
How to Use www.batchgeocode.com 
 
Geo-coding is the term used for converting a street address to a latitude and longitude value. Once you 
have these values for an address you can plot the information on maps. 
 
One tool for doing this is www.batchgeocode.com. Following their instructions you can use an exported 
set of addresses from Nspire to create a map that shows multiple addresses mapped together. What 
follows are instructions for using www.batchgeocode.com to create a map showing where all your 
households are located. 
 
Note: There is a limit to the number of addresses you can geocode per day. The current maximum is 
5000 per day per ip address. The site recommends that you not do more than 500 at a time. We have 
done more in testing but it does take time. Expect to take about 10min per 500 addresses or so. Time 
may also depend on your internet speed. 
 
Step #1 - Create an export file containing the addresses you want to map. 
 
Open Nspire and go to View Households. In the Household window you can use a query to limit your list 
of addresses. Next you need to click the Print button in the top right corner of the screen. In the Reports 
window Click the Export button to create a text file containing the addresses. 
 
In the Export Template window, click the insert button to create a new export template. 
 

 
 
In the update window we will create a new export file template for our geocode file. 
 



 
 
Name:  Name the template Batchgeocode 
 
Description: Whatever you want here. You can leave it blank. 
 
Check the Use Header record check box so you can identify your columns on the geocode web site 
 
Next you need to select your tokens. Click the Modify List button. 
 



 
 
In the Find control type Address. Select the Household Home Address in the list. Then in the Token 
Format list, you can double click Address, City, State, and Zip Code tokens. Your list should look like the 
one above. After you have your tokens, click the Ok button. 
 
Now we are ready to export. Click the export button and chose to save your file to your desktop. If you 
take the defaults, the file should be named export.csv. You can change this if you want. 
 
Step #2 - Get you data into the www.batchgeocode.com web site. 
 
Next you need to open your file in Excel. If you have Windows Excel installed, the export file should 
already be associated with Excel. All you have to do is double click the export.csv file located on your 
desktop to open the file in Excel. 
 
Once you have opened the file, select the first cell and click Ctrl-A. Just hold down the Ctrl key on your 
keyboard then click "A". This will make Excel select your entire data set. Next click Ctrl-C to copy the data 
to your clipboard. 
 
Now, point your web browser to http://www.batchgeocode.com.  
 



 
 
Under step #2, click the text field and then click ctrl-a to highlight all the data already in the text control. 
Next press Ctrl-V to paste your data into the text control. Once your data is in the text control click the 
validate source button to test your data.  
 
You should see information about the number of columns and rows you have in your list. 
 
Step #3 - Select your columns and create your Map. 
 

 
 
Under Step 4 on the batchgeocode.com web site you need to match your columns up to the correct fields. 
In Address, select your address column, then set your City, State, and Zip code. The other fields can be 
used to create more descriptive maps if you choose to import more data.  
 



 
 
Under step 5 on the web site, click the Run Geocoder button. A processing message will appear as you 
step through your records. Once complete your map will appear in Step 6.  
 

 
 
You can save a link to your map that you can share. However, note that it will save your address data on 
their site and it is visible on the page with the map.  
 
There you go. You have now created a map that shows where all your households are located. 
 



Have fun making your 
own.

 


