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1. Introduction and background

Marine Recorder (MR) was originally produced to be a marine equivalent of Recorder 2000.  At the time, it was necessary for Marine Recorder to follow the data model developed for Recorder 2000. Subsequently the data model was extended to accommodate some of the specific aspects of marine data.  Marine Recorder was intended to be a ‘collect and collate’ piece of software, aimed primarily at allowing end users (especially contractors, who it was anticipated would be entering most of the data) to get data into a system and do some preliminary validation on it.

Separately from the development of Marine Recorder, all the data in the MNCR AREV database was extracted and re-structured so that it would fit into the marine NBN data model implemented by Recorder 2000 and thus be viewed and edited with MR.
1.1. MNCR background

The Marine Conservation Review of Great Britain (the MNCR) commenced in 1987 with the main objectives of identifying sites and species of nature conservation importance, extending our knowledge of benthic marine habitats, communities and species in Great Britain, particularly through description of their characteristics, distribution and extent. The data collected also provide information to support more general measures required to minimize adverse effects of development and pollution, particularly on sites and for species of nature conservation importance.

At the start of the MNCR, survey methods had been developed by contractors to NCC (Nature Conservancy Council) and were aimed at supplying information to inform the identification of important sites for nature conservation. These methods provided the basis for the development of MNCR survey techniques. The methods adopted reflected the need to describe systematically and consistently the character of the habitats present and the abundance of species in them so that comparisons between sites could be made. 
Survey methods reflected the objectives of the MNCR which were:

· Extending our knowledge of benthic marine habitats, communities and species in Great Britain, particularly through description of their characteristics, distribution and extent; 

· identifying sites and species of nature conservation importance 

Subsequent to the Environmental Protection Act 1990, the MNCR was undertaken by the JNCC on behalf of the Countryside Council for Wales (CCW), English Nature (EN) and Scottish Natural Heritage (SNH). Country agency staff contributed to the development of MNCR methods for survey, assessment and reporting and took forward results of MNCR work to identify the nature conservation importance of sites including those in relation to potentially damaging activities.

1.2. System requirements

It is possible for Marine Recorder to run on any PC with a 32-bit version of Windows. However, the minimum recommended requirements are a Pentium processor or equivalent and Windows 98/NT4 operating system. Performance will be best on systems with larger memories (RAM) since this will permit indexes to be held in memory.

Performance is likely to be most noticeable when searching for a species name. On a system with adequate memory, the delay experienced the first time such a search is made should be noticeably reduced in subsequent searches due to the retention of the indexes in memory.

The screen layout is designed to fit at a resolution of 1024 by 768 or better. This means that a 17-inch monitor is the minimum desirable size for any prolonged period of use.

At least 200 megabytes of available hard disk space are required to install the system. However, the data are likely to occupy a considerably larger volume. The current size of the exported MNCR database is more than 800 megabytes.

1.3. Data management and Marine Recorder Site IDs

In order to maintain an effective edit trail and facilitate the transfer of NBNDATA files within and between organisations, JNCC propose the following guidelines. 

Issuing of Marine Recorder Site ID's
· New MR Users: the Marine Recorder application, associated tools and User Guides can be downloaded from http://www.jncc.gov.uk/marinerecorder.  JNCC will provide a SITE ID and Check value to allow the user to start using the application. It is then the users’ responsibility to ensure that new users/ data inputers are added to the ‘People' table in MR and that they log-in as themselves (not default user) so that the records are tagged with the name of the data-inputer.
· JNCC and Country Agencies: have been issued with multiple SITE ID’s which should be used in-house and NOT issued to contractors. Potentially a contractor could work for two or more CA’s, on different contracts, and it is important that data are not ‘tagged’ with the SITE ID of the ‘wrong’ CA. In future all users will be issued with their own SITE ID. In this way the SITE ID will indicate who entered the data and  the survey owners can be identified by the ‘Survey Run For’ field. Surveys entered under a particular contract for a particular CA can be extracted and returned to the relevant CA via the process described below (see section ‘Extracting relevant surveys’).

· Existing MR Users other than JNCC/ CA: It may be necessary for JNCC to issue a new SITE ID and for the user to re-install MR because, in order to facilitate the exchange of data between organisations, the JNCC want each user to have their own SITE ID (not one issued via a Country Agency, for instance). The user should choose a suitable time to change SITE ID (i.e. not in the middle of entering a survey!). In future, if surveys have been entered under a particular contract for a particular CA they can be extracted from an NBNDATA file containing other surveys via the process described below (section ‘Extracting relevant surveys’)
Creating and transferring subsets of MR data (NBNDATA) files

· Extracting relevant surveys: A NBNDATA file might theoretically contain surveys ‘owned’ by several different organisations. If a user wants to create a subset of the NBNDATA file (e.g. return to the data owner only surveys entered under a particular contract) then the Merge Tool can be used to create a NBNDATA file containing only those surveys. 
· Naming of MR NBNDATA file: Prior to transferring an MR data file between organisations the NBNDATA.mdb should be re-named (prefixed with the Site ID of the copy of MR into which the data was entered e.g. MRMIT500_NBNDATA.mdb)

1.4. Data Validation

Data entry persons and contractors are responsible for the quality of data entered into Marine Recorder and thereby the quality of the data subsequently delivered to the NBNGateway and used for other reporting purposes. To this end JNCC in collaboration with other Marine Recorder users has developed a series of guidelines to improve the quality of the data entered. Refer to www.jncc.co.uk/marinerecorder
While the Marine Recorder application has some inbuilt validation, some fields are not mandatory and/or not subject to this checking. With this in mind a document outlining a series of checks has been designed to pick up on inconsistencies between fields, errors in free text fields and the like and, by standardizing entry format, make the data more useful for future reporting and/or uploading to the NBN Gateway.

Once these checks have been carried out a record to that effect can be entered into the Survey Quality and Audit Trail tabs on the Survey Screen

2. About the manual

2.1. Purpose

This manual aims to give a new user enough information to be able to successfully enter data into a copy of Marine Recorder. It assumes basic computer literacy and an understanding of marine species data and habitats would be an advantage.

2.2. Conventions

In order to make it as easy as possible to use the manual both as a ‘quick start’ guide and as a more in-depth reference, the main text is restricted to basic operating instructions and essential explanations. Additional information is interspersed through the text as a series of notes separated from the main text by double rules (lines across the page) and a slightly smaller typeface as in the example below. The nature of the content of each note is indicated by one of three symbols:
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	A note that gives additional or background information.
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	A note that gives information that is more critical or a warning about possibly adverse results of particular actions.
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	Information relating to keyboard control of Marine Recorder, usually a list of Hot Keys and their function.


2.2.1. Keyboard control

The use of particular keys on the computer keyboard, especially as short cuts to achieve actions otherwise carried out using mouse movements, will be denoted by the use of bold Sans-Serif text. Unless otherwise stated, use of the keyboard in this context is not case sensitive so, for example, A simply indicates that you should press the ‘A’ key and the positions of the Shift and Caps Lock keys are irrelevant. Special keys are:

	Code
	Name/Description
	
	Code
	Name/Description

	Alt
	Alt key
	
	PgUp
	Page Up

	Ctrl
	Control key
	
	PgDn
	Page Down

	Tab
	Tabulation key
[image: image8.png]



	
	Up
	Up arrow key
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	Enter
	Enter or Return key
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	Down
	Down arrow key
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	BkSp
	Delete backward key
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	Left
	Left arrow key
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	Del
	Delete (forward) key
	
	Right
	Right arrow key
[image: image14.png]




	F1 to F12
	Function keys
	
	
	


Key combinations are hyphenated, for example, Ctrl-B denotes that you should press ‘B’ while holding down the Control key. 

2.2.2. Microsoft Windows menus

References to Microsoft Windows-style drop-down menus are denoted but the use of bold-italic text, with menu and sub-menu selections separated by a forward slash. Thus, Edit/Copy means that you should select ‘Copy’ from the ‘Edit’ menu. In the case of cascading menus, each new option is separated from the preceding level by a further forward slash.

2.3. Definitions

A number of terms are used within the manual to refer to components of the database or particular actions during operation. The most important of these terms are listed below:

	Control activities:

	
	Click
	Use the mouse to move the arrow cursor so that it is over a field, button or other object on the screen, then press and release the left-hand mouse button.

	
	Double-click
	Click twice on an object in quick succession.

	
	Right-click
	Click on an object using the right-hand mouse button.

	Database components:

	
	Record
	A collection of related information pertaining to a single subject (for example, a particular survey, place, event or person). A record is composed of fields, which contain the individual data items. 

	
	Field
	An area within a record where an individual item of data is stored. May sometimes be used to denote the control that is used to enter the data to be stored in the field.

	On-screen items:

	
	Form
	A window on the screen dedicated to a particular activity within Marine Recorder. Clicking a button will often open a new form – this must usually be completed and closed before being able to access any other function. A form usually displays information from a single record.

	
	Control
	An object on the screen that is used to initiate or carry out an action, usually within the active Marine Recorder window. Buttons, text boxes, check boxes, drop-down lists, scroll bars and menus are all examples of controls.

	
	Button
	A rectangular area on the screen that appears to be raised, which carries out a function when clicked, for example [image: image15.png]


 or [image: image16.png]


.

	
	Text box
	A box on the screen into which information may be typed directly in order to enter information into a particular database field. The length of the input is usually limited.

	
	Memo field
	A special text box that allows text of indeterminate length to be entered. Many memo fields in Marine Recorder will also accept formatted text.

	
	Tick box
	A small square box which can either be empty ([image: image17.png]


) or contain a tick ([image: image18.png]iV



); used to show yes/no information. The box is usually changed between the two states by clicking.

	
	Drop-down list 
	[image: image1.png]


The contents of a drop-down list filed is set by selecting from a list which is revealed by clicking on the downward pointing arrow at its right hand edge. 


3. General overview

3.1. Types of data

The types of marine data that are now being collected are getting increasingly diverse. Much of the data is still similar to the original MNCR format but now, with a greater emphasis on monitoring, the survey information collected is starting to diverge more and more. Marine Recorder has been developed to be as flexible as possible, and appears capable of taking the majority of marine data that is thrown at it!

3.2. Database structure

The underlying database structure is virtually identical to that implemented in Recorder 2000, which in turn is based on the National Biodiversity Network (NBN) data model. This is an extremely versatile (if at times somewhat complex) data model, which is designed to handle almost any type of biological recording data. This is documented at length elsewhere (eg. http://www.ukbiodiversity.net).

