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How to Create a CT&E Data Table 
 

 

ISSUE: 

Toolkit can be used to create maps for a specific purpose, such as environmental compliance (ESA 
Section 7).  A map showing Candidate, Threatened, and Endangered (CT&E) species occurrences 
must be accompanied by a data table that lists all species within: (1) the project area, or Area of 
Potential Effects (APE), (2) a 0.33-mile buffer of the APE, and (3) those species that are outside the 
buffer but appear on the map at a scale of 1:24,000. 
 
Below are instructions for how to copy data from Toolkit and paste into a spreadsheet template to 
create a customized data table. 

INSTRUCTIONS: 

A. Open Toolkit.  Open your CT&E Map in Layout View.  
B. Open the spreadsheet “CT&E_Data_Table_Template” in Excel. 
C. Enter Client and TMK information in spreadsheet. 
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D. Use the SELECT tool to select the point and area occurrences (FWS and HBMP) and Critical 

Habitat within the project area’s APE. 
 
 
 
 
 
 
 
NOTE: The default is Select by Rectangle.  
There are other options available for 
selecting within irregular areas. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Point and Area occurrences and Critical 
Habitat will be selected. 
 

 
E. Right click on the first layer in the Table of Contents (fws_rarespecies_p_hi00x) and select “Open 

Attribute Table”. 
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F. When table pops up, select “Show selected records” for the table view. 

 
G. You will now see only the records of sites occurring within the APE. 

 
H. Right click in the table and select “Copy Selected” 
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I. Go to spreadsheet “CT&E_Data_Table_Template”. Click on “Table Template” tab. 
J. Place cursor in box A12 (directly under “FWS (Point)” heading). 

 
 
K. Paste records from Toolkit table using Ctrl+V or the Paste icon (clipboard) into spreadsheet. 
 

 
 
L. Selected records from Toolkit table will appear with headings in the spreadsheet 
 

 
 
M. Repeat steps E through L for the remaining CT&E data layers and Critical Habitat (final and 

proposed) layers: 
 

HBMP (Point) 
FWS (Area) 
HBMP (Area) 
Critical Habitat 
Critical Habitat (Proposed) 

I 

J 
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N. Repeat steps D through M for the APE 0.33-mi buffer area and for the map area (1:24,000 

scale). Remember when selecting from inside the 0.33 mile buffer that you do not include those 
that are also in the APE and for those that are in the map area do not include species that are 
also in the APE and the 0.33 mile buffer. 

 
O. Refer to “Example” tab in spreadsheet for an example of the final table. 

 
 
NOTES: 
 
No findings within an area 
If no CT&E point or area occurrences or Critical Habitat areas occur within your APE, APE buffer, or 
map area, then refer to the tab “Extras”.  You will find a list of pre-written statements that you can 
copy and paste under the appropriate header in the table. 

 

Select from list of 
prewritten statements 
for areas with no 
occurrences 
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“Last Observation” Date Missing 
In some cases, the exact year of the last observation is not available for FWS or HBMP point and 
area occurrences.  These occurrences have been coded with a number “0”, “1”, or “2”.  Prewritten 
statements explaining the significance of these codes are included in the “Extras” tab. Copy and 
paste these statements to the bottom of the table in the “Table Template” tab. 
 

 
 
 
Finalize the Table 
Once all data records have been copied from Toolkit and pasted into the spreadsheet, you may add 
any additional formatting you wish (e.g., removing empty rows, formatting header/footer, etc.).  Once 
the table is complete, export it to a PDF file.  (Go to Acrobat tab, and then click “Create PDF”).   
 

 
Your CT&E Table is now complete. 
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