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Plan

Scope of Work Map

• Starting from a Template

• Creating a Shapefile

• Adding and Editing 

Features

• Adding Attributes

• Exporting a Shapefile

• Finalizing the Layout 

• Exporting the Map



Template Scope of Work Project

ArcGIS Pro Projects

Where to Find
\\floridadep\data\DRP\GIS\STANDARDS\Templates\Sco
pe of Work\SOW

Self-contained

• Base data and design choices already finished

Map and Layers

• Satellite imagery basemap

• Management Zones

• Boundaries

• Natural Communities

Layouts

• Professional and consistent aesthetic

• Contains key features of a good map

BNCR GIS FPS Users

Azure 
Cloud



Click here to 
view the video

https://publicfiles.dep.state.fl.us/DRP/GIS/Training/Opening%20SOW%20Template.mp4


Save As

Where to Save

Azure Cloud Service

• Basically everything in a shared folder

• Slow to read and write

Computer Disc

• Fast reading and writing

• Cannot be accessed by other people

• computer breaks, staff turnover, etc -- not recoverable

• Workspace to complete projects, then move to network

Project vs Project Data

• Geodatabase or shapefile location affects speed

• 'Saving project as' does not change where the data source locations



Click here to 
view the video

https://publicfiles.dep.state.fl.us/DRP/GIS/Training/Save%20As%20from%20the%20Template.mp4


Zoom To

Make a selection

- May need to enable selection in the map tab by clicking the select button



Zoom To

Zoom To

- Changes the map view to closely bound the feature we are interested in



Reference Scale

Reference Scale

- Fixes the size of symbols and text 

  

https://pro.arcgis.com/en/pro-app/latest/help/mapping/properties/map-reference-scales.htm


Click here to 
view the video

https://publicfiles.dep.state.fl.us/DRP/GIS/Training/Setting%20a%20Reference%20Scale.mp4


Create Shapefiles

What is it?

Storage structure for a feature class

Contains spatial data in a series of files with the same name 

that can be zipped and shared over email

Standalone data

Shapefile vs Geodatabase

• both store feature classes

• geodatabses have additional features

• Learning shapefiles because contractors want them and 

FPS staff is more familiar

Feature classes

A feature class is a set of spatial data in ArcGIS Pro that has 

one shape and attribute table

https://pro.arcgis.com/en/pro-app/latest/help/data/shapefiles/working-with-shapefiles-in-arcgis-pro.htm
https://pro.arcgis.com/en/pro-app/latest/help/data/feature-classes/feature-classes.htm


Create Shapefiles



Create Shapefiles

DEP Values

Shapefiles are a container for a feature class

- Feature classes can be stored in shapefiles or geodatabases

Only items in red boxes need to be changed

- Feature class location should be whatever folder you want the 

shapefile to be stored in

- Every park has a shapefile folder, storing on disc is faster 

but less accessible

- Feature class name is self explanatory

- Geometry type is self explanatory

- Coodinate system is NAD_1983_HARN_Florida_GDL_Albers

- Can select 'Current Map'



Click here to 
view the video

https://publicfiles.dep.state.fl.us/DRP/GIS/Training/Creating%20a%20Shapefile.mp4


Creating and Editing Data

• Creating Features – Polygons and Lines

• Copy and Paste

• Clip Tool

• Editing Vertices

• Split Tool

• Merge Tool



Creating Features

• Allows you to create irregular shaped polygons or lines
• Freehand draw polygons and lines
• More information can be found here: 

https://pro.arcgis.com/en/pro-app/latest/help/editing/create-
polygon-features.htm

https://pro.arcgis.com/en/pro-app/latest/help/editing/create-polygon-features.htm
https://pro.arcgis.com/en/pro-app/latest/help/editing/create-polygon-features.htm


Click here to 
view the video

https://publicfiles.dep.state.fl.us/DRP/GIS/Training/Creating%20Features.mp4


Copy and Paste

• Allows you to copy polygons, lines, and points from one 
map/shapefile to another, while maintaining the attributes.

