City of Santa Fe

Internet Mapping Site

PROCEDURE FOR COMPILING MAILING LABELS
City Employees will access GIS Internet Mapping System via the following link: 
http://www.ci.santa-fe.nm.us/cityhall/cityhall.html then from list select “GIS Interactive Mapping System” 

The general public will access GIS Internet Mapping System via the following link:


http://www.santafenm.gov/gis  This is the GIS main web page.

Scroll down to Products and Services.

Then click on “Create Your Own Map”

Welcome to the Geocortex IMF map viewer
Click launch map viewer at bottom of page
Click I accept, at bottom of page to accept disclaimer
The base City map will appear and on the right hand side of page are the GIS data layers

If you do not have an address use the zoom tool 
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 to zoom into area of interest; [image: image2.png]


    to zoom out to area of interest
If you need to move around the map, use the pan tool 
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Owner Address Labels
If you know the address for which you are requiring the mail list;

Click on the locate tab from options listed at the top of page.  
Click on Search under “Locate a parcel by Property Address”(SF County database) or “Locate a City Address Point” (City of Santa Fe database).
Enter street # if known and/or enter the street name.  If you enter street # and no result is returned, enter street name only.  This will return multiple addresses for the street name.  It is best to leave Street Type blank unless you are very familiar with Street Types.
From list of addresses find address or address nearest your search.
Click on “Zoom” for your preferred address.
If you are selecting an address that is nearest your search go to “Layers” again and click in box next to Address Points which will return more addresses.  You will now see two sets of addresses in some parcels and in others you will see just one (which will be gold yellow).  
You can also turn on the Full Address Labels which will give you the full Address for each parcel.

If needed, Pan
[image: image4.png]


 to the address of interest.

Click on the 
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 next to the “Parcels layer”; this will make parcels the active layer and will extract owner addresses from this layer’s database. 
Click on Blue Toolbox at top of the page; these are the selection tools; 

Click on “Select by Line”
 and draw a line in the parcel of interest: this is accomplished by clicking within a side of the parcel and clicking again within the opposite side of the same parcel.
Click on “Submit” on right hand side of page.  This should highlight your parcel of interest.  If not, you will have to click on clear “Clear Selection” [image: image7.png]


 and will have to draw a new line making sure you draw your line within the parcel lines.
Once the parcel of interest is highlighted;

Click on “Select by Buffer
”; The right hand side of page should read Select by Radius (if not click on screen with tool). Select features from “Parcels” (must select from pull down menu) that are within 200 (must be entered and is required for STR ordinance) 
Feet (must be selected from pull down menu); of the selected features from 
parcels (should be default for owner address labels).
Click ok (this will draw a 200 ft. buffer around the selected parcel) 
Click on New or Add
Click on Mail Merge 

Select format for report (most common is PDF or Excel)

Click on Export
Click on Open or Save 

The PDF report can be printed to directly to Avery Laser Address labels #5560
The Excel report can be edited and printed on any format Address labels if you are familiar with the Excel mail label functionality. 

Physical Address Labels (not required for Short Term Rental Ordinance)
Click on the 
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 next to the “Address Points” layer; this will make address points the active layer and will extract addresses from this layer’s database.  Make sure you don’t have the full address points as the active layer.
Make sure blue [image: image10.png]


  toolbox is open

Click on select by Polygon [image: image11.png]


; 
Draw a polygon around the address point and

Click submit 

This selection will appear not to be highlighted; the actual address point will be highlighted in similar yellow goldish of parcel line selection; also, an indication appears under heading on right hand side of page Selection: 1 features selected
Click on “Select by Radius
; The right hand side of page should read Select features from “Address Points” (must select from pull down menu) that are within 200 (must be entered) feet (must be selected from pull down menu); of the selected features from Address Points (should be default for physical labels).

Click ok
Click New under Options
Click on Physical Address
Under Export Report; select either PDF or Excel format for your labels.

Click Export
Click on Open or Save 

The PDF report can be printed to directly to Avery Laser Address labels #5560
CALL 505-955-6490 WITH ANY PROBLMES.
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