3.3. Program conventions

Marine Recorder uses extensive colour coding to give visual cues to the User as to the function or purpose of a particular component of a form.

Most forms will be seen to have a pale blue area at the top. This can be thought of as a ‘control area’ that contains buttons and fields concerned with controlling other elements of the form. Fields concerned with searching and filtering information are often situated in this control area. Beneath this is a grey ‘data area’, which contains mostly data storage elements.

The following is a general guide to the colour coding of data fields:

	Field type
	Colour
	Meaning

	Text box
	Bright yellow
	Direct entry (you may type directly into this field). Required.

	
	Green
	Direct entry. Not required but should be filled if possible.

	
	White
	Direct entry. Optional.

	
	Pale yellow
	Enter via a pick list or through a subsidiary form activated by a pick button. Required

	
	Grey
	May not be typed directly. Often used for a non-editable calculated field (dark grey text). 

Also sometimes used where it is necessary to enter or edit data through a pick list or a subsidiary form activated by a pick button (black text). Optional.

	
	Purple
	Transition field used to enter data into another part of a form. May be able to type directly into the box, or may need to access using a pick button. Required.

	Drop down list
	Bright yellow
	Select from the list (may type initial characters to aid selection). Required.

	
	White
	Select from the list (may type initial characters to aid selection). Optional.

	
	Purple
	Transition field used to select data from a list for entry into another part of a form.

	List box
	Purple
	Selection list. Used to select from a series of options by clicking a line.


4. Detailed User instructions

4.1. Installation

The most recent version of Marine Recorder is available from the website:

http://www.jncc.gov.uk/MarineRecorder/

For a new installation, it is essential that the full install be selected. This will be called ‘MarineSetupxxx.exe’, where ‘xxx’ specifies the version number. The size of this file will be in the order of 90 MB.

The full install loads a runtime copy of Microsoft Access 2003 onto your system, which means that you do not need to already own a copy of Access in order to run Marine Recorder. The install also loads and registers various additional DLLs (Dynamic Link Libraries) from Recorder 2000 and other third party components that are used by the system.

Once downloaded or copied onto your PC, this executable file may be run in the usual way (normally by double-clicking the file’s icon) in order to start the installation program (Figure 1). You should then simply follow the instructions on screen to complete the install. Your computer may require a reboot on completion, depending on whether it was necessary to upgrade certain shared files.
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Figure 1. Welcome dialogue from the Marine Recorder installation program
A fuller discussion of the installation and configuration options may be found in the system administrator’s guide.

4.1.1. Upgrading from a version earlier than 4.0

This assumes that you have a version of Marine Recorder installed that is earlier than Marine Recorder 4.

1. Install Marine Recorder 4 as if it was a new install.  Make sure that you do NOT install this in the same directory as any previous version.
2. By default it will install to C:\MarineRecorder4

3. As part of the upgrade process you can copy your SiteID code from your previous installation.  

Click the Pick button to locate your previous installation.

You can also upgrade your existing data file (or you can do this later – simply by attaching it).  Your original NBNDATA.MDB will be left unchanged and a new upgraded version will be located in your C:\MarineRecorder4 directory (by default).
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If you do not upgrade your NBNData.MDB file when you install Marine Recorder 4 (or you have multiple files you want to upgrade) you can do this simply by attaching your file to the new version in the usual way.  You will be told that it is an old version – and an upgrade automatically undertaken
4.2. General information

The information in this brief section is applicable throughout Marine Recorder and is separated out here in order to ‘prime’ the user on a number of general considerations when using the application. 

4.2.1. Sorting

Several forms in Marine Recorder, particularly those that include lists of surveys, sites or samples, show information that is sorted into alphabetical order. In these fields, numbers are treated purely as characters, so ‘21’ will precede ‘3’ because the first character ‘2’ comes before ‘3’ in the sorting order. For the purpose of sorting, symbols precede numbers, which, in turn, precede letters. 

4.2.2. Searching and wildcard characters

Searches in Marine Recorder are mostly text-based and take the form of a simple, case-insensitive sub-string search, ie., the program will attempt to find an exact character-by-character match for the search term within the target information. 

Thus, searching for ‘cast’ would return ‘Castleford’, ‘Newcastle’, ‘Doncaster’ or ‘Windsor Castle’ but not ‘Canterbury’ (n instead of s), ‘Carstairs’ (r between ca and st) or ‘Orca Stone’ (space between ca and st).
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	You should note that two words are seen as a single sequence of characters that includes a space rather than as two separate search terms. A partial work-around for this situation is given in the section about Wildcards below.


Wildcards are characters that may be used in searches to represent other characters. Two wildcards characters are implemented in Marine Recorder; these are the question mark ‘?’ and the asterisk ‘*’.


?
represents a single, unspecified character. Thus, ‘f?l’ would locate ‘Fal’, ‘Norfolk’, ‘effluent’ or ‘Firth of Lorne’ but not ‘Foula’, ‘Sellafield’ or ‘Farne Islands’ (more than one character between the f and the l).


*
represents zero or more unspecified characters Thus, ‘f*l’ would locate all the examples given above and ‘sub*littoral’ would locate both ‘sub-littoral’ and ‘sublittoral’.
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	The ‘*’ wildcard may be used to work around the limitation highlighted in the previous section. To search for items containing two terms in a particular order, but not necessarily next to each other, separate the terms by an asterisk instead of a space. 

For example, to find all items containing both the terms ‘MNCR’ and ‘sublittoral’, you should enter ‘mncr*sublittoral’.


4.2.3. Hot keys

As an application written using Microsoft Access, Marine Recorder shares many characteristics with both Access and the Microsoft Windows operating system. One of these characteristics is the ability to carry out many operations either using the mouse, in conjunction with various elements of the Windows graphical user interface (ie., menus, buttons, etc.), or using the keyboard. 

This manual concentrates upon the former method of control, since this will be most intuitive for new users. However, once you become familiar with Marine Recorder, you will probably find it much faster and more efficient to use the keyboard for most operations. Therefore, the general principles of using the keyboard to control the application will be covered briefly here and the most useful elements will be highlighted at the appropriate points in the manual. A more extensive list of these ‘Hot keys’ is given in Appendix A.

In general, keyboard control of the application is achieved by the use of combinations of two or more keys, the Alt key being particularly important in Marine Recorder. If field or button name contains an underlined letter, the Alt key can be used in conjunction with the letter that is underlined to activate that particular control. For a button, this is equivalent to clicking on the button; for a field or text box it is equivalent to clicking within the field. 

The Tab key (and often the Enter key) can be used on most occasions to move the active ‘insertion point’ from one field or button to the next. The insertion point will appear as a flashing vertical bar in empty text fields. Note that any text a field contains will be automatically selected (appearing as reverse text) when the insertion point moves into that field, meaning that whatever you type will replace that text.
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	If you accidentally overtype the contents of a field, pressing Esc will usually restore the original contents.


An active button is denoted by the presence of a dotted marquee around its label ( [image: image24.png]


 ). Pressing the Enter key with a button active is equivalent to clicking on that button using the mouse.

Drop-down lists are opened by tabbing to them and pressing Alt-Down. You can then use the up and down arrow keys to move through the list and the Enter key to select the required option and move on to the next field or button. 

Rich Text fields
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Figure 2. Rich text editing window opened by double-clicking  a Marine Recorder memo field
A small number of data fields in Marine Recorder hold descriptive text rather than numeric data, names, etc. In these ‘Memo’ type fields, it is often advantageous to be able to enter formatted text rather than plain text. 

In Marine Recorder, both types of entry are possible. Plain text may be input by typing directly into the field. Double-clicking within the area of the field opens a ‘Rich Text Format’ (RTF) editor that gives a considerable degree of control over the formatting of the field content. This allows italic, bold and underlined type to be used as well as enabling variation in typeface, font size, colour, alignment, indentation and spacing. Bullets and tabs are also permitted, giving these memo fields all the facilities of a basic word processor (Figure 2).

This may be particularly useful if an extensive block of text is to be entered since such formatting greatly increases readability. It also allows, for example, the use of italicised genus and species names. 

A further advantage is the potential to use the Microsoft Windows clipboard to copy and paste material extracted from word-processed report files, complete with tab-aligned tables.

The formatting capability is achieved by the use of a ‘helper’ application called Total Access Memo 2000 produced by FMS Inc. The application is installed transparently alongside Marine Recorder, and is activated by double-clicking the memo field. Text is automatically saved to the field in question when the application is closed (eg., by clicking the Close control in the top right of the Title Bar, pressing Alt-F4 or selecting File/Exit) or when Marine Recorder changes to the next record.

4.3. Starting the application

To open the application from Microsoft Windows, either double-click the Marine Recorder icon placed on the Windows desktop by a standard installation:
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or select Programs/Marine Recorder/Marine Recorder from the Windows Start Menu. 
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Figure 3. Log-in dialogue

When the application opens, you will be presented with a log-in dialogue as in Figure 3. Select your User ID from the drop-down list, enter your password into the text box beneath it and click [image: image28.png]


 or press Enter. 

The password itself will not be shown in the text box but an asterisk will be displayed for each character entered. The password is not case-sensitive. 
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	You can only select a User ID that is already in the drop-down list. These will have been set up during installation of the application or subsequently by a User with Administrator status. If you do not have a User ID, you should contact your Marine Recorder administrator.


The log-in procedure identifies you to the system, distinguishing you as either an Administrator or a User and allowing a basic audit trail to be constructed. You will then be given the appropriate level of access to the system and the database will open at the main menu.

An incorrect entry at this point will produce an error message, from which you can return to the Log-in dialogue. If you do not have a valid User ID/Password combination, you may click [image: image30.png]Cancel



 to quit the application.
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	All data-handling functions in Marine Recorder are accessible to everyone successfully logging in to the system. The only capabilities afforded to those with ‘Administrator’ status over and above those with ‘User’ status are the creation and deletion of new User accounts.
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	In order to allow initial access to the database, a ‘Default User’ account is built into the system. Further details of this account, including the password, are given in Appendix B. You will find that you can not use this account for data entry or editing activities since this will compromise the data audit trail.  

Instead create yourself as a user (see Appendix B for details).


