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Intro to GIS 
(requirements: basic Windows computer skills and a flash drive) 

 

 

Part 1. What is GIS. 

1. System: hardware (computers, devices), software (proprietary or free), people. 

2. Inside a shapefile. (what do I need to make a map? 

3. Two kinds of data: spatial and attribute. 

 

 

Part 2. Download the GIS Exercise data to your USB drive 

 

1. Insert your USB drive into the USB port (you cannot save to the C: drive, only temporary. The T: drive 

is not only for your use). 

 

2. Open My Computer from the Desktop, then open the USB drive and create a folder where you will 

store your data. 

 

 

 

 

 

Part 3. Start a Map Project and Set the Printer Settings 

 

1. For this occasion we will be using one particular product of the ArcGIS family, which is named 

Business analyst. The main difference between the standard product and the one we will be using is that 

the last one contains data, and a set of tool that are not standard. 

2. Open Business Analyst … click on the Start icon on the desktop   , select All Programs, click 

the ArcGIS folder, Business Analyst folder, and then Business Analyst (this will take a a few seconds). 

 

3. Lets repeat the same process but using Citrix. If you do not want to install the software (we can provide 

you with a copy) you can access to it through the Citrix server (access.wcupa.edu). Be aware that if you 

keep the basemaps it will run very slowly. You better remove them and be sure you have your USB 

drive already in your machine. 
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Part 4. Create a Study Area 

 

 

 

1. On the Business Analyst toolbar, click the dropdown arrow next to “Business Analyst” and select 

study area. 
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4. Select “create new study area”, click next. 

 

 

 
 

 

 

5. Select by County. Then select the county of your interest (Philadelphia). Select Next. Give the 

study area a name like “Philadelphia County”, then click finish 
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6. The study area layer will appear in the map Table of Contents (list of layers on the left side), but 

it is only a temporary file. You need to save this layer to your USB thumb drive to make it a 

permanent layer. So, right click on the layer name, then select Data, then Export. In the window 

that pops up, navigate to your USB drive and name the layer –without spaces- then click OK to 

save it. The last step we are prompted to add it to the current map which we will do. 

 

 

 

Part 5. Find your businesses. 

 

1. Next we will want to add a layer with the NAICS codes. The NAICS stands for North 
American Industry Classification System. We want to add a list of business to overlay to 

our study area to show its spatial distribution. Notice that for the NAICS classification any kind 

of agency has a code, profit (businesses) or non-profit (NGOs or Universities). We can 

accomplish that through the business analyst drop down menu, navigate to data and maps and 

go to add business listing.  
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Check Search and “Classic View”. 

 

 

 
 

 

2.  Select Location and “Search inside features” (here you will select your Philadelphia area). Hit 

OK. 
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3. Go to type of Business and select NAICS 
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4. You can enter key words and the software will find the correspondent code or you can navigate 

to the internet and find the code of your interest (http://www.naics.com/search/). 
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5. A list of all businesses in the study area will appear. Click Finish and a set of points representing the 

NAICS locations will appear on the map and in the map’s Table of Contents. 

 

6. Like the study area layer, this layer is also temporary. Repeat step #6 in Part 4 to export, save the layer 

to your USB drive and bring it to the map. 

 

7. The layers appear on the left side of the window in the map’s “Table of Contents.” Go ahead and give 

each of the layers a proper name (spelling, capitalization, etc.). To do this: 

 Right click on the layer and select “properties.”  You can also just double click. 

 In the dialog box that opens, select the “General” Tab.   

 Next to “Layer name” type in the name of the layer as you want it to appear on your final map 

layout.  

 Do this for every layer. 
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8. Symbolize each of the layers with appropriate symbols (colors, marker symbols, line symbols, etc). To 

do this, double click on the layer’s symbol in the Table of Contents…OR: 

 In the map table of contents, right click on the first layer, select “Properties,”  (just like you did 

with the layer name) 

 select the “Symbology” tab 

 On the left, select Features and Single Symbol (See picture on next page)…. 

 Click directly on the symbol and a palette will appear.   

 Choose a symbol style, color and size. Click OK.   

