | m C

Expand | Collapse |

Select Al | Unselect Al |

Task Guide 32

-

589C Cross Wind Trap Strips
T
Amendments for the Treatment of Agricultural Waste
592

O T S —
600 Terrace

Herbaceous Wind Bamiers
Subsurface Drain
Surface Drainage. Feld Ditch -

o

603
606
607

Planned Date: |12/ 1/2016 + | Interval (in years): |4 3: End Year: (7018 3:

Schedule Full Exent Practices | Show Scheduled | [ Enhancements Only ¥ Praciices Only
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5. Select the Planned Date from the calendar, the Interval (in years), and the End Year. Note that the
Interval is the time between practice recurrence — “1” means the practice recurs every year, “2”
means the practice recurs every other year, and so forth.

General | Assistance Notes  Practice Schedule | Customer File |

 Land Units Al P

Plan: ;I Code Practice Name
580 St and St ine F

s | o

View By ILand Use ;I 585 Stripcropping

587 Structure for Water Control

El-[v] Crop

-[¥] Consplan_Folder-studert01A 588 Cross Wind Ridges

[] Tract 1234
Tract 2000
LandUnit 1 - Crop (Flanned) 34.8 ac
328 Conservation Crop Rotation
329 Residue and Tilage Management, No-T
330 Contour Faming
-[] LandUnit 2 - Crop {Flanned) 59 9 ac.
-] Farmstead

Cross Wind Trap Strips

B[] Pasture
< | 1 | D
Expand | Collapse | Planned Date: [13; 12016 ~| Interval(nyears): [ —] EndYear: [3p18 =]  SelectPriodies |
Select Al | Unselect All | Schedule F Uled [~ Enhancemenis Only ¥ Praciices Only
Sun Mon Tue Wed Thu Fi Sat
27 28 29 30 4> 2 3
4 5 & 7 8 9 10
11 12 13 14 15 16 17
Schedule | 18 19 20 21 22 23 24
Customer Folder | Tract Mumber| Land Unit | Practice Status | 25 26 27 28 29 30 31 |Amount | Units | Month | vear | Applied Amou
\Consplan_Folder—student014 2000 1 Planned 12 3 4 5 6 7 ac 12 206
\Consplan_Folder—studentD1A 2000 1 Planned Today: 8/4/2016 ac 12 2016
»  [\Consplan Folder—student01A 2000 1 Planned 320 00N us ac 12 2016

6. Click the Select Schedule Full Extent Practice button. The Practice Schedule shows that Nutrient
Management (590) was planned for 2016, 2017 and 2018. Note that newly scheduled practices have
a status of “Alternative.”

Schedule |
Customer Folder | Tract Numberl Land Unit | Practice Status | Practice | Marrative | Planned Amount | Units | Meonth | Year | Applied & =

» ‘Consplan_Folder--studentl 1A 2000 1 Planned 328 00N 348 £ 12 2016
‘Consplan_Folder--studentl 14 2000 1 Planned 325 00N 348 S 12 2016
\Consplan_Folder--student01A 2000 1 Planned 330 00N 4.8 ac 12 2016
‘\Consplan_Folder—student01A 2000 1 Alternative 550 00N 348 ac 12 2018
‘\Consplan_Folder—student01A 2000 1 Alternative 550 00N 348 ac 12 2017
'Consplan_Folder--student01A 2000 1 Alternative 590 00N 348 ac 12 2018

| Consolan Folder--student014 2000 1 Alternative 595 00N H.EI ac 12 2016 4|LI
4 »
Copy to Cell Below | Save | Plan ‘wizard... | Contract Wizard.. | Plan Approval .. |

7. To plan a second 590 practice for 2017 that will just be for one year, select the 590 practice again
and change the start year and end year to 2017.
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8. At the Toolkit Information message “The practice you are scheduling is a duplicate. Would you like
to continue adding the duplicate practice?” Answer Yes. The second 590 practice is been added to

the Practice Schedule.

-
Toolkit Information

)

Mo

9. Click the Save button. A message will appear reminding you to update the plan approval date.

.
Toolkit Information

===

:] Rernember to update the Plan Approval Date, The plan has been saved

10. Once you set the plan approval date, the practice status will be changed from “Alternative” to

“Planned.”

I

Schedule |
Customer Folder Tract Mumber| Land Unit Practice Status | Practice MNarrative Planned Amount | Units Manth Year Applied & ~
» ‘\Consplan_Folder—student01A 2000 1 Planned 328 00N M8 ac 12 2016
‘\Consplan_Folder-—-studentl1A 2000 1 Flanned 325 00N 348 ac 12 2016
‘\Consplan_Folder-—-student014 2000 1 330 00N 348 ac 12 2016
‘\Consplan_Folder--student014 2000 1 590 00N 48 BC 12 2016
‘\Consplan_Folder—student01A 2000 1 590 00N Ma ac 12 2017
‘\Consplan_Folder—student01A 2000 1 590 00N M8 ac 12 2017
‘Consplan Folder—student014 2000 1 590 ] 348 ac 12 2018 f
4 »

Copy to Cell Below Save

Task Guide 32
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11. If a practice planned amount is not within 10% of the calculated amount of the practice geometry, a
warning message will appear when the Practice Schedule is saved.

-
Toolkit Warning Iﬁ

Practice 645 on Tract 764, Land Unit 12 has a planned amount of 45.00 acres that

is not within 109 of the practice calculated amount of 38.49 acres. Do you wish to
proceed?

Yes Mo |
Lgu

12. To view the Practice (polygon) attributes, open ArcMap and use the Attribute tool button
located on the Toolkit toolbar and select the land unit in the map display area. Note that in this
example, the four Nutrient Management practices on the Practice Schedule are identified by the
Attribute tool- the practices are “pancaked” on top of each other in the figure below.

Toolkit Toolbar O x

Practices:

Conservation Crop Rotation - 2016
Contour Faming - 2016

Residue Mgmt-No-Till - 2016
Mutrient Management - 2016
Mutriert Management - 2017
MNutrent Management - 2018
Integrated Pest Management - 2016
Integrated Pest Management - 2017
Integrated Pest Management - 2018
Mutrient Management - 2017

Copy Practice Geometry

Creates a new practice based on the selected
practice geometry. Practice attributes will
need to be assigned after clicking the Make
Copy button

Schedule Identified Priorities (Species) from the Practice Schedule

Planners have the ability to identify priorities for scheduled practices (plus determine a practice specific

action when applicable), determine if Endangered Species Act (ESA) predictability applies, and enter
practice verification information.
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Current priority species and locations are:

Species Priority Location

Black-footed Ferret Arizona, Colorado, Kansas, Montana, Nebraska, New
Mexico, North Dakota, Oklahoma, South Dakota, Texas,
Utah, Wyoming

Bog Turtle Connecticut, Delaware, Maryland, Massachusetts, New
Jersey, New York, Pennsylvania

Golden-Winged Warbler Georgia, Kentucky, Maryland, New Jersey, New York, North
Carolina, Pennsylvania, Tennessee, Virginia, West Virginia

Gopher Tortoise Alabama (3 counties), Florida, Georgia, Louisiana,
Mississippi, South Carolina

Sage Grouse California, Colorado, Idaho, Montana, Nevada, North
Dakota, South Dakota, Oregon, Utah, Washington,
Wyoming

Lesser Prairie Chicken Colorado, Kansas, New Mexico, Oklahoma, Texas

New England Cottontail Connecticut, Maine, Massachusetts, New Hampshire, New

York, Rhode Island
Southwestern Willow Flycatcher | Arizona, California, Colorado, Nevada, New Mexico, Utah

Longleaf Pine Alabama, Florida, Georgia, Louisiana, Mississippi, North
Carolina, South Carolina, Texas, Virginia

Monarch Butterfly All States

Honeybee All States

To Create a New Full Extent Practice with an Identified Priority:

Scheduling full extent practices allows the planner to select land units and schedule the practice and
create the practice polygon at the same time. The Schedule Full Extent Practice tool only applies to acre-
based practices.

1.

2.

3.

Check out and open a customer folder.
Select the Practice Schedule tab and select a plan.

Select the customer folder(s), tract(s) and land unit(s) from the Land Units menu on the left. The
Land Unit tree can be sorted by Tract/Land Unit or by Land Use.

Select the practice(s) from the All Practices menu on the right. The practice list can be filtered using
the Practices Only or Enhancements Only checkboxes.

Select the Planned Date from the calendar, the Interval (in years), and the End Year. Note that the
Interval is the time between practice recurrence — “1” means the practice recurs every year, “2”

means the practice recurs every other year, and so forth.

Click on the Select Priority button.
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Planned Date: 12/ 1/2017 = Interval (in years): I-l 3: End Year: p.u]? * Select Priorities

Schedule Full Exent Practices | Show Scheduled | ™ Enhancements Only ¥ Praciices Only

In the Select Priorities dialog box select the Identified Priority, if applicable the Action associated
with the specific practice, and check the box if the practice applies to ESA Predictability. Select the
Add Priority button and the priority is added to the list of priorities in the dialog box. Click OK.

Select Pricnties - W
_d—
Practice Code:  [572 =~
Identified Priority: ISage Grouse ;I
Action:  |[] Other

7| Seeding/Flanting with mastly natives
[ Seeding/Planting with mastly Mon-natives

¥ ESA Predictability
PracticeCode | IdentfiedPriorty | Action | ESAPredictability
[> B12 Sage Grouse Seeding/Flanting... True

To Add an Identified Priority to an Existing Practice in the Practice Schedule:

1. Onthe Schedule located at the bottom of the screen, click on the line that contains the Tract, Land
Unit(s), and Practice Code to highlight it. Click in the corresponding cell in the Priority column and a
blue square appears. Click on the blue square to set the priorities.

| Tract Number| Land Unit | Practice Status | Practice | Narrative | Planned Amount | Units | Month |Year | Applied Amount | Applied Date | Program | ContractNo. |Priority | Agi

1234 4 Flanned 528 00N 404 ac 12 2016 CTA-GENRL

1234 4 Flanned 34 00N 08 ac o7 2017 CTA-GENRL

1234 4 Flanned 528 00N 404 ac 12 2017 CTA-GENRL |

1234 4 Flanned 34 00N 03 ac o7 2018 CTA-GENRL

1234 4 Planned 34 00N 05 ac o7 2018 CTA-GENRL

1234 4 Flanned 528 00N 404 ac 12 2018 CTA-GENRL

—
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2. Inthe Select Priorities dialog box select the Identified Priority, if applicable the Action associated
with the specific practices, and check the box if the practice applies to ESA Predictability. Select the
Add Priority button and the priority is added to the list of priorities in the dialog box. Click OK.

ﬁdch’riu'ityl

et Prictin ‘ — — e -—
Practice Code: |314 |
Identified Priority: [Sage Grouse |

Action:  |] Conifer Removal
[] Other
7] Sagebrush Management

¥ ESA Predictability

Note that the Results display a Yes under the Priority column.

Schedule |

| Tract Number| Land Unit | Practice Status | Practice | Narrative | Planned Amount | Units | Month | Year | Applied Amount | Applied Date | Program | Contract No. | Priority | Agre

Flanned
Flanned
Flanned
Flanned
Flanned
Flanned

i3
SEESES
E

ek b e g

i}
314
528
314
314
528

2 20
o7 2017
12 2017
o7 2018
o7 2018
12 2018

838388

CTA-GENRL
CTA-GENRL
CTA-GENRL
CTA-GENRL
CTA-GENRL
CTA-GENRL

Note: If you select a practice that doesn’t have a Priority, you will receive a warning message:

Task Guide 32

Invalid selection ’ .

)

—— |

There are no valid Priorities for the selected practice.
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Assigning National and State Practice Narratives from the Practice Schedule

Planners have the ability to customize national and state narratives. The following steps show how to
customize a practice narrative and copy it to other practices.

1. Check out and open a customer folder.
2. Select the plan and schedule practices.
3. Practices default to the National Narrative.

4. To change the practice narrative, click on the cell in the Narrative column, and a blue square will
appear. Click on the blue square to open the Practice Narratives dialog.

Customer Folder Tract Number| Land Unit | Practice Status | Practice | Narrative | Planned Amount | Units | Month | Year
\Consplan_Folder--student01 2000 2 Flanned 330 DON 59.9 ac 12 2016
b \Consplan_Felder--student0l 2000 2 Flanned 550 DON I - kR BC 12 2016
\WConsplan_Folder--student0l 2000 2 Flanned RS0 DON 599 ac 12 2017
\Consplan_Folder--student0l 2000 2 Flanned 530 DON 59.9 BC 12 2018
\WConsplan_Folder--student0l 2000 2 Flanned Rg5 DON 599 ac 12 2016
\Consplan_Folder--student0l 2000 2 Flanned B35 DON 59.9 BC 12 2017
‘Consplan Folder--student0l 2000 2 Planned B85 DON 59.9 ac 12 2018

<

5. Change the National Narrative to a State Narrative by scrolling down the list of narratives to find the
one you want to use. You can leave the state narrative as is, or modify the narrative by editing the
text box and entering a practice extension. Click OK.

- _— -
Practice Marratives @

Practice
Code: (590 Mame: |Nutrient Management
Active Narmahve
[ Ext | Text B
» KS00 Manage the amount, source, placement, form and timing of the application of
nutrients and soil amendments to supply nutrients for plant production and
mirnmize agricultural non-point pollution of surface and ground water J
resources. Refer to Form KS-ECS-590 for specifications. This practice shall
be operated and maintained according to the NRCS practice standard.
N
EQOD Man_age the amount, source, placement, form_and timing of the appl_ication of -
<| P O S S O S | ,
Current Narrative:

To customize the selected narrative, enter a unigue narrative |0 extension and modify the narrative text.

10 ’W@emension (5 char max) Browse for textJ

Manage the amount, source, placement, form and timing of the application of nutrients and soil amendments to supphy
nutrients for plant production and minimize agricultural non-point pollution of surface and ground water resources. Referto
Form KS-ECS-5590 for specifications. This practice shall be operated and maintained according to the NRCS practice
standard. ~EDIT THE NARRATIVE IN THIS TEXT BOX™

Marrative text length is 406 characters. Check Spelling oK Cance
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6. To copy the custom narrative, higlight the Narrative and click the Copy to Cell Below button.

Schedule |
Customer Folder |Tra[:t Number| Land Unit | Practice Status | Practice | Narrative | Planned Amount | Units | Month |Yﬂar
‘Consplan_Folder--student01 2000 2 Planned 330 00N 59.9 ac 12 2016
b  |\Consplan_Folder—studentdl 2000 2 Planned 580 Bl sss ac 12 2016
‘Consplan_Folder--student0l 2000 2 Flanned 550 00N 599 ac 12 2017
‘Consplan_Folder--student01 2000 2 Planned 590 00N 59.9 ac 12 2018
‘Consplan_Folder-—-student0l 2000 2 Planned 585 00N 599 ac 12 2016
‘Consplan_Folder--student0l 2000 2 Planned 595 00N 59.9 ac 12 2017
| ‘Consolan Folder—-student0l 2000 2 Planned 595 00N 59.9 ac 12 2018
i
Copy to Cell Below | Save |
7. After the narratives are updated, click Save.
Schedule |
Customer Folder |Tract Number| Land Unit | Practice Status | Practice | MNarrative | Planned Amount | Units | Maonth | Year
\Consplan_Folder--student01 2000 2 Planned 330 00N 599 ac 12 2016
\Consplan_Folder--student01 2000 2 Flanned 550 KS00 & 599 ac 12 2016
\Consplan_Folder--student01 2000 2 Flanned 50 KS00 a 559 ac 12 2017
4 \Consplan_Folder—student01 2000 2 Planned 550 K500 a H99 ac 12 28
\Consplan_Folder--studentd1 2000 2 Planned 595 00N 59.9 ac 12 2016
WConsplan_Folder--studentd1 2000 2 Planned 595 00N 59.9 ac 12 2017
| \Consolan Folder--student01 2000 2 Planned 585 00N 599 ac 12 2018
4

| Copy to Cell Below I Save

Update the Practice Status

1. The Practice Status is shown in the Practice Schedule grid. If a practice is “Alternative” status and no
plan approval date has been set, the practice can be deleted. Click on the Practice Status field and
select “Deleted” from the dropdown list.

Customer Faolder |Tract Number| Land Unit | Practice Status | Practice | Marrative | Planned Amount | Units | Maonth |Year |
‘\Consplan_Folder—student01 2000 2 Planned 590 KS00 a 599 ac 12 208
\Consplan_Folder—student]1 2000 2 Planned 595 DON 99 ac 12 2016
\Consplan_Folder—student]1 2000 2 Planned 595 DON 99 ac 12 2m7
\Consplan_Folder—studentll 2000 2 Planned h%h DOM 99 ac 12 2018
\Consplan_Feolder--studentl1 2000 1 Alternative 330 0DON KR aC 12 2017

b \Consplan_Feolder--studentl1 2000 2 Atemative  w | 330 0DON 599 aC 12 2017

Copy to Cell Below Save |
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2. A message will appear asking if you want to delete the practice. If you click OK, the practice will be
deleted from the Practice Schedule.

