




Every story needs a medium to be transported. In the past, that medium was language, 
writing and images. Today, thanks to our technical progress, we have many more 
options. Almost anyone can take a photo or record a video with their smartphone. 
Today’s teenagers are very familiar with social networks and online platforms and 
regularly use them for everyday communication.

The second module of the Tell your Story project complements the first one. Here, the 
young drop-outs learn how to produce multimedia content to make their life stories 
visible.

To do this, they need to improve the technical skills required to use the hardware and 
software needed for the production of multimedia content.

Our main focus is on story maps. With the help of the story map platform it is easily 
possible to put together and share multimedia content. The following activities 
provide the basics for this platform. We will answer questions like:

- How do I make my video more beautiful?
- Which settings are better for my camera?
- How and where can I upload and share my videos / photos / audios?
- Which medium is best for my story?

Participants are provided with lots of possibilities to tell their stories creatively and 
share them with others.
The activities are designed for anyone to participate without any prior technical 
knowledge.

Intellectual Output 3 : INTRODUCTION



LEARNING MODULES O2&O3
Activity sheet 3

O3 curriculum

1.DIGITAL MAPING

1.0 How to make maps

The purpose of this module is to 
introduce the basics of making 
(and using) maps to help tell your 
story.

120  minutes

MODULE & ITEM 
RELATED

OBJECTIVE

DURATION

TITLE: « How to make maps »

The participant will be able to:
- Navigate the graphical user interface of ArcGIS Online.
- Search, open and save maps.
- Create maps by adding layers of information.
- Share, publish and manage maps.
- Create an advance web map by using feature services, editing symbols, 
adding pop-ups, media etc.
- Aadd your own data and information.
- Create and configure a Web App.

LEARNING OUTCOMES

- Check all participants are able to get online and access the Tell Your 
Story group.

- Ensure participants don’t have problems with any of the activities 
provided.

- At the of each of the activities confirm the participants have understood 
what they have been doing and are able to relate this to their own story.

ROLE 
FACILITATOR - TIPS

There are 7 activities available for 
this module:

1- Getting-started
2- Exploring-maps
3- Making-mapsI
4- Managing-maps
5- Creating-maps2
6- Adding-your-data
7- Web-app

LEARNING 
MATERIAL

Parts of activities 5 and 6 and 
activity 7 are not essential 
if the participant does not 
intend to make more complex 
maps.

ADDITIONNAL 
COMMENTS



LEARNING MODULES O2&O3
Activity sheet4

O3

DIGITAL MAPING

1.1 How to develop your 
Story-Map

Start to deploy and develop 
the story map, based on the 
previous material and script 
already produced.

TITLE: « Getting ready Putting things together »

1
Check the intended asset list, with 
the material actually produced and 
amend as necessary.

2
In the case of handwritings, comics 
or other analogue material digitalize 
it using your phone or provided dslr 
camera.

3
Number , name and put in organised 
folders yur material.

4
Upload videos to Youtube, and 
pictures to flickr, if you do not wish 
to use those accounts your Mentor 
will provide access to arcGIS online 
storage when needed.

5
Use dropbox or google drive, to create 
and maintain a back up on cloud of all 
your material.

 You are ready to go.

- The participant is able to use the 
Storymaps, arcGIS tool to create 
and deploy is own story.
- Prepare material for on cloud 
repositories.
- Knowledge of different templates 
and selection.
- Basics of the tool and how to 
follow the different tutorials on 
arcGIS.
- Develop and create a story map.

30 minutes

The produced and sliced script, 
the story board, the files to be 
used, a computer with internet 
access.

Bookmark file provided.

Create a continuous dialogue 
with the participant and check 
often their progress in during 
the activity.

MODULE & ITEM 
RELATED OBJECTIVE

DURATION LEARNING 
OUTCOMES

ROLE 
FACILITATOR - TIPS

LEARNING 
MATERIAL

DESCRIPTION, 
STEP BY STEP



LEARNING MODULES O2&O3
Activity sheet 5

DIGITAL MAPING

The templates and its use

To know the different templates 
feasible to use on personal story 
maps and make the decision of 
which ne to use.

TITLE: « The Templates »

1
Login into your storymaps account.

2
Click the link:
http://storymaps.arcgis.com/en/
app-list/

3
Use the table below to introduce to the 
candidates the different templates in 
relation with personal story maps.

4
Guide the participants to click and 
see on their own screen the six 
“OVERVIEW” links for the 6 templates 
mentioned in the table. Watch 
some examples from the respective 
galleries (use the CTRL tip).

5
Brief group discussion to help each 
other to choose the proper template.

DESCRIPTION, 
STEP BY STEP

- The participant is able to use the 
Storymaps, arcGIS tool to create 
and deploy is own story.

- Prepare material for on cloud 
repositories.

- Knowledge of different templates 
and selection.

- Basics of the tool and how to 
follow the different tutorials on 
arcGIS.

- Develop and create a story map.

60 minutes

Create a continuous dialogue 
with the participant and 
check often their progress in 
during the activity.

In point 4, press CTRL while 
clicking in all the  6 links to the 
respective overviews to open 
them in tabs.

MODULE & ITEM 
RELATED OBJECTIVE

DURATION LEARNING 
OUTCOMES

ROLE 
FACILITATOR - TIPS



LEARNING MODULES O2&O3
Activity sheet6

The produced and sliced script, the story 
board, the files to be used, a computer with 
internet access.

