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Exercise 1 – Explore the WashCoGIS Mapping Tools – 10 minutes 
 

1.) Open Windows Explorer and type in the web address http://cvtgis.ewashtenaw.org 
 
2.) Click on ONLINE MAPPING 

 
3.) Select any township you are interested in 

 
4.) Use the tools on the left of the screen to explore the township 

 
*  Remember that you can use the overview map to move to a new location in the County.  

 
*Remember that only the “active layer”  can be “selected”  using the selection tools,  
but all the layers are pulled when using the “ identify”  tool. 
 

 
 
 
 
Exercise 2 – Use the Buffer tool to create a list of owner names and addresses  
 
You have just been contacted by the WCRC and told that they are going to pave the Marshall 
road between Zeeb and Staebler in Scio Township to provide citizens and employees easier 
access to the new Western County Services Center.  You need to notify all of the property 
owners along that stretch of road to inform them of the potential change.   In this exercise you 
will use the Buffer tool in the Mapping Application to create a list of owner names and addresses 
that can be used to create mailing labels.   
 
 

1. Go to the cvtgis website and click on Online Mapping 
 
2. Click on Scio Township and use the Zoom Tool to zoom into Zeeb Road and Marshall – 

it is the line between section 21 & 22 north of I-94. 
 
3. Next, make sure that the roads layer is the “Active”  layer ( you may have to turn the 

Section lines layer off to see the roads.) 
 

4. Use the identify tool to find Marshall Road 
 
5. To select the stretch of Marshall, click on the “By Rectangle”  button under Select Tools. 
 
6. Click and Drag a small rectangle anywhere along the stretch of the road, the application  

will select anything the edges of the rectangle touches. 
 
7. Click on the “Buffer”  button; choose “Parcels”  from the highlight features from drop-

down menu.  



 3 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Type 300 “ in the within a distance of”  box 
9. Click the “Create Buffer”  button, the parcels that intersect with the buffer distance will be 

selected. 
10. Check the parcels selection set and make sure those are the ones you want.  
11. Click on the “Mail Merge”  button under Custom Tools, a new window will pop up an ask 

the question “Retrieve mail merge file for selected parcels?”  click yes 
 
12. A link to the file will appear in a new window, click on the link, you will be prompted to 

download the file.  If you are using Window Explorer and You have Excel install on your 
PC, the file will automatically open in Excel.  If you are using any other browser you 
must save the file to disk and then open it in excel manually. 
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13. The file contains the names and addresses of the parcel owner along with the property 

addresses.  The file can then be used in conjunction with MS word or any other word 
processing software to create form letters or mailing labels 

 
 
 
 
Exercise 3 – Using the Notification Wizard 
 
In this exercise you will complete the same task as Exercise 2, but this time you will use the 
Notification Wizard to create your mail merge file. 
 

1. Open your browser and go to the http://cvtgis.ewashtenaw.org website 
 

2. This time click on the NOTIFICATION WIZARD button instead of Online Mapping 
 

3. Click on “Start Wizard”  
 

4. Using this tool you can choose to select parcels directly using one of the Selection Tools 
in the mapping interface, or you can choose to use the buffer function to select the parcels 
of interest.  In this exercise we will use the Buffer Tools so click the radial button next to 
“Buffer Selection”  and click NEXT 

 
5. This next screen asks you to pick the layer that you wish to Buffer ( in our case it is 

Roads ) and the radius ( in FEET ) that you wish the buffer to be and click NEXT. 
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6. Next select the township that contains the Road that you would like to buffer ( SCIO ) 

and Click on NEXT…( you must click on NEXT to access the next screen, this is 
different then the mapping application we just used. ) 

 
7. Zoom in to Marshall road near the Zeeb intersection and use the selection tools to select 

the segment of Marshall between Zeeb and Staebler.  (Notice that there is no “Table of 
Contents”  or active/inactive layers list, the reason for this is that you set the selectable 
layer when you chose ROADS in the previous screen.  If you need to select a different 
layer you must hit the PREVIOUS button and select a different layer.)  Click on NEXT. 

