
This Cultural Resource Review Form is similar to the previous Microsoft Word version with the addition of choice lists and macros that will hopefully make it more streamline.

When you open the file be sure to “enable macros” when prompted, then you will see 5 tabs at the bottom of the screen. The first tab is “Form” which is the documentation that you need to complete.

Form Instructions:

Block 1: Type the customer’s name

Block 2: Type the acreage of the area of potential effect

Block 3: Type a description of the location or actual address of the project.
Block 4: Type the city name where the project is located

Block 6: Type the zip code for the city

Block 7: Type the county where the project is located

Block 8: Type the name(s) of the USGS Topographic names where the project is located

Block 9: Type the UTM coordinates (northing & easting) for the project. These can be 
obtained from ArcGIS or gps (be sure to select the units “meters” or “feet” by 

clicking on the bullet).  The UTM “Zone” is a choice list, select either 16 or 17.

If you have latitude/longitude coordinates you can convert them to UTM using 

the “UTM Conversion” (very slow to come up) button on the right. 
Block 10: Click on the cell to the left to get a choice list to select the practice. A       description of the practice will automatically be pulled in on the right. You can select up to 4 practices only so limit them to just the “PG” & “G” practices or complete additional forms if needed.
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Block 11: Type a detailed decription of how the practices selected will be installed including any measurements needed.

Block 12: Type a decription of the area where the practices will effect any structures or sites.

Block 13: Is a reminder to include maps and pictures (the other 4 tabs of this spreadsheet).

Block 14: Select from choice list

Block 15: Select conditions by clicking on the squares that apply to the site.

Blocks 16 – 19: Select from choice list.

Type your Name in the CRT block and date it, leave the CRC block blank.
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Map Instructions:

The next three tabs are for including the location, aerial, and topographic maps into the file. For this you will need to have created the maps in ArcGIS through Toolkit. To get the maps ready for the spreadsheet follow these steps:

1. Develop a map layout in ArcGIS just like you would to print it.
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2. On the menu bar, go to “File” “Export Map”
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3. On the Export menu, make sure you save in the customer’s file under resource maps and make sure the file type is “JPEG (.jpg)”. Give it a file name and click export.
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4. You will need to do these steps again to export a location (road) map, aerial map, and a topographic map.
5. Back in the CRR spreadsheet, go to one of the map tabs at the bottom and click on the “Insert Map” button.
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6. When the window opens, navigate to the location of the files you just exported in ArcGIS (like C:\customer_files_toolkit\barrett_farms\Resource_Maps). Highlight the file and click “open”
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7. The map should be added to the screen already sized. Repeat for all maps.
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** As a note, do not delete a map after it is inserted. If you need another map, simply click the “Insert Map” button and pick another one. If you try to delete the map, it will not allow you to insert another one.

Picture Instructions:

The final tab on the spread sheet is for the four pictures that are to be included with the review documentation. When you click on the tab you will see four places for the pictures already labeled as North, East, South, West. To insert the pictures follow the steps below:

1. On the screen click on the “Insert Picture” button for one of the squares.
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2. Just like the map tabs, when the window opens navigate to where ever you have the pictures stored. Select the picture and click “Open”.
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3. The picture should insert into the square already sized. Repeat the steps to do the other three pictures.
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** Remember, as a note; do not delete a picture after it is inserted. If you need another picture, simply click the “Insert Picture” button and pick another one. If you try to delete the picture, it will not allow you to insert another one.
Once you have completed the form, select “File” and “Save As” from the main menu bar, give the document a unique name and save it in their customer file under “determinations”. If you need to complete another one, click the “clear” button on the first tab and begin again. You can print the entire document by selecting “File” & “Print” from the main menu bar and select “Entire workbook” at the bottom left of the print window. You may also email this file to the State Office instead of regular mail.
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