NPSpecies Desktop Training Exercise: Adding/Editing/Deleting Data
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GOAL

Demonstrate the use of the NPSpecies desktop application for entering new data ‘from the field’ to be uploaded to the NPSpecies web-based application.

REQUIRED MATERIALS

The following materials are needed to complete this exercise. The NPSpecies desktop application should exist in the appropriate directory structure if the data are copied from the NPSpecies CD to the root drive (e.g. c:\ or d:\) of your PC.

1. MS Access 97 or XP  The software should already be installed on the computer.

2. NPSpecies Desktop Application Version 2.2 or higher  This software should be installed in the temp\NPSpecies directory on the hard drive of the computer (the instructor may substitute another directory for the temp directory, but the remainder of the exercise will refer to the temp directory).

PROBLEM

Suppose that you are a resource manager at William Howard Taft National Historic Site (WIHO) and that you need to add new information to your park’s NPSpecies data after a season of field work.

PROBLEM SETUP

You will add some new Scientific Names List records to a blank NPSpecies working data file and then you will add new vouchers, references, and observations, creating new Scientific Names List records as you go if necessary.  You will also edit some of the records that you add.

In order to add evidence (references, vouchers, or observations) to your NPSpecies desktop database for a particular park and scientific name, you must first have a record for that park and scientific name on your Scientific Names List.

The general path you will follow when working with the NPSpecies desktop application is to start with a full browse form of all of the records for a particular subject (Scientific Names List, Vouchers, Observations, References, etc.).  From the full browse list, you will drill down into either an intermediate browse list of a smaller group of records or a profile form for an individual record.  All editing of records takes place in the profile forms with the exception of using the Scientific Names List Edit Mode, which allows you to edit some or all of your Scientific Names List at once.

It is important to be aware that synchronization between the NPSpecies desktop application and the NPSpecies web-based application will work only if you follow these guidelines for when it’s OK to use the NPSpecies desktop application (note that the NPSpecies web-based application works for every operation and is recommended):

	
	Additions
	Edits
	Deletions

	
	
	Records are Online
	Records not Online
	Records are Online
	Records not Online

	Scientific Names List
	Desktop OK
	Desktop OK
	Desktop OK
	Web only
	Desktop OK

	References
	Desktop OK
	Web only
	Desktop OK
	Web only
	Desktop OK

	Species Linked to Ref.
	Desktop OK
	Web only
	Desktop OK
	Web only
	Desktop OK

	Vouchers/Observations
	Desktop OK
	Web only
	Desktop OK
	Web only
	Desktop OK


EXERCISE STEPS

Step 1:  Starting NPSpecies and Linking to the WIHO Working Data File
____ a) Double click on the file “NPSpecies97.mdb” or “NPSpeciesXP.mdb” depending on which version of MS Access you are running.

____ b) If a message appears stating that NPSpecies is linked to invalid (locations of the) data files, click OK and continue with step 1c, otherwise go to step 2.
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____ c) Enter the location of the blank data file for the Working Data File.

· Alternatively, find and select the NPSpecies data file using the Browse button under Working Data File.

____ d) Enter the location of the Standard Classification master data file in the appropriate box.

____ e) Enter the location of the Parks master data file in the appropriate box.

____ f) Enter the location of the T&E Status master data file in the appropriate box.  

____ g) Click the Link Files button.
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____ h) Click OK on the message box that says all the links have been updated.

Step 2:  Adding New Scientific Name Records

You have several scientific names for organisms that are commonly known to exist in the park.  You will add these records to your Scientific Names.

____a) Click the ‘Scientific Names’ button on the NPSpecies Main Menu.
____b) Select Evidence Counts
Since you have a blank NPSpecies working data file, no records will show up on the Scientific Names List yet.

____c) Click the ‘Add New’ button.
An Add Park Code/TSN form is displayed.  The Park Code/TSN combination makes up a unique record for a particular scientific name in a particular park.