4.4. Main menu
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Figure 4. Marine Recorder main menu

Following a valid log-in, Marine Recorder will display the main menu (Figure 4), from which all database functions are accessed. The form also displays the identity of the logged-in User and the Site ID in the top right-hand corner, and the name of the data set currently in use near the bottom left.

Most day-to-day activities using Marine Recorder will be carried out through the Survey option, which is the first item in the list. It is possible to access all functions relating to the entry and retrieval of marine survey data by this route.

The next three options (Location, References and People / organisations) allow direct access to location data, bibliographic references, and information on field workers, recorders, taxonomists and other workers or organisations involved in collecting and preparing the data. All functions accessible through these options may also be carried out through the Survey option. However, access to location, reference and personnel data are often needed outside the context of a specific survey event and these options provide such functionality.

The Import option allows sample data to be imported from a spreadsheet, which can be faster and less repetitive than direct entry into Marine Recorder. The spreadsheet must follow a strictly defined format and must relate to a survey and survey event already entered into the database. Data within the spreadsheet must be valid and consistent with information entered at the beginning of the import process in order for the import to complete successfully.

The Utilities option provides access to User-administration functions, such as changing your password and adding/deleting Users. Some functions may be disabled, depending upon the status of the User currently logged on.

The Quit option exits the Marine Recorder application.

Each of these options may be selected either by clicking the label text itself or by clicking the square button to the left of the particular label. The options may also be selected from the keyboard by using the Alt key in conjunction with the initial letter of the option that is underlined on the panel (eg. the Alt-S key combination will select the survey option).

Toward the bottom left of the form is a button that connects to the Marine Recorder Website, allowing anyone with Internet access to check on the availability of updates to the application. The version number of the currently installed program may be found to the right of the screen level with the button.

In the following sections of the manual, each of the options available from the main menu will be considered in turn.

4.5. The Survey option

4.5.1. The Surveys form
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Figure 5. Surveys form in an unpopulated version of Marine Recorder
The Surveys form (Figure 5 and Figure 6) is the basic starting point for most data entry activities and is also the most logical way in for many editing tasks. It provides a means of access to all data relating to a specified survey.
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	In Marine Recorder, a survey is a broad concept in order to accommodate the many different approaches to describing and monitoring marine communities.  Generally a survey will be just that – a collection of data collected during one survey.  The data may have been collected in a single day’s fieldwork or over several years but will all relate to the same project or programme of work.


The Surveys form consists of two basic parts – an upper Control area (shaded pale blue) and a lower Listing area (shaded grey).

· The Control area contains buttons to add new survey details and to close the form, and search tools that you can use to restrict the number of records displayed in the Listing area.

· The Listing area will be empty initially (Figure 5) but, in a populated database, displays the name, start date and end date of each survey that has been entered (Figure 6).
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Figure 6. Surveys form showing survey listing

The ‘Close’ and ‘New Survey’ buttons

Clicking the Close button in the top right hand corner of the control area simply closes the Surveys form and returns to the Marine Recorder main menu. Clicking the New Survey button next to it opens the Survey form at a new, blank record ready to enter details of a survey not yet held in the database. 

On the assumption that most people will come to Marine Recorder when it is already populated with at least a basic set of data, this manual will cover first the process of searching for and selecting a previously entered survey. For details of entering data for a new survey, you should turn to Section 4.5.3 below.

Selecting a survey

In a populated version of Marine Recorder, the lower part of the form consists of a scrolling list that displays the name, start and end date of each survey contained within the database. The list may be sorted on any of the three column headings by clicking the column name. A marker next to the heading name indicates how the list is ordered, as follows:
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	Order by Survey name, sorted alphabetically from top to bottom of the list
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	Order by Survey name, sorted alphabetically from bottom to top
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	Order by Start date, sorted alphabetically from top to bottom
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	Order by Start date, sorted alphabetically from bottom to top
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	Order by End date, sorted alphabetically from top to bottom
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	Order by End date, sorted alphabetically from bottom to top


The simplest way to find a particular survey is to use the mouse on the up and down arrow controls and the sliding scroll bar at the right hand side of the window to scroll through the list. Once a survey has been located, clicking on the Edit button to the right of its name displays the Survey form, which gives access to all information stored for that survey. The Print button displays an on-screen report that summarises the information held in the database on the survey and each of its constituent events.

Filtering the list of surveys

As data from all Users are collated and distributed, the list of surveys is likely to grow to contain many hundreds, or even thousands, of records. Even with the ability to sort the data on survey name, start date or end date, it will not always be easy to find a specific survey simply by scrolling to the correct place in such a large list. Thus, a filtering option is provided that can be used to limit the surveys displayed in the list according to criteria entered into the three text boxes in the Search area of the form (Figure 7). 
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Figure 7. Surveys form showing filtered list

Filter on survey name

To display all surveys whose Name entry contains a particular word or phrase, type the text into the ‘Survey name contains:’ text box and click the Search button.
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	Marine Recorder will search for an exact (but case-insensitive) match between the text box content and the survey name entry. The match may occur at any point within the name. Thus, typing ‘ham’ into the text box will include Hamble, Southampton and Wigham in the list. 

Two words will be seen as a single sequence of characters that includes a space rather than as two separate search terms. 

The ‘wildcard’ characters ‘?’ and ‘*’ may be used (see Section 4.2.2).
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	As an alternative to clicking the Search button, you may press Alt-S or Enter.


Filter on date

To display all surveys underway on a particular date (ie., surveys for which the required date falls between the start date and end date entries), enter the date into the ‘Date within survey:’ text box and click the Search button.
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	Marine Recorder requires an exact date to be entered into the text box. Therefore, it is possible to specify, for example, all surveys that were underway on 25th May 1995 but it is not possible to list all surveys that were carried out during the whole of 1995, or even in May 1995. While the ‘Date within survey:’ box will accept entries such as ‘5/95’ or ‘May 95’, the date will automatically be converted to the first day of the month.
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	As an alternative to clicking the Search button, you may press Alt-S or Enter.


Filter on survey organiser

To display all surveys that were organised or run by a particular person, company or organisation, enter the name into the ‘Survey Run by:’ text box before clicking the Search button. If the survey organiser is an individual rather than a company or organisation, you may type part of the name directly into the ‘Survey Run by:’ box – it is probably best to enter the surname or a distinctive part of it. When you hit the Enter key (or click the Search button), Marine Recorder will validate the text you typed against the names of individuals already held within the database and, if a unique match is found, the full name will be displayed in the text box.

If a unique match is not found, the People & Organisations selection dialogue is displayed (see below). If the text entered does not match any of the existing names, a blank dialogue will be displayed (Figure 8); if more than one existing name could be identified from the text, all the possible matches will be listed in the dialogue (Figure 9).

Note that company and organisation names are not included in the validation of text typed directly into the box and will automatically result in the People & Organisations selection dialogue being presented (unless, coincidentally, the name entered matches a known  individual!).
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	The ‘wildcard’ characters ‘?’ and ‘*’ may be used in the ‘Survey Run by:’ text box (see Section 4.2.2).

Instead of typing into the box, you may go straight to the People & Organisations selection dialogue by clicking the Pick.. button to the right. This would be the best option for a company or organisation name, which must be entered using this dialogue.
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	Pressing Alt-R will activate the ‘Survey Run by:’ text box ready for you to type the name search text.


The People & Organisations selection dialogue

This dialogue (Figure 8) allows you to quickly find any person or organisation already known to Marine Recorder. It also helps to maintain consistency in the manner in which individuals and organisations are named within the database and to avoid, as far as possible, duplicate entries for the same entity. 

When first displayed using the Pick.. button or after an unsuccessful name validation from the ‘Survey Run by:’ box, the dialogue is empty (ie., no names are shown in the lower listing area). 
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Figure 8. People & Organisations selection dialogue

To locate a person, type part of the name into the ‘Name like:’ box (as above, it is probably best to use the surname or a distinctive part of it) and click the Search button. 
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	The ‘wildcard’ characters ‘?’ and ‘*’ may be used in the ‘Name like:’ box 
(see Section 4.2.2).
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	As an alternative to clicking the Search button, you may press Alt-S or Enter.


A list of all matching entries will be shown (Figure 9). Use the scroll bar to the right of the screen to scroll through the list until the person you want is shown, then select the person by clicking the Use button to the right of the name. This will close the selection dialogue and insert the name into the ‘Survey Run by:’ box on the Surveys form.

It is also possible from here to access a person’s details for viewing or editing by clicking the Edit button to the right of the name. This is described fully in Section 4.8.
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	If there is only one match for the text that you typed into the ‘Name like:’ box, Marine Recorder will not show a list but will automatically close the selection dialogue and insert the name into the ‘Survey Run by:’ box on the Surveys form.
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Figure 9. People & Organisations selection dialogue used to search for the name ‘Smith’

To locate a company or organisation, make sure Organisation is selected (as opposed to Person). This will cause a list of all companies and organisations held in the database to be displayed in the lower part of the selection dialogue (Figure 10). 

Organisation entries consist of two ‘name’ components: these are the full company or organisation name and any acronym that is commonly used in relation to the organisation. Where available, both are shown in the listing separated by a hyphen. 
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Figure 10. People & Organisations selection dialogue showing organisations

As for individual people, the list may be reduced in size by typing an appropriate search term into the ‘Name like:’ box and clicking the Search button (Figure 11). Both the acronym and the full name will be searched.
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Figure 11. People & Organisations selection dialogue after searching on the term 'council'

If necessary, you should use the scroll bar to the right of the screen to scroll through the list until the company or organisation you want is shown, then select the organisation by clicking the Use button to the right of the name. This will close the selection dialogue and insert the name into the ‘Survey Run by:’ box on the Surveys form.
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	If there is only one match for the text that you typed into the ‘Name like:’ box, Marine Recorder will not show a list but will automatically close the selection dialogue and insert the name into the ‘Survey Run by:’ box on the Surveys form.
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	The function of the Edit button is described in Section 4.8.


New Entry and Close buttons. Two further buttons are found in the pale blue Control area at the top of the People & Organisations selection dialogue. The New person or New organisation button allows information to be added to the database for new people or organisations. The button’s caption changes according to which of the two radio buttons is selected. Although the New person/organisation button is fully active, this function is not relevant to the task in hand, which only requires us to be able to locate existing entries. The function of the New button is described in Section 4.8.