Toalkit Information ﬁ

:I Are you sure you want to Delete this Practice?

OK | Cancel

3. When the plan approval date has been entered, the Practice Status is automatically changed from
“Alternative” to “Planned”. If a “Planned” practice is not going to be implemented, the status can be
changed by selecting “Cancelled” in the Practice Status dropdown and saving the Practice Schedule.

Customer Folder Tract Mumber| Land Unit | Practice Status | Practice | Marrative | Planned &mount | Units | Month | Year
4 \Consplan_Fclder--student0l 2000 2 Planned -| 330 OON 59.9 B¢ 12 2016
\Consplan_Feolder--student0l 2000 2 550 KS00 a 59.9 ac 12 2016
\Consplan_Folder--studentd? 2000 2 BD KS00 a L) ac 12 2017
\Consplan_Folder--studentd? 2000 2 Flanned BD KS00 a 599 ac 12 2018
\Consplan_Feolder--studentd? 2000 2 Planned 595 Q0M 59.9 ac 12 2016
\Consplan_Feolder--studentdl 2000 2 Planned 595 00M 59.9 ac 12 2017
| ‘Consolan Folder--student01 2000 2 Planned 595 00N 59.9 aC 12 2018

4

4. A message will appear asking if you want to cancel the practice. If you click OK, the practice status
will update to “Cancelled”.

Toolkit Information |

| Are you sure you want to Cancel this Practice?

0K Cancel

5. Practices in “Planned” status can be changed to “Applied” by entering an applied date and amount,
and saving the Practice Schedule.

Customer Faolder Tract Number| Land Unit | Practice Status | Practice | Narrative | Planned Amount | Units | Month | Year | Applied Amount | Applied Date
Cenzplan_Folder--student0l 2000 2 Cancelled 330 00M Gk} ac 12 2016
Consplan_Folder—-student01 2000 2 Flanned 590 KS00 a 599 ac 12 206
‘Censplan_Folder--studentdl 2000 2 Planned 550 KS00 2 59.9 ac 12 2017
Cenzplan_Folder--student0l 2000 2 Flanned B30 KS00 2 Gk ac 12 2018
\Consplan_Folder—studentl1 2000 2 Applied B85 00N 589 ac 12 2016 599 08/032018
‘Censplan_Folder--studentdl 2000 2 Planned 595 00N 59.9 ac 12 2017
| \Consplan Folder—studentd1 2000 2 Planned 595 00N 599 ac 12 2038 |
A
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6. Toolkit will not allow an applied date in the future or an applied amount that is greater than the land
unit acres. A warning message will appear if the Applied amount is not within 10% of the practice

geometry calculated acres.

-

Toolkit Error

25|

-
Toolkit Information

==

I'-\.__ __,-'I (151.4 acres).

Practice applied amount (158 acres) can not exceed the land unit acres

Schedule CSP Full Extent Practices from Practice Schedule

CSP uses the Conservation Management Unit (CMU) to aggregate land units to the land use level for
planning practices. The practice schedule has been modified to display the Land Unit Tree by
CMU/Customer Folder or by Plan Name/Tract/Land Units. Full extent practices that are in acres can be
planned from the practice schedule for the entire CMU, Tract or by Land Unit(s).

1. In Toolkit, select the Practice Schedule tab and select the Plan from the drop-down menu.

Land Units
R ——
Pla |CSP_816161662HC ﬂ)
Status: | Active
Wiew By [CMU =
50

E-[] HarvestFam_LLC

s S0L04 Use of Cover Crop Mixes
E-{] Pasture
&[] Harvest Farm_LLC
. WQLD3 Rotation of supplement and feeding areas
-] Range

Expand ‘ Collapse |

Select Al ‘ Unselect Al |

Task Guide 32 Page | 12
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2. Inthe Land Unit tree, click on the CMU/Customer Folder(s)/Tract(s) or land unit(s) you want to
schedule a practice for the full extent of the land unit.

=0

=[] HarvestFam_LLC

----- AMNME3 Harvest crop in @ mannerthat allows wildlife to flush and escape
- SQL04 Use of Cover Crop Mixes

=-[+] Pasturs

Harvest Fam_LLC

e WQL03 Rotation of supplement and feeding areas

#-[] Range

3. To see practices required by CSP (based on the application entered in CMT), double-click on the
Required By CSP header to sort by that column. If a Practice shows True, then the practice is
required to be planned before a plan approval date can be entered.

All Practices e
Code Practice Name Required By C5P
Sl L7114 | Alley cropping establishment for wildlife and bencficial insect habita
e
True
Apply nuirients no more than 30 days prior to planned planting date True
WQLD9 | Apply phosphorus fertilizer below soil surface False
WQL08 | Apply split applications of nitrogen based on a pre—sidedress nitrogen test on cropland False
ANM28 | Aguatic Organism Passage Bamier Removal False

4. To Schedule a Full extent practice, follow these steps:
a. Select the CMU/Folder(s)/Tract(s) or Land Unit(s).
b. Select one or more practices by clicking on the practice row. When the practice row is
highlighted in blue it is selected and ready to plan a new practice.
c. Select the Planned Date and enter Interval (in years), enter the End Year if the practice will
be planned over multiple years.
d. Select the Schedule Full Extent Practice.

Genersl | Assistance Notes  Practios Scheduie | Customer File |

Land Units All Pracices
P = Code | Praciice Name Roquired By CSP =
| ARDl  iectngorincoporingmenre [T
Status: | Active | ANME3  Harvest crop in 2 manner that allows wildiife to flush and escape
ViewBy [GHD SR> 5210t Ueoof Covor Grop Moxes
= AIR0Z | Nitrogen Stabilizers for Air Emissions Control False
B Cop - - - - - -
rvest Fam_LLC AIR03 | Replace buming of prunings and other crop residues with non-buming altematives False
ANME3 Harvest crop in a manner that alows widlfe to fush and escape AIRO4 | Use drift reducing nozzles. low pressures. lower boom height and adjuvants to reduce pesticide drift False
SQLO4 Use of Cover Crop Maes AR05 | Duzt corsral on - False
AIRD1 Injecting or incorporating manure control on unpaved roads rlaces -
[] Fasture AIR0E  Replacing oil- and wood-fired heaters in orchards and vineyards False
0 Renge AIRD7  GPS, targeted spray application (SmartSprayer), o other chemical application electronic control tec False
AIR0S  Natrfication inhibitors or urease inhibitors False
AIRDS  Ntrification inhibitors or urease inhibitors False
AIR10 | Discontinue buming crop residue False =
< ED
Expand Collpse Planned Date: [T37 172017 <] Interval Gnyears): [{ =] EndYear: o371 <]
Select Al Unselect Al | Scheduc Full Exert Practices || Show Scheduled | ¥ EnhancementsOnly | Practices Only
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The Practices should now be displayed in the Practice Schedule Grid. The practice attributes, such as

planned date and Program, can be edited in this table. Save the practice schedule when finished.

=

Schedule |
CMU Practice Status | Practice MNarrative Planned Amount | Units Month Year Applied Amount | Applied Date | Program

4 Crop Planned ANME3 00N 1384 ac 06 2016 CStwP
Crop Plzanned ANME3 00N 1384 ac 06 017 CStwP
Crop Flanned ANME3 00N 1384 ac 06 2018 CStwP
Crop Flanned ANME3 00N 1384 ac 06 2019 CStwP
Crop Flanned ANME3 00N 1384 ac 05 2020 CStwP
Crop Planned SqLo4 00N 200 ac 08 2016 CStwP
Crop Planned SOL04 00N 200 ac 06 2017 CStwP
Crop Flzanned SQLod 00N 200 ac 06 2018 CStwP

Copyto Cell Below Save

Filter Practices in the Practice Schedule

1. The Practice Filter can be used to display a selected subset of practices in the Practice Schedule Grid
based on selected practice attributes.

@

Schedule

Customer Folder

b \Consplan_Folder--student014
WConsplan_Folder—studentD1A
WConsplan_Folder--studentD1A
WConsplan_Folder--studentD1A

Tract Number| Land Unit

1224
1224
1234
1224

1

1
1
2

Practice Status | Practice

Flanned
Applied
Applied
Flanned

N3
332
620
328

Narrative
Q0N

00N b
DO

Q0N

2. When there is an active filter, the Practice Filter icon will be shaded in red ﬂ, indicating the
Practice Schedule Grid is filtered and not all practices are displayed.

Task Guide 32
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3. Tofilter practices, select the attributes for the practices to display in the Practice Filter dialog. In this
example, practices in “Planned” status and with a planned year of 2017 will be the only practices
displayed. Practices can be filtered on any combination of Practice Status, Planned Year, Applied
Year, Program Code, Contract #, and Practice Code.

-
Practice Filter

—

Practice Status Program Code
[ Al - w] -
v EE 7] CTA-GENRL
Planned Year Contract #
ELI - v .
Al [] EQIF Details
- [] EQIP Summary -
Apphed Year Practice Code
v - [ 590 -
| [] Wi [ 595
- ! ET -
—Current Filter
Practice Siatus: Program Code:
[Planned |l
Planned Year: Contract &
[2017 fAu
Applied Year Practice Code:
[ fAu

Update Current Filter | Clear Filters |

OK

Cancel

4. The clear an active practice filter and view all practices, click the Clear Filters button on the Practice

Filter dialog.

r
Practice Filter

Task Guide 32

Practice Status Program Code
] Al - v i
5 Flaned ) CTAGENRL
Planned Year Contract #
L v , "
1 A1 [] EQIP Details i
o= ["] EQIP Summary - f Water b
Applied Year Practice Code
I - [ 590 - |
] NI& [ 595
i A
Current Filter
w Practice Status: Program Code:
|Planned A
Schedule Planned Year: Contract &
Custd)| | /2017 A | Planned A
3 ‘Cong|| | Applied Year Practice Code: 1
\Col Al A 382

Update Current Filt:

Clear FiItersD
e —

392
382
382

e—— =

‘Consplan Folder—studentD14 1234

Planned

Page | 15
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Task Guide 33 - Plan Wizard

Contents:

Develop a Plan DOCUMENt......ccoc it et e
Select Template and Report TYPe..ccceciccceviiiieee et
Select PartiCiPants.......uueeee et
Customize the Plan DOCUMENT........oiiiiiriieiriee ittt sbe e s

Working with the Plan in EXCel .......cccovviiiiiiieieiiee et

Conservation plan documents are created using the Plan Wizard. The Plan Wizard assembles the plan
information into an Excel spreadsheet, saves it in the customer’s Plan Reports folder and starts Excel.
From Excel you may print the plan in the standard format or customize it. The standard format includes

the following items:
e Practices grouped by land use or by practice name
e A practice narrative for each practice
e The tract(s), land unit(s) and land unit acres for each practice
e The planned amount, month, and year for each practice
e Columns for the applied practice amounts and dates
e Signature block for the plan decision maker

The plan's appearance may also be customized, for example:
e Select summary or detail report
e Add signature blocks for additional plan participants
e Turn the display of practice narratives on or off
e Turn the display of participant signature blocks on or off
e Sort practices by land use or by practice name
e Select practices to include in report by practice status
e Add and customize up to 3 additional signature blocks
e Display a standard statement
e Display a block for the customer’s objectives
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Develop a Plan Document

The Plan Wizard guides you through the process of creating a plan document for the land units that
were selected from the Practice Schedule dialog box. In order to develop a conservation plan document,
you must first have a customer record checked out and open. To create a plan, complete the following
steps.

1. Click on the Practice Schedule tab.
2. Select a plan from the dropdown list.

3. Select the land units to include in the Land Unit area. The Land Unit Tree can be sorted by Tract and
Land Unit or by Land Use. Practices for the selected land units will display in the Schedule grid.

OPTIONAL: If you highlight practices in the schedule grid, those will be the only practices used in the
Plan Wizard. You can also select practices by practice status within the Plan Wizard.

Tract Number| Land Unit Practice Status | Practice Narrative Planned Amount | Units Applic ~
000 2 [Plamed |
I = N
2 Planned
‘\Consplan_Folder--student42A 2822 1 Planned N3 00N 2 no o7 2017 -
. | 3
| | Plan \wizard... | Contract Wizard... ‘ Plan Approval... |

4. Click the Plan Wizard button to start the wizard. If the Plan Wizard button is grayed out, Save the
practice schedule to activate the button.

File Tools Reports Help

FOHD x
" General | Assitance Notes  Practice Schedule™ | Customer File |
Land Units All Practices
Plan Consplan - Code Practice Name 2
_ Comprehensive Nutrient Management Plan - Written
Status: | Active 104 Nutrient Management Plan - Written
View By [Traet 7 Land Ut El 106 Forest Management Plan - Written
108 Feed Management Plan - Written
[ER 3] Consplan_Folder-studert424) - _
Tract 2000 110 Grazing Management Plan - Written
[#] LandUnit 1-Crop (Planned) 15.5 ac. 112 Prescribed Buming Plan - Written
i M;a;;zlémz-mp (Planned) 43.9 ac 114 Integrated Pest M Plan - Written
ra
LandUint 1 - Farmstead (Planned) 36.9 ac g Imigation Water Management Plan - Written
LandUntt 2 - Crop (Flanned) 19 ac. 122 Agriculture Energy Management Plan for Headquarters-Written
LandUnit 3 - Crop (Planned) 32.9 ac . _
LandUnit £ - Pasture (Flanned) 57 3¢ 124 Agriculture Energy Management Plan, Landscape - Written
LandUnit 5 - Pasturs (Plannad) 64 8 ac 126 e ive Air Quality it Plan - Written

Expand Collapse Planned Date: [ 37 172017 | Imtervallinyearsk [; = EndYear: [opi6 =]
Select Al Unsslect Al | Show Schedued | [~ Enhancements Only [ Praciices Only

[id

Schedule ‘

Customer Folder Tract Number| Land Unit Practice Status | Practice Narrative Planned Amount | Units Month Year Applied Amount | Applic «
» Consplan_Folder—student42A 2000 1 Flanned a2 00N 165 ac 12 2016

‘Consplan_Folder--student42A 2000 1 Planned 3z 00N 155 ac 12 2016

‘Consplan_Folder--student42A 2000 1 Planned 20 00N 155 ac 12 2016

Consplan_Folder—student42A 2000 2 Flanned a2 00N 438 ac 12 2016

‘Consplan_Folder--student42A 2000 2 Planned 3z 00N 433 ac 12 2016

‘Consplan_Folder--student42A 2000 2 Planned 20 00N 438 ac 12 2016

Consplan_Folder—student424 2822 1 Flanned 313 00N 2 no 07 2017 _,ﬂ
4| | »

0 Plan Wizard Contract Wizard Plan Approval ‘
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Select Template and Report Type

1. Inthe Conservation Plan Wizard dialog, select the Spanish Version checkbox if you want the Plan
Document developed in Spanish. Leaving this box unchecked (the default setting) will create the
Plan Document in English.

2. Select the Report Type.
a. Summary Report: practices are summarized as a single row in the Plan Document when the
practice code, narrative and planned date are the same.
b. Detail Report (default selection): each practice is listed on a separate row in the Plan
Document.

Summary Report:

Crop

Conservation Crop Rotation{328)

Grow crops in a planned rotation for biodiversity and to provide adeguate amounts of organic material for
erosion reduction, nutrient balance and sustained soil organic matter.

Tract: 2000 Fields 1, 2; Tract: 2822 Fields 2, 3 111.3 ac

Planned Applied
Amount Muonth Year Amount Date
111.3 ac I 127 2016 |

Detail Report:

Crop
[Tract: 2000 |
Conservation Crop Rotation(328)
Grow crops in a planned rotation for biodiversity and to provide adequate amounts of organic material for
erosion reduction, nutrient balance and sustained soil organic matter.

Planned Applied
Field Amount Month Year Amount Date
1 155 ac 12 2016
2 439 ac 12 2016
Tatal: 594 ac

[Tract: 2822

Conservation Crop Rotation(328)
Grow crops in a planned rotation for biodiversity and to provide adequate amounts of organic material for
erosion reduction, nutrient balance and sustained soil organic matter.

Flanned Applied
Field Amount Month Year Amount Date
2 19. ac 12 2016
3 329 ac 12 2016
Total: 519 ac
3. Click Next.
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¥ Conservation Plan Wizard @

Select Template

™ Spanish Version

Select Report Type

" Summary

' Detail

Cancel Mext = Finish

Select Participants
In the Conservation Plan Wizard dialog, the plan decision maker is automatically selected and displayed
in the participants list. To add an additional participant/associated customer to the Plan Document,
complete the following steps. If no additional participants are needed, click Next.
1. Click on the List of Participants dropdown menu and select the participant to add.
Note: If the participant is not listed, they must be added to the customer folder from the General
tab and added to the plan from the Create/Open/Manage Plans dialog.
2. Click the Add button to add the selected participant.

