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Informing Citizens, Conneding to Government
Community 2020™ HUD Community -
Planning Software Version 2.0 provides
powerful new planning and communication

" tools that help citizens participate in housing

and community development activities.
Developed by the United States Department
of Housing and Urban Development (HUD)
and Caliper Corporation, Community 2020
describes the location, type, and performance
of HUD-funded activities in your
neighborhood, city, state, or region.

Community 2020 is a special edition of
Maptitude Geographic Information System
(GIS) for Windows, Caliper Corporation’s
award-winning desktop mapping software.
Designed to help novice users access the
power of GIS, Community 2020 makes it
easy to access HUD program information.

If you can imagine the questions, Community
2020 can provide the answers. The powerful
combination of region-wide data and easy-
to-use software provides everything you
need to participate in neighborhood
revitalization and community redevelopment.
Community 2020 lets you:

* Display maps showing population
characteristics, housing conditions,
economic indicators, HUD activities,
and more.

* Review HUD activity descriptions,
funding information, and annual
performance data

* Create HUD activity databases for your
neighborhood, city, and beyond

* Define your own projects and pinpoint
their location on maps

Regional Data On Your Desktop

Community 2020 data sets are
conveniently packaged by region on CD-
ROM. HUD-funded activities are
described for one or more program years.
These data describe community
development programs, FHA single-family
and multi-family housing programs, public
housing programs, Empowerment Zones
and Enterprise Communities, and many of
HUD’s competitive programs. Program
data provide detailed descriptions of
activities including funding sources,
performance indicators, building and
tenant characteristics, and activity
locations. .
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WHAT'S NEW IN
COMMUNITY 2020
VERSION 2.0:

® More HUD
program dota

® Program dato
spanning
multiple years

m HUD Program
Performance
Data

® Data Updates

® Demographic
Estimates and
Projections

m HUD Query
Builder

® Enhanced HUD
Map Library

® New Forms,
Maps, and
Reports

THE COMMUNITY
2020 DATA
LIBRARY:

m US. Streets and
Highways

u Cities, Towns,
States, and
Counties

® Detailed Census
Data Down to the
Tract and Block
Group Level

m Congressional
Districts

m 5-Digit ZIP
Codes

m Community
Development
Entitlement
Programs

® Empowerment
Zones ond
Enterprise
Communities

®m HUD Competitive
Programs

. M Public Housing

Data )

m FHA Single- and
Multi-Family
Housing
Programs

m Public Housing

m And More!
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Regional geographic data sets include census
tracts and block groups, street-level
geography, and a variety of cartographic data
sets such as highways, landmarks, water
areas and more. Community 2020 also
includes regional demographic data from
the 1990 census of population and housing,
plus demographic estimates for 1997, and
demographic projections for 2002 and 2007.
Demographic data are provided for a range
of census boundaries from counties to block

groups.

First, choose the yeors, programs, ond octivity types of
interest to you. The HUD Query Builder finds ol! of the
octivities thot meet your criterio...
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DATA UPDATE

HUD program data
will be regularly
updated via CD-
ROM. HUD will
also provide
monthly program
data updates from
the HUD web page
{(www.hud.gov}.

...then use the HUD Query Builder tools to view the
descriptions ond locotions of those octivities.

Ask and Answer Questions

The HUD Query Builder unlocks HUD
program data packaged with Community
2020. Simply define your area of interest
and select HUD programs and activities for
one or more years, Community 2020
generates a list of activities that meet your
search criteria and provides access to a series
of tools that let you:

* Sort activities by program and activity type

* Display detailed activity descriptions and
funding information

* Map activities using symbols to show
funding source or activity type

* Report funding information and HUD
insurance and loan guarantees

* Export activities to a new geographic file
for use in your own maps
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The Easy Way To Make Maps
Making maps is easy using the HUD Map

Library. Available directly from the Program
CD, the HUD Map Library provides access
to over 100 beautiful maps that illustrate
population, ethnicity, housing, income, and
HUD program data. Thematic maps and
activity maps can be created for a specific
year. Use the Map Library to choose a map
and year for the area you wish to display, and
Community 2020 generates a colorful map.

Each map is a window that opens anywhere
in your region. You can zoom-in to see your
neighborhood, display your city, county, or
state, and use the HUD Info tool to reveal
underlying information about activities in
your area of interest.

Put Your Own Data on the Map

A growing world of data is available to
citizens. Community 2020 can read dBASE
files, text files, and other common data
sources directly, and it can access data
sources including Oracle, Access, and many
others. You can import data, locate records,
and expand the HUD Map Library using
your own information.

You can create your own project data and
locate proposed project sites on a map.
Simply create a project description with the
easy-to-use form, then put your project on
the map by entering a street address or a
census tract and block group number, or by
pointing and clicking on the map.

Send Us Your Order

Community 2020 runs under Windows
3.11, Windows 95, and Windows NT 3.5
and 4.0. It requires an 80486 or Pentium-
based computer equipped with a minimum
of 12MB of RAM and a CD-ROM drive.

Community 2020 is packaged for one of
four regions of the United States. You can
choose one region for $249, or choose the
deluxe edition that includes all four regions
for $299. Tb order, call 800-998-9999. Ask

" for Product Sales.
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of their resp hoiders.

Community 2020
comes in four
regional editions.
The States that
comprise each
region are:

EASTERN:
Connecticut
Delaware
Maine
Maryland
Massachusetts
New Hampshire
New Jersey
New York
Pennsylvania
Puerto Rico
Rhode Island
Vermont
Virginia
Washington DC
West Virginia

SOUTHERN:
Alabama
Arkansas
Florida
Georgia
Kentucky
Louisiana
Mississippi
i North Carolina
. Oklahoma
. South Carolina
i Tennessee
i Texas

CENTRAL:
Hllinois
Indiana
lowa
Kansas
{_Michigan
Minnesota
Missouri
Nebraska
North Dakota
Ohio
South Dakota
Wisconsin

WESTERN:
Alaska
Arizona
California
! Colorado
| Hawaii
i Idaho
. Montana

- d

New Mexico
Oregon
Utah
Washington
Wyoming
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Introduction

Congratulations! You’re about to explore HUD’s latest tool for developing
solutions to problems in your community. With this software, you can view
maps that graphically depict your community’s housing resources,
demographics, and level of economic development—but that’s just the
beginning. As you become more familiar with the software, you’ll learn how to
create customized maps, how to create persuasive graphics and presentations,
and even how to create maps using information you’ve collected about your
own community.

Before You Begin

If you are preparing to be a trainer or to do the exercises in this manual on your
own, we ask that you read this chapter completely before you begin. You may
then start your work with Chapter Two, “What Does My Community Look
Like?”. Chapter 2 covers essential mapping tools and techniques that will be
used in the other chapters.

The software can be used with either Microsoft Windows™ 3.x or Windows
95™ gperating systems. Before you use the software, you should be familiar
with Windows. If you are not, or if your skills are a bit rusty, you should take
the time to brush up on Windows first.

Before you make any set of maps, you will want to create a space on your hard
drive to store them all together, along with any data sets and documents that
are specific to that effort. To keep a record and save your work when you
perform the exercises in this manual, use the following steps to create a folder
or directory titled, “My_Data” :

For Windows 95 Users:

1. “Right-click” the Start button and select Explore. The Explorer
window will open to display your system’s files.

2. Select the C: drive as the working folder in the main menu bar (as
shown on next page). Choose File — New Folder. A new folder
appears on the right side of the explorer window. Type the name of
the new folder, either “My_Data” or “my-data”.

In This Chapter

INEPOAUCHION ...ttt 1-1
Before You Begin ..o 1-1
Training Manual Conventions ..............ocvviiiioiiien e 1-3

i0



Introduction

TIP

Users with slower computers
should take note of the
following ways to speed up
your map making;

Hide or drop all unnecessary
layers with the Map Layers
dialog box. Click on the Map

Layers tool (223 in the main
menu tool bar. Highlight
unnecessary layers and click
the Hide button or the Drop
button (refer to page 2-20).

Stop the computer from
redrawing the entire map.
After every change you
make, the computer redraws
your map, which can be very
time consuming. To stop
this, hit the ESC key to end
map drawing, and then make
any additional changes you
wish to make.

(NOTE: If a previous user has already created the My_Data folder, you
need to delete the files contained within it. In Explorer, highlight and
double click the My_Data icon to view the contents of the folder.
Highlight all of the files within My_Data by SHIFT-clicking the first and
last file. Click on the right mouse button and select delete. Verify this
deletion.)

| Click File-New Folder

ECommunity 2020 Training Manual

Click on Working Folder

Select C drive

L J
%) Hud west (D)

Windows 3.x Users:

1. Open the File Manager. The File Manager window will open to
display your system’s files.

2. Make sure your hard drive, C:\, is highlighted, and choose File —
Create Directory. The Create Directory dialog box appears.

3. Type the name of the new folder, either “My_Data” or “my-data”, and
click OK. The new folder appears on the right side of the File
Manager window.

(NOTE: If a previous user has already created the My_Data directory, you
need to delete the files contained within it. In File Manager, highlight and
double click the My_Data icon to view the contents of the folder.
Highlight all of the files within My_Data by SHIFT-clicking the first and
last file. Select File-Delete. Verify this deletion.)

1-2




Introduction

Training Manual Conventions

Trainers and users may want to familiarize themselves with the conventions,
outlined below, that are followed in this manual.

Chapter Organization
The first page of each chapter contains:
¢  An “Introduction” providing an overview of the chapter

e A Problem Statement that describes a real world scenario a student
might use the software to help solve.

¢ A subsection of learning objectives, entitled “What You Will Learn in
Chapter X”

¢ A subsection entitled “Requirements,” that outlines the prerequisites, if
any, for the chapter

¢ A subsection entitled “In This Chapter,” listing the chapter exercises and
page numbers.

¢ A “Chapter Summary Questions” section at the end of each chapter to test
the student on the material covered. '

Exercise Organization
‘ The first page of each exercise contains:
¢ An “Introduction” that provides an overview of the exercise and (if space
permits), an illustration of the final result of the exercise.

e A subsection of learning objectives, entitled “What You Will Learn in
Exercise X,”

The first exercise begins on the second page of the exercise section and a
“Wrapping Up” subsection at the end of the exercise summarizes what the
trainee has learned.

Exercise Steps

e Steps are organized under subheadings that group steps into functional
operations.

Example: “Adding the Block Group Layer to the Study Area”

e Subheadings are followed, where necessary, by brief explanatory text to
provide context for the steps.

Example: “In the next few steps you’ll add a map layer that contains
demographic information.”

e Steps are numbered and typically begin with an action verb such as
“Choose” or “Select.”

‘ Example: “Choose Map—Layers from the main menu...”

ECommunity 2020 Training Manual N E 2 13
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Introduction

e Steps instructing a menu selection indicate the selection in bold italics. A ‘
graphic of the button or icon alternative to the menu selection is sometimes
included in the text of the step.

Example: “Choose Map—Layers from the main menu or click the Map

Layers button &5 on the main tool bar.”

In this case the student is being instructed to click the “Map” menu option,
then select the menu item labeled “Layers.”

e Inearly chapters, a picture of the dialog box or window typically follows
the instructional text. In later chapters fewer pictures are provided.

e Text identifying or explaining the change that appears on screen follows
the instructional graphic, where appropriate. Then a screenshot of the
change usually follows.

Example: The text, “Your map window should now resemble the
illustration below:” precedes an illustration of the changed map window.

Call-Outs

Steps may include a series of smaller actions provided for in “call-outs” next to
the interface element (e.g., an illustration of a dialog box). Call-outs are text
instructions with lines pointing, for example, to a button to click.

¢ Call-out actions are not numbered but are executed normally from top to
bottom in the illustration.

If a specific sequence of actions is important, this is noted in the text of the
step.

Example: “To locate this file, make the selections indicated in the
illustration below, in this order: choose the drive containing the software’s
files, then the folder (ccdata), the file type (geographic), and the file
(ccbg.cdf). Then click OK.”

e Call-outs are shown in bold or “regular” text.
Bold call-outs indicate an action that is to be taken by the student.
Example: “Click OK.”

Regular text is reference or instructional information that does not require
action.

Example: “Block boundaries split into two areas, with new boundaries between
them.”

13
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Introduction

. Types of Graphics

There are three types of graphics used in the Training Manual:
e Graphics in the text of a step, such as a “button” to be clicked (see above).

¢  Graphics with call-outs and explanations involving windows and buttons.
The call-outs are usually bold, indicating that an action should be taken.

o  Graphics representing results-of-actions, for example, a map window
showing the effects of the previous action. ‘

2

)
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CHAPTER

REQUIREMENTS FOR
CHAPTER 2

The exercises in this
chapter assume that you
have a working familiarity
with Windows 95 or
Windows 3.x, and that the
software is already
installed on your
computer.

What Does My Community
Look Like?

Introduction

Defining a community and examining its makeup are often the first steps in
addfessing community problems. With this software, as in the real world, you can
define your community in a number of ways — from traditional geopolitical
boundaries to ethnic groupings. And once you have defined your community, the
software allows you to examine its social, demographic and other characteristics.

Problem Statement

You are the chairperson of a non-profit organization scheduled to lead a group
discussion focusing on a neighborhood in your city. You have just received a new
GIS software package, Community 2020, and want to incorporate visual aids
highlighting social, economic, and demographic characteristics of the community
into your presentation. How do you get started?

What You Will Learn in Chapter 2

This chapter presents essential tools and concepts that will serve as the foundation
for exercises in the following chapters.

e In Exercise 1 you'll learn how to find your community, how to zoom, change
map views, and “mark” those views for later use.

¢ In Exercise 2 you'll explore the Map Library. The Map Library contains
dozens of pre-designed maps showing geographic, demographic, HUD project
and other information.

e In Exercise 3 you’'ll learn about map layers, the key to displaying community
information on your maps.

e In Exercise 4 you’ll learn how to custom-define your own community
boundaries and create a new map layer to highlight them on any other map.
Then, you’ll create a “‘marker” of the location, and add the new map of your
community to the Map Library.

In This Chapter

INIrOGUCTION ... cveurieieieeirtiees ettt s et s 2-1
Exercise 1: Viewing Your COMMUNILY ........cocovvviiiiiiinis ittt srisiese e 2-2
Exercise 2: Using the Map Library ..o 2-10
Exercise 3: Layering Information on Your Community Map...........ccccecceuiinne 2-15
Exercise 4: Defining Your Own Community Boundary..........ccccvvvininninnnne. 2-24
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Exerc_:ise 1: Viewing Your Community

Iintroduction

The software makes it easy to find your community and display it in an on-
screen map. Easy-to-use tools allow you to change map locations (map-center
and zoom-level) to see different regions and in more or less detail. You can even
save these locations in a handy list of “markers.” Simply clicking on a marker
“zooms” the map to the new location.

Once you’ve found your community, you can zoom in and out at any time, or
“pan” to view a different center location within the map window.

=]0] x

g

; - '}\
% ° |
[ j/ o \ \
: ) g v Bl
, =AYV A\
i p . d 0 ] m}l .3-‘ >
1 Census Boundaries
Wafter Ares
[Jcensus Tract
[ClCensus Race
L _ Courtty (High Res)
wnee [nforetato Highway
0 1 2 3
[ ]
Miles

What You Will Learn In Exercise 1

This exercise will guide you through the process of locating your community.
Using a neighborhood in the city of Baltimore, Maryland as an example, you’ll
learn how to:

e Use “markers” to change the view of a map.
e Reset your default markers.
¢ Find and display your community on a map.

e  Zoom to views of your community at different scales.

e  “Pan” your view to a different location.

Q S Community 2020 Training Manual ﬂ 8 2-2
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Exercise 1: Viewing Your Community

‘ Steps

— Opening a Map with a Marker

The HUD - Toolbox command shows and A “marker” is a map view setting of location and scale (magnification) for

hides the following tools: any map. The software allows you to save markers and give them names,
such as “My Neighborhood.” Once you have saved a marker, you can
simply select it from a list to automatically change your view of the map to

Public Housing Data the marker’s location and magnification — regardless of the map you are

HUD Programs ____ viewing.

Grantee Data
State/Small Cities Data ——
ap Library

Since choosing a marker changes the map view, you must have a map open
in order to use a marker. However, you can open a map and choose a marker
at the same time when you open maps in the Map Library (you’ll learn more
about the Map Library in Exercise 2).

Markers

Jon the

1. Choose HUD-Map Library or click the Map Library button i
main menu (see FYI at left).

The Map Library dialog box is displayed. The dialog box includes a list of
markers. You can select any marker (and therefore any map location and
zoom-level) when opening any map file.

2. Make the selections indicated in the illustration below. (If your Map
Library dialog box does not include “Baltimore MD” under “Choose the
Location to Display,” choose a different “Location to Display.” )

HHUD Map Library

This scrolling list shows —\?
. all of your markers '
oject Info 4
Add Project Location Choose Baltimore MD” | ::;3;::*8' Neighborhood
Set-up \ Ballimore Regi
On-line Help ( llaltimg;e MD
User Projects ]! t
EZEC Locator Choose General Purpose Maps ~ ~
!
|
H
Ii
i 10eehlin Movaine Mape o oo oo i
( rChooss the Map{s}) You Want ———————
.|| [Area Map . o
Choose Census Boundaries ' i/ |[Road Map I
Click OK
The Census Boundaries map is displayed (see illustration in Introduction,
previous page). This pre-designed map shows county lines, highways,
‘ bodies of water, census tract boundaries and census place boundaries.
Q  BCommunity 2020 Training Manual o 23
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Exercise 1: Viewing Your Community

Setting the Home and Default Markers

Default markers are set when you install the software, and the “main”
default marker is your home marker. You can change your home marker and
add additional markers at any time.

Now that you have the Census Boundaries map open, let’s reset the home
marker to a new location:

T
3. Choose HUD -- Markers, or click the Markers tool button VQ (see
FYI, previous page).

4. The Marker Locations dialog box appears, showing any markers previously

TP _
Remember, you can view a entered, such as when the program was installed. Click the Defaults
marker location any time, button.

regardless of the map being
displayed, if the marker is
within your CD-ROM’s
region. For example, while
viewing a map of
Philadelphia with the
Eastern Region CD-ROM,
you could use a marker of
Baltimore, but not San

Francisco.

5. The Set Default Markers dialog box appears. Click the Set Home Marker
button. If a home marker has already been set, the Set Home Marker button
will read Reset Home Markers instead.

\ ~
-Set Yous Home Marker |
Please specify a "Home Markes™ by defining a street addvess, ZIP
Code, County os anothes area of interest. Communily 2020 will
provide a sclection of default earkers bated upon the location that
Click Set Home Marker or—-——
Reset Home Marker, To sot your "Home Markes™. click here: | 5et Home Marker |
whichever is displayed
r Sove o “Heoe Bohe™ 1
You can adust gow "Home Markes* by [Zuacinp In] o7 [Zoucing Owl|
When pow “Hemo Marker™ is conect, click here:
[ Canca |
The Find dialog box appears. The Find dialog box allows you to locate a
position anywhere in the country and to change your map view to show that
O  ECommunity 2020 Training Manual i8 - 24
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Exercise 1: Viewing Your Community

location. You can find a location based on its city, street address, ZIP code,
or several other options, including landmarks, HUD projects, or other map
features.

TP 6. In our example, you’ll enter a ZIP code that will be the center of your

You can use the Find marker location:

feature any time a map is
open — not just when

I

setting the default markers. Choose ZIP Code e L —————

Click the Find [§] button T Caddess €S CaPceds |4 OK ]
on the main toolbar to i SOy CCountry CMopfoatwe lic|e -
display the Find dialog box L CCounty C Landmark : L———l
(shown at right). ; _{.ilp Code —
Make a selection in the i .
dialog box, click OK, and Enter 21217 2P Codo [AFIE . o i
the map view in your , |

active map window will 1

change to the location you
indicated. . Click OK

(Note: you may have to
change the map scale in
order to make the desired
map features visible.)

7. You return to the Set Default Markers dialog box. Click OK in the Set
Default Markers dialog box.

~Set Yowr Homo M;ltu Location —
Please specify a “Home Marker™ by defining a street address, ZIP
2020 wilt

Code, County ar anothe: aroa of interest. Community
provide a selection of default markers based upon the location that
pou define.

To set your “"Home Marker™, click here: ! Sdgmgﬁ ll

r Sove your "Homo Rorker™
Yau axu oot gowr “Heco Maiker” by [Zoumion Inf o {Zﬁmﬁhw_ll
Wihem pour “Hemo Maien” ic eanrect, clishk hore: ] oR I

[| Cancel ]|

Click OK

. C \‘i
‘ ::‘ Z'.
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Exercise 1: Viewing Your Community

8. The Select Default Markers dialog box appears. All options are checked by
default (if they are not checked, check them all now). The seven map views
listed as Default Markers will appear in your Markers list. Click OK to
accept these defaults.

f
Make sureall g jo0t which Markess to Inchude ,
boxes are ‘ N — |
checked W (Map Window - the area coplainad wifhin the cuirent Wap Window |
¥ Local Neighborhood - one mile aound map center ;|
Ej"mm. Baltimore !
Baltimnse Region 1‘
I
Il ¥.Counties
i
I’k : ¥ Congsessional Distiicts
i |
i |
)! Y J
; ): 7 States Maryland <]
il e
l i R i
I S —
Click OK . — 0K | Eancel” |

The Marker Locations dialog box appears. This is the same dialog box that

syr—

Q

appears when you click the Markers button in the HUD tool box.

Giving Your Marker a Name

Options in this dialog box include adding and “dropping” markers, changing
the order in which the markers are listed (“Move Up”’ and “Move Down”),
and renaming markers. You’ll rename a marker next.

9. In this dialog box, choose “Home Marker Window” and click Rename.

| Marker Locations

;i ~Markers ———— > |
Choose Home Marker — ] % Rename. . | |
Window '|' Home Markes Neighborhood Rencme...
“| |Baltimose i Ad&.
'| |Baftimore Region —_—
/| [Baltimoie MD . " Drop...
Click Rename t MD District 7 " Move Up”
| |Entire Region . I Move Down ‘
' Zoom | Indwtu...l i Close ' |
20
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Exercise 1: Viewing Your Community

‘ : 10. The Rename Marker dialog box is displayed:
| —
Enter My Neighborhood as | 013 Nams [Home Marker Window | [} oK
the now rame New Noms [My neighborhood || Cancel |
Click OK

11. The new name is saved and you return to the Marker Locations dialog box

(shown in Step 9 above). Click the Zoom button in the Marker Locations
dialog box.

Your map is now centered on the map feature (in this case, zip code 21217)
that you entered in Step 6:

_—_— ——————————_ L —
¥ . Census Boundaries . (O]
R . :'1 : ‘Lr" ” 1
> "\ ' Kt — ==
A Lo
. H . - e .
RN / e A
YT TN : R SO
g ', T s -
) LT
| SR N
R s
. r:‘_ - 1 W :.. i ;i
‘: ' ; (". ’l:IMOR’E"w'U"J
L i Vo=
\ """ { Census Boundaries
‘.~ (] water Area
1. \i | steetn
; . : +|[] Bock Group
(R 4 L [C] Census Tract
ISR Sl 4 [CJCensus Place
It & :, =1 County (High Rea)
1 e 4 — Highway
| S | IR i 0 .20 4 .60
o ! 1 ]
e e —t . ’ Miles
12. Click the Close button of the Marker Locations dialog box. Your Home
‘ Marker is now automatically saved.
©  BCommunity 2020 Training Manual ’ 2 E 2.7
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Exercise 1: Viewing Your Community

Testing Your Marker

Now let’'s try out the Markers you just created.

To zoom-in to twice 13. Close any open maps ﬂh File -Close All from the main menu. Click the
— the magnification, . -]
%Icl)%kn??ﬁoglnh the Map Library button in the HUD tool box. Select My
’ Neighborhood as the location to display, then choose a category and map
that you haven’t already viewed. Click OK.

To zoom-out to half-
:)nr?o%nﬂitcﬁttlgg'ggr':\ The map you selected will appear, centered on the same geographic location
Out tool : and at the same scale as your My Neighborhood marker, but showing

different layers of map information.