• Key board shortcuts: Copy = CTRL + C, Paste = CTRL + V

• If keyboard shortcuts don’t work, you may need to select the down 
arrow under paste and select ‘Special’, you’ll then need to select the 
layer you want the new feature (polygon, line, point) to be a part of

• More information can be found here: https://pro.arcgis.com/en/pro-
app/latest/help/editing/copy-and-paste-using-the-clipboard.htm

https://pro.arcgis.com/en/pro-app/latest/help/editing/copy-and-paste-using-the-clipboard.htm
https://pro.arcgis.com/en/pro-app/latest/help/editing/copy-and-paste-using-the-clipboard.htm


Click here to 
view the video

https://publicfiles.dep.state.fl.us/DRP/GIS/Training/Copying%20and%20Pasting%20Features.mp4


Clip Tool

• Clips all visible and editable features where they intersect selected 
features (polygons or lines) 

• Multiple ways to clip – delete or keep features that intersect the clip 
area or delete all features outside the clip area.

• For this demonstration, we will be focusing on the ‘discard’ option in 
the clip tool

• More information can be found here: https://pro.arcgis.com/en/pro-
app/latest/help/editing/clip-features-using-another-feature.htm

https://pro.arcgis.com/en/pro-app/latest/help/editing/clip-features-using-another-feature.htm
https://pro.arcgis.com/en/pro-app/latest/help/editing/clip-features-using-another-feature.htm


Click here to 
view the video

https://publicfiles.dep.state.fl.us/DRP/GIS/Training/Clip%20Tool.mp4


Editing Vertices

• Moves, adds, trims, and deletes the vertices that form a selected 
polygon or line.

• Good for quick updates to a polygon or line, without having to redraw 
the entire feature.

• More information can be found here: https://pro.arcgis.com/en/pro-
app/latest/help/editing/modify-feature-vertices.htm

https://pro.arcgis.com/en/pro-app/latest/help/editing/modify-feature-vertices.htm
https://pro.arcgis.com/en/pro-app/latest/help/editing/modify-feature-vertices.htm


Click here to 
view the video

https://publicfiles.dep.state.fl.us/DRP/GIS/Training/Editing%20Vertices.mp4


Split Tool

• Splits a visible feature (polygon or line) into two or more features.

• Must intersect the feature at 2 or more locations for tool to work.

• Start your split line outside the feature and end outside of the 
feature; keeping the line within the boundaries of the feature you 
wish to split will result in the tool failing to run.

• For lines, seeing the split may be harder; opening your attribute table 
is a good way to double check if the split actually worked.

• More information can be found here: https://pro.arcgis.com/en/pro-
app/latest/help/editing/split-a-feature.htm

https://pro.arcgis.com/en/pro-app/latest/help/editing/split-a-feature.htm
https://pro.arcgis.com/en/pro-app/latest/help/editing/split-a-feature.htm


Click here to 
view the video

https://publicfiles.dep.state.fl.us/DRP/GIS/Training/Split%20Tool.mp4


Merge Tool

• Combines two or more features on the same layer into an existing 
feature or combines two or more features into a new feature.

• Features do not have to touch each other to be merged together.  
This is called a multipart feature.

• More information can be found here: https://pro.arcgis.com/en/pro-
app/latest/help/editing/merge-features-into-one-feature.htm

https://pro.arcgis.com/en/pro-app/latest/help/editing/merge-features-into-one-feature.htm
https://pro.arcgis.com/en/pro-app/latest/help/editing/merge-features-into-one-feature.htm


Click here to 
view the video

https://publicfiles.dep.state.fl.us/DRP/GIS/Training/Merge%20Tool.mp4


SAVE YOUR EDITS

• Remember to save your edits frequently!

1

2



Your shapefile has features-points, lines & 
polygons…what’s next?  Add Fields!

Adding fields is as 

important as adding 

features.

• Add “types” to your 

features

• Add feature calculations 

like

• Acres

• Length-miles or feet

• Latitude,Longitude

• Add a name-unique ID, 

MZs

• Add a description

• Add other class or 

subtypes

You can label using fields too-BOGO!

