
The Selection Toolbox 

The Selection Toolbox provides tools for selecting and identifying various features on your map. 
Choose the tool from the list below that will allow you to select your map objects in the easiest 
and most accurate way.  There are a number of Select Feature tools that provide you with 
different ways of creating collections of map objects, or selection sets. Once you have selected 
features using one of these tools, you can view attribute reports and perform operations on the 
selected features. (Example: Find Abutters) 

 Select by Point 
Select a single feature with this tool by clicking the map at a particular location. 
 

 Select by Polyline 
Click the map at one end of the feature to start the polyline. Click again where the line changes 
direction, and continue clicking until there is one point left. Double-click the last point to 
complete the polyline and end the selection. 
 

 Select by Polygon 
Polygons are drawn like polylines. Click the map to draw the polygon, and then double-click to 
close the polygon and end the selection. 
 

 Select by Rectangle 
Click and hold the mouse button to mark one corner of the rectangle. Drag the mouse to size 
your rectangle and release the mouse button when you're done. 
 

 Select by Oval 
Click the map to start your oval and move the mouse to size it. Click again to complete the oval. 
 

 Select by Circle 
Click the map to mark the center of the circle. Move the mouse to size the circle and click again 
to complete it. 
 

 Select by Buffer 
This tool allows you to specify a buffer distance around a point or area that you draw on the map. 
All the features on the selected layer that overlap the buffered area will be selected. 
 

 Hyperlink 
The Hyperlink tool enables you to search for predefined hyperlinks to external data, such as web 
pages and documents. Select the Hyperlink tool and then click the map to search for links at that 
location.  
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The Markup Toolbox 

The Markup Toolbox provides tools to add points, lines, areas and text to your map. Each tool 
has many options for changing the attributes of your markup, such as fill type, color, 
transparency and line width.  

 Point Markup 
To add points to your map, click the Point Markup tool and then select the attributes of your 
point in the Point Markup area of the Information panel. Click the map at the desired locations to 
add points.  
 

 Polyline Markup  
Use the Polyline Markup tool to draw lines on your map. Select the attributes of your line from 
the drop-down lists in the Polyline Markup area, then click the map where you want your line to 
start. Move the mouse to begin drawing and click wherever you want your line to change 
direction. Double-click to complete your line.  
 

 Polygon Markup  
To draw a polygon, select the Polygon Markup tool and choose the attributes of your polygon 
from the Polygon Markup area. Click the map to mark a starting point for your polygon. Next, 
add at least two more points by clicking the map in the desired locations. Double-click to close 
the polygon. 
 

 
 

 Rectangle Markup  
To add a rectangle to your map, select the Rectangle Markup tool and choose the attributes in the 
Rectangle Markup area. Click and hold the mouse button down on the desired location on the 
map. Drag the mouse to size the rectangle and release the mouse button to complete it. 
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 Oval Markup  
Draw an oval on your map using the Oval Markup tool. Select the tool and choose the attributes 
in the Oval Markup area. Click the map to position the corner of your oval and drag the mouse in 
any direction until the oval is the desired size. Click again to complete the oval. 
 

 Circle Markup  
To create a circle, choose the Circle Markup tool and select attributes in the Oval Markup area. 
Next, click the map where you want the center of your circle. Move the mouse away from the 
center to enlarge the circle and back towards the center to shrink it. To complete the circle, click 
the mouse button again.  
 

 Text Markup  
The Text Markup tool allows you to place text on the map, optionally contained in a callout. 
Specify a format for the text and callout using the options in the Text Markup panel and then 
click the location on the map that you want to place the markup. Type your text in the window 
that opens. Use the    buttons to insert the location's coordinates or attributes of features that 
are visible at the markup location.  
 

 
 
 

 Upload Image 
The Image Upload tool allows you to add images to the Markup Layer. Click the Upload Image 
tool to open the Upload Image to Markup Layer options in the Information panel. Click Browse 
to select the image file and then click Upload Image. Drag a box on the map where you want the 
image. The image will automatically be resized to fit the box. The image does not change size 
when you zoom in and out. To delete the image from the Markup Layer, click the Erase tool in 
the Markup Toolbox and then click the image. Tip:  Use the other markup tools to annotate the 
image.  
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 Buffer Markup  
Use the Buffer Markup tool to create buffers around any of your markup, including points and 
polyline. Click the Buffer Markup tool, and then click the map and drag your mouse to draw a 
rectangle around any geometries you want to use for creating buffers. Specify the attributes of 
your buffers (including buffer distance and unit of measurement) in the Markup Buffer panel. 
You can choose to have the original geometries displayed or removed after the buffer is created 
by selecting or clearing the Remove Selected Geometry check box in the Markup Buffer panel.  
 

 
 

 

 Erase Markup 
The Erase Markup tool allows you to selectively delete markup that you have made. To erase 
markup, select the tool and then click once on any added text or graphic. To erase multiple 
graphics at once, click and drag the mouse to create a box around added text or graphics. Release 
the mouse when the box encloses the markup you want to erase. Note that when a portion of a 
graphic is enclosed within the eraser box, the entire shape is deleted. 
 