3. To remove a participant, highlight the row you want to remove in the participants list and press the
<Delete> key.

4. When all necessary participants have been added, click Next.
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. Conservation Plan Wizard

- Select Parficipants

Listof Participants: |AMY C SMITH

Customer Name: [AMY C SMITH

Address: |PO BOX 247

City: IDER
State: |AL
Zip Code: |35981
_ ot |
| Name | Address | City | State | Zip Code | Decision Maker | Associated Clien

BOBRGREEN 1315 WASHING PASCAGOULA NS
’ POBOX247 DR AL 3l
*

39567 X

Owner/Operator

<~ Back

Next - Finish

Customize the Plan Document

The final dialog box of the Conservation Plan Wizard allows you to customize the Plan Document. For
example, the practices can be sorted by land use or by practice, practices included in the Plan Document
can be selected by Practice Status, and Standard Statements or Plan Objectives can be added.

=t Prek

—Check Options

¥ Display Practice Narrstive ¥ Display Participants Signature Box(es) c

—Sert By
' Land Use

~ Practice

Practice Statuses
Altemative
lied

ar Box
o Field Office |HILLSBORO SERVICE CENTER |
Conservationist Name IDAN HENSON
Conservationist Title INaturElI Resource Manager
Conservation District |HILL COUNTRY SOIL & WATER CONSERVATION DISTRICT |
6 Additional ¥ Agency 1 IFS.A County Committee Signed By IChairperson
Si
( srgim ™ Agency 2 | Signed By |
I Agency 3 [ Signed By [
iPIm Obj
Click Link Below for Job Shests
http:/fyour job sheet location here
| Cancel < Back Next —> Finish
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1. Check Options: Uncheck to remove practice narratives or signature boxes from the Plan Document.
These are checked by default and it is recommended that both are included in the plan.

2. Sort By: Select the method to sort practices in the Plan Document.
Land Use: Practices are grouped by land use, then sorted by tract, practice, and land unit.
Practice: Practices are listed in alphabetical order by practice name.

3. Practice Statuses: The Plan Wizard allows you to select the practices included in the plan by
practice status (Alternative, Applied or Planned).
e If nothing is selected, all statuses will be included in the plan.

e Click on a listed status to select it, more than one status can be selected to include in the plan.
Practices with a status that is not selected will not be included in the Plan Document.

Practice Statuses Practice Statuses Practice Statuses

Altemative Altemative Altemative

Applied pplied pplied
Planned b b

4. Signature Box: If more than one Field Office and/or Conservation District have been set up (see
Preferences), you select a different office or district from the dropdown list. By default the Signature
Box area displays the Field Office, the Designated Conservationist Name and Title, and the
Conservation District.

5. Add Additional Signatures: Select the checkboxes to add up to 3 additional signature blocks to the
Plan Document. Enter the Agency name and Sign By title to include in the plan. These are saved in
the user’s preferences and will be displayed the next time the Plan Wizard is opened.

6. Standard Statements block: Enter a Standard Statement to be included in the Plan Document
(optional). There are two options for entering standard statement:
a. Manually type the statement in the text box.
b. Create a standard statement in a text editor (MS Word, Notepad, etc.) and save as a text file
(.txt) in the default directory C:\Program Files (x86)\USDA\Toolkit5\Templates\PlanWizard.

Insert the saved statement by clicking the Browse button I:l, selecting the appropriate file and
clicking Open. The statement is displayed in the Standard Statements box and can be edited
there as needed.

7. Plan Objectives: Enter plan objectives in the text box (optional). If plan objectives are entered, they
will be added to the top of the Plan Document.

8. Click Finish.
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9. Inthe Save Excel File As dialog, enter a meaningful, descriptive file name. Click Open.

4. Downloads i
=] Recent Places

. My Customer Files Toolkit

4 Libraries
3 Documents
= Pictures

1M Computer
& LocalDisk (C:)

-~ 4| i

o Save Excel File As ==
Qu | .« Consplan_Folder--student42A4 » Plan_Reports v|¢¢|| Search Plan_Reports P'
Organize « New folder =~ O '@'
Bl Desktop o Mame Date modified Type

3

+ | [Excel File (ads)

File name: | [JERIER R

)

[ Open

[

Cancel ]

10. When finished saving, the Plan Document will open in Excel.

Working with the Plan in Excel

If needed, the Plan Document can be edited in Excel to set page breaks, or adjust cells to fit the text.

To adjust page breaks:

1. In Excel, select the View tab. Click the Page Break Preview button.

B H S- =

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW @ DEVELOPER ACROBAT TEAM
I:I D “:lJ Ruler +| Formula Bar Q [E) q DE E gl = split [0 View Sic
E;IJI T Hide Synchrc
MNormal |Page Break| Page Cu.stom Gridlines || Headings Zoom 100% Zoom.to New Arrange Freeze R B
Layout Views Selection | Window  All Panes~ SEE =iz
Workbook Views Show Zoom Window

2. The page breaks will appear as blue lines. Use the mouse to click and drag page breaks to the

desired location.
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r
USD HILLEEORO SERVICE CENTER

1500 M HIGHWAY 77

- HILLEEORD, T TEE45-3322
ZE4EE2E41 axt, 3

Conservation Plan

BOB R GR
1315 WASHIMETON AVE
PASCAGDULA, M3 39557

AW CEMITH
PO BON 247
DER, AL 35281

NATURAL RESOURCE MANAGER

DAN HENSOMN

Crop
Conservation Crop Rotation]3 28]

Tract: 2822 Field:s 2, 3 51.9 ac

Grow crops in o planned rokation for Biadiverzity and ko provide adequate amounts of organic
material for erosion reduction, nutrient balance and sustained #oil arqanic matter.

Plannzd Applied
Amaunt Month  Venr Amaunk Dxbe
513 mc F (ELEN

Tract: 2832 Fields 2, 3 51.3 ac

Integrated Pest Management [IPMY595)
Maonmoge infestations of weeds, insects and dizsease to reduce adverse effects on plant
qrowth, crop production and material resources,

Planned Applied

Amount Month  Yeor Amounk [REAL
513 mc 12 Fane

513 me 12 F2oi7

BEES 12 F2ots

Hutrient Managemen{530]
& zail ezt will be taken o minimum of once in every three year periad for 2achfizld or groups
of zimilar fields in cropland, pasturaland, and or hayland to nzcertain the nutrient stotuz and
ta determine the needfor additional nutrients. Detailed notrient managment plards) will be
developed baszed the current zoil te st analyzes 1-3 months prior ko the application of any
nutrizntz in eachfield for group of similar fieldz, Nutrient budgets will be used ko dztermine
nutriznt applications in the years betwaen soil test. The approved detsiled nutriznt
management plan(s] will be come a part of this plan and pravide guidance for implementation
of this practice. "A&M will provide nutrient budget when requested.
Tract: 2832 Fields 2, 3 51.3 ac

Planned Applied

Amount Month  Yeor Amounk [REAL
513 mc 12 Fane

513 me 12 F2oi7

BEES 12 F2ots

Track: 2§32 Fields 2, 3 51.3 ac

— Braidus pod Tillpas Mapaoemepb e DGR, — — — — — =
Manage organic residus o maximum amountz are left on the soil 2uface on oo vear-round
baziz. Plant crops in narrow slots or norrow tilled strips in previously untilled sail.

Planned Applied
Amount Month  “Vear Amount Dimte
HEET) F 12 2ol

3. When finished, save the Excel file and print the Plan Document.
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Task Guide 34 - Contract Wizard

Contents:
Creating a New Contract Using the Contract Wizard ........ccueeeecuieeeeiiiee e 2
(BLCAVZEY (o) o [ g @oY o r=Tot fl 1 =] o 0 [ SPPRN 5
Y LYot oYl - T ol oF- Lo} €SS RP 9
SET CONEIrACE PrefErENCES ... oottt et sat e st b e e sbeesseesseeemees 10
Save the Contract SUPPOIt DOCUMENT.....ccuiiiiiciiie e ceieee ettt e et e e eetee e e e rvee e e e rate e e e erabee e e eenbeeeeenseeeeennnes 11

The Contract Wizard allows users to develop contract items to be uploaded to a ProTracts Application
for a Financial Assistance Program or to develop contract items and create a contract support document
(NRCS-CPA-1155) or a contract revision document (NRCS-CPA-1156). Before starting the Contract
Wizard, it is important to know what items belong in the contract and how they should appear. The
Contract Wizard will group like practices that are scheduled for the same year with the same narrative
ID (including any modifier you may add). Therefore, you may want to use different narrative IDs to help
you separate practices into different contract items. Another alternative is to separate practices into
different contract items manually. See the section titled “Splitting one practice into 2 or more contract
items” in this Task Guide for details.

To develop a contract, complete the following steps:
1. Select a contract template.
2. Select a cost list or payment schedule.
3. Develop or revise contract items.
4. Select participants for signature blocks.

Once a practice has been included in any contract items using the contract wizard, Toolkit will not allow
changes to the practice with the exception of: Planned Amount, Applied Amount, Applied Date, and
editing the practice shape. If other changes are needed, the contract item for that practice must first be
removed from the Toolkit contract. Toolkit will display a message if the user attempts to change
attributes that are read-only because the practice is saved in a Toolkit contract. The Toolkit Contract
Identifier and Contract Item Number (CIN) are displayed in the Practice Schedule grid to help users
pinpoint where changes may be needed. A practice can only be included in a single contract item in the
contract wizard. Once a contract item has been created for a practice, another contract item cannot be
created using the same practice instance.

Once the “Upload Toolkit Contract” has been used to add all practices to the ProTracts application,
ProTracts will create a back feed to Toolkit and will assign a Toolkit Plan Approval Date based on the
date of obligation in ProTracts. The Toolkit Contract Identifier and CIN displayed in the Practice Schedule
will be replaced with the ProTracts contract number.

NOTE: The decision maker is set at the plan level in Toolkit. If you will be uploading a Toolkit contract

into a ProTracts application, be sure the (Toolkit) plan Decision Maker is the same as the name of the
applicant in ProTracts before running Toolkit’s Contract Wizard.
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Additional information about the interaction of Toolkit/NPAD and ProTracts is included in Task Guide 36

- Contract Modifications.

Creating a New Contract Using the Contract Wizard

1. Check out and open a customer folder.

2. Select the Practice Schedule tab.

3. Select the Plan from the dropdown list.

4. If items were recently added to the Schedule, click Save at the bottom of the screen.

5. Select the Tract(s) and Land Unit(s) with practices scheduled to be included in the contract.

6. Select the practices to be included in the contract using the methods described below.

a. By default, all of the practices in “Alternative”, “Planned”, or “Applied” status will appear in the
contract wizard. When the Contract Wizard opens, the planner can select any/all practice status
types they would like included in the contract.

ﬂ Contract Wizard  AMY CSMITH  \Consplan_Folder--studentd2A

=N =R (=

— Select Confract Informalion

— Template Selection
& NRCS CPA 1155 " Spanish NRCS CPA 1155

= NRCS CPA 1156 " Spanish NRCS CPA 1156

—Level of Detail
" Contract Details " Contract Summary

—Practice Statuses

Altemative
Planned
Applied

Enter & Contract ldentifier or select one from the list

— Rounding Options

% Round up to the nearest dollar (ProTracts)

EQIF_FY17 j ™ £.01-5.49 lower dollar; $.50-5.39 higher dollar
Select a Cest List

Program | Cost List File
CTA4GENRL C:\Field_Cffice_Tech_Guide\Section_I"EQIP _General xls

I

Cancel

Next —>
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b. If specific practices are selected in the Schedule table, only the selected practices will be
included in the Contract Wizard. Methods of selecting practice are as follows.
i Hold down the <Ctrl> key on the keyboard and click the grey box in front of the lines in
the Schedule table to select non-contiguous lines.

General | Assistance Notes ~ Prectice Schedule | Customer File |
Land Units

Plan: [Sonsplan] j =
Status: | ctve 104 Nutrient Management Plan - Written
View By [Tract / Land Uni =~ 106 Forest Management Plan - Wiritten
108 Feed Management Plan - Written
=)-[] Consplan_Folder-student42A - -
&[] Tract 2000 110 Grazing Management Plan - Written
12 Prescribed Buming Plan - Written
LandUrnit 1 - Famstead (Planned) 36 9 ac 114 Int ted Pest M: nent Plan - Writt
LandUnit 2 - Crop (Planned) 19 ac. R an - en
LandUnit 3 -Crop (Planned) 32.9.ac. 18 Imigation Waler Management Flan - Written
LandUnit 4 - Pasture {Planned) 57.3 ac 122 Agriculture Energy Management Plan for Headquarters-Written
LandUnit 5 - Pasture (Planned) 64.8 ac 124 Acriculhue E Plan_1 — Written -

Expand Collapse Planned Date: | g/12/2016 ~| Interval (inyears): [ El: EndYear: (30915 El:
Select All Unselect Al Schedule Full Edent Practices | Shaw Scheduled | [~ Enhancements Only ¥ Practices Only

T
{
Schedule |
Customer Folder Tract Number| Land Unit Practice Status | Practice Narrative Plznned Amount | Units Month Year Applied Amount | 2 =
L oco'cnF o —stucent<22 2 _____l
‘\Consplan_Folder--studentd2A 2 Applied DDN a BEDE 2017 SEDS
\Consplan_Folder—studentd2A Applied 2017
(Y _—__—l
Consplan_Folder—studentd24 Planned 2016
WConsplan_Folder--studentd24 2 Planned 550 3 TB ac 10 2016
Consplan_Folder—student424 2 Planned 580 3 10 ac 12 207 -
< | 3
Copy to Cell Below ‘ Save | Plan \fizard. ‘ Contract \Wizard.. | Plan Approval .. ‘

ii. Select one line in the Schedule table, hold down the <Shift> key and click a row before
further down to select all of the rows in between.

Schedule |
Customer Falder Tract Mumber | Land Unit Practice Status | Practice Marrative Planned Ameount | Units Month ear Applied Amount ﬁj

‘Consplan_Folder--student424 2822 2 Planned 550
‘\Consplan_Folder—studentd; 2

(B Conspian_Folder—studerts. __m____l
‘\Consplan_Folder--student424 2827 Planned 550 3 ac 2016
«| | »
Copyto Cell Below | Save | Plan Wizard... ‘ Contract Wizard.. | Plan Approval . |

7. Click the Contract Wizard button at the bottom of the Practice Schedule tab to open the Contract
Wizard dialog. (If this button is greyed out, saving the practice schedule may activate the button.)

8. On the Select Contract Information screen:

a. Select atemplate from the Template Selection options. The default template is the NRCS-CPA-
1155.
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b. Select the Level of Detail.

i Contract Details: Each contract item is listed as a separate row in the contract
documents.

Contract Item 4 Mutrient Management (590}

A soil test will be taken a minimum of once in every three year period for each field or groups of similar fields in cropland, pastureland, and or hayland to ascertain the nutrient status and
to determine the need for additional nutrients. Detailed nutrient managment plan{s) will be developed based the current soil test analyses 1-3 months prior to the application of any
nutrients in each field for group of similar fields. Mutrient budgets will be used to determine nutrient applications in the years between soil test. The approved detailed nutrient
management plan(s) will be come a part of this plan and provide guidance for implementation of this practice. *A&M will provide nutrient budget when requested.

Fields: Tract: 2822 Fields: 2,3

si:;tte Completion Schedule and Estimated Cost Share or Payment by Year
Contract Planned Unit Rate/ 2016 2017 2018 2019 2020 2021 2022 2023 2024 2025
tem PLANNED CONSERVATION TREATMENT Amount Cost Method 3 3 5 5 3 3 3 4 3 3
74 [Mutrient Management (590) 519ac 582
4a  |Basic 51.9Ac $1.67/AC PR[’ a2

ii. Contract Summary: Contract items with the same practice code, planned amount, and
narrative will be summarized (displayed in a single row) for all years.

Confract ltem 4,5.6 Mutrient Management (590}

A soil test will be taken a minimum of once in every three year period for each field or groups of similar fields in cropland, pastureland, and or hayland to ascertain the nutrient status and
to determine the need for additional nutrients. Detailed nutrient managment plan(s) will be developed based the current soil test analyses 1-3 months prior to the application of any
nutrients in each field for group of similar fields. Nutrient budgets will be used to determine nutrient applications in the years between soil test. The approved detailed nutrient
management plan(s) will be come a part of this plan and provide guidance for implementation of this practice. *A&M will provide nutrient budget when requested.