Using the Pan and Zoom Tools

Recall that each of your markers represents a particular location and
magnification of a map view. But markers are not the only way to change a
map’s location and magnification. You can also use the Pan tool to move the
map around within the map window, and you can zoom in or out on a new
location with the Zoom tools on the main toolbox. (See illustration at left.)
The Pan and Zoom tools are useful for making frequent, small or temporary

gf;'.
i
L

. To move your map

within the map changes of map view in the vicinity of a marker.
window, click-and-
draF with the Pan r@‘
too The Pan tool is very simple to use: select it L. in the Maptitude tool box
(see illustration at left), click-and-drag on an open map, and your map will
slide with your mouse movement within the map window. Release the
mouse button and your map will redraw.
The zoom tools have two methods of operation:
The “single-click” method:
Q
. ; e To view an area in more detail, click the Zoom In button L——— . The
Click and hold down the . . . .
mouse button... mouse pointer will change to cross-hairs. Now click anywhere on the

map. The map will appear at twice the previous magnification, centered
p p PP p g
By . ' on the location of your mouse-click.

Y|

e To see a larger area on your screen, click the Zoom Out butto

' % : Click anywhere on the map. The map will appear at half the previous
! %@, : magnification, centered on the location of your mouse-click.
1
:_ ______ H) + The “click-and-drag” method (Zoom In tool only):
;"“» , . e Choose the Zoom In tool. Click-and-drag the mouse across a map
area. A rectangular dotted outline will extend between your first click
, point and the current mouse pointer position. When you release the
...and drag a rectangle mouse button, the view will zoom-in, filling the map window with the
around the area you wish map area that you outlined.
to magnify

v 4
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Exercise 1: Viewing Your Community

Wrapping Ub

You’ve now learned the essentials of viewing maps: you’ ve used the Markers
tool and Find dialog box, you’ve created and used markers, and you’ve used the
Zoom and Pan tools to change the location and magnification of your map view.

In later exercises, you'll use all of these tools frequently. In the Exercise 2,
you’ll use markers as you learn about the Map Library. And in Exercise 4, you’ll
create a marker for a map you’ll create yourself.

ERIC

IToxt Provided by ERI
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Exercise 2: Using the Map Library

introduction

The software provides dozens of pre-designed maps in a Map Library. Each map
Y in the Map Library displays a combination of geographic, census, HUD project,
Unlike the paper maps you infrastructure or other information. While you can’t change or delete the maps in

are used to, any map in the the Map Library, you can make new maps based on maps in the Library, and

Map L"’."‘"y can show . make new ones “from scratch.”
information for any location
on your regional CD-ROM. To make your own maps, you’ll often begin by finding the Map Library map that
Map files and markers are already closely matches your needs. Then you’ll modify it to make it suit your
independent. needs precisely. You can even store your customized maps in the Map Library
This is a key concept: for later use.
e When you open a map in For this approach, familiarity with the Map Library collection is essential.

the Map Library, the

marker location you
choose determines the
center point and scale.

e The map file you choose
determines the map’s
“layers” and how the
information is graphically

presented.
3000
R
L> whie (ondle )
» Bsckinontismp) » I J—
b ALEK A ronhivg ) M 9.5
t> hlmnv/Pac is{ronitap } > - 1 iF et «9
O Hwenio EI . It abCh <18
What You wiil Learn In Exercise 2
This exercise guides you through the process of accessing the Map Library with
six different sample maps.
Exercise 2 will help you become familiar with:
e  The variety of map types (general purpose, HUD, economic, etc.) available
through the Map Library
e  The variety of map themes (color and pattern themes, charts, etc.) used to
communicate map information.
e  The patterns in your community that become evident through snde—by -side
comparisons of different maps of the same location.
<
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Exercise 2: Using the Map Library

‘ Steps

In this exercise you’ll use the “My Neighborhood™ marker, which you created in
Exercise 1, as a starting point. Then you’ll repeat steps a) through c) on the next
two pages, to view the same location through six different Map Library maps.

Opening the Map Library

-

1. Choose HUD - Map Library, or click the Map Library button in

the HUD tool box.

The Map Library dialog box will appear. The default markers you set in
Exercise | should appear in the upper pane of the Map Library dialog box.

2. Follow steps a) through c) for each of the six maps indicated on the
following pages.

ERIC

IToxt Provided by ERI
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Exercise 2: Using the Map Library

To open the first map:

— a) Choose General Purpose Maps

| - Chooss the Location to Display ———— —
-~

Home Marker Neighborhood
Baltimore

To open the second map:

——— ) Choose Ethnicity Information

_~Choose the Location to Display - ——— - -—

Home Matker Neighborhood
. [Bahimore

To open the third map:

— a) Choose Housing Information

r Choose the Location to Displag-- — -~

Home Marker Neighborthood
.| [Baktimare

O
TiHpih
g3 i _
SR

Income [nformation
" [Housing Information ;j .

| 1P ammemite: Bnesnlonennt Maee |

- Choosa the Map(s) You Want —

b) Choose Road Map
c) Click OK

The map appears on screen:

LT

M onavans it Mantanmant M ana
E i ttec) Pt Py

y‘ :;mu the Map{s) You Want —— ———1

grertnpPrr P U PO s

Papulation by Race (Dots)
Percent White
Parcent Afiican-American
Percent Atia.mAmoliccn

Onsnnnt Matiin Amadince

s s

j { Contert... | | Cancat |

\ PN .
i ! :l. % 1 ,.‘ "‘4\ Rosd Map e &~ Y m \\J 20w n =
A BN RANE T\QE P
. o ,,' ) I ! ""”"‘\ | T2 County (i Rey) [ D Winionive ) J
we s § o N Srun @ > Bk fnaw] | U b Y
L T R PO\ izt o e
« | iweant ° E % %‘ i -‘9":.:"‘ e L S O O g * R =R

b) Choose Population by Race

¢) Click OK

The map appears on screen:

3 Pugrultiun by Rava (Tract)

0] i)

Papulatlon by Raca (Teac)

| Chooao the Wapls) You Want ~

a

|1 ISingle v. Multi Famity Housing
i IMedian Vatus - Dwnos Occupied ofl

L INMadliam Braan Dant
it it o L S S o e AR S TR T e |

| Content...| | Cancel |

¢) Click OK
The map appears on screen:

K5 Ovarnimmled Hawsion (Tract)

;\\\‘:-\

This map shows labeled streets,
county lines, and bodies of water in
the My Neighborhood marker area.

S Community 2020 Training Manual

This map represents the population
size in each census tract of My
Neighborhood as the size of a
colored pie chart. Proportions of
population in each census tract, by
race, are shown as pie wedges.

26

Each census tract in My,
Neighborhood is colored differently
to reflect the degree of housing
overcrowding, Darker census tracts
have more overcrowded housing
conditions.

2-12
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Exercise 2: Using the Map Library

To open the fourth map:

— a)CimseInoomo information

To open the fifth map:

—— a) Choose Comm. Devel. Maps

UMp‘ihlaxy

To open the sixth map:

—  a) Choose Population Information

|

ol -

C

[tet =" -

~Choose muu:w«aw.a—f -

[Households in Povesty
Low/Mad Income Hou:eho!ds i

saedrlde wsils 88~ €
Tpmerice oo

IMetropobitan Co-unty onpd I.ocabom -

¥

: Mebopoﬁ!an & Sta!eISuaB we. Pwpds
tate/Smafl Cities Projects by County
tate/Smafl Cities Funding by County

{
1~
;
3:
|
]
"
|
1.
1%
i
N
|
{‘
IR
i

The map appears on screen:

d inco o]x
| 0
] E
W =E
h Y], Lowttod tacome Housahasss
H— HH (.3
O] wewasa

h 7. Cerscs Prare
t = 111 ]
- o PooutxedPate

b) Choose LowMod Income...
¢) Click OK

l[cum | hl:mdl

m&cmmamm ﬂ

b) Choose HUD Projects by Funding
sSource -

¢) Click OK

The map appears on screen:

This map shows the low-to-moderate

income areas as shaded; the
unlabeled streets provide a visual
reference.

ECommunity 2020 Training Manual

This map shows labeled locations of

HUD projects, with a differently
colored dot for each HUD funding
source. Unlabeled streets, county
lines, and bodies of water provide
visual references.

27

The height of each vertical bar
(shown for each census tract in My
Neighborhood) is proportional to the
number of female-headed
households. The shaded portion of
each bar represents the number of
these households with children under
18.
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Exercise 2: Using the Map Library

5 Lommunity 2020

Viewing All Six Maps
When you'’ ve opened all six of the maps, they will be “stacked” on screen.

But often it’s useful to view different maps of the same area side-by-side.
This allows you to quickly compare the demographics and resources in your
community — say, unemployment and HUD projects — without creating a
whole new map.

3. Select Window - Tile as shown in the illustration below. The maps will
arrange themselves in a 3 x 2 grid. You can now compare all six maps side-
by-side. (Note: Click on each map and then on the Show or Hide the
Legend button in the main toolbar if the legends take up too much space.)

[fio b Me Dataviow - Laveid -Took JUOTRY HUD Grank

N \_1;4 2 Popudaion b Rece (Tracl}

3 Overcrowded Houting (Trac)
4 LowAMod Income Houssholds
B Met Pral by Funding Source

G Fersalotaaded Housshald:{1raci)

Hiryun wevs

| B\ g
LA

Ry Georaliam Somme =10 %] | Y7 orrmmiad ey B
0

jl

i
o
v

.

J3 I

1
i %

Y
>

i ’

Anargowindowosoclcanboseen

sl bwwlmdunlﬂ__;;T ( ZisnakPR0

] | g Exsiang - CWNDOWS.. | ¢ Hiask Captas

Wrapping Up

You’ ve just learned the Map Library essentials: how to access, browse, and
compare maps. You should now have an idea of some of the kinds of maps
provided in the Map Library, and the different map themes that are used to
present information. In Exercise 3, you’ll learn how to add your own map to the
Map Library. We recommend browsing the Map Library to identify other maps
and map themes that may be especially relevant to your work.

28
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‘ Exercise 3:

Layering Community Information on Your Map

ne

There are three types of
map layers: areas, lines,
and points (for example,
states, highways, and
points of interest
respectively).

As a rule of thumb, area
layers should be positioned
under line layers, and line
layers should be under
point layers, so that one
layer doesn’t obscure the
layers beneath.

DEFINITION

Map theme:

A graphical style for
representing map
information.

Themes include the use of
colors or hatch-marks to
differentiate map areas, dot
clusters to represent
population density, or pie-
charts to show percentage
breakdowns by ethnicity or
income.

Introduction

As you learned in Exercise 2, what distinguishes one map file (e.g., “Census
Boundaries’") from another map file (e.g., “Streets™) is not the location it displays
but the information shown on the map and how the information is displayed.
Every map file is simply a collection of “layers” of different kinds of information
about any location with instructions for displaying the layers. The user can view
the same map anywhere in the region.

Mastering the layers concept is essential to getting the most out of your maps.
There are just four key points to remember:

e  Each layer typically shows just one type of data, such as streets or HUD
Projects.

e  Multiple layers are superimposed like overhead transparencies. For
example, counties could be the bottom layer, streets could be the next, then
highways, and finally points of interest on top — appearing on-screen as a
single map with a variety of information. The sidebar at left explains how to
position the layers.

e Like transparencies, layers in a map file can be rearranged, added or
dropped, renamed, or hidden.

e Each layer has graphical attributes that you can change to meet your
communication goals: (1) a theme, such as colored areas, scaled symbols, or
pie charts; (2) labels, such as highway names or chart labels; and (3) styles,
such as border width or fill color.

What You will Learn in Exercise 3

This exercise walks you through the process of selecting layers, making
modifications to them, and saving your modified map. You'll learn to:

¢ Select the “working” layer and make basic changes within it, such as adding
labels to map features and changing graphic styles.

* Hide or show a map’s layers.

e  Save the modified map under a new name.
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Exercise 3: Layering Information on Your Community Map

Steps

1. Choose HUD — Map Library, or click the Map Library button in
the HUD tool box. Select the following and click OK:

Location: My Neighborhood
Map Category: General Purpose Maps
Map: Census Boundaries

The Census Boundaries map is displayed:

G Census Boundaries

Cznius Bouwtdwisst
Census Boundarles
3 wator Area '
Shroots
i2.} Block Group
[ Conaun Tract H v : B

CJcensun Asce '_ . - i
I Courty (High Res} F i TRCER NN
~— tHghwsy 1
0o 20 @ 6 | =7

Niloa : H LA

TIP 2. If the legend is not displayed, click the Show or Hide the Legend
You can select the button on the main tool bar (see illustration on next page). Clicking this
ointer tool from the button toggles between showing or hiding the map legend.

main toolbox and double- .

click on your map’s legend Labeling Map-Layer Features

to display a dialog box of
legend settings. You can

choose to“view the legend Names of map features, such as highways, are stored in geographic files—
ﬂa"a,che‘,i to the map, or even if they don’t necessarily appear on a map. For example, the geographic
oating in its own separate file of highways contains standard highway names such as “I-395,” as well
window. P . .
as alternate and local names such as “Shirley Highway.

Your first modification of a layer will be to name the highways.

You can choose the names you want to display on your map as labels, and
change the label size and color, and their position relative to the feature they
identify, as well as other attributes. You do this by displaying labels in the
Highway layer.
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Exercise 3: Layering Information on Your Community Map

TROUBLESHOOTING TIP

If your attempt to change a
label doesn’t “take,” or if
the Labels dialog box
doesn’t present you with
the appropriate options,
you may have forgotten to
select the proper working
layer.

Check the Working Layer
pull-down menu on the
main toolbar. It should
show the name of the layer
that you want to change. If
not, select it from the menu
and repeat your label
change.

Click the Working Layer pull-down menu and select Highway. As with
many layer operations, it is important to remember to select the desired layer
first. (The illustration below indicates the Working Layer pull-down menu,
as well as two other tool buttons you may use in this exercise.)

T T T TR 7
SR JE - PEgRiEEE ela

FYi
The Labels feature is
available in two places:

¢ Through the Automatic
Labels button on the
main toolbar.

o Through the Labels
button in the Layers
dialog box.

The main difference is this:

o The Automatic Labels
button on the main
toolbar affects the style
of the working layer
only.

e Within the Layers dialog
box, you can select any
layer to change its labels
- even if the layer

|Highway Fl :
Vole Aroa Eﬂnow o;\ Hicllg tl}e %ﬁgend
r on. iestothem
o you are v?gwing ®
nsus Place
p-fHigh Res
Hbmay waw, L e
Automatic Labels
button

Now that we’ve made Highway the working layer, you can make changes to
that layer. The following steps show you how to customize highway names
and styles with-the Automatic Labels button.

r"*(‘
i——1 button on the main tool bar. The Labels

Click the Automatic Labels
dialog box will appear.

Make the following selections in the dialog box:

I.ahcls (Layer: Highway) 7 N ~ I

I Muounl.

Choose black as Un-check Bold or ltalic Click Options ——

the text color if they are checked

happens to be hidden on
the map.
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Exercise 3: Layering Information on Your Community Map

TP

To create and modify
individual labels, use the
Manual Labels tool from
the main toolbox:

® Choose the working
layer for the feature you
want to label, then select

the Manual Labels
tool

Click anywhere on the
map—the manual label
settings dialog box will
ask you to describe the
label you want. Then
close the dialog box.

® Click on a map feature
you want to label; a
label will appear.

® Choose the Pointer tool,
then click the label you
just created. “Handles”
will appear on a frame
around the label.

® Click and drag the
handles to re-size or
rotate; click inside the
handles to re-position;
or double-click to
change the label’s text
settings.

& Community 2020 Training Manual

6. The Label Options dialog box appears. Make the following selections and

click OK:
Check Rotate line .nhcl Qptions
labels, to make - Oplions —————————Ng "
Hgm “a,'{i‘;ﬁ‘!}g: | I Show duplicate labels 7 Botite bno labels
lines Prlomiky - o e
Un-check | Actoss Lagers [7 (Low) <]
Show /
duplicate ; Within the layer based on [Highor ]
' valuos of [LENGTH ~]
Leave the Priority N S ]
settings at their —Position - i —
defaults Y _ .
i C Uppos left @ Above  Uppes right
n I Clowesleft €. C Lowes o
ighway labels [ Ctowerket  CBelow  Clowerdow
aww e. o v'Fiw T am T e e e e T e
highway line i
| I Show Fram)
Frame so there
will be no boxes
around the labels

ick OK

7. After clicking OK in the Label Options dialog box, you’ll be returned to the
Labels dialog box. Click OK to close the Labels dialog box.

The local highway names will appear on your map:

17 Census Boundaties

..........

........

0
hmneat
i
‘

.
H
.
Y
H
.
H

dasansen
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Exercise 3: Layering Information on Your Community Map

. Save Your Map
Now that you’ ve made changes to the Census Boundaries map file, you
should save your work.

8. Since Map Library map files (like the Census Boundaries map) can’t be
deleted or changed, Select File - Save As from the main menu to save the
modified map file under a new name.

The Save As dialog box appears.

9. Choose the file type, choose a name and location for your map, and

click OK.
Choose aname — .
for your map —_—————— =
our fo . .:_!c:\

work folder g |
Choose file P e = '

5S¢ — EH = -
A Wpe —fuwre 7] [S= _ =
Click OK

‘ Note that saving your map file under a new name does not change the name

“Census Boundaries™ displayed in the title bar of the map window. The two
names are separate — you could create several variations of the Census
Boundaries map with different file names, but with the same or different title
bar names. You’ll learn how to change the name displayed in the title bar in
Exercise 4.

O
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Exercise 3: Layering Information on Your Community Map

Turning Layers On and Off

The seven layers that appear in the legend and on the Working Layer menu
are not the only layers stored in this map file — they are the only visible
layers. The software allows you to store many layers with your map file and
to modify them as needed.

TIP To illustrate this, the second modification you’ll make to the Census
By changing the working Boundaries map is to turn off or “*hide” a layer.

layer (as you did in Step 4
above), and clicking the
Automatic Labels button,
you can turn on labels for
the other visible layers

W

10. Choose Map - Layers or click the Map Layers button on
the main tool bar. ’

shown in the legend. But if The Layers dialog box appears.
you tumed on too many
labels, the map would
quickly become
unreadable. l3 = agg_:] [};M = o=
“addioge | [Swe
"Drop Lager | | Labels...
g | Autoscate...
Autoscale | Baai 0 B
ntetstate Highway _ Autoscale _ ]| "Move Down | [ Rename... |
'File: D:\CCHIGHWY.CDF
—~——= Choose Highway — Hcigg(uyer Click Close—

The map is redrawn and highways are no longer visible:

|
__ Notice that VSRS \ HHY
“‘Highway” has
disappeared from !
the legend ﬂ
i

=] Census Evundaties

Census Boundaries P
{Z] water arva < \,

cidemee ] HHHIAEE
ﬁconnn‘l'rao( ' [ ﬁ
[JCenwuns Aace - l

1.1 Gounty {igh Rea)
0 20 4

MElon . 7 m—_

FA
|

I
;'TII"

A
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Exercise 3: Layering Information on Your Community Map

‘ Changing the Appearance of a Map Layer

Every visible layer in your map has a style associated with it. If a layer
consists of lines, such as highways or boundaries, the style attributes include
the thickness of the line, its color, and whether it is dashed or solid. If a
layer consists of areas, such as counties or census tracts, style attributes
include the line style for each area’s outline, as well as whether the area is
filled in with a solid color or hatch marks.

To illustrate this with the Census Boundaries map, you’ll make the census
tracts boundaries thicker and darker to make them easier to see. :

11. Change the working layer to Census Tract by using the pull-down menu

e in the main tool bar.

In the Layers Style dialog
box, any fill style or fill

—
color you choose — even

white — will obscure 12. Click on the Layer Style button

features on the layers . . .
beneath. If you want to The Style dialog box appears. Note that this is the same dialog box that you

avoid this. select “None” would have seen if you had clicked the Style button in the Layers dialog box
as the fill style. in step 11 above.

in the main tool bar.

13. Make the following selections from the pull-down menus in the Style

dialog box:
'“CImse SdsldM“;‘ ~~-- Tract) B N «m“_—‘
NBerder sty [ e
. Choo%?:iaslhe_..f Border Width [3 v} Sample. | Jpancel |
width of your | ‘ " m— — |
, | Dorter oo [ ] |y |l
Choose black /3 Fill Stgle |None Lvl : ,
for bordercolor. ) A
i Fi’JCtﬂurl r'rl e i
Choose None, rather thana coloror ———
hatch pattern, as the fill for each
census tract area
Click OK
~
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TROUBLESHOOTING TIP
If your attempt to change a
layer style doesn’t “take,”
or if the Style dialog box
doesn’t present you with
the appropriate options,
you may have forgotten to

select the proper working
layer.

Check the pull-down menu
on the main toolbar. It
should show the name of
the layer that you want to
change. If not, select it
from the menu and repeat
your style change.

ECommunity 2020 Training Manual

Your map should now look like this:
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Save Your Changes

14. It is important to save your work frequently. Save your changes to the map

file nhcensus.map by choosing File ~ Save or by clicking the Save File
button E on the main tool bar.

Wrapping Up

Layer operations such as modifying, creating, and adding layers are key steps in
creating your own maps. You’ve just learned the essentials of layer operations:
accessing the Layers dialog box, hiding and showing layers, changing a layer’s
style, and turning on and off the automatic labels for features in a layer.

In the next exercise you’ll learn how to create a layer with your own custom-
defined community boundary. In subsequent exercises you’ll learn how to add
layers from other files and create layers from your own community data.

36

i
B

-2

A




. Exercise 4:

Defining Your Own Community Boundary

Q  ECommunity 2020 Training Manuai

introduction

Since your particular community may not share city, county, census tract or other
predefined map boundaries, the software lets you define your own community
area. Your community area can be defined on the basis of streets and landmarks,
economic or ethnic patterns, or any other criteria you choose. You can use any of
the applicable map layer operations on your custom-defined map area, as well as
the visualization, reporting and data analysis tools.

’ Study Area Map
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What You will Learn in Exercise 4
This exercise shows step-by-step how to custom-define a map area. You’ll learn how to:

Add a new, blank map layer to an existing Map Library map (“Road Map”).
Use the Map Editing tools to draw the outline of your neighborhood.
Customize the style (boundary color, thickness, etc.) of your new area.
Name and save the new map file, with your new map layer and all of the
original map layers (and their style information) of Road Map.

Name and save your map layer as a geographic file.

Create a marker of your map.

Add your map to the Map Library.

Coa
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Exercise 4: lDeﬁning Your Own Community Boundary

Steps

Getting a Map from the Map Library

1. Click the Map Library button Q in the HUD tool box, and make the
following selections in the Map Library dialog box, and click OK:

Location: My Neighborhood
Map Category: General Purpose Maps
Map: Road Map

The Road Map will appear, centered on the My Neighborhood marker
location.
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Exercise 4: Defining Your Own Community Boundary

Saving a Copy of the Road Map
Maps from the Map Library can’t be deleted or modified, so next you’ll

save a copy of the Road Map and modify it.

2. Choose File - Save As from the main menu. The Save As dialog box will

appear.
File Name: Directories:
Name the file = —— r——]
StdyAreamap tdyArea.map o ci\lv-ddo
o our nhcensus.map [ ‘:'! e\
hm 'ny-dda
wakfolger =
.= - -
l.n!FiudI_ne: Driyes:
ChooseMapFile — MawFie 5] [Se K3
as the file type , B
Click “OK”

Changing the Name in the Title Bar

Notice that your map window’s title bar still reads “Road Map” even though
you’ ve just changed the file name to StdyArea.map. This is because the
software allows you to give your map a more descriptive name for the map
window than an eight-character file name will allow. So next you’ll change
the name that displays in the title bar of the map window.

3. Choose Map - Settings from the main menu. The Map Settings dialog box '
appears.

Name the ma \ File Nams [C:\MY-DATA\STDYAREA MAP N
Map Nomo [Study Area Nap — | [foncal |
Background Stgte [Nome ___+] [ °‘°"’°"“’5""°“
nuumm;au —— L
[ Projection ]Nm ., V )
/ ¥ Auto Projections M
I~ Showalegend ' Legend Settings

Click OK
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Exercise 4: Defining Your Own Community Boundary

TIP

Do you find yourself re-
setting the legend position
each time you open the
same map? Here are some
legend preferences you can
set:

e Using the Map Settings
dialog box, check or
uncheck the “Show a
Legend” box.