Right click on the layer name to bring up this dialog box                                                



What are your field names 

and types
• The maximum number of characters 

allowed for a field name in a shapefile 

is 10. No spaces and no funky stuff

• A field alias is an alternative name for 

a field providing a more user-friendly 

description of the content. Unlike true 

names, aliases do not have to adhere 

to the limitations of the database and 

can contain up to 255 characters, 

including spaces, numbers, and 

special characters. By specifying an 

alias, you can give names to fields that 

are more descriptive than their actual 

field name.

Let’s start adding fields!

Adding Fields in “Field View”

“Table View” after adding a new field

Tip-Right click on 
any field header to 
bring up field view 
for adding fields!



In a shapefile, you can add different types of 
fields.  Selecting the correct field type matters!

Shapefile Field Types-yellow highlight is most common

Double
The double data type is a double-precision 64-bit floating point number that can store numbers with up to 15 

digits. Double fields can support fractional numbers between -2.2E308 and 1.8E308.  Select your decimal place.

Text
The text data type is any characters, words or text description.  Shapefile character limit is 254.

Date
The date data type has additional selections for how to store and read the date field.  Wow there’s some interesting 

date formats

Float
The float data type is a single-precision 32-bit floating point number that can precisely store numbers that contain up 

to six digits only

Long
The long data type is a 32-bit signed integer that can store whole number values within the range of -2.14 billion to 

2.14 billion

Short
The short data type is a 16-bit signed integer that can only store whole number values within the range of -32,768 to 

32,767



Click here to 
view the video

https://publicfiles.dep.state.fl.us/DRP/GIS/Training/Creating%20Attribute%20Fields.mp4


Three main ways to enter data into a 

field.

1.  Simply click in the cell and start typing

2. Use “Calculate Geometry” for X/Y, Area or Length

3. Use “Calculate Field” to build more complex 

statements or math formulas

I’ve got my fields, let’s add some additional info

Tip-If you have selected records, it 
only calculates on those selected 
records or features!



Click here to 
view the video

https://publicfiles.dep.state.fl.us/DRP/GIS/Training/Calculating%20Geometry%20(Acreage%20and%20Lengths).mp4


It’s easy and a very 

effective way to jump start 

a shapefile.

• The central GIS park directories have 

everything that is available for any 

park.

• \\floridadep\data\drp\gis\parks
• Everyone in DRP has access to the 

directory to load or copy data.

• We recommend mapping this network 

location both in file explorer and 

ArcPro.

We’ve created data from scratch, but I want to 

modify or use something already available in GIS

TIP-You can even open 
central GIS ArcPro projects 
like the natural communities 
map or base map. Look in 
the projects folder.

file://floridadep/data/drp/gis/parks


Almost everything in 

ArcPro has a “right click”.

• The data you just added appears in 

the “Table of Contents” pane.

• Use a single click to “select” or to 

highlight the layer.

• Right click the selected layer to bring 

up a dialog list.

• Scroll down the list to “Data”.

• Once in “Data”, select “Export 

Features” to create a shapefile or 

select “Export Table” to export a csv.

• In the export dialog box select the 

name, location and add “.shp” to 

create a shapefile.

The data you want to copy is loaded into ArcPro.  

Let’s make a local copy you can edit, store or send.

Tip-you must add 
.csv or .shp to the 
name to determine 
file type.



CREATING A GRAPHICS LAYER

• Graphics layers are a great way to add 
custom text/shapes on your map

• Drawing graphics in the map is better than 
adding graphics in the layout 

• If you change your extent in the layout 

your graphics will stay where you placed 

them on the map

• You can turn graphics layers on and off in the 

Contents Pane just like shapefiles

• Save them as a layer file to use in other 
maps



CREATING A GRAPHICS LAYER

If you create more than one graphics layer in 

your map, make sure to select the Target layer 
before adding graphics to the wrong layer.

Click here to 
view the video

https://publicfiles.dep.state.fl.us/DRP/GIS/Training/Creating%20a%20Graphics%20Layer.mp4


LABELING

• To use automatic labeling for layers, you can right click the layer in 

the Contents Pane and click Label to turn them on.

