Exporting Image File to Add to Job Plan 12.1

This process uses ArcMap to create the image file necessary to put into the Engineering Job Plan spreadsheet. It also uses a Toolkit customer and Toolkit custom tools in ArcMap.
1 – Make sure necessary layers are added in the ArcMap map document (topo files, pipeline/tank information).   
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Using the Toolkit button, click on the star (see right) to create new customer specific layers. Use Build Your Own Layer. Use Line to draw in pipelines and other linear features. Use Point to add wells, tanks, and other point features.
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For general steps for using Toolkit 2004 Basic Instructions, see helpful hint titled: CST2004_ArcMapHint#1.doc.

3 - Symbolize features properly by right-clicking on the layer and going to properties. Click on the symbol. Click on the More symbols button to add the NRCS Planning symbols. Select NRCS planning out of pop-up menu.  This will add the NRCS symbols to the bottom of the symbol list. Select symbol for each features as necessary.
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4 – Set scale to desired level (1:24,000 is available on the drop-down menu). This will change the display scale of the data 
view if done in the data view. The scale can also be set in the 
layout using the same procedure.
5 – Make sure all of area is shown in data view screen. This is important since the export map will only export what is showing on the view screen.  
[image: image4.png]Fle Edit View Tooks Help

D e, ckn | ([1:24000

& gpen. cul4o

He o al >
r e E

& addoats R

s Ik

<

= Import from Archiew project

3, protpreven

& e

Ext At+Fe

Displey [ Source

N P E N O

L O~ A~

Export map to graphics e

Fie Dial Cal Workyoup Options View Help

2206734.75 16073610.95 Fest

&3 Enter a name or number




6 – If the topo map is slightly skewed, you can make the section lines run perpendicular. You need to add the Data Frame Tools toolbar. To do this, right click on a grey area within the ArcMap toolbars. Select Data Frame Tools and the toolbar (to the right) will pop up. You can dock (put it in one of the toolbars) by dragging it into a grey area (top, bottom, right or left on screen). Depending on how close the topo is to the UTM boundary change, the section lines may look to be skewed in one direction. For the most part, values between -2 and 2 can be used in the data frame toolbar to adjust the image. (A value of 0 (zero) would be its default position.)
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7 – Go to File, Export Map.
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8 – Make sure to save file under customer folder in the Engineering folder. Select Jpeg as the image type. 
Click on the Options button. 
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Type in 300 in the dots per inch and make sure quality is set to maximum.  (See right) Click OK.  Rename file as necessary. Click Export.
**Note - the 300 dpi will result in a smaller file size with a lower quality image. A dpi of 600 will result in a higher quality image with a larger file size.**
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9 – Open a Word Document. Go to the Insert menu, select Picture, and From File.  Select the Engineering folder and select the image. This should paste the image into the Word document.

Right click on the image and choose Copy. You can exit out of Word.
10- Open Job Plan excel spreadsheet. Click on the Job Plan 12.1 tab on the bottom of the spreadsheet. Click in the right-hand corner where the image should be placed. Right-click and select Paste from the pop-up menu.
11 – Right click on the image. Select Show Picture Toolbar to bring up the picture toolbar (see right) for useful tools to trim the image and other picture tools.   Right Click on the image to move the image as needed.

Use the crop button to clip the image to your desired area. 
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