Table provided.

http://storymaps.arcgis.com/en/app-list/

Bookmark file provided.

TEMPLATE NAME PERSONAL STORYTELLING  USE

Map Tour Your story, linear and related to places (objects) in a map (image).

Map Journal Your story in a scroll linear way with media attached side by side 
(scroll bar).

Cascade Your story, linear in a full scroll mobile friendly style.

Crowd Source Let your family, friends and network build your story.

Short List For non linear stories, use a map or a picture (your room, your por-
trait...a collage), chapters visible aside.

Basic For non linear stories in a one shot single image style.

TABLE OF TEMPLATES

LEARNING 
MATERIAL



LEARNING MODULES O2&O3
Activity sheet 7

DIGITAL MAPING

The templates and its use

To be able to follow the tutorials 
from arcGIS and put all pieces 
together to create the first draft 
of your storymap.

TITLE: « Following tutorials and creating your story map »

1
Login into your storymaps account.

2
Click the link:
http://storymaps.arcgis.com/en/
app-list/

3
Scroll to the template that you 
have selected.

4
Click on Tutorial.

5
Read through, and with the help 
of your Mentor start to follow the 
steps. Use CTRL key t open the 
editor in a different tab so you have 
both side by side.

6
Save your progress often.

- The participant is able to use the 
Storymaps, arcGIS tool to create 
and deploy is own story.
- Prepare material for on cloud 
repositories.
- Knowledge of different templates 
and selection.
- Basics of the tool and how to 
follow the different tutorials on 
arcGIS.
- Develop and create a story map.

120 minutes

The produced and sliced script, 
the story board, the files to be 
used, a computer with internet 
access.

http://storymaps.arcgis.com/
en/app-list/

Bookmark file provided.
Create a continuous dialogue with 
the participant and check often their 
progress in during the activity.

In point 5, press CTRL while clicking 
the editors to open them in tabs.

DESCRIPTION, 
STEP BY STEP

MODULE & ITEM 
RELATED OBJECTIVE

DURATION LEARNING 
OUTCOMES

ROLE 
FACILITATOR - TIPS

LEARNING 
MATERIAL



LEARNING MODULES O2&O3
Activity sheet8

IO3 : Media Production

Unit 2: Create multimedia 
content for your Story-Map

2.3 : Storyboarding

Creating a storyboard.

MODULE & ITEM 
RELATED

OBJECTIVE

TITLE: « Storyboarding »

1
What is a storyboard ?

- Definition
- Why is it important?
- Giving/showing examples 

2
Develop a simple drawing style: All participants have 20 sec to 
draw an object, than compare whit each other. The result has to 
be recognisable not beautiful.

3
Key shots, Types of shots:

- Break down your story to short parts (scenes).
- Find story driving shots.
- Remove all unnecessary shots/scenes.

4
Commenting on the board: Describe all important info of the 
scenes that cannot be illustrated (text of speaker, audio, music, 
lighting).

5
Use the arrow technique to define camera and object motion: 
Giving/showing examples.

6
Finalising of storyboard (using the group):

- Present your storyboard : explain the story and your 
drawings to the group, focus on the clarity of the story.
- The group gives feedback with regard to the 
comprehensibility and clarity of the storyboard (not the 
quality of your drawings).
-Integrate the feedback.

DESCRIPTION, 
STEP BY STEP

60 minutes

DURATION



LEARNING MODULES O2&O3
Activity sheet 9

- The learner is able to block out his 
story in scenes.

- The participant will be able to sketch 
the storyboard for his or her project in a 
simply manner.

LEARNING 
OUTCOMES

Equipment:
- Paper + Permanent Marker
- 2 different colours & different strengths

Support d’apprentissage :
- https://www.videomaker.com/article/f2/15415-
howto-make-a-storyboard-storyboard-l ingo-
techniques

- https://www.youtube.com/watch?v=NcCAzs2kCFw

- https://www.youtube.com/watch?v=ux_Em1lVsjI

- http://www.wikihow.com/Create-a-Storyboard

LEARNING 
MATERIAL

ROLE 
FACILITATOR - TIPS

The quality of the drawings is not 
important. Motivate the learners to 
draw in a clear and simple way ( e.g. 
stick figures).

ADDITIONNAL 
COMMENTS

Short information part followed 
by active producing of storyboards 
(constant support and feedback if 
necessary).



LEARNING MODULES O2&O3
Activity sheet10

IO3 : Media Production

Unit 2: Create multimedia content 
for your Story-Map

2.4 : Video, Audio

High quality audio recording and 
video shooting:

- Understand critical video and 
audio related elements.

- Record a few short video clips 
and compare them.

MODULE & ITEM 
RELATED

OBJECTIVE

TITLE: « Video, Audio »

- The participant will be able to 
produce high quality videos and 
audio recordings.

- Participants know how to 
prepare a recording.

- Participants know on what 
they have to pay attention 
during the recording.

LEARNING 
OUTCOMES

60 minutes

DURATION

Equipment : 
- Recording device (smart phone, tablet, webcam).

Learning support:
- Frame rates:
https://www.youtube.com/watch?v=dR7B8uKc0JU

-16:9 ratio: 
https://www.youtube.com/watch?v=hcWvvY59c5g

-3 Point Lighting:
https://www.youtube.com/watch?v=w3xYPOiPtE4
https://www.youtube.com/watch?v=pBt8qdO03-k

- How to use natural light:
https://digital-photography-school.com/6-tips-for-taking-
better-natural-light-classicportraits/

https://www.youtube.com/watch?v=O5zCSLHafe0

LEARNING MATERIAL

ROLE 
FACILITATOR - TIPS

The learners have to be motivated 
to record many test shots to get 
used to their device and to the 
handling of a recording.