The Close button simply closes the selection dialogue without performing any other actions.
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	You can use the following Hot Keys with the ‘People & Organisations’ selection dialogue in addition to the usual Tab, Arrow and Enter key functions:

	
	Alt-S
	Search for names based on the text in the ‘Name like:’ box. Equivalent to clicking the Srch button.

	
	Alt-P
	Select the Person radio button.

	
	Alt-O
	Select the Organisation radio button.

	
	Alt-N
	Open the Person or Organisation form to add details of a new person or organisation (depending on which radio button is selected). Equivalent to clicking the New person or New organisation button. (Option not relevant in this context)

	
	Alt-C
	Close the dialogue and return to the Surveys form. Equivalent to clicking the Close button.


Applying the survey organiser filter

On returning to the Surveys form, you should apply the ‘Survey Run by:’ filter by clicking the Search button or pressing Alt-S.
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	It is not possible to use the Enter key to initiate the search after returning from the People & Organisations selection dialogue since the Pick.. button will be the default control and pressing Enter will return you to the selection dialogue.


Filter on combined criteria

All or any of these search criteria can be combined to further refine the list of surveys displayed by entering search text into more than one box before clicking the Search button (Figure 12). In this case, all the criteria must be satisfied for a survey to appear in the list. In the example in Figure 12, only the surveys that were carried out by the Welsh Water Authority and whose name contains the word ‘discharge’ are listed.
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Figure 12. Surveys form filtered on both survey name and survey organiser

Changing the contents of one of the search condition boxes does not affect the other conditions, making it possible to easily modify a search until the desired result is obtained.

The ‘Clear’ button

The Clear button, located beneath the Search button, clears any search criteria that have been set up. It also removes any filters that have been applied to the list of surveys in the lower part of the form and expands the list to include all surveys held in the database.
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	As an alternative to clicking the Clear button, you may press Alt-L.


4.5.1.1. Viewing and printing survey data

Having located your survey in the list on the Surveys form, there are two main options:

· View the details of the survey on screen. This option displays all survey information through a series of forms and sub-forms, allowing the data to be examined and, if appropriate, modified. Click the Edit button to the right of the appropriate survey name to display the correct Survey form. The functions available through the Survey form are described in Section 4.5.3;

· Print a summary of the overall survey details plus selected information about each event within the survey. Click the Print button to the right of the appropriate survey name to display the report for that survey.
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	You can use the Hot Keys Alt-E and Alt-P instead of clicking Edit or Print. However, to select a particular survey using Hot Keys, the Edit or Print button for that survey must be active, shown by a dotted marquee around the text on the button (eg. [image: image64.png]


 ). 


Printing a survey report

Clicking the Print button to the right of a survey name displays a dialogue to confirm that you wish to proceed with the report and then opens a Window displaying a print-ready summary for the selected survey (Figure 13). All details recorded for the survey as a whole are given, including any description that was entered, along with selected data for each event in the survey.

The report may be output to a printer connected to the computer using the Print… option in the File menu.
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	Selecting File/Print… will not display a print dialogue but will send the report straight to your Windows default printer. If you wish to select from several available printers (eg., on an office network), you should first use the Page Setup… option in the File menu. When the ‘Page Setup’ dialogue is displayed (Figure 14), select the ‘Page’ tab and then the ‘Use Specific Printer’ radio button. This will enable the ‘Printer…’ button, from where you can specify the printer that you wish to use.

	[image: image66.png]



	You may also output the report to a Rich Text Format (RTF) file, which is intended to be opened with Microsoft Word but which should be accessible to any current word processing application. Selecting Publish It with MS Word from the File menu will make Marine Recorder output the formatted text of the report to the file ‘SurveyRpt.rtf’, which will probably be located in the ‘My Documents’ folder. If Microsoft Word is installed on the PC, this file will then be opened. Certain formatting elements in the original survey report (horizontal rules, shading, etc.) will be omitted from the RTF file.

If you wish to retain this file, you should re-save it under another name or in a different location. The same file name is used every time, so the original file will be overwritten (after issuing a warning dialogue) the next time this action is carried out. 
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Figure 13. Print-ready survey report – first half page
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Figure 14. Page Setup dialogue

Main Hot Keys used with the Surveys form
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	You can use the following Hot Keys with the Surveys form in addition to the usual Tab, Arrow and Enter key functions:

	
	F6
	Swap the active control between the Search and Listing areas of the form.

	
	PgUp
	Scroll up through the list a page at a time - listing area becomes active if not already so.

	
	Ctrl-PgUp
	Scroll up through the list a line at a time.

	
	PgDn
	Scroll down through the list a page at a time - listing area becomes active if not already so.

	
	Ctrl-PgDn
	Scroll down through the list a line at a time.

	
	Ctrl-UpArr or 
Ctrl-Home
	Move to the first entry in the list.

	
	Ctrl-DnArr or 
Ctrl-End
	Move to the last entry in the list.

	
	Alt-C
	Close the form. Equivalent to clicking the Close button.

	
	Alt-E
	Open the Survey form for the active survey record. Equivalent to clicking the active Edit button.

	
	Alt-L
	Clear any search terms and show all surveys in the Listing area. Equivalent to clicking the Clear button.

	
	Alt-N
	Open the Survey form at a new, blank record. Equivalent to clicking the New Survey button.

	
	Alt-P
	Prepare a print-ready report for the active survey record. Equivalent to clicking the active Print button.

	
	Alt-R
	Activates the ‘Survey Run by;’ box ready to type a name or part-name. Equivalent to clicking in the box.

	
	Alt-S
	Apply the search defined in the search text boxes. Equivalent to clicking the Search button.


4.5.2. The Survey form - Entering and editing survey details

4.5.2.1. General description
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Figure 15. Control area on Survey form

Once a survey has been identified and selected using the Edit button, or you have chosen to start a fresh survey by clicking the New Survey button, Marine Recorder will display the Survey form. This consists of a narrow, pale blue control area at the top of the form (Figure 15) containing the Save, Delete and Close buttons and a grey data area. The upper part of the data area contains fields giving general information about the survey, while the lower part contains a series of five sub-forms, selected by tabs, giving more specific details.

The Control area also has a grey text field showing a survey reference code. This consists of the Site ID of the establishment that created the survey record followed by a sequential record number that is incremented each time that establishment adds a new survey to the database. 
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	This field is not present initially when creating a new survey. A new reference code is automatically generated and displayed as soon as any information is entered into the first text box in the data section of the form. The contents of the field may be selected and copied to help with importing survey data from a spreadsheet (see Section 4.9)


4.5.2.2. Saving and deleting survey data
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Figure 16. Confirmation dialogue for deletion of survey record

When entering or editing data, any additions or changes are not applied to the database immediately but are stored in a temporary record buffer pending confirmation that the modifications are intentional. Clicking the Save button commits these modifications to the database, then closes the Survey form and re-displays the Surveys form. Changes and additions will be validated and warning dialogues will be displayed if errors are detected.
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	Further information on warnings is given with the data entry and validation details below.


The Delete button is used to remove a survey record from the database. Since this process is not reversible, a confirmation dialogue is displayed to ensure that you want to proceed with the record deletion (Figure 16). Clicking No returns you to the Survey form of  the same record. Clicking Yes displays a final confirmation request – a standard Microsoft Access 97 warning dialogue (Figure 17). Clicking No returns you to the Survey form as before. Clicking Yes deletes the survey record and returns Marine Recorder  to the Surveys form.
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Figure 17. Final confirmation dialogue before deleting survey record
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	Marine Recorder will not permit you to delete a survey record that contains Survey Events (see Section 4.5.3.4). Each event within the survey must be deleted individually before the Survey record itself can be removed. A warning dialogue will be displayed if you attempt to delete a Survey record that is not empty.


The Close button, as its name suggests, closes the Survey form and redisplays the Surveys form. If you have made any changes to the data displayed on the Survey form that have not been saved (see above), a warning dialogue will be displayed to alert you to the fact that all modifications since you last clicked the Save button will be lost by closing the form (Figure 18). Clicking No returns you to the Survey form with the modifications intact, allowing the opportunity to save the changes. Clicking Yes closes the Survey form and displays the Surveys form, abandoning any changes made since the last save.
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Figure 18. Warning dialogue on closing Survey form with un-saved changes
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	You can use the Hot Keys Alt-S, Alt-D and Alt-C instead of clicking the Save, Delete and Close buttons. In the warning and confirmation dialogues, Alt-Y and Alt-N may be used instead of clicking the Yes and No buttons.
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Figure 19. Survey form showing previously entered information

Entering and editing survey data
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Figure 20. Blank Survey form

If you have reached this point using the Edit option to select data for a particular survey listed on the Surveys form, the Survey form displayed will show the available information about the selected survey (Figure 19). If you selected the New Survey option, you will be presented with a blank Survey form ready to receive your new data (Figure 20).

The following discussion focuses upon entering data for a new survey, but it is equally relevant to viewing or editing existing information.

Survey type

Depending upon the way Marine Recorder was configured during installation (see Section 4.1 and the administrators guide), an additional field – ‘Survey type:’ – may be displayed at the top of the Survey form (Figure 21 - cf. Figure 19 and Figure 20). This is used to identify whether the survey is a Seasearch survey or a standard marine benthic survey. Open the list by clicking the arrow button at the right hand side of the box ([image: image80.png]


) and select the appropriate option. 
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Figure 21. Top of Survey screen showing 'Survey Type' drop-down list visible in certain configurations of Marine Recorder

If this field is not visible, your copy of Marine Recorder has been configured to accept only the type of survey data that you normally enter and the field will be set automatically.
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	The main effect of changing the ‘Survey Type:’ setting is to alter the level of detail used in Biotope determinations (see The ‘Biotope’ tab in Section  4.5.3.5 on page 77)
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	Information Box 1 – Entering dates

	
	When dealing with biological information, it is common for ranges of dates to be given (eg., the period for which a trap was set), or for dates to be given imprecisely. The latter is especially likely when dealing with material from older collections or extracting information from literature. To cope with these situations, Marine Recorder can accept dates in the following formats:

Type

Example

Explanation

Standard date

23 Mar 1987

Normal date – the most frequently used form.

Standard date range

23 Mar 1987 - 30 Mar 1987

Useful for survey events when a visit to a location extended over a period of days, or for samples when a trap was set for a period.

Month

Mar 1987

Useful for older data or data extracted from literature, where precise information is not given.

Month range

Mar 1987 - Jun 1987

Useful where precise information is not given. Enter the name of the month (first 3 letters are sufficient), or a roman numeral.

