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This training manual was created as a self-paced, step by step approach to training field users on Toolkit 2004. Images were 
created from Toolkit 2004 build 61. Some images may not correspond exactly to the latest released version of Toolkit 2004. 
Please refer to the Toolkit 2004 User’s Guides as well as the Online Help (http://cst.nrcs.usda.gov/Toolkit/Help) pages for 
further details.
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Resource Conservationist
NRCS
402 N Walnut, Suite 110
Harrison, AR 72601
870-741-8600 x6
johnny.chism@ar.usda.gov
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trademarks or trademarks of Microsoft Corporation in the

United States and/or other countries
Adobe and Acrobat are registered trademarks of Adobe Systems Incorporated

ArcGIS and ESRI are registered trademarks of Environmental Systems Research Institute, Inc.
The U.S. Department of Agriculture (USDA) prohibits discrimination in all its programs and activities on the basis of race, 
color, national origin, sex, religion, age, disability, political beliefs, sexual orientation, or marital or family status. (Not all 
prohibited bases apply to all programs.) Persons with disabilities who require alternative means for communication of 

program information (Braille, large print, audiotape, etc.) should contact USDA’s TARGET Center at 202-720-2600 (voice 
and TDD).

To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, Room 326W, Whitten Building, 14th and 
Independence Avenue, SW, Washington, DC 20250-9410 or call (202) 720-5964 (voice and TDD). USDA is an equal 

opportunity provider and employer.
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Setting Toolkit Preferences

Toolkit 2004

To Start Toolkit 
2004, click Start, All 
Programs, Customer 

Service Toolkit, 
Toolkit 2004.
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A-2

Toolkit 2004 opens 
on the Check In/Out 
tab.

Click the Start Preferences 
application by clicking the 
wrench icon.
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A-3

The Preferences 
application opens on the 
Field Office tab. The first 
time you run the 
application you must 
Update FO Info to 
download the list of offices 
which you have 
permissions to access.

Click Yes to 
continue.
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A-4

You must 
authenticate 
through 
WebCAAF.

Enter your 
WebCAAF
credentials.



NRCS-Arkansas v1.0 Setting Toolkit Preferences

A-5

Once you are 
authenticated, your 
list of offices will 
appear.

Choose your primary 
Field Office and check 
the Default Office 
checkbox, then click the 
Save button.
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A-6

You will get a 
message telling you 
the data has been 
saved. Click OK, 
then click the 
Conservation 
District tab.

Click the Update CD 
Info button.
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A-7

Your list of Conservation Districts 
will appear, choose your primary 
Conservation District and check the 
Default District checkbox, then click 
the Save button.

You will get a 
message telling you 
the data has been 
saved. Click OK, 
then click the 
Practice Narrative 
tab.
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A-8

To shorten choice lists 
in Toolkit, only select 
the practices that you 
need to use in your 

county (counties). Click 
the UnSelect All button.

Click the check box, to select 
applicable practices. Note the 
available practice narratives 
for the practice will appear in 
the right hand window. Click 
the Save button.



NRCS-Arkansas v1.0 Setting Toolkit Preferences

A-9

You will get a 
message telling 
you the data has 
been saved. Click 
OK, then click the 
GIS Tools tab.

Click to select  Basic as the 
Toolkit GIS User Level. Click 
to select All Planning Land 
Units for the Default PLU 
Import. For the Default Map 
Projection choose NAD 1983 
UTM Zone 15N for Arkansas. 
Click the Save button to save 
the data.
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A-10

You will get a 
message telling 
you the data 
has been 
saved. Click 
OK, then click 
the Choice Lists 
tab.

In the NRCS Land Use 
window (upper left) 
choose the applicable 
land uses for your 
county (counties). Click 
the save button in the 
upper left window.
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NRCS Land Uses 
are saved.

Repeat the 
process for 
Programs (right 
hand window).
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A-12

In the Local Land 
Use window (lower 
Left), you can add 
local land uses for 

your county 
(counties).  Click the 

Add New button.

Type in the local land use. 
Click Add New to add 
additional local land uses. 
When all have been added 
click the Save button.
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A-13

Local Land Uses 
are saved. Click 
Ok, and then 
click the Custom 
County Data 
Management 
tab.

If you have permissions 
to access several 
counties, you can 
choose which counties’ 
data you would like 
updated each time you 
start Toolkit. The number 
of counties selected can 
affect the time it takes to 
download lookup data, 
so it is a good idea to 
only select counties that 
you access frequently. 
When you have selected 
your counties, click 
Save.
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A-14

The data is saved. 
All preferences 
have been set. 
Click OK.

Before you exit, 
you can make 
sure all the data 
is saved by 
clicking 
Preferences, 
Save all.
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A-15

To exit the Toolkit Preferences, 
Click Preferences, Exit or click the X 
in the upper right hand corner of the 
window.

You are returned to the main Toolkit 
2004 window.
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A-16
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B-1

Customer Folder Tabs

Toolkit 2004

The check In/ Out tab 
shows all the customer 

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

workstation on the right. 
Click on the folders tab.
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B-2

The folders tab shows only the folders 
checked out on your workstation

The top icon in the left panel allows you to create 
new Customer folders. 
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B-3

The second icon allows you to open a selected folder. 

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

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

The change county icon allows you to 
change the location county of a folder.
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B-6

The Delete folders or plans icon allows you to 
delete folders from your workstation and 
optionally from the NCPDB.

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

The SCIMS window opens 
and allows you to search 
for a customer. Note: New 
customers cannot be 
added from within Toolkit 
2004 they must be added 
in SCIMS. 
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B-8

A list of customers 
from SCIMS 
appears. To select a 
customer click on the 
customers name. 

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

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

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

The note is added.
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The report icon allows you to create an Assistance Notes report.

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

The report is created. Click the 
printer icon to send the report 
to the printer. After the report is 
printed, close the report 
window.



NRCS-Arkansas v1.0 Customer Folder Tabs
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There is also a Delete note icon to delete existing notes. 

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

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

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

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

You are returned to Checked Out 
Folders.



NRCS-Arkansas v1.0 Creating a New Customer Folder
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Creating a New Customer 
Folder

Toolkit 2004

If you work in multiple counties, select the county for which 
you wish to add a new customer folder. Check to see if the 

customer is already present in the NCPDB, click Go.
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Customer folders presently in the 
NCPDB appear in the left window. If 
the customer is not present, click the 
Create New Customer Folder icon.