¢ To set other parameters,
such as whether your
legend is attached to the
map window or is
displayed in its own
separate window, click
the “Legend Settings”
button.

¢ To move the legend out
of the map window, -
select the pointer tool on
the main toolbox,
doublelick the legend,
and select “Separate
Window” from the pull-
down menu in the
Legend dialog box. Or
simply click the “Show

Y our map should now look like this:

 [study Area Map| -
0 100 .20 .30 ' o .
Miles ' . . R W

Creating a New Layer
Next you’ll create a new layer in your Study Area Map. You'll define your

or Hide the Legend” community area on this layer.
button .
Remember, a layer is simply a geographic file that can be added to a map
file. So the first step in creating a new layer in a map is to create a
geographic file.
4. Choose File - New from the main menu. The Create New File dialog box
appears.
[Ceacowrne. g
| 1 Fie Typo——— T IK ]
i ©Yabls Fils r el
| C Point Geographic Fils T
|} CiLine Goographic File E.F'd""
Choose Area Geographic —————| @ Asea Geographic File
File as the file type ‘ : ‘ '
Name your new layer Lager Noms [Stuty Aroa 1 ' ;
smderen o e
g [~ Create Now Map
Click OK
Q EHCommunity 2020 Training Manual 2-26
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Exercise 4: Defining Your Own Community Boundary

. 5. The Save As dialog box will appear. Save the file in your own directory as
follows:

Name your file
StdyArea.dbd

Choose your
work folder

Chooselz e
Geographic

e

Click OK

A new, blank layer called Study Area 1 is now part of your Study Area Map.

Defining Your Neighborhood Boundary

Your next step will be to define your custom area by drawing its boundaries
in the new map layer, Study Area 1. As with any action on a map layer, you
must first make sure that the layer you are going to change is the working
layer.

‘ 6. Select Study Area 1 from the working layer pull-down menu on the main
tool bar.

Choose Study Area 1
as the working layer

7. To make the study area more visible, maximize the map window to fill
your screen and hide the legend to give yourself more visible map area.
Use the Pan tool to make sure your map view includes the streets
identified in the illustration under Step 9 below. Finally click-and-drag
the Zoom In tool around the target area to fill the map window.

8. Choose Tools - Map Editing from the main menu. The Map Editing tool
box will appear. (You may wish to drag the Map Editing tool box to the
lower left corner of your screen so it won’t be in the way as you draw the
study area outline.)

’ o
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Exercise 4: Defining Your Own Community Boundary

The “Add Area” tool extends your
boundary with each mouse click.
Double-clicking closes the polygon

The green traffic light
(“Save Edits”) confirms
your map changes

R

fio

i Baies Ypdie,

The “Modify Area” tool is
used to sefect and move
points and line segments of
your area boundary

d[Ofd T

4
R 2

[Edi,lvii;g oﬂri-s;:'leér.l JI
[ Bedtings.... |
The red traffic light (“Cancel J

Edits”) “undoes” your last
map changes

(Note: The Map Editing tool box may be partially off screen when you first open
it. In order to view the whole box, simply click on its blue title bar and drag it
toward the center of your screen.)

9. Click on the Add Area button L. This tool lets you draw point-by-
point area boundaries. Draw a polygon around your study area by
clicking on the points indicated below, and double-clicking on the last
point to close the polygon. (You may want to increase your zoom level to
make more individual streets visible.)
6. Q:uu%leclpigikmatbyour
P o7
s gr@ . _-z‘,-ov:;‘ - domrgoepolygon ‘
" Py d !
N BN 4
e ;," K5
b og“‘
-5 ‘*ﬁ & 5. Click at N Howard
x-gl ,va .ﬁé itaMWNOIIII
1.Start diddlgome o ge* o ¢ ve.
atthebyeomer w i Eé%% é.@" ‘A
North Ave. and ¥ 8§99 & Tl
Pennsyivania Ave. R4 f? oo
’ " aawad $ k
g’.; wosan s 5?4) ; 4, Click atN Howard
e "V’» St and W Mount
$ b JUOBSIRET maugr % %Q,vla Royal Ave,
1 ' :
el e
T. i ;!..'. ! “'“'V".'"‘?'.. .Q
v ltz"."' qlquav'i ¢
2 Click next at the comer of : 3, Click next at the
Pennsylvania Ave. and W cormer of W Frankin
Frankdin St g:.. and N Howard

(Note: You may select any large area to be your study area. That is, you don’t
have to follow the book’s example. Just make sure your area covers several
square blocks, because it is relevant in future exercises.)
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Exercise 4: Defining Your Own Community Boundary

TROUBLESHOOTING TIP
Upon completing your
polygon (see illustration at
right), the street names
appear in light blue, and
there should be one open
*“node” on the polygon you
have drawn. This indicates
that the polygon is
“closed.” If an open node
doesn’t appear, click the

Modify Area tool in
the Map Editing toolbox,
and click a node on the

polygon.

ECommunity 2020 Training Manual

Your map with the path you have created should now resemble the
illustration below (see troubleshooting sidebar at left):
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10. Click the Save Edits button ’J on the Map Editing toolbox.

The polygon you have drawn is now a map area in the Study Area 1 map
layer.

Next you’ll make the boundaries more visible by modifying the Layer Style.

Changing the Boundary Style

11. Click the Layer Style button on the main tool bar. The Layer Style
dialog box will appear. Make the following selections:

Choose a solid line

as your Border Style
Choose 1.5 as the
width of your border
y /vwrm_ Roset
Choose blue as the <1
color of your border FllStgo [Nona -]
Fill Color
Choose None as
your fill style
Click OK

Your map should now resemble the illustration below:
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Save Your Work

12. Choose File — Save from the main menu or click the Save File button

H

The file stdyarea.map now includes the layer Study Area 1, shown as a
solid blue line.

Saving Your New Map Layer as a Compact Geographic File

Remember that when you created the Study Area 1 layer in Steps 4 and 5,
you saved it as a “standard” geographic file with the *.dbd” suffix. Standard
geographic files are editable, which was important when we were about to
make changes to the layer.

Now, however, you’ll save the layer as a “compact” geographic file with the
“«cdf” suffix. Compact geographic files are not editable, but they are very
small files and display more quickly on screen.

To save a layer as a geographic file, you have to make the desired layer the
working layer, and then “export” the layer as a geographic file.

13. Select Study Area 1 from the Working Layer pull-down menu on the
main toolbar.

e
~
gy
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Exercise 4: Defining Your Own Community Boundary

14. Choose Tools ~ Export from the main menu. Make the selections below and

click OK.

Choose to export xo luy la1 )

All Records

Choose Compact — - :_

Geographic File Jo [Compact Geogiaphic File ¥ [ [~ | Cancel B
Filnchide Bultin Data [ doordinates, |

Click OK

15. The Save As dialog box will appear. Name the file and choose a location
as shown below:

Nameyourfle ——) ftdpwoacdi | cmpdeta ]
stdyarea.cdf . IR el » =
| ﬁ!wdda

Choose your , -

workblc!er : |

Choose - A L

Compact g m_‘__l

Geographic | List Files of Typec Drigps:

'f‘:IiIeas hefile — [CompactGeopaphicFiz] [ =]
m B

Click OK

45
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Exercise 4: Defining Your Own Community Boundary

Creating a Marker for the Study Area

Remember that a marker is a way to change your map location instantly
from one center point and scale to another—regardless of the map file you
are viewing. Your list of Markers is accessible via the Markers command on
the main menu and the Markers button in the HUD toolbox.

Next, you'll set a marker for your Study Area.
16. Choose HUD - Markers, or click the Markers tool button.

17. The Marker Locations dialog box appears. Click the Add button.

Click Add ]

18. The Add Marker dialog box appears. Enter “Study Area’ for the name
of your new marker in the Name field then click OK.

Add Marker= —= - e

Enter the name {

r- New Markes
Study Area . Mome[Stupaea
Click OK

45
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Exercise 4: Defining Your Own Community Boundary

19. When you return to the Marker Locations dialog box, choose the marker
' you just added. For convenience when displaying maps of this location,
move the marker to the top of the list by clicking the Up button about 7
times. Then click Close.

|
To move ; { Markers
Study Area I,
from the R |
bottom of the |
listtothe
top...

Adding Your Map to the Map Library

You’ve just created a marker that will shift the map view of any map to the
Study Area. Next you’ll add the Study Area Map itself to the Map Library.

‘ First you’ll add a new category of Map Library maps called “My Maps.”
(You can use the new category in the future to organize your own maps in
the Map Library.) Then you’ll add the Study Area Map to the Map Library
in the new-category.

20. Choose HUD - Map Library or click the Map Library button g The
Map Library appears (not shown here).

21. In the Map Library dialog box, make sure the Study Area marker, which you
created in the previous steps, appears as a Location to Display. Then click
the Content button at the bottom of the Map Library dialog box.

22. The Configure Map Library dialog box appears. Click Add.

gire MapiLibiary. U
- Choose a Categury - - e

GEenEralPUipaseiMbps
" IPopulation Information
thnicity Infosmation
Income Infosmation
ousing information
[Community Development Maps
Public Housing Maps

Click Add

47
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Exercise 4: Defining Your Own Community Boundary

23. The Add a New Category dialog box appears. Type in the title “My
Maps” in the Description field, then click OK.

; a New Catgory ‘
Type My Maps L ‘
Dqécqibﬁdn""y Maps

Click OK i o [ Cancel

f
5
i
i
i

You are returned to the Configure Map Library dialog box. Now that your
new map category is available for storing your maps in the Map Library,
you will choose your Study Area Map.

24. In the Configure Map Library dialog box, in the portion of the dialog box
labeled “Choose a Map,” click Add.

"~Choose a Map: S|

[ Hove Up

Click Add

25. The Choose the Map to Add dialog box appears. Make the selections
indicated below and click OK.

Choose your
drive and work
file directory o

Choase the Map to thl

File Name: Disectories:
el [dparoamap | cvmpdote

ct =
' [

stdyarea.map 2 my-dat e
Choose the UtFlesollwe D J
Maps file type 1= 3 [=- g
Click OK
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Exercise 4: Defining Your Own Community Boundary

- 26. After you are returned to the Configure Map Library dialog box, highlight
“New Map” in the Name field under Map Settings. Enter the name
“Study Area Map” in the field, then click OK.

[ ~Map Settingg——————————————————
Name your map —!( —— MName [Sludy Asea Map J
“Study Area Map” 1 S

| Fie [CAMYDATANSTOYAREA MAP | [Brimee... |
Click OK —[—oK—] [ “Concal” |

27. When asked to confirm if you want to save the changes you’ ve made to the
Map Library, click Yes.

:fDommm:mUcmmhaveiabwﬂm@
Sbary?

i
|

e RS

Click Yes

Wrapping Up

Congratulations: you’ve created a custom-defined community area that is now a fully
functioning layer in your map. And you’ve saved a version of that map layer that can be
added to any map of your community.

Like a county, a city, or any other pre-defined community, your custom-defined
community area can be linked to Census, geographic, HUD, or any data that may be
relevant to your community.

As you'll see in Chapter 4, the software will even let you add your own data to your
custom-defined community—so you can begin to ask questions such as, “How many
people live in my community? What are they like? What are their needs?” In later
chapters, you’ll use the Study Area Map you’ ve created to do just that.

:

‘ s
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Exercise 4: Defining Your Own Community Boundary

& Community 2020 Training Manual

Chapter Two Summary Exercises

1.

2.

You are able to rename your markers. True or False

In this chapter, we renamed the marker to
You can use the tool to move the map around within the map
window.

You can add your own maps to the Map Library. True or False

Like transparencies, in a map file can be rearranged, added,
dropped, renamed, or hidden.

List at least three maps and map themes that may be relevant to your work.

20
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REQUIREMENTS FOR
CHAPTER 3

The exercises in this
chapter assume you have
read Chapter 1 and
performed the exercises in
Chapter 2. The exercises
you will perform in this
chapter will use files and
maps you created in
Chapter 2.

Defining My Community’s
Activities

introduction

This chapter describes how to look at community development data,
and how to show projects on a map. HUD is providing Community
2020 as a way to make its data widely and easily available to grantees
and non-grantees. You can look at Metropolitan Community Data and
State/Small Cities Project Data on forms, look at project locations on a
map, and move between maps and forms to explore projects and their
characteristics.

Problem Statement

You have been requested to prepare a presentation of all Fiscal Year
1995 Consolidated Plan projects located in neighborhood “X” for a
meeting with council person Smith, State Senator Jones, and Congress
person Doe. You have decided to prepare maps to visually show not
only the ConPlan projects, but also the public housing developments in
the area. Using Community 2020, how do you begin to access the data
and prepare the maps?

What You Will Learn In Chapter 3
* In Exercise 1, you will learn how to add the Metropolitan
Community Projects layer to your map and how to display

Metropolitan Community Project Data from a map..

¢ In Exercise 2, you will learn how to display all of the projects
contained within a Grantee’s Consolidated Plan.

* In Exercise 3, you will Learn how to display Public Housing
Authority Data and Public Housing Development Data.

e In Exercise 4, you will learn how to display State/Small Cities
Project Data.

IN THIS CHAPTER

Introduction...........oooiiiiii i, 3-1
Exercise 1: Displaying a HUD Project’s Information from a Map...3-2
Exercise 2! Displaying a Grantee’s Projects..................ccooee.... 34
Exercise 3: Public Housing Authorities and Developments........... 3-6
Exercise 4: Displaying State/Small Cities Project Data............. 3-12
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E_xercise 1

Displaying a HUD Project’s Information
from a Map

HCommunity 2020 Training Manual

Introduction

Each grantee’s Consolidated Plan contains a five year strategy and an
annual Action Plan describing the projects it proposes to carry out with
each year’s funding. The data for each project includes a project
description, the project budget and funding sources, the schedule for
completion, and the location of the project. This exercise guides you
through the steps to view this information.

Steps
. . =) .
1. Click the Map Library button .=}, and make the following
selection:

Location to Display: Study Area
Map Category: My Maps
Map: Study Area Map

2. Click the Map Layers button £} on the main menu toolbar.
Add the layer projectl.cdf from the CD-ROM (usually the d:\
drive)

13 StudyAteds Map

n 0 Htap Leyors

. .Genws Asce
(2] woor 4ree

Sreen
* Netvpolwn Froj
-1 W Uwor Frojects
® ruoomces
L sucty aroa s
Metrapoittan Proj. Category

aRECREAT DMAX
o ¢ Homeless B MIV/AIDS Programe
& Housirg
® hntosuchse
* Oker
¥ Rawirg ond Admini svsion
& Pubho Fecilives
o Aublic Services
o Sonior Programs
»  Youth Frogramy
] .20 ] [

QYMCA qupTON

PTON

SFRANKLN SCUARE cnﬂluum ASBCLWTO
a

MUMAN SERVEES DNBON Miss

3. Select File-Save As from the main menu. Save the map as
project.map in C:\my-data .

4. Click the Project Info Tool % in the HUD toolbox.

5. Click one of the metropolitan community projects visible on
your map (The example provided in this manual selects the project
that is the farthest west in the study area, i.e. Bloom Street and
Pennsylvania Avenue.)

32
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Exercise 1: Displaying a HUD Project’s Information from a Map

U Cas g Bt o - e - o T e e |
‘ | Grontee Mame [BALTIMORE __Closs |

! Project Tide [ DRUID HEIGHTS DEVELOPMENT CORPORATION

Dmit'nnrlaﬂeoﬂ: iated with the devel t of new h

| Project ID {0618 Local ID [2086-593-301.6

‘ 0018 IWEHRINE |

; Activity {Houzing R,

‘unding——— I — ~ Project Detals ———— ]

Community Dovelopment (CD8G) [§6.000 ¢ || ENgiity (Low 7 Mod Housing

; Homeless (ES6)[$0 || Tspe of Recipient [Subrecipient Private 570.500(c)__|

: Housing (HOME) [$0 ‘ ]
HIV/AIDS (HOPWA) lr""'”"‘"“‘“n T revfol-ulealmicdm LI.Iul: ’J

ot ou o
j ToTAL[SEOD0 ;1) Estinated Stast Date | _
[ Betails,.. Prios Funding MO | Estimated Completion Dato | _

B 2100:Brunt Street, Baltimore..MD 21217 a

6. This displays the Metropolitan Community Projects dialog box for

a proposed project titled Druid Heights Development Corporation.

Select the Map button at the lower right corner of the dialog box

to return to the map with the selected project as the centroid of the

’ re-drawn map. (Note: The Close button would have returned you

to the same map that was displayed before you used the Project
Info tpol. The Map All button shows all the locations selected.)
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Exercise 2

Displaying a Grantee’s Projects

TIP

If you make a mistake
with either of the
alternatives, simply click
on the Clear Selection
button, also located in the
Maptitude tool box, and
try again!

ECommunity 2020 Training Manual

Introduction

Community 2020 can display all of a grantee’s Metropolitan
Community projects. You can also opt to view the projects for only
certain programs, activities, or both. In this exercise, you will want to
determine the number of Consolidated Plan projects located in your
community and how much funding each receives.

Steps

You should have project.map from C:\My_data open from the
previous exercise. If not, open it now.

1. To select all the HUD Projects in the Study Area, select
Metropolitan Community Projects as the working layer from the
main menu toolbar.

2. Select Dataview-Select by Location from the main menu.

3. In the resulting dialog box, select HUD Projects features that are
inside the Study Area 1 Layer. Click OK.

H S elect by Location [Lagee Mehopolitan Puoj |

1 - S whct Motropolten Prai, | - e
- that [are inside ~] - ———

Fostwos .., ——— ———
—Lages { YN B ~ §
Sploction Set [AHl Features
Tmmummmh~g———
I Selection Set {Selection v
11 Selection Method [Create Set

4

e L

i
i
i

Alternative to Steps 2 and 3:

Click the Select by Shape button in the Maptitude tool box and draw
around the Study Area, double clicking to close the shape.

-OR-
Click the Select by Circle button in the Maptitude tool box. Click on
the middle of your study area map and drag the pointer towards
the edge of your map. You should see the outline of a circle following
the cursor. Release the mouse button when you are satisfied with
the circle’s size.

!

4. Click on the HUD Programs tool @ in the HUD tool box. In
this example, there are 15 projects within the Study Area. (You can
return to the map by clicking on the Close or the Map button as in
Exercise 1. You may also click on the Map All button to display
the locations of all 15 of the selected projects.)

24
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Exercise 2: Displaying a Grantee's Projects

TIP

The Program and Activity
pull down menus allow
you to limit the projects
you view by program

(i.e. CDBG), activity (i.e.
infrastructure), or both.

FYI

To get a hard copy of a
Proposed Project Form for
a project, simply click the
Print button in the upper
right corner of the dialog
box.

SCommunity 2020 Training Manual

3.

s

To determine the total number of projects in your Grantee’s

Consolidated Plan, click the Grantee Info tool m in the HUD
tool box. Type the first few letters of the Grantee name in the
given text box ( “balt” in this case), then hit TAB or ENTER.
Click on the name of the Grantee whose projects you wish to
view (MD Baltimore in this case).

7mmmu~ = ———=

‘; Progam (AY K
o <]

Toaw | [Osas. | [Powes..| [ Cow |

In this case, we want to view All of the projects. Click the
Projects... button and the form for the grantee’s first project
appears. Looking at the upper right corner reveals that there are
275 proposed projects in the City of Baltimore’s Consolidated
Plan. Click the Previous and Next buttons to scroll through
several projects. Next, click the Close button to return to the
Grantee Information Form.

To determine the dollar amount for each of the four programs,
begin by clicking the Details button in the Grantee Information
dialog box. When the Detailed Information dialog box appears,
click Next to move to page 4. Then click on each of the four
Program buttons and add the totals.

Datatbed butuimatnn - BALTIMURL

- Funding ————————— ———= —— ——

: e

, Fodersl Fomdivg § 0.7T8.000 [ae3a s |

J Applioari Finding §0 0 Mest 5>

: StabeFomdig 80 —_
LocalFunding $0_ Pegn 45}
Ut Funding 80 =~

Progam Inosme Fanding § 4000000

Total Funding § 34.715.000

| Asplicants Congssional Disthes L3 and? 7]
Pojuot's Congamsional Oletict Seme ]|
Stats Roviow Status Procadratcoversd ||
DstoofRoviow |

)

e

@ Communkty Dsvelopmert {CDST) Homelass (ES0) ! ,
 Housing (NOME} C HIV/AIDS (HOPWA) __|3 T owe |

8. Click Close to close the Detailed Information Form. Click Close

to close the Grantee Information Form.

T,
PUTERA
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Exercise 3 : Public Housing Authorities and
Developments

introduction

Community 2020 HUD Community Planning Software provides data
for Public Housing Authorities (PHAs) and the federal programs they
manage. These locally operated PHAs manage a variety of programs to
maintain their housing units and to provide services at development
sites. These are two major types of programs run by each PHA: the
conventional Public Housing Program and the section 8 Program. This
exercise shows you how to view these data on forms and maps.

\). S Community 2020 Training Manual 36
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Exercise 3: Public Housing Authorities and Developments

Viewing Public Housing Authority Information

Steps

Enter part or all of a Public
Housing Authority Name T Wousing Authority Nams | |
! U
Enter a state abbreviation s"?“’ [NE .
. State Namo

Choose a name wl I
H ki S

Click Details for

information on public

housing authority

& Community 2020 Training Manual

Choose HUD- Public Housing Data from the main menu or
click the Public Housing Data tool in the HUD tool box to
display the Public Housing Information form.

CALVERT COUNTY uousmsuomrv T

‘|MD CARROLL COUNTY HOUSING & COMMUNITY DEVELOPM
MO CECIL COUNTY HOUSING AGENLCY

MO OTYOFWESTMINSTER

Search for a Public Housing Authority (PHA) using one of the
following methods:

e To search for a PHA by name, enter the name of the PHA in
the Housing Authority Name edit box.

e Tosearch for all PHAs whose names begin with certain letters,
enter one or more of the first letters of the PHA in the
Housing Authority Name edit box.

e To search for all PHASs in a state, enter the postal
abbreviation for the state in the State edit box.

Hit the ENTER key. Community 2020 displays the matching PHA
or PHAs. You may enter information in both Housing Authority
Name and State edit boxes to narrow your search. To start a new
search, click on the Clear button in the dialog box.

Choose a Public Housing Authority from those displayed.

Click the Details button in the dialog box. Community 2020
displays the first three pages of Public Housing Authority in the
Detailed Information dialog box.

If you want to print the information on the Public Housing
Authority, click Print in the upper right hand corner of the form. A
Print Dataview dialog box will appear. Make any necessary
changes for your printer, and click the Print button.

3-7



O

ERIC

Aruitoxt provided by Eic:

Exercise 3: Public Housing Authorities and Developments
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1.

Detatled tnlormation - BALTIMORE COUNIY, MD ‘
ST T T

Usite  Popndution v
gl | Click to print the
Setnt 350 _jlrm e ] 4 Click to switch among the three
L 33D e | o5 | pages

TatdUnite - b

Click Close to close the Detailed Information form.

Viewing Public Housing Development Information

A Public Housing Authority may have one or more Public Housing
Developments. Community 2020 lets you look at information about
each development on a form and see the locations of all the
developments on a Public Housing map. You can also select one or
more Public Housing developments from the Public Housing map
and pull up the information about them on a form.

Click on the Developments button on the bottom of the Public
Housing Information dialog box.

(Note: If no developments match your criteria, you will receive a
message. To search for a new development, return to the Public
Housing Information dialog box and repeat your steps.)

Click on the scroll keys on the right side of the dialog box to view
different projects for the chosen Housing Authority. Note that
below the scroll keys, Community 2020 displays the total number
of developments for the selected Housing Authority.

. If you want to print the information about the development, click

the Print button. Community 2020 displays the Print Dataview
dialog box. Make any necessary changes, then click the Print
button.

98
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Exercise 3: Public Housing Authorities and Developments

TIP

To open a map containing Public
Housing Development data, click the

Map Library button in the HUD
tool box and open:

Location: My Neighborhood
JCategory:  Public Housing Maps

Map: Public Housing
Development Locations

S Community 2020 Training Manual

Mapping Public Housing Developments

12.

