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Overview of the application: 
 
The ‘ArcPad Damage Assessment’ application allows field personal to collect 
residential, commercial and public facility damage information easily using 
ArcPad. This application was based on FEMA forms in use at the City of West 
Palm Beach, Florida after Hurricane Frances (2004) and customized for use in 
the city of Marco Island, FL.  Field personnel can efficiently capture needed data 
after an event requiring quick and accurate data acquisition.  
 
Some of the highlights of this application include:  
 

• The ability to add housing, business, or public facilities damage points with 
some attributes populated from a parcel property layer. 

• Edit the attributes of any of these points. 
• Delete any of the points. 
• Quick zoom to a street segment.  
• Provides commonly used navigation tools on a single toolbar. 
• The ability to hide unneeded system tools. 
• One-click toggle of layer visibility for building footprints and aerials.  

 
Once the data is collected it can be easily transferred to a central location for 
mapping and/or decision making.  This manual will give step by step instructions 
for all phases of the application. 
 
 
Application 
 

1) Double click the ‘Damage Assessment icon on your screen 
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2) After double clicking ‘Damage Assessment icon on your screen the Marco 
Island Damage Assessment application should open and resemble the 
following graphic: 

 

 
 
Toolbars 
 
 
Main/Navigation Toolbar -   
  
 
 
 
This toolbar is the 2nd one displayed but we will discuss it first since it will help 
you navigate through the map.  It contains the following tools: 

 
 - opens ArcPad map.  You will not need to use this icon since the correct 
map should be displayed when you selected the icon on your desktop. 

 
 - To exit this program, select the arrow next to the                   tool. And 

click the               exit icon. 
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 - zooms in to a geographic location. To zoom in click your left mouse button 
and drag a box around the area in question. 

 
 - is used to pan the data frame.  
 
 - zooms out at a predefined (fixed) scale 
 

 
  - To go back to the previous view, select the arrow 

next to the                  tool. And click the              back 
arrowt icon. 

 
 

 - found under the                tool and takes the user forward to the next frame 
 
 - zooms the data frame to the full spatial extent.  It will look like the following 
display. You can use your          tool to zoom in again. 

 

 
 

 - used to identify features in the map.  We will discuss this item later.  
 

- found under the   tool and used to search for feature attributes or 
   coordinate locations. We will discuss this item later. 

 

 - found under the   tool and used to search for specific streets. We 
will discuss this item later. 

 
 - turns the Marco Island imagery on and off 
 

 - found under the     tool and turns the Marco Island building layer on and off 
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Initial Assessment Toolbar – 

 
 
This toolbar is used to collect all of the ‘Initial Assessment’ attributes and has the 
following tools: 
 
Residential Damage 

  
- These icons are used to place an icon representing the damage to residential 
facilities 
 

 - Selecting this icon will place a “House No Damage” icon on your map when 
you select a parcel. 

 

- Selecting this icon will place a “House Minor Damage” icon on your map when 
you select a parcel. 

 

- Selecting this icon will place a “House Major Damage” icon on your map when 
you select a parcel. 

 

- Selecting this icon will place a “House Destroyed” icon on your map when you 
select a parcel. 

 
 
Business Building Damage 

  
- These icons are used to place an icon representing the damage to residential 
facilities 
 

 - Selecting this icon will place a “Business No Damage” icon on your map when 
you select a parcel. 



 6

 

- Selecting this icon will place a “Business Minor Damage” icon on your map when 
you select a parcel. 

 

- Selecting this icon will place a “Business Major Damage” icon on your map when 
you select a parcel. 

 

- Selecting this icon will place a “Business Destroyed” icon on your map when you 
select a parcel. 

 
 
Editing Damage Icons 
 

- Used to input/edit attributes for initial damage reports. 
 
 

- Used to delete icons and attributes previously created 
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LET’S GET STARTED! 
 
To start the application double click on the shortcut to the ‘Damage_Assessment’ 
file listed above. 