You will be taken to the 
SCIMS application to select 
the customer. Note: if you are 
not already authenticated 
through WebCAAF you will 
have to enter your WebCAAF
credentials. Enter information 
about the customer to search 
the SCIMS database. If the 
customer has not been 
added to SCIMS, you will 
have to go to SCIMS to enter 
the customer information.
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Once the customer is found in SCIMS, the 
information will display on the screen. Click on the 
customer’s name.

Enter the name of 
the business.
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Enter an identifier for the 
customer. Do not use spaces or 
any of the special characters 
listed on the dialog box. Click 
OK.

A message confirming 
the addition of the 
customer folder appears. 
Click OK.
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The new 
customer folder 
appears on your 
workstation.
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Checking Out/In an Existing 
Customer
Toolkit 2004

When you start Toolkit 
2004, a message asking if 
you want to synchronize 
with the NCPDB appears. 
Click yes.
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D-2

You will have to 
authenticate through 
WEBCAAF. Click 
Continue.

Enter your WebCAAF
credentials.
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You are now authenticated, choose your 
county and click Go. (You may enter the other 
optional information to narrow your search.)

All the customer folders in the NCPDB appear 
on the left and all customer folders on your 
workstation appear on the right.
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Click on the customer that 
you wish to check out to 
select the customer folder. 
Click the Check Out 
button.

The customer folder is checked out to the local 
workstation. Notice the copy on the on the 
NCPDB is locked and can only be checked out as 
read-only by other users. The write copy is now 
present on your workstation. Click on the Folders 
tab.
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The Folders tab shows only the 
customer folders present on your 
workstation. Click the customer folder to 
select it.

Click the Open Folder icon.
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The customer folder is opened on the General 
tab. (This data is not editable from within Toolkit 
2004, Edits must be made in SCIMS) Click on 
the Assistance Notes tab.

There are no assistance notes for this 
customer, click the Land Units tab.
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On the Land Units tab, 
Click the drop down button 
by Select a Plan and click 
the plan name to select the 
plan.

The land units for the customer 
appear. Note the land units show as 
unmapped. The land units will show 
as unmapped whether or not they 
were mapped with ArcView in the 
previous version of Toolkit. They will 
need to be linked to the map in 
ArcGIS later. Click on the Practice 
Schedule tab.



NRCS-Arkansas v1.0 Checking Out an Existing Customer

D-8

Select the plan by clicking the drop 
down button in the plan field. The 
current practice schedule appears. 
Click the Customer Files tab.

All customer files in the Customer’s folder 
were preserved from the previous version of 
Toolkit, including the old ArcView project files.
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Once you are through editing the 
customer folder it needs to be checked 
back in to the NCPDB.  Click the lower X 
in the upper right corner of the window. 
(The upper X closes Toolkit)

Click the Check In/Out tab.
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Click the customer folder 
on the right to select it, 
then click the Check In 
button.

The customer folder is transferred 
back to the NCPDB. Notice the folder 
is now free to be checked out by 
other users.
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Opening an Existing Map 
Document
Toolkit 2004

Once a new map document has been 
created for a customer, the .mxd file 
appears in the ArcGIS_Projects folder. To 
open the map document double click on 
the filename.
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E-2

The map opens. Some of the layers are 
automatically added to the map, but the 
Planned Land Units and practice layers are 
missing. The PLU layer must be manually 
added to the document, by selecting the plan.

Click the Select a Plan button.
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E-3

The Select a Plan dialog box 
appears, if the customer has 
more than one plan, use the 
drop-down button to select 
the plan then click OK. If the 
option Do not add practices 
checkbox is not checked any 
digitized practice layers will 
also be added to the map.

The Planned Land 
Units layer and 
practice layers are 
added to the map.



Opening an Existing Map Document

E-4
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Creating New Planned Land 
Units

Toolkit 2004

To create new Planned Land Units the customer folder 
must be on the local workstation. Click the customer 
folder to select it and click the open folder icon.
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The General tab has the customer information from SCIMS.

The Land Units tab shows 
all the land units entered 
for the customer. This 
customer does not 
currently have any 
mapped or unmapped 
land units entered.
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The Customer Files tab shows all the customer’s files. 
To enter land units, use ArcGIS. Click on the 
ArcGIS_Projects folder. The default ArcGIS map 
document is in the ArcGIS_Projects folder. Double Click 
the Template file to open ArcMap.

The map document opens with no data 
added. Click the Add Data button.
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Connect to Folder

Choose the folder where the Geodata is stored (C:\geodata or F:\geodata). 
Click Add.
Note: if the folder where your geodata is stored is not displayed in the 
window, click the connect to folder button and navigate to the location 
where the geodata is stored.

Click on the ortho_imagery folder and click Add.
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Click the filename of the ortho-photography file to select it, and 
click Add. Note: do not double click the filename to open it.

The ortho photography 
is added. Use the 
Zoom In tool to zoom to 
the customer’s land.
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The customer’s 
land is displayed on 
the screen. Create 
a New Toolkit Layer 
in which to digitize 
the customer’s land 
units.

The New Toolkit Layer dialog box 
appears. Check the Planned Land 
Units checkbox, click the 
checkbox to Create new plan 
database with a new land unit 
layer then click OK.
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A dialog box appears 
that allows the use of 
Common Land Units 
created by FSA to be 
used as the Planned 
Land Units. Click No.

The Land Unit Editor bar 
appears. Click the title bar 
and drag the editor bar to a 
convenient location.
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Click the Add Field icon to 
begin digitizing the fields. 
Notice the editor icon 
appears on the Toolkit 
Toolbar to show a layer is 
being edited.

Digitize the outside 
boundary of the 
fields first. Click to 
start the outside 
boundary.
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Click at each change in 
direction as you move 
around the outside 
boundary.

Continue clicking 
at each change 
in direction, then 
double click at 
the last corner 
when it forms a 
straight line to 
the beginning 
point.
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The outside 
boundary is 
digitized. Next 
split the field into 
its smaller parts.

Notice the 
split field 
button is not 
active.
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The field to be 
split must be 
selected. Click 
the Select Field 
button.

Click anywhere 
within the field 
and it will be 
selected. The 
border turns blue 
to signify it is 
selected.
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The split field 
button becomes 
active, click it.

Click once 
outside the 
field, click at 
any change in 
directions for  
the line and 
double click 
outside the 
field.
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The field is split 
and two fields are 
created from the 
first one.

The next field to 
be split must be 
selected. Click 
the Select Field 
button.
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Click inside the 
field to select it, 
the field boundary 
turns blue to 
signify the field is 
selected. Click the 
Split Field button.