• Right click and go to Labeling Properties to customize labels 
even further.



ADDING UNIQUE VALUES FOR SYMBOLOGY

• Use Unique Values for symbology to differentiate 

features by attributes in the shapefile

• Less custom labeling and more detail in the legend

• Quick and clear delineation between similar features



ADDING UNIQUE VALUE SYMBOLOGY

Click here to 
view the video

https://publicfiles.dep.state.fl.us/DRP/GIS/Training/Unique%20Value%20Symbology.mp4


ADJUSTING THE TEMPLATE LAYOUT

The SOW map template should have 

everything you need to make a good map but 

it will need some tweaking for your specific 
project.

•Change the map title

•Adjust the scale bar (if needed)

•Check layers on/off in the legend

•Activate the map frame to zoom in/out 

and set your map extent



ADJUSTING THE TEMPLATE LAYOUT

Click here to 
view the video

https://publicfiles.dep.state.fl.us/DRP/GIS/Training/Adjusting%20Template%20Layouts.mp4


EXPORTING A GEOPDF MAP

From the Layout view, go 

to the Share tab and 

Export Layout.

Most of the default settings 

will be good enough as is.



EXPORTING A GEOPDF MAP

For Name, click the folder to the right to 

navigate to where you want to save your 

map and add the name of the file in the 

bottom box.



EXPORTING A GEOPDF MAP

• Raster resample should be Normal

• Check the box to Convert character 

marker symbols to polygon to make 

sure things like the north arrow look 

correct on the pdf map.

• Check the box to Export 

georeference information to make the 

pdf a GeoPDF that can be used in 

Avenza.



SOW Map 

Essentials:

• Title

• Subtitle

• Scale Bar

• Legend

• North Arrow

• Labels

• Acreage/Length



ADDITIONAL RESOURCES

• Layout Templates 
for ArcPro: \\floridadep\data\DRP\GIS\STANDARDS\TEMPLATES

• Park Data: \\floridadep\data\DRP\GIS\PARKS

• Florida Department of Environmental Protection Open Data Portal

• Map Direct

• Map Direct Tutorials

• Map Direct Guide

• GeoPDFs for Any Park

• FDEP Avenza Guide

• ESRI ArcGIS Trainings

• DEP Help Guide

• OTIS GIS SharePoint Training Links

• OTIS GIS Support Site

file://///floridadep/data/DRP/GIS/STANDARDS/TEMPLATES
file://///floridadep/data/DRP/GIS/PARKS
https://geodata.dep.state.fl.us/
https://ca.dep.state.fl.us/mapdirect/
https://www.youtube.com/playlist?list=PL08_Wppvk25DmnaOgtJnQv7JMJ5bWEwZz
https://publicfiles.dep.state.fl.us/DRP/GIS/Training/
https://publicfiles.dep.state.fl.us/DRP/AvenzaGeoPDFMaps/
https://publicfiles.dep.state.fl.us/DRP/AvenzaGeoPDFMaps/Avenza%20Guide_7_23_24.pdf
https://www.esri.com/training/
https://floridadep.sharepoint.com/otis/gis/Shared%20Documents/USERS/Help%20Desk%20Documents/Accessing_ESRI_Training/AccessingESRITraining2023.pdf?CT=1724266603215&OR=ItemsView
https://floridadep.sharepoint.com/otis/gis/default.aspx?RootFolder=%2Fotis%2Fgis%2FShared%20Documents%2FUSERS%2FTraining&FolderCTID=0x01200054A67E84D2CF4E4A8EE91137E1B31896&View=%7B5C784F8A%2DB60E%2D4B29%2D9415%2D3CE92B5DA6EB%7D
https://www.floridadep.net/resources/geographic-information-systems-gis?check_logged_in=1


QUESTIONS?

QR CODE FOR THE 
PRESENTATION



THANK YOU
GIS Team

Bureau of Natural and Cultural Resources

Florida Department of Environmental Protection

Brady Harrison

Amber Collins

Colby Spencer

Divyasree Gudugula

Jessica Richards
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