Standard Operating Procedure 17: Data Entry, Editing, and
Verification, version 1.0

Summary:

The Shenandoah National Park (SHEN) Aquatic Macroinvertebrate data entry program (also
known as AQIN) is implemented in two phases. First, after the field work is completed the field
crew, water chemistry, flow, and habitat information can be entered into the data entry
application located on the park network. The second phase takes place months later once the
aquatic invertebrate sample has been sorted and identified by the contract lab. That information
is entered by the lab into a standalone data entry application that is returned to the park with the
sampled invertebrates and incorporated into the master database.

Phase one data entry (physical stream characteristics) — This phase consists of three main
components, the data entry application, the temporary storage databases, and the master
database. Data is entered into the first temporary database using the data entry application. Then
to help ensure data have been accurately transcribed the data are entered again into a second
temporary database. The two temporary databases are compared and any discrepancies can be
reviewed and fixed. At the end of the field season the data in the temporary databases are
reviewed by the program staff and then added to the master database by the data manager.

F=] SHEN AQIN Manager 2.5 --> Welcome to the Main Switchboard - =

1) Overview:
To start data entry press

<View or Enter Data> \

To quit press

<Exit Application> \
The other buttons are used by the data ~

or program managers

SHEN AQIN Manager 2.5

Tt
ddddd

nnnnn

SHEN Aguatic Macro-Invertebrates (2.5)
Shenandoah Mational Park IM Data Manager

{ View and Enter Data
__| Enter Invert Data

__| Print Datasheets

_| AQIN Data Summary
__| Manage Lists...

_ | Utilities...

__| Exit Application

oy. Alan WilIAmS...

WORKINGWQUATIC\Database\DataEntry'\data\WQUATIC_Data_Entry_01_be_xp.mdb




2) The main data entry screen has 5] SHEN AQIN Data Entry - = x
basic date and location information at FRSslon v B Gt SRS E L

DATE (m ) SITEID STR 1F132 | 51112010 ~
H 2010 -1L307  1L307 | 4M12/2010
the tOp, fO”OWQd by a series Of tabS * [ 041210 [ 1307 ==t | [Lands Run -05-04-1L308  1L308 |5/4/2010

Water Chemistry and Crew | Discharge | Habitat | Site In a1 2010-05-03-1L.309 | 1L309 | 5/3/2010

with different types of data on each tab. 2010-04-22-1L313  1L313 | 4/22/2010

~|

Samger— T Tem 100 _gaPr 105 o[22 L0 e snant
) HYD3 v WE azid ZEll S5 2010-05-11-0F083  2F053 51112010
To enter data for a new date and site 2 Y e ST
press the <Add New> button. =" ceumaesievi 201004262301 2301\ d28t20%0
Creg b gee‘:‘;;; :::" i2010-05-05—2|_303 20303 | 552010
A an_| = am i201D—DE—D¢2L304 21304 | 5/4/2010
To search for data that has already been =TT ooz oo e
entered use the pull down list. e tendy [ i b
j Tricia Downey SHEN
Elien George SCA
. . Christina Harman SHEN
You can also use the navigation buttons leoon | |Hondrsbt | 5CA
at the bottom of the form to move 2 [Fece]
en ordan Select All
between records. ’ s s gl o=l
; ) Use these buttons to move between SiteVisits Data Entry User: WW—
Data is automatically saved as you go, oot s search
row by row, so there is no need to save
manually.

3) Water Chemistry: fill in the E=] SHEN AQIN Data Entry = x

H H H Project [AQIN ~ Jumpto(orderby) C date % site & Addlew| DONE
information for each of the fields from | ==t =0 —=
the data sheet. [ 0471210 [ 1307  £xt| [Lands Run [2010-04-12-1L307
Water Chemistry and Crew | Discharge | Habitat | Site Info and Notes | Bugs | Images
Sampler » Tim » |Tem - DO » Con~ pk ~ |TDS - Level - Color -| MNotes -
HYD3 &+ 973 1098 2800 699 M Cc
* 0.00 0.000 0.00 0.00
Crew Working at that Site isit Potential Crew List
Crew - | Select== |[Dan Adamiak SHEN ~
Adamiak Dan + thenclick |Sean Allen D i
Bradner ;amn belowto [Sam Bizeau SCA Crew st
4) Crew: Select the members of the Demarest_David Howelo | Elackwoed
H Hochstedler_Wendy list Aaron Bradner SCA
crew that were present from the right x ’ Seid  Demarest  SHEN
. « . B Tricia Dawiney SHEN
side (A) then press the “move” button clen ceorze sca
Christina Harman SHEN
(B). If you need to add someone to the o |emertot |SCA
. . el << Clear Al
“Edlt. . .” button C . Bryan anenes SHEN Q
list use the
Jen Jordan SHEN 3 m