Click once outside 
the field, click at 
any change in 
directions for the 
line and double 
click outside the 
field.
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The field is split and 
two fields are 
created from the 
selected one.

Continue to 
select and split 
fields to create 
all the fields 
needed for the 
plan.
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All the fields are 
created, except 
for one field that 
is entirely 
contained within 
another field. 

You cannot use 
the split field to 
split fields that 
are contained 
within another 
field, use the 
Add Field 
button, but first 
select the field 
that contains the 
smaller field.
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Click within 
the field to 
select it, then 
click the Add 
Field button.

Click around 
the field 
boundary, 
Double click to 
end the line.
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The new field is 
created inside the 
previous field. All 
fields are digitized 
and are ready to 
be saved. Click the 
Editor drop-down.

Click Stop Editing
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Click Yes to 
save the edits.

Close the Land 
Unit Editor 
Toolbar. Notice 
the editor icon 
disappears from 
the Toolkit 
Toolbar to show 
that no layer is 
being edited.
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Occasionally 
you may 
discover that 
you forgot to 
split out a 
field.

Existing layers can 
be edited by using 
the Toolkit Digitizer, 
click it.
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Choose the layer 
to edit and click 
OK.

The Land Unit 
Editor bar appears. 
Notice the editor 
icon appears on 
the Toolkit Toolbar 
to show a layer is 
being edited.
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Click the Select Field button.

Click in a field to select it. Click the Split Field button.
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Click once outside the field, click at any change in 
directions for the line and double click outside the field.

A message telling you the new 
features must be attributed 
appears, click OK.
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Click the Editor drop-
down and click Stop 
Editing.

Click Yes to save 
the edits.
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Close the Land Unit 
Editor Toolbar. Notice the 
editor icon disappears 
from the Toolkit Toolbar 
to show that no layer is 
being edited.

The Land Units 
are digitized 
and saved.
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Note: 
Occasionally you 
may need to 
combine fields. 
During editing, 
you can select 
two fields and 
use the Merge 
Fields button.

Select the field 
for which you 
want to keep 
the attribute 
data. Click OK.
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Click the Editor 
drop-down and 
click Stop 
Editing. Save 
the Edits.
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Linking Existing Tabular Land 
Units to a Map

Toolkit 2004

Once an existing Customer Folder is checked out to your 
workstation. Select the folder and click Open folder.
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Click the Land Units tab. Use the Drop-
down button to select the plan. The 
customer’s Land Units appear. Notice 
these land units show as unmapped. 
They need to be linked with the Plan in 
ArcGIS.

Click on the Customer Files tab. If you expand 
the Plan_Maps/Plan folder you will notice there 
is a consplan.mdb file but no consplan.shp, 
consplan.shx, consplan.dbf (shapefiles) files, 
which signifies that the land units were entered 
manually without digitizing them in ArcView. 
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Double click on the 
ToolkitGIS_Template.mxd file 
to open the map document.

The template opens. Click the 
Add Data button to add the Ortho 
Photography.
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Navigate to where your ortho-
photography is stored and click 
the filename of the ortho-
photography file to select it, and 
click Add. Note: do not double 
click the filename to open it.

The ortho
photography is 
added. Use the 
Zoom In tool to 
zoom to the 
customer’s land.
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The customer’s 
land is displayed 
on the screen. 
Create a New 
Toolkit Layer in 
which to digitize 
the customer’s 
land units.

The New Toolkit Layer dialog 
box appears. Check the Planned 
Land Units checkbox. 
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Click the checkbox to Link to existing 
plan database and choose the 
database, then click OK.

The Land Unit Editor 
bar appears. Click 
the title bar and drag 
the editor bar to a 
convenient location. 
Click the Add Field 
icon to begin 
digitizing the fields. 
Notice the editor 
icon appears on the 
Toolkit Toolbar to 
show a layer is 
being edited.
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Digitize the outside 
boundary of the 
fields first. Click to 
start the outside 
boundary. Click at 
each change in 
direction as you 
move around the 
outside boundary, 
then double click 
at the last corner 
when it forms a 
straight line to the 
beginning point.

The outside 
boundary is 
digitized. Next 
split the field into 
its smaller parts. 
The field to be 
split must be 
selected. Click 
the Select Field 
button.
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Click anywhere 
within the field and 
it will be selected. 
The border turns 
blue to signify it is 
selected. The split 
field button 
becomes active, 
click it.

Click once outside 
the field, click at any 
change in directions 
for the line and 
double click outside 
the field.
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Continue to select 
and split fields to 
create all the fields 
needed for the 
plan.

All fields are 
digitized and are 
ready to be saved. 
Click the Editor 
drop-down, Click 
Stop Editing
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Click Yes to 
save the edits.

Close the Land 
Unit Editor 
Toolbar. Notice the 
editor icon 
disappears from 
the Toolkit Toolbar 
to show that no 
layer is being 
edited.
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Now you must 
link the digitized 
fields to their 
respective 
tabular data, 
click the 
Attribute Tool.

Select the Planned Land 
Units  layer to attribute. 
Click OK.
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The Attribute Tool opens. 
Click within a field to select 
a field to attribute. Click the 
Link to tabular button.

A list of the 
tabular land 
units appears. 
Since the 
selected field is 
Land Unit 1, 
click the button 
to the left of 
Land Unit 1 to 
select it.
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Land Unit 1 is selected, 
click the Link button.

The data for Land unit 1 is now brought 
into the attribute data, Notice the 
Unmapped tabular information for land 
unit 1, disappears. Click Apply.



NRCS-Arkansas v1.0 Linking Existing Tabular Land Units to a Map
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Click in field 2 on 
the map, click the 
button to the left 
of the tabular data 
for Field 2. Click 
the Link button.

The attribute data for Field 2 now 
displays in the attribute tool and 
disappears from the Unmapped 
Tabular data. Click Apply.
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Click in field 3 on the 
map, click the button to 
the left of the tabular 
data for Field 3. Click 
the Link button.

The attribute data for Field 3 
now displays in the attribute 
tool and disappears from the 
Unmapped Tabular data. Click 
Apply.
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Click in field 4 on the 
map, click the button to 
the left of the tabular data 
for Field 4. Click the Link 
button.

The attribute data for Field 4 now 
displays in the attribute tool and 
disappears from the Unmapped 
Tabular data. Click Apply.
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Click in field HQ on the map, 
click the button to the left of the 
tabular data for Field HQ. Click 
the Link button.

