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Downloading Geographic datasets from the web and displaying them on a map is one the 

most basic functions of GIS. This tutorial will help the user with learning the basics of 

this process. 

 

The Indiana Spatial Data Portal is valuable resource for downloading Indiana 

orthophotography and digital topographic maps. In this tutorial you will learn how to 

download data from this site.  

 

 This tutorial is for users who have limited experience with ESRI’s ArcMap 

software.  

 

 

1. Browse to www.gis.iu.edu. 

 

 
 

2. For this example we will be downloading the Muncie West Quadrangle, to do this 

click on Single File Download under Download Files.   

 

3. On the screen that pops up scroll through the Select Quadrangle menu to 

Muncie West Quadrangle and double click on it. 

http://www.gis.iu.edu/
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4. In the next screen that pops up click on the dot labeled Muncie. 

 
 

5. In the next window select Topographic Maps, then 1:24,000, then GeoTiff, then  

 Muncie_west.zip. 
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6. Select Save and save it to your personal file.  

 

7. Navigate to your personal file and then click on the file and unzip it to your file. 

 

 

 

Now we will open the map in ArcMap. 

 

1. Open ArcMap.  Click the Add Data button (see illustration below) and navigate 

to the topographic file that you unzipped and click Add. 

 
 

 

2. Once you have opened Muncie_west.tiff, you will be able to Zoom and Pan the 

image using these tools:     

 

 If you move too far beyond the area you wish to examine click the Original 

Extent tool and it will bring you back to the original map view:  
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3. Once you are zoomed in to the area that you are interested in, open the layout    

view by clicking on the Layout Button (see illustration above) so that you can 

add the finishing touches, such as a title, legend, scale bar and north arrow.  

 

 

*To adjust the scale of the map type the desired scale such as 1:24,000 into the map 

scale window. 

 

4. Once your map is in layout view you can click on Insert and select North Arrow 

 

 
 

5. In the screen that pops up scroll through the North Arrow choices and click on 

your selection.  To change the color of your arrow click on Properties, select 

Layout Button 

Map Scale 
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your color and click OK. To add your arrow to your map click OK again. To 

change the size and position of the North Arrow, move your cursor over the 

image and click on it.  You can now drag and size your arrow to suit your taste. 

 

6. Now we will add a scale bar.  Click on Insert once again and choose Scale Bar. 

Scroll through the list of scale bars that pop up and select one.  Now click 

Properties to set the specifications of your scale bar. 

 

 

 

7.  In the Properties menu you will want to select the units of measure for your map, 

the number of divisions and subdivisions in your scale bar, and where you would 

like your labels placed.  For this example, we will select 2 divisions and 2 

subdivisions.  We will select meters for our map units, and after labels for your 

label position.  Click OK, and then click OK again. 

 

*To position your scale bar click on it click on it and drag it around.  You can also 

resize your scale bar and by clicking it and dragging one of the ends to the left or 

right.  You may want your scale bar to total 100 meters in length; you can resize the 

bar until that is how it reads.  

 

 After you have added your scale bar and north arrow you may want to place a plain color 

behind the items so you can see them better.   

8.  To do this click on the Shape tool  in the lower left corner of ArcMap, 

and select the shape you want.   

 

9. To change the color of your shape right on the shape and then click on the Fill 

Color tool and select your color.   

 

10.  Now click on your scale bar and drag it onto your shape.  While it is still 

highlighted, right click on it and select Order> Bring to Front.  Repeat this for 
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the North Arrow.  This will bring your items over the shape so that they are more 

visible.  

 
 

11.  We are now ready for the title.  For this map we are going to call it Ball State 

University, because we are looking at BSU.  Click on Insert and then Title. A 

text block will appear and you can enter your title.  

 

*To position your title you may click on it and when the box around it appears, then 

drag it to where you want it.  If you double click on your title, the properties box will 

appear and you can now change the size, font, and color of the title.  

 

 
Your map is now ready to print or export.  If you are going to insert it into a document 

you may want to click on File then Export Map to save it as a PDF or a JPG image.  
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If you just want to print then click on File then Print and choose your settings! 

 

 

 
 
 
 
 
 
 
 
Please complete this tutorial by filling out the user feedback form found at: 
 

 

http://www.bsu.edu/libraries/forms/gismaptutorialfeedback.php 
 

http://www.bsu.edu/libraries/forms/gismaptutorialfeedback.php

