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Purpose

This Helpful Hint shows how to export a map from ESRI ArcView®, save the map in a customer’s folder, then insert the map into a plan or contract with the Report Wizard.

Background

The Customer Service Toolkit Report Wizard provides an easy method of inserting a map or graphic into a plan or contract support document. Since a full size plan map is easy to produce with the Toolkit Map Products tool, you may want to insert more specialized maps into plan and contract documents.  For example, you can create and export a map that highlights the fields where certain practices will be applied, or create and export a map that highlights the fields in a CRP contract. 

Instructions

This example shows how to create a map showing the fields in a CRP contract.

1. In ArcView, activate a planned land units theme. Use the Select Feature tool to select a CRP field. To select more than one field, hold down the Shift key, then click the field. 
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2. On the ArcView File menu, click Export.

3. On the Export dialog box, browse to the customer’s plan_maps folder, then to the plan folder. Under File Name, enter a name for the map. Under List Files of Type: select a format for the file. The Report Wizard accepts .bmp, jpg, or .gif formats. Click OK to save the file.
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4. On the Toolkit toolbar, click the Practice Schedule tool ( [image: image3.bmp] ).
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5. Schedule practices as needed, then click the Report Wizard button.

6. Click the checkbox next to Contract to create a contract support document. Enter contract number if available, and then select the appropriate CRP cost list.
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7. Step through the Report Wizard dialogs, and enter information as needed. Refer to the Conservation Reports User’s Guide for step-by-step instructions.

8. On the Maps dialog, browse to the customer’s plan_maps folder, then to the plan folder to locate the map you exported from ArcView in Step 3. Click on the file to view it in the upper right area of the dialog box. To add the map to the contract, click the Add Map button. Under Map Description, enter a caption for the map. Click the Finish button to continue building the contract.
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9. When Report Wizard completes the contract and starts Excel, click the Produce Document button to load the contract data into the template.

This message is displayed if the map too large for the space allowed in the contract template. Click OK to resize the map automatically to fit the space.
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10. Your contract document will look something like this:
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11. You may want to reduce the size of the map. Click the map to display boxes (called handles) in each corner and along each side of the map. Place the cursor over a corner handle. To retain the original proportions of the map, hold down the left mouse key while you move it toward the center of the map.
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You can use another method to resize the map. Click the map, then press the right mouse button to display the Format Picture dialog box. Click the Size tab. Enter the desired size either in inches or in percent, then click OK.
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12. If you decrease the size of the map, a blank area will appear above or below it. To reduce this area, move the cursor over the line below row 18. Hold down the mouse key, and move the row up ([image: image11.png]


) until you are satisfied with size of the area surrounding the map.
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13. Make other changes to the contract as needed. Click the Save Document As button to save the contract in the customer’s contract reports folder.
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