The attribute data for all Fields have 
been linked and there is no longer 
any data in the Unmapped Tabular 
data. Click OK.
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All fields have been 
attributed from the 
tabular data.
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Linking Existing Digitized Land 
Units to a Map

Toolkit 2004

Once an existing Customer Folder is 
checked out to your workstation. 
Select the folder and click Open folder.
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Click the Land Units tab. Use the Drop-
down button to select the plan.

The customer’s Land Units appear. Notice even 
though these land units were digitized in 
ArcView in the previous version of Toolkit, they 
still show as unmapped. They need to be linked 
with the Plan in ArcGIS.
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Click on the Customer Files tab. 
Then double click on the 
ToolkitGIS_Template.mxd file.

The template opens. Click the 
Select a Plan tool.
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Select the customer’s 
plan and click OK.

A message appears 
telling you that that the 
Toolkit 4.1 land units can 
be imported. Click OK.
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Click the Import Legacy 
Shapefiles tool.

Click the Browse button to 
browse for the Legacy 
shapefiles.
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Navigate to where the shapefile is located. It 
should be in the customer’s file under 
\Plan_Maps\Plan folder. Click Select.

Choose All Planning Land Units and click OK.
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A window appears with all the land units on the left and land units that will be 
linked on the right. Note: land units without numbers and without a match in 
the left window are probably small areas such as slivers and loops that 
probably do not need to be linked. Click OK.

The land units 
are added.
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Click the Add Data 
button to add the 
aerial photo.

Choose the folder where the Geodata is stored 
(C:\geodata\ortho_imagery or 
F:\geodata\ortho_imagery). Select your ortho
image and Click Add.
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The Ortho Image is 
added. To check to 
see that the land units 
are now mapped, 
click the Customer 
Service Toolkit button 
on the task bar.

The Land Units show as 
mapped. 
To return to the map 
document, click the 
ToolkitGIS_template.mxd file 
on the task bar.
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You are 
returned to the 
map 
document.
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Adding Land Unit Attributes

Toolkit 2004

Once land units are 
digitized, they need 
to be attributed. In 
other words each 
field should have 
data recorded for 
them, including field 
numbers, tract 
numbers, land use 
etc. Click the 
Attribute Tool.
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Select the Planned Land Units 
(consplan) layer to attribute. 
Click OK.

The Attribute Tool opens. Click within a field to select a field to attribute. 
The selected field is shaded blue. Enter the tract and field number. If the 
field has an HEL determination click the drop-down to choose the HEL 
determination.
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Choose the NRCS land use and the 
local land use if local land uses have 
been entered for the county.

Click Apply to save the data 
for the first field. Then click in 
the next field to select it.
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Enter the information for the 
second field, click Apply.

Continue to select and attribute 
the fields, when the last field is 
completed click OK.
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Creating Land Unit Labels

Toolkit 2004

Once you have 
digitized the land 
units and have 
attributed them, 
you can create 
labels for them. 
Click the Map 
Labels button. 
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The map Labels dialog box 
appears. Click the dropdown 
button by Select Layer and 
choose the Consplan Layer.

Leave the Create Annotation 
Layer box checked, choose a 
label style and text size. 
Choose up to 5 individual 
label elements by clicking the 
checkbox in front of the row, 
choose the data field from the 
attribute table.
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Type in the text that you want 
to appear in front of the data 
element and the units for any 
applicable data. Once you 
have entered the data for the 
labels, you can save your 
choices to make it easier to 
enter this data in the future. 
Click Save User Preference.

A message appears to show 
your preferences have been 
saved. Click OK.
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Click OK to create the labels.

Click OK to accept the default name for the 
annotation layer. 
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The labels are added. 

To change the color, font 
or size of all labels Click 
Edit, Select All Elements. 
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All labels are selected. 

To change the font size, click the 
dropdown button in the font size 
window and choose a font size.



NRCS-Arkansas v1.0 Creating Land Unit Labels

J-7

The font size changes. Click the 
dropdown button in the font 
color window and choose a font 
color. 

Click the select 
elements tool and 
click on a single 
label. A single label 
is selected. To edit 
the text in a label, 
double click on the 
label.
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The label properties 
window appears. Select 
the text.

Type in the new text 
for the label and click 
OK.
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The label text is 
changed. In ArcGIS text 
is stored in layers called 
annotation layers.

To turn off annotation layers (labels), 
Right click on the Layers heading in the 
display table of contents. Click 
properties. 



NRCS-Arkansas v1.0 Creating Land Unit Labels

J-10

Click on the annotation 
Groups tab.

Click to remove the check in 
front of the Consplan
Annotation Layer and Click 
OK. 
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The labels are 
removed.

To turn the labels back on, Right click on 
the Layers heading in the display table of 
contents. Click properties.



NRCS-Arkansas v1.0 Creating Land Unit Labels

J-12

Click to place the check in front 
of the Consplan Annotation 
Layer. Click OK.

The labels 
reappear. 
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Digitizing Line Type 
Conservation Practices

Toolkit 2004

One of the new features of Toolkit 2004 is the 
option of adding conservation practices to the 
map document and automatically adding the data 
to the practice schedule. There can be only one 
practice theme for each of the practice types 
(lines, points, polygons). So all line type practices 
should be digitized into one theme. Examples are 
fences, pipelines, terraces, etc. Usually any 
practices whose units are feet would be digitized 
as Lines. To start digitizing the practices, click 
the New Toolkit Layer tool.
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To digitize Line type practices, 
check the Practice Line checkbox.

The Practice Lines Editor toolbar appears. Click the Add Practice 
tool. Notice the tool defaults to a line tool. Notice the editor icon 
appears on the Toolkit Toolbar to show a layer is being edited.
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To digitize a pipeline 
from the Pond in 
Field 1, click once to 
start the line, click at 
each change in 
direction, and 
double click to end 
the line.

The line is added, 
the line will be 
attributed later to 
signify it is a 
pipeline. There are 
also several fences 
that are planned for 
Field 1.
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There will be several fences in 
this field, but they need to be 
combined as one line in the 
practice schedule. To digitize 
them as one fence with several 
parts, click once to start the line, 
click at each change in direction, 
BUT do not double click to end 
the line, instead click once at the 
end, then extend the line outside 
of the boundary and Right Click, 
choose Finish Part.

Right Click

Click to start the second 
part, click at the end, then 
extend the line outside of 
the boundary and Right 
Click, then choose Finish 
Part.
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Repeat for the third part. 
Click to start the third part, 
click at the end, then extend 
the line outside of the 
boundary and Right Click, 
then choose Finish Part.

Repeat for the last part. 
Click to start the last 
part, click at the end, 
then extend the line 
outside of the boundary 
and Right Click, but 
now choose Finish 
Sketch.
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Now all the parts 
of the fence are 
digitized as one 
fence.

