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Before you begin: 
There are two steps that you need to take before you can map your community partners and connections with 
Google Earth. 
 
First, download and install the Google Earth application on your computer. Second, find or create an Excel 
spreadsheet of your partners and their street addresses. 
 
You will find links to download Google Earth and a spreadsheet template on our delicious site: 
http://delicious.com/ncoengage/map. 
 
In this tutorial we’ll look at: 
• Identifying and adding partner connections to your spreadsheet 
• Mapping this information on Google Earth. We’ll add this information as layers on Google Earth. Layers 

consist of a group of partners that share a common characteristic or connection. By separating partner 
characteristics into layers, you control the amount of information and number of connections that are 
viewed at one time on your Google Earth map. 

 
You can watch a companion video of this written tutorial at http://ncoengage.org/execute/mapping/ 
 
 
Step 1 - Determine the partner layer/characteristic to add to Google Earth.  
The first step to creating your map is to add a new a new characteristic layer in Excel. For this tutorial, I’m 
using a spreadsheet that I’ve titled the Master Excel Sheet.  It has community partners addresses already 
identified. You can find it in the zipped file of resources at http://ncoengage.org/execute/mapping/index.cfm.  
 
I’m going to focus on mapping partners whose interests are in “The Arts”. Open the Master Excel Sheet that 
includes all of the partner data and scroll to the right until you reach an empty column. In the column heading 
type the label for the new layer/characteristic. In this case example, enter “The Arts”. Next determine which of 
the existing organizations have an arts focus and label them as such. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*Remember to Save your work.  
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Step 2 - Prepare the partner data for geocoding. 
 
Select all of the partner data on the Excel sheet and 
choose “Data” from the menu. Then select “Sort” to sort 
your data by the new column heading “The Arts.” Click 
“OK”. 
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Step 3 – Open the geocoding tool. 
Using your favorite Web browser, go to http://www.batchgeocode.com/  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Go directly to Step #2 on this site and delete all of the data in the form box. The image below shows what the 
page looks like after you’ve deleted the data.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 4 – Add latitude and longitude coordinates to the partner data. 
Return to the Excel sheet of partner organization data and select all of the organizations that you have labeled 
“The Arts”. Make sure to select all of the data related to “The Arts” partners including the column headers. 
Once it is selected, copy it to your clipboard. 
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Go back to the geocoding Web site and paste the data into the now empty form field in Step #2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Now move to Step #3 on the geocoder Web site and press the “Validate Source” button. 
 
 
 
 
 
This will populate the form fields in Step #4 with the column headings from the partner Excel sheet. 
 
Check that your data in Step #4 in the geocoder matches what the coding tool is looking for. You’ll do this by 
looking at the field names and the drop-down menu names. 
 
The names of the fields do not have to match, but the data contained within them does. In the example below, 
the field matches the data although the names themselves don’t match exactly.  This is fine. 
 
 
 
 
 
 
Once you’re satisfied with the matches you’ve created in Step #4, click on “Run Geocoder” in Step #5. It will 
take a moment to process your data. The more partner organizations you have, the longer it will take. 
 
Once the process is complete, scroll down to beneath the results map that is created and click on “Download 
to Google Earth (KML) File.” Download the file to the desktop of your computer. 
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Okay, now find the .KLM  file on your computer desktop and rename it to match the layer you want displayed 
on Google Earth. In this example, name it “The Arts.klm” 
 
  
Step 5 – Add the new layer to Google Earth 
 
Open the Google Earth application on your computer.  From the “File” menu, select “Open.” Find the “The 
Arts.klm” file on your desktop and click “Open”. You will see “The Arts.kml” appear in the “Places” window on 
Google Earth. 
 
 
 
 
 
 
 
 
 
 
 
 
 
To change the icon for “The Arts” partner organizations displayed on Google Earth, right-click on “The Arts” 
layer and selecting “Properties”. A menu box will appear. Click on the icon to the right of the layer name to 
choose a new icon for “The Arts”. 
 
 
 
 
 
 
 
 
You’re done!  
You’ve added your first layer of partner information to our Google Earth map. To look at overlapping 
characteristics on your map, go back to Step 1 of this tutorial and create another layer. You can add and 
remove layers to display where your partners are in the community and the commonalities that exist between 
them. 
 

 

 