 Do this for each of the layers, your county and your businesses. 
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(Before you add layers to the map project you will switch from the Layout View to the Data View. The 

Data View is the view in which you build the map and conduct analyses. To do so, click on the View 

menu, then select Data View).    
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Part 6. Explore Tools, Buttons and Components 

 

1. Click on the Zoom In button   then on the map, click and drag a box around Philadelphia.  

 

a.  Zoom in or our by fixed increments using Fixed Zoom In   and Fixed Zoom Out buttons 

b. Now use the Pan button   to move Coatesville to the center of the screen. 

c. Use the Full Extent button  to zoom back the entire extent of the map (Philadelphia). This 

button zooms back out and centers the map on the page. 

 

2. The Identify Button – allows you to see the data for a specific map feature by pulling the data from 

the layer’s attribute table and showing it to you in a small window. 

 

a. Click on the Identify button  then click on one of your businesses. A window will pop up with 

the data contained in the layer’s attribute table (by default the tool will always go for the first layer). 
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3. The Attribute (called variables in social sciences) Table.  The attribute table contains descriptive 

data that describes the spatial data you see on the map. Every layer has an attribute table. There is 

one record (row) of data in the attribute table for each of the shapes in the layer. The attribute table 

and the spatial data are linked. Write click on the layer and scroll down to Open Attribute Layer. 

 

 

 

 
 

 

b. Click on the Select Features tool , then click on one of the polygons in businesses layer. The 

selected will be highlighted blue (see picture below). Notice the similarities between the 

information obtained by the Identify button and the select tools in the attribute table. 
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c. Now clear the selected features (remove the blue highlight) by clicking the Clear Selected Features 

tool at the top of the table. The blue highlights will be cleared from the table and the map. 

Next, close the table.  

 

4. Create a Map  
The Map Layout is the page that you hand. In the professional world, it is the page that is printed for 

inclusion in a report or for presentation purposes. It must look neat and adhere to graphic standards. This 

means that the map should have NO typos, spelling or grammatical errors. After all your audience needs to 

be able to read the map and understand the legend. 

 

 

 

 

 

 

 

 

 



 15 

 

 

 

11. Change from the Data View to the Layout View by clicking on the View Menu and selecting Layout 

View. 

  

 
 

 

 

 

 

 

12. Use the Zoom and Pan tools to make your Philadelphia Area as large as possible without cutting off its 

boundaries and to center it on the page or, right click on the layer in the table of contents and select 

“Zoom to layer” 

  

13. The tools for the map composition (North Arrow, Title, Text, Legend, Scale bar), will show up only in 

the layout mode. Once you are there you can go to Insert where you can find all the elements that 

compose a map, such as title, text to write your name and data sources, a north arrow and scale bar 

array, and the most important part of all … the Legend! 
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14. Enter a title on the top of the layout where it says “Double click to enter a title.”  The title should 

communicate the map’s primary message (what is this map showing? what are you trying to show your 

audience?) You have to repeat the process for the text (the software creates a little window to enter the 

text placed in the middle of the map, very difficult to find). 

 

 

15. The legend wizard allows you to give a title to the legend itself, organize the items, change the color, 

background, borders, and add or remove items from your legend. The Business Analyst software adds a 

big number of layers to the legend. You don’t need them all. Said that, it is a good exercise to add them 

all just to see an awful and unnecessary amount of layers. 
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16. Notice that the software provides a significant number of North Arrows and Scale Bars to choose. Some 

times the software creates a scale bar with measurement units that don’t make much sense. For 

instance, inches are not a good unit to measure a continent, and vice versa, miles are not accurate units 

to measure a room! 

 

 

 

17. You can arrange the map elements (scale bar, north arrow, text) by clicking and dragging. You will 

know that we can move it when is highlighted in blue. Make the map look organized and professional. 

Make sure that all of the map elements, font sizes, etc are visible yet proportional. One tip: The legend, 

the title and the author’s name are more important than the north arrow or scale bar. The text can be 

used for both the author’s name as well as the data source. In some cases you will need to report the 

source for proprietary rights (like in the case of the software we are using). However, we usually do it 

to give credit to those who collected the data. 

 

 

 

 


