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Abstract 
 
ArcMap and Customer Service Toolkit (Toolkit) Geographic Information System (GIS) functionality allow 
features to be copied from one layer in the Table of Contents (TOC) and pasted into another editable 
layer in the TOC.  Described in this task guide, are the instructions to copy and paste features from an 
existing layer in the TOC to planned land unit (PLU), practice, resource inventory, or build your own 
Toolkit layers.  The source layer will be referred to as the copy layer and the destination layer as the 
paste layer.  The instructions assume the user has the copy and paste layers created using the New 
Toolkit Layer button and loaded into the TOC. 
 
Instructions 
 
PLU Layer 
 
Note:  The PLU layer is only available as a polygon feature type.  Features may be copied from any 
polygon source layer, but typically are copied from the Common Land Unit (CLU). 
 

1. Start editing the PLU layer with the Toolkit Digitizer button . 
2. Click the Selection tab at the bottom of the TOC. 
3. Locate your copy layer and check the box to the left of it, making the layer selectable. 
4. Click the Display tab at the bottom of the TOC. 

5. Use the Select Features tool  from the Tools toolbar and select features from the copy layer. 
6. Click on the copy layer in the TOC to make it the active layer. 

Note:  The Copy Fields button  on the Land Unit Editor toolbar is now available. 
7. Click the Copy Fields button on the Land Unit Editor toolbar. 

Note: The Paste Fields button  on the Land Unit Editor toolbar is now available. 
8. Click the Paste Fields button on the Land Unit Editor toolbar. 

Note: Allow the computer to work until the Paste Fields button is disabled. 
9. On the Land Unit Editor toolbar, click Editor > Save Edits. 
 
Practice Layer 
 
Note:  Features may be copied from any source layer, but typically are copied from GPS-captured data 
that is already in a shapefile format of the same geometry type.  The geometry type of the copy and paste 
layers must match with the exception that polygon features can be pasted into line layers. 

1. Start editing a point, line, or polygon practice layer with the Toolkit Digitizer button . 
2. Click the Selection tab at the bottom of the TOC. 
3. Locate your copy layer and check the box to the left of it, making the layer selectable. 
4. Click the Display tab at the bottom of the TOC. 

5. Use the Select Features tool from the Tools toolbar and select features from the copy layer. 
6. Click on the copy layer in the TOC to make it the active layer. 

Note:  The Copy button  on the Practice Editor toolbar is now available. 
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7. Click the Copy button on the Practice Editor toolbar. 

Note:  The Paste button  on the Practice Editor toolbar is now available. 
8. Click the Paste button on the Practice Editor toolbar. 

Note:  Allow the computer to work until the Paste button is disabled. 
9. On the Practice Editor toolbar, Click Editor > Save Edits. 
 
Resource Inventory Layer or Build Your Own Layer 
 
Note:  Features may be copied from any source layer of the same geometry type. 

1. Start editing a point, line, or polygon resource inventory layer with the Toolkit Digitizer button . 
2. Click the Selection tab at the bottom of the TOC. 
3. Right-click the copy layer name, then click Make This The Only Selectable Layer. 

Note:  The point, line, or polygon geometry of the copy layer must match the paste layer. 
4. Click the Display tab at the bottom of the TOC. 

5. Use the Select Features tool from the Tools toolbar and select features from the copy layer. 
6. Click on the copy layer in the TOC to make it the active layer. 
7. Click the Edit menu, then click Copy. 

Note:  The keyboard shortcut for copy is <ctrl> C. 
8. Click the Edit menu, then click Paste. 

Note:  The keyboard shortcut for paste is <ctrl> V. 
9. On the Editor toolbar, click Editor > Save Edits. 