 
 
This will open up the Damage Assessment application similar to the screen shot 
above showing 

1) The Assessment Toolbar 
2) The Main toolbar 
3) Marco Island city limits are shown by a black dotted line 
4) The streets are in gold 
5) The city land parcels are shown with a grey outline, and 
6) The Damage assessment Section outlined in Pink, with green 

Labels. 
 
Street names and address numbers - will automatically be labeled 
when you are zoomed in to a closer level and the buildings and 
imagery can be turned on or off with the touch of a button. 

 

 1 

 2 

 3 

 4 

 5 

 6 
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Basic Functions: 
 

Zooming In/Out – To zoom in you will first click on the ‘Zoom In’    tool 
and draw a box around the area you would like to zoom in to.  Lets zoom into 
section #6.  

1) Start the ‘box’ by clicking/tapping and holding the left mouse button or 
stylus on the screen in the upper left corner of the imaginary box 

2) Now drag the mouse or stylus to the lower right corner and letting go.   

  
 

3) This will zoom you into the area you just outlined, section #6. 
 

 
 

 1  2 

 3 
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4) To zoom out you can use the ‘Fixed Zoom Out’ tool  

 
 

5)   to zoom out in small increments similar to the figure below, 

 
 

 4 

 5 
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6)  Or, the ‘Zoom Full Extent’ tool  to zoom to the extent of your 

geographic data. 

 
 

7)   You can also use the ‘Go Back To Previous Extent’ tool  or the ‘Go 
To Next Extent’ tool  as well. 

 
8) Let’s zoom back to section #6.  If your screen doesn’t look like the one 

below don’t worry, we will fix it. 

 
 
 

 6 

 8 
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Panning – You can pan the screen around by using the ‘Pan’ tool  and 
clicking/tapping and holding the left mouse button to the screen and moving in 
your desired direction.   
 

1) Lets say you zoomed into section #6 and your screen looked like the one 
below. Do you notice that section #6 is not centered very well? To correct 
this we are going to use our         “PAN TOOL” in the toolbar. 

 
2) Now click and hold the left mouse button in the middle of the section #6 

label. Then move your mouse to the middle of the screen. 
 

 
 

3) Your screen should look like the one below.  Do you notice that section #6 
is centered in the middle of the screen? 

 
 
 
 

 1 

 2 

 3 
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4) Let’s zoom in further. Select the  zoom-in tool and “Click and Drag” 
with your left mouse button the area that is boxed in figure 4. 

 

 
 

5) Your display should look like the one on figure 5. You can see that the 
streets and address numbers have been labeled automatically by the 
application.  These layers turn on when you zoom in below 1:4800 scale. 

 
 

6) In the lower right hand border of your display you should see the scale.  
The scale of this display is 1:2202, which means 12 inches on your display 
covers 2202 feet on the map.  

 

 4 

 5 

 6 
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7) To turn on the aerials click/tap on the  tool button. Notice that the 
aerials are faded out.  This is done so that you can still read the address 
numbers.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8)  To turn on the building footprints layer tap the dropdown arrow              
the selection button tool for the Building Layer                             
will be displayed.  Press the  button and the building footprints will 
appear as seen in figure 8 below.   

 
 
 
 

 7 

 8 
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Identify – You may have noticed the pink section layer has been turned off.  
This layer turns off at 1:6000 scale.   
 

9) If you wish to identify what section you are located in, use the ‘Identify’ 

tool  by clicking/tapping it and then click the current location of your 
vehicle.   

 
10) After this is done a light green outline showing your section boundary will 

appear and an information box will pop up showing you what section ID 
you are in. As you can see you are still in section #6. The boundary also 
helps you better understand what streets are in your section. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                             
 
 

11) To remove the “Features Properties” box from your display, select the  
“exit” box.  The light green boundary will disappear as well. 

 
12) Turn off the aerials by selecting the          tool on your screen.  Your map 

should now show just the buildings.  