Season

Summer 1987

Useful where precise information is not given. Enter the name of the season (the first three letters are sufficient).

Year

1987

Useful where no precise date is given.

Year range

1981 - 1987

Useful where precise information is not given. Use for examples like ‘1960s’ (ie. 1960-1969).

Open ended year range

1987 -

Provided for compatibility with pre-existing computerised data only. When entering new data you should always give the range an end - use the current year if nothing else is available.

Up to year

- 1987

Useful when very limited information is available for old specimens or data from literature. For example, if you know only the publication date of the work from which the data were extracted, or the date at which the collector died.

Month only

July

Intended for old data from literature where limited information on flight periods, flowering times, etc., is given. Enter the name of the month (first 3 letters are sufficient), or a roman numeral.

Season only

Summer

Intended for old data from literature where limited information on flight periods, flowering times, etc., is given. Enter the name of the season (the first three letters are sufficient).

The seasons are defined as:
Winter
December, January, February;
Spring
March, April, May;
Summer
June, July, August;
Autumn
September, October, November.
Unknown

Unknown

Dates are often Required. If no date information is available then ‘Unknown’ should be stated since the field cannot be left empty. Enter ‘U’.




Below the ‘Survey type:’ field, or at the top of the data area if ‘Survey type:’ is not visible, are three text boxes holding the ‘Survey name’, ‘Start date’ and ‘End date’ fields. The first two contain required data and are coloured yellow. The third field, End date, should be completed if possible (green background) but is not obligatory since, for example, the survey may still be in progress when the data are first entered. Existing data in these boxes may be changed by selecting and overtyping.

If the ‘Survey type:’ field is not visible, the ‘Survey name:’ text box will be active when the form opens and you will be able to type the name of the survey directly into the field. If ‘Survey type:’ is visible, move to the ‘Survey name:’ text box by pressing Enter or Tab. When editing or viewing an existing survey, the contents of the ‘Survey name:’ box will be highlighted (ie., displayed in reverse text) and will, therefore, be replaced by anything you type at the keyboard (with the exception of Hot Key presses).
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	Text entered into this field is not validated, except that you will not be permitted to Save a form that has nothing in the ‘Survey name:’ box. However, to facilitate integration of your data into the wider set, you should enter the year (or years) of the survey first followed by the Owner, the location and the type of survey (eg., ‘1988-89 MNCR Loch Linnhe sub-litorral survey’).


Having keyed the survey name, you should again press Enter or Tab to move to the ‘Start date:’ and ‘End date:’ fields in turn. 

These date fields will interpret a range of specific date formats, changing them, where possible, to the format ‘dd mmm yyyy’ (eg., ‘05 Aug 2002’). Valid separators are a space character, a dot (either a full stop or the point on the numeric keypad) or a forward slash (‘/’). The date should be in UK order (day-month-year). ‘Vague dates’ are also supported (see previous page).

If an input cannot be interpreted, an error message will be displayed and the date will be replaced by the text ‘Unknown’

Survey organiser and commissioner

Below the date fields are two text boxes that hold information on the people or organisations that carried out and commissioned the survey. 

The ‘Survey run by:’ field is required and will generate an error message if left blank when the Save option is used. The box is completed in the same way as the ‘Survey run by:’ field in the ‘Search’ area of the Surveys form (see ‘Filter on survey organiser’ in Section 4.5.2.1 above). If the survey organiser is an individual rather than a company or organisation, you may type a search term for the name directly into the text box and the name search will be executed automatically when you tab to the next field. Alternatively, you may click on the Pick.. button to the right of the box to enter the name using the People & Organisations selection dialogue. Use of this dialogue to select individuals or organisations already held within the database is described in the section, ‘The People & Organisations selection dialogue’ on page 28. The process for adding a new survey organiser is described in Section 4.8.

The ‘Survey run for:’ field is optional and works in exactly the same way as the ‘Survey run by:’ field. However, since the commissioner of a survey is more likely to be an organisation than an individual person, any search term typed into this box will be compared with the organisations held in the database rather than the individuals.
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	The Alt-R and Alt-F keys may be used to place the insertion cursor in the ‘Survey run by:’ or ‘Survey run for:’ fields respectively. Pressing the Enter key within either of these fields will tab to the adjacent Pick.. button and pressing Enter a second time will open the People & Organisations selection dialogue.


Area covered by the survey

Beneath the name, date and organiser fields are four text boxes that define the area covered by the survey. All four fields are required, and Marine Recorder will display an error message if you try to save the survey details with any one of them left blank.

The first of these fields records the Coordinate system used to specify the survey area, and takes the form of a drop-down list from which one of four options may be selected. Open the list by clicking the arrow button at the right hand side of the box ([image: image86.png]


). Marine Recorder is aware of the following coordinate systems: Ordnance Survey National Grid Reference; Latitude/Longitude (OSGB 36 datum); Latitude/Longitude (WGS 84 datum); and Northern Irish Grid. 

Next to this is a second drop-down list with the name ‘Derived from:’. This indicates the source of the coordinates used to specify the survey area and gives an idea of the accuracy or precision of the source. Twenty options are available in the list, covering various maps, charts and navigation systems as well as other sources.
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	A drop-down list may be opened by tabbing to the field and then pressing Alt-Down. You may then use the up and down arrow keys to move through the list. Press Enter or Esc to select an option. Pressing Esc after changing the selection restores the original entry.


The two lower fields give the coordinates of a rectangular bounding box that contains the survey area defined according to the system selected in the drop-down list above. For a new survey, you should enter into these fields the coordinates of the South West corner and the North East corner of the bounding box respectively. Existing data may be edited by highlighting and re-typing. Basic validation is carried out to ensure that the data entered match the coordinate system selected previously. Details of permissible entry formats are given in Information Box 2 44 IF  = 42 "above" "on page 44" \* MERGEFORMAT 
on page 44
.
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	While data entered into the ‘South West corner:’ and ‘North East corner:’ text boxes are validated to ensure that they are valid co-ordinates, they are not compared with each other. Thus, no warning will be given if, for example, the coordinate for the south west corner is actually to the east of that given for the north east corner. It is the User’s responsibility to ensure the accuracy of these coordinates.

The survey co-ordinate box should be placed as tightly around the survey area as is practical, as this data is used to validate the co-ordinates of the events and samples related to each survey
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	If you have an Internet connection, double-clicking on the ‘South West corner:’ or ‘North East corner:’ field will attempt to connect to the MultiMap.com Website using your default browser and display a 1:50,000 scale map centred on the coordinates in the field. This facility is available with all coordinate fields and allows you to verify that the coordinates entered refer to the expected location.


The ‘Events’ tab

The lower part of the Survey screen is made up of five overlaid sub-forms that are accessed by clicking the five card-box style tabs that run along the top of the area beneath the two coordinate fields (Figure 19). The first of these is the ‘Events’ tab, which gives access to the list of events that make up the survey, each of which has three buttons alongside it. Each event represents a discrete episode within a survey that can be identified by a ‘location’ and a ‘date’, however vague each of those may be. 
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	Information Box 2. Coordinate systems

	
	Two basic coordinate systems are supported by Marine Recorder, these being Ordnance Survey/Irish Grid grid references and Latitude/Longitude pairs. Any coordinates entered are validated as part of the Save process to ensure that they are consistent with the option selected in the ‘Coordinate system:’ drop-down list.

The requirements for each system are as follows:

Ordnance Survey:
Coordinates must have two letters followed by four, six or eight digits (depending upon the precision of the reference). Lower case letters are accepted, although upper case letters are preferred for consistency with existing data.

Coordinates may also be entered as Eastings and Northings, which must be in the form of two six-figure co-ordinates (with leading zeros if necessary) separated by a comma. Seven-digit Northings (eg., for the Shetland Isles) are also accepted. Do not include ‘m’ (metres).

Irish Grid:
Coordinates must have a single letter followed by four, six or eight digits (depending upon the precision of the reference). As before, lower case letters are accepted but upper case letters are preferred. The reference must not contain any spaces.

Latitude/Longitude pairs:

It is important, in the first instance, to ensure that the correct datum has been selected in the ‘Coordinate system:’ field (i.e., OSGB 36 or WGS 84). Setting this field incorrectly will mean that the coordinates reference the wrong point.
Once this has been done, the format definition is extremely flexible. Coordinates may be entered as degree-minute-second triplets, in which case degree, minute and second values should be separated by a space. Alternatively, the minutes and/or seconds components may be given in decimal form. Latitude and longitude values should be separated by a comma and/or a space. 

Examples of valid entries are:
51 20 13 N 4 11 30 W
51 20 13 n, 4 11 30 w
51 20.22 -4 11.50
51 20.22,-4 11.50
51.33694, -4.19167
51.34, -4.19

At the present time, Irish data should not be entered as Latitude/Longitude pairs as the appropriate conversion algorithms are not available.

Within Marine Recorder the original coordinate entered is stored, alongside a Latitude/Longitude which is calculated from this original value.  This is done so that there is a common format for all data regardless of the format in which it was entered.  This means that an Ordinance survey grid reference, and OSGB 36 Lat/Long and a WGS84 Lat/Long all get converted to a Lat/Long to a common datum.

WGS84 coordinates are converted using GridInQuest algorithms – see  http://www.qgsl.com/?product=gridinquest for full details.
Non – Irish data gets converted and held (and is exported to the snapshot) as Lat/Long using OSGB36 datum

Irish grid references  get converted and held (an exported to the snapshot) as Lat/Long using Ireland 1936 datum)


Details of a particular event may be displayed by clicking the Edit button to the right of its entry in the list. This displays the Event form, which is described in Section 4.5.3.4 (starting on page 52). The New Event button at the top of the list displays a blank Event form, allowing information to be entered for a new survey event.

Clicking the Print button to the right of an event name displays a dialogue to confirm that you wish to proceed with the report and then opens a Window displaying a print-ready summary of the main information for the selected event (Figure 22). The report contains the information from the main part of the Event form plus the information accessed through the form’s Surveyors and Audit tabs. It may be output to a printer or saved as a Rich Text Format (RTF) file using the procedures described under ‘Printing a survey report’ in Section 4.5.2.2 (page 33). The Print all events button displays a print-ready listing showing general survey information plus details of all associated events (Figure 13); this is equivalent to clicking the Print button next to that survey on the Surveys form.
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Figure 22. Print-ready Survey Event Report

Each survey event is likely to be associated with the acquisition of one or more samples. These may be obtained using a rigorous, quantitative methodology or may be simply a matter of observation. Clicking the Samples button displays the Sample form, which gives access to existing sample information and allows data to be added for new samples. This is discussed further in Section 4.5.3.5 starting on page 60.
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	In order to delete a survey event, you should click the event’s Edit button and then use the Delete option on the Event form. It should be noted that an event can only be deleted if it does not have any samples associated with it. Samples may be deleted by clicking on the Samples button to the right of the event name and then using the Delete option on the Sample form.