To add a fence in the 
second field, click once to 
start the line and double 
click to end the line.
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Repeat for the fence in 
the third field.

All of the pipelines and 
fences  are digitized, Click 
the Editor dropdown and 
click stop editing
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Click Yes to 
save your edits.

Notice the editor icon 
disappears from the 
Toolkit Toolbar to 
show that no layer is 
being edited. Close 
the Editor Toolbar.
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Now the lines 
(practices) need 
to be attributed to 
record which 
practice each line 
represents. Click 
the Attribute 
Tool.

Select the layer to 
attribute (Practices 
lines).
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The attribute tool window appears, 
click  the first line (Pipeline) to select 
it. Notice the line changes color to 
signify it is selected. 

Enter the information about the 
practice, Including the tract 
and field if it is not already 
present, the practice code or 
practice name and the 
scheduled date. Note the 
Amount is automatically 
calculated from the length of 
the line. Click Apply.
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Click to select the next line 
(fence). Notice all parts of 
the line are selected and 
the total distance of all parts 
appears in the planned 
amount. Record the 
information, and click Apply.

Click to select the next line 
(fence). Record the 
information, and click Apply.
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Click to select the last line 
(fence). Record the 
information, and click OK 
(since this is the final line to 
be attributed).

Now give the individual practices 
unique symbols, Right click on the 
Practices (lines) layer then click 
Properties.
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The Layer properties 
window opens, click 
on the symbology
tab. Under the show 
window click on 
Categories

Click on Unique 
Values and change 
the Value Field to 
Practice Name. 
Click the Add All 
Values button.
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All the practices are 
added. Uncheck the 
checkbox next to <all 
other values> to unselect 
it. To change the symbol 
for the practices double 
click on the Fence 
symbol.

Some symbol 
choices 
appear but to 
use the NRCS 
planning 
symbols click 
the More 
Symbols 
button.
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Click on 
NRCS 
Planning to 
place a 
check and 
select it.

The NRCS Planning 
symbols appear, 
scroll down and click 
on the Planned 
Fence symbol.
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Click the dropdown button on the 
color options and choose a color,

Use the scroll buttons in 
the width window to 
change the size of the 
symbol if necessary. 
Then click OK.
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The fence symbol is 
changed, repeat the 
process to change the 
symbol for the pipeline. 
Double click on the 
pipeline symbol.

The NRCS symbols 
appear. Note that you do 
not have to add them 
again, scroll down and 
click on the planned 
pipeline symbol.
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Change the 
color and width if 
necessary, then 
click OK.

The pipeline symbol 
is changed, click 
OK.
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The new symbols appear on the map. Even 
though you changed the symbols for the lines, 
they will default back to a plain line when you 
open the map document again, if you do not 
save the symbology. Right click on the 
Practices (lines) layer and click Save 
Symbology.

To record the practice narrative for the 
practices just added you need to go to the 
practice schedule. To do so click the 
Customer Service Toolkit icon on the task bar.
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You are returned to Customer Service 
Toolkit, click the Practice Schedule tab if you 
are not already there. Select the plan by 
clicking the dropdown button in the Select a 
Plan window. The land units appear with the 
practices that were just digitized. Notice no 
narratives are entered for the practices just 
digitized, click on the Narrative line for the 
first practice.

The narrative 
window 
appears, 
choose a 
narrative and 
click OK.
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Continue and add narratives 
for all practices. Notice all 
information except the 
practice narratives is brought 
over from the map document.

Enter the Plan Date for the Plan and click Save.
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Click OK. 
To return to ArcGIS click the 
New_plan.mxd icon on the 
task bar.

You are returned 
to the map 
document.
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You can also use 
the map labels 
tool to label the 
practices. Click 
the Map Labels 
tool.

Choose the Practices (lines) 
layer to label.
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Check up to 5 fields to use as labels. 
One is sufficient for this layer, choose 
Planned Amount as the Field and ft. 
for the units. Click OK.

Click OK to accept the default 
annotation layer name.
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The practices are 
now labeled with 
the planned 
amount (ft.).

Now is a good time to save the map 
document, click File, Save.
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Digitizing Point Type 
Conservation Practices

Toolkit 2004

One of the new features of Toolkit 2004 is the 
option of adding conservation practices to the 
map document and automatically adding the data 
to the practice schedule. There can be only one 
practice theme for each of the practice types 
(lines, points, polygons). So all point type 
practices should be digitized into one theme. 
Examples are  wells, watering facilities, irrigation 
risers, spring developments, etc. Usually any 
practices whose units are number would be 
digitized as points. To start digitizing the 
practices, click the New Toolkit Layer tool.
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To digitize Polygon type practices, 
check the Practice Point checkbox.

The Practice Points Editor toolbar appears. Click the Add Practice 
tool. Notice the tool defaults to a point tool. Notice the editor icon 
appears on the Toolkit Toolbar to show a layer is being edited.
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Some Watering facilities 
are planned for Field 1 
along the pipeline. Click at 
each point to digitize the 
practice location.

Two more watering 
facilities are added 
along the pipeline.
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A pond is planned for field 4. 
Click to mark the location.

A well is planned for Field 7, 
click to mark the location.
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All point practices 
are digitized, Click 
the Editor dropdown 
and click stop 
editing.

Click Yes to 
save your edits.
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Notice the editor icon 
disappears from the 
Toolkit Toolbar to show 
that no layer is being 
edited. Close the Editor 
Toolbar.

Now the points 
(practices) need to 
be attributed to 
record which 
practice each point 
represents. Click 
the Attribute Tool.
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Select the layer to attribute 
(Practices points).

The attribute tool window 
appears, click the first point 
(water facility) to select it. 
Notice the point changes 
color to signify it is selected. 
Enter the information about 
the practice, Including the 
tract and field if it is not 
already present, the practice 
code or practice name and 
the planned date. Click 
Apply.
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Click the second point (water 
facility). Enter the 
information about the 
practice, Including the tract 
and field if it is not already 
present, the practice code or 
practice name and the 
planned date. Click Apply.

You receive a warning that 
the practice is already 
schedule for the Land Unit. 
Click Yes to continue.
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Click the third point (water facility). 
Enter the information about the 
practice, Including the tract and 
field if it is not already present, the 
practice code or practice name 
and the scheduled date. Click 
Apply.

You receive a warning that 
the practice is already 
schedule for the Land Unit. 
Click Yes to continue.
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Click the pond location to select it. 
Enter the information about the 
practice, Including the tract and 
field if it is not already present, the 
practice code or practice name 
and the scheduled date. Click 
Apply.

