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Who is this Guide For?

This guide is intended for ATBI/BioBlitz data managers who will be setting up the ATBI Interim Database Application for capturing data from their ATBI/BioBlitz activities.
Why Configure?

The ATBI Interim Database Application was developed to meet the needs of many different ATBI and BioBlitz customers.  As such, it is rather general in its scope “out of the box”.  By configuring and customizing the ATBI Interim Database Application, data managers can make it a much more focused tool that fits their particular ATBI or BioBlitz.
Database Setup

File Location and Backups

The ATBI Interim Database Application is built in Microsoft Access.  As such, it is a file-based database, as opposed to a server-based database.  What this means is that if the back-end file (typically ATBI_be.mdb) is deleted or corrupted irreparably, the data are lost.  This is why it is important to make regular backups of the back-end file.  If possible, it is recommended that the back-end file be stored on a network server that is regularly backed up and has reliable connectivity to the network.  Quick backups can be made by starting the application, navigating to the Administration menu, and clicking the Backups button.
It is recommended that the front-end file be put on the workstation that will be used to run the application, rather than stored on a network drive.  This makes for a more efficient application, as user-interface elements will be available locally and won’t have to be sent across the network.

Since the application consists of a separate front-end (user interface) file and back-end (data tables) file, it is important to link the front-end to the back-end once the location for each has been decided.  If you are not prompted to link the database to the back-end file on startup, navigate to the Administration menu and click the Update Data Table Links button to set up the link.
Metadata

The metadata functionality of the application consists of a field for describing the application purpose, a field for an NPS Data Store URL, a field for a Dataset Catalog GUID, and a Local Metadata File Name.
The metadata will be displayed every time the About button is clicked on the main menu, so filling in as much of the metadata as possible will be helpful for providing background to the users of your application.  To enter metadata, navigate to the Administration menu and click the Metadata View/Edit button.

The application purpose is fairly self-explanatory.  The NPS Data Store URL should be used if you have posted more detailed metadata to the NPS Data Store and you wish to furnish a hyperlink to that data for your users.  The Dataset Catalog GUID is intended to provide a link to a more detailed metadata record in the NPS Dataset Catalog application.  The Local Metadata File Name may be used if you have a standalone metadata file.  By placing that file in the same directory as the back-end file and entering the Local Metadata File Name, a link is created that users can click to open the detailed metadata file.
Custom Form Controls
The ATBI Interim Database Application makes it easy for non-MS-Access-experts to customize their forms and tables by adding custom form controls (and associated fields in the appropriate tables).  Custom form controls may be added by navigating to the Administration menu and clicking the Add Custom Form Controls button.  Custom form controls may be added according to the following table:
	Add/Edit Form Name
	Maximum Number of Custom Controls
	Available Short Text Fields
	Available Long Text Fields
	Available Lookup Fields

	Events/Visits
	5
	2
	1
	2

	Location
	5
	2
	1
	2

	Observations/Vouchers
	10
	6
	2
	2

	Projects
	5
	2
	1
	2

	Sites
	5
	3
	1
	1

	Taxonomy
	10
	6
	2
	2


Short text fields include the types: short text, number, date/time, and integer. Long Text fields are memo fields. Lookup fields are Yes/No fields and any short text fields that include a lookup list.

Once you’ve selected the form to which the field will be added, the following properties may be set:

· Label

· Type of information to store

· Short text (<=255 char.)

· Long text (>255 char.)

· Decimal

· Integer

· Date/time

· Yes/No

· Description

· Whether or not the new field should be required (may only be made required if the underlying table has no records) 

· Default value

· Min./Max. (for numeric data types)

· Whether or not there should be a set of lookup values for the field (short text only; Yes/No will automatically have a lookup of “Yes” and “No”)

If a Yes/No field or a Short text field with a lookup is selected, then a lookup list will be used on the form.  Otherwise a textbox will be used on the form.
Data Entry Values
General Lookups

General lookup values are stored in a single table in the application (tlu_Enumerations).  This table holds lookups for many different types of information, such as unit code, datum, and taxonomic category.  Lookup values for custom fields can be edited here if a lookup list was specified during creation of the custom field. The table consists of five fields:
· Enum_Code – the value that is actually looked up

· Enum_Description – a description of the value

· Enum_Group – the type of information that is looked up (Taxonomic Category, Collection Method, Contact Role, etc.)

· Sort_Order – an optional sort number for the values within an Enum_Group

· Editable – If checked, the lookup record will be displayed for edits in the Lookup Table Management form. This field is not shown in the form view so as to discourage user modification of these values. If the database administrator wishes to modify the values in this field it can be accessed directly in the tlu_Enumerations table.
Lookups for the following enumeration groups are pre-defined as not editable by the user or database administrator:

· Major Evidence Type
· New To Park

· New To Science

· Newly Verified

· Taxa Category

· Taxon Code Source

· Taxonomic Rank
Many values are preloaded into the lookup table in the application.  It is wise to trim down the lookup values to those that are relevant to the particular ATBI/BioBlitz that is being undertaken.  To add/edit/delete lookup values, navigate to the Administration menu and click the Lookup Table Management button.
An example of a type of lookup that could be trimmed is Unit Code.  There are 536 unit codes in the lookup table by default.  Typically an ATBI/BioBlitz involves one or perhaps two park units.  By deleting extra unit code values, users of the application will have fewer “incorrect” choices in the drop-down lists that allow unit code selection.  UTM Zone is another example where one or two selections will typically suffice.
Taxonomy Lookups