	[image: image93.png]



	If the Events list is not visible, it may be activated by pressing Alt-1 instead of clicking the Events tab. This also activates the buttons to the right of the events listing, permitting the following Hot Keys to be used:

	
	Ctrl-PgUp

Scroll up through the list a line at a time.

Ctrl-PgDn

Scroll down through the list a line at a time.

Arrow keys

Move between the Edit, Print and Samples buttons in the active row.

Alt-A

Prepare a print-ready report giving details of the survey and summarising the information held for each of its associated events. Equivalent to clicking the Print all events button.

Alt-E

Open the Survey Event form for the event listed in the active row. Equivalent to clicking the Edit button.

Alt-N

Open the Survey Event form at a blank record to allow details of a new event to be entered. Equivalent to clicking the New event button.

Alt-P

Prepare a print-ready report summarising the information held for the event listed in the active row. Equivalent to clicking the Print button.

Alt-S

Open the Sample form for the event listed in the active row. Equivalent to clicking the Samples button.




The ‘Description’ tab
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Figure 23. Survey form showing the Description field

Clicking on the Description tab above the lower data area of the Survey form displays a single ‘memo’ type text box, into which a description of the survey should be entered along with any other relevant information (Figure 23). The User may type directly into the box to enter plain, unformatted text. Double-clicking within the text area opens up a ‘helper’ application that allows Rich Text to be entered (see Section 4.2.4).
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	The Description field may be shown by pressing Alt-2 instead of clicking the Description tab.
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	The Description field should include details of the area covered by the survey, the organisation that commissioned the survey, the contractors name, the dates of the survey, the method used, why the survey was done etc.


The ‘Associated metadata’ tab

Clicking on the Associated metadata tab above the lower data area of the Survey form displays a series of data fields relating to the location and quality of the survey data (Figure 24). All fields are optional, although data should be supplied if possible for the ‘Data access:’ and ‘Copyright:’ fields.

The first field, ‘Data access:’ is used to record the level of confidentiality of the data set. Four options are available, the most appropriate entry being selected from the drop-down list.
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	This field should be completed if possible (green background).

Options for the Data access field are:
Public Access;

Internal (within CAs and JNCC);

Restricted (not for external release); and

Not known.


The ‘Survey quality:’ field indicates the quality of the data by recording whether any Quality Assurance procedures were used in the survey or, failing that, whether it was carried out as a professional or an amateur project. Again, four options are available from a drop-down list. The options are given in order of priority and you should select the most appropriate. Refer to section 1.4 Data validation for more details
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Figure 24. Lower part of the Survey form showing fields revealed by the 'Associated metadata' tab
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	Options for the Survey quality field are:
External QA procedure

Internal QA procedure

Professional 

Amateur
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	A drop-down list may be opened by tabbing to the field and then pressing Alt-Down. You may then use the up and down arrow keys to move through the list. Press Enter to select an option, or Esc to return the list to its original selection.


Data and copyright holder information

The next five fields give the names of the people or organisations that hold the data, its copyright, and any specimens, photographs, etc. Data must be entered into these fields using the People & Organisations selection dialogue, which is opened by clicking the Pick.. button to the right of each field. Unlike previous uses of this entry method, it is not possible to activate the process by typing directly into the appropriate text box – the selection dialogue must first be opened using the Pick.. buttons to the right of each field.
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	For details of using the People & Organisations selection dialogue to select a person or organisation already held in the database, see the sub-section entitled ‘The People & Organisations selection dialogue’ within Section 4.5.2.1 (page 28). The process for adding a new person or organisation to the database is described in Section 4.8.

The data fields in this section of the form are:

Field data held by:
The holder of the original data as recorded in the field;

Specimens held by:
The holder of any specimens for the survey;

Photographs held by:
The holder of any photographs taken during the survey;

Video tapes held by:
The holder of any video tapes recorded during the survey;

Copyright:
The holder of the copyright to the data. This field should be completed if possible (green background).


The Contract / Project field

This is an optional free text field into which a contract/project name or reference may be entered by typing directly into the text box.
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	The ‘Associated metadata’ section of the Survey form may be shown by pressing Alt-3 instead of clicking the Associated metadata tab. The following Hot Keys may also be used instead of clicking the appropriate Pick.. button to open the People & Organisations selection dialogue for the five fields listed above

	
	Alt-H


Open the selection dialogue for the ‘Field data held by:’ field. 

Alt-M

Open the selection dialogue for the ‘Specimens held by:’ field.

Alt-G

Open the selection dialogue for the ‘Photographs held by:’ field.

Alt-V

Open the selection dialogue for the ‘Video tapes held by:’ field.

Alt-Y

Open the selection dialogue for the ‘Copyright:’ field.




The ‘References’ tab
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Figure 25. Lower part of the Survey form with the 'References' tab activated

Clicking the References tab displays a scrolling list of citations for any reference works that have been entered in connection with the survey (Figure 25). Details of a citation may be viewed and edited by clicking the Edit button to the right of the item, which opens the References form relating to that citation. Use of this form is fully described in Section 4.7.2.
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Figure 26. ‘Delete citation’ warning dialogue
Clicking the Delete button next to a citation displays a warning dialogue asking for confirmation that you wish to disassociate this reference from the survey (Figure 26). Clicking the Yes button will remove this citation from the list associated with the survey, but will not delete the reference from the database. The reference may still be viewed and edited through the References option in the Main menu, and may be re-attached to this survey using the Add reference button at the top of the citation list.
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Figure 27. Top part of the empty References search form displayed by the 'Add reference' button

The Add reference button at the top right hand side of the scrolling list (see Figure 25) allows new references to be associated with the survey. Clicking this button displays the References search form, from which reference data already existing within the database may be queried and new references may be added.
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Figure 28. The References search form after searching on ‘MNCR’ for the year 1998
When opened from the References section of the Event form, the References search form is empty (Figure 27). The four text boxes within the blue control area at the top of the form may be used to enter search criteria before clicking the Search button to display a list of matching references held in the database (Figure 28). Use the Clear button to clear the search criteria.
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	Marine Recorder will search for an exact (but case-insensitive) match between the contents of the text boxes and the corresponding reference information. ‘Authors:’ and ‘Editors:’ are simple text fields and are not accessed through the People & Organisations selection dialogue. The ‘wildcard’ characters ‘?’ and ‘*’ may be used in all fields except ‘Year:’ (see Section 4.2.2). A four-digit entry is required for the ‘Year:’.

Clicking the Search button with no criteria defined will display the full list of references held in the database. Note that this list may be extensive and could take a while to appear!

The list of references may be sorted on Year, Authors or Title by clicking the appropriate column heading. Clicking the heading a second time will change the direction of the sort.


Details of any item in the list may be viewed by clicking the Edit button to the right of the reference, which will open the References detail form at the appropriate record. If the required reference is not held in the database, details may be added by clicking the New Reference button at the top of the form. This will open the References detail form at a blank record ready to receive the new information. Entry and editing of reference data are described fully in Section 4.7.2.

Having located or entered the reference that you wish to add to the listing for this survey, you should then click the Use button to the right of the citation (Figure 28). This will close the References search form and return you to the Survey form, where you should find that the citation has been added to the list displayed by the References tab.
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	References should include not only citing the report related to the survey itself, but also references to any standard methods employed.
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	The list of citations may be shown by pressing Alt-4 instead of clicking the References tab.


The ‘Audit’ tab
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Figure 29. Lower part of the Survey form showing information displayed by the 'Audit' tab
Clicking the Audit tab at the top of the lower data area on the Survey form displays a rudimentary audit trail (Figure 29). Most of the information is generated automatically by Marine Recorder and cannot be modified by the User. The top two fields give the identity of the person or organisation that created the survey record and the date on which the record was created. The two fields in the middle row give the identity of the person or organisation that last modified the record and the date on which the change was made.

Only the two lower fields on the form may be modified by the User. These optional fields allow details to be entered on checking the data. The left hand field, ‘Data checked by:’ contains the name of the person checking the data and is entered in the usual way for names, that is, by typing a search term into the text box or using the Pick.. button to open the People & Organisations selection dialogue (see Filter on survey organiser in Section 4.5.2.1, page 28, for details). The right hand field, ‘Data checked on:’, contains the date on which the check was completed. This should be typed directly into the field using the format ‘dd/mm/yyyy’. Refer to section 1.4 Data validation for more details
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	Leading zeros may be omitted from the day and month when typing the date into the ‘Data checked on:’ field. The year must be entered as a four-digit number.
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	The audit trail may be displayed by pressing Alt-5 instead of clicking the Audit tab. Alt-B may be used to activate the ‘Data checked by:’ field and Alt-O will activate the ‘Data checked on:’ field ready for data entry.


4.5.2.3. Entering and editing ‘Event’ data – the ‘Survey Event’ form

A Survey Event can be thought of as a discrete episode within a survey that can be identified by a ‘location’ and a ‘date’. A visual assessment of a particular section of the survey area, recording of data along a transect or acquiring a set of replicate grab samples from a sampling station would all be considered as events.

Details of a previously entered event are displayed by clicking the Edit button to the right of its entry in the events list on the Survey form (see Figure 19). This displays the Survey Event form (Figure 30), which gives the date, location details, recorders and number of samples associated with the event. The Event form does not give information on the samples themselves – these details may be accessed by backtracking to the Survey form and clicking the event’s Samples button (see Section 4.5.3.5). 

The principles for modifying data on the Event form follow those described below for entering a new survey event.
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Figure 30. Survey Event form

Entering a new survey event

You may enter data for a new Survey Event by clicking the New Event button at the top of the events listing on the Survey form. This displays a blank Event form ready to receive the new data (Figure 31). All fields on the form are required with the exception of ‘Event Ref’, although this field should also be entered if possible.