Use these buttons ta mave between SiteVisits Data Entry User: |AWiI\iarns
Record: H 1of34 | b M F i Search




5) Discharge:
Enter the stream width and the interval

that was selected. —

Then press the <Add Stream...> button
and the CX and Dist data should be

=] SHEN AQIN Data Entry
Project [AqiN ~ Jumpto(orderby): ¢ date £ site v | AddNew| DOME |
DATE (mmddyy) SITEID STREAM SieVisit_ID

[ 041210 [ 1307 e=t| [Lands Run [2010-04-12-1L307
@em\stwand Crew | Discharge | Habitat | Site Info and Notes | Bugs | Images

2 Flag  aqq stream
CXs

»

e

Interval Width_m  Stream Width_m Notes
b. 1] 13

Disf = |Def - Vel -
0.00 000 0.00

010 1016 037

Method
[[IE]

CX -
1-00
1-01

Notes

13

/

filled in by the computer.

After that data is confirmed enter in the
depth and velocity for each distance.

107
1-03
1-04
1-05
1-06
1-07
1-08
1-09
1-10
111

020 017 036
030 1012 024
040 1007 027
050 014 023
0.60 010 026
070 006 (019
0.80 010 [0.16
090 011 015

1.00 006 035
140 [n4n na4

-| Flag -

Use these buttons to move between SiteVisits
Record: M 1 0f34 L

Data Entry User: |AWiliams

Search

6) Habitat:
Enter the total length of the transect. —__

=] SHEN AQIN Data Entry

Project [AGIN w Jumpto(orderby): © date © site +  AddMNew | [DONE

Then press the <Add Stream...> button
and the CX data should be filled in by
the computer.

\

After the distances for each CX are
auto loaded enter the data for each of
the CX.

Once the stream width is entered for
each row then press the <Add
Distances...> button to create the
substrate records for the selected CX.

= DATE SITEID STREAM SiteVisit_D
Q11100 [ 2F063 =6t | [Berry Hollow [2010-05-11-2F 063
Water Chem and Crew | Discharge | Habitat | Site Info and Notes | Bugs | Images
Stream Distance Add Stream Distances Depth and Substrate for selected Cross Section
C.|COl- Ty~ D~ |F-| |- |Wd-|G-|Notes - Add Distances Across | [ Use Auto Droplist
o 3 T 39 8 Dist - |Depth_r - |Substratt «
1 [0.9] 0.00 B
1 03 023 0
0.8 0.158 PG
0.9 0.02 PG
1.0 0.00 c
#*
/ 700 3 | Tz 2 46| 2316 -
Use these buttons to move between SiteVisits Data Entry User: |AWiliams

Record: M 4 340f34 » M b Search

Scroll through the CX records on the
left to verify depth and substrate
records were created for each.




7) Notes:

If there are generic notes about that day
at that site including, data collection,
equipment problems, water level,
signage etc., enter it in the space
provided on the “Site Info and Notes
Tab”.

8) Second pass data entry:
Follow the same basic procedures for

x

=] SHEN AQIN Data Entry
Project [AQN v Jumpto(orderby; Cdeste Ciste [ v Addllew| DONE
DATE (mmddyy) SITEID STREAM SiteVisit_ID

[ 0422110 [ 1313 =t [Jeremy's Run [2010-04-22-1L313
Viater Chemistry and Crew | Discharge | Habitat Site Info and Notes | Bugs | Images

>

Motes: [Lower fish tag iz missing Vegitation along Bank Near
Sites
Vegitation -

Do Double
Entry Check.

* |

\\

Use these buttons to move between SiteVisits
|Record: 4 «<[150f34 | » b b |

Data Entry User: |[AWiliams

‘ Search ‘

% SHEN AQIN Data Entry - Second pass Data Entry

Project [AGIN ~ Jumpto (orderby): O date © stz v

. . _b DATE (mmddyy) SITEID STR SiteVisit_ID
enterlng data durlng both data entl’y (- 12100 1307 =t | [Lands Run 2010-04-121L307
passes Water Chemistry and Crew ‘Qischarge Habitat | Site |

' Sampler - Tim « |Tem - DO - Con TDS ] MNotes
HYD3 =+ 9.73 10.98 00 6.99
The main differences on the 2" pass ¥ oo 200 080
are Potential Crew List
- - - - Dan Adamiak SHEN ~ )
a) The form will be yellow indicating a v mencick |ser /0 e - T
2ﬂd aSS B Elremare; i Move to Blackwood
p . H - anhsledt\_e?iwindy CUII;;FE‘HI ﬁ{:t:nn Slr:ﬁlsr SCA
b) You will not be entering the Date or * /i o o@
. . . < Tricia Downey SHEN
site data again, rather you will be n lcege SGA
choosing from the list of already foon  |enderset S
- Isel <= Clear All
entered dates and sites. syn Jones f
- Jen Jordan SHEN v
c¢) Once you have completed entering - o
all of the data for a site press the B T T ot By U [
|Record: 4 <1034 v m Search

<Check> button to compare it to the
first pass.




