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Background 
When building land units or practices into the geodatabase, there are many instances where features 
(points, lines or polygons), typically in shapefile format, already exist.  Using the functionality of 
Toolkit, we can copy these features and paste them into the ‘land unit’ or ‘practice’ layers.  This will 
save time because features will not have to be re-digitized.  Some examples of where this functionality 
might be used include:   

1. When adding adjoining fields (less than an entire tract) from the CLU to the ‘land units’, 
2. When a partner provides a shapefile of a property boundary, this can be copied into the ‘land 

units’ layer (PLU), 
3. When a practice shapefile already exists or is digitized in ArcView, this can be copied into the 

appropriate practice feature layer. 
 

This process is described below:   
 
Basic Process How To: 
 
Start editing the layer you want to add features to by clicking on the ‘Toolkit Digitizer’ button (pencil) 
and selecting the layer.  Bring the shapefile you want to copy features (points, lines or polygons) from 
into your ArcMap project using the ‘Add Data’ button.  This will require you to navigate the 
customer’s folders to find the shapefile you want to use in this process.  Click on the shapefile name in 
the Table of Contents so that it is highlighted.   
 

 Toolkit Digitizer   Add Data Button 
 

Be sure Layer is highlighted in the TOC 

  
 
Select the features you want to copy with the ‘Select Features’ tool on the ArcMap standard toolbar.   
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Buffer Shapefile being copied into Practice (Polygon) Layer 

 
If features in other layers are selected you will need to go to the ‘Selection’ drop down menu and ‘Set 
Selectable Layers.’  This may require you to ‘Clear All’ and then only click on the layer you want to 
be able to select.  Once you have selected the features, the ‘Copy’ button should be active on the Editor 
Toolbar.  Click on the ‘Copy’ button; then click on the ‘Paste’ button.  This will copy the features from 
the shapefile into the layer you are editing. 
 
    Copy   Paste 

 
 

You may check to see if the operation was successful by turning off the shapefile (uncheck the box) in 
the Table of Contents.  You should see the pasted features in the layer you are editing if the process 
was successful. 

Uncheck the Box   
 

Important:  You must save your edits before you stop editing.  Click on the Editor drop down menu 
and click on ‘Save Edits.’  Once you have saved your edits you can click on the Editor drop down 
menu and choose ‘Stop Editing.’   
 
 
Questions:  Toby Alexander (802) 951-6796 x229, Bob Sylvester    (802) 951-6796 x244 
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