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Learning Objectives in this chapter:
· Working in layout view
· Adding elements to your map
· Using Templates
· Exporting your finished map
The Final Step: Making and Printing Maps

10.1 Overview

When you are finished editing within the data view and are ready to create your map, you will need to then switch over to layout view.  Layout view is sort of like a preview of what your finished map will look like.  This is where you will add map elements like the north arrow, scale bar, title, legend, etc.  It is essentially the final step in completing your visual display for print.
  
10.2 Working in Layout View

 (
Adding the Layout Toolbar
)[image: ]Just like in data view, layout view has its own set of tools.  The Layout Toolbar has similar tools that are specifically for working in layout view. You can open the Layout Toolbar by going to Customize>Toolbars>Layout.












Layout View Toolbar

The layout toolbar will have opened and you can dock it where you like.  Below is an overview of the tools that are commonly used.

 (
Layout Toolbar Tools
)[image: ][image: ]









Setting the page size

Open the Page and Print Setup dialog box by clicking on File in the main menu.

 (
Layout Toolbar Tools
By default, the page of your map will be 8.5x11 inches.  You can uncheck the Use Printer Paper Settings to set your own custom page width and height. 
)[image: ]




Page Elements

Once you are in layout view, you can start adding elements to your map such as a title, legend, scale bar, etc. Go to the Insert menu to select the element you want to add to your map.

 (
If you select to add a title to your map, you will be prompted to enter a title. Simply click OK and you will have added the title to your map.
You can edit your title at any time by double clicking on it.  You can adjust the type of font, make it italic or bold faced, 
change
 the color as well as the size among other things.
)[image: ] (
Inserting a Title
)[image: ][image: ]


If you choose to insert a legend, click Insert>Legend. The Legend Wizard will open and will guide you through making a few choices of how you want your legend to look. It is very straightforward and easy to understand. Each screen will prompt you to select the criteria you want for your legend.  

 (
Legend Wizard
)[image: ]

When you finish making your choices, you will be prompted to choose Finish and your legend is added to the page layout.  You will need to select the legend and drag it to where you want it in your map.  If you want to edit it at any point, simply double click on it and the Legend Wizard will open again allowing you to make changes.

Follow similar steps for adding other elements by first clicking on the Insert menu on the main menu toolbar. Similar dialog boxes specific to the element will guide you through customizing the look of your elements and the page layout.







The page layout below contains a title, legend, scale bar, logo, and north arrow. 

 (
Sample Page Layout 
)[image: ]

10.3 Page Templates

If you would like to use your page layout for future map projects, you can create a template.  A template is a map document (.mxd) that can be used to build upon for other maps.  By default, a normal template is used with every ArcMap document.  The layout page will be displayed as a blank, single data frame. Though these features are characteristic of a normal template, there are other templates available for use.  You are also allowed to design and save your own template for later use with other maps.





Using a Map Template to Create a Map

[image: ]When a new document is opened, you have the option of creating a new document with a template. Once you have launched ArcMap, click the New document icon       . The following dialog box will open, prompting you to select a template.

 (
New Document Dialog Box
)[image: ]

Creating your own template

To create your own template, simply save or copy the .mxd file into a special folder in your user profile.  It will create a template that only you can see. Create additional folders within the special folder to organize your personal templates.

Copy the map document templates and folders to the following location:

C:\Users\{youruserprofile}\AppData\Roaming\ESRI\Desktop10.0\ArcMap\Templates

Using Existing Templates while in Layout View

[image: ]You can set your template or switch to a different template within Layout View.
On the layout toolbar, click the Change Layout button        . 








 (
Template Dialog Box 
)[image: ]

You can choose between the types of templates listed within the tabs at the top of the Select Template Dialog box.  Click Next. You will then choose the data frame that will be used.  Click Finish.  The template will be applied to your map.

10.4 Exporting your Map for Print 

 (
Sample Page Layout 
)[image: ]When you are ready to print your map or share it via email, the best way to do this is by exporting to a .pdf file.  Go to File>Export.















 (
Exporting a Map
)[image: ]

You need to make sure that the above boxes are checked before you save your pdf.  It will ensure that your map is saved in the way that you intend it to be viewed with embedded fonts, and marker symbols.  This file can now be printed or attached to an email.

10.5 Saving your Map

After you finish working on a map, you can save it and exit ArcMap. You save a map as a document and store it on your hard disk. If you haven't saved the map before, you'll need to provide a name and save it into a folder location. ArcMap automatically appends a file extension (.mxd) to your map document name.

The data displayed on a map is not saved with it. Map layers reference the data sources in your GIS database. This helps keep map documents relatively small in size.

Map Packages

You can also save the map with its data using a map package, which can be used to share your map and its related data with other ArcGIS 10 users. If you want to create a map package, you will have to set the Map Document Properties first if you have not already done so.

Click File > Map Document Properties on the main menu. This will open the Map Document Properties box. Fill in your information and click OK.

 (
Map Document Properties
)[image: ]

Click on File>Create Map Package…

 (
Create a Map Package
)[image: ]

 (
Saving your Map Package
)[image: ]

Name your new map package. 

Specify where to save your map package - either as a file on disk or in your ArcGIS online account. 






Click Validate to analyze your map for any errors or issues. You must validate before you can save it to disk or share it to ArcGIS online. If any issues are discovered, a Prepare window will appear with a list of issues. Right-click on each Prepare message to get more information, read help for the error, and to click on suggested fixes. 

 (
Validating your map for a Map Package
)[image: ]

Once validated, the Share button will be enabled. Click Share to create your map package. 
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