1. Sign in to your AGOL account within ArcMap
2. Remove any basemaps since they cannot be published, plus AGOL has basemaps of its own.
3. Under File, Share As, Service is where the publishing process for the map starts 
4. Give the service a name that doesn’t start with a number or include symbols such as -, ‘, ?
5. After selecting a name for the service the Service Editor will pop up 
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6. On the left side of the Service Editor click on Item Description and fill in a Description, Tags, and a Summary. This is required in order to publish the document.
7. At the top click on Analyze to find anything wrong with the layers or map document that would prevent the items from being published. 
8. Here are some common errors and how to fix them
a. Layer Draws at All Scale Ranges
i. Go to the properties of a layer and under General select ‘Don’t show layer when zoomed:’
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ii. Under ‘Out Beyond’ select ‘Customize This List’ and load the scales from ArcGIS Online/Bing Maps/Google Maps and click OK
[image: ]
iii. In the Layer Properties for ‘Out Beyond’ the default I select for all maps is ‘1:1,155,581’. Repeat this for each layer.
b. Layer Does Not Have a Feature Template Set
i. This error message can be ignored. In the process of publishing the map document the feature template for a layer is automatically created.
c. For any other errors right clicking the error and selecting Help will give more information on the error and provide a solution for resolving it.
9. Click on Publish in the top right of the Service Editor.
10. Once the service has been published open up AGOL. The service should show up on the Contents page as a Hosted Feature Layer.
11. Open the Hosted Feature Layer in the AGOL MapViewer and select Save As at the top to save the map as a webmap. 
12. Return to the Contents page and open up the newly created webmap. This is where any changes will be configured and is what the Web App will be based off of. 
13. Some common configuration changes made in the webmap
a. Rename the layer to something user friendly
b. Configuring or disabling the popup box that appears when a feature on the map is clicked on
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14. Once the webmap has been configured go to the item page to begin setting up the Web App
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15. After adding a Title, Tags, and Summary the Web App Builder will open.
16. The Foldable Theme is the default for any applications displayed on the website.
17. The Map tab can be used to set the initial extent, change which webmap is displayed, or customize scales.
18. In the Widget tab click on the blank 1, 2, 3, etc to add widgets such as Print, Legend, Share.
19. Lastly the Attribute tab is used to change the title and subtext that is displayed at the top of the page. 
20. [bookmark: _GoBack]Save the Web App at the bottom left. Anytime the settings are changed the Save button will glow to indicate changes that have not been saved yet.
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