ARCVIEW TOOL & BUTTON SHEET

VIEW TOOLS and BUTTONS
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ADD THEME button – Click on this button to add a new theme to your view window.
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 DISTANCE tool – Click on this tool to grab it, then click once where you want to begin to measure, and again where you are ending your measurement. In the lower left corner of your screen, numbers should appear after LENGTH: telling you the distance of the line you have drawn in whatever units you have set. If you aren’t getting any units, check that your distance units are set. To do this, go to the VIEW pulldown menu and select PROPERTIES. In the DISTANCE UNITS box, select meters (or another unit of your choice).
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 HOT LINK tool – Make the theme that has Hot Links ACTIVE. Click on this tool and click on hot link points to bring up linked images and text. 
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 INFORMATION tool -- Helps you retrieve information about the selected theme. Simply click on the information tool and then click on the screen where you would like more info.
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 LABEL tool – Make the theme ACTIVE that you want to label. Then, click on this tool, and click on the data that you want to label.
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 LEGEND button – Click on this tool to make the legend visible of the active theme.
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 LINE tool – Click on this tool to grab it, then click where you want to begin the line, and double-click where you want to end the line.
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  PAN button – Click on this tool to grab it, then click on your view window where you want to pan around. Drag the mouse in the direction that you want to go.
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 POINT tool – Click on this tool to grab it, then click where you want to add a point.
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 POLYGON tool – Click on this tool to grab it, then click where you want to begin the polygon, click at each vertex of the polygon and double-click where you want to end the polygon.
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 TABLE button – Click on this button to bring up the database table of your ACTIVE theme.
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 TEXT tool – Click on this tool to grab it, then click where you want to add text and type in the text.
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 QUERY button – Click on this button to create a query of your ACTIVE theme.

[image: image14.png]


 [image: image15.png]


ZOOM tools -- Helps you zoom in and out on different areas. Click on one of the tools and then drawing a box around the area that you want to zoom into or out of. 
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 ZOOM TO SELECTED button – Zooms to the extent of the active theme.

TABLE TOOLS & BUTTONS
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 CALCULATE button – Calculates the value of a field.
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 CHART button – Click on this button to create a chart from your table.
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 CLEAR SELECT button – Click on this button to clear selected features in the data table.
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 EDIT tool – Click on this tool to grab it, then click in the table where you want to edit text or type in a new line of text.
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 JOIN button – Click on this tool to join two tables together by fields with common values. You can join a table to the active table based on the values of a common field found in both tables. Join establishes a one-to-one or many-to-one relationship between the destination table (the active table) and the source table (the table you are joining into the active table). 
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 PROMOTE button – Click on this button to make the selected items in your table move to the top of the table.
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 SWITCH SELECTION button – Toggles selected and unselected records in the table.
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 SORT ASCENDING button – First click on the heading of the field in the database table that you want to sort by. Then, click on this button to sort the table in ascending order.
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 SORT DESCENDING button – First click on the heading of the field in the database table that you want to sort by. Then, click on this button to sort the table in descending order.
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 SUMMARIZE button – Click on this button to bring up the summarize box. Choose the way that you would like to summarize your data, give your new table a name, and Click OK.