____d) Type WIHO for Park Code and hit the Tab key to go to the ‘Search Taxonomic Module’ button.
____e) Click the ‘Search Taxonomic Module’ button to open the Search Taxonomic Module form.
The Search Taxonomic Module form allows you to search for Taxonomic Serial Numbers (TSNs), which are unique numbers that go with a particular scientific name, and are stored with Park Codes in the Scientific Names List to make unique entries.

____f) Leave the default Kingdom selection of ‘Animalia’ and select ‘Mammal’ in the Category box (you may have to scroll down in the Category box).
____g) Leave the default Search Type of ‘Scientific’ and type Gulo gulo in the Search Term box.
____h) Click the ‘Search’ button.
Three names are displayed in the search results: Gulo gulo, Gulo gulo luscus, and Gulo gulo luteus.  The taxonomic information on the right side of the search form changes depending on which name you have selected.

____i) Select Gulo gulo and click the ‘Paste TSN’ button to move the TSN and scientific name to the Add Park Code/TSN form.
____j) Click the ‘Save & Close’ button on the Add Park Code/TSN form.
Now you are at the Park-Name Profile for Gulo gulo in William Howard Taft NHS.  Add some more information about this species in WIHO.

____k) Under the Checklist Information heading, click on the drop-down list for Park Status and select ‘Historic’.
____l) For Park Status Details, type Last seen in 1934.
____m) Click ‘Close’ on the Park-Name Profile to save and close the record.
Now Gulo gulo shows up on the Scientific Names List browse form.  Add the following two new Scientific Names records. Hint: These are vascular plants.
	Scientific Name
	Park Code
	Park Status
	Abundance
	Nativity
	Cultivation

	Verbascum thapsus
	WIHO
	Present in Park
	Common
	Native
	NA

	Prunus emarginata
	WIHO
	Present in Park
	Uncommon
	Native
	NA


Adding a New Temporary Name:

If you come across a name that you cannot find in the taxonomic module you can add a temporary name. This example uses the name Panicum lanuginosum var. lanuginosum.
1) In the Evidence Counts view, click on the “Add New” button and search for Panicum lanuginosum var. lanuginosum in the taxonomic module (vascular plant). NPSpecies will say that this variety does not exist, but Panicum does. 
2) In the search taxonomic module form, click on the “Add New Name” button and fill out the form just as it appears below, then click the “Save” button. The new name you entered will be added to the taxonomic module as a temporary name. Click the “paste TSN” button and continue with step “j” above to enter Park-Name profile information to that record.
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____n) Close the Park-Name Profile and click the ‘Close’ button on the Evidence Counts form when you have finished adding the records to return to the NPSpecies Main Menu.
Step 3:  Adding New Vouchers

You will enter information for four new voucher specimens that were collected by researchers in WIHO this field season.

In order to add the vouchers, do the following:

____a) From the NPSpecies Main Menu, click the ‘Vouchers’ button under ‘All Data’.
The Voucher Browse will appear, but there are no voucher records in the database to display, so the form will be empty.

____b) Click the ‘Edit Tools’ button and select ‘Add New’ and ‘NPSpecies Voucher’ to bring up a new (blank) Voucher Profile.
Now it’s time to start entering the information you know about the vouchers, starting with Park Code and Scientific Name.

____c) For Park Code, type WIHO and then hit the Tab key to move to Std. Sci. Name.
____d) For Std. Sci. Name, type Accipiter cooperii and then hit the Tab key.
NPSpecies will tell you that the name is not on your Park-Name List for WIHO and ask if you wish to add it.

____e) Click ‘Yes’.
NPSpecies will display the Search Taxonomic Module form to allow you to search for the scientific name and prompt you to select the kingdom and taxonomic category for the name, Accipiter cooperii, that you typed in.  

____f) Click ‘OK’ on the message box.
____g) Leave the default kingdom selection of “Animalia”, and select Bird in the Category list.
The name you are searching for, Accipiter cooperii, is already typed into the Search Term box.