 9 

10 
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Find – The find tool  is found by selecting the dropdown arrow  
located next to the identify button.  It is an advanced tool that can be used to 
search for attributes in any of the shapefiles present in the application as shown 
below.  It’s recommended that the user become comfortable with the application 
before using this tool as it is more advanced. 
 
 

           
 
The ‘Location’ tab of the find tool can be very handy when out in the field.  The 
user of the application can input a coordinate into the form and label that 
coordinate on the screen. 
 
 

                                                 
 
 
More detailed information for the identify and find tools can be found with the 
ArcPad user documentation as these are standard ArcPad tools.   
 
Find Street - The ‘Find Street’ tool  was custom designed for this 
application and is used to zoom quickly to a known street segment.  The user 
can simply type the street name into the form and the application will 
automatically zoom to that street segment. 
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Collecting Initial Assessment Data 
 
The initial assessment toolbar    is useful for quickly 
capturing data points with estimated damage.  It can be used to collect initial 
housing and business damage reports, edit those reports and delete those 
reports if need be. 
 

1) To collect initial housing damage data first tap/click on the type of damage 
to the house.  Using your previous display screen, place a “No Damage” 
icon on 1119 Bluebird Ave.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

2) If you forgot what the “No Damage” icon looks like, just place your mouse 
pointer over the icons on the top of the screen and a message display will 
tell you what each one represents similar to figure #2. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 1 

 2 
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3) Now that we have found the correct icon, let’s tap/click on the icon and 
then tap/click on the screen where the address 1119 Bluebird is located 
at. If this is the first property that was assessed you will see the screen 
below in figure #3.  Notice that along with the “Green Circle” placed inside 
the parcel lines of 1119 Bluebird, you can see a dialog box which says 
“New Survey Date!” do not selct the “OK” button just yet. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
4) Since this is the first, damage placed on our map we will have to edit 

some information first.  Click the “OK” button next. 

 
 

5) The next screen shows some fields which MUST BE EDITED, before we 
can continue.  First, select the dropdown arrow next to the “County” field 
and select the word “Collier.” 

              

 3 

 4 

 5 



 18

6) Next, do the same for the “City” field and select “Marco Island.   
7) For the “Incident” fields select the current date by checking the box to the 

left of the field. 
8) Select the word “Hurricane” in the next dropdown box.  

 

                 
 

9) In the “Survey” field select the current date by checking the box to the left 
of the field.  

 
10) Next select your name from the “Team” field’s drop down box. 
 
11) If you can’t find your name, just type in your name in the first box.  For an 

example, I typed in “Frank Smith” because he couldn’t be found in the 
dropdown box. 

 

                    
 

 6 
 7 

 8 

 9 

10 11 



 19

12) Next complete the Survey Team fields by selecting the rest of your team.  
If you only have three team members, just put those three names in.  For 
an example I have placed the names “Helper1, Helper2 and Helper3” in 
the last three boxes. 

 
 

13) Now that all the fields are completed, select the “OK” green button         at 
the bottom of the form. 

 
 

14) Your screen should look like the following one; notice the green circle.   
 
 
 
 
 
 
 
 
 
 
 

12 

13 

14 
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15) Once again select the “Green Circle” icon, and  

 
 

16) This time (on the same street Bluebird), click the center of lots for 
addresses 1127, 1135 and 1143, one right after another without selecting 
the “Green Circle) icon between selections. 

 
The beauty of this program is that if you have several houses next to each other 
with no damage, you can quickly note it without having to return to the tool bar 
above. Lets next select to the “Edit” tool             .by clicking on that icon. 
 
 
 

17) After you select that icon, select the center of the green circle located at 
1143 Bluebird. Another dialog form will popup called “Edit Housing” 

     

15 

16 

17 
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18) Notice that the address is 1143 BLUEBIRD AVE.  Also notice that the box 
next to “No Damage” is selected.  Remember the “Green Circle” icon 
means “No Damage.” 

  
 

19) At the top of the same form, select the right arrow.   
 
20) Did you notice the tabs shifted over so that you could see the word 

“Incident?” 