Click the last  point (well). Enter 
the information about the practice, 
Including the tract and field if it is 
not already present, the practice 
code or practice name and the 
scheduled date. Since this is the 
last point to be attributed, click 
OK.
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Now give the individual practices 
unique symbols, Right click on the 
Practices (points layer, then click 
Properties.

The Layer properties window 
opens, click on the symbology
tab. Under the show window click 
on Categories.
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Click on Unique Values 
and change the Value 
Field to Practice Name.

Uncheck the checkbox next to 
<all other values> to unselect it. 
Click the Add All Values button.
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All the practices are 
added. To change the 
symbol for the practices 
double click on the 
Pond symbol.

Scroll down and select an 
applicable symbol for the 
pond. 
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Click the dropdown 
button on the color 
options and choose 
a color.

Use the scroll buttons in 
the size window to 
change the size of the 
symbol if necessary, 
then click OK.
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The symbol for the 
pond is changed. 
Repeat the process to 
change the symbol for 
the Water Well, 
double click on the 
Water Well symbol.

Scroll down and 
click on the Well 
symbol. Change the 
color and size if 
necessary and click 
OK.
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The symbol for the 
Water Well is 
changed. Repeat 
the process to 
change the symbol 
for the Watering 
Facility, double 
click on the 
Watering Facility 
symbol.

Scroll down and 
click on the 
Planned Trough 
symbol. Change 
the color and size 
if necessary and 
click OK.
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All symbols 
are 
changed, 
click OK.

The new symbols appear on the map. Even 
though you changed the symbols for the points, 
they will default back to a plain point when you 
open the map document again, if you do not 
save the symbology. Right click on the 
Practices (points) layer and click Save 
Symbology.
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To record the practice narrative for the 
practices just added you need to go to the 
practice schedule. To do so click the 
Customer Service Toolkit icon on the task bar.

You are returned to Customer 
Service Toolkit, click the Practice 
Schedule tab if you are not already 
there. Select the plan by clicking the 
dropdown button in the Select a 
Plan window. The land units appear 
with the practices that were just 
digitized. Notice no narratives are 
entered for the practices just 
digitized, click on the Narrative line 
for the Pond practice.
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The narrative 
window 
appears, 
choose a 
narrative and 
click OK.

Continue and add narratives 
for all practices. Notice that 
there are 3 lines for the 614 
practice, change the first 
one’s planned amount to 3..
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Click the button to the left of the last 2 
lines to select the lines, then press the 
delete key on your keyboard.

Click OK to confirm the 
deletion.
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The practice schedule is now correct, click Save.

Click OK. 
To return to ArcGIS click the 
New_plan.mxd icon on the 
task bar.
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Now is a good time to save the map 
document, click File, Save.
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Digitizing Polygon Type 
Conservation Practices

Toolkit 2004

One of the new features of Toolkit 2004 is the option 
of adding conservation practices to the map 
document and automatically adding the data to the 
practice schedule. There can be only one practice 
theme for each of the practice types (lines, points, 
polygons). So all polygon type practices should be 
digitized into one theme. Only polygon practices that 
do not cover the entire land unit should be digitized. 
Examples are wildlife food plots, small areas of 
pasture establishment, grassed waterways, critical 
area plantings, etc. Usually any practices whose 
units are acres would be digitized as polygons. To 
start digitizing the practices, click the New Toolkit 
Layer tool.
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To digitize Polygon type practices, check 
the Practice Polygon checkbox.

The Practice Polygon 
Editor toolbar appears. 
Click the Add Practice 
tool. Notice the tool 
defaults to a polygon 
tool. Notice the editor 
icon appears on the 
Toolkit Toolbar to 
show a layer is being 
edited.
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Part of the southwest field 
is planned for Pasture and 
Hayland Establishment. 
Click to start the polygon, 
click at each change in 
direction, then double click 
at the last corner when it 
forms a straight line to the 
beginning point.

The planned pasture and 
hayland establishment area is 
identified.
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The field will also have a small 
area of early successional
wildlife habitat planned. Click 
to start the polygon, click at 
each change in direction, then 
double click at the last corner 
when it forms a straight line to 
the beginning point. Note: it 
does not matter which 
direction you proceed around 
the area.

The planned early 
successional wildlife 
area is identified.
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Part of the northeast field is planned for 
Critical Area Treatment. Click to start 
the polygon, click at each change in 
direction, then double click at the last 
corner when it forms a straight line to 
the beginning point.

The planned 
critical area 
treatment area 
is identified.
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All of the polygon practices are 
identified , Click the Editor 
dropdown and click stop editing.

Click Yes to save 
your edits.
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Notice the editor icon 
disappears from the Toolkit 
Toolbar to show that no layer 
is being edited. Close the 
Editor Toolbar.

Now the 
polygons 
(practices) need 
to be attributed 
to record which 
practice each 
polygon 
represents. Click 
the Attribute 
Tool.
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Select the layer to attribute 
(Practices polygons).

The attribute tool window 
appears, click in the first 
polygon (Pasture and Hayland
Establishment) to select it. 
Notice the polygon changes 
color to signify it is selected. 
Enter the information about the 
practice, Including the tract 
and field if it is not already 
present, the practice code or 
practice name and the 
scheduled date. Note the 
Amount is automatically 
calculated. Click Apply.
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Click in the second polygon 
(Early Successional Wildlife 
Habitat Development) to select 
it. Notice the polygon changes 
color to signify it is selected. 
Enter the information about the 
practice, Including the tract and 
field if it is not already present, 
the practice code or practice 
name and the scheduled date. 
Note the Amount is 
automatically calculated. Click 
Apply.

Click in the last polygon (Critical 
Area Planting) to select it. Notice 
the polygon changes color to 
signify it is selected. Enter the 
information about the practice, 
Including the tract and field if it is 
not already present, the practice 
code or practice name and the 
scheduled date. Note the Amount 
is automatically calculated. Since 
this is the last polygon to be 
attributed, Click OK.
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Now give the individual 
practices unique symbols, 
Right click on the Practices 
(polygons) layer then click 
Properties.

The Layer properties window 
opens, click on the symbology
tab. Under the show window 
click on Categories
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Click on Unique Values and 
change the Value Field to 
Practice Name. Click the 
Add All Values button.

All the practices are 
added. Uncheck the 
checkbox next to <all 
other values> to 
unselect it. To change 
the symbol for the 
practices double click 
on the Critical Area 
Planting symbol.
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To change 
the symbol 
from a solid 
fill to a cross 
hatched fill, 
click the 
Properties 
button.