LEARNING MODULES O2&O3
Activity sheet 11

1
Preparation:

- Lens ( how to use/ Clean up): How to focus with your camera on your target. Clean up your lens with help 
of a tissue (without damaging it).

- Find your microphone on your device, in order to avoid disturbance during recording.

- Tripod / Two Hands/ Lean on Objects: How to bring the camera in a stable position.

- Settings: HD, Frame rate, 16:9 Ratio (see learning support).

- Check your battery and storage.

2
Recording:

- The importance of the right lighting: 3Point Light setup (see learning support) , low light contrast in your 
scenes  (see learning support):

• How to work with shadows and light intensity in the recorded scenes.
• Explanation of the importance of a similar light intensity during the whole recording.
• Don’t point your camera directly in the light.
• How to use natural light properly.

- Perform active recording test shots in different light settings and compare your shots

- Motion: If you have to move your device during the recording, move slowly and continuous. Don’t use 
Digital Zoom. Record shots with different motions and compare the results. Keep a stable position (exercise, 
in order to achieve a stable movement).

- Sound: Try to avoid noise ( street noise, wind ...). Cover up your microphone by simply pushing your finger 
on it:

•  Use a silent environment for recording.
•  Before the start of the recording, conduct a test recording.

- Record longer shots than on the first thought necessary. Extra time will be needed for editing and cutting 
the scenes.

DESCRIPTION, 
STEP BY STEP



LEARNING MODULES O2&O3
Activity sheet12

IO3 : Media Production

Unit 2: Create multimedia 
content for your Story-Map

2.5: Taking pictures

- Taking best possible pictures.

- Understand critical video and 
audio related elements.

MODULE & ITEM 
RELATED

OBJECTIFS

TITLE: « Taking pictures »

1
Clean your lens: Be sure to use a soft cloth or cotton T-shirt to 
clean it. The last thing you want to do is to scratch your lens.

2
Light can be your best friend when using your phone’s camera 
(for more information see the “importance of the right lighting” 
in activity sheet 2.4):

- The basic rule for Smartphone photos is – the more light 
the better pictures can be produced.
- Take pictures with different light setups.

Comparer et discuter des différences.

3
Control your focus:

- Make sure your subject is the sharpest part of your image.
- Use your manual focus.
- Try out different scene options in your settings (portrait, 
landscape,...).

Take pictures with different light setups. Compare and discuss 
the differences.

4
Keeping your hands steady might be a little tough though. Try 
using two hands or if possible a flat level surface when shooting.

DESCRIPTION, 
STEP BY STEP

60 minutes

DURÉE



LEARNING MODULES O2&O3
Activity sheet 13

- Participants will be able to take best 
possible pictures.

- Participants will be able to recognize 
prerequisites of a good picture.

LEARNING 
OUTCOMES

Equipment:
Recording device: Smartphone, photo camera, webcam, 
tablet.

Learning support: 
How to make sharp photos with your device: 
- https://www.androidpit.com/tips-tricks-
smartphone-photography

- https://www.youtube.com/watch?v=FHGO2JWK9p8

- https://www.youtube.com/watch?v=SkiuIlXrTH8

- https://www.youtube.com/watch?v=19MoUYPoFWs

- https://www.youtube.com/watch?v=uZdIJSrEzOY

LEARNING 
MATERIAL

ROLE 
FACILITATOR - TIPS

The learners have to be motivated to 
record many test shots to get used to 
their device and to the handling their 
product.



LEARNING MODULES O2&O3
Activity sheet14

Produce a cartoon or a short 
animation in an GIF format.

MODULE & 
ÉLÉMENT LIÉS

OBJECTIVE

TITLE: « Producing Cartoons (GIF) »

1
Draw a character or a object in 
different poses.

2
Take pictures of the drawings:

- The light setup, the position of 
the camera and the position of the 
paper shall be the same for every 
picture.
- Use a tripod if available

3
Use  the GIF maker tool  in the 
Videoshow app to create a small 
animation.

DESCRIPTION, 
STEP BY STEP

The participant will be able to 
create small animations (GIF).

LEARNING 
OUTCOMES

60 minutes

DURATION

Equipment :
- Paper & something to draw (pen, 
pencil, marker,...).
- Smartphone (android or iOS).
- Videoshow app.

Learning Support:
- What is a GIF?
h t t p s : / / w w w . y o u t u b e . c o m /
watch?v=wIw2Ir8BpS4

- How to use the App - Videoshow: 
https://youtu.be/LV_2WZwVsEo
h t t p s : / / w w w . y o u t u b e . c o m /
watch?v=8p1hXozuFJo

LEARNING
MATERIAL

ROLE 
FACILITATOR - TIPS

Take time for getting 
familiar with the 
options and application 
possibilities in the 
GIF-maker-tool in the 
Videoshow app (free 
app for android and iOS 
available in the playstore 
or App store).

IO3 : Media Production

Unit 2: Create multimedia 
content for your Story-Map

2.6: Producing Cartoons (GIF)

1
Use objects and take pictures of them:

- The light setup, the position of 
the camera should be for every 
picture the same.
- Use tripod if it is available.
- Move the object between 
the shots in order to illustrate 
movement.