 

 
 

8. The Wizard will then display the selected parcels.  If this is correct, click on NEXT 
 

9. The server will create the Mail Merge file and you will be asked to download it.  Click on 
the link to download the file ( or pop it up in excel if using MS Explorer ). 

 
With the Mail Merge wizard you can buffer any feature on the map including Streams, 
Parcels, Lakes, Roads and select adjoining parcels. 

 
 
 
Exercise 4 - Using the Custom Query Functions 
 
Task – Use the Custom Query tool to select all of the Industrial properties in Pittsfield Township 
and zoom to a specific parcel in that set 
 

1. Open the Online Mapping application and Zoom to Pittsfield township. 



 6 

 
2. Zoom into an area small enough to view the parcel lines 

 
3. Make sure that the Parcel layer is the ACTIVE layer. ( the query tool will work on the 

Active Layer. 
 
4. Click on QUERY ( this should pop up a custom query window, if you cannot see the 

buttons EXECUTE, UNDO & CLEAR, resize the window so they show up.) 
 

 
 
5. Click the down arrow next to the FIELD list and Select the field you wish to Query.  In 

this case select PROPERTY CLASS.  Leave the “operator”  at “equals”  and in the Value 
Field type the number 301 ( this is the code for Industrial property ).   

 
6. Click on ADD QUERY TO STRING. 

·  This query will select all of the industrial properties in the whole county, so to 
view only the properties in Pittsfield Township you must add another Variable 
to the Query. 

 
7. Click on AND 

 
8. Click the down arrow next to the fields list and select CVT CODE  

 
9. In the Values Field type the letter L ( capital ) and Click on ADD QUERY TO STRING 
    
10. The Click EXECUTE 
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11. It may take a moment, but you should get a pop-up window with a list of parcels in it.  
You can scroll through the list.  The default is to show 25 records at a time so to continue 
the list click on MORE RECORDS at the bottom of the screen.  You can Click on Zoom 
to Parcels to zoom to the selection set, but since the industrial parcels are spread 
throughout the Twp the map is too far zoomed out to see the parcels.   

 
12. To view a specific parcel find the parcel in the selection list, and click on the number next 

to the parcel ( it looks like a hyperlink ) and the map will zoom to your selection. 
 

          
 
Using the custom query tool you can create advanced queries on any number of fields in the 
database.    
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Exercise 5 – Printing a map 
 
Task:  Print a Legal ( 8.5”x 14”) map of a customer’s parcel with the soil information overlaid on 
it.  The customer does not know his parcel ID # but knows the owner name (Ethel Fahey) and 
township of the parcel (Manchester). 
 

1. Go to the Online Mapping application and click on Manchester Township  
 
2. Use the FIND tool to locate the Customer’s Property…Enter the last Name (Fahey) into 

the Owner name Box, Select MANCHESTER as the township and hit the GO button next 
to the Owner Name box. 

 
3. This will bring up a list of all the Faheys in Manchester Township.  Click on Ethel Fahey 

to view the property description sheet. 
 
4. At the top of that sheet there is a ZOOM TO PARCEL button – click on that to highlight 

the parcel and zoom to it. 
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5. Once you have found the property, check the VISABLE box next to the SOILS layer and 

click the “Refresh Map” button. 
6. The parcel you are interested in should be centered on the map with soils labeled.  To 

better see the soils and parcel info Click on CLEAR SELECTION to remove the Yellow 
Highlight. 

7. Click on the “Print Map” button, you will be prompted to type in a title, choose which 
layout elements you would like on your map and your paper orientation and size. 

 

   
 
8. Once you have chosen your options, click the “Create Layout”  button.  A new window 

will appear with your map layout in it sized to the size you specified.  
9. In the menu bar, choose file and print. 
Be sure to select the correct printer and paper size for the layout you requested. 

 
 