You can map the location of the development currently displayed
in the form. To do this, you need a map open that contains the
Public Housing Development Locations layer (see Tip box to the
left). Click the Map button. You can also map all of the
developments selected. To do this, click the Map All button.

Community 2020 automatically adjusts the scale of the map so that
the development or developments are visible. Depending on which
Public Housing Authorities and developments you choose, this
could cover a small area or a very large one.

(Note: If none of the locations of the developments can be mapped,
you will receive a message. Community 2020 will return to the

Public Housing Authority Developments form.

Select File-Close All from the main menu.

Displaying Data for a Public Housing Development
from a map

15.

In the above section, you started with the detailed information of
housing developments, and then displayed their location on a map.

-You can also start from a map, select developments based on their

location, and then pull up the detailed information for the chosen
developments.

. Click the Map Library button in the HUD tool box. Select the

following map:

Location: Baltimore
Map Category: Public Housing Maps
Map: Public Housing Development Locations

. Click on the Project Info tool [ig‘ in the HUD tool box. Select

a Housing Development icon from the map and click on it once.
The Information dialog box for the selected development will
appear. Click the Close button.

To pull up information for more than one development, you can
use the various Select buttons located in the Maptitude tool box.
Make sure your working layer is “Public Housing Dev”, and click
on one of the following tools:

e Select by Circle: Click in between the developments you
wish to select. WHILE HOLDING THE MOUSE
BUTTON DOWN, drag the cursor past the developments.
You should see an outline of a circle following your cursor.
Release the mouse button, and all of the developments within

.. thecirele will be highlighted red.

23
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Exercise 3: Public Housing Authorities and Developments

Select by Pointing: There are two methods by which you may
FYi -
use the Select by Pointing tool:

Use one of the following tools to

select map features:
select map features e Hold down the SHIFT key, and click once on each public

housing icon you want to select. Each one you click will turn
red.

e

e  Click and drag the cursor. You should see the outline of a
rectangle follow your cursor. When the developments you
want to select are contained within the rectangle, release the
mouse button. The selected developments will turn red.

Select by Circle

q

i

&
' |

[

Select by Pointing ™

Select by Shape e

il
t

| &

o

_ e  Select by Shape: Click once on your map and then move
Click on the Clear your cursor. A dotted line should follow your cursor. Click
again to form a corner. Enclose the desired housing
development icons within a shape, and double click on

Selection if you make s

a mistake )
your starting point. The selected developments will turn red.
(Note: If you make a mistake, click on the Clear Selection tool in
the Maptitude tool box. This will clear the selection and let you
start again.)

16. After you have highlighted multiple selections with one of the
above methods, click on the HUD Programs tool in the HUD tool
box. The Public Housing Authority Developments form will
appear. Click on the scroll keys on the right side of the dialog box
to move from one selected project to the next.
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Exercise 3: Public Housing Authorities and Developments
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17. Click the Close button in the dialog box. Then select File-Close
All from the main menu.
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Exercise 4: Displaying State/Small Cities Project Data

State/Small Cities projects are funded by grants to the state government
for non-entitlement areas. You can look at the project data on a form for
some or all of the projects for one or more non-entitlement areas.

Looking at State/Small Cities Project by Place Name

The non-entitlement areas are identified by place name. You can look at
the projects for one or more places. You can also limit the projects to a
certain year or activity.

1. Select HUD- State/Small Cities Data from the main menu, or

click on the State/Small Cities button J*2) in the HUD tool

Enter part or all of a non
entitlement area place name g ) -
.OR- ‘: /Slale |MA “
Enter a state abbreviation—’:; ST T e o
. State Place
LA e ACUSHNET TOWN
Select a non entitlement area m AR ADAM ST WNG 2

o[ MA AGAWAM TOWN

i |MA AMESBURY TOWN

|MA AMHERST TOWN

IMA ___ ASHBURNHAMTOWN -
Select data for all years or an irRestiict Data Ch by...
individual year - Year [Al <]

! -

Select individual or all - Activity [Al =l
activities

i [ Clear | Projacts. " Closs” |

Click Projects...
2. Search for and select a non-entitlement area with one of the
following methods:

* Tosearch for a non-entitlement place by name, enter the
place name of the non-entitlement area in the Place Name
edit box.

e  To search for all non-entitlement areas whose place names
begin with certain letters, enter the first few letters of the

. name in the Place Name box (e.g. “Balt” for Baltimore).
oy
Q S Community 2020 Training Manual 8 2 : 312

ERIC

Aruitoxt provided by Eic:



Exercise 4: Displaying State/Small Cities Project Data

TIP
To choose several items in a

list:

e (Click on an item to
choose it

e Drag to choose a group
of items

e  Click and Curl-Click to
choose items separated
in a list.

Q BCommunity 2020 Training Manual
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e To search for all non-entitlement areas within a state, enter
the postal abbreviation for the state in the State Name box.

Press the ENTER key. Community 2020 displays the non-
entitlement areas that meet your search criteria. You can enter
information in both Place Name and State name to narrow your
search. To start a new search, click the Clear button in the lower
left of the dialog box.

Select one or more of the displayed place names. The chosen
names will be highlighted.

You now have the option to limit your search even further. Click
on the text boxes to the right of Year and Activity, and make a
selection from the resulting drop down menus. If you do not
want to further limit your search, you may select ALL.

Click the Projects... button on the bottom of the dialog box.
Community 2020 will display the State/Small Cities Community
Development Project Information box.

States/Small Cities Community Development Project lnformation

ot st [ompiid ) Foestven i | | G5

(Note: If no projects match your criteria, you will receive a
message. You can return to the previous dialog box and to begin a
new query.)

If you want to print the displayed project, click the Print button
located in the upper right hand corner of the dialog box.
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Exercise 4: Displaying State/Small Cities Project Data

TIP

To open a map containing State/Small
Cities data, click the Map Library

button in the HUD tool box and
open:

Location:  Allegany Co, MD
Category: Community Development

Map: Metropolitan and State
Small Cities Projects

LCommunity 2020 Training Manual

Mapping State/Small Cities Project Developments

You can map the location of the development currently displayed
in the form. To do this, you need a map open that contains the
State\Small Cities Project layer (see Tip box to the left). Click the
Map button. You can also map all of the developments selected.
To do this, click the Map All button.

Aroo Map

a Gonmie Aace

32 wewr Aen
Srwets

em Apirenn

= SwwAnCiles My
o0 %

Misy

Community 2020 automatically adjusts the scale of the map so that
the development or developments are visible.

(Note: If none of the locations of the developments can be mapped,
you will receive a message. Community 2020 will return to the
Public Housing Authority Developments form.

Select File-Close All from the main menu,

Displaying Data for a State/Small Cities Project
Development from a map

In the above section, you started with the detailed information of
housing developments, and then displayed their location on a map.
You can also start from a map, select developments based on their
location, and then pull up the detailed information for the chosen
developments.

Pall
Click the Map Library button = in the HUD tool box. Select

the following map:

Location: Other Location
Map Category: Community Development Maps
Map: State/Small Cities Projects

Select Counties and type “Allegany MD” in the resulting Find
dialog box. Click OK.
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Exercise 4: Displaying State/Small Cities Project Data

o 5‘

FYi
Use one of the following tools to
select map features:

e

Select by Circle e

Select by Pointing ==

Select by Shape __]

Click on the Clear

Selection if you make
'mismke
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To pull up information about a single project, Click on the Project

Info tool % in the HUD tool box. Select a project icon from
the map and click on it once. The Information dialog box for the
selected development will appear. Click the Close button.

To pull up information for more than one project, you can use the
various Select buttons located on the Maptitude tool box. Make
sure your working layer is “State/Sm. Cities Proj”, and click on
one of the following tools:

e Select by Circle: Click in between the projects you wish to
select. WHILE HOLDING THE MOUSE BUTTON
DOWN, drag the cursor past the projects. You should see
an outline of a circle following your cursor. Release the
mouse button, and all of the projects within the circle will be
highlighted red.

Select by Pointing: There are two methods by which you may
use the Select by Pointing tool:

e  Click on a single project to select it, then hold down the
SHIFT key, and click once on each additional project you
want to select. Each one you click will turn red.

e  (Click and drag the cursor. You should see the outline ofa -
rectangle follow your cursor. When the projects you want to
select are contained within the rectangle, release the mouse
button. The selected projects will turn red.

e  Select by Shape: Click once on your map and then move
your cursor. A dotted line should follow your cursor. Click
again to form a corner. Enclose the desired project icons
within a shape, and double click on your starting point. The
selected projects will turn red.

(Note: If you make a mistake, click on the Clear Selection tool in
the Maptitude toolbox. This will clear the selection and let you
start again.)

After you have highlighted multiple selections with one of the
above methods, click on the HUD Programs tool in the HUD tool
box. The State/Small City Community Development Project
Information form will appear. Click on the scroll keys on the right
side of the dialog box to move from one selected project to the
next.

Click the Close button in the dialog box. Then select File-Close
All from the main menu.
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Exercise 4: Displaying State/Small Cities Project Data

Wrapping Up

Congratulations, you have just learned how to add the HUD-related
layers (Metropolitan Projects, Public Housing, and State/Small Cities)
to a map. You now also know how to access the information behind
these layers.

Chapter Three Summary Questions

1. You are able to access information on all of a grantee’s ConPlan
projects. True or False

2. Inorder to display data for a Metropolitan Community project(s)
when working from a project map, you would select an icon on the
map and click on the button; or select several icons and
click on the button.

3. There are several tools to select map features located in the
Maptitude tool box. Name two of them.

4. The Public Housing Information Form will let you access only the
details on the public housing developments. True or False

66
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‘ CHAPTER

REQUIREMENTS FOR
CHAPTER 4.

The exercises in this
chapter assume you have
read Chapter 1 and
performed the exercises in
Chapter 2. The exercises
that you will perform in
this chapter use files and
maps you created in
Chapter 2.

Identifying Available Resources

Introduction

Although Community 2020 contains numerous data from the U.S. Census, you
may want to add some information of your own. You can import anything from
retail sales figures to crime statistics, and graphically represent these in your
maps. The software is compatible with most name brand database programs,
such as Lotus, FoxPro, and Microsoft Access. This makes importing your
existing data easy and hassle free.

Problem Statement

The maps that you created highlighting the social, economic, and demographic
characteristics of neighborhood “X” were a great success at the meeting. In fact,
several attendees requested a printed copy of not only the information, but also
the maps. You speed back to your office to run off 30 copies of the presentation.
While waiting at the copy machine, your boss pops in and tells you to add some
additional local housing data to the maps first. This information is not contained
in the Community 2020 software. How do you quickly add this data and make
the changes before the meeting ends?

What You Will Learn in Chapter 4

e In Exercise 1 you'll learn how to go beyond the information built into the
software. You'll learn how to create a new map layer from your own
database file of local community information, and use this new layer to
display alternative local resources on your map.

¢ In Exercise 2 you'll learn how to make your map more clear and persuasive
by customizing the map’s graphical presentation and legend.

In This Chapter

INEFOAUCHION ... v cee et eriie e ettt sreene et e e e b s e sb e s s b e s s b besaenes sueais 4-1
Exercise 1: Adding Local Resources to YOur Map .......cccoeveverveincinniinnnnns 4-2
Exercise 2: Customizing Your Housing Resources Map ......cccccoccvieeinenicnens 4-12
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Exercise 1: Adding Local Resources to Your Map

BAY #QLIRi 8

5
f;oullx"
h. 4

W

£ S A B
Map Layers
] watsr Ares
Streote
] County (High Rea} z 5
* Populeted Flace g E \
(3 study Area q 2 o B $ wistrRe st < @ uasaNTGr )
3}t RESOURGEA 3 3v i
) sRa ot .
0 .100 .20 30

o0ma0
2
=
-
-

A TR
33306
1B VOowd 1

(2]
s
-
L]

AR L g
oy 2

What You Will Learn in Exercise 1

This exercise will guide you through the process of opening a table of local
resources, making changes to the table from within the software, and linking the
table to your community map. You’ll learn how to:

e  Save your table in a file format that the software can open.
e View and make changes to your data in a table.

e Turn your data file into a map layer. Each resource location in the table
appears as an icon in the new map layer; this layer can be added to any map.

68
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Exercise 1: Adding Local Resources to Your Map

. Steps

Before you can incorporate your housing resource information in a map, you
first need to open a map. You’ll begin by opening the Study Area Map that you
created and saved in Chapter 2, Exercise 4.

Opening the Study Area Map
1. Open the Study Area Map from the Map Library.

The Study Area Map will appear:
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Opening Your Database File as a Table

The next step will be to open the file containing the table of local resources

DEFINITION as a “dataview” in the software. You can view and change just about any
Points: data in a table, whether it was stored in a spreadsheet or a data base. The
Points are one of three only requirement is that it be saved in a certain format, called a dBASE file
types of map features— (i.e., a file with the suffix “.dbf). This is a file format option in most

points, lines and areas.
Examples of point features
are hospitals, airports, and The software also lets you create a map layer out of a data base file that

places of worship. contains addresses. This chapter guides you through the steps to open your
file of local resources as a dataview in the software, then to use the table’s
address information to create a map layer.

@ 6
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Exercise 1: Adding Local Resources to Your Map

2. Choose File — Open. The File Open dialog box appears. Make the
following selections in this order: Drive, Directory, List Files of Type,

File Name.
Choose A:\ drive
— Choose the ] File Name:
dBASE file type |le:ourco.dbl }
Choose — 'l 1 j
resource.dbf : = :' ~
| ; " Posd Oy
LtFlosof Typsc Dot P
CX N e T |
Click OK

The RESOURCE Dataview window appears:

TP : : - [a] B3
To view more of your table INA | ADDRES RELIGION TYPE
on screen, you can resize Pagne Memorial 17141716 Madiscn Avenus i c Rel.. Site 4
the column widths by Union Beptist 1219 Druid Hill Avenue Blinore  MD 21217 C Rel. Site
clicking and dragging the Enon Baplist 603 N. Schioedar Siret Bamwe  MD 21217 C Rel. Sito
Providence Baplist 1401 Pennsyivania Ave. Baltimore MD 21217 C | Rel.. Site
gaps between column Bothel AME 1300 Druid Hil Daitimore MD 21217 C Rel.. Site
headings. Douglas Memorial 1311 Madison Ave. Baftimose MD 21217 C Rel.. Site
S1. Kathesine's Episcapal 2001 Division Stest Balinore MD 21217 C Rel.. Sito
Eity Temple Baptist I3I7 Dotphin Street Baltimote MD 21217 C Rel.. Site
Ames UM. Church 615 Baker Street Baltinre MD 21217 C Rel.. Site
St. Peter Catholic 1546 N. Fremont Ave. _ Baltimore MD 21217 C Rel.. Site
Trinity Baptist Church 1601 Druid Hill Ave. Ballimore MD 21217 C Rel.. St
1Zian Baptist 1700 N. Carclina Street Beltimre MD 21213 C Rel.. Si
SR e - .. R i
Preparing Your Table

Now that you’ve opened the housing resource table as a database file in the
software, the addresses are almost ready to be “geocoded” as points.
Geocoding simply refers to the process of matching each address in your
table to a location and assigning latitude and longitude, so that the software
can display a map feature at each location.

This process requires two pieces of information for each resource in the
table:

e  Geographic location. Either an address, or latitude and longitude. As
you can see, the resource table already has address information.

¢ A unique identifier. The software has to keep each record in a table
distinct from the others, so it needs a unique ID or serial number. But
since the housing resource entries don’t have unique identifiers, you’ll
have to add one to each. Fortunately, the software makes this easy to
do.

70.

SCommunity 2020 Training Manual . 44

oL

ERIC

Aruitoxt provided by Eic:



Exercise 1: Adding Local Resources to Your Map

Adding a Unigue ID to Your Table
‘ There are a number of ways to add unique identifiers to your table. In the

next few steps, you’ll add a column of sequential numbers (1, 2, 3, etc.) to
your table, so that each housing resource has its own unique number.

TROUBLESHOOTING TIP 3. Choose Dataview — Modify Table on the main menu.
To use the Modify Table . . . ,
button, you must (1) have a 4. The Modify Table dialog box appears. Click the Add Field button.
table open in a dataview, . .
and (2) the table must not Click the Add Field

. button
be in use by an open map.

Madily lnlll) s N I 3 ,, _ £

Notice that o
“Field_1" appears ‘| Concel”
after you click the B
Add Field button I Dyop Field
E | [ Movollp
¥l [MpviDwm
~ 7 Flekd information -—-—~————- —— "
This is the defautt /| | (Mome [l 1~ Tme ‘——=—"c"°'°°'°' |
field information; 1 W"”‘I's e ”:”'Il_;: rwf'"w_, 4
you'll change ' st T T :
g::;e in the next | !Lﬁm.'!l!!'!t'l‘m!ﬂ’)ﬁ)‘mvmn'«B,MntL‘}c f fottinge |
‘ 5. In the lower portion of the Modify Table dialog box, enter the Field

Information as shown below.

UNIQUE ID as

the field name Fiotd e\ -
n...ﬁmmm f,..l ]‘,'

oy e —— ([ B e 7 LY I

Choose Integer as -

the field tytpee9

You’re almost finished — but don’t click OK just yet. In this exercise,
you’ll want to see your new column on the immediate left of the Dataview
table. To do this, the UNIQUE_ID field has to be at the top of the list in the
Modify Table dialog box.

But as you can see, UNIQUE_ID is at the bottom of the Field Name list. To
remedy this, we’ll use the Move Up button.

ERIC
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Exercise 1: Adding Local Resources to Your Map

The new
UNIQUE_ID
column

& Community 2020 Training Manual

6. Make sure the UNIQUE_ID field is highlighted, then click the Move Up

button until the UNIQUE_ID field is repositioned to the top of the list.

mlilv lnhl: I N E

To move | Fiokd Namo Typo WidthDocimals Indea
UNIQUE_IDfrom .« [NAM Integer 8
the bottom of the .~ RO e Cnwocuer 30
listto the top... « TATE Chatocter 2

... |[REuGIDN Charecter 1

"4 10
...click once on /
UNIQUE_ID... L .
Width |8 | " Index

...then click the L l. P = j- ——— Zw
Move Up button Beeprdipfometin— = ey
,'f',:v'gﬁom”’,'e‘e& Citwtomatinally Grosrete Aoty [ Silmmes |
Click OK

The RESOURCE dataview now displays the UNIQUE_ID column that you
just added to the left side of the table.

As you can see, although there is a column to show each resource’s unique
ID, there are no ID numbers in the column. The software allows you to enter
the values manually, but there is an easier way: the Fill command. The Fill
command will automatically generate ID numbers for each resource.

W RESOURCE

UNIQUE_ID NAME. ADDRESS
~|Pagne Memorial 17141716 Madison Avenue Ballimore MD a1 c
- Union Baptist 1219 Druid Hill Avenuo Baftinote MD anrc
- Enon Daptist 603 N. Schioedes Streot Baltimote MD 21217 C
-- Providence Baptist 1401 Pennsylvania Ave. . BaRimore MD 2aarc
~ Bethel AME 1300 Druid Hilt Baltimote MD aanr c
- Douglas Memotial 1311 Madizon Ave. Balimote MD anzrc
- St. Kathevine's Episcopal 2001 Division Street /  Daftimore MD anzrc
- City Templo Baptist 317 Dolphin Street Baltimote MD aanr c
- Ames U.M. Chuich 615 Bakes Strent Balimote MD aanr c
- St. Peter Catholic 1546 N. Fremont Ave. Balimote MD anzrc
- Trinity Baptist Chutch 1601 Druid Hill Ave. Baltinote MD anrc
~ Zion Daptist 1700 N. Casotine Street Balimote MD an3c

_ﬂz] - Masiid Ul-Haqa 1635 North Wilson Stieet Baftimote MD ri¥ira |
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Exercise 1: Adding Local Resources to Your Map

Click Unique ID
fo select
column

S Community 2020 Training Manual

7.

First select Unique ID column:

Bt RESOLRCE

"|ADDRESS

IR I NAME ADDR REL

Payne Memoial 17141716 Madison Avenue I C
Bl Union Baptist 1219 Druid Hill Avenue Daftimore C
[ Enan B aptist 603 N. Schioeder Street Baltimore MD C
B Providonce Baptist 1401 Poennsyivania Ave. Baltimose MD 2117 ¢
Bl Bethel AME 1300 Druid Hill Baltimore MD 21217 C
Bl Douglas Memorial 1311 Madison Ave. Baltimose MD a2z C
[ St Katherine's Episcopat 2001 Division Street Baltimote MD 21217 C
B City Temple Baptist 317 Dolphin Street Baltimore MD 21217 C
Bl Ames U.M. Church 615 Baker Street Baftimore MD 21217 C
[ St. Peter Catholic 1546 N. Fremont Ave. Baftimote MD 2217 C
[ Trinity Baptist Church 1601 Druid Hill Ave. Baltimate MD 21217 C
M Zion Baptist 1700 N. Caroline Street Baltimose MD 21213 C
B Maziid Ul-Haaq 1635 North Wilson Suset Baltimose MD 2217 M

Choose Edit - Fill.

The Fill dialog box appears and presents options for your column settmgs
Make the selections below and click OK.

C Singlo Value L L ) _} ok
Sequence | | @ Sequance  Stant “ Slep |1 ! }; "Cancel
Enter 1 CFomda | [~~~ - /,_,_J
| OT. Bty fuypan I
(E"‘E’s‘t MO vemyhuy | VT
makes ste| i o —
lncrementa?by | AT ”‘f
» See below) ! Lguaaldvdmh!ho'rm
Click OK /

Note that each record now has a unique ID number:

4 RESOURECE

Umauclio | ADDRESS

l Poym Mcmonal 1714-1716 Madison Avenue c
1219 Druid Hill Avenun Baftimore MD 2217 €
K 603 N. Schioedes Strest Beltimare MD 212217 C
[} Providence Daptist 1401 Ponnsylvania Ave. Baftimore MD 2217 €
[ Bethel AME 1300 Druid Hill Baftimore MD a7 ¢C
1311 Madison Ave. Baftimore MD a7 c
[4S5t. Katheiino’s Episcopal 2001 Division Stieat Baltimore MD a7 C
] City Tempte Baptist 317 Dolphin Street Baftimote MD 2217 €
ElAmes U.M. Church 615 Baker Stieet Baltimate MD a7 c
{11 St. Peter Catholic 1546 N. Fremont Ave. Beltimare MD 2217 €
1A Trinity Baptist Church 1601 Druid Hill Ave. Beltinote MD 2217 €
1700 N. Catotine Street Baltimore MD 2213 C

Kl Masiid Ul-Haga 1635 North Wilson Stieet  Baltimore MD 21217 M n’

. 4
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Exercise 1: Adding Local Resources to Your Map

DEFINITION

Feature:

A point, line or area on
your map. A point feature,
such as a hospital, is
typically represented by a
symbol. Lines, such as
streets, are colored and
solid or dashed. Areas,
such as counties, may have
boundary lines and be
filled with a color or
pattern such as hatch
marks.

S Community 2020 Training Manual

Creating a Map Layer by “Geocoding” Your Table

Now you’re ready to “geocode” the data in your table. Geocoding means
instructing the software to match the addresses in your table with the
addresses in the software. Once your table has been geocoded, a new map
layer will be created automatically. Each housing resource in your table will
appear as a “feature” on the new map layer.

Choose Tools — Locate by Address. The Locate by Address dialog box
appears with the name of your table.

Since we want to match all of the entries in the table, select All Records
from the “Address Match” pull-down menu. And because the address
information in the table consists of street addresses, you'll tell the software
to look for matches in the Streets layer by selecting Streets on the “To
Layer” pull-down menu.

In the Input Data Fields area of the dialog box, you'll seiect UNIQUE_ID as
the Record ID. This instructs the software to locate one RESOURCE feature
for each record in the UNIQUE_ID column.

Choose All . L
Records '11..’ ate RESOURCE by Addiess
l; - Input Dataviews ————————— ,
Choose L || Addsess Match [All Records ~]
Streets Ai\ —
. . lIL To Layer ﬁleau )\'__H
Choose : p
UNIQUEID T~
Choose ADDRESS _! |
§
Choose ZIP i
[
!
| . i T = T - i
Choose A b T @ Avtomatic C Ask if Uncertain
iR = —
Click OK
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Exercise 1: Adding Local Resources to Your Map

FY!

