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How to create “Points, Lines and/or Polygons” to add to the map.  

``

  

1. Start by clicking on the “Draw” tab. 

2. Choose the type of item you want to add to 
the map. Here, the “Line” tool is the active tool. 

3A. Click once to start. 3B. Click once for a corner. 

3C. Double-Click to finish. 

INFO ONLY: Note the instructions 
on the yellow banner. Now, click on 
the locations you’re interested in 
and double-click to finish. 

How to Create Graphics & Export to Make Features (Points/Lines/Polygons) 
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4. Once you’ve created your features, click on the “Export Drawings” tool. 

5. You’ll see the “Download .shp file” pop up box. Click on the OK button. 
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INFO ONLY: You now have the option of doing one of the 
following three things. 

Open:    You can choose “Open” which will allow the 
system to save the zipped folder/files in a 
temporary location….or…. 

Save:    You can choose “Save” which will allow the system 
to save the zipped folder/files in your 
“C:\Users\e987654\Downloads\” location….or…. 

Save as:   You can choose the “Save as” option which will 
allow you to create/choose the location where 
you want to save the zipped folder/files. You’ll 
also be able to name the output however you 
wish which will help in working with it.  

 

6. It is recommended that you choose the “Save As” 
option. Find the location where you want to store the 
file, give it a name that will help you remember what 
it is, and click the button shown to store it. 
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6. Close the “Download has completed” box at the bottom of the screen. 

7. Now, go to the “Upload Data” button under the “Tasks” tab. 

9. Navigate to your zipped folder location, select your file, and click on the “Open” button.  

8. You’ll now see the “Add Data to Map” window, click on the “Browse” button. 

10. The “Add Data to Map” window will return, and it will show the path to the 
file along with the name of the file. Click on the “Upload” button. 
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11. You’ll now see the “Layer Details” window where you can enter an alias name 
for your file (or leave it as is). When finished, click on the “Proceed” button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

12. Next, you’ll see the “Symbolize Data” window. Here you’ll have the chance to 
change the styles/colors of your point (“Marker”) and line features. 

Point  

Line 
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13. Your features will now load at the top of the layer list. The line features in this 
example are shown as “Altadena (0)”. The point features are shown as “Altadena”. 

14. The graphics that were used to create them can still be seen in blue on the map. 
Remove the graphics by going to the “Draw” tab and then click no the “Clear” button. 

15. The “Clear All” window will appear. Click on the “OK” button. Your end-product, 
when the graphics are removed, will look similar to the map on the right. 
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