2
Use  the GIF maker tool  in the 
Videoshow app to create a small stop 
motion animation.

Option N°1

Option N°2



LEARNING MODULES O2&O3
Activity sheet 15

Produce your media 
product.

MODULE & ITEM 
RELATED

OBJECTIVE

TITLE: « Basics Production »

1
Record the scenes from your 
storyboard:
- Look up your plan (storyboard) and 
record the scenes. 
- They don’t have to be in chronological 
order.
- Produce all scenes at once that take 
place in the same location.
- Change your location and record the 
other scenes.

2
Take the planed pictures: Before you 
take your pictures be aware of the 
light setting and position your object 
/ person/ camera in the already 
explained way (see activity sheet 2.4 
and 2.5).

3
Review and collect all your footage: 
Review all your material and choose 
the best suited shots to create your 
end product.

4
Insert your footage in the right order 
in your editor: App  for android iOS 
devices “Videoshow”.

5
Use the cutting and trimming tools of 
your editor to create the scenes.

DESCRIPTION, 
STEP BY STEP

The participant will be able to 
start producing his/her video. 

LEARNING 
OUTCOMES

60 minutes

DURATION

Equipment :
- Android or iOS devices
- Footage
- Editors (Videoshow App)

How to use the App - Videoshow:
-https://youtu.be
/LV_2WZwVsEo

- https://www.youtube.com/
watch?v=8p1hXozuFJo

LEARNING 
MATERIAL

ROLE 
FACILITATOR - TIPS

During the recordings you 
have to stand by for help and 
feedback. 

IO3 : Media Production

Unit 2: Create multimedia 
content for your Story-Map

2.7: Basics Production



LEARNING MODULES O2&O3
Activity sheet16

IO3 : Media Production

Unit 2: Create multimedia 
content for your Story-Map

2.8: Post production

- Finish the video editing. Use 
video and photo filter and 
effects. 

- Export your video to file.  

MODULE & ITEM 
RELATED

OBJECTIVE

TITLE: « Post production »

The following points are optional and depend on your preferred 
technique and on the type of your final output (multimedia 
products, which will be integrated into the Story-Maps). This 
excludes the last point “export files”.

1
Add text to your video: Use the text tool in the Videoshow app to 
add a title, comments in the video.

2
Add transitions between your shots: Add some transition to 
smooth the rough cuts between the shots by using cross-fades 
(easily to implement with the Videoshow app).

3
Use filter to create the desired atmosphere: Filters can be used 
for narration, for example black & white for the visualisation of the 
past.

4
Add your cartoons ( GIFs)  or other creative final touches: You can 
use the GIF, Sticker or Drawing tool to create new creative ways to 
tell your story.

5
Add music to your video: Choose the desired music to create 
desired feelings or a specific mood for your multimedia product.

6
Record your voiceover: Play the video and record your voiceover 
whit a prepared text.

7
Export your video to a file: See explanation video of the Videoshow 
app.

DESCRIPTION, 
STEP BY STEP

60 minutes

DURATION



LEARNING MODULES O2&O3
Activity sheet 17

The participant will be able to 
edit his/her video and export 
it to a file.

LEARNING 
OUTCOMES

Equipment :
- Android or iOS devices
- Footage
- Editors (Videoshow App)

How to use the App - Videoshow: 
- https://youtu.be/
LV_2WZwVsEo
- https://www.youtube.com/
watch?v=8p1hXozuFJo

LEARNING 
MATERIAL

ROLE 
FACILITATOR - TIPS

Advice the learners not to over 
do it with effects and filters. 
It should be just enough to 
enhance the story but it should 
not be the main part of the 
product.



LEARNING MODULES O2&O3
Activity sheet18

O3

3.1 Law & ethics

3.2 IP & Licencing

 

The purpose of this module 
is to introduce the notion of 
intellectual property, licencing, 
ethics and digital footprint. 

MODULE & ITEM 
RELATED

OBJECTIVE

TITLE: « Law & Ethics  »

- Understand the notion of 
intellectual property, licencing 
and ethics of media usage.

- Search for free pictures, videos 
and music online.

- To understand the notion of 
digital footprint.

LEARNING 
OUTCOMES

60 minutes

DURATION

- Pictures
- Videos
- Music
- Sounds

LEARNING 
MATERIAL

ROLE 
FACILITATOR - TIPS

- Check all participants are able 
to get online and access the 
websites.

- Check if the participants have 
understood what they have been 
doing and are able to relate to 
their story map.

ADDITIONNAL COMMENTS

- Make sure you have available all material you need (computers, cameras, smartphones, internet access, 
post-it notes…).

- Duration of a break: 5 minutes.

Evaluation at the end of a session: with post-it note, each participant writes + and + of a session (5-10 minutes).
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Activity sheet 19

1
Activity:  Ask participants to search for a photo, video, music, sound, quote (online serch). Invite them to share where they 
found certain media. 

2
Discussioniscuss: Can we download these media with no limits? Are there some consequences with doing so? Can we 
download for free?

3
Ephasize: Everything what they find on web (videos, photos, drawings, quotes, stories, sounds etc.) is someone else’s 
property. It should be treated like this. A common myth about the Internet is that anything posted online can be copied or 
downloaded. In truth, anything you see on the Internet has the same potential of being protected by copyright as anything 
you see in the library or bookstore.