In the Type dropdown 
box, select Line Fill 
Symbol



NRCS-Arkansas v1.0 Digitizing Polygon Type Conservation Practices

M-13

Change the Angle to 45 and 
click OK.

The symbol 
is changed, 
click OK.
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The new symbol for 
the Critical Area 
Planting practice 
now shows in the 
Legend. Repeat the 
process for the 
other practices, 
double click on the 
Early Successional
Wildlife Habitat  
symbol.

To change 
the symbol 
from a solid 
fill to a 
marker 
pattern, 
click the 
Properties 
button.
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In the Type dropdown 
box, select Marker Fill 
Symbol. To choose 
the Marker pattern 
click the Marker 
button.

Choose the 
marker you 
wish to use.
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You can 
change the 
color and 
size of the 
marker, 
then click 
OK.

The new 
marker 
appears, 
Click OK.
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Click OK.

The new symbol for 
the Early Successional
Wildlife Habitat 
practice now shows in 
the Legend. The 
Pasture and Hayland
symbol can also be 
changed with the 
same process, but 
leave it solid. Click 
OK.
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The new symbols appear on the map. Even 
though you changed the symbols for the 
polygons, they will default back to a solid fill 
polygon when you open the map document 
again, if you do not save the symbology. Right 
click on the Practices (points) layer and click 
Save Symbology.

To record the practice 
narrative for the practices just 
added you need to go to the 
practice schedule. To do so 
click the Customer Service 
Toolkit icon on the task bar
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You are returned to Customer 
Service Toolkit, click the Practice 
Schedule tab if you are not already 
there. Select the plan by clicking 
the dropdown button in the Select 
a Plan window. The land units 
appear with the practices that were 
just digitized. Notice no narratives 
are entered for the practices just 
digitized, click on the Narrative line 
for the Critical Area Treatment 
practice.

The narrative window 
appears, choose a narrative 
and click OK.



NRCS-Arkansas v1.0 Digitizing Polygon Type Conservation Practices

M-20

Continue and add 
narratives for all 
practices. The practice 
schedule is now correct, 
click Save.

Click OK. To return to ArcGIS
click the New_plan.mxd icon on 
the task bar.
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You are returned 
to the map 
document.

Now is a good time to save 
the map document, click 
File, Save
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Scheduling Practices and 
Creating a Plan Report

Toolkit 2004

The practice schedule in Toolkit 
2004 is similar to the previous 
version of Toolkit with some 
changes. To access the Practice 
Schedule click the Practice 
Schedule tab in the customer 
folder. To select a plan click the 
dropdown button in the plan 
window.
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Some changes to the new Practice 
Schedule you may notice are: 
The option of selecting a series of 
practices from a Conservation 
System Guide.
A Plan Date window to identify when 
the plan was written for Progress 
Reporting.
A column to signify what software 
was used to develop the plan.

In this case some practices 
have already been added for 
the map document, Click the 
button to the left of other 
necessary practices in the All 
Practice window then click the 
Schedule Practices button. 
This action adds the practices 
to the Schedule.
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Another change is the 
ability to schedule 
practices as recurring. 
Click in the Year field for a 
practice, an R button 
appears, click it to recur 
the practice.

Enter information 
about the duration 
and interval of the 
recurring practice and 
click OK.
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An R appears 
next to the year 
to signify the 
practice is 
recurring.

Once all the data is entered 
Click Save.
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Click OK.

The Plan Wizard button 
becomes active, click it to 
develop the plan 
document.
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Choose the applicable 
template and Land Use 
category, click Next.

If you need to add Participants, 
you can enter the information 
in the upper part and click Add. 
Notice it is not necessary to 
add the existing customer 
information, Click Next.
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You have several options to 
include in the plan document. 
Choose the ones that fit your 
needs.

You also 
have the 
option of 
including 
Standard 
Statements 
that you 
have saved 
in text files 
on your 
computer. 
To access a 
text file for 
the 
statement, 
click the 
Browse 
button.

You can 
also type in 
the client’s 
objectives 
to be 
included in 
the plan 
document. 
Click Finish.

You have the option 
of choosing a name 
for the plan 
document, or 
accepting the default 
NewPlan.xls. Click 
Open.
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The plan document is 
creating in Excel. Use Excel 
to edit and print the 
document. When you are 
finished, close the file.

You are returned to 
the Practice 
Schedule.
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Saving the Map Document

Toolkit 2004

As you continue to add 
information to the map you 
should occasionally save your 
map document. To save the 
document Click File, Save.
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ToolKit 2004 will not 
let you save the 
document with the 
default file name 
and will default the 
name to New_Plan. 
You can use that 
name or type in a 
different name. If 
you type in a new 
name, do not use 
spaces in the 
filename. Click 
Save. 

The document is saved. Notice the new name 
appears in the title bar. Click on Customer 
Service Toolkit on the task bar to view the files.
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The new map document appears in the 
customer's folder. Click on New_Plan.mxd
on the task bar to return to the map 
document.

You are returned to the map document.
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Creating a Plan Map

Toolkit 2004

When all the land 
units, practices, 
labels etc. are 
added, you can 
print a map for the 
conservation plan. 
Click the Map 
Products button.
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Choose the information that you 
want to appear in the Map Heading.

Click on the Layout and 
Scale tab. Change the 
paper size and scale if 
necessary. 

Click OK.
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Your view is now 
switched to the 
Layout view, the 
map appears, Some 
editing needs to be 
done.

To move the 
map’s position 
on the page, 
choose the pan 
tool.
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Drag the photo up to a 
better location on the 
page.

Click the 
Select 
Elements tool.
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Click on the legend 
to select it.

Right Click on the 
legend and select 
Properties.
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Click the Items tab. All of the 
items from the table of 
contents appear in the 
Legend. Click on individual 
layers and click the remove 
button.

Change the number of 
columns to 2.
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Click on the Frame tab. 
Choose a White 
background for the legend 
frame.

Change the X and Y Gap 
to 10. Click OK.
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The Legend 
is changed. 
Drag the 
legend to a 
new 
position.

The Legend and 
map are better 

positioned.
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To change the title of 
the layer in the legend, 
Click twice (slowly) on 
the title of the layer in 
the table of contents 
and change the title.

Notice the title 
is also 
changed in 
the legend.
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Repeat with other 
layers, Click 
twice (slowly) on 
the consplan
layer.

Change the title 
to Field 
Boundaries.
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Notice the title 
changes in the 
Legend.

To Print the map, choose 
File, then Print.
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Notice that you 
are in Layout 
View.

