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1. Sign into Google Account using Gmail address.  

2. Type the URL title: maps.google.com 

3. On left portion of screen locate the white search bar.  

4. Click on the three lines to the left of the search bar.  

 
5. A menu box should appear. 
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6. Click the My Maps link. 

 
7. Another menu will appear. At the very bottom the link CREATE MAP will appear. Click CREATE MAP. 

  
8. A new tab will appear if using Google Chrome or Internet Explorer. A map of the United States will 

appear without any points marked or identified.  

 
9. At the left of the screen you will see a white window labeled “Untitled Map”. This window will be used 

to add layers and edit layers.  
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10. To begin adding your layers click the word “Import”.  

 
11. A file uploader window will appear.  

 
12. Click “Select a file from your computer” button.  

 
13. This will bring up a Windows Explorer dialogue box.  

14. Locate the file folder labeled “Attendance Data”.  

15. Select the CSV file named “Chronic”. Click open. 
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16. A dialogue box will appear with the heading, “Choose columns to position your placemark.” Select the 

box labeled Address. Click Continue.  

 
17. Another white dialogue box will appear with the heading, “Choose a column to title your markers.” 

Select the box labeled “Name”. Click Finish.  
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18. The data will be loaded into map. 

 

 

19. The window labeled “Untitled Map” will now list your newly added layer and the names of location. The 

names of the students will be listed as the names of the locations.  ***USE A NUMERICAL IDENTIFIER 

INSTEAD OF NAMES.  REMOVE STUDENT NAMES BEFORE UPLOADING.*** 
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20. Continue adding the remaining three CSV files listing each of the three categories (Severe, At-Risk, 

Satisfactory) by clicking the “Add Layer Button”. You will proceed to repeat steps 9-19. 

 
21. Now that all of your data is added, be sure to add your school layer.  

22. Once all of the data is added, your map should resemble the map below but for the students in your 

respective school zone.  
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23. Now it is time to differentiate the symbols beginning with the School layer. Find the layer on the left 

menu bar. It should be the last layer listed. Once you locate the layer, hoover over the layer. A paint can 

icon will appear.  

 
24. Click the paint can icon. A pop-up window will appear.  

 
25. Select the Star icon shape and the dark blue color. Your school should look like this:  
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26. Next we will be changing the balloons’ colors depending on the category of the data. On the left hand 

menu option locate the Severe layer.  

 
27. Click roller icon titled “Individual styles”. A pop-up window will appear.  

 
28. Click the Individual Styles bar. Another window will appear. Select the “Uniform style” option. This 

option will cause all of the data entries (student names) to collapse, not showing individual data entries 

for that layer. The list will then be titled “All items”.  

. 
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29. Next hover over the balloon that says “All items” next to it. The paint can icon will appear again. Click 

the paint can and select the color with the code RBG (248,151,27). It should be a golden orange color.  

 
30. Repeat steps 26-29 for the At-Risk and Satisfactory layers. Use the color code RBG (244, 235, 55) for At-

Risk, and the color code RBG (0, 157, 87) for Satisfactory.  

 

 

 

 

31. The only change needing to be made to the Chronic layer are steps 27 and 28, since the balloons are 

already red.  
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32. Your map should resemble the map below.  

 
33. The menu bar should resemble the example below.  

            
 

 