 Clear All Markup 
To quickly erase all of the existing markup from the map, select the Clear All Markup tool. 
Before the markup is deleted, you will be asked to confirm or cancel the operation. 
 

 Extract Markup to Shapefile 
The Extract Markup to Shapefile tool saves the shape markup you have drawn on the map to a 
shapefile. This allows your markup to be displayed in any GIS software that imports shapefiles, 
such as ArcGIS Desktop. To extract your markup, click the Extract Markup to Shapefile tool. 
The files that make up your shapefile will be created and combined in a ZIP file, which you will 
be prompted to download. Click Download and save the file.  
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The Project Toolbox 

The Project Toolbox provides a way for you to save your map session as a project that you can 
reopen later. Projects save your current extent, selections, layer configuration, markup, and more.  

 Export Map Image  
The Export Map Image tool allows you to open, download or e-mail the current map image, 
optionally georeferenced. You can select among several image formats and resolutions for the 
exported image. If you select the Georeferenced option, the image is exported in a ZIP file, 
combined with a world file containing the image's georeference information. 
 

 Extent Bookmarks 
The Extent Bookmarks tool allows you to add custom extents to the Jump to Extent box. Click 
the Launch Extent Bookmarks tool to open the Extent Bookmark panel (Figure 2). Navigate the 
map to the desired extents, type the name that you want to appear in the Jump to Extent drop-
down list, and click Add (  ). To remove custom extents from the Jump to Extent box, click the 
Delete Bookmark button (  ) to the left of the extents that you want to remove.  
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 Upload Shapefile  
The Upload Shapefile tool allows you to upload a Shapefile to the WebGIS application and have 
the features presented as a layer within your map. This layer functions the same way as other 
map layers, allowing you to perform all the same operations (for example, navigating the layer, 
identifying and selecting features, viewing the legend) as well as save the layer and all associated 
markup as part of a saved project. To use this function, select the Upload Shapefile tool from the 
toolbox. In the Upload Shapefile window, fill in the requested information, including the name 
of the new layer, and the file paths for the four files that define a Shapefile.  
 

 
 
 
The Symbolize Layer panel will open so you can configure the symbolization if you want. You 
can reopen this panel at any time by clicking the layer in the Layer List.  Once the points are 
plotted, you can zoom to the layer's extent, perform identify and select operations on the layer, 
and save the layer to projects. To remove the layer, click the    icon in the Layer List.  
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 Drive Time Analysis 
The Drive Time Analysis tool uses a publicly available geoprocessing service that calculates 
drive time polygons from an input point or set of points. It produces three polygons to a 
maximum of 15 minutes drive time for points in Canada and the United States. (This service is 
hosted by ESRI and powered by ArcGIS Server.)  

To begin mapping drive times, we must first input the location(s) we want to find drive times for. 

 

Click on the "Add new feature" button.   

The cursor will appear as crosshairs on the map and clicking on the map will add a location 
feature to the panel. 
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Clicking the Execute button will run the geoprocessing task and calculate the drive time 
polygons for the location(s). Drive Time results appear in the "Task Results" on the left panel of 
the page and are drawn on the map. 
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Selection Summary 

The Selection Summary provides tools for interacting with the currently selected features. 

Click on an item in the Selection Summary Panel to view available options. 

 
 
 

 Zoom To Selected Features 
Zoom to all the selected features on a particular layer or on all layers. 
 

 Unhighlight Selected Features 
Turn highlighting of selected features on and off. 
 

 Select Features Within Buffer 
The Select Features Within Buffer option allows you to select features within a buffer distance of 
the currently selected features. Specify the layer to select from (default is *Parcels with Owner 
Info) and the size of the buffer. This operation can be used to create an abutters list. 
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The buffer preview enables you to determine if the size is appropriate before executing the buffer 
query against the target layer. 

 

Once you click OK, you will need to specify a method for determining the new selection set. 

 

The new selection set will be displayed on the map as well as in the Selection Panel. 
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 Summary Report 
The Summary Report has three views of the data: Overview, Compact, and Detail. 

The Detail Report displays a single spatial feature in a floating panel. 

 

The Overview Report displays the list of all reported features, including linked data, in a floating 
panel. 

 

The Compact Report displays the list of all reported features, without linked data, in a compact 
format that is docked in the sidebar. 
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 Export To CSV 
Save the data in a CSV file. Once downloaded, the file can be opened by Microsoft Excel, or any 
other CSV file editor. 
 

 Printable Report 
Print-ready report that shows the assessing information for the selected parcels. (This custom 
report is only available for the *Parcels with Owner Info layer.) 
 

 
 

 Mailing Labels 
Print-ready mailing labels for the selected parcels. (This custom report is only available for the 
*Parcels with Owner Info layer.) 
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