 
  

21) Next select the “Incident” tab.  This is the same information that we placed 
in the very first assessment located at 1119 Bluebird Ave. Since the “Edit” 
icon is activated. Select all the previous assessments on Bluebird Ave. to 
see if their “Incident” fields are all the same.  They should be. 

 
 

18 
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22) Let’s leave the form by select the “OK” green button          at the bottom of 
the form. 

 
23) Remember how to turn the aerials back on?  Select the “Aerial” icon on 

the toolbar   . 
 
24) Now look at the “Green Circles” we just placed down on the map.  Do you 

notice there are no houses on these parcels?  Lets delete the “Green 
Circles from 1118 through 1135 BLUEBIRD AVE. On the toolbar select 

the  “Delete” icon.  With the “Delete” action activated we can delete 
each of the three addresses. 

 
 
 
25) When you begin to delete an assessment you will get a dialog box similar 

to the one in figure 25 below.  Select the “Yes” button for now. 

 

24 
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26) When you are done deleting the assessment at all three addresses your 

map should look like figure 26 below: 

 
Did you notice that 1143 BLUEBIRD AVE. is the only assessment left? 
Let’s continue with the assessment of BLUEBIRD AVE, but first turn off 
the aerials. 

 
27) It is suggested that at first you may want to drive down one side of the 

street and evaluate it first before you do the opposite side.  When you get 
used to assessing the streets you may wish to do both sides at the same 
time.  For now let’s stay with one side of the street, which is the “South” 
side of BLUEBIRD AVE. 

 
28) The map is orientated so that: 

a.  Up is North, 
b. Down is South, 
c. Left is West, and  
d. Right is East, similar to figure 28 below 

 

 S

N

EW

26 

28 
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29) Let’s head “Eastward” down BLUEBIRD AVE. We will begin by placing a 
“Major House Damage” assessment on 1151 BLUEBIRD AVE.  Do you 
remember how to do that?  You map should look like figure 29: 

 

     
 

30) Next, look at address 1161 BLUEBIRD Ave.  You will notice there is no 
building footprint on the map. However, you are looking at a house that is 
numbered 1161.  Turn on the aerials and you should see a house. Similar 
to figure 30 below: 

 
 

There may be some building footprints which have not been drawn yet.  This is 
because the building footprint layer is continually changing.  Houses are built 

each year and houses are demolished each year.  As this layer get edited, staff 
will update it in this program 

29 

30 
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31) Next, click on the identify icon  and select the corner lot numbered 
“1181”.  You should see a boundary line the dialog box we talked about 
previously. Remember, we want to stay in Section #6 so that we don’t 
duplicate someone else’s efforts. 

 
 

32) Exit out of the dialog box by selecting the exit icon . 
 
33) Next we will go north on YELLOWBIRD ST towards N. COLLIER BLVD.  

Take a left turn and assess all the properties on the southside of the 
street.  You can place any type of damage you wish, except for the ones 

that have a “B” in the middle of the icon.  Use your “Pan” tool  to help 
you move westward down N. COLLIER BLVD.  Stop just before the 
church.  If you have the aerials turned on, turn them off and you will be 
able to see the icons better.  With the aerials off your display should look 
like the one below in figure 33. 

 

31 

33 
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34) Next, we will go past 1101 which is St. Mark’s Church.  Turn south down 
W. ELKCAM CIR.  Let’s assess minor damage for the church.  We will 

select the Business icon for “Minor Business Damage” , and then 
click on the church’s property. 

 

 
 
35) Select “OK” and set the following form up the same as the housing 

damage form, and then click the “OK” icon . 

 

34 

35 
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36) Now we can assess both commercial properties around the ELKCAM CIR. 

area, or continue on with and residential properties. Let’s turn down 6TH 
AVE. and assess the properties up to YELLOWBIRD ST. Remember, we 
need to stay in section #6, so you may want to identify it from time to time.   

