St Joseph County

Geographic Information Systems Department
(269) 467-5543 Fax (269) 467-5672

Basic Step by Step Directions for Creating a Mailing List from a
Buffered Area on Fetch GIS Desktop
St Joseph County MI

1. Zoom to the area you are interested in. In this example, we want to create mailing labels for people living around a
lake.
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2. Click on the map tools icon (wrench) at the top right of your screen (it will turn blue). Then
select “Drawing Tools”. A long list of drawing tool options will appear. Select the “Freehand

Polygon” tool near the bottom of the list. Your screen will then look like this:
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Use your curser (keeping the mouse button pressed) to trace the approximate borders of the
lake to create a polygon graphic. Release the mouse button to finish the polygon. The polygon
you create will turn blue by default. Click the red “Done” button when you have completed your

polygon. You will be taken back to the “drawing tools: area.

Fill Color:

Qutline Color:
Outline Width:

Editing Options




4. Now select “Buffer Tools” from the list of tools on the lower right of the screen. Some options
will appear. Select “Graphic” and then set a buffer size (try 100 feet).
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5. Hit the blue ‘Select” button, then click on the polygon you created. It should then be highlighted
with a green line.
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Now hit the green “Run” button. Fetch will create a 100 foot buffer around your polygon (yellow
line), automatically select all the parcels within 100 feet of you polygon, including those parcels
only partially within 100 ft (yellow highlight), and return a list of owners and addresses for those

parcels. Your screen will look like this:
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7.

At the bottom of the list are a number of options for saving or printing the addresses. You can
choose to export the data as a CSV file which can be imported into any spreadsheet. You can
also print the labels directly by choosing your label format (Avery 5160, 5162, or 5163) and then
hitting the “Print Labels” button. Once the formatted labels appear on your screen, select the
printer icon (circled in red below) to send the labels to your local printer.
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8. Once you are done, select “Cancel” and enjoy your new labels!

This should get you started. Once you have used the application a few times and get comfortable with it,
you will discover that you can use the “Drawing Tools” and “Buffer Tools” together in a variety of ways
to create mailing labels. You can buffer from any type of graphic you create (point, line, polygon, etc)
and you can change the buffer distance to meet your needs. You can create multiple polygons graphics
to buffer from. You can even select the “parcel” option in the buffer tools and buffer from the edge of a
preselected parcel or parcels. There are lots of options for buffering and creating mailing labels, so keep
playing with it, you will be a pro in no time.

Notes:

1. Parcel owner names and addresses are updated nightly in Fetch, so as soon as an owner change
is processed by the County, you will see it on Fetch. Parcel splits, combinations, and new parcels
may only be updated once a year in April or thereabouts.

2. The mailing label application In Fetch returns the OWNER name and address, not the PROPERTY
or current resident address.