Recall that there are two
file formats available for
saving map layers. One
format, with the “.cdf”’
suffix, is compact and
displayed quickly, but you
can’t make changes to it.
The other format, with the
“.dbd” suffix, is a larger
format and displays more
slowly, but allows you to
make changes.

Saving The New Map Layer

The Save As dialog box will appear automatically. By saving the new map
layer as a geographic file, you will be able to add the file as a layer in any
map you choose. For example, you could add the layer to a map of low
income or high unemployment areas, to show the location of these resources
relative to where they may be needed.

You will save the geocoded addresses as a geographic file with the “.dbd"
extension, so you can make changes to it in the future.

. Save your layer by choosing the options indicated below:

Choose your
drive and work
file directory
S
I Fie Name:
‘Enter rce.dbd” TJresouice.dbd
as lhe file name ] stdyarea. dbd
!
!
Choose !
Geographic File } o T .
as the |etym : List Files of Iype: -
—ﬁG eographic File _«'_]Ji I? ¢ :J’
Click OK

After you click OK in the Save As dialog box, you'll see status bars showing
the software’s progress as it searches the Study Area Map for the addresses
in your table.

FYI
As you can sec in this 11. When the software is finished, it will display a report of the records located.
dialog box, two of the Click OK
resource addresses in the ic ’
Streets layer could not be
located. This is because the I
resource entries were ' e )
missing valid address } Total Records Examined €8 -Ei
information. Recards Located lsq B J
Records NotLocated [2 |f
Records with Invakid IDs {0 ||
Strest Addiesses [._m, I
[Pt
Intersections |0 i
Click OK o)
) . 3
R -~
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Exercise 1: Adding Local Resources to Your Map

Now that the RESOURCE table has been geocoded, you'll notice that there
is a new dataview on screen. Whereas the first dataview shows the original
resource table itself, the new dataview (below) represents the data in the
new map layer that was created from the original table.

FYl MRESOURCEST T T T ‘
The asterisks in the map | Longituds !  Latitude NAME ADDRESS Joans
layer dataview (at right) 43] -76624546 39309649 Bolton Narth 1600 Mount Ropal Avenue  Balt
and the asterisks on the 25! -76637769 39297822 St. John AME 810 N. Canroflton Avenue  Balt |
map (next page) have 10] -76538989 39305978 St. Pster Catholic | 1546N. FromontAve. ~ Bat
opposile meanings" 22 -76643940 39306233 St. Giegory the Gioat Cath 1542 N. Gilmose Shost Balt
a ) ol 2 - - 1010 N. Payton St. Balt |
« In the dataview, the | 3| -76634447 39295559 Enon Baptist 603 N. Schicoder Streat  Balt
asterisk indicates that an 18| -76642069 39303279 Sharon Baptist 1313 N. Suickes Streat Balt |
address could not be fel 13 - - Masjid Ul-Hagq 1635 Notth Wilson Strest Balt :
ded 57 -76641944 33303854 Penn Noith Plaza 1520 North Avenue Balt
geocoded. 17 76623705 33306077 Brown Memorial Methodiat 1316 Park Ave.
« In the map, the asterisks 4| 76532155  39301052fProvidence Baptist____]1401 Pennsyivania Ave.
mark addresses tha are | TSI 3000 Voodind Socet Aot Pesrs e
geocoded. 411 ,
Looking at the New Map Layer Dataview
You'll notice four differences between the original table and the new map
layer dataview: :
¢  First, the dataview of the new map layer shows the name
“RESOURCE:1” in the title bar. The software automatically named the
new layer by adding *“:1” to the end of the name of the original table, to
keep the two distinct. (You’ll learn how to change this name in Exercise
3.)
e Second, the RESOURCE:I dataview has a column called “ID” which
corresponds to the UNIQUE_ID column in the original table.
e  Third, RESOURCE: I has two new columns to the right of ID,
indicating the longitude and latitude coordinates for each address.
¢ Fourth, RESOURCE:I has a new column to the left of ID. This column
contains an asterisk to mark each address in the table that couldn’t be
geocoded because of missing or invalid address information.
Looking at the New Map Layer
You'll also notice that the map legend shows the new map layer
“RESOURCE:1.” The map now displays a large asterisk in the
RESOURCE:I layer for each address in the table that it could find in the
Streets layer.
& Community 2020 Training Manual 4-10

Q

ERIC

Aruitoxt provided by Eic:



Exercise 1: Adding Local Resources to Your Map

ve
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Saving Your Map
In previous steps you were prompted by the software to save the geocoded
table as a geographic file. Since you haven’t made any changes to that
dataview, you don’t need to save it again.

Remember, though, that a map file is not the same as a geographic file. (A
map file uses geographic files as map layers.) Since you have changed the
Study Area Map by adding a new geographic file, it’s a good idea to save
your changes.

12. Click on the map window for the Study Area Map to make it the active
window.

13. Choose File - Save As and save your map as resource.map in C:\my-
* data.

Don’t close your map yet—you’ll be using it in the next exercise.

Wrapping Up

Congratulations—you’ve just learned how to open your own community
resources data file, create a map layer showing your data, and save the file for
use as a layer in other maps.

In the next exercise, you'll learn to alter the appearance of the map symbols that
represent resource locations.

O
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Exercise 2: Customizing Your Housing Resources Map

Y
Introduction

A map is an effective communications tool only if it is easy to understand. Much
of your map’s effectiveness depends on how clearly your information is
graphically presented.

To help you make your map as clear and informative as possible, the software
provides tools to tailor the graphical style of every element in your map, from
individual map-layer features, to entire map layers and the map’s legend.

Studyfueatlap
Housing Resources
Map Layers
Streote !
£ study Area 1 i L g
[ teighborhood Resources g q 9 Gurnson 6T %- ga
NH Resources [l o R gz 3
’ wiaveTTEAE o 23 3 9
‘ Clwiatian ‘ ﬂm"‘wr’“‘ -..:om:.::'
% Jowd aht -mmuwm sk
» z » £OMNDY A WMUWI'
§ Muelim g B j sy
‘ Cther } (X 1 E 3 oassRRe et _ < wouasanrer 3
0 .100.20 .30 caRaHl AT & WoAMTOOA ST 3 p
e gy Mbinre o g g shALY g g B curer :
Miles (v % L Gmeeorrsr Q3 ¢ wwover

What You Will Learn in Exercise 2

In the previous exercise, you created a map layer of local community housing
resources. In this exercise you’re going to learn how to make the map
communicate more clearly and effectively. You’ll learn how to:

e  Change the layer style of the map layer representing housing resources.

e  Use the Color Theme MapWizard tool to graphically communicate more
information about map features. For example, housing resources provided
by churches, synagogues and mosques will be represented by their
traditional symbols.

e Simplify and enhance the map legend by hiding layers, renaming other
layers, and customizing the legend text.

N
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Exercise 2: Customizing Your Housing Resources Map

Steps

In the following steps, you'll make a layer-wide style change by replacing
the default symbol (3¢), with another symbol (E_l). for all of the resources
shown on the map.

Then, to make it possible to tell one kind of resource from another, you'll
assign three more symbols to different categories of resources.

Making a Layer-Wide Style Change

1.

S Community 2020 Training Manual

Open your Study Area Map.

To make changes to a map layer, it must be selected as the “working layer.”

On the main tool bar, select the layer “RESOURCE:1” in the working
layer pull-down menu.

=

e
Click the Layer Style button U3

The Layer Style dialog box appears. (NOTE: You also can open the Layer
Style dialog box by clicking the Map Layers button on the main tool bar,
then clicking the Style . . . button in the Layers dialog box.) Make the
selections indicated below:

5 iy1e: (Layer: RESOURCE:1)

Eont [l:alipal Cantographic

Choose the Caliper
Cartographic font

ol

Choose 12ptas _—t
the icon size

olm ;D\- g

lf ,.
——

Choose the el
square-in-a-
square icon i

Choose black to —/

color the icon

Your map should now resemble the following map. Note that the “square-in-
a-square’’ icons have replaced the asterisks in the legend and on the map.

413



Exercise 2: Customizing Your Housing Resources Map

R Study Arca Map
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Showing Categories Within a Layer

You’ve just seen how the symbol for a map feature is changed for an entire
layer, using the Layer Style tool. This type of “layer-wide” style change is
especially useful when you don’t need to distinguish different types of map
features in a layer. But in our example, you might want to depict different
types of housing resources with different symbols.

The software allows you to assign different symbol shapes, colors, and sizes
to different categories of map features (e.g., types of housing resources). To
do this, the dataview of your map layer must have a column of category
information.

You can see in the illustration below that the Resource dataview includes a
column labeled “RELIGION.” Based on this column, all of the resources
can be divided into four categories: Christian, Jewish, Muslim or Other (C,
J, M, or O).

M NRESOURCE:N
lojADDRESS
1542 N. Gitmote Stroet
603 N. Schroeder Stiset
1313 N. Stricker Strset
1316 Park Ave.
1401 Pennsylvanisa Ave.
1005 W. Latapette
718 W, Lafayetto Ave.
1121 W, Lanvale Stieat
1210 W. LAnvale Stiest
! 2525 Ridgsty Streat
1111 W. Lonvalo Stiect
® 1635 North Wison Streot

|
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Exercise 2: Customizing Your Housing Resources Map

Changing the Color Theme
. To assign different styles to different categories of map features, you’ll use a

tool called the “Color Theme Map Wizard.”

5. Click the Color Theme MapWizard button EEJ on the main menu.

The Color Theme dialog box appears. The Color Theme dialog box allows
you to change the graphical style, as well as the legend text, for each
category within a field. The field you’ll use is RELIGION, and you’ll find
that there are four categories (C, J, M and Other) within it.

6. Make the selections indicated below. Note that the software refers to
categories as “classes” in the Color Theme dialog boxes.

Coluos Theme (Layer

: RESOURCE:1)

fomane voluas aftave | '
H19 Dev par ¢is g |
. L N E—

||| CliTrenkenios ap missing valies
| |L EZBrsnd) off the: valips, in cnnfhofnes

" Eeld [REUIGION # Cox ]

1
Choosethe . Mothid [List of Values & [ Cancei |
method List of ; — i — '
Values :

1

i ek — ;
Set the number of : l Mo patuos ol |:]
Classesto 4 ;

|

i

Click Style

After you click the Style... button, the Color Theme Style dialog box will

appear:
: _Culou Theme !yl\:
’ Choose a class
i B Othes| ef I|_Stwde.. | [__"
oo Syt | [ G|
o % - Colos Sets _ ——-- -
oM b swrean [ )
'nilmnizm: 4 i
= | Mul!@‘?m: ) 53
rrr—— T OO |
e |1t | [ s Stert and End_ ] |
| L 1
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Exercise 2: Customizing Your Housing Resources Map

Changing the Map Legend Text for Each Category

When subcategories of a map feature are displayed in a map layer, the
software provides the option of displaying the names of the categories, and
their symbols, in the map legend.

7. To re-label your housing resource categories, choose a “Class” (religion
category) in the scrolling list on the left-hand side of the dialog box, and
then re-type the label in the Legend Text field. For example, replace “C,”
with “Christian.”

After you have completed one class, do not click OK and do not hit
ENTER—simply repeat the process so that the “J”” and “M” are replaced
by “Jewish” and “Muslim,” respectively.

Choose a class I P O —,
here... | Geat ity ?
! R |
igond Eaihere. N\ A e A
Ropeatioreath | Spmdtem - | << Proviows|| Weatss ||
D || | | swmbfenifod ||

Changing the Map Symbol for Each Category

When you have changed the legend text for a religion category (“class”), the
Color Theme Style dialog box should look like the illustration below.

Next you'll assign a new symbol to three of the categories.

8. Choose one of the classes on the left and click Style....

syl |l ok T

/_Covy Syabol | | Cancal |

Choose a
class here —Colos Sots ——————————
Glest Loty ‘
Then click :
Style , wroesia [ 9
. e Uelar
' -Legend Toxt << Provious [TRG03 ] |
[Chuistian [ Swip Stost and End |

—— o
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Exercise 2: Customizing Your Housing Resources Map

S Community 2020 Training Manual

The Style dialog box for an individual class will appear.

Under Font, choose Caliper Cartographic, then scroll through the icon list
on the left-hand side of the dialog box until you find the religious site
symbols shown in the illustration below. Make the following selections
and click OK.

Choose the Caliper
Cartographic font

Click OK

. After clicking OK, you are returned to the Color Theme Style dialog box.

Select another class, click Style again, and repeat the process for each
class (choosing a different color for each) until the Color Theme Style
dialog box appears as shown below. Then click OK.

.{Chnaaaaclau

Other'
Chiistian’

Click OK 7]
| Legend Text— | [« Provious|" Next>> | i
| st ]| | [ Buiop star ant End_|
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Exercise 2: Customizing Your Housing Resources Map

Now your map and legend should resemble the following illustration. If
your legend does not reflect the changes you made, select the Pointer Tool,
doublelick the legend, and make sure that the option “Thematic Maps” is
selected in the Legend Settings dialog box; then click OK. If the legend
does not reflect the changes you have made, double click the Show/Hide
Legend button in the main menu toolbar. Your legend and map should now
reflect the changes you’ ve made:

Map Layers
{1 water Area
Streeta
{7 ] County (High Rea)
Populated Place
B3 Study Area 1
{E RESOURCE:

RESOURCE:1 RELIGION

; Christian
% Jowi wARLEY AVE
owi sl z = aNe W sAWATON §7]
g Musiim : % E "'w o LSO e
. - - .
. & Other aq o 3 ansirne st _"_ 2 wouramrrer 3l
0 .20 .40 .60 coas ST o 5"‘”*"’“" 183 e :
- o v S g s swaw P 8 k
Milea S (D 2 3 Suwagmort®r 97§ waee

Hiding Unnecessary Map Layers

The map and the legend now communicate much more information than
when we started. But a glance at the legend tells us that the map could be
made even clearer:

e First, several of the legend items don’t actually show up in your map in
your neighborhood study area: there are no bodies of water, county
lines, or populated place symbols in the study area. These map layers
are unnecessary for this exercise and only clutter the legend.

e Second, the legend doesn’t have a main title. As is true of any
document, a title can make the legend, and the map as a whole, more
comprehensible.

e Third, the layer name “RESOURCE:1" and the second subtitle in the
legend, “RESOURCE:1 RELIGION” are potentially confusing.

You'll remedy these shortcomings in the next few steps, by hiding unneeded
lay'ers, renaming another, and editing your legend.

84
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Exercise 2: Customizing Your Housing Resources Map

FYI

Changing the map layer
name does not change the
name of the geographic
file.

SCommunity 2020 Training Manual

11. Choose the Map Layers button on the main tool bar.

12. The Layers dialog box will appear. One by one, select and hide each layer
except Streets, Study Area 1 and RESOURCE: 1. Click Close.

loxca!e

Autoscale
Clickona
layer here... ! ; Auloscale
then click
Hide Layer
Click OK

Your map legend should now look like this:

Sady Sres fap

Map Layers
Stroets

=] Study Area 1

[ RESOURCE:1
RESOURCE:1 RELIGION
I Cliriatian

% Jowiah

s Muslim

‘ Other
0

.20 .40 .60
Miles

Renaming Your Housing Resource Layer

Remember that the map layer name “RESOURCE: 1™ was created
automatically by the software, from the file name of the original table. The
file name was limited to eight characters, but you can give the map layer a
more informative name in the legend by using more than eight letters.

85
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Exercise 2: Customizing Your Housing Resources Map

13. Click the Map Layers button on the main toolbar. Scroll through the list

on the left-hand side until the RESOURCE: | layer is visible. Select ‘
RESOURCE:], then click the Rename button in the lower right corner of
the dialog box.
T
IL.ayets in Ordei of Displa; e N
Choose the County [High Res)  Hidden F ﬁ Hido Lm H Closs
RESOURCE:1 'Populated Place Hidden ) [, P
laver : I':':);‘ N:yde Layer :m:: i—{ || Add Layes [ Stde...
{Highw ———— —————
!Interstate Xsec... Hidden ; [Q._mp Layes r Lbob.
i[St Area 1 1““‘“;0'_.#5’*
/{interstate Highway i Move Down
' Fila: C:\MY-DATA\RESOURCE.DBD
Click Rename /

14. The Rename Layer dialog box appears. Enter “Neighborhood Resources”
in the New Name field and click OK. ’

lé?geh Rg:name Layer
Resources

| Did Naine |RESOURCE:1

Click OK J

15. You are returned to the Layers dialog box. Click Close.

The next time your map legend redraws, it should look like this:

B Swiideablao |
Map Layers
Stroote

=X study Area 1

-] Heighboriood Resources
RESOURCE:1 RELIGION

‘ Chriatian

% Jowiah

$ Muslim

‘ Other
0 .20 .40 .60

[ e
Milea

Your re-named
laver
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Exercise 2: Customizing Your Housing Resources Map

Editing the Map Legend

16.
17.
FYI
If your computer doesn’t
have the Arial font,
substitute any similar font,
such as Helvetica, Geneva
or Universe.
18

Next you’ll add a title to the map legend, edit the subtitles, and change the
style of the legend text.

5

Select the pointer t00] L from the Maptitude tool box and double-click
directly on the map legend.

The Legend Settings dialog box appears.

Make the choices indicated below, then click the Subtitles button in the
lower left-hand corner of the dialog box.

l.egend Settings

Enter the title Locstion [Separate window =] TOK

Housing ) T — —

Resources Titlo [Housing Resouices ] ([Cancel

Clt'ldecha Layet_rs Footnote [ ]

and Thematic i Cortant ~

Maps \i' ¢ T (e
P Layers ' Font Nomo [Asial ]

Select the I” Selection Sets i '

Arial font ¥ Iometic Mops Sk BoM fafic

ol / we(@ ] & [

~Scale of Mies —— :
[————— ST 1 Fodnoto I ;
f%rme ﬁlze%?;td — —suitea[12__ 7] B} [ |
for subtitles, and [, sublities... | _Ih = @ o :

10pt for items /

Click Subtities /

. The Legend Subtitles dialog box appears. Make the selections below and

click OK.

Legend Subtitles

Select :
RESOURCE: 1 ;
RELIGION

EntertitleNH. | wowtitte {NH Resources
Resources ;

Click OK

19. You are returned to the Legend Settings dialog box. Click OK.

SCommunity 2020 Training Manual
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Exercise 2: Customizing Your Housing Resources Map

Your map legend should now resemble the illustration at left, below:

B Swindesilae |
Housing Resources
Map Layers

Streets
) study Area 1
@ Hsighborhiood Rescurcos
NH Resources
i Clristian
£ Jowish
$ Musim
‘ Other
0 .100.20 .30
[ =m

Milea

Wrapping Up

In this exercise, you learned to make your map easier to understand by changing
layer styles, using the color theme to make your symbols more informative, and ‘

editing and modifying your map legend. We recommend practicing these
techniques in other exercises and with your own maps, to make your maps
clearer and more informative.

Chapter Four Summary Questions

1. Each record must contain a Unique ID or serial number before the software
can geocode the records within the file. True or False

2.  What are the necessary fields a dataview table must include to be geocoded?

3. An asterisk on a dataview carries a different meaning from an asterisk on a
map. Explain this difference.

4. Usethe button to assign different styles to different
categories of map features.
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Proposing My
Own Projects

Iintroduction

Planning and mapping proposed projects often starts with information
.on a piece of paper. The software offers several alternative ways to
locate points on a map. You can store and display information about
each project using tables or forms built into the software, or you can
start with just enough information to pinpoint proposed locations on a
map. At the same time, Community 2020 allows you to make a database
for additional information to be added later.

Problem Statement

‘ You re preparing information to attend an upcoming public hearing on
economic development proposals for neighborhood “X”. After
reviewing the plans submitted by local developers, you decide to
present some alternative sites. You need to plot the alternative sites and
rush to a 24 hour copy center to get poster sized blow-ups before the
evening meeting. How do you get started?

What You Will Learn in Chapter 5

e How to locate a proposed project by address and display it on a
map.

e How to save information about the proposed project using the
Proposed Project form.

e How to locate a proposed project by pointing to a spot on the map.

e How to locate a proposed project in relation to a feature that is
already mapped.

e How to save the information you have entered as a database file so
you may edit of display it in a table.

‘ Exercise 1: Proposing My Own Projects

IN THIS CHAPTER '

IIBEOAUCTION. .. ..ottt ettt bbb et b ettt 5-1
Exercise 1: Proposing My Own Projects




Preparatory Steps
Using the Map Library tool, open the following map:

Location: Study Area
Map Category: Community Development Maps
Map: Metropolitan Community Projects

In order to enter data into a Proposed Project form, you must have this
map open, which includes the User Project Layer.

Add the file stdyarea.dbd, located in C:\my-data , by clicking on the
Map Layers button in the main menu toolbar and clicking the Add
Layer button in the resulting dialog box. Change the style of your
Study Area 1 layer (it is imported with a default black hairline style)
with the Style button on the main menu toolbar, in order to better view
it

Steps to Add a Project for which you know the
street address:

1. Click the User Projects button (% in the HUD tool box. In the
resulting dialog box, choose Create a new User Project. Click
OK.

2. All data boxes are optional except for Project Title and Location
Type. Click in the Project Title box and type “Test 1. Under
Location, click on the drop down area opposite Type. Click on
Addresses. Then click Add...

lenined lofermation—— - — s

Grantae Mame [SER i T (—rﬁf.ﬁj
Prajnct Ville [Yost 1 J E:Ff"_.r_.
2 S
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M’*“-“M ——— ey e ,wm.._..:."_,‘...,.,. —— T

Comevusndy Devekopmint (CDSS) [$0 i e | ~}
-Homaless (E5E) [$0 ]l Voot { K |

. ‘Houdleg (HOME) [$0 } L

{{Data’ | - Grtas Pt 99 1 MY

A { .

g I!,!»:’"J } Etinated Start Dats (mev/dcd/yy)
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3.  You need to enter the Street Address and Zip Code in the Address
Info dialog box. You do not need to provide the city or state. For
this example, type “1547 Argyle Avenue’’ under street and
“21217’ under ZIP Code. Click OK.
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Exercise 1: Proposing My Own Projects

4. The software will confirm that it successfully located the address.
. Click OK.
5. In the Proposed Projects dialog box click Save to add the proposed
project to the User Projects layer. This project will now appear
whenever you add the User Project layer to any map.

Steps to add a project for which you know the
location on your study area map:

6. A number of new options are now active in the Proposed Project
dialog box. For example, the Edit button could be used to add more
information about this project. Another location could be added
with the Edit function, but the software only permits one location
type per proposed project. Click New to open a blank Proposed
Projects form.

7. Give this new project the title “Test 2"’ under Project Title.
Choose Map Coordinates as the Location Type. Click Save.

8. You can return to your map using either the Map All or the Close
button. Choose Close to return to the location and scale from
‘which you began entering data on user proposed projects. Test |
will be displayed on your map.

9. Assume that Test 2 is located just southeast of the cluster of HUD

projects that includes Reservoir Hill, in the large triangle at the
north boundary of the study area. Click the Add Project Location

button in the HUD tool box. Place the cursor in the
triangle and click FIRMLY. Click OK in the Add Coordinate to
Project dialog box. Test 2 is now added to your map.

ARESERVOR

@DOUGLASS HIOH §C L ALUMIASSOCIATION

«UPTON
A DRUD HEONI &
ECREAT ION AND PARKE

:OMMUNITY BULDINO N PARTNERBH®P. INC.

AMOCRIEH AMERICAN

Steps for Finding a Location to Add:
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Exercise 1: Proposing My Own Projects

know visually where it is on the map, but you know its location in
reference to a feature that is part of the data stored in the software.
For example, a recreation center or park might be next to a school,
hospital, or other prominent landmark. Another proposed or actual
location might be in the middle of a Zip Code or other area feature.

Assume that Test 2 has another proposed location. You don’t ‘

T
10. Click on the Find tool |k’i?!-'on the main tool bar. Select
landmark from the “Find An” section of the dialog box, and
type in “WOMANS HOSPITAL”. Click OK. The map will
redraw, with the map feature you selected, Womans Hospital, in
the center marked with a blue circle.

r..)