Fields: Tract: 2822 Fields: 2,3

Completion Schedule and Estimated Cost Share or Payment by Year

2016 2017 2018 2019 2020 2021 2022 2023 2024 2025
Cost Share| Contract| Contract| Contract| Contract | Contract| Contract| Contract| Contract | Contract| Contract
Contract Planned Unit Rate/ Item Item ltem ltem Item [tem ltem Item ltem ltem
tem PLANNED CONSERVATION TREATMENT Amount Cost Method 5 5 5 5 5 5 5 5 5 5
Mutrient Management{590) 51.9ac 4 5 6
a_|Basic 51.9ac| $157/ac PR[ g2 g2 82
Totals of ltems 4,56 g2 82 g2

c. Enter a Contract Identifier. A contract identifier uniquely identifies the customer's contracts in
NPAD. An ID is used since a contract number may not be available when the contract is
developed. Each new contract for a customer must have an identifier. The identifier is also used
to retrieve the contract data from the database for revisions. See the Contract Modifications
Task Guide for more information.

d. If desired, select Practice Statuses to be included in the Component selection screen. If no
selection is made, all selected practices regardless of status will be displayed in the next screen.

e. If desired, change the rounding option. The default is to round up to the nearest dollar which is
the rounding method used by ProTracts.

f. Inthe Select a Cost List block, click on the first row under Cost List File. In the Select Cost List File
dialog, navigate to the location of your cost lists and payment schedules. By default the Contract
Wizard looks in the C:\Field_Office_Tech_Guide\Section_|I directory for cost lists. Select the
correct cost list by double-clicking on the filename or select the file and click the Open button. A
cost list must be selected for each program displayed.
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— Select Coniract Information
— Template Selection —Practice Statuses

& NRCSCPA1155 (" Spanish NRCS CPA 1155 e Hiomaive
" NRCSCPAT156 ¢ Spanish NRCS CPA 1156 F_W
~Level of Detail

{+ Contract Details " Contract Summary

—Rounding Options
Enter & Contract |dentifier or select one from the list {* Round up to the nearest dollar (ProTracts)
[EQiP_FY17 e_;, (" 5.01-5.49 lower dollar; $.50-5.93 higher dollar

Remove Contract
Select a Cest List

Frogam | Cost List File
CTAGENAL Click to select a cost st

Cancel =- Back et —= Finish

9. Click the Next button.

Developing Contract Items

1. Click the Expand button or icon ( ") to display the land units for each practice in the Practice list.

(B ComocWiod AVCMTH \Complon Feder-sdecitn oo
CIN: |__|,

Practice 313 - 4 - 2017 - CTA-GENRL
- Tract 2822
i Land Uit 1
Practice 382 - 2 - 2017 - CTA-GENRL
- Tract 2822
: Land Unit 1
Practice 620 - 2 - 2017 - CTA-GENRL
. Tract 2822
ie Land Unt 1
Practice 590 - 3 - 2016 - CTA-GENRL Contract
.. Tract 2822 ltem Group
: Land Unit 2
Land Unit 2 B

Bl § Practice 530 - 3 - 2017 - CTAGENRL

B Tract 2822

- Land Unit 2
Land Unit 3
B~ § Practice 530 - 3 - 2018 - CTAGENRL
B Tract 2822

- Land Unit 2
Land Unt 3 3

e
([ Epand | ) coliapse & Create/Edit Groups |
e ——

| Amount | Unit Cost | Share Rate % | Unit Type | Cost Type

| »

Unit Share
Cost Rate %

Frog
Cost

il
Mes Mo @es  Mes

‘ Companent ‘ Amourt

I Cancel | <Back | Next— | Finsh |

2. The current CIN (Contract Item Number) appears in the list in the upper left corner of the dialog. As
practices are added to the contract, new CIN numbers are automatically generated. Check the CIN
dropdown when moving between items to ensure it is changing appropriately.
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3. Click on a Practice, Tract, or Land Unit in the Practice list to select it. Selecting a practice or tract will
select all land units underneath that selection. When a selection is made, the practice component(s)
appear in the Components grid.

¥ Contract Wizard  AMY CSMITH  \Consplan_Folder--student42A EI@
N[ ] Compornienis
Selected | Companent Amount | Unit Cost | Share Rate % | Unit Type | Cost Type o
=] Practice 620 - 2- 2017 - CTAGENRL =~ I Basic 519 5157 100 e PR
B Trct 2822 ™ HU-Basic 519 s244 100 e PR
I Basic, combined manure-fertilizer 515 5341 100 Ac FR
r HU-Basic, combined manure-fertilizer 519 54.09 100 Ac PR
) I Enhanced Mutrient Management 515 5453 100 Ac FR
r HU-Enhanced Nutrient Management 513 58.45 100 Ac FR j
- Practice 530 - 3 - 2017 - CTA-GENRL Contract ltems
= Contract Sub . Nam Cost Share Unit Share Prog
Land Unit 3 H tem Group ltem ftem Practice D Year Prog Component | Amount Cost Rate % Cost
- & Practice 530 - 3 - 2018 - CTA-GENRL
LB Trect 2822

The Components grid displays components from the previously selected cost list for a selected
practice.

To view the components, at least one land unit must be selected and the practice must be
included in the selected cost list.

If needed, click and drag on the column header to adjust the width of that column (e.g.,
Component) and display more or less information.

The Amount, Unit Cost and Share Rate values may be changed by double clicking the cell in the
Components grid (not the Contract Items grid). Enter the new value and press the enter key. Any
changes will apply to the current contract only and this option should be used with caution.
Most cost lists contain values that are approved by the State Conservationist. Changing the Unit
Cost, Share Rate, etc. could be a violation of policy.

Skipping over any practice or land unit in the Practices list will result in that item being omitted
from the contract as long as no component is added.

_
CIN: ,—_|1 = Components
Selected| Component Amount | Unit Cost | Share Rate % | Unit Type | Cost Type ﬂ
B § Practice 313-0M - 215-C1 [V Earthen Storage Facility, less than 50K fi3 Storage 40000 S025 100 CuFt PR
. B Tract388 I~ HU-Earthen Storage Facility, less than 50K #3 Storage 0 5029 100 CuFt PR
P v N , r Earthen Storage Facility, greater than 50K ft2 Storage 0 s0.19 100 CuFt PR
b 'E'C_*r‘cem w [~ HU-Earthen Storage Facility, greater than 50K f3 Storsge 0 022 100 CuFt PR
. Land Unit 2 I~ Earthen Storage Facility. High \Water Table 0 50.90 100 CuFt PR
. Lland Unt 2 !: H.U-Earlhen S?o_rage.. Fac_:ility. High ‘w/ater Talzlza B [_) 51..[_.'1% 1[_)0 E_:ufl E'E{ j l
- § Practice 329 - 00N - 2015 -C
T B Tract398 Confract flems
: E”: B”ﬂi ltem | Sub ltem| Practice | Narr D | Year Cost Share Prog | Compenent | Amount | Unit Cos | Share Rate % | Prog Cost
H nd Linit
: r 313 oM 2015 CTAGENRL  FarthenSto 40000 8075 100 £10.000.00
B § Practice 325-00N-2016-C | [ 2 = e '
{ B Tract398

Selecting Practice Components - Basic

a.
b.

Task Guide 34

Select a Practice Component by clicking the check box next to a component.

If the component units match the units of the selected practice, the planned amount of the
practice will appear in the Amount cell. If the units do not match, the value in the cell will be 0.
To change the Amount, click in the Amount cell in the Components area, type the correct
amount then press the Enter key. (IMPORTANT: you must press Enter or click in another cell
for the value to be saved.)
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When you select a component, the new contract item is added to the Contract Items grid. The
first item is labeled 1a. If you select another component for the practice in the Components grid,
a new Contract Item is added and numbered 1b. The third is numbered as 1c, and so on.

To include another land unit in the current CIN, select it from the Practices list then select one or
more components from the Components grid (as described above).

Splitting One Practice into 2 or More Contract Items

a. Land units under the same practice code, planned year and narrative are automatically grouped
as a single CIN. If desired, you can override this feature and create a separate CIN for each land
unit by selecting a different CIN from the CIN list (upper left corner). More than 1 CIN cannot be
created from a single practice instance.

b. This separation could also be achieved by selecting different narrative IDs in the practice
schedule.

c. Add the contract item for the first land unit as described above. Select the second land unit,
then click the CIN dropdown list and select the next contract item from the list (2 in this
example). Click the check box to select one or more components from the Components grid.

] ¥ Contract Wizard  AMY CSMITH  \Consplan_Folder--student42A =N R
Components
Selected | Component Amount | Unit Cost | Share Rate % | Unit Type | Cost Type )
[~ Basic 329 $1.57 100 Ac PR
r HU-Basic 129 5244 100 Ac PR
H - Basic, combined manure-fertilizer 329 5341 100 Ac PR
" - - HU-Basic, combined manure-fertilizer 323 5409 100 Ao PR
B § Practics 590 3-2017- CTAGENRL [~ Enhanced Nutrient Management 29 €m0 Ao PR
B Tract 2822 ! .
; Land Unit 2 (I HU-Enhanced Nutrient Management 329 5845 100 Ac PR J
Land Unit 3 Contract ltems
= ! Practice 590 - 3 - 2018 - CTAGENRL
© e oG [tem o | Prctes [T Yo QT comporere | moone | 0 |G
i g P mmf;;ﬂ"fﬁg'f‘csTAGENm S B - 50 |3 2016 CTAGENRL  |Erhance.. [120 [$483 100 $256.00
i O Troct282

d. This creates 2 separate CINs for a practice scheduled on multiple land units. In this example,
there were 2 CINs added for the 590 practice: CIN 1 for Land Unit 2 and CIN 2 for Land Unit 3.
B Contract Wizard  AMY CSMITH  \Consplan_Folder -studentd2A (=)= =]
o[ ] Components
Selected | Component Amount | Unit Cost | Share Rate % | Unit Type | Cost Type )
G- § Practice 530 - 3- 2016 - CTAGENRL = F Basic 328 s157 100 Ac FR
B Tract2622 [ HU-Basic 23 24 10 e PR
] Land Unit 2:CIN 1 ™ Basic, combined manure-fertilizer 323 8341 100 A FR
= [T HU-Basic, combined manure-fertilizer 3238 £408 100 se FR
& o Pm?;?;gz';'zm’ ~CTAGENAL [~ Enhanced Nutrient Management 125 =9 10 e PR
Land Unit 2 [~ HU-Enhanced Nutrient Management 328 58.45 100 Ao FR j
Land Unit 3 Contract ltems
=] Practice 550 - 3 - 2018 - CTAGENRL
=) Tract 2822 ontra ul jam ost Share i are o
Land Unit 2 (?ferTG%lup & ier‘; padice IPE) = Ic’msé s S| b= (Lilo:t a';te % (Plos%
e § P me":;;_L:"_";[;f;'_quﬁmm 2 T - 50 |3 2016 |CTAGENRL  |Enhamce  |130  $483 100 $256.00
B Tract 2822 2 a 530 3 2016 |CTAGENRL Enhance 325 2493 100 $163.00
Adding Non-Cost Shared Contract Items (may not be allowed for ProTracts Contracts)
a. Click once on the green dollar sign # next to a practice to add it as a "non-cost shared" contract

item. All Land units under the selected practice are selected automatically. The dollar sign
changes to show the non-cost shared icon & f needed, uncheck the land unit checkbox to
remove that land unit from the contract item.
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CIN: m ~ Components
. Selectedl Component |Amuum | Unit Cost |5‘|are Rate Z’{,l Unit Type ‘CDS‘ Type
- § Practics 590 - 3-2016 -CTAGENRL » [~ Basic IPM for Field Crops 329 stse 00 Ac FR
= Ted2R [ HU-Basic IPM for Field Crops 329 989 00 e PR
j LL:”Z H”ﬁ g; g::; [~ Advanced IPM for Field Crops °s 5880 100 fe PR
B § Precice -7 2017 CTAGENRL ™ HU-Advanced IPM for Field Crops ?s  siIL 100 Ac PR
B Tt 2822 [~ Basic IPMfor Fruitand Vegetable Producion 328 §31.42 100 e PR
Land Uit 2 - [~ HU-Basic IPM for Fruit and Vegetable Productio 328 S5760 100 e PR
Land Urit 3 —Contract hems
B § Practice 530 - 3 - 2018 - CTAGENRL
B~ Tract 2822 Contract Sub Nar Cost Share Urit Share Prog
Land Uit 2 tem Group | TEM| jem | FrECHCE| | Year | prog Companent | Amourt | cog | Rate % Cost
Land Unit 3 =
5 Pracies 0512076 CTAGENAL 1 |a 0 |3 2016 |CTAGEMRL  |Enhance.. |19 s493  [100 53400
B Tract 2822 2 |a I E 2016 |CTAGENAL  |Enhance.. 328 8483|100 $163.00
~[¥] Land Unit 2:CIN 3 » 3 595 |1 2016 |CTAGENRL  |Mon<Cost .. |19 3000 |00 30.00
Bm L ond Ui 3
- Practice -1- -

Create a Contract Item Group
A Contract Item Group can be created to display the selected practices together in the NRCS-CPA-1155
or NRCS-CPS-1156. Contract Item Groups are created in the Contract Wizard and can be uploaded and
displayed in ProTracts. Contract Iltem Groups are used for grouping and displaying practices for the
client, they do not change any rules on Contract Item certification or payments.
a. Develop the Contract Items using any of the methods detailed above.
b. Click the Create/Edits Groups button.
c. Inthe Set up Contract Item Groups for the Contract dialog, enter a name for the new Contract
Item Group in the text box.
d. Select the practices to be included in the Contract Iltem Group by holding down the <Shift> or
<Ctrl> key while clicking the gray box to the left or each CIN.
e. Click the APPLY button.
f.  When finished, click OK to close the dialog.

-

Set up Contract Item Groups for the Contract

Select Contract ltem Group or Enter New Contract ltem Group
IAg Waste Liquid Storage LI Max 100 characters.

Highlight or Select the practices to be included in the Contract ltem Group above and Click APPLY button.

Tract: 2822 Field...
Tract: 2822 Field...
Tract: 2822 Field...

APPLY | CLEAR SELECTED | CANCEL oK

Delete a Contract Item or Component
In the process of developing a contact, you may need to delete a contract item.
g. Inthe Contract Items grid, click the gray box at the left of the row you want to delete to select
the contract item row.
h. Press the <Delete> key.
i. If needed, renumber the contract items (see below).
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Reorder or Update Contract Items
When developing a contact, you may want to reorder contract items or components or bring in updated
practice amounts after updating the Practice Schedule. Contract items can also be reordered in
ProTracts after uploading if necessary.

a. Select the Practice, Tract, or Land Unit for the CIN to renumber in the Practice list.
b. Uncheck the selected component to remove the contract item.
c
d

Re-select the Practice, Tract, or Land Unit in the Practice list.
Check the component again to create the contract item with the updated CIN or amount.

Remove Land Unit(s) from a Contract Item
Land Units can be removed from a Contract Item without removing the entire item unless the last Land
Unit for that item is removed.

a. Select the Land Unit to remove from the CIN in the Practice list.

b. Uncheck the selected component to remove the land unit.

c. The CIN amount and program cost will update to reflect the new amounts.

Be sure to click Save often while developing your contract items, and save when completed. Stop here if
the contract will be uploaded to ProTracts. The AD-1155 should not be printed from Toolkit, it should
be printed from ProTracts. Exit the Wizard by clicking the red X at the upper right corner of the dialog.
The customer must be checked back into NPAD prior to uploading the contract to ProTracts. If the
contract will not be uploaded to ProTracts, continue to the next section.

Selecting Participants

In the Contract Wizard dialog, click Next to go to the Select Participants screen. The plan decision maker
will automatically be added as a participant.

1. To add Associated Customers, select the customer from the participants dropdown list, or type the
name and address in the boxes if necessary. Click Add.

'u Contract Wizard " e 0
Select Parficipants
List of Participants ‘ ﬂ
Customer Name: ‘
Address: |
City: ‘
State: ‘
Zip Code: |
Add
Name | Address City State Zip Code
b GARL 1771EKELLYR FALMOUTH M 49632
*
|
Concel | < Back | MNew— | Finish | I

2. To remove a participant, highlight the row containing the name you want to remove from the
participant list and press the <Delete> key.
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3.

Click Next.

Set Contract Preferences

The Set Preferences screen contains options to customize the contract.

1.

5.

By default, Practice Narratives are displayed on the contract. Uncheck the Display Practice Narrative
checkbox if you do not want to display the narratives on the contract document.

