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Abstract
This reference guide illustrates basic tasks for making maps using ESRI’s ArcGIS Online: creating
a free public account, creating a map, saving and loading maps, adding pushpins, labels, shapes, and
photos, measuring areas and distances, adding and symbolizing layers from ArcGIS Online and external
sources, and sharing your map with others via ArcGIS Online and StoryMaps.

1 Creating an Account
1. Go to https://www.arcgis.com/home/.
2. Click the link to Sign in.
3. Choose the option towards the bottom that says Create an account.
4. Choose the option towards the bottom and center of the screen that says Create a public account.

5. Fill in the information to add your name, an email address, agree to the terms of use, and on the
next screen create a username and password. You can also register / sign in with a Facebook or
Google Account.
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Creating a Map and Choosing a Basemap
1. To create a map, after you log into to https://www.arcgis.com/home/ you can choose the Map
option in the toolbar, or the Make a Map option towards the bottom of the screen.

2. Choose the area you want to map by clicking and dragging on the map with your mouse, and zoom
in / out by scrolling with your mouse wheel or by clicking the + / - buttons on the map.
3. As you zoom in, the level of detail on the basemap changes. If you zoom in really close, you’ll see
detailed streets and buildings. The basemap provides a frame of reference for your map; you can’t
select or modify individual features as they are depicted as tiled images.
4. You can change the underlying basemap by clicking on the Basemap button
option.
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Saving and Loading Maps
1. It’s a good idea to frequently save your project. Above the map window hit the Save button, and
choose Save As if you haven’t saved the map yet. Enter a title and summary, at least one tag, and
save the map in your user folder.
2. To load a saved map, from the map window hit the ArcGIS dropdown menu
hand corner and choose Content.

in the upper-left

3. In the content list you should see a list of all your maps. Select the one you want to open.

4 Adding Pushpins and Labels
1. Within the map window, click the Add button at the top.
2. Choose the option towards the bottom that says Add Map Notes.
3. In the dialog that pops up, name your map note Places of Interest.

4. Click the Create button.
5. On the lefthand side you should see several types of features that you can now add to the map. Click
on the pushpin

and place a pushpin on a place that you want to mark on your map.

6. A dialogue should come up that allows you to name your point, include a text description and even
an image if you would like; search the web for an image, get the link, and paste it in the Image URL
field.
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7. Click on the Change Symbol button.
8. In the dialogue that comes up, choose which pushpin you want to place at the location you selected.

9. Click on the OK button to save your pushpin.
10. Under the Places of Interest - Text section, click on the Text button.
11. Click somewhere on the map to create a text label in that location. Type in the text that you want to
display, then press enter. Click on the text label again and a Change Symbol dialogue opens on the
left-hand side. This allows you to customize the color and font of the text.

To see what the features and content will look like to a map viewer, you need to exit the Edit tab
and return to the Details tab
. You can add multiple features to a single map notes layer by returning
to the Edit tab and adding a new feature under the appropriate layer name.

5

Drawing Lines and Shapes
1. Click the Add button at the top.
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2. Choose the option towards the bottom that says Add Map Notes.

3. In the dialog that pops up, name your map note Routes. As in the previous example, if you keep
the default Map Notes template, you will have generic options and styles. But you could choose a
customized template; for example, if you choose Park Planning then you will get a list of options to
draw hiking trails.
4. Click the Create button.

5. A list of feature types pops up on the left-hand side. Click on the Footpath button.
6. Click on the point where you want the footpath to begin and hold down while you draw the footpath.
7. Once you release the mouse button, a dialogue should pop up which allows you to name the footpath
that you just created and include a text description or an image if you would like.
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8. Click the Close button to save your line.
9. Click on the Circle button.
10. Click on a point and then move the cursor to draw a circle around that point.
11. A dialogue should pop up which allows you to name the circle that you just created and include a
text description or an image if you would like.

6 Measuring Areas and Distances
1. Click the Measure button.
2. Click on the Location tool.
3. Click on any area on the map to get it’s latitude and longitude.

4. Click on the Distance tool.
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5. Click anywhere on the map and then click somewhere else to measure the distance between the two
points. You can also create more than two points and the tool will calculate the distance as the sum
of multiple line segments.

6. Click on the Area tool.
7. Draw a polygon to calculate the area within the polygon.

7 Adding Layers from ArcGIS Atlas
You can choose to add a number of different map layers that are part of the ArcGIS Living Atlas.
1. Click the Add button

and in the dropdown choose the option to Browse Living Atlas Layers.

2. In the search box type law enforcement.
3. In the results click on the first option for Local Law Enforcement Locations to get info about the
layer.
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4. At the bottom of the info layer hit the Add to Map button. Close the info menu.
5. Hit the Details button, and in the toolbar underneath the Content button to see a list of your layers.
Then click the little Change Style symbol with the shapes.