It is also important to emphasize the opposite. Their personal story map is their intellectual propety. Each of them has 
the rights granted to their product.

There are plenty of websites that offer free downloads. Facilitator shows websites which offer free downloads of:
- Pictures: pixabay, pexels, unsplash, istockphoto, stocksnap.
- Videos: pexels videos, pixabay, makerbook, videvo, videezy.
- Music: sound cloud, jamendo music, noisetrade, free music archive, pure volume, internet archive, sound click, artist 
direct.
- Sounds: freesound, audio jungle, sounddogs, audioblocks, vimeo.

4
What is a digital footprint?
- Explanation for a facilitator: On the Internet a digital footprint is the word used to describe the trail, traces or «footprints» 
that people leave online. This is information transmitted online, such as forum registration, e-mails and attachments, 
uploading videos or digital images and any other form of transmission of information — all of which leaves traces of 
personal information about yourself available to others online.
Facilitator shows a video about digital footprint (there are also some additional information) - what you do online is 
permanent.

- Video : https://www.smore.com/6pbw-what-s-your-digital-footprint

- Activity ‘‘Measure your footprint’’: Participants will learn about their footprint with answering poll questions to get a 
sense of their footprint’s size and shape, and how it compares with other participants.

- Online test : http://digitalfootprintimu.weebly.com/measure-yourfootprint.html

- Discussion: Facilitator invites participants to discuss about digital footprint

DESCRIPTION, 
STEP BY STEP
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1
Visit: http://www.arcgis.com

2
Click on the “Sign In” button 

3
Then log in to your account (1) or create a new one (2) (don’t forget to check the “stay logged in” field to avoid 
later conflicts):

- You can always make another account (a public account with a different email address) that can be 
used outside the ‘Tell Your Story’ Organisation. 

- This account has more limitations, e.g. it is not possible to immediately to create services inside ArcGIS 
Online, or upload a map from ARCGIS Map and there are fewer possibilities for analysing the information 
on the maps. 

1 - GETTING STARTED 
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4
Once you’re signed in you will get to the homepage, which is different for a public or association account:

- The homepage of the EUROGEO association account (note the address: digitaleartheu.maps.arcgis.
com) :

- The homepage of the Tell Your Story Group:

5
Now click on the “Map” button: You enter the map interface of ArcGIS Online.
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6
Let’s start with the Graphical User Interface (GUI)! You can pan across the map (drag and drop), zoom (use the 
mousewheel, or double-click, or navigation bar [2]) and navigate on the map interface [1]. You can switch on / 
off the Map Overview [3].

Practice navigating around the map.

7
Now we will explore some of the options in the Menu bar.

Let’s switch the base map [4] being used and explore the different types possible. Select the different base 
maps. Which ones look most useful?

Now you know some of the basics of the GUI of ArcGIS online.

For the menu, you can save your map –>  Save  –>  Save As
Or Print your map  –>  Print
Or add a bookmark to your map – this is an easy way to get back to a place   –>   Bookmark
You can search for a place or find directions   –>   Directions
You can share the map with others (but your map has to be saved first)   –>   Share

A good overview of what you can do with ArcGIS Online is on: https://youtu.be/rMc3B19OAb8

1
2 3
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The different base maps : 

4
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2 - EXPLORING MAPS

It’s time to explore some maps with a bit more content than just the base map. 

1
If you click on “Gallery” you will see some featured maps from the organisation. 

2
Now choose the Esri Featured Maps, these are examples taken from the Living Atlas. You can select the types 
of maps from the list on the right hand side [1] or else do a Search for maps [2].

1

2
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If you click on the 3 dots at the bottom right, you get the choice. get more information about the map [3], or 
choose to open it in ArcGIS Online [4].

3
4

Why not try to search for maps. Type the keyword ‘Palermo’ in the search box, this characterizes the topic you 
are looking for. This looks for maps in your Organisation / Group.

To check a full results list, deselect the organisation button [5]. 

In the search window you can also specify if you are looking for maps, layers, groups …. Search for maps in your 
home region, city, or country. Which ones are the most interesting? What sorts of information do they contain?

Alternative: if you click on the map immediately, you get this: 
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If you find any you like or might use later to help tell your story, you can save them in your Content area:

1 - Click on:
“Save”   ->  “Save As”.

2 - Fill in the requested information. Give the 
map a suitable title.

When you type in tags suggestion words can 
appear. These tags are important as they make 
it possible for anyone to search for and find your 
map.
Complete the map summary.

3 - Click on: “Save Map”

5
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Try now to search for ‘Storytelling’   –>  and search for Groups.

You will see the ‘Tell Your Story’ group, hosted by the Digital-Earth.eu Centres of Excellence.  In this group we 
can share maps between members of the group.

Explore different searches. Save maps that might be interesting to use for your story.

You have now seen that there are in fact many millions of maps already saved in ArcGIS Online. You can save 
different maps into your Content area and use these maps later when making your story.
Take some time to explore and save some maps which interest you and might be useful to tell your story.
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3 - CREATING MAPS 1 (USING AVAILABLE MAPS / MAP SERVICES IN ARCGIS ONLINE)

This activity is about using available maps and map services in ArcGIS Online. 

Now you are familiar with the basics of ArcGIS Online, you can start to create some first maps. The basic principle 
of a Geographical Information System (GIS) is the use of layers, which means that you can add, visualize and 
manage different data sets as separate layers in your map. 

