
Emergency Responder Maps: Creating a Basemap  

 

ArcGIS Desktop vs. ArcGIS Online  

ArcGIS Online (AGOL) is a cloud-based platform that allows users to work collaboratively to 

create and share maps online. When compared to ArcGIS desktop programs, AGOL has many 

limitations in terms of data processing and analysis capabilities. For the purpose of creating, 

editing, and producing high quality maps, a desktop version of the program is necessary. 

The following instructions assume creator is using ArcGIS Pro. 

 

Step1: Setting up your Basemap 

Open your map and Zoom area of interest. Once there, choose ‘Bookmark’ from the left-hand 

side of the ‘Map’ tab. Click the drop-down arrow under the ‘Bookmarks’ button and choose the 

“Add New Bookmark” option. Label the bookmark with an appropriate name for the area of 

interest. This will allow you to quickly zoom into the area you have selected when entering the 

map.  

 

Next, you will choose a basemap over which you will layer data. To do this, click the ‘Basemap’ 

button in the ‘Map’ tab. This will bring down a drop-down menu of options. Choose a map that 

fits your needs but does not distract from the information you are trying to convey.  

For this purpose, we suggest publishing each map with two different basemaps: a simple white 

background, and a topographic map. You can follow these same instructions to change the 

basemap throughout the project so choose one now and you can change it down the line.  



 

 

Remember to Save your Map throughout this process! Click the ‘Save’ button at the top of the 

program and choose an appropriate title and folder in which to save your map. Remember to do 

this often.  

 

Step 2: Adding Data Layers 

Once you have chosen a basemap, you can start adding data to your map. To do so, you first 

need to direct the program to the folder in which your data is stored. Navigate to the ‘Insert’ tab 

and then click ‘Add Folder.’ Use the popup window to choose the folder in which you have 

saved your data. You should have three layers saved to your hard drive: 

1. County Parcel Data 

2. County Roads Data 

3. County Address Layer 

Once you have selected the correct folder press the ‘Ok’ button. You will not see anything 

change on your map. However, you have now directed the program where to find the necessary 

data. Refrain from moving the files out of the folder to maintain the connection to the map. 



 

 

To add the data to the map, you will next navigate back to the ‘Map’ tab and click on the ‘Add 

Data’ tool on the left-hand side to open the drop-down menu. To add data that is already saved 

on your hard drive, chose the first option that says ‘Data’. Use the pop-out window to add the 

first data set. Then repeat this step to add each of the layers included above.  

 

 



Next, we will add the remaining two layers to our map from the ArcGIS Online (AGOL) portal. 

The remaining layers are: 

1. Microsoft Building Footprints 

2. USA Streams & Rivers 

To add these layers, open your web browser and navigate to https://www.arcgis.com/index.html. 

You will not need an AGOL account to access the portal. Simply use the search bar in the upper 

right-hand corner to input your search first search term.   

 

Select the following: 

 

Click the title to open the layer then scroll all the way to the bottom of the page. You will see a 

sidebar in the bottom right corner that says ‘URL:.’ Copy the link. 

https://www.arcgis.com/index.html


  

 

Next, open ArcGIS Pro again and click the ‘Add Data’ drop down button once again. This time, 

select the second option which was ‘Add Data from Path.’ Paste the URL from into the available 

space and then click ‘Add.’ 

 



 

Return to AGOL and repeat the process for the following layer: 

 

 

Step 3: Editing Map Appearance 

Now that you have added the necessary data, you can edit the appearance of each element. On 

the left side of your screen will be your ‘Contents’ pane. Each layer you added will show up 

there. Make sure the check box to the left of each layer is checked so the layer will appear on 

your map. 

You can edit the name of the layer by double clicking slowly on the word and then typing your 

chosen name. Whatever you name your layer will show up on the Map Legend when you create 

your layout so make sure to choose something informative and clear.  

To edit the appearance of the feature, known as the ‘Symbology,’ click on the arrow to the left of 

the title to expand the section. You will see a small example of the current symbology. Double 

click on the image to bring up the symbology pane on the right-hand side of the screen.  



 

 

Chose ‘Properties’ and then use the appearance functions to change the color and width of the 

feature. Once you are satisfied with your choices, you must click the ‘Apply’ button to reflect 

those changes on the map.  

 



MCFSC recommends the following symbology & naming conventions: 

Layer Name Symbol 

Parcels_10_20 Parcels Grey outline; no fill 

County Roads Roads Beige; 2 pt. 

County Address Points Address Points Label with house number 

USA Streams & Rivers Water Bodies Light blue outline; light blue 

fill 

Microsoft Building Footprints Building Footprints Black outline; black fill 

 

To turn on labels for the address points layer, select the layer in the ‘Contents’ pane. Right click on 

the layer and then click on ‘Label’ to turn them on.  

 

 

Step 4: Creating a layout 

Navigate to the ‘Insert’ tab and then choose the ‘New Layout.’ There are many options for sizing 

and orientation. MCFSC recommends printing on 11x17 sized paper in whatever orientation works 

best for your community.  

 

 



Once you have chosen your layout, a new tab will open with a blank document. You will add all 

the elements necessary for a map layout, including the following: 

1. Map Frame 

2. North Arrow 

3. Scale Bar 

4. Legend  

5. Title 

6. Date 

Each of these elements is added by clicking the associated drop-down button in the ‘Insert’ tab.  

 

Begin by adding a Map Frame to the sheet. You can right click on the frame and choose the 

‘Activate Map’ option to zoom in or out and scroll to different locations on the map. Once you 

are satisfied with the view in the frame, click the arrow next to the text ‘Layout: Map Frame’ to 

exit the active frame. 

 



 

Next you can add the North Arrow, the Scale Bar, and the Legend to the map. All are auto 

referenced to your map and do not need to be formatted in order to show the correct information. 

However, if you would like to change the appearance of the element, right click on it, and then 

chose properties to bring up the ‘Format Element’ pane on the right.  

 

Finally, to include a title, date, and any other necessary text, you will insert a textbox by 

choosing the textbox icon in the ‘Graphics and Text’ window.  



 

 Use this tool to draw your textbox and then alter the appearance of the text using the ‘Format’ 

tab.  

 

All layouts will not look the same. Map layout elements are flexible to the needs & goals of the 

project. An example of an Emergency Response Map layout is a s follows: 

 

 

If you get stuck: 

ArcGIS Pro is a complex and powerful program. It is also confusing. There are many online 

resources that you might consult for the answer to your problem. Be sure to include ‘ArcGIS 

pro’ in your search term or look for answers at the ArcGIS Pro help center.  

https://pro.arcgis.com/en/pro-app/latest/help/main/welcome-to-the-arcgis-pro-app-help.htm