“ETHEAGT BALTIMORE MIDWAY PAC

o,

£ RESERVOR HiLL ‘

SUPTOR
EATION AND PARKE I

» RECREATION AND P%KS 4

4

% Tast

(NOTE: In order for the Find tool to work properly, you must
enter the reference exactly how it is listed in the Census landmark
file. In this case, the name “WOMANS HOSPITAL" does not
contain an apostrophe.)

11. Choose User Projects as the Working Layer in the pull-down
menu on the main tool bar. Click on the Add Project Location

button l in the HUD tool box. Place the cursor directly
across the street from the blue circle and click FIRMLY. Test 2
is the choice provided in the resulting dialog box because it is the
only user project with Map Coordinates specified as the Location
Type. Highlight Test 2 in the dialog box, and click OK.

32
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Exercise 1: Proposing My Own Projects

‘ Steps for Saving a Data Base File (.dbf)

12. Make sure User Projects is the Working Layer shown on the main

in the main tool

tool bar. Click the New Dataview button
bar to display the information you entered.

i User Projects

ds| Latitids|  CPJ_IDUOG | GRANT_NO

il 1D, Longhu
.. 1| 93474200 27474335 1USER
2 93487028 27530200 2USER
3| 99510000 27539836 2USER
23

13. Choose File-Save As from the main menu. In the Save As dialog
box, select dBASE under List Files of Type. Under drives, select
C: . In the Directories section, double click on the folder
my_data to open it. Call the file userproj.dbf and click OK.

SHV(*.'AS T “" o ) m

% Filo Namo: 1 Diroctories: — 0K

; lwwoi.dbi c:\mg-data P T—

_— 7 e |

[ fa ! 'E] e\ [ ! KM
| &y mg-data §
| o
| |
. S O |
List Fies of Iype: Driyex: 7
: {dBASE file R EC =l

Wrapping Up
In this chapter you learned three methods to locate points on a map.

You also learned how to use the map, the Proposed Projects form, and a
data table to save and display information.

Chapter Five Summary Questions

1. Each project must be geocoded by a single type of location (e.g.,
Map Coordinates). True or False

2. There are several types of locations for projects that do not have a
specific address. True or False

3. A project can be located at more than one lacation. True or False

4. To locate project records on a map, you must first open a map that
includes

93
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‘ CHAPTER

REQUIREMENTS
FOR CHAPTER 6

The exercises in this
chapter assume you have
read Chapter | and
performed the exercises
in Chapter 2. The,
exercises you will
perform in this chapter
use files and maps you
created in Chapter 2.

Analyzing My Community’s
Demographics

Iintroduction

This software is helpful in that it allows you to extract and separate the
information relevant to your project from the rest of the region. You can isolate
the data behind the maps as well as map features themselves. In the first
exercise, you will extract the block group data for only the Study Area from
Chapter 2. In the second exercise, you will isolate map features of Baltimore
from the rest of the region in order to.present a clear and presentable display.

Problem Statement

The Planning Committee has just rejected a preliminary housing proposal to
receive grant funding based on the lack of specific demographic information.
You are preparing documentation of three separate neighborhood’s demographic
statistics to support the supplemental application submission. The neighborhood
includes partial census blocks. How do you get started?

What You Will Learn in Chapter 6

e In Exercise | you'll learn how to display demographic statistics of the Study
Area created in Chapter 2. To make the Census data correspond to the
Study Area, you'll learn how to “trim” the Census block groups along the
Study Area boundary. You’ll also learn how to view demographic statistics
of the Study Area in a Dataview table.

e In Exercise 2 you’'ll learn how to create a map showing only the area of your
choice, without the surrounding areas. The exercise uses the City of
Baltimore as the example to create a boundary layer of the city. Layers are
then added to show information pertaining only to the City. Finally, you
will add the map as part of a new category to your Map Library

In This Chapter :

Exercise |: Displaying Community StatiStiCs ...........cccoieviiinininanne. 6-3
Exercise 2: Displaying Only Your Community...... ......coooiiiiiininnn 6-14
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Exercise 1:

Displaying Community Statistics

DEFINITION

Aggregate:

To add or average
information from several
areas or locations.

DEFINITION

Block group:

A cluster of blocks within
a Census Tract that
typically contains between

In the Study Area defined
in Exercise 4 of Chapter 2
there are 23 block groups.

150 and 200 housing units.

Introduction

You probably know that the software can create maps showing demographic
information—for example, the number of unemployed in each block group of
your community. But the software also includes a simple and powerful tool—the
Dataview Statistics command—that you can use to “aggregate’ information
from all the map areas that make up a community.

For example, if one of your map layers shows unemployment data by block
group, you could use the dataview statistics command to find the total number of
unemployed in a/l the block groups. You could also find the average level of
unemployment per block group, or the maximum number of unemployed in any
one block group, or a variety of other statistics.

This is most straightforward when your community happens to be a predefined
geographic area, such as an entire county. But with the tools and techniques
demonstrated in this chapter, you can even tailor your statistical queries to your
own, customized community boundaries.
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Exercise 1: Displaying Community Statistics

What You Will Learn in Exercise 1

In this exercise you’ll find an estimate of the number of children in poverty and
under the age of five, living within the Study Area you defined in Chapter 2. To
arrive at this goal, you’ll learn how to:

Use the Select by Pointing tool to select block groups in the Study Area
Create a geographic file of the Study Area block groups
Use map editing tools to trim block groups along the Study Area boundary

Display a table (or “dataview”) of statistics for the custom-defined
community

Steps

Community Statistics Essentials

There are four basic operations that you’ll perform to generate statistics for a
custom-defined community area:

& Community 2020 Training Manual

Open a map with block group census data.
Since the Study Area Map doesn’t include census data, you’ll simply open
the Study Area Map and add the map layer of census data by block group.

Create a geographic file of only local block groups.

You’ll select all of the block groups inside or partially inside the study area,
then save these block groups as a geographic file, and add the file as a map
layer.”

Trim the block groups.
You’ll use map editing tools to “trim off” the parts of block groups that
extend beyond the study area boundary.

Open a dataview and select Dataview-Statistics.

You’ll open a dataview, or table, of the study area block group layer. Then
use the Dataview - Statistics command to open a second table. The second
table shows statistics for your study area “aggregated” (added or averaged)
across all the block groups in the study area.

By scrolling through the dataview statistics table, you’ll be able to look up

statistics for the study area as a whole, such as the estimated number of
children in poverty, under the age of five, living in the study area.

3 6 63



Exercise 1: Displaying Community Statistics

Opening the Map

1. Inthe Map Library, open the Study Area map you created in Chapter 2.
If necessary, hide the Neighborhood Resources layer you created and saved
in Chapter 4. Then the Study Area map should resemble the illustration

below:
x
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Adding the Block Group Layer to the Study Area Map
Next you’ll add a map layer that contains demographic information. The
layer is called “Block Group,” and it contains demographic information
from the US Census, for groups of city blocks. A small block group may
contain half a dozen city blocks; a large one might have fifteen to twenty
city blocks.
2. Choose Map - Layers or cllck the Map Layers button =24 on the main
tool bar.
3. The Layers dialog box will appear. Click the Add Layer button in the
dialog box.
|uyus _ _ ] 7 ] :
File: D:\CCSTREET.COF
Click Add Layer
The File Open dialog box abpears.
. 4;-:
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Exercise 1: Displaying Community Statistics

4. The block group data is in a geographic file called “ccbg.cdf.” To locate
‘ this file, choose the drive containing your CD-ROM, then select the
“Geographic” file type, and select the file “ccbg.cdf. Click OK
TP 5. You are returned to the Layers dialog box. A new layer, Block Group, is
For more information on shown in the left-hand pane of the dialog box. To allow yourself to work
changing ‘he appearance of more easily with the block group layer, select the layer name on the left.and
boundary lines, refer to click the Style button. Change the Border Width to 2 points, and select

Chapter 2, Exercise 4, Step

0 a color that contrasts with your Study Area polygon.

Your map window should now resemble the illustration below.
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Selecting Block Groups in the Study Area
‘ In the following steps you're going to select just the block groups that are

inside or partially inside the Study Area.

Make sure that Block Group is the working layer by choosing it (if it does
not already appear) in the Working Layer pull-down menu on the main

toolbar.
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Choose Block Group

6. Choose the Select by Pointing tool from the Maptitude toolbox.

ERIC
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Exercise 1: Displaying Community Statistics

Click in any block group
within the Study Area

Shift-click each block group
in or partially within the
Study Area

Q & Community 2020 Training Manual
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7. Click in a block group which is at least partly contained within the
Study Area boundary. The block group will appear shaded to show that it

has been selected:
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In the next step, you'll select additional block groups within, or partially
within, the Study Area boundary.

Holding down the Shift key, click once in every block group that lies

within or partly within the Study Area boundary. When you are
finished, your map window should show a region shaded as in the following

illustration:
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Exercise 1: Displaying Community Statistics

FYl

Remember that there are
two types of geographic
files:

Standard geographic files
are editable. Standard
geographic file names end
in “.dbd.”

Compact geographic files
are small and fast to
display, but can not be
edited. Compact
geographic file names end
in “.cdf.”

SCommunity 2020 Training Manual

Saving the Selected Block Groups as a Geographic File

— Choose Standard

Now that you’ ve selected the block groups in the Study Area, you can
“Export” (save) them as a geographic file that you’ll edit later.

Choose Tools - Export from the main menu. The Export dialog box will
appear. Make the choices indicated below and click OK.

ExpoitBlock Group G dogiaphy’ :

e

Choose to export mn—y
Selection ==

i
Choose Standard

' Expost I'Selecrtyi’uni
Geographic File ’ :

Choose to include '
built-in data L

Click OK

7 Inctude BudinData /([ Boordiates

Ty ——— ———f —=.

. The Save As dialog box appears. Make the choices indicated below and

click OK.

Choose your
drive and work
file directory

Geographic File type

Tym "d\&ﬂ [

. Click on the Map Layers

uu Awn

Adding the Study Area Block Groups Map Layer

Now that you’ ve saved the selected local block groups as a geographic file,
you’ll add the file to your map as a layer so you can display it. You also
edit, or “trim” the layer to tailor it to the Study Area. And since you won’t
need the original Block Group layer, you’ll drop that layer first.

=

=

button on the main tool bar. Select the
layer Block Groups and click the Drop Layer button. Don’t close the
Layers dialog box.

. Next—while still in the Layers dialog box—click the Add Layer button.
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Exercise 1: Displaying Community Statistics

“ch6ex1.dbd” that you just created (it should be in the “my_data™

13. The File Open dialog box will appear. Select the geographic file .
subdirectory on your C: drive) then click OK.

14. Make sure Block Groups is your working layer, and click the Style button
in the Layers dialog box. Change the width and color of the border to
make the block groups more visible, as you did in Chapter 2, exercise 4,
step 1 1.

15. Close the Layers dialog box. Your Study Area Map should resemble the
iltustration below:
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16. Make sure that the new layer you added is the working layer shown on the
main menu. It will be named “Block Groups” since the selection was
exported from the Block Groups layer.

Trimming the Study Area Block Groups

In the following steps you’ll trim off the parts of block groups that extend
past the study area boundary. To do this, you’ll use the Add Area map
editing tool that you used in Exercise 4 of Chapter 2.

The key to understanding the following steps is this: when you use the Add
Area tool to draw a new boundary that crosses an existing area, the Add
Area tool simply cuts the existing area into two new ones—with the line
drawn by the Add Area tool forming the boundary between the two areas.

In the following steps, you’ll use the Add Area tool to draw a map boundary
that crosses block groups along the study area boundary. Every block group
that straddles the study area boundary will be cut into two “sub” block
groups—one inside the study area, one outside. In later steps, this will allow
you to delete the parts outside the study area.

’ N
e - ‘

101

S Community 2020 Training Manual 6-8




Exercise 1: Displaying Community Statistics

‘ : 17. Choose Tools — Map Editing from the main menu.

|
18. The Map Editing tool box appears. Select the Add Area tool i from
the Map Editing tool box.

The Add Area and other map editing tools and buttons you’ll use in this
exercise are described below:

The “Add Area” tool extends your The green traffic light
boundary with each mouse click. (“Save Edits”) confirms
Double-clicking closes the polygon your map changes

= : R
The “Modify Area" tool is — Il IS lae 55 % S
used to sefect and move _&? : i @ g @' LR i i’\f |
points and line segments of ;P —— :3 S
Your area boundary Q0| [Editing on screen |

[ Data Update | Betiings... |

The red traffic light (“Cancel -J
Edits”) “undoes” your last
map edits

19. Starting on the upper left-hand corner of the Study Area boundary, click
once on each corner of the Study Area, and twice on the last point. This
‘ is the same boundary outline you traced in Exercise 4 of Chapter 2, but this
time you can simply follow your outline instead of searching for street
intersections.

20. When you have finished, your map should resemble the illustration below.

The dots that have appeared on the block group boundaries indicate that you
are editing them, but you must still click the green traffic light on the Map
Editing toolbox to save your edits. If you need to redo the previous step,
click the red traffic light to cancel your edits.

Block groug boundaries
show dots before edits
are saved

O
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Exercise 1: Displaying Community Statistics

When you click the green traffic light 2 0 accept your edits, the
software may pause for a moment. Then the dots on the block group

boundaries will disappear, and your map window should look like the
illustration below:

23 Study Area Map
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Deleting Block Group Portions Outside the Study Area

If you look closely, you can see that each of the six block groups you cut
with the “Add Area” tool are now two areas—one area on the outside of the
Study Area boundary and one on the inside.

Next you’ll eliminate the areas outside the study area.

21. Select the Delete Area tool from the Map Editing tool box. Check the
Data Update option.

Choose the
Delete Area tool ] ) fzp Editing
k +; il
T ] = e ke
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Check the Data —%J == T e e
Upggteogtim ¥, Data Update H.S,e‘ttmgs... J
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Exercise 1: Displaying Community Statistics

‘ 22. Click in the part of each block group that is outside the Study Area.

Unlike the selection tools, with the Delete Area tool you don’t have to hold
down the shift key to choose more than one area to delete.

Also unlike the selection tool, when you click on an area with the Delete
Area tool, instead of shading the area to show it has been selected, you will
notice that the boundary color of each selected area has changed. When you
have selected all the areas to be deleted, your map should look like this:

Areas selected with
the Delete Area tool

Ruwaar ST g WOUT VERIOH P
SEABODY wIWE 9'

“ARLEY

R e VAL =2

£y
’
oy an WHUND! % “0,

23. Click on the green traffic light ¥} in the Map Editing tool box to save
your edits.

Your map should now resemble the illustration below:
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Now your Block Group layer reflects only the area contained in the study

area. The census information associated with those block groups is still
. built-in. But for block groups that were trimmed. the software has adjusted

the population assumptions in proportion to how much area was trimmed.
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Exercise 1: Displaying Community Statistics

now assumed to have half the number of residents of the original block
group. (The population and other information that the software calculates
for the trimmed block groups is only approximate, but on average it will be
reasonably close.)

For example, a block group that was trimmed to half of its original size is ‘

Opening Dataviews of the Study Area Block Groups

Next you'll view a dataview (a kind of on-screen table) of all the census data
for the Study Area. The dataview will list, in a dataview table, the categories
of information that you just added (and “trimmed’’) to your study area.

24. First, make sure that the working layer is Block Groups.

25. Click the New Dataview button on the main tool bar. If the new
Dataview dialog box appears, choose a table. A “Block Group™” dataview
will appear. Each row in the dataview corresponds to one block group—or
portion of a block group—in the Block Group layer you created.

Reading across each row, each column contains one piece of information
about the area. For example, each area has an ID number in the first column.
Other information categories include the block group’s land area in square
miles and a variety of other geographic and census data. (In fact there are
over six hundred columns of data for each Census Tract or Block Group in
the software.)

R S tudy Block Broup ) - ) mEn ]
2] b fsea ! KEY, Code | RandAsea}] [Wates Asna) [$00X Cout ¢
sm!m'] 0.06 8020355 245101702 1 0.056 0.000
6481812 0.03 8020976 245101702 2 0.093 0.000 .
|__6ATBI44 0.02 8037440 245101402 2 0.022 0.000
6479003 0.02 8034528 245101403 2 8.022 0.000
6478683, 0.02 8034832 245101402 4 0.023 0.000
BA79125 0.08 8037458 245101400 7 0.064 0.000
6473105] 0.02 8037420 245101402 1 0.018 0.080
6478703 0.02 8034853 245101492 3 0.020 _ 0.008
6479046 0.0 6034570 245101403 1 0.009 0.000
6479024 003 8034548 245101403 3 0.030 0.000
6482216 0.00 277 245101205 4 0.000 * 0.000
t 6482219 000 - - -
}2 ;;: « I SIS o~ om NEYVA A ST NSCINS SOV ™ n‘nu- » aen

Next, you’ll display the “statistics” of the block groups in your study area
dataview. The Dataview - Statistics command takes information for all the
areas in the original dataview and calculates various statistics (average land
area, average income, etc.).

Also, instead of having one row for each of the block group areas, and a
column for each category of information, the statistics dataview has one row
for each category of information, and a column for each of the different
statistics (average, maximum, minimum, etc.).

26. To determine the approximate number of children under 5 in poverty in the
Study Area, select Dataview-Statistics from the main menu. This opens the
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Save Statistics Table As dialog box. Assign the file name ch6ex1.dbf to the
data base file this step will create. Click OK.

A new dataview window will appear with a name such as “Statistics for
Dataview Block Group.” This is the statistics dataview of the block groups
and portions of block groups in the Study Area.

1Bt Statisties for Daolaview Study It

|~ 18] %]
|FIELD { COUNT| SUM|  MINIMUM | 3
D 25 162025592.0000 6478683.0000 [
‘Area 25 0.7631 0.0000
KEY 24 156443950.0000 277.0000 [:
‘{Land Area} 24 0.7649 0.0000
Water Atea) 24 0.0000 0.0000
160X Count of HiS) 24 8551.0000 0.0900
[100X Count of Pop.) 24 16291.0000 0.6000
Population 24 16228.0000 0.0000
:Pwoﬂy 24 6060.0000 0.0000
llPov.Univl 24 15789.0000 0.0000
‘(Pmb {non-coll ]] 24 5752.0000 0.0000
‘lPov‘.Univ. (nen-coll.]] 24 15104.0000 0.0000 -
m Inon-hiso. ] ‘ 24 » A .1787.0000 . 0.0000 @ A

27. Scroll down about three quarters of the way through the dataview to
find the field “[P Bel. Pov. Lev.: <5].” This is the number of persons below
the poverty level who are under five years of age.

The third column, with the heading “SUM,” shows the total number of
children in the study area that are in poverty and under five.

Wrapping Up

In this exercise you’ve learned a new way to apply some of the tools and
techniques you learned in Chapter 2: You added a layer to your map, selected a
portion of the areas in that layer, and saved or “exported” the selection as a
geographic file. Then you applied the file to your map as a layer in its own right.
This is a simple but powerful technique with many applications. Use it whenever
you need to display or analyze the information from a local subset of a map
layer.

Then you edited the new map layer—by cutting block groups to fit your Study
Area almost perfectly—so you could display dataview statistics adjusted for the
Study Area. Here again, you have learned a powerful technique with many
applications. It can be used whenever you need to generate tailored data and
statistics for your own community...without doing any math!
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Exercise 2: Displiaying Only Your Community

What You Wiil Learn in Exercise 2

In this exercise you’ll learn how to create a map showing only the area
of your choice, without the surrounding areas. This builds on Exercise
1. The exercise uses the City of Baltimore as the example to create a
boundary layer of the city. Then, layers are added to show information
pertaining only to the City. Finally, you will add the map as part of a
new category to your Map Library. To do this exercise, you’ll use the
tools and skills you learned in the previous exercises:

e  Use the Select by Pointing tool to select the city boundary as a map
layer.

® Develop new layers showing just the city area.

®  Add the resulting map to your Map Library.

Steps

There are three basic operations that you’ll perform to develop your
own map.

1. Create a map showing the boundaries of the City of Baltimore.
You’ll create this map by using the Map Library to open a General
Purpose Map of Baltimore , then select and export the city boundary as
a map layer. '

2. Create a geographic file showing only data within the Baltimore
city area. You’ll add a new layer and export just the Baltimore portion
as a geographic file, and add the file as a map layer.

3. Add the Baltimore City Map to the Map Library.
You’ll select the Location to Display, create a new map category, then
place the city map in the Map Library.

107

B Community 2020 Training Manual 6-14




Exercise 2: Displaying Only Your Community

. ' Creating the Map
1. In the Map Library, make the following selections:

Location to Display = Baltimore
Map Category = General Purpose Maps
Map = Area Map

2. First, make sure the active layer is the Census Place layer.
Next, click the Select by Pointing tool in the Maptitude tool box
and click anywhere inside the boundary of Baltimore City. The
Baltimore City area will be highlighted in red as the selected area.

3. Choose Tools - Export on the main menu. The Export dialog box
will appear. Make the choices below and click OK.

iE‘xporL Census Place Geography

|2 lllSelection. . i
Jo |Conpact Geographic Fie:El
. | | FlnchdeBultinData | Gpordineies

4. The Save As dialog box appears. Save the geographic file as
balt.cdf.

5. Now that you've saved the selected city area as a geographic file,
you won’t need the original map. Choose File - Close All on the
main menu.

BCommunity 2020 Training Manual 6-15




Exercise 2: Displaying Only Your Community

Opening the geographic file as a map layer ‘

6. Choose File - Open or click on the File Open =2l button on the

main tool bar. Make the choices indicated below and click OK.

| File Mame: Directaries:
|| |balt.cdi | c:\my_data o e
1 J Cancel
: Zgen
£3 my_data
: List Filec of Yype: Driyee:
r] |Geogiaphic File <] | = c: windows_95 =]

7. Maximize your map window. The map should now look like this:
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8. Click on the Map Layers J button on the main tool bar.

Click Rename and type “Baltimore” into the text box provided,
and click OK.

9. Remaining in the Layers dialog box, click Style. Change the Fill
Style from None to Solid. Then, change the Fill Color to a light
yellow, then click OK. Close the Layers dialog box.
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10 Choose File - Save As on the main menu, and name the file

11.

12.

8 Community 2020 Training Manual

balt.map. Save the file in C:\My_data.

Adding a New Layer to the Map

Now that you’ ve saved the city area of Baltimore as a map, you'll
select additional layers from the CD-ROM Dirive to add to your
map. The next eight steps call out actions to add the interstate
highway layer to your map. You can use these same steps to add
any layer to your map.

p

button on the main tool bar.

Click on the Map Layers

Select the Add Layer button. Be sure to choose the drive where
your CD-ROM is located, then select ccishwy.cdf. The Layers
dialog box should look like this:

[ Hide Layer | [ Close . I

[AddLayer | [ Style...
Brop Laj;er Labels...

r MMD@ Kujl;it?éle.-: .

[Move Down | |[ Rename... J

| File: C:\MY_DATVA\BALT.CDF

Note that the Interstate Highway layer has an additional hidden
layer called Interstate Xsec.... which always accompanies the
Interstate Highway layer.

Click on the Close Button to redraw your map with the Interstate
Highways layer added.
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Exercise 2: Displaying Only Your Community

13. Choose Dataview - Select by Location from the main menu. The
Select by Location dialog box will appear. Make the choices
indicated below and click OK.

Select by Location (Layer: Interstote Highway)

—Select Intesstate Highway features — S

that |ETECUNE

~Features in... ———————— e -

Layer IBallimo:e

!1_1 Kl

Selection Set [All Features

~Place selected interstate Highway features in ————=———
Selection Set ISeleclion

el L

Selection Method [Create Set

!
i
§

 14. The Interstate Highways selected will appear in red. To improve
the appearance of your map, you may wish to select additional
sections of the Interstate Highways just outside the boundary of the
City. To do this, click the Select by Pointing tool while holding
down the Shift key to add these highway sections to your map.

Saving the Interstate Highways as a Geographic
File

Now that you’ve selected the Interstate Highways for the Baltimore
area, you can “Export” (save) them as a geographic file that you
can use as a layer on your maps.