The Field Office and Conservation District are automatically populated in the Signature Box area
with the default offices from your Toolkit preferences. If more than one Field Office and
Conservation District are available in Toolkit Preferences, you can change the office by selecting
from the dropdown lists. If needed, you can edit the Conservationist Name and Title.
e The default Conservationist Name reflects the NRCS office contact as designated in the
Office Information Profile (OIP) database. Contact your state data steward if updates are
needed.

Select the Additional Signature checkboxes to add up to 3 additional signature blocks to the contract
document. Enter the Agency name and Sign By title to include in the plan. These are saved in the
user’s preferences and will be displayed the next time the Contract Wizard is opened.

In the Contract Information area, the total contract acres, state, and county are automatically
populated. These can be edited as needed.

H Contract Wizard AMY CSMITH  \Consplan_Folder--studentd2A EI@

Sef Preferences
Check Options
Iv¥ Display Practice Narrative

Signature Box

Field Office |HILLSBORO SERVICE CENTER ﬂ
Conservationist Name |DAN HENSON

Conservationist Title |Natu1a| Resource Manager

Conservation District |H|LL COUNTRY SOIL & WATER CONSERVATION DISTRICT j
. [V Agency 1 |FSA County Committee Signed By |Chairperson
Additional )
Signatures | Agency2 | Signed By |
(Check to add) [ Agency 3 | Signed By |

Contract Information
Total Acres [88.8|

Contract Number |

State Name |Texas

County Name |Hill Courty, Texas

‘ Cancel | < Back | Finish

When you are done making changes, click Finish.
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Save the Contract Support Document

After clicking Finish in the Contract Wizard, the Save Excel File As dialog window opens. By default, the
contract will save as <contract identifier>.xls in the Customer File’s Contract_Reports subfolder.

=

7.

Accept the default file name and location or change as needed.
Click Open to save the file.

A warning message will display if the file already exists, click Yes or No to overwrite the existing file
and proceed.

When the contract document is finished, it will open in Microsoft Excel.
o If the wait is longer than a few minutes for an average contract, there may be a problem
with the printer driver installed on your machine. Contact your State Toolkit Coordinator.

Make any needed adjustments in Excel (last minute edits, adjust page breaks, etc.) Save the
changes, print the contract and close Excel.

If you need to reopen the contract document later, select the Customer File tab. Select the
Contract_Reports folder on the left side of the screen, then double-click on the contract document
to open.

Customer Service Toolkit - Training 9.0.18.3  AMY CSMITH \Consplan_Folder--student42A [ =] ]
File Tools Reports Help
FOHD X
" General ] Assistance Notes ] Practice Schedule Customer File |
|C:"-.Users"-teresa.harrington"-_l'vt- Customer Files Toolkit\Consplan_Folder—student 424 -

= _| Consplan_Folder-student42 | Name Size Date Modified Attributes |
Bl ) ArclGIS_Projects “E EQIP_FY17xdsx 174KB  9/13/2016 A

-3 Contract_Reports
- |Z) Determinations
-|Z) Engineering
-2 GSAT

- |2 Plan_Maps
i) Plan_Reports
‘|2 Resource_Maps

X

See the Task Guide 36 - Contract Modlifications if changes need to be made to the contract after you
complete the wizard.
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Task Guide 35 - Plan Approval

Before the plan is official and the practices are reportable, the plan approval information must be
entered or updated. Once the client has approved the plan, the plan approval date can be selected.
Whenver there are significant changes or updates to the plan, a new approval date should be entered to
reflect the client’s approval of the updated plan. The Practice Schedule tab shows the status code of the
plan.

New plan status codes are used beginning in Toolkit 8.0. These are shown in the table below. Only plans
in Active status are checked out with the customer folder and editable in the Practice Schedule and Arc
Map. Completed and Cancelled plans are viewable only from the Quick Report Tool. Deleted plans are
deleted from NPAD.

A planner must update the status from Active to Deleted, Cancelled, Completed through the Modify
Folder/Plan Status menu. Refer to the Folder and Date Management Task Guide for more information.

Status Definition

Active All plans are defaulted to Active when the plan is created and will remain in
Active status until changed by the planner.

Completed | Plan has a plan approval date, and all practices have been applied.

Deleted Plan does not have any planned practices and there is not a plan approval date.
Cancelled Plan has a plan approval date, but not all practices have been applied.

Business Rules:

e Entering the Plan Approval Date updates all “Alternative” practices to “Planned” status.

e Primary agency responsible for planning should be selected in the Work Performed By.

e Plan approval date is not required to be entered before plan or contract wizard is ran.

e Plan approval date is required for the practices and plan to be reportable to PRS.

e A CSP plan cannot be approved until all required practices are planned

e Plan approval date is not required to be entered or updated before contract items are uploaded
to a ProTracts application.

e Plan approval date will be automatically updated by ProTracts if any practices are in the
“Alternative” status when a contract is obligated and a contract modification is approved.

The plan creation process is summarized below. Each step is explained in detail in different Task Guides.
1. Check out or create a customer folder.

2. Open the customer folder.

3. Select/create the plan from the Create/Open/Manage Plans.

4. Add land units to the plan.

5. Schedule the practices.
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6. On the Toolkit Practice Schedule tab, select the correct plan from the Plan drop-down list.

7.

Click the Plan Approval button to open the Plan Approval dialog.

[B] Customer Service Toolkit - UAT Testing 9.0.18.0 ROYCEE TURNER e M st L= [ [
File Tools Reports Help
OHD p
General I Assistance Notes Practice Schedule | Customer File I
. Land Units —All Py
Plan: IConspIan LI
Comprehensive Nutrient Management Plan - Written
— TR Y-
ViewBy [Land Uss =~ 106 |Forest Management Plan - Wiitien
108 Feed Management Plan - Written
Lrop 5 .
Pasturs 110 Grazing Management Plan - Written
Range 112 Prescribed Buming Plan - Written
114 grated Pest Plan - Written I
118 Water M: Plan - Written
122 Energy Plan for t ‘Written
124 Agricul Energy M: Plan, L - Written
126 G Air Quality Manacement Plan - Written
Bpand | Colapse | PlannedDate: [ 7, gs2016  ~| IntervalGnyears): [77 —| EndYear: [3016 =  SelcctPrioies
| T
SeectAl | UnselectAl | Schedule Full Exent Practices | Show Scheduled | [~ EnhancemenisOnly ¥ Practices Onb
|
\
Schedule | |
Customer Folder | Tract Number| Land Unit | Practice Status | Practice | Namative | Planned Amount | Units | Month | Year |ﬁ:A|
» —— e = e 1380 4 Lpplied 528 00N 152 ac o1 2013 1t
— . o S 1380 5 Flanned 314 Ba 34 ac (1] 2015
—— e e e 1380 5 Flanned 315 00N 34 ac o7 2016
—— e e e 1380 5 Flanned 512 Ga 34 ac m 2018
—— W e Beea 1380 5 Applied 528 00N 25 ac o 2013 2
| | 3
Copy to Cell Below Save Plan Wizard... | Contract Wizard... I Plan Approval .. ||
_ _ | [ TeREsA HARRINGTON | AUTHENTICATED )
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8. Enter the Plan Approval Date. You can select the month and year, or click on the Today button to
use the current date. A message will appear if this is an update to an existing plan, confirming the
plan approval date was modified.

[ Plan Approval lﬁq
Flan Approval Date: dun ﬂ |2I}1E j Today |

Wwork Performed By

" Conservation District * NRCS
" Other source " RCand D Council
" State Agency " Technical Service Provider

[v Make Plan Viewable in Client Gateway

A record of the cliants decizions and supporting information for freztment of 3
urit of fand mesfing pianming critena for ans or mors idenfifed natural
FEZOUNCE CONCEMS 35 3 resulf of the planning procass. Tha pian describes the
schadule of implameantation for practices and achivitias neadad fo salve
rdentifed nafural resowrce concerms and fakes advaniage of ooporfunifies. The
oiEn may includs componants such 35 comprehansive putvant managemant
pian, grazing plan, infegrafed pesf management plan, efc. The nesds of the
ciient fhe resources, and Federal Siafe, Thibal and focal requirements will be
mef

Save Cancel

9. Select the primary agency that is performing the work on the plan. Note: Toolkit only allows one
agency to be selected per plan.

10. The checkbox to make the plan viewable in Conservation Client Gateway defaults to checked status
when there is a plan approval date set. If you do not want the customer to be able to view the plan
in CCG, uncheck the box.

11. Click Save. A message appears confirming the Plan Approval Date is saved.

12. When the Plan Approval Date is saved, “Alternative” status practices in the practice schedule will
update to “Planned” status.

Task Guide 35 Page |3 September 16, 2016



Task Guide 36 - Contract Modifications

Contract modifications for contracts that are not linked to ProTracts (CRP, WRE, etc.) are completed
using the Contract Wizard. See Section A of this task guide.

There are rules in Toolkit that prevent certain data linked to a ProTracts contract from being changed
unless a contract modification is underway. When the ProTracts contract is signed and obligated (e.g.
when it becomes a contract), “under contract” flags are set in TK. This includes setting the practice
under contract flag and the land unit to Locked status. Land unit shapes cannot be edited or changed
unless a contract modification is underway. Planning data (planned date, amount, practice code, tract
number, land unit number, acres, etc.) are also only editable as part of a contract modification. Only the
practice applied data (amount and date) and the practice geometry (or practice shape) can be changed
on an under contract practice without completing a contract modification. If the planning data needs to
be changed, it must be done through a ProTracts contract modification. When the modification is
approved, the changes are updated in NPAD.

If the land units or practices are linked to a ProTracts contract, it is possible that changes will need to be
made both in ProTracts and Toolkit to complete the necessary contract modifications. However, the
contract wizard is not used for these types of modifications. If the land is included in a ProTracts
contract and the land unit is locked see Task Guide 26: Toolkit Digitizer-Case PLU Layer-Modifying Land
Units in ProTracts Contract. If the land is included in a FY14 - FY16 CSP contract see Task Guide 25:
Toolkit Digitizer-Case PLU Layer-Modifying Land Units in CSP Plan and/or Contract Modification CSP Land
Units for information about modifying land included in a Stewardship Plan. For FY17 and newer CStwP
plans see Task Guide 26: Toolkit Digitizer-Case PLU Layer-Modifying Land Units in ProTracts Contract.

Contents:
Edit a Toolkit Contract That is Not Linked to a ProTracts Contract........ccccceeecveeeicciieccccieee e 2
o [ T @] o N = ot fl 1 =Y o PSSP 3
DL oyl o] A Tt Al | =] o [ PSR 3
i ¥o o I @] oY i - ot gl 1 1= o DR SP 3
Add Land Units t0 @ CONTIaCt IEEM c.eeei ittt e e e e et e e e e e e e e eeaaraaeees 4
Remove Land Units from CoNTract [EEMS ........uvviiiiiiiiiiiiiiieie ettt eeecrrre e e e e e ee e trraee e e e e eeeanes 5
Print Revised CoNtract DOCUMENT .....cviiiiieiiiiiiieiee e e e ettt e e e e e e e rare e e e e e e e esaaraaeeeeeseeesssssaaeeeesesesnnes 5
Removing a Contracted Land Unit from ProTracts and TOOIKit .........ccccuvvveeieeeiiiiiiieeeee e 6
Adding a New Item to @ ProTracts CONTraCT......ccccuiiiiiiiiiee et e st sevae e e sebaeeeeaes 7
Deleting an Entire Contract Item (Practice) from a ProTracts CONtract.......cccceeeeeevveeeecneeeencneeeeeenneenn. 8
Increasing/Reducing the Extent of an Item (Practice) in a ProTracts Contract........ccccevvveeeveeeeveeenennns 8
Changing Geometry of Contracted Practices in TOOIKIt ..........coccviiiiiiiiii i 8
Completing a Modification to Synchronize Toolkit and ProTracts........cccecveeeiiciieeeecieee e 9
Modifying a CSP Contract in ProTracts to Edit Land UNits ..........oeeeiieieiiiiiie i e 9
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Edit a Toolkit Contract That is Not Linked to a ProTracts Contract

Use the Contract Wizard to revise a contract (Form NRCS-CPA-1156) that is not linked to a ProTracts
contract. Contract revisions are saved in the customer's database and overwrite the original contract
data. The following changes can be made:

Edit the contract items (i.e., change amount, unit cost, share rate)
Delete a contract item

Add a contract item

Add land units to a contract item

Remove land units from a contract item

Print revised contract document

-0 oo T

Note: If you open the Contract Wizard on an existing contract after you have changed information such
as the land unit, practice, narrative, year, or cost-share program in the Practice Scheduler, you may
receive a Toolkit warning. It warns that:

“A modification has been made in the Practice Scheduler that affects Contract Item(s). The Contract
Item(s) listed will not show up in the contract. Practices will need to be created in the Practice
Scheduler and the Contract Items re-entered to fix.”

1. Check out the customer folder.

2. Select the appropriate plan and adjust the Practice Schedule as needed. For previously saved
contract items, only the planned amount can be updated in the Practice Schedule. If other
adjustments are needed, complete steps 3 - 10 below to open the Contract Wizard and the steps
under Delete Contract Item to remove the saved contract item. Save the Contract Wizard changes,
then adjust the Practice Schedule as needed.

3. Save the Practice Schedule.

4. On the Practice Schedule tab, select the land units in the original contract in the Land Units area and
select the practices from the original contract from the Schedule grid. It is important to select all of
the same land units (and only those land units) in the land unit tree to access previously created
Contract Wizard information.

5. Click the Contract Wizard button to start the wizard.

6. From the Select Contract Information dialog box, select the template you want to use (e.g. NRCS-
CPA-1156).

7. Select the Contract Identifier from the drop-down list for the contract you want to revise.

8. For Select a Cost List, click once on a program in the list to open the Select Cost List for <Program>
dialog box.

9. Select the cost list file(s) that was used for the original contract and click Open.
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10. Click Next to display the Contract Items dialog box.

Edit the Contract Items

Edit contract items by changing the values entered for Amount, Unit Cost or Share Rate in the
Component grid.

1. Select a Contract Item in the Contract Item grid. When an item is selected, the practice and land
units become visible in the Practices area.

2. Click once on a scheduled practice, tract, or land unit to display the contract item component(s) in
the Components grid.

3. Click in the Amount cell in the Components grid to select it.

4. Change the value, and then press the Enter key. This updates the Amount cell in the Contract Items
grid automatically.

5. Click in the Unit Cost cell in the Components grid to select it.

6. Change the value, and then press the Enter key. This updates the Unit Cost cell in the Contract Items
grid.

7. Click in the Share Rate cell in the Components grid to select it.

8. Change the value, and then press the Enter key. This updates the Share Rate cell in the Contract
Items grid.

9. Click Save to save the revisions in the customer's database. This action overwrites the original
contract data in the database.

10. Repeat the above steps to edit other contract items.
Delete Contract Item

1. Select the contract item.
2. Press the <Delete> key on the keyboard.
3. Click the Save button to remove the item from the customer's database.

4. Repeat the above steps to delete other contract items.
Add Contract Item

1. Review the practices in the Practice list on the Contract Items dialog box.
a. If the practice for the new contract item is in the list, skip to step 4.
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b. If the practice for the new contract item is not in list, it must be selected or added from the
Practice Schedule. Click Cancel to close the Contract Wizard and return to the Practice Schedule.

2. Review the practices in the Schedule grid. Each practice record in the Practice Schedule can be
linked to only one Contract Item in ProTracts. Practices must first be scheduled in Toolkit, then they
can be selected to create the Contract Item.

a. Ifthe practice is displayed, select it along with the practices from the original contract.

b. If the practice is not displayed, select the land unit where the practice is scheduled from the
Land Units area to add it to the grid.

c. If the practice has not been scheduled, schedule the practice from the Practice Schedule or in
ArcMap.

3. Select the new practice along with the practices from the original contract in the Schedule grid.

4. Click the Contract Wizard button to start the wizard.
a. Ifthe item is cost-shared, follow the steps in the Contract Wizard for Add Cost-Shared Items to a
contract.
b. If the item is non cost-shared, follow the steps in Add Non Cost-Shared Items to a Contract.

5. Repeat the above steps for each new contract item.
Add Land Units to a Contract Item

1. Select a contract item in the Contract Items grid. The practice and land units for the item become
visible in the Practices area.

2. Select one or more land units.

3. Select a component in the Components grid.
a. Accept Amount or enter a value.
b. Accept Unit Cost or change the value.
c. Accept Share Rate or change the value.
d. When the first component is selected for a land unit, the land unit is checked in the Practices
list.

4. |If a component is selected for a practice for the first time, a Subitem is added to the Contract Item
grid.
a. If the same component is selected again for the practice, the Subitem Amount is updated.
b. The Subitem also shows changes made to Unit Cost and Share Rate.
c. Select additional components as needed for the land unit.
5. Repeat steps 2 and 3 to add other land units to the contract item if needed.