1 - Click on Map in the Toolbar, select the 
Oceans background and let’s generate 
a simple map (to demonstrate adding 
layers we will make an example of global 
earthquakes) using different layers. The 
easiest way to add a layer to your map is 
to add information from someone else, who 
has shared the data in ArcGIS Online.

You can search for different layers, i.e. maps 
by clicking the “Add” button and choosing 
”Search for layers” in the dropdown menu.

2 - Now you can type keywords for the 
kind of map layer you are looking for in the 
search field [1]. 
In this case, we will be looking for Global 
earthquake locations in 2015. So search for 
‘global earthquakes 2015’. 

3 - Select the domain where you want to 
search for map layers [2] (this could be in 
your organization or from the web or ArcGIS 
Online). 
Searching on ArcGIS Online is recommended 
to get more search results.

2
1
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6 - In this case, choose the map layer “[…] (World Earthquakes)” published by “EMT2011” (because it is simple 
and useful to demonstrate; at this time we are not too concerned about data quality, we will return to this 
aspect later)

7 - Add this layer and then click “Done Adding Layers” in the lower left corner.
This data has now been added to your map as a layer and is visible in the map window [3].

8 - In the “Details” area [4], you can choose to show different information: “About this map”, “Contents of Map” 
and “Map Legend”.

9 - Choose Contents of Map [4] to see the layers the map contains. In this case [5] : 1. the basemap we chose 
and 2. global earthquake location layer.

4 - In the results list you see all the matching 
items that have been found. 

When you click on the title of that layer of 
data, you get further information about it 
and when you click “Add to map”, this data 
will be added to your map as a layer.

5 - Click on the arrow to leave the search 
window:
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The advantage of using GIS is you can put several layers of information, one on top of another other, onto a 
map. 

10 - Now we will add another layer, which shows an item that we can reasonably visualize simultaneously with 
the earthquake locations. Search and add another layer that shows the edges of the earth’s tectonic plates! 
The “Add a Layer” procedure is the same as before. 
Look for the layer from Esri_TESS.

11 - Now organize the layout of your map using the triangle button next to the layers (you can reorder the 
layers as you wish - move them up or down; change the transparency levels, choose a different base map, that 
fits to your map message, … ).

When you move your mouse cursor over 
one of the layers, some icons and three 
small dots appear. 

Click on the dots to get further layer options 
in a dropdown menu
Here you will find all the layout options that 
are available for this layer (e.g. transparency, 
renaming …). 

The more options the layer offers the more 
will be visible in this menu.

4
3

5
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Your map should look similar to this one. 

Is there a connection between the two features (the earthquakes and plates)? 

In this case the position of most earthquakes seems to be connected with tectonic plate edges.

Now we will explore some different layers and look at mapping real-time data.
Select New Map. You can save the earthquake map if you wish.

1 - Now Search for a transport 
layer.

Select the ‘‘World Traffic Service 
layer’’.

Add the layer.
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2 - You will probably need to zoom in to 
see the data layer you chose.

Position the map to see the data over 
Europe.

This shows you real-time data on traffic 
problems.

The screenshot was taken at the end of 
the holiday period on the last Sunday of 
August, at 10am.

3 - Clicking on a point on the map allows 
you to get more information about the 
problems, as a pop up box provides 
detail.

As this is a real-time map the information 
is regularly updated.

It shows road problems, closures etc...
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4 - Zooming in further displays more 
data – in this case real-time motorway 
information and road problems.

As you can see, the level of information 
displayed can be linked to how far you 
zoom in or out.

5 - We will now look at the some data that is best seen at a large scale (world or global level).

Select a New Map, you can save the Traffic map you made if you wish.

Search for “air pollution” and choose one of the ‘ambient air pollution in cities’ layers provided by uneplive_team (this 
is data from the UN Environment Programme).

	
If you zoom in here patterns in the data become less obvious.

So some data is best visualised globally while others are more suited to a local level.
SO when telling your story you may want to show local information but maybe also information for your city, region, 
country, possibly Europe or even the whole world!
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Congratulations! 

You used maps and created your first maps in ArcGIS Online using available 
data as different layers.

You have seen how the scale we use to map and visualise information is 
an important consideration to make.
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4 - MANAGING MAPS (SAVING, SHARING, PUBLISHING)

When you create a map, you may also want to save it to view/or adjust it later or share it with others. 

As a reminder, if you want to save a map, 
click on: 
“Save”    ->  “Save As”.

1 - Fill in the requested information. When 
you type in tags suggestion words can appear. 
These tags are important as they make it 
possible for anyone to search and find your 
map.
Click on :  “Save Map”.

2 - The map now is stored online under “My 
Content”, either available to you via the “My 
Content” dropdown menu in the map layout or 
from the “My Content” button on your ArcGIS 
Online account home page.

Open a map you saved earlier from your 
content area.
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3 - The easiest way to share the map is 
to click the “Share” button to select, to 
whom you want to share it with.

If your map is made public (to everyone), 
you can also communicate the map to 
others via Twitter, Facebook and as a Web 
URL. 

It can also be embedded into a blog or on 
a Web page or you can create a web app 
(section 7). A Web App is a ‘closed’ map 
that can’t be changed by the users
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5 - CREATING MAPS 2 

This activity uses the ‘available feature services’ in ArcGIS Online.