The Use Defaults button copies in the values from the last event entered to speed up data entry.
The contents of the first field, ‘Event Name:’, act as a qualifier to the location that will be specified in the next field and will be appended to the location name in the list of events shown on the Survey form. Data may be typed directly into the field.
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	In existing MNCR records, the event name is made up from the Survey and Site codes (eg., ‘S327.6’). A possible alternative would be the station reference and the year (eg., ‘Stn 2A/2002’).

On entering data to the Event Name field, a record code will appear at the top left of the form and the Number of samples at the bottom right will change from ‘#Error’ to ‘0’.


The ‘Event Ref:’ field to the right of Event Name is the only optional data field on the form. In MNCR data imported from previous electronic records, it will contain a reference code made up from the Survey Number and the Site Number separated by a dot. However, this use is not prescribed and the content of the field may be decided by the User. 
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Figure 31. A blank 'Survey Event' form
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	It is intended that this field should be limited to 10 characters, although early versions of Marine Recorder will accept more. You should be aware that longer inputs may be truncated to 10 characters by future versions.


Below the ‘Event Name:’ field is a group of controls, consisting of a text box and three buttons, which allows you to specify the event’s Location. The location name cannot be typed directly into the field but must be selected from an existing list using the Pick location button. Alternatively, a new location may be specified using the Add new location button. Both of these are situated to the right of the ‘Location:’ text box.
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This will select all locations overlapping your defined survey area. It may take a few moments if you
have a lot of locations entered. You can then scroll through the location records, viewing all the details,
and use the 'Pick’ button to select the location record for this survey event.





Figure 32. Explanatory dialogue displayed by 'Pick location' button

Clicking the Pick location button first displays an explanatory dialogue (Figure 32) and then opens the Location form at the first record contained within the database that is fully or partially contained within the area specified by the south west and north east corner coordinates on the Survey form (Figure 33, see ‘Area covered by the survey’ on page 42). 
The Location form may be used to view the locations that overlap the survey area.  There are three ways to search for the location you require:

· use the Record navigation controls at the bottom left of the form (Figure 34) The records are ordered alphabetically on Location name.

· using the drop down box in the Jump to: field to pick the location you want

· enter part of the location name in the Name contains: field and click the 
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 button.  This will reduce the number of locations to browse through to just those where the name contains the text that you entered.
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Figure 33. Location form showing the first of 72 locations within the database that overlap the area defined on the 'Survey' form

If the required location is found, it may be selected for use by clicking the Pick button at the top of the form. This will close the Location form and insert the name into the ‘Location:’ field on the Event form. Data will also be transferred from the Location record into the ‘Area covered:’ fields of the Event form (ie., ‘Coordinate system:’, ‘Derived from:’, ‘Type:’, ‘Centre:’, ‘SW corner/start:’ and ‘NW corner/end:’).
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Figure 34. The functions of the standard Access Record navigation controls at the bottom of the Location form

If the required location is not found among the records displayed, you may return to the Event form by clicking the Close button at the top of the Location form and should then use the Add New Location button to enter the new location details. Clicking the Add New Location button opens the Location form at a new, blank record ready to accept the information. Use of this form to enter new location data is fully described in Section 4.6, which starts on page 83.

The third (middle) button in the group, View Location, is used to view details of the place named in the ‘Location:’ field. Clicking this button opens the Location form for that place. If the ‘Location:’ field is empty, the button has no effect. 
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	The ‘hot keys’ Alt-P, Alt-V and Alt-A may be used instead of clicking the Pick location, View location and Add new location buttons respectively.


Having entered or selected a location for the event, you must now enter the date on which it occurred. The ‘Date:’ field is a text box into which you may directly type the information. The field supports the usual range of date formats plus ‘vague’ dates as described in 4.5.3.3. 
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	When the record is saved, the date entered into this field will be validated against the date range already entered into the Survey form. You will be required to correct any inconsistencies before being allowed to proceed.


Event coordinate fields (Area covered)

The remaining fields in the upper part of the Event form data area refer to the Location associated with the event, and these will have been filled in automatically by Marine Recorder when the Location was selected. Under normal circumstances, there should be no need to make any further changes to these fields. If required, details of permissible inputs may be found in the ‘Area covered’ part of Section 4.6.2.2 (page 88) and Information Box 2 on page 44.
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	When the record is saved, the centre coordinate from the location data (shown in the ‘Centre:’ field) will be validated against the coordinates entered for the survey area bounding box on the Survey form. You will be required to correct any inconsistencies before being allowed to proceed.


The ‘Surveyors’ tab

The lower part of the Survey Event form displays three sets of information, depending on which of the tabs running along the top of this lower area is clicked. 

By default, the Surveyors tab is active (see Figure 30 for an existing event or Figure 31 for a new event). This displays list of the people who surveyed the site for this event. When entering data for a new event, at least one surveyor must be specified before saving the record otherwise Marine Recorder will report an error and will not complete the save.

It is not possible to type directly into the list of surveyors. Existing records may be edited by clicking the Edit button to the right of the name, which brings up the People form. New surveyors may be added to the list by clicking the Add surveyor button at the top of the list, which displays the People & Organisations selection dialogue. Use of these two forms to add and edit the names of surveyors is detailed in Section 4.8.

Surveyors may be deleted from the list on the Survey Event form by clicking the Remove button to the right of the surveyor’s name. This action does not generate a warning since the record is deleted from the list only and not from the database. The name may be re-attached to the Event record by clicking the Add surveyor button and selecting the appropriate person.
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	The ‘Surveyors’ section of the form may be activated by pressing Alt-1. The usual Hot Keys may then be used to navigate and control the list:

	
	Ctrl-PgUp

Scroll up through the list a line at a time.

Ctrl-PgDn

Scroll down through the list a line at a time.

Arrow keys

Move between the Edit and Remove buttons in the active row.

Alt-A

Open the People & Organisations selection dialogue to add a new surveyor. Equivalent to clicking the Add surveyor buton.

Alt-E

Open the Individual Details form for the surveyor listed in the active row. Equivalent to clicking the Edit button.

Alt-R

Delete the Surveyor record represented by the active row. Equivalent to clicking the Remove button




The ‘Data’ tab

Clicking on the Data tab at the top of the lower data area on the Event form displays five text boxes that are used to hold selected environmental data about the location at the time of the event (Figure 35). Data may be typed directly into the fields. All fields are optional.
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	Note that none of these fields are verified by Marine Recorder. It is the User’s responsibility to ensure that data are both credible and entered accurately.
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	The ‘Data’ section of the form may be activated by pressing Alt-2.
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Figure 35. The lower part of the Event form showing the fields displayed by the 'Data' tab

The ‘Audit’ tab
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Figure 36. The lower part of the Event form showing the information displayed by the 'Audit' tab

Clicking the Audit tab at the top of the lower data area on the Survey Event form displays the usual rudimentary audit trail (Figure 36). All the information shown is generated automatically by Marine Recorder and cannot be modified by the User. The top two fields give the identity of the person or organisation that created the Event record and the date on which the record was created. The two lower fields give the identity of the person or organisation that last modified the record and the date on which the change was made.

The ‘Save’, ‘Delete’ and ‘Close’ buttons

The three buttons in the pale blue control area at the top of the Event form carry out the usual Save, Delete and Close functions. 

Clicking the Save button causes any outstanding validation functions to be performed and then, assuming that no errors are generated, saves the record and closes the form, returning you to the Survey form. If any errors or omissions are detected, the first of these will generate a warning dialogue asking you to make the appropriate correction and will then return to the Event form with the data unsaved. Depending on the nature of the error, you may receive more than one warning.
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Figure 37. Delete Survey Event confirmation dialogue

Clicking the Delete button displays the usual confirmation request dialogue (Figure 37). Clicking Yes in this dialogue deletes the Event and returns to the Survey form. Clicking No returns you to the Event form.
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	Once deleted by clicking Yes in the confirmation dialogue, the event record cannot be restored.

Marine Recorder will not permit you to delete a survey event record that has associated samples. Each sample associated with the event must be deleted individually (see Section 4.5.3.5) before the Event record itself can be removed. A warning dialogue will be displayed if you attempt to delete an Event record for which samples still exist.


The Close button closes the Event form and redisplays the Survey form. If you have made any changes to the data displayed on the Survey Event form that have not been saved, a warning dialogue will be displayed to alert you to the fact that all modifications since you last clicked the Save button will be lost by closing the form (refer back to Figure 18). Clicking No returns you to the Event form with the modifications intact, allowing the opportunity to save the changes. Clicking Yes closes the Survey Event form and displays the Survey form, abandoning any changes made since the last save.
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	You can use the Hot Keys Alt-S, Alt-D and Alt-C instead of clicking the Save, Delete and Close buttons. In the warning and confirmation dialogues, Alt-Y and Alt-N may be used instead of clicking the Yes and No buttons.


4.5.2.4. Entering and editing ‘Sample’ data – the ‘Sample’ form

Clicking the Samples button to the right of an Event entry on the Survey form displays the Sample form, which may be used to access data about all samples taken at the Location during the particular survey event (Figure 38). This is a complex form, which is only covered briefly in this version of the manual.
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Figure 38. Sample form showing information displayed by the 'General' tab

The form contains a pale blue control area and a tabbed data area that can display any of six sets of information depending upon which of the tabs along the top of the area is active. 

General control buttons

The control area contains six buttons with the following functions:

Save – performs any outstanding validation on the form’s data and commits changes and additions to the database, making them permanent. Any errors or omissions will generate appropriate error messages and the save will not be carried out until the points are addressed.

Delete – removes all data for the currently selected sample. Before completing the deletion, a confirmation dialogue is displayed (Figure 39). Clicking Yes in this dialogue deletes all data for the sample; clicking No returns you to the Sample form without deleting the record.
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Figure 39. 'Delete Sample' confirmation dialogue

Close – closes the Sample form. If the form contains any unsaved changes, a dialogue will be displayed warning that the modifications will be lost if you choose to continue the action.