9) Checking the 1% and 2" data entry
pass:

After pressing the <Check> button (see
above) wait a moment and this form
will appear.

At the top should show the date and site
it is checking.

If there are any listings in the 2) or 3)
areas then each of those tables will
need to be fixed. To fix a table select
the table name and press the button
below or just double click the table
name.

10) Un-Matched Records:

Each table will have a custom form.
Check the records in question against
the data sheets. Either keep or delete
each one.

11) Resolve Errors:

Each table will have a custom form.
Yellow fields will indicate the problem
data. Check the records in question
against the data sheets. Keep either the
record from the 1% or 2" pass.

When you have fixed all of the
problems the form should close
returning you to the “Checking” form.
Fix all of the tables then press <Done>.

Examine Tables for Conflicts Cherkin- ==3 SiteVisit_ID = “2003-12-12-1F003_1*

PMECk Tables Fix Problems I More Info._.. I

2) [Dbl-click an un-matched table |

3) |Dhl-c|ick a table to resolve errors |

Table_Mame [Innctinz]in | Table_Name [ Conflicts
R_Site’isits_Crew 1 0] & _Wastevisits_VWater_Chemistry 1

< | 03| KN S o
Fix un-hiatch | Fix Errors |

B3 Resolve Un-Matched Records - B_SiteVisits_Crew

Records in 1 but not in 2

Records in 2 but not in 1

SiteVisit_ID:
Crew:

Record: 14| ¢ » il

4 po03-12-12-1F003 1

Sager_Scott

Record: 14 ¢ T o pils]of 4

1 Keep Record | 1 Delete

2 Keep Record 2 Delete :J

B3 Resolve Conflicts - A_WQS5iteYisits_Water_Chemistry
Existing Record Database 1 Conflick Record Database 2 ;I
SiteMisit_ID: |2003-1 2-12-1F003_1
Sampler; |h_l,ld1
Time: I 1230
Temp: I 1.00
Do: I 0.00
Cond: I 0.oo
pH: I 0.00
TDS: I
Motes: |
wiaterlevel: I
e aterColor: I
Keep 1 | Keep 2 I ;I
Record: 14| [ 1 o lml#]af 1




11) Exiting and Backing up:

When you are done entering data for
that day you should return to the
Switchboard by closing the data entry
form using the <Done> button. Then
press the <Exit Application> button.
You will be asked if you want to make
a backup of a file, press <Yes>. This
zips up a copy of the data for back-up.

For help contact the data manager:
Phone: 540-999-3500 x3431

@ SHEN AQIN Manager 2.5 --> Welcome to the Main Switchboard -.. - B X

SHEN AQIN Manager 2.5

SHEM Aguatic Macro-Invertebrates (2.5)
Shenandeah Mational Park IM Data Manager

__| View and Enter Data

Microsoft Office Access

Do wou want to make a back up of this:
CUWORKINGIAQUATICIDatabase DataEntry' dakal ™. *

Back up?

__| Exit Application

Source: University of Ilinois Developed by: Alan Wiliams...

Backend Mame: SHEM AQIN Data 02

Backend Path: O:\WORKINGWAWQUATIC\Database\DataEntry\dats\AWQUATIC_Data Entry 02 be xp.mdb




Phase two data entry (macro invertebrates) - This phase consists of a spreadsheet template used
by the contractor to provide data to the program manager. The template will contain at a
minimum the collection information provided with the samples, taxonomic identification
information and counts of each. When the data entry is complete the data file is returned with the
sorted samples and the data are reviewed by the SHEN program staff and then added to the
SHEN master AQIN database.

SOP Revision History

All protocols, regardless of how sound they are originally, require modification as new and
different information becomes available. SOP version numbers increase incrementally by tenths
(e.g. version 1.1, version 1.2...etc.) for minor changes. Major revisions should be designated
with the next whole number (e.g., version 2.0, 3.0, 4.0 ...). Small changes or additions to
existing methods will be reviewed in-house by Shenandoah or Mid-Atlantic Network staff.
However, if a complete change in methods is sought, an outside review is required.

Revision History Log:

Prev. Version Revision Author Changes Reason for New Version
# Date Made Change #




