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Open a New ArcGIS Map Document 
 
 
Abstract 
This guide will demonstrate how to update the local ArcGIS template, open the ArcGIS template, 
and create & save a custom ArcGIS map document. 
 
Steps: Update Template – Open ArcGIS Map Document – Rename (Save As) 
 
 
Details 
 

1. Navigate to the Customer File tab (see graphic 1). 
 

2. Click on the ArcGIS_Projects folder (see graphic 2). 
 

3. Click on the Change/Add ArcGIS template button (see graphic 3). 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Choose the template with the correct county name (this customer is in Richland County, 
so the Richland Template file is selected—see graphic 4). 
 
Click Open. 
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5. A new window will appear asking you if you want to overwrite the existing template file. 
Click the Yes button. This will overwrite the blank template with the template made for 
the field office. 

  
 

 
 
 
 
 
 
 

 
6. Open the ArcGIS Map Document by double clicking on it. 
 
7. Uncheck the Base Layer in the table of contents. 

  
8. Click on the File menu and click Save As. 

  
 
 
 
 
 
 
 
 
 
 
 

9. The Save As window appears. New_Plan is defaulted into the Name blank. 
 

  
  
  

10. Change the default name to Consplan and include the current the fiscal year  
(i.e. Consplan_FY06). 

 
Notes: 

• Don’t use program names in the document name. Generally, there will be only 
one map document created per customer. 

• Do not put any spaces in the name, use underscores as seen above. 
 

11. Click the Save button. 