The other primary lookup in the application is for taxa names.  Taxa names may be added in one of several ways:
1. Import taxa names from your park’s NPSpecies Working Data File.  This also requires an NPSpecies Standard Classification File, which can be downloaded from http://science.nature.nps.gov/im/apps/npspp/masterdata.cfm. If you don’t already have an NPSpecies Working Data File for your park and you have an NPSpecies login with author or editor privileges, you can download the file from the NPSpecies Online Application by following this procedure:

a.  Open the NPSpecies Online Application (https://science1.nature.nps.gov/npspecies/web/main/start) in a web browser.

b. Log in.

c. Click the Secure Utilities link in the left menu

d. Click the Download Data link.

e. Select the appropriate NPS unit and click Submit.

f. Save the file to your hard drive.

Once you have an NPSpecies Working Data File and an NPSpecies Standard Classification File, navigate to the Administration menu in the ATBI Interim Database Application, click the Import Taxa Names from NPSpecies Working Data File button, and follow the instructions on the form.
2. Import Taxa Names One at a Time from the NPSpecies Standard Classification File.  See the link above for downloading the NPSpecies Standard Classification File.  Once the file is available, navigate to the Administration menu and click the Import Taxa Names from NPSpecies Standard Classification File button.  A form for searching the NPSpecies Standard Classification File will appear.  Enter search terms and click the Search button to show a list of matching names.  For each name that you wish to add to your Taxonomy lookup list, click the Add button.
3. Enter Taxa Names One at a Time in the Taxa Lookup List Add/Edit Form.  It is possible, but tedious to enter taxa names one at a time from scratch using this form.

4. Request Assistance Loading a Digital Name List to the Taxonomy Lookup from the ATBI Data Management Services Team.  One of the services provided by the ATBI Data Management Services Team is to load digital lists of names into the Taxonomy Lookup List.  For help with this, email waso-nrpc_atbi_interim_database@nps.gov.
Default Values

Users are prompted to enter default values whenever they open an Add/Edit form that utilizes default data entry values.  These forms include:

· Field Evidence Data

· Field Locations

· Projects

· Taxa Lookup List

· Sites

It is also possible to set default values by navigating to the Administration menu and clicking the Set Data Entry Default Values button.

Defaults can be set as follows:

	Default
	Table Source
	Form Source

	User (required)
	tlu_Contacts
	Add/Edit Contacts

	Unit Code
	tlu_Enumerations
	Lookup Table Management

	Datum
	tlu_Enumerations
	Lookup Table Management

	Zone
	tlu_Enumerations
	Lookup Table Management

	Protocol
	tlu_Enumerations
	Lookup Table Management

	Project
	tbl_Project
	Add/Edit Projects


Field Sheet Modification

Included with the ATBI Interim Database Application is a field data sheet document template (ATBI_Field_Sheet.dot) for MS Word.  This field sheet covers some basic ATBI Interim Database Application fields, but is in no way exhaustive.  It is recommended that the template be reviewed and edited to meet the needs of each ATBI/BioBlitz activity.  The template can be edited by first opening MS Word and then selecting Open from the File menu.  If you try to open the file directly without first opening MS Word, you will just get a copy.
Pre-populate Data Tables

Some of the ATBI Interim Database Application tables can be pre-populated in the planning stages before field work begins.  This is especially helpful if you will be attempting to enter data the day of an intense sampling activity such as a BioBlitz, since it is often difficult to keep up with the influx of data.
Projects

The Project table (tbl_Project) contains information that includes project name, project description, a timeframe, and Project Investigator (PI).  Associated information includes taxa categories, target taxa, and protocols.
Enter this information by navigating to the Add/Edit Records menu and clicking the Projects button.
Sites

Sites represent a way to aggregate locations into location groups.  The Site table (tbl_Sites) contains information about these location groups, including site name, description, unit code, notes, and a GIS Location ID.
Enter this information by navigating to the Add/Edit Records menu and clicking the Sites button.
Locations

If you have some fixed locations that you plan on visiting, it’s possible to enter the information about those locations before field activities begin, so that users entering data can select locations from drop-down lists for rapid data entry.  The Locations table (tbl_Locations) contains information that includes coordinates, location name, elevation, unit code, county, state, and sensitivity.
Enter this information by navigating to the Add/Edit Records menu and clicking the Field Locations (Plots) button.
Contacts
Contacts are records that describe the people who are involved in an ATBI/BioBlitz, including data entry personnel, collectors/observers, identifiers, and PIs.  The Contacts table (tlu_Contacts) contains information that includes name, address, phone number, and contact notes.
Enter this information by navigating to the Add/Edit Records menu and clicking the Contacts button.  It is not recommended that contacts be deleted from this table, even if they are not participating in field work or data entry anymore. There is no referential integrity built into the database for contacts, with the sole exception of the Event Contacts, which tracks the members and their roles on a field team.
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