ArcMap:  Add more elements to your  map, and customize the look and feel
Click View > Layout View.  This changes the map to a page layout, and operates similar to graphical editing software. Use the Layout toolbar (see below) to navigate in the page layout space.

[image: image1.png]Q Untited - ArcMap - Arcinfo
Fle Edt View Sookmarks Inset

Dpde a8 x
BRANM QI

SelctionGeoprocessing  Customize WindowsHelp
CERERET
PAl=1- =1 L=l O

* -
x| @

[, E=R

= - BEMD

823 113Inches





Click Insert > Legend, and click Next 4 times and then Finish.  The legend is added to your map.  It is highly customizable; just double click it to change content, fonts, background.  It is also dynamically linked to the map table of contents, so if you change the name of a layer in the TOC, the legend reflects the name change. 

To ‘break apart’ the legend and adjust individual elements of it, right click it, choose Convert to Graphics.  Right click again an choose Ungroup.  Do Ungroup a few more times.  Now you can change these elements individually.  Align and distribute features evenly by selecting more than one element (hold down Shift and click), and then right click and choose Align or Distribute.
Click Insert > Scalebar, and choose a scale bar style to insert.

Click Insert > North Arrow, and choose a north arrow.

Click Insert > Title, and type in a title for your map.

Click Insert > Text and type in “Map produced by <your name>.  Sources:  Harvard CGA, U.S. Census Bureau”

All of these elements can be altered / customized by double clicking on the element to open up the Properties box.  Each element can be moved or resized to make the map as legible and meaningful as possible.  The Draw toolbar arrow  is used to select elements (see red box on Draw toolbar screenshot below).  If your Draw toolbar is not displayed, click Customize > Toolbars > Draw to add this toolbar.
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Click File > Save to save changes you make to the map layout. 

Click File > Export Map to export the map to PDF, PNG, or many other image formats that are easily transferable.

ArcMap: Save out the work you did, and take it with you.
When finished, click File > Share As > Map Package
Under Map Package specify to Save package to file, saving the file on your flash drive. 
Under Item Description enter something in the  Summary, Tags, and Description fields.   
Click Share to save the map package to your flash drive.  Or save the file on the Desktop, and email it to yourself.  This will create a .mpk file, that will open in ArcGIS version 10.x, and will include all of the data, styles, text, etc. you’ve assembled in this map. 
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