6. Repeat steps 1-3 to add land units to other contract items.

7. Click Save to save the revisions.

Task Guide 36 Page |4 September 19, 2016



Remove Land Units from Contract Items

1. Select a contract item in the Contract Items grid. The practice and land units for the item become
visible in the Practices area.

2. Select the land unit to remove in the Practices area.

3. Uncheck the selected component checkbox to remove the land unit from the contract item. The
cells in the Contract Item grid are updated automatically.

4. Repeat steps 2 and 3 to remove other land units from the contract item.
5. Repeat steps 1 - 3 to remove land units from other items.

6. Click Save to save the revisions in the customer's database.

Print Revised Contract Document

The procedure for printing a revised contract document is the same as for printing the original contract
document.
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Removing a Contracted Land Unit from ProTracts and Toolkit

1. Begin a contract modification in ProTracts to remove a land unit.

2. Remove land unit(s) from the contract by removing the check mark in front of every place that land
unit appears in the “Planned Practices” section of a contract item.
a. Be sure to check each contract item and remove all the necessary check marks and adjust
the components as necessary.

Before:

= Practice View by Year | MewItem | Mew MCItem | Add Components | ChedkRules | Delete Item | Certification and Pay

Item:[1 V| Year201s /| EstimatedCostShare:|  <2%| CostSharecap:| |

Prat:tine:|NutrientManagement | Code: |59EI | Units:

Narrative: Mutrient Management for Specialty Crops: Soil tests and/or plant tissue samples shall be taken and analyzed according to
- M5 Extension standards. Fields andjfor plants are to be sampled at least once every three years. Application of
Narrative nutrients will be in accordance with MSU Extension recommendations, & Mutrient Management Flan will be developed and

implemented according to NRCS Standards and Specifications. See Mutrient Management Plan for practice

Planned Practices
Consplan 7321 |1 Crop as| | 45 | [[s v|| 2015
Consplan %73 |1 Crop 270 | 21 | [[e V|| 2018
Consplan %73 |2 Crop ss| | ss | |[s v]|| 2015 | E
After:
B Practice View by Year | New Item | Mew NCItem | Add Components | Ched:Rules | Delete Item | Certification and Paymen
Ttem:[1 V| vear|20i5 V| Estimated Cost-Share: CostshareCap: | |
Practine:lNut'ientManagement | Code: Units:
. . o . ) i
Narrati Mutrient Management for Specialty Crops: Soil tests and/or plant tissue samples shall be taken and analyzed according to Y

- MSU Extension standards. Fields andjor plants are to be sampled at least once every three years, Application of
rutrients will be in accordance with MSU Extension recommendations. A Mutrient Management Plan will be developed and  w»
implemented sccording to MRCS Standards and Specifications, See Mutrient Management Plan for practice

Planned Practices

[J conservation plan T Tract [ Landunit | Landuse T Land unitAcres | Planned Amount [ tonth | vear |

[] |consplan 7321 |1 Crop as| | a5 | |[5 v 215
Consplan %73 |1 Crop 270 | z7 | s v]| 2015
Consplan %73 |2 Crop ss| | 55 | |[9 w[]| 2015 | Emem
Consplan %673 |3 Crop Bl | 17 | |[e V]| 2015

[] |consplan 9503 |1 Crop 49| | 49 | |[s || 2015

3. Follow normal procedures for submitting and getting the ProTracts modification approved.

4. Check out the Toolkit customer folder.
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5. The land unit geometry status will now show Draft or Plan instead of Locked. Practices associated
with the land unit(s) that were formerly in the contact may continue to show EQIP as the program in
NPAD/Toolkit. However, the Contract Number column will show n/a.

Tract Number | Land Unit Practice

73N
73N
721
73N
721
731

580
580
580
585
585
585

Narrative

Planned Amount | Units

45
45
45
45
45
45

ac
ac
ac
ac
ac
ac

Month
05
05
05
05
05
05

Year
2015
2016
207
2015
2016
07

Applied Amount | Applied Date | Program

EQIP
EQIP
EQIP
EQIP
EQIF
EQIP

6. You may remove the practices and land unit from Toolkit if desired.

Adding a New Item to a ProTracts Contract

Contract No.

When completing a modification in ProTracts to add a new practice, ProTracts will create a back feed to
Toolkit when the modification is approved assigning a new plan approval date to the plan associated

with the contract in ProTracts.

Tas

Practices must be added to Toolkit prior to beginning the modification in ProTracts.

Check out the Toolkit customer folder.

Schedule whole field practices on the practice schedule tab or digitize and attribute any point/line or
partial field practices in ArcMap.
a. Practices must be scheduled for the current year or a year in the future.

b. Do not try to split a practice in Toolkit that is already contracted in ProTracts. Use the Vertex
Edit, Reshape, or Replace Shape tool to edit the practice instead.

c. Practices added in Toolkit for the purpose of bringing into an existing ProTracts contract

should NOT be run through Toolkit’s Contract Wizard.
Check in the Toolkit customer folder.

Go to ProTracts and begin the modification.

Click New Item.

Select the practice. ProTracts will look for the practice in the current year in the first Toolkit plan

listed.

a. Ifit does not default to the correct plan, the user needs to select the correct plan from the

drop down.

b. ProTracts defaults to the current year. If the practice is scheduled for a future year, the user
should select the correct year from the dropdown in ProTracts and search again.

The planned practice grid is populated with the data from Toolkit.

a. The only data that can be changed in ProTracts at this point is planned year, practice extent,

and associated land units.
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9. Because the newly added practice was not run through Toolkit’s Contract Wizard, the practice
currently does not have a specific component associated to it. Click Add Component and select
components from the payment schedule and entered planned amounts.

10. Follow normal procedures for submitting and getting the ProTracts modification approved.

Deleting an Entire Contract Item (Practice) from a ProTracts Contract
1. Begin contract modification in ProTracts to remove item.

2. Select the correct item in ProTracts. Click Delete Item.

3. Follow normal procedures for submitting and getting the ProTracts modification approved.

4. The practice will automatically be changed to CTA in the practice schedule when the modification is
approved.

5. If practice is no longer needed, check out the customer in Toolkit and delete the practice so it will
not be included in reports used to set goals.

Increasing/Reducing the Extent of an Item (Practice) in a ProTracts Contract

Reminder: Changes to the practice planned years are not allowed in the Toolkit Practice Schedule or

Attribute Tool even when the Toolkit folder has been unlocked during a modification. Planned practice

dates must be updated from ProTracts and will be written back to NPAD when the modification is

approved.

1. Begin contract modification in ProTracts to increase/reduce extent of a contract item.

2. Increase/Reduce the extent of the item in ProTracts.

3. Submit ProTracts modification for approval.

4. No need to do anything in Toolkit unless practice geometry will change, e.g. fence or terrace line

should be changed. If so, change the geometry in Toolkit, see below.

Changing Geometry of Contracted Practices in Toolkit (including correcting
auto-created practice features produced during the initial migration to NPAD)

Note: Do not delete a practice feature and re-draw if it is linked to a ProTracts contract, since there is
no method to link new geometry back to the existing tabular data. The Replace Shape tool may be used
to update the practice shape while maintaining the tabular data. The practice geometry may be edited
at any time, it is not necessary to begin a contract modification in ProTracts when updating the practice
shape only.

Task Guide 36 Page |8 September 19, 2016



1. Check out customer folder.

2. Edit the practice geometry using the Vertex Edit, Reshape, or Replace Shape tool in Toolkit and
check in customer folder.

3. No need to do anything in ProTracts, unless contracted practice extent needs increased or reduced.

Completing a Modification to Synchronize Toolkit and ProTracts

If Toolkit edits must be made to land units associated with practices in a ProTracts contract, a
modification must be done to unlock the land units for editing and to synchronize the Toolkit changes
with the information in ProTracts. Changes that would require a modification include editing land unit
boundaries or attributes (land use, tract and land unit numbers).

1. Begin a ProTracts modification and select “Other” as the Basis for Modification.

a. If no tract, field numbers or acres were changed, the basis for modification should include
wording to that effect. For example: “Modifying contract to synchronize conservation plan
and contract data. Changes may include updates to land unit boundaries, land use, etc. that
do not affect contracted amounts or locations. No participant signature required.”

b. If tract or field numbers were changed, include detailed information about what was
changed.

2. Unlock Toolkit land units in ProTracts by clicking Unlock Folder.
3. Lock Toolkit land units in ProTracts by clicking Lock Folder.
4. Note ProTracts data sync messages.

5. Follow normal procedures for submitting and getting the ProTracts modification approved.
Modifying a CSP Contract in ProTracts to Edit Land Units

These steps apply to CSP contracts linked to CMT, or contracts entered prior to FY17 (FY18 for
renewals). For CStwP Contracts entered for FY17 (FY18 for renewals) or later, follow the same
modification process as for other ProTracts contracts.

Once the CSP plan is tied to a contract, any changes to the land units or attributes will require a

modification to the CMT. The workflow process to modify a land unit which is tied to a CSP contract is as
follows.

To begin a contract modification for the CSP plan:

Task Guide 36 Page |9 September 19, 2016



1. Open ProTracts and select Manage Contracts. Select the contract that is linked to the CSP plan.

Tools Applications Contracts Rates Forms Funds Reports ContactUs Help Log OFf Sessionendsin18mmnutes ifnotactve
Machine: DEMOAPPIV  User: 28200310160021053636 ® Actve Sessions: 1

Conservation Contract

Current FY Costi s
Program: S 104 Contract um ber . -
Total Estimated Cost Share: .. |\

2. Start a Contract Modification, the reason for the modification is “CSP inventory adjustments”

r hl
4 Reason for Contract Modification - Intemet Expl_. (sl lES| |

Predominant Modificaton Reasont
csP

niory Agpatment Vi

Enter the reason for this contract modification: ::
need To adjust the OMT to reduce acres, and
wWill remove land unit from the csp plan. |
Land unit acrées will ba raduced, but are

n iocked in ancther contract. Will medify m

other contract to adjust acres, then asdd the

land unic back to cap plan with reduced v |
acres.

[

H OK Cancel | |

3. Provide the justification and click OK. The screen will refresh and the CMT button will become
active.

Tools Applications Contracts Rates Forms Funds Reports ContactUs Help  Log OFf  Sessionendsin J0mnuies ifectacte
Machine: DEMOAPPIV  User: 20200310160021053636 # Actve Sesslons: 1

Conservation Contract

Subet For Approval | Cancel | EditBass | Promotd | oum

Currant Y Contt .22

Program: P 2004 Contrmct i be B
Total Estm ated Cost Shars
46,118
P i ' Start Date:
Rock Creak Palovss Rir
Local o MOSCOW SERVICE CENTER i Currasl Coalrect Yaar ] Modiicstsaa b
L - - |
FA Fund Codes 215 CSRIIA Paymants dnd Mok
Cost List: 3014-1 Nabonal Paymart Rate

4. Make the needed adjustments to the CMT and submit the revised CMT to ProTracts.
5. In Toolkit, check out the customer folder that contains the CSP Plan.

6. Open the CSP plan and click on the CSP button on the Toolkit toolbar.

7. Remove any land units that need to be revised from the CSP plan.

8. If the land units that need to be modified are in a different customer folder than the CSP plan, check
out the folder that contains the land units in the Case PLUs layer and open ArcMap.
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9. Edit the land unit boundaries or attributes and save the changes. The land units will automatically
check in to NPAD when the changes are saved.

10. If needed, close ArcMap and switch to the customer folder that contains the CSP plan. Open
ArcMap.

11. Open the CSP Plan and click on the CSP button on the Toolkit toolbar.

12. Add back the land units that were revised. You should see the revision of the acres in the Program
Acres column that was a result of the changes to the CMT.

13. Update any planned practices if needed. Modify the practice geometries and attributes to address
the CMT changes. The Replace Shape tool can be used to update practice geometry for full field
practices with the new land unit shape.

14. Create and print a new plan map.

15. Enter the new Plan Approval Date.

16. Save the edits, and run the Plan Wizard.

17. Check in the Toolkit customer folder.
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Task Guide 37 - ArcMap Basics
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Information in this document was taken from ArcMap Help and from the Introduction to ArcGIS 1 for

USDA SCA 9.2 training course materials.

The ArcMap Interface
Title bar — I L i —
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Convert Features to Graphics...
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Data View | |Suspends drawing

i
Layout View R

:
|

efresh

ap Interface

Context menu

Appears by clicking the right mouse button. It contains ArcGIS controls directly
to the data layer that is active.

Data View Switches to Data View.

Display Area Area where the data is displayed.
Layout View Switches to Layout View.

Menu bar Functions as any menu in Windows.
Refresh Refreshes the Display Area.

Standard toolbar

Contains file management commands, a map scale, shortcuts to ArcCatalog,
ArcToolbox, Search and the Toolkit toolbar button.

Status bar

Displays coordinates and a description of the selected button or menu item.

Suspends drawing

Suspends drawing of the map. The <Esc> key may also be used.

Title bar

Displays the map name.

Toolkit toolbar

Contains the Toolkit tasks. Toolbars are dockable.
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Data Frames and Layers

A map is the document (.mxd) that stores data frames, layers and map elements such as text or
graphics. A data frame is a container for layers. The layers store a path to a data source as well as
properties in the data source.

A map contains:

File Edit View Bookmarks Insert Selection Geg
o Data frames

O & o o F | b - ([13000
QA5 > HE-T n ¢ ° Layers

- ble Of Co !:.
0S8 [ A data frame:
Data Frame —== oiitce view = o Organizes layers
=] Practices (polygons) X .
O o Contains propertles

= Consplan1 .
Layers — " conse 0 Coordinate system
= Land Unit Topology
Area Errors
I Must Not Overlap
=] Case PLUs
I <l other values>
Plan
[ Locked
[ Legacy
Draft
A sketch

Layers:

. Reference spatial data

. Can set symbols, labels, and other properties
. Manipulate through the context menu

The Table of Contents (TOC)

The table of contents lists all the layers on the map and shows what the features in each layer represent.
The map's table of contents helps you manage the display order of map layers and symbol assignment,
as well as set the display and other properties of each map layer.

The layers at the top of the table of contents draw on top of those below them. Thus, you'll put the
layers that form the background of your map, such as the ocean or an image, near the bottom of the
table of contents and the layers to which you want to draw the map reader's attention near the top. A
typical map might have an image or a terrain base (such as shaded relief or elevation contours) near the
bottom. Next, comes base map polygon features, followed by line and point features near the top. And
finally, you might typically see some reference layers, such as road names and place names, that provide
locational context.

You use the check box or icon to the left of each map layer to turn it on or off. Holding down the <CTRL>
key and clicking turns all map layers on and off simultaneously.

You can set the display properties for each map layer so that it draws within a specific range of map
scales. When the map display is out of range for scale-dependent drawing, the layers will not be visible.
Layers that are out of range of the current map scale are indicated in the table of contents by a gray
check box with a scale bar under it.
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Managing the Table of Contents (TOC)

The Table of Contents lists all the data frames and
thematic layers on the map and shows the symbols used
to represent the features in each layer.

e Place a check box next to a layer to make it
visible on the map.

e The draw order of the data layers are from the
bottom up. If you want a layer to be in the
background, such as imagery, make sure it is
displayed at the bottom of the TOC. ArcMap
contains smart drawing. When a new data layer
is added, it places points on top of polygons and
polygons on top of raster layers such as imagery.

e layers can be removed by right clicking on the
data layer and click Remove.

e layer properties can be changed by either
double clicking the left mouse button on a layer
or by right clicking on the data layer and select
Properties.
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List by Drawing Order

Use List by Drawing Order “: to author the contents of your map, such as to change the display order of
layers on the map, rename or remove layers, and create or manage group layers. All the data frames in
your map are listed when the table of contents is sorted by drawing order. However, only the active
data frame—indicated by a bold data frame name—is shown in the map in data view.

Turn a layer on and off
by checking the box.

|

EEECIE

Table Of Contents

i

o Digitize View

Practices (polygons)

(|
B Consplani

Expand and contract
items by clicking the
+ and - boxes

To open the Layer Properties,

double click on the layer.

}

= Land Unit Topology

Area Errors
J] =

I ust Mot Overlap
Bl Active PLUs

Click a symbol to
change its properties.

|

Case PLUs
M =zl other values=
———=b|Plan

T

[ Locked
nEasement
[Ioraft

[ sketch

-
A gray check box with a
scale bar under it
indicates that a range of
scales in which the data
will be displayed has
been set. View the
scale in Properties

B Legacy PLUs

(|
= AOI

(|
[] Base Layer
21

[0 Boundaries and Flaces

[ Transportation

J]
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Imagery

Drag a layer to change its drawing
order. Layers can also be dragged in
and out of groups and basemap layers.

Right click to open the context
menu to display the attribute
table, set properties, etc.
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List by Source

Click List By Source ! to show the layers in each data frame with the layers organized by the folders or
databases in which the data sources referenced by the layers can be found. This view will also list tables
that have been added to the map document as data.