____h) Click the ‘Search’ button.
The taxonomic record for Accipiter cooperii is displayed (and selected) in the box below the Search Term box.
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Search Taxonomic Module Results for Animalia, Bird, Accipiter cooperii

____i) To accept the name, click the ‘Paste TSN’ button.
The Add Park Code/TSN form is displayed, showing the Park Code and TSN that you have selected.

____j) Click the ‘Save & Close’ button on the Add Park Code/TSN form.
You can fill in any additional information you have about the record you added to your Scientific Names List, or you can close the Park-Name Profile form and go back to your Voucher Profile.

____k) Click ‘Close’ on the Park-Name Profile form.
Now you are back to your Voucher Profile, you can fill in the remainder of the voucher information.

Park-Specific Information:

____l) Click the down arrow on the From Park? field and select “Yes”.

____m) Click the “Park Only” radio button for the Sensitivity field.

Specimen Identification Information:

____n) Click the inside the ‘Steward/Repository’ box.
____o) Type Harvard MCZ and hit the Tab key.
____p) In the ‘Specimen ID’ box type Catalog Number = 629611 and hit the Tab key.

Event Information:

____q) In the ‘Doc. Sci. Name’ (documented scientific name) box type Accipiter cooperii and hit the Tab key.
____r) In the ‘Date’ box type 5/4/2002 and hit the Tab key twice.
____s) In the ‘Time’ box type 1730 and hit the Tab key.
____t) In the ‘Collector’ box type R. Hawkins and hit the Tab key three times.
____u) In the Voucher Type field select the option for “Specimen”.
Location When Collected:

____v) In the ‘Description’ box type Found near headquarters house.
____w) You have latitude and longitude in decimal degrees, so make sure the ‘Lat Long DD’ tab is selected and click inside the ‘Latitude (DD)’ box and type 39.12 and hit the Tab key.
____x) In the ‘Longitude (DD)’ box type –84.51.

Record Information:

____y) Click inside the ‘Created By’ box and type your name.
____z) Click the ‘Add New’ button at the top of the Voucher Profile to save this one and open a new one.

____aa) Click Default Values button at the top of the Voucher Profile, check the box for Created By/Last Mod. By and type your name in the Created By/Last Mod. By field.
____ab) Fill in the other three vouchers and close the final Voucher Profile form.  NOTE: Verbscum thapsus is available to select from the drop-down list because you already entered it on the Scientific Names List.

HINT: For the ‘Specimen ID’ field click on the “=…” button to the right of the field when you have both a Catalog # and an Accession #. In the Specimen ID window that appears select the Park Code and fill in the Unique Sequential # field for the Catalog Number and the Accession Number, then click the Save & Close button.

	
	Voucher #1 (Plant)
	Voucher #2 (Plant)
	Voucher #3 (Plant)

	Park Code
	WIHO
	WIHO
	WIHO

	Scientific Name
	Verbascum thapsus
	Salvia lycioides
	Cuphea procumbens

	From Park?
	Yes
	Unkown
	Unkown

	Sensitivity
	Public
	Public
	Public

	Steward /Repository
	WIHO Herbarium
	WIHO Herbarium
	WIHO Herbarium

	SpecimenID

     Catalog Number

     Accession Number
	WIHO 3209

WIHO-00062
	WIHO 4567

WIHO-00064
	WIHO 4568

WIHO-00064

	Date Collected
	8/7/2001-8/9/2001
	4/18/2002
	4/18/2002

	Collector
	M. Keane
	John Carver
	John Carver

	Location Collected
	Next to main gate
	W. edge of Spring Pond.
	W. edge of Spring Pond.

	Latitude
	
	
	

	Longitude
	
	
	

	Datum
	
	NAD 83
	

	UTM X
	
	715,445
	

	UTM Y
	
	4,333,016
	

	UTM Zone
	
	16
	

	Elevation
	
	160 feet
	160 feet


The Voucher Browse form now displays the four voucher records that were entered.
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Voucher Browse Displaying Four New Vouchers

____ac) Click the ‘Close’ button on the Voucher Browse form to return to the NPSpecies Main Menu.
Adding new observations is very similar to adding voucher records.  The main difference is that instead of entering collector and voucher identification information, as you would for a voucher, you enter observer and observation identification information.

