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5.1 Data Entry, Verification and Editing 

 

5.1.1 Overview of the Database 

 

All data collected in the field is entered and stored in a Microsoft Access database 

(T:\NRM\Amphibians\Database\KLGOtoads v4.7mdb). Data collected during each amphibian 

survey is manually entered into the database through a series of forms that mirror the fields on 

the data collection forms.  The database forms are designed to minimize transcription error 

through the use of drop-down menus, auto-filled fields, and range limits. 

    

SOP No.6: Data Management outlines the structure of the database and provides instructions for 

the development, maintenance, and distribution of monitoring data collected for the amphibian 

monitoring program. 

 

5.1.2 Data entry 

 

Data is to be entered into the database as soon as possible after returning from the field.   

The latest version of the database, KLGOtoads.mdb can be located on the KLGO Resource 

Management computer network drive at T:\NRM\Amphibians\Database.  The user interfaces 

with the database through a series of forms custom-built for the project.   

 

When the database is first opened, a menu of Access Objects is available in the left hand column.  

All field data is entered through the “Events” form, which contains a variety of drop-down 

menus, text fields, and sub-forms.  Each “Event” form contains sub-forms for entry of individual 

capture data, water temperatures, and species observations. 

 

To enter new survey data, the user first opens the “Events” form in the Access database.  A new 

“event” form, or record, is created by selecting the “new (blank) record” button in the menu bar 

at the bottom of the form.  An “event” is considered a single visit to a single site and includes all 

capture and observation data collected during the survey at the site.   

 



Initial data fields to be completed by the user are: 

 

Event_ID- automatically generated event number that links sub-forms and tables together for 

each data record 

 

Data Entry Date- date data is entered into the database 

 

Protocol Name- name of protocol followed for data collection 

 

Search_Duration_Min- amount of time between “start time” of field survey and “end time” of 

field survey, in minutes 

 

Field QA- whether or not (yes or no) a quality assurance review was made of the data and field 

notes prior to entering into the database 

 

 
Figure 5.1 KLGOtoads database “Events” table, including the “Water Temperature” sub-table 

 

After the initial form data has been entered, data entry follows the same order as it was collected 

on field data sheets.  Subforms are imbedded within the table for Water Temperatures, 

Amphibian Observations, and Amphibian Captures.  All observations, measurements, and other 



capture data for a single visit to a single site (considered an “event”) are entered into one record.  

Multiple “capture” and “observation” records are created within each event record by selection 

the “new (blank) record” button at the bottom of the green subforms. 

 

 

 
Figure 5.2 KLGOtoads database “Species_ID” and “IndivCaps” subforms within the “Events” 

form 

 

  

5.1.3 Verification and Editing 

 

Once the data has been entered and saved, it should be reviewed and checked for inconsistencies.  

The user should cross-check the data in the database with the field data sheets immediately after 

data entry.  All inconsistencies and errors should be resolved by changing the incorrect data.  

Data may be viewed in a table format by selecting “events” under the “Table” heading of the 

menu in the lefthand column of the database viewing screen.  The Access database automatically 

saves all data entered into the database, so the program may be closed when data entry is 

completed. 

 