15. Choose Tools - Export from the main menu. The Export dialog
box will appear. Save the Interstate Highways as a Compact
Geographic File by accepting the defaults which appear in the
Export dialog box . Click OK.
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Exercise 2: Displaying Only Your Community

16. The Save As dialog box appears. Make the choices indicated
‘ below and click OK.

File Name: Dirsectories:
fishwys.cdf | e\my_data

balt. cdf e\

&3 my_data

List Filos of Iype: Drives:
ICompa_ct Geographic ﬁj} [Eg c: _Ivindgqsr_S‘_i _ & l

Adding the Interstate Highways Map Layer

Now that you’ ve save the selected interstate highways as a
geographic file, you’ll add the file to your map as a layer so you
can display it. Since you won’t need the original Interstate

- Highways layer, you’ll drop that layer first.

—
‘ 17. Click on the Map Layers % button on the main tool bar.

Select the layer Interstate Highways and click the Drop Layer
button. Don’t close the Layers dialog box.

18. Next — while still in the Layers dialog box - click the Add Layer
button.

19. The File Open dialog box will appear. Select the geographic file
“ishwys.cdf’ that you just created (it should be in the “my_data”
subdirectory on your C: drive) then click OK.

20. Make sure Interstate Highway is your working layer, and click the
Style... button in the Layers dialog box. Change the interstate
highways to look the way you want. When you’ve finished, click
OK. Then close the Layers dialog box to redraw your map.

[
s B

21. Choose File - Save or click on the File Save button on the

main tool bar to save your work.

‘ ‘Adding Your Map to the Map Library.

112
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Exercise 2: Displaying Only Your Community

22.

23.

24.

25.

26.

27.

B Community 2020 Training Manual

When you have finished your map, you can add it to the Map
Library for easy access later. You probably will want to modify
the map again in the future to display additional features. To do
this, you will want to save the modified map under a new name.
Also, by creating a new map category in the Map Library, you will
have a quick and orderly way to display all your maps from one
access point.

el

Choose HUD - Map Library or click the Map Library
button in the HUD tool box. -

The Map Library dialog box is displayed. The dialog box
includes a list of markers under Choose the Location to Display.
Since you began the process of making your own maps by choosing
the “Baltimore’ marker, you will want to select this same marker.
Remember, you have not changed this marker from its original
setting. Don’t close the Map Library dialog box.

Next — while still in the May Library dialog box — click the
Content button located at the bottom center of the dialog box.

Adding your own category to the Map Library provides you with a
orderly filing system for storing and quickly accessing your maps
for display. Click on the Add button located at the top right
corner of the dialog box. The Add a New Category dialog box will
appear. Type Baltimore Maps, then click OK.

Now click on the second Add button located midway on the right
side of the dialog box. The Choose a Map to Add dialog box will
appear. Make the selections at they appear below, then click
OK. Don't close the Map Library dialog box.

i Choose the Map tu Add

| File Name: Directories: o]
[balt.map _j c:\my_data o
alliné £3 e\
£4 my_data
| Bead Only
| List Files of Yype: ' ~ Driyes: :
‘lk Ba_p; o wf': ; "-_—“J c: w_indow{_SS » Tf i

Next, under Map Settings at the bottom section of the Choose a
Map to Add dialog box, highlight “New Map’’ and type

6-20
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Exercise 2: Displaying Only Your Community

Baltimore City Map, then click OK. A Confirm dialog box will
appear. Click the Yes button to add this map to your Map
Library.

Wrapping Up

In this exercise you’ve learned how to use many of the tools and
techniques you learned in previous Chapters to create a map showing
only the area of your choice, without the surrounding areas.

Chapter Six Summary Questions

1.

BCommunity 2020 Training Manual

You are able to determine the population characteristics of any area
you define. True or False

You can modify any map layer as long as it is saved as a Compact
Geographic File. True or False

List three custom maps that you would need to create relevant to
your work.

The Map Library can be used as a way to file and organize your
maps. True or False

You can add your own map categories and maps to the Map
Library using the button.
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‘ CHAPTER

Using the Software to Prepare Your
Consolidated Plan

Introduction

The Consolidated Plan Grantee Version of Community 2020 is provided to you, a
HUD grantee, so that you can research and organize the information that you need
when submitting your Consolidated Plan and annual Action Plans. Grantees are
able to present large amounts of complex planning information in a way that the
people they serve can easily understand. This chapter explains how to use the
forms needed for preparing and submitting your projects and activities to HUD.

Problem Statement

You are a new hire at the planning department in City X. Your very first task is to
prepare the necessary forms and documentation for your City’s Consolidated Plan.
Your supervisor has presented you with a new GIS software, Community 2020 and
has giving you a 5-day deadline to complete a final draft. How do you get started?

Introducing the Grantee Version of
the Software

What Is a Grantee?

The four major HUD/CPD programs assign different titles to those entities that
receive funding through various HUD programs. For the purposes of the User
Guide, a grantee is a recipient of any one of the four major HUD programs:

® Community Development Block Grant (CDBG)

® Emergency Shelter Grant (ESG)

® HOME Investment Partnership Program

® Housing Opportunities for Persons with AIDS Program (HOPWA)

A grantee is a community, city, urban county, consortium, or state receiving CPD
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grant funds. This also includes HOME participating jurisdictions as well as all
Entitlement and Non-Entitlement grant recipients. ‘

The Consolidated Plan

The Consolidated Plan serves as both the grantee's planning document and its
application for funding under any of HUD's four major programs consisting of
Community Development Block Grant (CDBG), the Emergency Shelter Grant
(ESG), HOME Investment Partnership Program, and Housing Opportunities for
Persons with AIDS (HOPWA). By replacing six planning and application
submissions with a single document, the consolidated plan frees grantees from the
overwhelming paperwork burdens that existed in meeting the requirements of the
Comprehensive Housing Affordability Strategy (CHAS) and from the repetitive
reporting of the same information that existed in the various application
submissions.

The benefits derived from the Consolidated Plan exceed simple paperwork and
regulatory reductions, however. They include the opportunity to have greater and
more meaningful citizen participation in the actual development and
implementation of strategies that, from a citizen's perspective, best meet the needs
of their neighborhoods and the community-at-large.

Federal, state, and local governments are now beginning to fully appreciate the
importance of community inclusion that brings together citizens, businesses,
community-based organizations and other nonprofits. The very essence of
consolidated planning is its comprehensive approach that encourages a grantee to
collaborate with all local parties interested in community development to help the
grantee identify the community’s needs as well as strategies for meeting those
needs.

The Consolidated Plan is a six-part document consisting of:
® Housing and Homeless Needs Assessment

® Housing Market Analysis

® Strategic Plan

® Action Plan

® Certifications

® Monitoring

Housing and Homeless Needs Assessment

A Housing and Homeless needs Assessment describes the grantee's five-year
housing needs including an estimate of the number of families by income groups
for both renters and owners that are in need of housing. The assessment also
describes the nature and extent of homelessness within the grantee's community.
Reference Sections 91.205, 91.305, and 91.405 of the January 5, 1995
Consolidated Submission for Community Planning and Development Programs;
Final Rule.

lis -



Chapter 7: Using the Software to Prepare Your Consolidated Plan

‘ Housing Market Analysis

A Housing Market Analysis describes the grantee's housing market, including an
identification of racial/ethnic minorities and/or low-income family housing in
concentrated areas. The analysis also asks for items such as the number and
condition of public housing units, and an inventory of homeless and special needs
facilities within the grantee’s jurisdiction. The analysis also must include the
grantee's explanation of whether the cost of housing or the incentives to develop or
improve housing is affected by public policy or other barriers to affordable
housing. Reference 91.210,91.310, and 91.410 of the January 5, 1995 Final Rule.

Strategic Plan

A Strategic Plan is a composite of a grantee's priorities and an estimate of its
allocation of resources for meeting its priorities. The plan contains a series of
elements that the grantees are required to address both in a narrative form and
through a priority need table as prescribed by HUD. For example, the grantee
must identify its priority housing and community development needs by ranking
them as high, medium, low or no such need and provide the estimated units
produced by the identified priority as well as the dollars needed to address that
particular priority.

The plan also calls for the grantee's description of its strategies for removing
barriers to affordable housing, for evaluating and reducing lead-based paint
hazards, for reducing the number of poverty level families, and for enhancing
coordination between public and assisted housing providers and private and

. governmental service agencies. Reference Sections 91.215,91.315, and 91.415 of
the January 5, 1995 Final Rule.

Action Plan

An Action Plan is an annual description of the grantee's federal and other resources

< that are expected to be available to address its priority needs and how the federal
funds will leverage other resources. The description will also include the activities
that the grantee will undertake during the next year to address its priority needs.
The plan also explains where the assistance will be directed by geographic area
during the ensuing program year. Reference Sections 91.220, 91.320, and 91.420
of the January 5, 1995 Final Rule.

Certifications

A grantee is required to submit certifications relating to fair housing, its
antidisplacement and relocation plan, a drug-free workplace and other statutory
and program requirements. Reference Sections 91.225, 91.325, and 91.425 of the
January 5, 1995 Final Rule.

Monitoring

Monitoring in the form of a narrative describes the standards and procedures that
the grantee will use to monitor activities that it will carry out in advancing its plan.
‘ Reference Sections 91.230, 91.330, and 91.430 of the January 5, 1995 Final Rule.

AT
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Submission Dates

Generally, the grantee should submit its Consolidated Plan to HUD at least 45 days
before the start of the grantee’s program year, except in cases involving a newly
eligible jurisdiction under the HOME program and where HUD grants an extension
for good cause. However, under no circumstances will HUD accept a submission
earlier than November 15 or later than August 16 of the Federal fiscal year for
which the grant funds are appropriated. Failure to submit the plan by August 16
will automatically result in the grantee’s loss of its CDBG funds.

The grantee's action plan and certifications must be submitted on an annual basis
with the complete Consolidated Plan submission according to a period specified by
the grantee, but in no case will that submission be less frequent than every five
years. Reference Sections 91.15 of the January 5, 1995 Final Rule.

Preparing Consolidated and Action Plans

The Grantee Version of the software lets you identify yourself as a particular
grantee, and then manage your information about HUD programs and projects.
This is done with a series of forms, which make it easy to enter, review, and update
the information needed for the Consolidated Plan or an Action Plan. You will also
learn how to use existing CPS 1.0 data and how to locate your projects.

Submitting a Consolidated Plan or Action Plan

LN
Computerizing the information in the Consolidated Plan has been one of the major
accomplishments of HUD's planning process. The Consolidated Planning System
is intended to support CPD’s consolidated reporting requirements for the programs
and to simplify the grant management process for all participants. When correctly
used, the system will:
® Reduce the time necessary to produce reports
® Provide more cost-efficient reporting
® Increase the meaningfulness of the reported information
® Facilitate required reporting to Congress on activities and accomplishments
® Reduce duplication in reporting efforts
Through the software, grantees can organize and present large amounts of complex
planning information, using computerized forms that citizens can easily access and
understand. For the first time, interested parties do not have to be professional
urban planners to understand data affecting their neighborhoods.
This computerized system has had considerable grantee input. It is also designed

to be user-friendly, so that even the most inexperienced computer operator will be
able to easily enter the needed information on the following forms.

SF-424 Form
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This form is required for each of the programs that is part of the grantee’s
Consolidated Plan. The grantee must submit a separate form for each of the
following HUD programs:

® CDBG

® ESG

® HOME
® HOPWA

This form has five pages, with information pertaining to the grantee:

® Applicant: grantee's legal name, its address, contact name and telephone
number, type of applicant, etc.

® Submission: application type, submission type, various submission dates, etc.
® Project: descriptive title of project, areas affected by project, etc.

@® Funding: cites federal, state, local, or other type of funding, congressional
district of applicant, etc.

® Authorization: name and title of authorized representative

Proposed Projects Form

This is a two-part form in which the grantee identifies for each of its proposed
projects the related priority need(s) that it has established over its five-year
Consolidated Plan. The grantee selects its identified need from a list of twelve
priority need categories. The need categories are: Housing, Homeless/HIV/AIDS,
Public Facilities, Infrastructure, Senior, Youth, Anti-Crime, Economic
Development/Opportunity, Public Services, Planning/Administration, Non-
Homeless, and Other.

The second part of the screen shows the link between the priority need(s) identified
in the first part of the screen and the grantee’s proposed project and its
corresponding project activities. The screen also shows the project’s location and
the grant funds requested as well as prior year and other funds available for the
proposed project/activity project. Other project information includes
accomplishments and the type of recipient.

Priority Needs

This form reflects the grantee’s housing, community development and special (non-
homeless) needs, over the five-year period of the grantee's Consolidated Plan. The
form allows the grantee to prioritize its needs as high, medium, or low and to
estimate the number and type of families in need of housing assistance for
extremely-low income, low income, moderate income, and middle income families,
renters, and owners. The form also allows the grantee to categorize housing
conditions and cost burdens of the families targeted for assistance.
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NOTE: States are not required to do a priority needs table for community
development, but many opt to do a narrative on their community development
needs instead.

Support of Applications by Other Entities

This table measure the level of support grantees are willing to give to the other
entities (e.g. monopolies) eligible to apply for funding under various HUD
programs. This is done by the grantee responding to the question “Will you
support applications by other entities?” The grantee answers this question by
checking Yes or No next to a list of competitive programs, such as HOPE 1, Rental
Vouchers/Certificates, Sec. 811 Handicapped.

Gaps Analysis Form

This form provides an analysis of the grantee’s unmet homeless housing needs, or
“gap” by comparing the grantee’s current inventory of homeless facilities to the
number of estimated housing units that the grantee determines as necessary to fully
meet its local housing needs. The form categorizes three types of homeless
housing (emergency shelters, transitional and permanent housing) and then the
three types of housing according to the sub-categories within the homeless
population. These sub-categories are chronic substance abusers; seridusly mentally
ill; dually-diagnosed; persons with HIV/AIDS; victims of domestic violence;
persons with other disabilities; and the general homeless populations. The form
allows the grantee to assign a relative priority of high, medium, or low to the
general population and to each of the sub-categories that the grantee has designated
as an “unmet housing need/gap.” ‘

Funding Sources Form

To facilitate the public’s understanding of a grantee's planning decisions, the form
has been developed to reflect the grantee's total funding resources and its total
proposed projects/activities. Consequently, this form provides information on the
grantee's current fiscal year entitlement grants, which consists of funds from one or
more of the following four CPD programs: Community Development Block Grant
(CDBG), Emergency Shelter Grant (ESG), HOME Investment Partnership
Program and the Housing Opportunities for Persons with AIDS Program
(HOPWA).

The form also requires the grantee to enter any reallocated funds that it received
from one or more of the four CPD program grants. For the purposes of the CDBG
program only, the form requires that the grantee report prior year program income
and reprogrammed prior years’ funds. CDBG prior year program income is
defined as income that has accrued to the grantee during the previous program
which has not been programmed or included in the grantee's prior reports on
funding sources. CDBG reprogrammed prior year funds is defined as
commitments made in whole or in part to a particular activity or activities, but then
are recommitted, in whole or in part, to another activity or activities.

On this form, the grantee reports the total of its estimated program income that it
receives not only from the four CPD programs, but from its other funding sources

as well (e.g. general tax revenues). Because other income and estimated program

income funds may originate from different sources, the grantee is required to enter
the description along with its and subrecipient amounts. The grantee must also
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and any other funds, such as local, state, and private, that may be available as
funding resources for the grantee’s proposed projects during a particular program
year.

‘ report the total allocations it received under the Section 108 Loan Guarantee fund

NOTE: Both the totals for funding resources and proposed projects should equal.

State Method of Distribution

This form applies to State grantees only and represents a State’s Action Plan. It
reflects the State’s various program funds, such as CDBG HOME, and how these
funds will be distributed (e.g. competitive or formula grants) to its subrecipients.
Additionally, the form indicates the minimum and maximum amounts that the
grantee cites for each method of distribution.
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‘ CHAPTER

Printing Your Maps

Introduction

This software offers a variety of options and tools for producing printed
documents with your maps. You can simply print your map as it appears on
screen, or you can create and print a more complex /ayout—a page design
incorporating different maps and dataviews, and enhanced with titles, labels,
and graphics.

The software also works with other tools that you already know how to use. If
you use software for word processing, presentations, graphics or design, you
can save your maps and dataviews in various graphics formats that can be used
in those applications.

What You Will Learn in Chapter 8

In these exercises you’ll learn how to:

e  Print an on-screen map.
You’ll learn how to quickly print any open map.

e Print maps in a layout. .
You’ll learn to use the layout tools to create a page design incorporating
different maps, dataviews, and labels on the same page.

Requirements for Chapter 8

The exercises in this chapter assume that you’ve read Chapter 1 and performed
the exercises in Chapter 2. It is also assumed that you have a printer connected
to your computer (or network).

In This Chapter )

INErOdUCHION ..ot 8-1
Exercise 1: Printing Your Map as it Appears On-Screen.......................... 8-2
Exercise 2: Printing Your Maps ina Layout....................................... 8-6
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Exercise 1: Printing Your Map as it Appears On-Screen ‘

Iintroduction

Any map or dataview can be easily printed as it appears on screen. This can be
useful for quick, informal output.

When you choose File — Print from the main menu (with no special options
selected), a copy of the map in the active window will be printed. The software
will automatically shrink or enlarge the map to the margins of your page. When
you don’t need to create a more formal document—such as a report, proposal or
presentation—printing your on-screen map is the fastest, most practical way to
get a “hard copy” of your map.

What You will Learn in Exercise 1
In this exercise you’ll learn how to:
e Print an on-screen map that automatically resizes to fit your page size

e  Choose the orientation of your printed page

Q ECommunity 2020 Training Manual ’ 82
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‘ Steps

Printing Directly from a Map Window

There are typically just three steps that you’ll perform before printing a map as
it appears on screen: opening the map, resizing the window if necessary, and
using the pan and zoom tools to center your target area.

In the first part of this exercise you’ll print a map of a small neighborhood area,
such as you might use to give driving directions.

Opening the Map
1. Open the Study Area map you created in Chapter 2 (if you don’t have this

map, choose a street map, such as “Road Map,” from the map library).

Resizing the Map Window

TIP
To recenter or increase the 2. Unless your map already looks like the one below, you should resize your
scale of your map, refer to map on-screen by clicking-and-dragging the lower right corner of the
Steps 14 and 15 of window. Give your map window proportions roughly similar to a sheet of
Exercise 1, Chapter 2. letter-sized paper on its side, at about the size shown below:
FYI

You may eventually need
to open and print your map
from a computer other
than the one where the
map was originally
created.

In that case, the second
computer will need to hav
the CD-ROM or have the
same file structure as the
software installed on it—
unless you the software is
installed on a file server
(see page 357 of the
Maptitude User’s Guide).

This is because a map file
does not contain the
geographic data for a map.
A map file includes only
information specific o the

map—for example, style
information.
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Exercise 1: Printing Your Map as it Appears On-Screen

DEFINITIONS
Portrait: page oriented
vertically.

Landscape: page oriented
horizontally.

B Community 2020 Training Manual

Printing the Map

3.

Select File — Print from the main menu. The Print dialog box appears.

Because your map is wider than it is tall, you’re going to change the
orientation of the printed page in the Print dialog box. This will allow the
map to make full use of the space on the page.

Also in the print dialog box is a check-box option labeled “Use actual point
sizes.” If this option is not checked, when the software resizes the map to
fit the page, all of the map features, label text and so on, are also resized.
But with this option checked, map features like street names will stay at the
size set for the on-screen version of the map—no matter how much your
map is enlarged (or shrunk) to fit the page.

Change the page orientation to “Landscape” to make efficient use the
paper and choose “Use actual point sizes.”

Piint Map

Select your
printer from the
list

Change to
Landscape
(wide) page
orientation

Check “Use
actual point
sizes” option

Click Print

Your printed map should resemble the illustration below:
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Wrapping Up

You’ve just learned a quick and easy method for printing any map you are
viewing on screen. You’ve also learned how to change the page orientation to
make the best use of the page size and how to choose whether or not map
features are resized when the software resizes your map to fill the page.

For simply printing out a hard copy of your map, the steps you’ve just learned
are often all you’ll need to know. But for more formal documents, such as
proposals, reports, and presentations, you should take advantage of the Layout
tools. You’ll learn about them next, in Exercise 2.
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Exercise 2: Print Your Maps in a Layout

Introduction

In the previous exercise you learned how to quickly print a single map on a
page. But with the Layout feature, you can design a page containing one or
more maps—and dataviews—at any size and position on the page. Your layout
elements can also include titles, call-outs, and graphics created in other
programs. You can save your layout as a reusable template, with your standard
graphics, placeholder text boxes, and empty frames to hold maps or dataviews.

N R T
NI R AR

Exhibit A: Community Resources

Figure 1: Tne Study Ares Tahie 1: Resource addresses Ind types

o ot ADCREAS TYre
) 1100 betzn Srnak s,
Witk HavedEne  TES Cerge &,
Ltgon Taraca T N Frnvart an
Qg Ve 3 Qched Seant
Con vl Hnves et Pk hesern
Purvutcats ko 3 sy
Sare Varer 1010.1 Pumcrian
[P NI Parraain
QU Quie. 540 Puvatars &
ZenTowrs L
CPwddpseran  TIE Wauihein Pu
ranca Cars o agm e
Zenbagt 1T N, Careve &

1636 Aogheton &2
1705 gt e,
1208 drgrw v,
T8 hegre dre.
T hegre b,
18 B Strest
01 Corvhararst S
D1 ok $tre
17 Ouohin Sirent
! O 2.
0o

1215 Ongs M
I Ongs M
51200 M
O Pk Lok
17N €2 Srest
mug .
TRt e
e Gt Place:
TR ke Pl
[L SN
Tk 1t Pce
Qe 2.
B2 Helves Ave.
XX Lurara. €2
1 (e e
T TIE Wadion
T3 Wit e,
X W atcan Are,

What You Will Learn in Exercise 2

In this exercise you’ll learn how to:

e Create a layout and specify layout settings

o Place frames, maps, dataviews, text and graphic elements in your layout
o  Use the layout tools to arrange elements in 'your layout

o  Choose options for automatically resizing the map and map features when
you place them in your layout
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Exercise 2: Printing Your Maps in a Layout

l Steps

Layout Essentials

There are just four basic steps to creating a layout:

1.  Open maps.
Any map (or dataview) that you will want to add to your layout must be
open in order to place it in a layout.

2. - Create a new layout and specify layout settings.
When you select the New Layout command, you are automatically asked to
choose various layout settings. These include the name for the layout, the
number of pages, the paper size and orientation, and the type of printer
you’ll be using.

3. Place layout items.
You’'ll place everything you need to communicate in your layout: the maps
and dataviews (and the frames that hold them), text (such as labels) and
graphic elements (such as lines).

4. Arrange and adjust layout items.
You’ll adjust the size, style, placement and alignment of the layout
elements until the layout looks the way you want it to.

Once you’ve completed these steps, your layout is ready to print. (Don’t forget
to save your work as you go along.) You’ll work through all of these steps in
‘ the following pages to recreate the “Exhibit A” layout shown on the previous

page.
Opening a Map
1. Open the Study Area Map that you created in Chapter 2 and used in the

previous exercise. As in Exercise 1, click-and-drag the lower right corner
of the map window to give it roughly the proportions shown below..

ludy Area Map
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FYI
You can open the Layout
Settings dialog box to
change your layout settings
at any time.

With the layout open, just
click on the Layout
Settings button on the
main toolbar:

DEFINITIONS

Portrait: page oriented
vertically.

Landscape: page oriented
horizontally.

S Community 2020 Training Manual

2.

3.

Choose Window — New Layout from the main menu.

The Layout Settings dialog box appears. Make the selections indicated
below and click OK.

Enter “My
Community
Layout”

Layout Set

Choose your
printer type

Choose 8 % x 11

WCnmmunily Layoul

for paper size

Choose Portrait
orientation

Choose 0K

Enter 1 page wide and |
1 page tall

The My Community layout window appears.

¥ My Community Layout
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You now have a blank layout. Now is a good time to save your new layout.

Saving Your Layout File

FY!

Rulers and grids show on
screen, but not on your
printed output.

Q
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4. Select File — Save from the main menu.

