
  

Page 1 



2 

 Opening Webmaps Page………….………..………………………….………pg 3 

 Map Layers…….…………………………………….……………………………….…pg 4 

 Ways to Quickly Move Around the Map……………….………………pg 5 

 Quick Buttons……………………………..…………………………………….…….pg 6 

 Search, Selection & Identify Tools……………………………………….pg 7 

 How to Find a Tax Lot……………………………………………………….……pg 8 

 How to Identify All Information about a Tax Lot…………..…….pg 9 

 Surveys 
o How to find a survey………………………………………………………...….pg 10 

o How to find if there’s a survey on a tax lot…………......................pg 14 

 Label & Sketch Tools 
o How to draw sketches and add labels to the map……………....…pg 16 

 Measure, Bookmark, & Google Street View Tools…….……..pg 17 

 How to Fade Layers……………………………..……………………….………pg 18 

 How to Create Mailing Labels……………………….…………….………pg 19 

 How to Print………………………………………………………………………..….pg 25 

 

 



Toolbar 
Tabs 

Help 

Quick Buttons 

New Layer - News Feed 
Hide Tabs 

3 



Map Layers Tab 

allows you to turn 

on and off layers 
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Use to 

zoom 

to locations 

quickly 
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 Basemap 

 2009 Aerial Photo 

 Taxmap  

Quick Buttons 

-Use these to quickly  

Switch between the  

basemap, 2009 aerial 

photo, and the taxmap 

layers 
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•   Identify 
• Identifies information only on the 

layers that you have turned on 
 

•   Identify All 
• Identifies all the common layers for 

that location, even if they are not 
turned on in the Map Layers tab 

 
•   Select Tax Lot 

• Used to select one or many tax lots, 
create buffer, create mailing lists 

• Can select tax lots by a point, line, 
polygon or box 

 
•   Search Surveys 

• Used to search the surveys 
 

•   Select Survey 
• Use this tool to click on the map 

and select any surveys that are in 
that location 
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1. Click Search Taxlots  

2. Enter search criteria using the drop 

down menus. Can search by: 

Account Number, Taxlot, Map 

Number, Owner, Mailing Address or 

Situs Address 

3. See Help Examples below search 

tools for assistance. If no results, 

enter less information in search to 

pull more results 

4. Click Go! or press Enter to search 8 



• Districts  

• Zoning 

• Floodplains 

• Hazards 

• Elevation 

• Boundaries 

• Service Areas 

• Soils 

• Surveys 

• Taxcodes 

1. Zoom to tax lot or area 

you want to identify 

information on 

2. Click the Identify All tool 

3. Click on map to identify 

all information about 

that location  

4. Scroll through Results 

Tab on the right 
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Step 1-3 of 6 

 

1. Click Search Surveys  

2. Enter search criteria using the drop      

   down menus. Can search by: Survey#, 

   Client, Subdivision, Surveyor, or Clerk# 

 

3. Click Go! or press Enter to search 
10 
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Step 4 of 6 

 

4. Scroll through list of survey results 

and click the Survey Image link to see 

the survey 
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Step 5 of 6 

 

5. If only one survey image, then you 

should see a pop-up showing that it 

downloaded to your computer, or it will 

open automatically in a pop-up browser 
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Step 6 of 6 

 

6. If more than one survey image, it will 

open a pop-up browser showing links to 

the multiple images 
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Step 1-3 of 5 

 

1. Zoom to a tax lot 

 

2. Go to the Map Layers Tab and turn on the Surveys layer 

 

3. The surveys are shown with red dots 
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Step 4-5 of 5 
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1. Use the Select Survey tool to click and draw a box, point, 

line, or polygon around the area you want to find Surveys 

(selection area is shown by orange box on map) 

 

2. Click the Survey Image link in Results Tab on the right 



Sketch Tools: 
1. Open the      Sketch Tools dropdown 

on the main toolbar 
2. Select     Draw Polygon, Line, or Point 
3. Click on map to create sketch 
4. Edit sketch by selecting the     Edit 

Drawing, and then clicking on the 
sketch to make changes 

5. To remove the sketch, select       
Remove Drawing, and then click on 
the drawing you want to remove  

 
Label Tools: 
1. To add text to the map, first draw a 

polygon, line, or point sketch, and 
then select the     Edit Attributes  and 
click on the sketch 

2. A pop-up box will open, allowing you 
add a label and edit the sketch 
attributes 
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Measure: 

1. Click on the Measure Line or Measure Area tool 

2. Click once on the map to start measuring 

3. Move mouse and click again to continue measuring 

4. Double click to stop measuring 

 

Display Bookmark 

1. Click Display Bookmark tool 

2. Copy/Paste the URL on the right and enter it into a 

browser address bar, or send it as a link to someone 

via email 

 

To open current map location in Google Street View: 

1. Click on Bird’s Eye and Google Street View tool 

2. Click on a road on the map 

3. Pop-up browser will open showing Google Map 

1. Make sure you have pop-ups enabled in your Internet tools 

 

Geocode Address 

1. Allows you to search for a location using Google’s 

Geocoder. For example “Astoria Column”. 17 



1. Click Layer Name 

2. Click Fade/Unfade 
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Step 1 of 6 

1. Select a tax lot by 

searching for it or using 

the Select Tool 
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Step 2 of 6 

2. Click the Buffer Tool for 

the selected tax lot 
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Step 3 of 6 

3. Enter amount of feet to 

buffer tax lot. 
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Step 4 of 6 

4. See a list of selected tax 

lots within buffer (15 

results here). Orange line 

in the map is the buffer. 
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Step 5 of 6 

5. Click the Download 

Mailing List button 
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Step 6 of 6 

6. Some sort of pop-up 

should open, asking if 

you want to open or save 

the mailing labels. Open 

and save it in Excel.  
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1. Click Print Button Above 

2. Type Map Title on Right 

3. Choose Paper Template Size 

4. Choose a Scale 

5. Click Go! or Press Enter 

6. When it’s finished running, 

click the Download PDF link 

to open and save it to your 

computer or print directly 

25 