Task Guide 37

Table Of Contents

8|

Fl &/ Digitize View
=] C:\Users\Patsy. Hudson\AppData \Roaming \USDA Toolkit5\Toolkity 50.mdb
B [ Toolkit_NG
Practices (polygaons)
Consplan1
Land Unit Topology

This geodatabase contains the
map data listed below it.

Case PLUs
Active PLUs
Legacy PLUs

Al e E @ E

ACI
practice_instance_paolygon
Ian_d-“n't Stand-alone tables without
aol associated features are
practice_instance shown when listing by
conservation_plan source.

B d_practice

B d_consplan_land_use
= B3 c:\workspace \GEQDATA \cadastral
=] practice_instance_point

This layer is not grouped
under the gendatabase
because it has a
different source.

[0 Boundaries and Places
[ Transportation
Imagery
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List by Visibility

Click List by Visibility %7 to see a dynamic listing of the layers currently displayed in the active data
frame. The way layers are listed updates automatically as you pan and zoom, interact with the map,
select features, and turn layers on and off.

Listing layers by visibility helps you visually simplify and organize a detailed or complicated map with
many layers. Since the organization of the table of contents visibility list is controlled automatically, you
cannot change the order or groupings of layers manually. Layers within a group layer are listed
individually, since each layer can have its own visibility and selection properties. You can choose to
display the group layer's name beside the layer's entry on the Table of Contents Options dialog box.

Table Of Contents 4
( _ Selected |
e | o
| e ]
listed by their -
selected features, | [© Actve PLUs .- ¥ M3 -
Pian display
E axprassion
If you select B o: 18] g
features of make a (]
layar selactable or ClLocked
nat. it automaticalhy A
foves into the & Casa PLUS Click this icon to make the layer salectable

Corfect catagon

Plan |
[ 5 Click this icon to make the layar not

oo

i selecta o,
Selectable hsts the =L} cusctabis (oo features ssected) {
layers that are not
g k. F 4
selactable, as noted b o i
by the biue b i Ak ! Mot selectable lists the
selaction icon to the | | =] Mot Selectabis —~ Ian_l.-ers that cannot be
_ right of each layer _ o Practices (palygans) K& selected from using the
> Consplan1 BEO intaractive selection tools
> Land Uit Topology as noted by the gray
& Aol EHEo selection icon to the nght of
G5 Basemap sach layer

=2 L . i B & < |

With List By Visibility, you have visual cues to indicate the layer's visibility. Each type of layer has its own
icon, and the symbol is either colored to indicate the layer is on or gray when it is not, so you can quickly
look at the icon to determine whether a layer is visible.

When layers are listed by visibility, they are grouped into these categories:
o Visible—The layer is turned on.
e Out of Scale Range—The layer has a visible scale range and is not being displayed at the current
map scale. To bring it back into view, right-click and click Zoom To Make Visible.

e Not Visible—The layer is turned off. To turn it back on, click the icon to the left of the layer
name.

When you right-click a layer name, the menu that appears contains the same commands as the menu
for listing layers by drawing order and selection.

To turn a layer on or off, click the layer icon to the left of the layer name, such as “*" for a line layer or
@ fora polygon layer. To make a layer selectable or not selectable, click the selection icon to the right
of the layer name. If that icon is colored B, the layer is selectable; if it is gray £, the layer is not
selectable.
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List by Selection

Click List by Selection H group layers automatically by whether or not they are selectable and have
selected features. A selectable layer means that features in the layer can be selected using the
interactive selection tools, such as those on the Tools toolbar or the Edit tool, when in an edit session.

List by Selection

The number of
selected features
in the layer.

Table Of Contents,

Selectable lists
the layers that

are selectable
noted by the blue |;| Selected

ican to the right T Practices (polygons) M =
-| Selectable (no features selected) Click this icon to
Case PLUs this |
& Active PLUs I fayer.
@ History PLUs &0
& ACT H &0
B &0
et B9 T Click this icon to make
Hyline the layer not selectable.
lygon B @0
g land_unit &0
& a0 B @0
Mot selectable. H=) Mot Selectable
& Land Unit Topology Click this icon to make
& Legacy PLUs the layer selectable.
I

Symbology

The Case PLU units and the Active PLU symbology must be changed by following these exact steps. Do
not use the Layer Properties to change the symbology or it will change to “All other values” and show up
black.

1. Inthe Table of Contents, left click on the symbol to bring up the Symbol Selector dialog window.

2. Inthe Symbol Selector dialog window, change the fill color and the outline color to the desired
color.

Note: It is important to choose a color that is not distracting. The symbology affects how readers
interpret your map. For information on how best to symbolize for effective color contrast for people
with partial sight and color deficiencies go to http://www.lighthouse.org/accessibility/design/accessible-
print-design/effective-color-contrast
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3. Inthe Symbol Selector, click OK.

Table Of Contents
8SE&EIH
= =# Digitize View

= [ Practices (lines)

= O Practices (polygons)
O
= O CMUs
M -all other values>
Il Crop
I Forest
Il Range
0 Pasture
=] Land Unit Topology
Area Errors
I Must Mot Overlap
= C5P_816215141DY
M <all other values>
Plan
[ Locked
=
1 Draft
A Sketch

Identify Tool

In order to find a customer’s land units that are outside the conservation plan you are currently editing,
you must first know which customer folder and plan to check out. This User Guide explains how to use
the Active and Legacy PLU Layers to find specific land unit(s) Customer Folders and Plans to check out
for maintaining the Active and Legacy PLU layers.

1. Onthe ArcMap Tools toolbar, click on the Identify tool button.

2. Using the Identify tool, click on one of the Active or Legacy PLU’s to identify the attributes. In the
Identify dialog window the plan_name, customer_folder path, and customer_folder_state county
codes have been identified, this information can now be used to check out the plan the land unit is
in.
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Task Guide 37

Identify from:

Locabion: 549,754,558 4,174,405.932 Meters

Field Valse
CRADD arull>
Tract number 2330
CLU Tract number 2330
[atibuade arall>
longitude <l >
Land unit acres &6
CLU ares arull >
state code i)
oounty code 085
HEL LHEL
Congressional district code <rull>
NRCS area code <l >
HRCS team cods arull >
CLU state code <rull>
CLU county code <rull>
CLUHEL arall>
Hydrologic Unit Code <radl>
Tribal land code >
Land unit number 2

CLU Land uriit number ]

LU Farm rumber 74
huc_12 arnll>
geometry_status z

fand _unit_status i
land_unit_type 1
easement_id <rall>
fand 1
plan_name dyche_carolins.--- 2710 14ne-4-consplan

austomer_foider_path

\dyche_carcline 27101404

austomer_folder_state_county_code 20095

Identified 1 feature
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The following tips are from the ArcMap Help documentation.

Standard Toolbar

D& B8R X 92> P

- X
. |[1:47%5 ] EEE B D e

Commonly used buttons on the Standard Toolbar:

Button Name Function
3 New Create a new map document.
B Open Open an existing map document.
& Save Save the current map document.
=5 Print Print the current map document.
o Cut Cut the selected element(s).
El Copy Copy the selected element(s).
@ Paste Paste the selected element(s).
W Delete Delete the selected element(s).
) Undo Undo the last action.
= Redo Redo the previous undone action.
& Add Data Add data to the map’s active data frame.

1479 = Map Scale Map scale.

Table of Contents

Open the Table of Contents.

& Catalog Open the ArcCatalog window to to manage and access your data.
% Search Open the Search window to search for data, maps, tools, etc.
]ﬁ ArcToolbox Open the ArcToolbox window to access geoprocessing tools and

toolboxes.
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Tools Toolbar

T
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Commonly used buttons on the Tools Toolbar:

Button | Name Function

) Zoom In Zoom in to a geographic window by clicking a point or dragging a
box.

= Zoom Out Zoom out from a geographic window by clicking a point or dragging
a box.

3 Pan Pan the data frame.

(%) Full Extent Zoom to the full extent of your map.

e Fixed Zoom In Zoom in on the center of your data frame.

ik Fixed Zoom Out Zoom out on the center of your data frame.

] Back Go back to the previous extent.

= Forward Go forward to the next extent.

b Select Features Select features graphically, by clicking or dragging a box around
them. You can also use the Select By Polygon, Lasso, Circle, and Line
tools to select features using graphics drawn to the screen.

i Clear Selection Unselects all the currently selected features in the active data
frame.

R Select Elements Select, resize, and move text, graphics, and other objects placed on
the map.

(%] Identify Identifies the geographic feature or place on which you click.

e Measure Measures distances and areas on your map.

. Find Finds features in the map.

2 Go To XY Location Type an x,y location and navigate to it.

Task Guide 37
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Accessing ArcMap Menu Commands Using Shortcuts

The following table lists the keyboard shortcuts for some common commands:

Shortcut Command Menu
CTRL+N New File
CTRL+O Open File
CTRL+S Save File
ALT+F4 Exit File
CTRL+Z Undo Edit
CTRL+Y Redo Edit
CTRL+X Cut Edit
CTRL+C Copy Edit
CTRL+V Paste Edit
DELETE Delete Edit

F1 ArcGIS for Desktop Help Help

Refreshing or Suspending Map Drawing

e Press F5 to refresh and redraw the display.
e Press F9 whenever you want to suspend or pause drawing so you can make changes to your
map without having the map redraw after each change. Press F9 again to resume drawing.

Dragging and Dropping to Move or Copy

e You can drag and drop or copy and paste multiple layers in the table of contents and between

ArcMap sessions. You can also drag and drop or copy and paste data frames between ArcMap
sessions.

Use drag and drop to move layers in and out of a group layer within a data frame.

Layers that are dragged and dropped between data frames and ArcMap sessions are copied;
hold down CTRL while dragging and dropping to move layers between data frames and ArcMap
sessions.

Data frames that are dragged and dropped are moved; hold down CTRL while dragging and
dropping to copy them.

Layers that are dragged and dropped inside a data frame are moved; hold down CTRL while
dragging and dropping to copy them.

Similarly, in ArcCatalog, you can hold down CTRL while dragging and dropping to copy items.
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Using Mouse Shortcuts in the Table of Contents

e CTRL+click an expansion control (+/-) to expand or collapse all the items at that level. If any
items are currently selected, only the selected items are expanded or collapsed.

e CTRL+click selects or deselects multiple layers or data frames.

e  SHIFT+click selects all layers or data frames between two layers or data frames within the same
table of contents level.

e ALT+click a data frame to activate it.

e CTRL+click a layer's check box turns all the layers on or off at that level. If any items are currently
selected, only the selected items are turned on or off.

e ALT+click a layer's check box turns that layer on and turns off all others at that level.

e ALT+click a layer's name to zoom to the extent of that layer. This saves having to right-click a
layer and click Zoom To Layer.

e When dragging layers, hover the pointer over an expansion control to expand or collapse any
item.

e Right-clicking features, layers, and data frames always opens a shortcut menu.

Navigating Maps and Layout pages

Hold down the following keys to temporarily turn the tool you are currently using into a navigation tool:
Z—Zo0m In
X—Zoom Out
C—Pan
B—Continuous Zoom/Pan (Drag with mouse button zooms in/out; drag with right mouse button
pans.)
Q—Roam (Hold down mouse wheel until cursor changes, then drag or hold Q.)

These shortcuts work in data view and layout view. In layout view, they apply to the page by default.
Hold down SHIFT as well as the key to apply it to the data frame you click instead of the page.
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Task Guide 38 - Add-In Tools - Soil Data Viewer

Installing Soil Data Viewer

This tool allows users to create Soil Interpretation Maps for use in ArcGIS 10.x and Toolkit 9.x and is used
in the Soils Map and Inventory Task Guide.

1. Verify that Soil Data View has been installed on your machine by clicking on Start>All
Programs>USDA Applications>Soils>Soil Data Viewer 6.2.

. USDA Applications
. Backup
, CT5 Contact Information 5.0
. Rusle?
. Soils

% Soil Data Viewer 6.2

*If you do not see Soil Data Viewer you must have CTS install it for you.

2. |If Soil Data Viewer is installed, open Windows Explorer and navigate to the C:\Program Files
(x86)\USDA\Soil Data Viewer 6.2 folder.

3. Double click on the file named SDVArcMapAddin.esriAddin (if file extensions are not visible, it may
show up just as SDVArcMapAddin).

4. In the Esri ArcGIS Add-In Installation Utility window click the Install Add-In button.

Esri ArcGIS Add-In Installation Utility =5

Please confirm Add-In file installation.

—>~
+ Active contert, such as Macros and Add-In files, can

contain viruses or other security hazards. Do not install this
content unless you trust the source of this file.

Mame: SDVArcMapAddin

Version: 62

Author: NRCS

Description: An ArcMap add-in to draw thematic soils maps.

Digital Signature/s
This Add-In file is not digitially signed.

Signed By:
Signed date: Show Ceriificate

Source is trusted
Signature is valid

install Add-in | | cancel
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5. Start ArcMap.

6. On the ArcMap Main Menu, click Customize> Toolbars>Soil Data Viewer Toolbar to add the Soil
Data Viewer toolbar. This toolbar is dockable.
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Task Guide 39 - ArcGIS 10.x Training Videos

These videos have been written to demonstrate the changes and enhancements in ArcGIS 10.x in
cooperation with ESRI and the National Geospatial Center of Excellence.

Each video has the script available as an attachment and is available on the Customer Service Toolkit

USDA Connect community.

Subject

Description

Video Name

Accessing Data

Explore how to add data to
your map document. We'll
explore adding local data,
accessing ArcGIS Online web
services, and base maps. In this
video, we’ll also explore how to
update symbology on web
services.

USDA-WNA10-AccessingData

Editing Basics

Explore how start and manage
an edit session, navigate the

Editor toolbar, select features,
and work with Edit templates.

USDA-DW-EditingBasics

Editing Tables

Explore how to add, update and
table fields, using the field
calculator and calculate
geometry.

USDA-DW-EditingTables

Editing Tools and Properties

Explore several editing tool and
properties. We’ll introduce
editing tools such as create new
feature, modify and reshape
features, along with several
other tools. We’ll also explore
working with map topology,
such as creating topology and
performing topology edits.

USDA-DW-
EditingToolsAndProperties

Sketch Properties

Explore common sketch
properties such as sticky move,
stream tolerance, and

snapping.

USDA-DW-SketchProperties
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http://www.nrcs.usda.gov/wps/portal/nrcs/main/national/ngce/

Window Frames

Explore working with the
Catalog, Table of Contents
(TOC), and Search windows in
ArcMap. At ArcGIS 10, each of
these windows are dockable
within the ArcMap interface.
Through the TOC, you will learn
the different display options for
data in the map document.
Using the Search window, we
will explore the different search
options, such a data, maps, or
tools.

USDA-WNA10-
WorkingwithWindowFrames

Working with Geodatabases

Focuses on geodatabase
enhancements and how they
can make your overall
experience with the software
easier and more streamlined,
such as working with
geodatabase types and setting
the ArcMap default
geodatabase.

USDA-WNA10-
WorkingWithGeodatabases

Working with Tables

Explore how to work with
attribute tables, how to dock
attribute tables, and drag
attribute tables separately to
view two attribute tables at one
time.

USDA-WNA10-
WorkingWithTables
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Task Guide 40 - ESRI Virtual Campus

The ESRI Virtual Campus training provides a high-quality learning experience using online-interactive
exercises, examples, and instructional resources to create a rich learning environment.

These courses are available at no cost. The courses teach a variety of topics related to ESRI software, the
theory underlying GIS technology, and the application of GIS tools in particular fields. Some Web courses
include downloadable trial editions of ESRI software. View the list of courses

at: http://training.esri.com/gateway/index.cfm?fa=aul.premiumCourses

For ordering information please go to the ESRI Virtual Campus Training web page, located on the
National Employee Development Center course listing
at: http://www.nrcs.usda.gov/wps/portal/nrcs/detail/national/nedc/training/gis/?cid=nrcs143 024136
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Task Guide 42 - Data Provisioning

Using Local Geospatial data

ArcMap works more efficiently when local geospatial layers are used in map documents. Using local
geospatial layers draw faster in the map; zooms in and out without long delays; and data comes into the
map without long initial drawing. Establishing geodata on the C: drive can be organized by the Toolkit
user to suit the needs of users for specified planning areas. Geodata on the C:\ drive mimics what’s on
the servers and can easily be accessed when not connected to the network. Geospatial layers must be
selectively transferred manually to C:\geodata folders. See example below with folders most used in
Toolkit conservation planning.

C:\geodata

. cadastral

, comman_land_unit
| elevation

. government_units

, hydrography

. hydrelogic_units

. land_use_land_cover
, map_indexes

| ortho_imagery

| project_data

| soils

| topographic_images

| transportation
Connect to Folder

When accessing ArcMap for the first time, folder connections must be established.

