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· Zoom in/out by clicking on the vertical zoom bar upper left. 
· Pan map by clicking the top of the zoom bar or by clicking and holding the left mouse button and dragging the map.
· You can also zoom in and pan by holding down the shift key and the left mouse button while diagonally drawing a box around the area of interest.
Geocoding Databases
· “Add Database” enables you to browse your local drive for a CSV, DBF, or Excel file with addresses and/or lat/long fields.
· Once a file is selected the “Links Field” screen will appear and enable you to match or identify the geographic fields in the selected database with the geographic fields required by BusinessWebMap for proper geocoding. A small number of database records will be displayed for additional reference. Most of the time BusinessWebMap will have already identified these fields if they were labeled something like “Address”, “City”, etc. in the user database. 
· The “Additional Fields” screen enables you to select up to six additional data fields that will be uploaded with the address fields. In other words, it does not matter how many fields a database record has, only address fields, plus another six fields will be uploaded and displayed in the data grid. If the sum check box is checked that field will be summed during a spatial search (works for highlighted records). The map symbol color can be changed by clicking the map symbol color box and selecting a different color.
· Once this process is completed a pie chart will be rendered showing the number of records plotted (geocoded) versus the number that failed. Failed records can be listed and saved. If all records geocoded correctly the pie chart will not render.
Maps 
· There are three map styles: “Point Map”, “Cluster Map”, and “Heat Map”. If “Point Map” is selected and the total number of plotted (geocoded) records exceed 750 for any extent (map view) the map will revert to a ”Cluster Map” style. As long as more than 750 records are being rendered for a specific extent, only a “Cluster Map” and a ”Heat Map” can be rendered. The map style will automatically switch to “Point Map” when the number of symbols displayed in less than 750 (if “Point Map” was originally selected). It was found displaying a large number of map symbols caused poor performance. 
· There are also four types of base maps: “Map”, “Satellite”, “Satellite/Show Labels”, and “Live Traffic”. “Live Traffic” renders real time traffic reports from different US locations. 
· All of these map types can be toggled on/off by clicking the appropriate tab. 
Database Window
· Clicking any map symbol renders a data grid of the database that contains that record. The selected record is promoted to the top of the data grid, colored yellow, and a check mark is placed in front of the record name. Records can also be highlighted and promoted by clicking the check box in front of the record name. Numeric fields of all highlighted records will be summed at the bottom lower left part of the data grid if that field was selected to be summed in the “Additional Fields” screen. 
· Clicking a ”Cluster Map” symbol highlights all records in that cluster.
· Records in the data grid can be sorted numerically or alphabetically by clicking the header of that field.
· All highlighted records can be un-highlighted by clicking “Clear” on each data grid that has highlighted records. All highlighted records in all grids can be cleared at once by clicking “Clear All” under “Spatial Search”. 
· Clicking a record once in the data grid zooms/pans to the location of that record and labels the record.
· The database window or grid can also be accessed by clicking >> to the right of database name in the “Map Key”. 
Map
· “Email Map Image” emails the current map view with databases as a JPG. The “Map Key” is not part of the image.
· “Save Map Image” saves the current map view with databases as a JPG image to the user’s local drive. The “Map Key” is not part of the image.
· “Print Map” prints the current map view with databases in portrait or landscape mode. The “Map Key” is not part of the image.
Spatial Search 
· Databases can be searched spatially by using the ”Rectangle Search”, ”Circle Search” or ”Polygon Search” tool. All records captured are highlighted yellow and checked in their respective data grid. Those numeric fields selected in the “Additional Fields” screen will be summed. More records can be added to the search results by clicking the check box in front of the record name. Records can be un-highlighted (and subtracted from any sum) by clicking off the checked record.
· In addition to summing selected records, “Spatial Search” shows the number of records captured in the search.
· Both the summed fields number and the total number of records captured in a spatial search will be displayed in the bottom lower left corner of the data grid. 
· Separate data grids (windows) will float behind each other if data from more than one database is captured in the search. 
· Highlighted records can be exported by clicking “Save”, clicking “Yes”, and saving the file locally as a CSV, dBase, or Excel file
Map Key
· The “Map Key”, with matching symbol color, lists all databases on the map
· Map symbols for a specific database can be turned on/off the map by clicking the check box in front of the DB name.
· The drawing order for map symbols is determined by where the DB name is ranked in the “Map Key”. The top listed database is drawn last and therefore these symbols will be “on top” of other map symbols. 
· Clicking/holding the DB name in the “Map Key” and dragging it up or down changes the drawing order.
· Clicking/holding the DB name in the “Map Key” and dragging it all the way down puts it in the “Waste Basket” and removes the database from the map. Before this happens users are asked “Are you sure you want to remove this database?”
· Clicking the >> symbol to the right of the DB name opens up the associated database grid.
Routing 
· Routing is available after a spatial search is completed.
· Clicking “Route” on the menu bar closes any open data windows and renders a composite data grid of all highlighted records. From this screen it is possible to save the route as a file and also execute either a sequential or optimized route (by clicking “Get Route”).
· “Get Route” draws the route on the map and whenever possible, zooms to the routing location so the whole route is included in the map extent. 
· Driving directions are displayed on the right side of the screen. Clicking “Print” on the driving directions screen prints the directions.
· Stops in the routing window can be moved and rearranged by holding down the mouse button and dragging the stop symbol on the left of the grid up or down.
· If “Sequential Routing” is selected, the route will progress exactly as the stops are listed, from top to bottom, in the routing grid.
· If “Optimized Routing” is selected, the start and end of each route will remain fixed but all stops in between will be rearranged to produce the fastest route.
· A default stop time of one hour is added to either method of routing.
· Total mileage and travel time numbers are listed at the bottom of the routing directions. 
· “Clear Route” clears the route on the map and un-highlights all highlighted records.
Logging Out
· Two options are available when logging out. You can either save the map extent and all databases currently geocoded to that extent or you can elect not to save anything. If save is selected your startup map will be the same map extent and databases that were on the map before you logged out. 
General Information
· A label will appear when a map symbol is moussed over.


