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HOW TO: Drop a pin on a Google Map. 

Go to Google Maps: https://maps.google.com/. 

Click the “Sign in” button in the upper, right corner (see image below) 

 

Sign in (if you already have a Google/Gmail account) or create an account (if you don’t).  

Go to “My places” (in the upper, left corner) and then click the red “Create Map” button. 

 

Choose to create a “New Map” (though to come back to this map, you will need to edit). 

Name your map by double-clicking the “Untitled Map” in the upper, left corner of the box. 

 

Two Ways to Add Sites 

You can add sites by searching the toolbar at the top of the screen or by manually dragging the 

blue balloon to a location of your choice. If you’re working with a site that has a specific address 

(or intersection) or that is a searchable place (many buildings or parks are searchable), then use 

https://maps.google.com/
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the search bar. If your site is graffiti that isn’t easily searched, manually add the balloon. See the 

descriptions below for explanations of each. 

Using the Search Bar to Find Sites 

 

Use the search toolbar at the top of the screen (see image above) to do one of two things:  

1) Type the name of the location (as you would in a Google search) or 

2) Type the address or intersection of the location. 

After you’ve searched using one of these two options, Google Maps will identify the location 

you searched. Now, if you click on that location (typically a red balloon/pin), you will be given 

more information and some options. Select the “Save/Add to map” option (see image below). 

 

Next, you can click on your saved bubble/pin to edit the title and description. Be sure to add 

some descriptive details and/or a web address to the pins you drop.  
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You can also change the style of your marker from this edit window by clicking on the blue 

balloon in the upper, right-hand corner. (See images below) 

                                         

When you’re finished click “OK” on the comment bubble area, and then select “Save” and 

“Done” on the right margin of the screen (see image below). 
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Adding a Pin Manually 

You can add a pin manually by dragging the blue balloon at the top, left of the 

map screen area to whatever location you’d like. You should probably zoom the 

map in to the location first, then drag the balloon and drop it. You can move it 

around at any time. Also, see the instructions above for how to edit the title and 

description and how to change the marker. 

 

Making Your Google Map Public 

In the upper-right corner, hit the “share” button, and then a box will pop up (see 

image below).  

Under “Who has access,” you may need to select the “Change” link to update the 

settings so that your map is either “public” or “viewable to anyone with the 

link.” Save those changes, and then you can copy and paste the “link to share” to 

embed your map online somewhere or to email it. 
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