Besides the layer principle, another big advantage of a GIS is to be able to change the symbols of the features 
being mapped (or symbology) and the layout of a map. In order to do this in ArcGIS Online, we need to add 
a layer to our map, which contains different features expressed as values. This means, that this layer does 
not only show different items such as points, lines or shapes but also contains different data/information 
attached to the items saved in a background database (these are known as features presented in a feature 
table). In ArcGIS Online, these layers are called feature services, which have been published by somebody else 
(just like the different maps in a previous section). 

Now we will explore the different possibilities that these feature services can offer: 

1 - Start with a new map and add a data 
layer.
Search for ‘‘World cities’’.

2 - To obtain the feature services only, 
click the filter [1] button to open the filter 
window.
Here you select ‘Feature Layers’ by type 
(item type) [2].

3 - Select the ‘‘ESRI layer’’ and add it to the 
map.

4 - Start with a blank map and we will add 
a feature service layer. 
When doing this it can help to type 
“feature” or “feature service” in addition 
to the search term. 
So, search for a feature service layer that 
shows us important cities (e.g. try typing 
“World_Cities feature” published by 
“zwartl” or by “ESRI”), add it to your map 
and then explore it.



39ArcGIS GUIDE

The table shows there are a lot of cities included in this layer; far too many to explore! Wouldn’t it be better to 
see on the map only those cities that have - let’s say - a population of at least 1.000.000? 

5 - To see, what kind of data this layer 
contains, open its attribute table! Click on 
the icon “Show table” under the name of 
the layer. 

In this example the city population column 
(“POP”) [3] is the most interesting one.

6 - You can also get some basic statistics 
out of columns with numeric data:

- Click on the top of the column 
‘POP’.
- Click on ‘Statistics’.

1 - To do this we can use the ‘Filter’ option 
to filter out some of the results.

Click on the icon “Filter” under the name 
of the layer World_Cities.

5.1  Filter



ArcGIS GUIDE40

2 - Now you can define filter rules for this 
layer. 
In our case: we will select all cities with a 
population of at least 1 million 

- Select: “POP” “is at least” “1000000”

- Click “Apply Filters”! Now your 
map shows only the cities with a 
population of 1.000.000 or more, 
which makes it much more clear.

5.2   Perform analysis

1 -  With the Tell Your Story account you 
can do more analysis, like summarising 
data, find locations, use proximity …

In an association account an extra icon 
appears on the feature layer, like the one 
shown here. We will use this later.

Click on it and you get a whole range of 
analysis tools. 
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1 - Click on the icon “Change Style” under the 
name of the layer World_Cities.

The ‘Change Style’ window appears to the left. 

2 - First choose which attribute you want to use (in this case: “POP” – population). 
Depending on the data (attribute) you have, choose the most useful drawing style, in this case we will use ‘Size’.

5.3    Changing symbology
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3 - Click on “Options” to adjust the way 
the attribute (data) is visualized.

Adjust the colour of the symbol by 
clicking on ‘Symbols’. 

4 - Change the transparency: Adjust 
the visibility range (defines at what 
zoom level your data will be visible) like 
in the earlier real time traffic data.

5 - Change the classification: you can 
do this by shifting the slider next to 
the division graph or by adjusting the 
classification method.

If you choose ‘Natural Breaks’ you can 
also round the classes.
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6 - The graph showing the classification gives you 
immediate information about:

- The classes (on the left side) 
- The number in each category (the grey 
blocks on the right side)
- The average 



ArcGIS GUIDE44

7 - Save your map! Does your map look similar to this? 

8 - Add another feature service layer that shows the world’s 
countries and contains population data (for example 
search for “countries economics feature” published by 
“MappingOurWorld”))!

9 - The map now looks a bit disorganized! Change the layer 
order and move the “World Cities” layer to the top.

10 - Now let’s change the symbology of the other layer.
Choose as attribute “POP2007”, drawing style ‘Counts and 
amounts (Colors)’.
This represents the countries according to population but with 
a continuous colour classification.

Click on ‘Options’.

So far we changed the symbology of points (in our case: cities), but we can also do this with shapes, i.e. areas: 
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11 - Now check ‘Classify Data’ and choose 5 classes Manual Breaks, and round the classes up to 100 000.

The map now shows the location of all cities with more than 1.000.000 habitants (with their population 
quantified by the symbol size) and all countries (with their population quantified by the shape colour). Doesn’t 
this look really professional?
Remember to save your map again. 

The result:
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5.4   Adding pop-ups

Another way to communicate the contained data would be to use popups, i.e. creating an information box 
that opens when you click on an item in your map. You can also configure these popups; insert text and link 
feature information, list (selected) feature information, or insert graphs

Explore those possibilities and create some reasonable popups for your map content:

1 - Choose the layer ‘Economics 
countries’ and click on “Configure 
Pop-up”.

2 - In the pop-up bar to the left click 
on “Configure Attributes”.

At first all attributes are checked, 
meaning they would show as a table 
with as field name the code from that 
table.
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3 - Uncheck all (by unchecking at ‘Display’) 
and then choose only Country, SQKM and 
POP2007.

You can change the name in the column 
‘Field Alias’ to a better one, e.g. 
CNTRY_NAME   ->   COUNTRY.

Click on “OK” when finished.

4 - Now we will add media to the pop-up; 
in this case a pie chart.
In this chart let’s represent the 
employment according to the 3 economic 
sectors.

Give the pie chart a title, and choose + 
change the Field Alias as shown here.

Click on “OK”.
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5 - You can change the pop-up title.

Don’t remove the code between {  } as this 
will activate the pop-up.