Step 4:  Adding a Reference

You will enter reference information for a new report that was published by a researcher working in the park.  Then you will link the names of the species listed in the report to the reference record you created.

The new report is by James Becker.  It is titled “My Favorite Plants in William Howard Taft NHS”.  It was published in 2001.  It lists the following species: Salvia lycioides, Cuphea procumbens, Abies concolor, and Pinus monticola.

____a) Click the ‘References’ button on the NPSpecies Main Menu.
____b) NPSpecies will ask you if you want to set default values, if yes, then add your default settings and hit ok.
____c) On the Reference Browse form that is displayed, click the ‘Edit Tools’ button and select ‘Add New’ from the list.
____d) You don’t have a BibKey ID for the record, because it hasn’t been entered into NatureBib yet, so hit the Tab key.
____e) In the Citation box, type the following:  Becker, James.   2001.  My Favorite Plants in William Howard Taft NHS.  and hit the Tab key.
____f) You want this reference to be public information, so leave the Sensitivity Level marked ‘Public’ and click the ‘Link More Names’ button next to the Names Documented in NatureBib Reference Above section.
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Select the Method for Linking Names to a Reference

____g) On the ‘Link Names to a Reference form that is displayed, leave the selection on the default ‘Several Park-Species at a Time’ and click the ‘Select’ button.
A list of the names currently on the Scientific Names List is displayed.  The names you added to your Scientific Names List already are the only ones displayed.  Two of the names you want are on this list already.

____h) Click on the name Salvia lycioides on the list of names.
____i) While holding down the Ctrl key, click the name Cuphea procumbens.
____j) Click the ‘Link Selected Records to Reference’ button to link the names to the reference.
____k) Click ‘Yes’ on the message that asks you if you want to link these records to the reference (Note that the ‘In ref.?’ column value changed from ‘No’ to ‘Yes’).
The other two names you need to add are not on your Scientific Names List yet.  You will need to add them to the Scientific Names List before you can link them to the reference.

____l) Click the ‘Add New’ button.
____m) Click ‘OK’ on the message.
____n) In the Park Code box type WIHO.
____o) Click the ‘Search Taxonomic Module’ button.
____p) In the Kingdom box select ‘Plantae’.
____q) In the Category box select ‘Vascular Plant’.
____r) Click in the Search Term box and type Abies concolor.
____s) Click the ‘Search’ button.
The taxonomic record for Abies concolor is displayed.  It’s one of the names you need to add to your Scientific Names List.

____t) Click the ‘Paste TSN’ button to add the TSN to the Add Park Code/TSN form.
____u) On the Add Park Code/TSN form click the ‘Save & Close’ button.
____v) Click ‘Close’ on the Park-Name Profile.
Now you are back to linking names to a reference.  The name you just added, Abies concolor, is now on the list.  You still need to add the name Pinus monticola to your list.

____w) Add the name Pinus monticola to the Scientific Names List, following the same steps you used to add Abies concolor. 
____x) When you return to the Link Park-Name records to a Reference form, click the name Abies concolor on the list of names.
____y) While holding down the Ctrl key, click the name Pinus monticola.
____z) Click the ‘Link Selected Records to Reference’ button to link the names to the reference.
____aa) Click ‘Yes’ on the message that asks you if you want to link these records to the reference. 

____ab) Click the ‘Exit’ button on the Link Park-Name records to a Reference form.
Now the names you selected are linked to the reference you added.  If you wanted to, you could add Documented Name information to capture the names as they were originally entered in the reference (to capture misspellings, for instance).

____ac) Click the ‘Close’ button on the Reference Profile form.
The Reference Browse form displays the reference you entered and the number of parks that have scientific names listed in the reference in addition to counts of the number of names and the number of organisms in the reference.  The number of names is the total number of Scientific Names List entries linked to the reference.  The number of organisms is a count of the number of unique taxonomic units in each park that are described by the names in the Scientific Names List.