6. Under Select a drawing style Location (Single symbol) click Options.
7. On the next screen click the Symbols link beside the police station symbol.
8. With Shape selected, change the dropdown from Shapes to Public Safety. Choose an appropriate
symbol for the station. Increase the symbol size by a few points using the slider at the bottom. Click
OK.

9. The symbols should change on your map. Click on any police station to get information about it.
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10. Information about individual features is saved in a table that is part of the layer. Hit the table button
to view the table records.

Additional layers uploaded by thousands of ESRI users are also available in a repository that’s separate
from the Living Atlas. See the next section for an example.

8

Mapping Data

If your data includes a table with quantitative or categorical data, you can symbolize this data on your map.
and choose Browse Living Atlas Layers. Click the dropdown beside the
1. Click the Add button
Living Atlas title and select ArcGIS Online.
2. In the search box type New York Community Health Profiles. Click on the entry for CommunityHealthProfiles_DOMH_2015. Click the Add to Map button, then close the window.

3. Click the Details button, then the Content Button, then the Styles button.
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4. Under Choose an attribute to show, hit the dropdown menu to see the variables stored in the table.
Select Airquality_rate. The data is mapped as shaded areas. Click the Done button.

5. You can change how the areas are classified and shaded under Select a drawing style, and clicking the
Options button under Counts and Amounts (Color). Instead of shaded areas, you can map the data as
graduated circles by clicking the Select button on Counts and Amounts (Size).
6. To add labels, return to the Content menu, click the ellipses button ... to open the menu, and click
Create Labels.
7. In the Label Features menu, in the Text dropdown select Name to use that column as the label, and
check the Halo box. You can also change the size and color of the font, and the font face. Click the
OK button.

When searching for layers in ArcGIS Online, you have to be specific with your search terms; use a place
name and feature type. In contrast, searches in the Living Atlas can be more general.
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9 Adding External Layers
You can add external map layers like shapefiles that are typically used in desktop GIS software. Many
government agencies publish free feature and boundary files that you can download. The free public
ArcGIS Online account does not allow you to upload and join tables to your shapefiles, so if you wanted to
create maps that are similar to our previous example you would need to prep your attribute table and join
it to a shapefile using desktop GIS software prior to uploading it.
1. Visit the Bytes of the Big Apple spatial data repository provided by the NYC Dept of City Planning.
Go to this page that has boundaries for Neighborhood Tabulation Areas (NTAs) and download the
shapefile: https://www1.nyc.gov/site/planning/data-maps/open-data/dwn-nynta.page.
2. Back in ArcGIS Online, hit the Add button

and choose Add Layer From File.

3. Browse to the location on your computer where you downloaded the zip file and select it. Keep the
Generalize features for web display option checked and click Import Layer.
4. The layer is added to the map, and ArcGIS chooses a column in that layer to symbolize - in this case
the name of the borough - and assigns each NTA a different color based on the borough it’s located
in. It also makes the layer semi-transparent so you can see the basemap underneath. You can change
these options if you wish. Click Done.

Visit the Baruch Geoportal for suggestions for finding free GIS data: https://www.baruch.cuny.
edu/confluence/display/geoportal/.

10 Sharing Maps and Story Maps
1. Before you can share a map, it must be saved. Click on the Save button
, and if the map
is new click Save As. Give your map a name so you can remember it and access it again later.
2. Click on the Share button.
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3. In order to share a map in ArcGIS Online, you have to make it public. Check the box next to Everyone
(public) to make your map public.
4. You can now copy the link to this map and send it to other people. Even if they don’t have an ArcGIS
Online account, they will still be able to view it.
5. If you have the Share current map extent box checked, it will share only the view in the current
window. If the box is not checked, the map view will default to the full extent of all the layers you
added.
6. To embed your map in a separate website (instead of requiring users to follow a link to the ArcGIS
Online website), click on the Embed in Website button.
7. The embed in website dialogue pops up, which allows you to choose some style options for your
map and generate HTML code which you can then copy and paste into a website.

StoryMaps is another application by ESRI for creating rich, interactive presentations and websites. You
can embed an ArcGIS Online map into a StoryMap, but the method varies based on the template you are
using for your StoryMap. For this exercise, we will use the Cascade template and will assume that you have
an existing StoryMap. To learn more about StoryMaps, read our Introduction to ESRI Story Maps tutorial at
https://www.baruch.cuny.edu/confluence/display/geoportal/Resources.
1. Once you have a Cascade StoryMap open, click on the down arrow at the bottom of your story map,
below the Add Image button.

2. Click on the plus sign, and click the Add Media button
3. A dialogue should pop up that allows you to add a variety of different media types. Click on the tab
for ArcGIS Online.
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4. In the Content window, you should see all of your ArcGIS Online maps. Click on a map to add it to
your StoryMap.

5. Click on the Edit icon in the bottom-left of the map you added to your StoryMap.
6. Here you can edit the size of the map you added, as well as it’s appearance. You can choose whether
to make the map interactive (turn off users ability to zoom in or out) and you can choose how it will
appear on a mobile device.
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