Finished? Click on “Save pop-up”.
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The result: if you click in the map on a country a pop-up appears. Clicking on the pie chart also gives you 
information about it.

Congratulations! 

You have created an advanced webmap using available feature services 
with your own symbology and individualized popups.

Did you save your work? And why not share that nice map.
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6 - ADDING YOUR OWN DATA MANUALLY

You should already be able to add different layers, data or services into a map. These items had already been 
stored and were available to use on ArcGIS Online. 

It is also possible to add your own data or data you have downloaded from somewhere else onto the map and 
display it.
Make a map using 2 csv files (for download: search for them inside ArcGIS online: production sugar cane and 
production sugar beet).

1 - Choose “Add‘   ->   ‘Add Layer from File‘.

2 - Browse for the layers production sugar cane 
and production sugar beet on your computer 
and click on “Import Layer”.

3 - ArcGIS Online is investigating the csv-layer, 
looking for the field with the location (geo-
referenced) information:

- In this case it is via the Address, not 
Latitude/Longitude.
- Country: choose world (as this is a world 
file, it might also be from one country with 
e.g. the names of the cities in a field).
- The program automatically picks out the 
field ‘country’ as the location field.

Click on “Add Layer”.

6.1 Shp, csv or gpx-files
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The result: the layer has been added, it is possible to change the style or it is presented.

There are three types of files you can upload onto a map: a text file or spreadsheet data (in CSV format), GPS 
data files (in GPX format) or so called Shapefiles (in SHP format): 

Spreadsheets:
You can insert data from a spreadsheet onto a map. Here, it is important that this table contains locational 
information for the included features: this can be either coordinates (one column X and one column Y 
coordinates) or addresses (street & number, postal code, city, state, etc. in separated columns):

It is important that the file format of your spreadsheet is CSV (comma separated values)! ArcGIS online cannot 
process Excel files – you need to save the spreadsheet as a CSV file first!

You can upload a CSV-Table and define the locational issues.
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GPS data: 
You can also upload, insert and process a gpx file (including tracks and/or way-points) that you have recorded 
with a GPS device (GPS, smartphone, tablet, etc.). 

Shapefiles:
The shapefile (shp) format is the ESRI standard format used to save, store and manage map files. 

6.2  Adding map notes

Another (completely manual) possibility to insert your own data is to create a “map note” layer:

1 - Click “Add”   ->   “Add Map Notes”, give 
it an appropriate name and choose the 
standard template ‘Map Notes’.

2 - Now you get a list of features that you 
can manually add to your map: these can be 
points, lines and shapes. Click on one type to 
select it and then click on the map where you 
want to put it! 
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3 - You can adjust this item’s position later 
by dragging and dropping it on the map or 
change its specification by clicking on it. 

4 - You can change the popup content [1], 
as well as the symbol itself [2] or delete the 
whole item [3].

4 - When you have finished the adding and 
editing of your own “drawn” features, uncheck 
the “Edit” button [1]. 

Now you see your “Map Notes” as a separate 
layer [2] in your map details table:
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As you can see, you don’t need to use published maps to create your own! You can also add your own data or 
“draw” on your own features. 

Now spend a little time exploring the maps, layers and features available. 

6.3  Adding GIS services

ArcGIS Online allows to add layers from the web. These are layers from dataservers, e.g. layers from AGIV, Iris, …

The main advantages for using these layers is that they are constantly updated by the owner and that you 
don’t need to host them yourself. A disadvantage is that the owner may remove the data.

1 - Click on  “Add“  ->  “Add Layer from Web“.

2 - There are many types of file supported, 
the most common types are:

- ArcGIS Server Web service – this type 
allows you to query the data.
- WMS service: Web Map Service.
- WMTS service: Web Map Tile Service.

These last two are in fact ‘images’ and can’t 
be queried.

Add e.g. this ArcGIS server file:
http://water.discomap.eea.europa.eu/arcgis/rest/services/Water/BathingWater_Dyna_WM/MapServer
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7. CREATING A WEB APP

When sharing a map you can also opt to make a web application of it. This is a ‘closed’ map that gets its own 
address and that can’t be changed by the users.

For this ArcGIS Online has some built-in templates (configurable Apps), or – if you have an organizational 
account – you can use the Web AppBuilder.

1 - Open the map ‘Brussel – bevolking’.
Click on ‘Share’ and next on ‘Create a web 
app’.

2 - You get a list of templates. 

Some have a specific purpose (e.g. Elevation 
Profile’ makes a relief profile of a line drawn 
on the map, but the map itself can’t be 
changed).

Those for the ‘Basic Viewer’ are on page 1.

3 - Click on ‘Preview’ to get an idea of how it 
will look.

The option ‘Download’ is only if you will host 
this web application on your own server.

If you are satisfied with the choice close the 
preview window and click ‘Create’.
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4 - You will first have to add  - if needed – a 
summary and tags. 

The program chooses the same ones as for 
the web map.

Click on ‘Done’ when finished

5 - You now enter the workspace for your 
app. Here you can:

- If needed change to another web map.
- Change the colours.
- Indicate which tools should be accessible.
- Adjust the search settings.

For most maps you won’t need to change 
anything here (except in tools - check scale 
bar).

6 - Click on ‘Done’ if you agree with the 
proposals.
The web mapping application will now be 
created.

The icon               and thumbnail         
are specific for this type of application.

Don’t forget to share this web app as well.
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