To switch back to Data 
View, Click the Data View 
icon.
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Now you are at the 
data view. To switch 
back to Layout View, 
Click the Layout View 
icon.

See 
note

Now you are back to the Layout View, use 
these two icons to switch back and forth 
from Layout to Data View once the Layout is 
created. Note: If you use the Map Products 
button again it will create a new layout and 
overwrite any changes you have made to 
your existing Layout, use the Layout and 
Data View icons on the bottom of the 
window to move between Data and Layout 
once your original Layout is created.
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Creating a Soils Inventory and 
Map

Toolkit 2004

After completing the customer’s plan map, there are 
some new files in the customer’s folder. The 
New_Plan.mxd is the map document for the conservation 
plan map. In ArcView the customer could have several 
layouts (maps) in one file, that is NOT the case in 
ArcGIS. Each ArcGIS map document can contain only 
one layout (map). So in order to create a soils map, you 
need to start a new map document. Do that by double 
clicking on the ToolkitGIS_Template.mxd file.
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The map document opens. Since you have 
already digitized the customer’s land units, 
you can use them in this map document by 
using the Select a Plan tool.

Select the plan that contains the 
digitized land units, since you do not 
need the practices displayed on the 
soils map, Click the box in front of Do 
not add practices and click OK.
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The land units are 
added and even 
though the practices 
were not added they 
still show up because 
they are present in 
the base layer. 
Uncheck the base 
layer display in the 
table of contents

Now only the planned land units are 
displayed. Click the Add Data button.
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Navigate to where your 
Ortho Photography is 
stored, select the ortho
image file and click Add.

The ortho photography appears, 
now add the soils by clicking the 
Add Data button again.
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Navigate to where your 
soils data is stored. Click 
the soils file to select it 
and click Add.

The soils 
layer 
appears. To 
change the 
symbol, 
double click 
on the 
symbol for 
the soils 
layer.
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Choose the 
Hollow symbol, 
change the 
outline color and 
click OK.

You can now see 
all layers. Create a 
soils inventory for 
the customer by 
clicking the Soils 
Map and Inventory 
tool.
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Choose the Land Units layer and 
the soils layer. Check the boxes 
for the Soils Inventory Report 
Display Options that you desire 
and click OK.

The soils inventory 
report is created. This 
document is an HTML 
(webpage) file, so you 
can print it just like any 
webpage. The file is 
automatically saved in 
the customers folder so 
you can access it at any 
time. Notice the address 
window gives the path 
to the file. Close the file 
when you are ready to 
continue.
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A new layer is created 
with only the 
customer’s soils. At 
this point you can 
check the box to un-
display the County 
Soils layer.

The customer’s soil layer is the only 
one displayed. To change the 
symbols, right click on the soil map 
layer, then click Properties.
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The Layer properties 
window opens, click on 
the symbology tab. Under 
the show window click on 
Categories

Click on Unique Values 
and change the Value 
Field to MUNAME. 
Click the Add All 
Values button.
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All the soils are added. 
Uncheck the checkbox 
next to <all other 
values> to unselect it. 
To change the symbol 
for the water double 
click on the Water 
symbol.

Choose the Lake 
symbol and click OK.
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The water 
symbol is 
changed.

Click on the 
Labels tab. 
Make sure the 
Text String 
Label Field is 
MUSYM.
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Click on the Display tab 
and change the 
transparent percentage to 
40% (you may need to 
experiment with different 
transparent percentages to 
find one that suits your 
needs). Click OK.

The symbols are changed and are partially 
transparent. To save the changes you 
made to the symbols, Right click on the 
soils map layer and click Save Symbology.
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If you would like to 
add labels to the 
map, Click the text 
tool drop down 
button.

Choose the label tool.
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Select the options you 
want and close the 
window.

With the label tool, click 
at each location that you 
want a label. The 
MUSYM (Map symbol) 
for the particular soil will 
appear.
Note: if the feature is 
labeled with something 
other than the MUSYM, 
you can change the 
label default by right 
clicking on the soils map 
layer, choosing 
Properties, click on the 
label tab and selecting 
MUSYM for the Text 
String Label Field.
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Continue to click at 
each label location, 
until you are satisfied 
with the labels. If you 
need to move labels, 
click the Select 
Elements tool, and 
click and drag the 
labels.

When you are 
ready to create 
the map for 
printing, click the 
Map Products 
tool.
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Select the options that you need for 
the Heading of the map and click 
OK.

The map is created. 
Use the Pan tool to 
reposition the land 
units on the map.
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Use the Select 
Elements tool to 
select the Legend. 
Then right click on 
the Legend and 
select Properties.

On the Legend 
Properties dialog 
box, click on the 
Items tab, select 
and remove 
unnecessary 
Legend items.
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Make any other changes to the Legend 
you feel necessary and click OK.

The Legend is changed. Notice 
the name of the soils layer 
(soils_map_out) is not very 
descriptive in the Legend. Click 
twice slowly on the name of the 
layer in the table of contents, then 
type in a more appropriate name.
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Notice the name changes in 
both the Table of Contents 
and the Legend.

You can repeat the 
process for the sub 
heading.
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Again, notice the name 
changes in both the Table 
of Contents and the 
Legend.

To print the map, Click 
File, then Print.
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You need to save the new 
map document. Click File, 
Save

You will not be allowed to save 
the document as 
ToolkitGIS_Template.mxd and 
you have already saved the plan 
document as New_Plan.mxd, so 
type in a new name for the soils 
map document such as Soils and 
click Save.
Note: Do not use spaces in the 
filename! After the document is 
saved close the map document.
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If you look at the Customer Files, you now can 
see the two different map documents, one for the 
plan and one for the soils map as well as the 
original blank template that you can use to create 
a new document at any time.
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Help

Toolkit 2004

One advantage of Toolkit 2004 is the online 
Help system. You can access the online 
Help by clicking the Help link from the 
Toolkit 2004 Webpage.
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You can also access the online 
Help from Toolkit 2004 by 
clicking the Help link.

The Online Help has a table of contents with 
Help Topics on the left. Click on one of the 
topics to view or expand the folder.
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Continue to click to open folders until you see 
the Help Topic you need. Then click on the 
topic to display the information.

There is help on many topics, including producing a 
plan document.
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There is also help on ArcGIS
such as this one on the 
Planned Land Units Work 
Flow. In the Help page there 
is also links to other pages.

Some Help 
pages give 
you step by 
step 
instructions. 
Close the 
Help 
window 
when you 
are finished.


	pageno: Intro-4


