
WSDOT Community Planning Portal Tutorials 

Welcome to Community Planning Portal Training Script 1 

Understanding the Basic Functionality to the Community Planning Portal 

 

1. This tutorial focuses on how to open a map, zoom to location, select a layer, access the legend, open 

a pop-up, scroll through the pop-ups, access planning factsheets, change a basemap and open 

metadata. 

2. Anyone can adjust the appearance of layers and print maps that reflect these changes, but you must 

have an ArcGIS Online account to save changes to a map. Organizational accounts require a paid 

subscription. Noncommercial public accounts are free. 

3. To access WSDOT’s Community Planning Portal (CPP) type http://wsdot.maps.arcgis.com into your 

address bar and press enter. You will then be directed to WSDOT’s ArcGIS Online organization page. 

From here, select the Community Planning Portal from the featured content in the middle of the 

page by clicking on its picture. Once this is done, the map will open for your use. (For the best 

performance viewing and creating web maps, Esri recommends that you use the latest version of 

Mozilla Firefox, Google Chrome, Safari, or Internet Explorer as your browser). 

4. To get started, let’s zoom to a specific location. To do this, simply type the desired location (310 

Maple Park Ave, Olympia, WA) within the search bar located in the upper right-hand corner of the 

screen and press enter. 

5. Now that your location has been found, let’s take a look at some of the available services within the 

CPP. To do this, you must first select the “Show Contents of Map” tab located in the tool bar in the 

upper left-hand side of the screen under the “Details” tab. Once clicked, all available layers within 

the CPP will appear. 

6. Once you have identified a layer that you would like to view within the map, select it by clicking in 

the checkbox to the left of the title. Furthermore, if you would like to view the legend of that layer, 

simply click on the title of the layer itself. The title will expand and the layer symbology will be 

identified. 

7. Before moving forward, ensure that the “City Limits” and “County Boundaries” layers are activated. 

Now, click your mouse within Olympia’s city limits. You will notice a pop-up box appear on the 

screen. In some cases, you will notice that there are more than one pop-up box available for 

viewing. By clicking on the white arrow(s), you will be able to navigate the entire listing of selected 

layer pop-ups. 

8. Navigate through the pop-up boxes until you get to the one that has “Planning Fact Sheet” written 

in blue text. Simply click on the words, “Planning Fact Sheet” to activate a new web page that will 

allow you to view regional contact information, planning documents, and other state transportation 

data for any city or county. To return to the CPP, you have the option of closing the factsheet PDF by 

clicking the X in the tab on the top of the page or by selecting the CPP tab. To close a pop-up, simply 

click the white X in the upper right corner. 

9. If you would like to change the basemap from the standard light gray canvas to one that may better 

suit your needs (such as imagery or terrain). Simply select the Basemap tab within the tool bar in the 

upper left-hand side of the screen and then select the basemap that you desire. 

http://wsdot.maps.arcgis.com/


10. You may see abbreviations or terms you don’t understand as you explore a layer. Looking at the 

layer’s metadata can help! It’s also a good idea to read through a layer’s metadata to be sure you 

are interpreting the information in the map correctly. 

a. If you would like to view the metadata of a layer, simply click on the gray arrow to the right of 

the layer title and then click on, “Show Item Details” in the newly opened pop-up menu. This will 

take you to a description of the data, which provides a link to the metadata. Click on the link to 

open the metadata. 

b. Click the back arrow to return to the Community Planning Portal. 

11. In order to avoid losing the data within your map, please remember to save your changes 

periodically. Saving maps requires registration with ArcGIS Online. 


