
WSDOT Community Planning Portal Tutorials 

Welcome to Community Planning Portal Training Script 3 

Adding data and enhancing the map within the Community Planning Portal 

1. This tutorial focuses on importing data from multiple sources, adding map notes to your map, and 

reconfiguring the pops ups. 

2. Anyone can adjust the appearance of layers and print maps that reflect these changes, but you must 

have an ArcGIS Online account to save changes to a map. Organizational accounts require a paid 

subscription. Noncommercial public accounts are free. 

3. To access WSDOT’s Community Planning Portal (CPP) type http://wsdot.maps.arcgis.com into your 

address bar and press enter. You will then be directed to WSDOT’s ArcGIS Online organization page. 

From here, select the CPP from the featured content in the middle of the page by clicking on the 

picture. Once this is done, the map will open for your use. (For the best performance viewing and 

creating web maps, Esri recommends that you use the latest version of Mozilla Firefox, Google 

Chrome, Safari, or Internet Explorer as your browser.) 

4. Let’s begin by adding layers from ArcGIS Online. Once the map is open, type in “Tacoma, WA” within 

the search bar located in the upper right-hand corner of the screen. 

a. Select the “Add” tab from the tool bar located to the right of the “Details” tab in the upper right-

hand portion of the screen. Once the tab is activated select “Search for Layers.” This allows the 

user to search a wide range of data from multiple sources. 

b. Change the sources for the “In” dropdown box to “ArcGIS Online” and then type the word 

“Census” in the “Find” box. Click “Go” and the search results will display in the box below the 

dropdowns. 

c. Click on “USA Median Household Income” from the list. A pop-up box will open and you will see 

the owner’s name, a short summary of the data, and action buttons highlighted in blue. Click on 

the blue action button “Add to Map” to add this data to your map. 

d. Click on the “Details” tab at the top left of the screen and then select the “Show Contents of 

Map” button. The USA Median Household Income now appears as a layer in your map contents. 

e. Click on the “Show Map Legend” button to interpret the colors used to represent median 

household income in the map. 

5. One of the great things about ArcGIS Online is that you have the option of importing your own data 

into a map. Your data will need to have an address or latitude and longitude coordinates and be 

stored in a delaminated text file).csv or .txt) GPS Exchange Format (.gpx) or shape file (compressed 

into a .zip). I will demonstrate by adding a .csv file to the map. You do not have access to this file I 

will use, but you can import your own data using the same steps. I am going to import Tacoma 

building permit data that I copied from the City of Tacoma’s web page into an excel spreadsheet, 

and then saved as comma delimited text. 

a. To import your data select the “Add” tab and click on “Add Layer from File.” Browse to where 

the file resides and click the “Import Layer” button. 

b. Once the pop-up box expands, click on the Latitude/Longitude check box or Address check box 

located in the upper portion of the pop-up. My data uses latitude and longitude so I am checking 

that box. The pop-up will reconfigure to allow the user to assign the Latitude and Longitude data 

to the appropriate fields. 

c. To make this assignment, click on “Not used” under the “Location Fields” column to activate a 

drop down box. 



d. Click on the drop down box and then assign latitude to the Field Name column “Latitude” and 

longitude to the “Field Name” column “Longitude.” 

e. Click on “Add Layer.” You will see your data points plotted across the map. At this point, all you 

have to do is format the map as you feel fit. 

f. If you use Firefox or Chrome as your browser, you can add this type of data simply by dragging 

and dropping the file on to your map. 

6. Now that the data has been imported to the map, let’s reconfigure the pop-up for our new layer to 

add titles, remove unnecessary data from the popup, and rename fields to make the popup easier to 

read. 

a. First, click on the gray arrow to the right of the “Tacoma Building Permits” title.  

b. Next, click on “Configure Pop-ups” within the expanded pop-up box. You will now have the 

option of assigning a title to the popup. 

c. Name the title by typing “January 2013 Development Permits” into the Pop-up Title box. 

d. Click on the light blue text, “Configure Attributes.” 

e. Under the “Display” column, click and uncheck “Latitude, Longitude, Service Order, Mailing 

Address, and Attribute 9” so these items won’t display in the popup.  

f. Now, under the “Field Alias” column, change the name of “Order Short Text” to “Site Address” 

and then click the OK button. 

g. Once the editing is complete, click on “Save Popup” in the lower left of the screen. 

h. To view the changes, click on any one of the data points associated with the “Tacoma Building 

Permits” layer. 

7. Map Notes allow you to add your own symbology to a map quickly. Let’s use map notes to identify 

the fictitious location of a proposed new camp ground. 

a. To show the location of the new Wild Wilderness Campground, type “3800 Pacific Ave, Tacoma, 

WA” into the search bar and press enter. 

b. Click on the “Add” tab and select “Add Map Notes” from the drop down.  

c. Once the pop-up expands, type “Wild Wilderness Campground” in the Name field. Next, open 

the dropdown box and change the “Template” from “Map Notes” to “Recreation” and then click 

the “Create” button. 

d. Now, Click on the “RV Parking” icon one time and move your mouse to location of the 

campground. Click once in the desired location, and a pop-up will expand to where you can add 

more details about the campground. Change the “Title” to Wild Wilderness Campground and 

write, “Proposed campground – 50 RV sites” in the “Description” box. You could also provide a 

link to the proposed campground’s URL if it actually existed. 

e. Click the “close” button to return to the map. 