 
 

37) Next we will assess condominiums. PAN southward down the map until 
you see 529 TALLWOOD ST and 485 TALLWOOD ST.  These two 
addresses are condominiums.  You display should look like the one below. 

 

36 

37 



 28

38) Condominium complexes, timeshares and hotels are all residential units 
and should be evaluated as residential or housing.  Yu will notice most 
condominiums have one parcel of land and multiple buildings.  When you 
evaluate these units you can place multiple assessments on one building 
like the screen in figure 38 below. 

 

 
 

39) Let’s say that unit 1A of 529 TALLWOOD ST had minor damage.  We 
would select the “Minor Housing Damage” icon and then place it on the 
condo building similar to figure 38 above.  Then we could select the 

“EDIT” icon  and click on the assessment Icon on the map. 

 
 

40) Next the “EDIT HOUSING DAMAGE” form would popup and we could edit 
the form similar to the one in figure 40. Can you see that unit 1A has been 
added?  Select the “OK” button to get out of the screen.  You can do the 

same for the rest of the condo units as well. 

 

38 

39 

40 
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41) Now we will end our session.  To accomplish this select the “EXIT” icon 

 in the upper right-hand side of the display. 
 

 
 

42) Do not worry about saving the data or zooming out to the original display 
extent because the software program will start you off at the beginning 
scale similar to page #7. Only this time all of your data will have been 
stored. 

 

 
 
 

 

41 
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PART II 
 

 
ASSEMBLING THE DATA 
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Extracting The Data: 
 
The ‘ArcPad Damage Assessment’ application allows field personnel to collect 
data which is automatically saved into different shapefiles as soon as the user 
hits  on the user forms.   
 

1) On each laptop, these shapefiles are stored in the  folder 
in the C:\directory.   

 
 
 

2) At the end of the “Initial Assessment” process each assessment team will 
bring their laptops to City Hall for a data download. A staff member will 
note the person’s name who delivered the laptop, the date and time it was 
delivered, and the section their assessment team worked in. 

 

 

1 

2 
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3) The staff member responsible for assembling the data will take a zip drive 

and attach it to the USB port on the laptop as shown in item 3.  
 

 
 

4) The staff member will then search for the “Assessment Shapefiles” folder 
on the laptop. 

 

 
 
 

5) Then they will right click the folder name and select the word copy from 
the pop-up box. 

3 

4 
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6) Next staff will navigate to the zip drive folder and search for the folder for 

that respective section.  We will use SECTION 1 in this case as shown in 
item 6 below. 

 
 

7) Then they will right click the folder name and select the word “Paste” from 
the pop-up box. 

 
 
8) Staff should check each section’s folder to make sure the data transferred. 

      

6 

7 
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9) The Zip drive will then be placed into the staff member’s desktop computer 

and the section folder will be copied to the “F Drive” in a folder named 
F:\Marco Building Services\Damage Assessment-EventsName.  The 
“EventsName” will be changed to whatever the named storm is. 

 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
10) Staff should check each section’s folder to make sure the data transferred 

to the “F” drive on the server. 
 

 
 
 
 

9 
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11) of the City.  There are a total of ten (10) sections., the staff member 

responsible for assembling the data will take The data from these 
shapefiles can be brought directly into MS Access, MS Excel, or ArcMap 
to create maps, do analysis, etc. Open the folder noted in item # 1 above.  
You will notice In your MS Explorer window that there is an MS Access 
database. Open this database. 

 
 
 

12) A table will pop-up similar to the one below.  Disregard the table names 
and take your mouse pointer and right click in the “White” area between 
the file names similar to item #3. 

 

 
 
13) Select import from the pop-up list and search for the file: C:\Damage 

Assessment\Assessment Shapefiles\InitialDamage_To_Housing.dbf. If 
you can’t find the file, make sure the “Files of Type” box has the words 
“dBASE IV” selected, then select the “Import” button. 

 

3 
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14) vvv  
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PART III 
 

FULL-DAMAGE ASSESSMENT 
PROCEDURES 



 38

 