____ad) Click the ‘Close’ button on the Reference Browse form to return to the NPSpecies Main Menu.
Step 5:  Editing Scientific Names List Records

Now that you have more names on your Scientific Names List, you need to add more information about them.  You will add information about the park status, abundance, nativity, residency, etc.

____a) Click the ‘Scientific Names’ button.
____b) Select the Checklist Fields view.
____c) Click the ‘Mode’ button at the top of the form and select ‘Edit’ from the list.
____d) Set default values as necessary for field edits.
____e) Click the on the Abundance drop-down list for Prunus emarginata and change the selection from ‘Uncommon’ to ‘Common’.
____f) Click on the plus button after Abundance to enter Abundance Details.
____g) In the Abundance Details, type Well established throughout the park. and click ‘OK’.
You know the following about the remaining records on our Scientific Names List (note that descriptive information about where the values came from, if present, should be entered in the appropriate data source for the field):

	
	Park Status
	Abundance
	Residency
	Nativity
	Cultivation
	Weedy Plant?
	Mgmt. Priority
	Exploit Concern
	Pest?

	Accipiter cooperii
	Present in Park
	Rare according to local Audubon
	Resident
	Native
	NA
	No
	Yes. Declining pop. in the area.
	No
	No

	Salvia lycioides
	Present in Park
	
	NA
	
	
	No
	No
	No
	No

	Cuphea procumbens
	Present in Park based on work of Dr. Gregory DeVries
	Unknown
	NA
	Non-native – planted by park staff in 1975
	Cultivated
	No
	No
	No
	No

	Abies concolor
	Present in Park
	Common
	NA
	Native
	NA
	No
	No
	No
	No

	Pinus monticola
	Present in Park
	Uncommon
	NA
	Native
	NA
	No
	No
	No
	No


____h) Using the drop-down choices for each field (Park Status, Abundance, etc.) choose the appropriate selection for each record.  Where there is no information, you can select ‘Unknown’.  For ‘Yes/No’ fields, leave the boxes unchecked for ‘No’ and check them for ‘Yes’.
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For the fields with more details (Park Status for Cuphea procumbens, for example), click the plus following the drop-down choice to add the details.
____j) To enter the Mgmt. Priority for Accipiter cooperii, you can either click on the scientific name to display the Park-Name Profile, or you can switch to the Management Fields view by clicking the Views button at the top of the checklist fields form and selecting Management Fields.
____k) When you have added all of the Scientific Names List information, click the ‘Close’ button.
Step 6: Editing Records

New information about one of the voucher records you entered has been presented.  The voucher for Salvia lycioides was actually collected on April 19th, not April 18th.  You will need to edit the voucher record to correct the collection date.  NOTE:  Because this is a new file of records that are not on the NPSpecies web-based application, we are able to do the edits in the NPSpecies desktop application without worrying about synchronization.  (See the table at the bottom of p.1) 

____a) Click the ‘Vouchers’ button on the NPSpecies Main Menu.
____b) On the Voucher Browse form that is displayed, click the Voucher Profile button [image: image8.png]NPSpecies - [Youcher Browse]
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 for Salvia lycioides.
____c) Scroll down to the Date under the ‘Event Information’ heading and change the date from 4/18/2002 to 4/19/2002.
____d) Click ‘Close’ on the Voucher Profile form to save the change and close the form.
____e) Scroll to the far right on the Voucher Browse form and notice the updated date.
____f) Click ‘Close’ on the Voucher Browse form.
CONCLUSION

Using the NPSpecies desktop application, you were able to create a Scientific Names list by adding new vouchers and references.  You were also able to edit the information that you entered.

The NPSpecies desktop application is a good tool to use in those cases where the NPSpecies web-based application can’t be used or won’t meet all of your needs.  Data from the NPSpecies desktop application must be submitted to the WASO I&M Office in Fort Collins, Colorado to be uploaded to the NPSpecies web-based application.
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