5. The File Save dialog box appears. Make the selections below and click OK.
Choose your
drive and work
file directory

Save As

—_Choose the '
Layout file type cmmunity.lay
Name the file
cmmunity.lay
Click OK
Notice that the main toolbar has changed: the map and dataview tools have
been replaced by layout tools. You’ll learn how to use some of these
throughout this exercise.
Now you’re ready to start placing elements in your layout. To help you
place your layout elements accurately, the software lets you show rulers
and grids on your layout window.

6. Click the Layout Options button il on the main toolbar.

7.

The Layout Options dialog box appears. Select Show Rulers and click OK.

i Layout Options

Choose Show
Rulers

Click "OK"

8-9
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Placing a Title in Your Layout

TROUBLESHOOTING TIP
If your layout window
looks different (e.g., the
top of the page appears
attached to the ruler),
select Layout — Entire
Layout to make the
contents of the layout
window appear as it does
in the illustration to the

right.

Since text is the easiest thing to add to your layout, the first layout element ‘
you’l]l add will be a title.

Click the Text tool button L on the main toolbox. Clicking and
dragging on your layout with this tool defines a text area, such as the title
you are creating. Text that you type will be scaled automatically based on
the size of the text area rectangle.

Beginning about one inch from the left edge of the page and one inch from
the top, click-and-drag a rectangle about four inches long and a quarter
inch high. Don’t worry about being precise here, because you will
reposition the title later.

{3 My Community Layout

Click here...

...drag to here, and
release the mouse
button

10. When you release the mouse button, one of two things may happen: a
blinking text insertion point will appear in the new text box, or the
Freehand Text dialog box will appear (see illustration below). In the
former case, type right on the layout, then click in the text box. Otherwise,
type the title in the dialog box and click OK.

E xhibit A: Community Resources

______ |
J Click OK J

Type the title
“Exhibit A. Community Resources”
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Exercise 2: Printing Your Maps in a Layout

rotation. If the handles don’t appear and you want to use them to resize the

‘ Your title appears on your layout, with “handles” for adjusting size and

text, click once on the text with the select the Pointer tool

y Community Layout

[}‘-ieas?zcllr?gsafgl;j xhibit A: Comnﬂnitv Reso}ﬂ:eE

rotating the text

from the main toolbox and double-click on

11. Select the Pointer Tool
the title text box.

: 12. Another Frechand Text dialog box appears. This dialog box allows you to
set the characteristics of your text, such as size, color, font, and you can
even edit the text right in this dialog box. For now, just set the title’s font
size to 24 points and click OK.

i Freehand Text

xhibit A: Community Resouices

Choose 24
points

Click OK
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Exercise 2: Printing Your Maps in a Layout

Click here...

Placing a Map in Your Layout

13.

14.

There are two ways to place a map in your layout: directly, or in a “frame.”
The first method is more straightforward, while the second is more
flexible—so in the next few steps you’ll learn both methods.

To help you size and position your frames as you place them in your layout,
you’ll use the layout grid option. This option places a grid of evenly-spaced
dots as reference points for your placement

Click the Layout Options button i on the main menu, and in the
Layout Options dialog box (see Step 7) and choose Display the Snap Grid.
Make sure the “Ruler and Grid Units” are set to “Inches,” and “Mark
every” is set to “Inch.” Then click OK.

A grid of gray dots, spaced one inch apart, will appear on your layout.

To place a map in a layout directly, select the Place in Layout tool |
the main toolbar. Then, using the layout grid as a guide, click-and-drag a
rectangle two inches by three inches—roughly the same proportions as the
Study Area Map that you opened and resized at the beginning of this
eXercise.

¥#8 My Community Layout

Exhibit A: Community Resources

Drag three grid
points to the right
and two grid points
down

Q BCommunity 2020 Training Manual
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Exercise 2; Printing Your Maps in a Layout

FYI

The maps and dataviews
placed in a layout are
copies of the originals.

Once you place a map in
your layout, any changes
you make to the original
map file will not be
reflected in the copy that
appears in your layout.

However, changes to the
underlying data in a map
are reflected in the copy
placed in a layout.

For example, this means
that if you changed the
color or size of the symbol
representing a hospital, th
change would not be
reflected in your layout.
But if you deleted that
hospital from the
geographic file, it would
disappear in the layout.

TROUBLESHOOTING TIP
If you left the legend
showing in the map
window, it will appear in
the layout area, too.
Choose the Pointer tool

3, click the legend in
the layout once to select it,
then press the Delete key.

& Community 2020 Training Manual

The Add to Layout dialog box appears. The dialog box shows a list of all of
the open maps and dataviews that you can choose to add to your layout.
Below the list are two options: “Use actual point sizes,” and “Print at fixed
scale.”

It’s important to understand how these options change the way your maps
are printed. So in the following steps you’ll place three different copies of
the Study Area map in the same layout—one copy with neither option
selected, and one copy with one of the two options selected—so you’ll be
able to make a side-by-side comparison at the end of this exercise.

15. Choose Map: Study Area Map and click OK.

Choose Study — = ".".Jty Flame.
Area Map

Make sure these
ogtlons are not
checked

Click OK

A miniature version of the Study Area Map appears in your layout.

LI} My Community Layout

Exhibit A: Community Resources

Using Frames in Your Layout

You have just seen the simplest way to add a map to your layout: clicking
and dragging with the Place in Layout tool, and selecting a map from the
list of open maps. The other method, placing your map or dataview in a
“frame,” adds just one step—but gives you much more flexibility.

The advantage of frames is clear: frames can be reused. For example, you
can delete a map from a frame, and choose another map to fill it. You can
create duplicates of one frame, and put different maps in each one—that
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Exercise 2: Printing Your Maps in a Layout

way, each map has exactly the same dimensions. And as you’ll see later,
you can create a template of your layout using frames, so that a new report
or presentation can be created by simply adding maps and other elements
in a pre-designed set of frames.

Adding a frame is simple: when you use the Place in Layout tool, just
select “Empty Frame” in the Add to Layout dialog box, instead of a
particular map. You can decide later what map to put in the frame.

Next you’re going to use the frame feature to add three identically-sized
maps to your layout.

16. Select the Pointer tool L
the layout.

and double-click the map you just placed on

17. The Map in Layout dialog box appears. Click Replace.

: Map in Layout

Click Replace

18. The Add to Layout dialog box appears. Select Empty Frame and click OK

Choose
Empty Frame

Click OK

Q K Community 2020 Training Manual - 8-14

ERIC

IToxt Provided by ERI



Exercise 2: Printing Your Maps in a Layout

The map is now replaced on the layout by a frame that’s the same size as
the map.

Exhibit A: Community Resources

New frame

19. Click once on the frame to select it. Click twice on the Duplicate button
on the main toolbar. Two new frames appear over the first frame.

Click once on

Exhibit A: Community Resources
the first frame

Click twice on the
Duplicate button
to create these
two frames

o B Community 2020 Training Manual 3 3 "
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Exercise 2: Printing Your Maps in a Layout

20. With the pointer tool, drag the two new frames below the first frame and
position them roughly as shown in the illustration below. Use the grid
points to space the frames one inch apart.

Exhibit A: Community Resources

Add to Layout Options: Use actual point sizes and Print at fixed scale

Next you'll fill each frame with a slightly different version of the Study
Area Map. Each of the three maps will show a different printing effect of
the check-box options in the Add to Layout dialog box.

First you’ll place a map on your layout with neither option selected.

o ECommunity 2020 Training Manual 8-16
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Exercise 2: Printing Your Maps in a Layout

21. Double-click on the first frame with the pointer tool. The Add to Layout
‘ dialog box appears. Make the selections below and click OK.

Choose Stu —
Area Map Y

D ataview: Neighborhood Resouices

Make sure these
ogtlons are not
checked

Click OK ' I

22. Double-click the second frame. When the Add to Layout dialog box
appears, choose the Study Area Map, choose “Use actual point sizes,” and
click OK.

Choose Use actual
point sizes

23. Double-click the third frame. When the Add to Layout dialog box appears,
choose the Study Area Map, choose “Print at fixed scale,” and click OK.

Choose Print at
fixed scale

BCommunity 2020 Training Manual 8-17
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& Community 2020 Training Manual

24,

should look a little different from the others. Later in the exercise you’ll
learn what these differences mean.

Now all three frames should have the Study Area map in them, but each .

Exhibit A: Community Resources

Adding a Dataview to Your Map

In Exercise 3 of Chapter 2, you used a dataview to add a table of data to the
Study Area Map. Each row of the table represented a neighborhood
resource.

In the next few steps-of this exercise, you’ll open that dataview, hide all of
the columns except NAME, ADDRESS and TYPE, and place the table
(with just those three columns) in your layout.

Open the Dataview

To open a dataview of a map layer in an open map, you simply choose the
layer on the Working Layer menu, choose Window — New Dataview and
click the New Dataview button on the toolbar. First, you’ll choose the
Study Area Map, then the Neighborhood Resources layer

If the Study Area Map window is visible on the screen, simply click on it.
Otherwise, choose Window — Study Area Map on the main menu.

133 - 818



Exercise 2: Printing Your Maps in a Layout

25. Select Neighborhood Resources on the Working Layer menu on the main
toolbar, then click the New Dataview button as shown below.

Neigﬁbmhbﬁ‘d‘. Resﬁurces

The Working Layer pull ~~ ——  The New Dataview button.
down menu. Choose Click to display a dataview
Neighborhood Resources of the Working Layer

A dataview of the Neighborhood Resources appears.

39303270 Bolton House 1100 Bolton Street Ballimore
39295354 Murphy Homes /Emeison Julkai?25 George SI. Baltimore
33291257 Lexington Tanace/Pos Homei221 N. Fremont Ave. Ballimore
39296189 Orchard Mews 568 Orchard Street Ballimore
39309850 Don Miller Homas 1741 Park Avonus Baltimorn
33296900 Pennsylvania Avenue AME Zii1120 Pennsylvania Ave.  Ballimore
39294946 Boone Manar 1010-14 Pennsyivania Ave Ballimore
39294946 Groonwillom Mano 300-920 Pennsyivania AvesB allimore
33294772 Oichard Gardens 610 Pennsylvania Avenue Ballimore
39298762 Zion Towess 1100 Pennsypivania AvenueBaltimore
33298200 Stattord Apariments 716 Washington Place Balktimore
33293090 Lafeyeite Courts 201 Aisquith St. Ballimore
GRS 39309400 Zion Baplist 1700 N. Caioling Street  Ballimore
ROITHEIN 33005746 1534 Appleton 5. Balimore
76631001 ket 1 ] 1205 Asgyle Ave. Ballimore
39298857 1215 Aigyle Ave. Baltimorn
392900805 1219 Asgyle Ave. Balimore
3929891 4 Asgyle House 1223 Asgmle Ave. Baltimore
39307532 Ames U.M. Chuch 615 Baker Strant Baltimore
393008943 Simmons Baptist 601 Cumbertand Stieet  Ballimore
FLUREREY] 39306555 Si. Katherine's E piscopal 2001 Division Street Baktimore
9303570 Ci o Bapth i i

If you were to include this dataview in your layout, all of the columns of
data you see above would appear. To display just the most important
information in your layout, you’ll hide all but three of the columns.

26. To select the columns to hide, hold down the shift key, and click in the
column heading of each column except NAME, ADDRESS, and TYPE.
(You may have to stretch the dataview window a bit to show the TYPE
column.)

Shift-click the
column headings
of these columns

Column headings

RV

62920
624! 1010-14 Pennsyivania Ave 2
-GAYAL; 900-320 Parncylvania Aveg TN
RIEVVIE N 610 Porwisylvania Averne [(FURIOIS
[ 4RI 1100 Pannrylvania Av
h6 2 716 Washington Place
ZERINENR 201 Airguith St
76590769’ 1700 N. Cascline Street
26649303, 1 d 1534 Appieton SL
UGII0T| 392 1205 Argyle Avs.
0631103} g 1215 Asgyle Ava.
TRRAT44 YRR 1219 Argrle Ave.
sl ZRB1TRYT 3479RY
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Exercise 2: Printing Your Maps in a Layout

27. Click the Hide Column button

3 on the main menu. '

If necessary, resize the Neighborhood Resources dataview, and the
individual columns, so that the dataview resembles the illustration below.

£ _{eighbord Resources

FYI

When your dataview is
placed in your layout, the
same columns will appear
in the same order and
width as they do in the
open dataview.

YRE TYP
Bolton House 1100 Bolton Street Multi-Fam.
Murphy HpmesIEmerson Julian G725 George St. Pub. Hsg.
Lexington Terace/Poe Homes 221 N. Fremont Ave. Pub. Hsg.
Orchard Mews 568 Orchard Street Multi-Fam.
Don Miller Homes 1741 Park Avenue Multi-Fam.
Pennsylvania Avenue AME Zion 1128 Pennsylvania Ave. Rel.. Site
Boone Manor 1010-14 Pennsylvania Ave. Multi-Fam.
Greenwillow Manor 900-920 Pennsylvania Avenue Multi-Fam.

However, you can set the
text size and other
characteristics when you

lace the dataview in vou Orchard Gardens 610 Pennsylvania Avenue Multi-Fam.
{)a ;3 ¢ ¢ lew in your Zion Towers 1100 Pennsylvania Avenue Multi-Fam.
yout. Stafford Apartments 716 Washington Place Multi-Fam.
Lafayette Courts 201 Aisquith St. Pub. Hsg.
Zion Baptist 1700 N. Caroline Street i
N
S
B Community 2020 Training Manual 8-20
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Exercise 2: Printing Your Maps in a Layout

' Placing the Dataview in the Layout
‘ Now ybur Neighborhood Resources dataview is ready to be placed in your

layout.

28. Select the Place in Layout tool on the main toolbar. Click-and-drag a

rectangular region as shown below:

Exhibit A: Community Resourcés

Click here...

...drag to here, and
release the mouse

button
29. When you release the mouse button, the Add to Layout dialog box appears.
Choose Dataview: Neighborhood Resources, then click OK.
{ Add to Layou
mpty Frame
Choose the |ap: Study Area Ma|
Dataview
Click OK
142
o ECommunity 2020 Training Manual o 7 8-21
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Exercise 2: Printing Your Maps in a Layout

The Font dialog box appears. This dialog box appears whenever you place
a dataview in a layout, because a dataview is essentially just text.

30. Make the font and font style selections indicated below, and click OK.

FYI
If your computer doesn’t Choose the Arial —
have the font Arial Narrow font
Narrow, substitute any i
.. Arial Rounded MT Bold
similar font, such as Yy Book Antiqua
Helvetica Narrow. ¥ Bookman Old Stle
w Choose Regular ¥ Bookshel Symbal 1

as the style

Choose 9 point as
the size

Click OK

Now the dataview should appear as a table alongside the three maps in
your layout:

LMy Community Layout

FYI

If the three columns don’t
fit the box in which you
placed the dataview, you
can resize the frame.
Select the pointer tool
from the main toolbox,
click on the dataview, and
“resize handles” will
appear on the corners and
sides.

If the dataview is still too
large, click on it once with

the Pointer tool to
select it, and press the
Delete key. The dataview
will disappear, then you
can return to Step 28 and
try a smaller font.

143
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Exercise 2: Printing Your Maps in a Layout

To add this line...

Drawing Lines on Your Layout

The Frechand Line tool on the main toolbar can be used to add call-out
lines, arrows, borders, and other graphical elements. You’re going to use
the line tool to simply add a horizontal line across the table, to separate the
column headers from the data in the table.

31. Select the Freehand Line tool i from the main toolbar.

The tool works very simply: just click once to begin a line, and double-
click where you want the line to stop.

32. On the table, click once on the left-hand border of the table, just below the
column header “NAME.” Move your mouse pointer horizontally to the
right-hand table border, and double-click to end the line.

FYI

The illustration at right is
a zoomed view of the
layout. Just as with CPS+
maps, you can use the
Zoom In tool to select an
area by clicking and
dragging. .

The selected area will fill
the layout window. (You
can also select a zoom
level from the menu in the
main toolbar.)

High zoom levels are
useful for precisely
positioning layout
elements.

S Community 2020 Training Manual

Community Resources

Table 1: Resouyce addresses and types

NAME \ ADDRESS TYPE
Boltan House 1100 Baltan Street Multi-Fam.
Murphy HomesEmer 725 Gearge St. Pub. Hsg.
Lexinglon Terrace 221 N, Fremoni Ave Pub. Hsg.
Orchard Mews 568 Orchand Street Multi-Fam.
Don Miller Homes 1741 Park Avenue Mult-Fam.

...click once with __j ...and double-click here J

the Line tool here... to finish the line

Adding Labels to Your Layout

- In the next few steps you’ll create a figure label for the first map
illustration in your layout, then you’ll duplicate it three times to make
labels for the other two maps and the table. Then you’ll edit the four labels
and line them up with their respective map and dataview frames.

144 -
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Exercise 2: Printing Your Maps in a Layout

from the main toolbox. Click and drag a text box
above the first map frame in the layout, as shown below. Type the label
text, but don’t worry about the size—oversized text is easier to work with,
and you can resize the text later when all the labels are on the layout.

Drag out a text box
about here

Xpe the text Flgure 1:
The Study

Exhibit A: Cammunity Resources

Figure 1: The Study Area

Select the Pointer tool and click once on the new text box to select it (if it is
not already displaying handles). Then click the Duplicate button three
times to make copies of the label for the other two maps and the table.

After first selecting
the text box...

.click the

Exhibit A: Community Resources

Figure 1: The Study Area
Fugure 1 The Study Area
B Y ;

Duplicate tool three
times to create
these three copies

E Community 2020 Training Manual

Reposition the labels by dragging each one with the Pointer tool into
approximate position over the maps and table.

33. Select the Text tool
L& My Community Layout
34.
My Commumly Layo
35.
36.

Double-click each label to edit the text as follows:
¢ For the second map label: Figure 2: “Use actual point sizes” selected
e  For the third map label:  Figure 3: *Print at fixed scale” selected

e  For the table label: Table 1: Resource Name, Location and Type

[ SN
(1)

8-24




Exercise 2. Printing Your Maps in a Layout

. TIP
You can move multiple Aligning the Titles, Maps, and Tables

objects at once, as a group.
Simply select them by The software has handy tools for aligning or distributing layout elements
clicking on each one while on your layout. Next you’ll use one of those alignment tools to make the
holding down the shift layout title, the three maps, and the map labels all align themselves along
key. (Handles will appear their left edges.
on each item.) Then
release the shift key and 37. Select the Pointer tool. Holding down the shift key to select multiple items,

click-and-drag any one of
the selected items. All of
the selected items will

click on each of the maps, their labels (“Figure 1,” etc.), and the main title
(“Exhibit A:...”).

move together. When all seven items are selected, they will display “handles” as shown
To deselect one of the below:

selected items, hold down :

the shift key and click

once again on the item.

axmn A: Cnmralnlfy nuo‘-)nei

Tome (1 Mesemes sddnraer ot Vpns

TIP

Once you have placed
several labels on your
layout, you can set the type
size more precisely for
several labels at once:

First, select the labels by
shift-clicking on each one
with the Pointer tool.

Then release the shift key
and double-click on any of
the selected labels.

38. Click the Align Left Edge tool on the main menu.

The Freehand Text dialog : )
box will appear, allowing All of the objects should be aligned with whichever object was already
you to choose the size (and furthest left.
other text attributes) for
all of the selected text 39. Repeat this process by using the Pointer tool to select the table and its
ltems. label, and then using the Align Left Edge tool to align them.
\ ECommunity 2020 Training Manual e 8-25
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Exercise 2: Printing Your Maps in a Layout

Saving and Printing Your Work

Congratulations! You’ve completed a layout. In a moment we’ll take a look
at the differences between the three versions of the Study Area Map in your
layout. But first save all the work you’ve done and print out a copy.

40. Select File — Save from the main menu.

41. Select File — Print from the main menu. Choose Portrait orientation,

choose your printer’s maximum resolution, and click OK.

Your printed layout should look like this:

Exhibit A: Community Resources

Flgure 1: The Study Area Table 1: Resource sddresses and types
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Understanding the Add to Layout Options

Whenever you place a map in a layout, the Add to Layout dialog box lets
you choose from three options: Use actual point sizes, Print at fixed scale,

or neither option (for example, see page 25).

The option you choose can have a big impact on how your maps appear in
printed output. The following page explains and illustrates the differences
between these options, using a zoomed-in view of the layout you created in

this exercise.

& Community 2020 Training Manual ‘ l 4 . 7
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Exercise 2: Printing Your Maps in a Layout

. Figure 1: The Study Area
With neither option selected —r—

oThe map is scaled down to fit
the 2" x 3" frame.

eThe map features are scaled
down in the same proportion.

With “Use actual point sizes”
selected

oThe map is scaled down to fit
the 2° x 3" frame on the
layout.

eThe map features are not
scaled down even though the
map is reduced—feature
labels and symbols maintain
the size set in the original
map.

With “Print at fixed scale”
selected

eThe map is not scaled down

to fit the frame. Instead, the
layout frame shows a 2" x 3"
view cut from the center of
the Study Area Map—at the
same scale as the original.

eJust as when “Use actual
point sizes” is selected, the
map features keep their
original sizes.

Q
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Exercise 2: Printing Your Maps in a Layout

Wrapping Up ‘
In this exercise you learned the essentials of creating layouts:

*  You created a layout; placed frames, maps, and a dataview; and added text
labels.

e You learned to use a few of the essential layout tools such as Layout
Options, Place in Layout tool, Text tool, Line tool, and one of the Align
tools.

¢ Finally, you learned how to control the scale of your map and its features
by choosing the correct options in the Add to Layout dialog box.

With the tools and techniques you’ve learned in this exercise, you’re equipped
to prepare a variety of professional-looking layouts for reports, proposals and
presentations.

To make your own layouts as professional and compelling as they can be, we
urge you to experiment with other layout tools for alignment and arranging, as
well as tools for drawing circles, rectangles and polygons.

149
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Appendix A:

Regional Geographic Files @:\*.cdf)

File Name File Description
CCBG Census block group areas
CCCDI105L 105th Congressional District areas (low resolution)
CCCNTYH County areas (high resolution)
CCCNTYL County areas (low resolution)
CCHIGHWY Major highway lines
CCISHWY Interstate highway lines
CCLNDMRK Landmark politics
CCMSA Metropolitan Statistical Areas (MSAs)
CCPLACE Census Designated Place areas
CCPPL Populated place points

‘ CCSTATEH State and territory areas (high resolution)
CCSTATEL State and territory areas (low resolution)
CCSTREET Street lines from 1994 TIGER/Line files
CCTRACT Census tract areas
CCUSCITY State capital points and points for cities over 30,000
CCUSRAIL Railroad lines
CCWATBLK Coastal and inland water areas
CCZIP5 5-Digit ZIP Code areas
CCZIP5PT 5-Digit ZIP Code points
EZEC Empowerment Zone and Enterprise Community areas
HUDOFF HUD Regional Office points
LOWMOD Low and Moderate Income Areas

‘ PH PROJ Public Housing' Agenqyj;project points
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PROJECTL

HUD Project location points

SMCTPROIJ

Small Cities Project points

File Name ... cont.

File Description .. .. cont.

STATE

Statewide allocations for Small Cities Project (areas)

UNDERSRV

CRA Underserved Areas
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‘ APPENDIX B:

SUMMARY EXERCISES ANSWER SHEET

CHAPTER TWO:
1. True
2. Home Marker Window; My Neighborhood
3. Pan Tool
4, True
S. Layers
6. - class discussion----
CHAPTER THREE:
1. True
2. Project Info Tool; HUD Programs
3. Select by Pointing; Select by Shape; Select by Circle
4. False, you can also access information on the Public Housing Authority
CHAPTER FOUR:
. 1. True
2. An unique identifier; Geographic Location such as an address, or latitude or longitude
3 In the dataview the asterisk represents an address that could not be geocoded. In the map
the asterisks mark addresses that are geocoded.
4. Color Theme Map Wizard
CHAPTER FIVE:
1. True
2. True
3. True
4. Project layer
CHAPTER SIX:
1. True
2. False, standard geographic files can be edited
3. ----class discussion-—--
4. True
5. Contents

‘ * U.S. GOVERNMENT PRINTING OFFICE 1997/434-C28
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