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Step 1: Type of Resource

 Architectural sites –

(Historic Property Inventory 

Form) “survey sites”

 National Register-

Nominations listed



 Click on the Search tab in the “Toolbox”

 Select 

 “By Address

Step 2: Location



For example: 1900 Kanawha Blvd E, Charleston

Not in a Historic District
In a Historic District



For example: “West Virginia Capitol Complex”



 In the white dialogue box, click the blue link 

Step 5: Accessing the Form



National Register Nomination in PDF – Requires 

Adobe Acrobat Reader



Understanding the Nomination

 Open the National Register Nomination

 Read thru the document to find the list of resources

 Listed as a “Contributing or Pivotal” resource, refer 

to weatherization agreement

 Listed as “Non-contributing or Not contributing” 

resource, a full submission may not be required, 

refer to weatherization agreement.

 If you have any questions about submissions for 

review, contact Teresa Longfellow or Danny Neely



• Architecture sites are on 

HPIs or Historic Property 

Inventory Forms  (survey 

forms)

• Requires Adobe Acrobat 

Reader



Understanding the HPI

 Open the HPI in Adobe Reader

 Look for the “Rating:_____” at the top of the page

 CE = Considered Eligible 

 AI = Additional Information is needed to make a 
determination

 NE = Not Eligible 

 CHD = Contributing resource to a historic district

 NCHD = Non-contributing resource to a historic district

 VR = AI

 PR= CE/AI

 IR = AI



Understanding the HPI (continued)

 If no “Rating:___”

 Read through the Statement of Significance on the 

second page.

 Look for key words: “Eligible”

 “Non-contributing”, “Not contributing”, “lack of integrity”

 Please review your agreement for more information.



Switching Map Types

 Select “Layers” Tab

 Select “Background”

 Click on “USA Topo” 

 As you zoom in, it will 
switch to ESRI Road

 As stated in the 
agreement, submit USA 
Topo maps for your 
review

 “Best Leaf Off Imagery”

 Can confirm the 
resource’s location



 In the PDF window just click “Print” or 

 If you would like to print the map

 Zoom in or out until the desired area is visible

 Click “Print” on the top of the screen

 Select either “Save Map as PDF” or “Save Screenshot as 
JPEG”

 Enter in Notes if desired

 Select “Save as PDF” at the bottom of the box

Step 6: Printing



Step 6: Printing (continued)



Step 6: Printing (continued)

 Open the location of your downloads

 Internet Explorer will pop up the downloads tab

 Click open for “shpo.pdf”



Shpo.pdf

Click “Print” button



Shpo.pdf

File- “Save As…” be certain when saving the map to follow the file labeling procedures in 

place



Questions?

 Contact Bethany Canfield 304-558-0240 

bethany.d.canfield@wv.gov for questions 

about using the online GIS and 

understanding Nominations and HPIs

 Contact Teresa Longfellow or Danny 

Neely for questions about your agency’s 

agreement with our office. One of them will 

contact our office if needed.

mailto:bethany.d.canfield@wv.gov

