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New user orientation – 2-page document—to be included with orientation packet for new employees.
What type of format should this be in?
Contact people: (   )
DWR Personnel – person who checks in new employee
IT – Information Technology staff
GIS – GIS contact person in the local office (designated)

1. Include this document with the information to the designated person in the office who does the new employee orientation and provide it to a designated contact person locally to address the points  below and assist in obtaining accounts, directing employee to other DWR GIS folks in Sacramento, and any other GIS-related issues. (DWR Personnel)

2. Find out who the other people in the office and in your section are that use Arc Map/GIS.  Get a list from the IT person. This would be helpful for networking with other users. (IT)

3. Make sure you have the latest version of Arc Map software installed on your desktop (and on the Section/Division laptop). See the local IT person for this. Test the software to see if all the extensions are available, etc. (IT)

4. Is there a data library of GIS data to work with on a local server? Is Data Space extension installed for using data from other servers? (GIS)

5. Sign up for the DWR GIS list serve to get help https://dwrgis.water.ca.gov/ . Check the web site periodically for documents, meeting notes, forums, library, and other links. (GIS)

6. Bookmark ESRI web site.  http://www.esri.com/ The site contains useful information on ESRI support, software, downloads, user forums and more. (GIS)

7. Create an ESRI Arc GIS on-line global account through DWR. http://dwr.maps.arcgis.com/home  Here you can share data in various formats and maps, feature services, image services. Obtain an account via an Aqua Assist ticket. (IT)

8. Sign up for training classes offered by ESRI through DWR service credits. See the DWR GIS web site for postings. (GIS)

9. Find out the ESRI authorized technical manager (ATM) for your office/region is.  This person is the link between users and ESRI technical support.  ESRI will not respond to individual DWR staff requests. (GIS)

Process for solving problems related to Arc GIS:
1. Review ESRI on-line resources at this web site: http://support.esri.com/ Select from: Software, Knowledge Base, Downloads and User Forums.
2. Use the HELP menu item in Arc Map. Arc GIS Desktop Help or the Arc GIS Resource Center links will direct you to specific areas of support.
3. If assistance is still needed to solve your problem, contact your DWR Authorized Technical Manager (ATM). Before contacting the ATM, collect as much information as possible to assist him/her in processing your problem.  The ATM will contact the ESRI Technical Support team and you will then be contacted either directly by the ESRI Technical representative or your ATM. 
        10. Get involved!  Join a subcommittee group and volunteer to work on GIS related tasks, network 	with others and keep current on the technology.