1. On the ArcMap Standard toolbar, click the Add Data + button.
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2. Inthe Add Data dialog, click the Connect to Folder £3 button.

EAddins
| Default.odb
mToolbox Jthx

-]

Show of type: IDatasets, Layers and Results ﬂ Cancel

3. Inthe Connect to Folder dialog, navigate to C:\geodata and click OK.

Note: Limit the number of connections to make ArcGIS more efficient. Suggestions to include other
folders are as follows:

F:\geodata\common_land_unit

C:\Users\<your.name>\My Customer Files Toolkit

Connect to Folder ‘. ﬁﬂ

Choose the folder to which you want to connect:

4 | geodata o
| cadastral
. common_land_unit
» Ju elevation
. government_units

. hydrography

< | [ | 3

Folder:  Ctlgeodata

’ Make Mew Folder ] [ oK ] [ Cancel
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Add Data to ArcMap Project

Click the Add Data button and navigate to the geodata folder to find appropriate layer. The example
demonstrates an example of geospatial files located in the hydrography folder. Water_dm_|_pall.shp
is selected; click Add button or double click the selected file name to bring data onto the Table of

Contents in project.

Add Data

Lok in: ’El hydrography

3 NHDH_PA.gdb

| water_dm_a_pa027 shp
E|water_dm_a_pa039.chp
| water_dm_a_pal&l .shp
Ed|water_dm_a_pal39.shp
E| water_dm_a_pa_z18.shp
Ewater_d m_|_palll.shp
*lwater_dm_|_pa027.shp
“~lwater_dm_|_pal39.shp

(=) water d m_l_pal4l.shp
[ water_d m_l_pa043.shp
= water_dm_|_pa055.shp
[~ water_d m_l_pal6l.chp
[~ water_d m_l_pal&7 shp
= water_dm_|_pa099.shp

MName: water_dm_|_pad1l.shp

Show of type: [Damsets and Layers

Using ArcCatalog to Manage Data Layers

ArcGIS 10.X changed how the Catalog application worked in ArcGlIS. l;]It is embedded in the ArcMap
for easy access. The icon to open Catalog is located on the ArcMap Standard toolbar. Hovering the
cursor over any icon will display a banner naming the icon. The Catalog can also be accessed through

the Windows menu:

Overview
Magnifier

Viewer

Windows | Help

Table Of Contents

Catalog

&l &l |&l @

Image Analysis

Search Ctrl+F

Catalog will appear as a box somewhere in the Data Frame. Anchor the box to the right of the data
frame. Note pushpin pointing down. Click on it to make it auto hide (pushpin will be pointing to the

left), thus making it available in any project that is opened.

Catalog

v ol @ | E- s E
i C:\geodata

Location:

Task Guide 38 — Data Provisioning

Page |3

September 16, 2016



GojeieD fu]

When not open, there is a tab displayed for ease of access next time it is needed. Click on tab to

=
reopen. Open Folder Connections to see established paths. Use the Connect to Folder icon _—

create new connections if needed.

to

Navigate to a geodata layer to bring into the project. Below is the same layer as in the example above.
With left click on the mouse, drag the selected layer into the center of the data frame. The layer will be
displayed into the Table of Contents and on the map. Catalog will bring in one layer at a time.

Catalog o
-l BlE-2 %
Location: =) water_dm_|_pa011.shp

= [ Home - | yylmm—"————— . - 5’
# ] Toolkit_Symbology
Q] ToolkitGIS_Template.mxd
=1 £3 Folder Connections
# ] A
= £ Ci\geodata
# £ cadastral
4 3 common_land_unit
# [ elevation
# £ government_units
= E3 hydrography
# [ 3 NHDH_PA.gdb
= water_dm_a_pal27.shp
= water_drm_a_pa039.shp
= water_dm_a_pal6l.shp
= water_drm_a_pa099.shp
= water_dm_a_pa_zl8.shp
= water_drm_|_pa0ll.shp
= water_dm_|_pal27.shp
= water_drn_|_pa039.shp

Using Catalog is very good for moving and copying files from one directory to another, renaming
shapefiles, or deleting obsolete files.

Users may want to disconnect some of the established paths. In Catalog, select the connection, right
click and select Disconnect Folder.
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Using National Geospatial Web Services in ArcMap

Image services are a way of delivering geospatial layers located on a server via the internet to be used in
GIS. NRCS customers and employees may access Enterprise Internet Map Services to assist in program
business and for remote sensing activities. National data services that are available are as follows:

Services Available
Basemaps

http://geodatacache.sc.egov.usda.gov/arcgis/services

Provides worldwide basemaps and reference layers including:
e shaded elevation
e government units showing places and boundaries
e orthographic imagery
e topographic images
e street maps and transportation

State Data

http://geodatastates.sc.egov.usda.gov/arcgis/services

Hosts data provided by each state and US territory to be consumed by the NRCS offices. Within the
service are state and territory specific map and feature services including the following (if provided by
the state/ territory):

e soils classification and boundaries

e working lands for wildlife boundaries

e 12 digit hydrologic unit boundaries

e EPAimpaired waters for both 100 and 300 meter buffers

Reference layers

http://geodata.sc.egov.usda.gov/arcgis/services

Provides map, image and feature services including:
e public land survey system boundaries
e common land units
e easement stewardship land boundaries
e easements imagery beginning in 2007
e high resolution elevation at 1m, 2m, 3m, and 5m
e contours and shaded relief
e national elevation dataset (NED) at 3m, 10m, and 30m
e government units and boundaries
e hydrography data
e land use and land cover
e orthographic imagery for the US and its territories
e soils boundaries
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Accessing the Services

There are multiple methods for accessing services for NRCS employees. Each method provides users

different capabilities and data.
e Web-Based Internet Map product
e ArcMap, OGC, or KML service using a GIS
e Web Based

GeodataCache:

http://geodatacache.sc.egov.usda.gov/arcgis/rest/services

GeodataStates:

http://geodatastates.sc.egov.usda.gov/arcgis/rest/services

Geodata:

http://geodata.sc.egov.usda.gov/arcgis/rest/services

Using a GIS such as ArcMap or ArcCatalog

Services data can be previewed in ArcCatalog or added to ArcMap for further analysis by adding an
ArcGIS Server connection through the GIS Servers menu on the catalog tree. Select add ArcGIS Server,
then use GIS services connection and the following server URLs are used for the NRCS services:

GeodataCache:

http://geodatacache.sc.egov.usda.gov/arcgis/services

GeodataStates:

http://geodatastates.sc.egov.usda.gov/arcgis/services

Geodata:

http://geodata.sc.egov.usda.gov/arcgis/services

Contact: For questions or comments, please contact lo-tx-nrcs-ngmc-ServicesHelp@one.usda.gov
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Tutorial: Add data from a National Web Service.

1. Onthe Standard Toolbar, click the Add Data + button.
2. Select B GIS Servers.

X
Look in: I@ Home—Sd1Iesener_Betty—snw_j St @ La' | i

¥& Home - Schlesener_Betty—snw_150419\ArcGIS_Projects
[ Folder Connections

ﬁ Toolboxes

@ Database Servers

[l Database Connections

@ GIS Servers

@ Interoperability Connections

[l Tracking Connections

[l Coordinate Systems

- |

Show of type: IDatasets and Layers j Cancel

3. Double click Add ArcGIS Server.

X
Look in: I@ GIS Servers j 4 fay L@ | g - | &

E
b
Cl
&

ver

ver
* [ add wes server
[ add wms server

Mame: I Add ArcGIS Server

Show of type: IDaiaseis and Layers j Cancel

4. Inthe Add ArcGIS Server dialog, leave the selection set to Use GIS Services (default) and click Next.

2]

This wizard guides you through the process of
making a connection to an ArcGIS Server. You can
either create a user connection to use GIS services,
or an administrative connection to manage GIS

T services,

|;> ﬂaj What would you like to do?

% Use GIS Services

4 " Manage GIS Services

< Back I Next > I Cancel
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5. Enter the appropriate server name listed in the table for the Server URL and click the

button.

General 2|

Choose the type of ArcGIS Server connection

% Internet
Server URL: I http: /jgeodata.sc.egov.usda.gov farcgis services
http: ffwwwe . myserver.com/arcgis /services
 Local
Hast ame: I
Authentication (Optional)
User Name: I
Password: I
| Save Username/Password

< Back I Finish I Cancel

6. Double click on arcgis on geodata.sc.egov.usda.gov.

X
Look in: I@ GIS Servers j 4 fup L@

Add ArcGIS Server

=|Add ArcIMS Server

5| Add WCS Server

=|Add WMS Server

arcgis on geodata.sc.egov.usda.gov

L
i

T

Fi

o+ L+
| 210

&

Mame: |l
Show of type: IDatasets and Layers j L‘ﬂl

7. Double click on the data set. For instance, double click on common_land_units to see the data

layers included.

ﬂ
Look in: Iqj arcgis on geodam.sc.egov.usdzj 4 dup L3

[Fcadastral @ SampleWorldCities
£ comman_land _units

[easements

[ elevation

[E= gecobserver

Egovernment_units

[Ehydrography

[ ortho_imagery

Eutilities

-]
Show of type: IDamsem and Layers j Cancel |
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8. Double click on the data layer to add it to Toolkit.

5
Look in: IE common_land_units j 42 {b 3 | EEE - | Y | Ej Lw G

@ common_land_units

- |

Show of type: IDamseis and Layers j Cancel

Add an ESRI Base Map

ESRI basemaps are available to be used in Toolkit. The data is served over the web.

1. On the ArcGlIS Standard toolbar click the arrow on the Add data button and select Add Basemap.

& -||[1525m =l
& addData...
HH Add Data From ArcGIS Online. ..

2. Select Imagery or a different layer and click the button.

E & Add Basemap x|

Light Gray Canvas National Geographic OpenStrestMap

w

Terrain

Oceans

Topographic USA Topo Maps

s
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Task Guide 43 - Preparing SSURGO Soils data for Toolkit

Contents:
TaTiA I o Yol L oY) Y] AU J RS 1
DOWNIOAA SSURGO DAt ...eeeiiiiiiiiiiiieeiee et ettt ettt st e st e e st e s me e e sase e sabeeesmteesabeeesnneesmseesneeesareenanes 1
Project SSURGO Data to UTIM COOrdiNates........uuueieiiiiiciiiiiiee e e ecciiieeee e e ecittre e e e e e e e snntree e e s e s e e nnnraaeeaaeeas 3

To maximize the functionality of the Toolkit Soil Data and Inventory Report button, it is necessary for the
SSURGO shapefile (soilmu_a_stXXX.shp) to contain a field with the Prime Farmland attribute. The steps
outlined below will help to download and prepare the data for use in toolkit with minimal time and
effort. This does require ArcGlS 10.1 or higher.

Initial Toolbox Setup

1. Download the Soil Data Development Toolbox and unzip to a location of your choosing.

& Soil Data Development Toolboxthx
Download SSURGO Data

2. Open ArcCatalog and navigate to where you placed the Soil Data Development Toolbox.

3. Expand the Download SSURGO Toolset, choose a method to download the data and double click the
name. This example will cover Download SSURGO by Areasymbol.

= @ Soil Data Development Tunlhux.thx

= & Download SSURGO Toolset
&' Download SSURGO by Areasymbol
& Download SSURGO by Map
&' Download S5URGO by Survey Name
% Process W55 Downloads
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" Download SSURGO by Areasymbol

Newer than {days) {optional)

Search by Areasymbol

NE
Output Folder
C:\Temp\55URGO_Frep

Soil Surveys

MEO01, 2014-09-29, Adams County, Nebraska
[] MEDO3, 2014-09-26, Antelope County, Nebraska
B [] NEDDS, 2014-03-25, Arthur County, Nebraska
|1 MEDO?7, 2014-09-29, Banner County, Mebraska
] NEDD9, 2014-03-25, Blaine County, Nebraska

[7] MED11, 2014-03-12, Boone County, Nebraska
[] NED13, 2014-09-25, Box Butte County, Nebraska
[] NED15, 2014-08-27, Boyd County, Nebraska

[7] NED17, 2014-09-25, Brown County, Nebraska
‘ nr

[ Select All ] [ Unselect All ]
Template Database (optional)
E:\GeodataTools\SSURGO\soild_NE_2003_Batchimport,mdb

Remove tex files abular)
[¥] Add Map Urit Name

Remove text files (tabular)

Remove all text files in the tabular folder after the
import process is complete.

Please note that the text files are useful for the
creation of multi-survey databases using the "Merge’
tools or the Import macro in each SSURGO Template
database.

c]

OK

l [ Cancel ] [Enwronmemx.“ ] [ << Hide Help ]

[

Tool Help

A. Enter the state abbreviation.

B. Choose an output location for the files.
C. Select the county(s) that you are interested in downloading. If you want all of them, click the

Select All button.

D. Select the Template Database to use, if applicable. Typically you would only select a template if
your state has a customized, state specific template.

E. Select Remove text files (tabular). It is unnecessary to maintain these text files for toolkit
purposes and makes the easier to move.

F. Make sure that Add Map Unit Name is checked. This will add both the Map Unit Name and
Prime Farmland information to the soilmu_a_stXXX shapefile, which is needed in Toolkit to run

the Soil Inventory and Report Tool.

G. Click the OK button to execute the tool. It typically takes a minute or less for a survey.
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Project SSURGO Data to UTM Coordinates

The data that was just downloaded is in a WGS84 projection, which is not the projection we want for
use with Toolkit. To rectify that we will need to project the data to the appropriate UTM zone.

=] |Scil Data Development Toolbox.thx

= & Download SSURGO Toolset
&' Download S5URGO by Areasymbol
&' Download SSURGO by Map
&' Download S5URGO by Survey Name
" Process WSS Downloads
& gSSURGO Database Toolset
& gSSURGO Mapping Toolset
= %: S5URGO Data Management Toolset
E" Merge Soil Shapefiles
&' Merge Soil Shapefiles by DE
E" Merge Soil Shapefiles by Map
5 Merge Template Databases
& Merge Template Databases by Map
) ' Project SSURGO Datasets

4. Expand the SSURGO Data Management Toolset and Double click on Project SSURGO Dataset.

r N
= Project SSURGO Datasets [
S5URGO Downloads i Output Coordinate System )
B
Survey Boundary Layer A projected coordinate system for the new spatial
g =Y data. Output datum should either be NAD 1983 or
E:\GeodataTools\55URG0 \soilsa_a_nrcs_NE.shp @ WES 1984,
Input SSURGO Datasets
soil_ne001 A datum transformation of NAD_1983_To_(ITRFO0)
_WGS_1984 will automatically be applied where
necessary.

[ Select Al ] [ Unselect All Add Value

Qutput Folder |
C:\Temp'\SSURGO_Prep\UTM @ |

Geographic Region |
Lower 48 States -

Qutput Coordinate System
NAD_1983_UTM_Zone_ 140

&)

Copy Tabular Data

0 [ oK. ] [ Cancel ] [En\ﬂmnments... ] [ << Hide Help ] [ Tool Help

A. Select the folder location that the SSURGO data was downloaded to in step 3B.
B. Select a Survey Boundary Layer.
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e If processing the whole state and you do not have a state layer with soil survey areas, you can
download it at:
http.//websoilsurvey.sc.egov.usda.gov/DataAvailability/SoilDataAvailabilityShapefile.zip

e |f processing one county, you can use the soil survey boundary that was downloaded. It is
named soilsa_a_stXXX.shp in the spatial folder: i.e.

Survey Boundary Layer
C:{Temp\SSURGO_Prepsoil_ne0dd 1'spatialisoilsa_a_nell1.shp

C. Chose the dataseta that you wish to project. By default all avaialble will be checked; you can use the
Unselect All button if you need to.

Select an output folder for the projected data.

Select the appropriate Geographic Location for the data.

Select the appropriate UTM Zone for the data.

Select Copy Tabular Data.

Click the OK button to execute the tool. It will typically take less than 10 seconds per survey.

IOomMmo

Data is now prepared and ready to use with Toolkit.

Task Guide 43 Page |4 September 16, 2016


http://websoilsurvey.sc.egov.usda.gov/DataAvailability/SoilDataAvailabilityShapefile.zip

Task Guide 44 - CStwP Lesson Plans

The CStwP Lesson Plan document is not inserted here. The file can be printed separately as needed.
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Task Guide 45 - Conservation Lesson Plans

The Conservation Lesson Plan document is not inserted here. The file can be printed separately as
needed.
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Task Guide 46 - Easement Lesson Plans

The Easement Lesson Plan document is not inserted here. The file can be printed separately as needed.
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Task Guide 47 - IET Lesson Plans

The IET Lesson Plan document is not inserted here. The file can be printed separately as needed.
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