To start and open the TOPO program.
Double click the “TOPO 4” icon on the desktop.  Click on the big “GO” box.  Click on California in the map.  Click in the area you want to look at or follow the directions for marking a location.  Each time you left click the map will zoom in.  If you right click a box will pop-up and you can pick which level of magnification you want to use.  

To mark a location or item found on the map
To Mark an item found or location go up to icons and click on “GPS waypoint tool” (red diamond with blue outline) move the cursor down to the map and left click on the map.  When you click on the map a box will pop up called “waypoint editor” In this box enter coordinates in Easting and northing.  In the name box enter a brief name (can only be ten characters long), then in the message box at the bottom of the pop-up box enter a more detailed description of what the location is.  After entering information click on “ok”.
Example:   1.
In the name box enter “Brush”   in the message box enter “Brush found by team two” 
2. In the name box enter “Team 2”  in the message box enter “Team 2 check in location”

While still using the “GPS waypoint tool” if you place it over the location on the map it will show you the entire message for that location.

To see a list of waypoints and there description go up to the tool bar and click on “view” then click on “content viewer”.  In the content viewer click on GPS waypoints and you will see a detailed list of all the points to include; Name, Coordinates, Date, Time, and Message.  If you want to go to one of those locations on the map just double click it and it will take you to it.
If you want to give the location a different symbol go up to the tool bar and click on the “symbol tool” (red thumbtack).  Move the cursor down to the location and click on it.  A box will pop-up called “symbol”.  With this box you can pick from numerous styles and colors for you symbol.  Once you have picked your symbol click “ok”.  

To mark a bearing line on a map
To mark a bearing line on a map go to the tool bar and click on the compass tool. (arrow with an “N” above it.)  Your cursor will become an anchor, place the top of the anchor on the center of the waypoint and left click.  After you click and place the anchor your cursor will become a diamond.  Move the diamond away from the anchor to however long you want the bearing line to be.  In the lower left corner of the screen you will see, “Dir:” with numbers after it.  This is your bearing in degrees.  As you move the diamond around the anchor you will see your bearing numbers change.  Move the diamond around the anchor until the bearing numbers get to the bearing that you are trying to mark.  Once you get the diamond to the bearing you want, left click the mouse.  When you click a box will pop up called, “Direction line.”  In the box you can enter information if need be.  If you are just wanting to put a bearing line on the map you do not need to enter any information in the box.  Then click “OK” and the bearing line is placed on the map.  
If you need to delete a bearing line you can right click over the line and the “direction line” box will appear again.  In the bottom right corner of the box click on “delete” and the bearing line will be deleted.  
To upload or download to or from a GPS unit
To upload or download from a GPS unit, first connect the GPS unit to the computer and set it up for the GPS unit.  Click on “view” in the menu bar, then “preferences and settings.” Click on “GPS” in the pop-up box, and then click on “receiver type.”  In the “receiver type” box click on the “make” drop down menu.  Select the appropriate brand for the GPS unit, and then select the proper model from the “model” drop down menu, then click “OK.”      
Click on the, “GPS and handheld options” button in the toolbar. (GPS unit with two arrows) when you click on it a box called “GPS and handheld options” will pop-up.  In that box click on either upload or download, then click “OK.”  A wizard box will pop-up, click on the option that says, “to a GPS unit that is now connected to the PC,” then click on “next.”  A box will pop-up telling you to choose waypoints, tracks, or routes to be transferred.    Click on “finished” and the items will begin to transfer.  
Settings for TOPO program.
Units, Coordinates: 
UTM and  NAD83/WGS84 

Tools then Compass:
Decimal degrees, True north, Full circle, Radial

GPS:


Waypoint display / waypoint display label(name only)

Shade relief:

Subtle


Grids:  

Blue dashed line set at level 5 only
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