New Sample – creates a new sample record for completion as described in ‘Entering a new Sample’ below.
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Figure 40. Sample report formatted for output to printer

Print – displays a confirmation dialogue, then creates an on-screen report for the selected sample that is formatted for output to a printer (Figure 40). The report may be printed or saved to disk as a Rich Text Format (RTF) file using the procedures described in ‘Printing a survey report’ in Section 4.5.2.2 (page 33). 
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Figure 41. Validation matrix for sample data

Validation matrix – clicking this button displays a Microsoft Access data table showing key sample data associated with the current event (Figure 41). The table takes the form of a matrix with sample variables as columns with a row for each individual sample. The matrix gives all sample data except the text description, species data and biotope determination, and has been provided to allow the data to be checked according to previously established procedures. It can be cut and pasted into Excel or Access for further analysis.
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	The following Hot Keys may be used to carry out these functions:

	
	Alt-C
	Close the form and return to the Survey form. Equivalent to clicking the Close button.

	
	Alt-D
	Delete the current sample record. Equivalent to clicking the Delete button.

	
	Alt-N
	Creates a new sample record for this survey and location. Equivalent to clicking the New sample button.

	
	Alt-P
	Prepare a printer-ready report. Equivalent to clicking the Print button.

	
	Alt-S
	Save any pending changes or additions. Equivalent to clicking the Save button.

	
	Alt-V
	Create and display a validation matrix for the current sample record. Equivalent to clicking the Validation matrix button.


Sample selection

In addition to the five buttons, the control area also contains two data fields plus a sample reference number, which is created automatically by Marine Recorder, in the top left hand corner of the form.

The ‘Event name:’ field is taken directly from the data entered into the Event form and identifies the survey event. This field is set by Marine Recorder and cannot be edited by the User.

Below this is the ‘Select sample:’ field, which allows the User to select between several samples that may have been taken during the sampling event. The field contains the sample reference numbers or codes for all samples associated with the event, each on a separate line. The field cannot be edited but is used to select the sample for which data is displayed in the rest of the form. The sample is selected by a single click on the appropriate line.

Entering a new Sample

The following section concerns entering data for a new sample, but the information is equally applicable to editing existing data since the same methods and constraints apply to the fields.
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Figure 42. A newly created Sample form ready to receive data

A new sample record is created either by clicking the Samples button on the Survey form for a location that does not already have any samples attached to it, or by clicking the New sample button on an open Sample form. This will display a Sample form similar to that shown in Figure 42 if the former route was taken. In the latter case, the ‘Select sample:’ box will contain one or more references representing samples already entered. 

The ‘General’ tab

By default, the fields included under the General tab will be displayed. Note that the ‘Area covered:’ fields already contain information. This has been transferred from the Event form and, under normal circumstances, should not need to be changed.

The first field on the form – ‘Habitat Name:’ – takes a one-line description of the habitat and is a required field. The name should be typed directly into the Habitat Name text box. 
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	Habitat name should include seabed type and characterising eg bedrock dominated by kelp forest


Directly below this field, and next in tab order, is the ‘Sample Reference:’ field, which is also required. The sample reference (or name) must be less than 10 characters in length and will be used as the identifier in the ‘Select sample:’ field in the upper part of the form.

The ‘Method:’ field is used to specify an overall methodology for the sample and, while not obligatory, should be completed if possible. The method is selected from a series of alternatives given in a drop-down list. This includes the option ‘Unknown’, which should be selected if no information is available.
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	Options available in the ‘Method:’ drop-down list are:

Angling

Core – box

Core - hand-held

Core – mechanical

Core – unspecified

Dredge – anchor

Dredge – biological

Dredge – pipe

Dredge – scallop

Dredge – Tjarno

Dredge – unspecified

Fish trap

Grab - Birge Eckman

Grab – Day

Grab – Hamon

Grab – Hunter

Grab – Ponar

Grab - Smith McIntyre

Grab – unspecified 

Grab - Van Veen

Granulometry sample - 
PSA by dry sieve

Granulometry sample - 
PSA by lazer

Granulometry sample - 
PSA method not known

Netting

Photography – aerial

Photography - on land/surface

Photography – underwater

Plankton net - unspecified

Plankton sampling

Quadrat

Recording (Phase I)

Recording (Phase II)

Recording (Phase II) – Sub Habitat

SeaSearch – observer

SeaSearch – surveyor

Suction sampler

Transect  - belt

Transect  - line

Trawl – Agassiz

Trawl – Beam

Trawl – Otter

Trawl – unspecified

Unknown

Video – aerial

Video - on land

Video - underwater (drop-down)

Video - underwater (hand-held)

Video - underwater (ROV)

Video - underwater (towed)

Weed washing




This is followed by two further text boxes representing the optional ‘Start time:’ and ‘Duration:’ fields. These are completed by typing directly into the boxes.
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	Start time may be entered either in 24-hour ‘hh:mm’ format or in 12-hour format with ‘a’ or ‘p’ appended for ‘am’ or ‘pm’ (eg., ‘2:35p’ for 2:35 pm or 14:35).  You may also substitute a dot (‘.’) for the colon in order to make entry easier.

Entries in the Duration field should be in minutes. Imported MNCR data may contain durations in hours and minutes (eg., ‘00:20’).


The ‘Surveyors:’ field initially consists of a single drop-down list containing the names of all the surveyors in the corresponding Event record. Selecting a name in the list creates a second drop-down list beneath the first, from which a further name can be selected if required, and so on. This is a required field, and at least one name must be selected.

A Classification Standard Sample check box is on this form but this is read only as it is populated for MNCR data standards and denotes if a sample was used in the creation of such a standard.
The Image file option enables a hyperlink to be added to each sample, giving a direct link to an image file or video clip.

The six fields in the ‘Area covered:’ section of the form will have been filled automatically when the new sample record was created and should need no adjustment.

The final field on the form is a ‘Description:’ field. This is a memo field, into which you may directly type a plain text description of the sample or sample area. Alternatively, you may double-click within the area to enter and edit formatted (RTF) text (see Section 4.2.4). The field is not obligatory, but should be completed if possible.
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	Sample description should include depth, substrata, main species present and any other unusual feature eg tideswept
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	Data imported from previous electronic MNCR records may contain formatting codes, eg., a ‘$’ character to represent the start or end of a genus or species name.
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	If not already visible, these fields may be displayed by pressing Alt-1 or by clicking the General tab.


The ‘Habitat details’ tab

Clicking the Habitat details tab displays the next page of data on the Sample form (Figure 43). This contains fields giving habitat data about the sample or sample area, representing most of the information recorded on the MNCR Habitat form. While none of the fields are obligatory, those to the left and centre of the form should be completed if possible.
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Figure 43. Sample form showing the information displayed by the 'Physical' tab
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	You may press Alt-2 to display these fields as an alternative to clicking the Habitat details tab.


The first four fields on this section of the form allow upper and lower depth limits to be recorded for sublittoral samples relative to either sea level or chart datum. Depths (in metres) should be typed directly into the boxes. Positive figures indicate above water, negative indicate below.
The ‘Height/depth band:’ field is edited through a pick list accessed by clicking the Pick.. button to the right of the field name. This opens a multiple select pick list that can be used to select one or more of the available options (Figure 44). Clicking an option displays the line in reverse text to indicate its ‘selected’ status. Click a selected option again to de-select it. 

Once you have selected all the required options, you should click the OK button to close the pick list and enter the bands selected into the Height/depth band field. The Cancel button closes the pick list without making any changes to the field.

given in Information Box 2 44 IF  = 67 "above" "on page 44" \* MERGEFORMAT 
on page 44
.
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	Note: Sea level (upper) should be above Sea level (lower), and the same goes for Chart datum.

Note:  The sea level data should relate to height/depth bands and biological zone
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	The Hot Key Alt-H will open the Height/depth band pick list. 

You may scroll through the list using the Up and Down arrow keys and the Space bar may be used to toggle the ‘selected’ status of any option. Alt-O or Enter registers the selection in the Height/depth band field. Alt-C closes the pick list without changing the field.
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	Options available in the ‘Height/depth band’ pick list are:

Strandline

Upper shore

Mid shore 

Lower shore

0-5 m

5-10 m

10-20 m

20-30 m

30-50 m

50-100 m

100-200 m

200-500 m

500-1000 m

1000-2000 m

>2000 m
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Figure 44. Multiple selection pick list for the 'Height/depth band' field

A similar multiple select pick list is used to enter values into the ‘Biological subzone:’ field, which corresponds to the ‘Zone’ category on the MNCR Habitat form.
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	The Hot Key Alt-B will open the Biological zone pick list. 
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	Options available in the ‘Biological zone’ pick list are:

Littoral

Supralittoral

Littoral fringe

Littoral fringe - upper

Littoral fringe – lower

Eulittoral

Eulittoral - upper

Eulittoral - mid

Eulittoral - lower 

Sublittoral

Sublittoral fringe

Infralittoral

Infralittoral - upper

Infralittoral - lower

Circalittoral

Circalittoral - upper

Circalittoral - lower 

Bathyal

Abyssal

Hadal




The ‘Inclination %:’ field consists of a series of text boxes, into which the percentage of the sample area falling into each of five categories may be typed. If any of the boxes are used, the total percentage must add up to 100% in order to avoid an error message when the record is saved.
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	The Hot Key Alt-I will activate the Inclination fields, placing the insertion point in the box for the first category.
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	The five inclination categories are:

Overhangs

Vertical faces (80°-100°)

Very steep faces (40°-80°)

Upper faces (0°-40°)

Under boulders




The ‘Modifiers:’ field, which may be used to list a range of modifying factors that affect the sample area, is accessed through another multiple select pick list. As before, this is activated using the Pick.. button to the right of the field name.
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	The Hot Key Alt-M will open the Modifiers pick list. 
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	Options available in the ‘Modifiers’ pick list are:

Salinity - freshwater runoff

Salinity - hypersaline

Wave exposure - wave surged

Wave exposure - sheltered

Tidal currents - accelerated

Tidal currents – decelerated

Shading

Grazing

Pollution




The ‘Substratum %:’ field consists of a series of text boxes, into which the percentage of the sample area represented by each substratum type may be entered. If any of the boxes are used, the total percentage must add up to 100% in order to avoid an error message when the record is saved.
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	The Hot Key Alt-U will activate the Substratum fields, placing the insertion point in the box for the first category. 
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	The ‘Substratum’ categories are:

Bedrock

Boulders

Boulders - very large (>1024 mm) 

Boulders - large (512-1024 mm) 

Boulders - small (256-512 mm) 

Cobbles (64-256 mm)

Pebbles (16-64 mm)

Shells - empty 

Shells - live Modiolus

Gravel

Gravel - stone (4-16 mm)

Gravel - shell (4-16 mm)

Gravel - dead maerl 

Gravel - live maerl

Sand

Sand - coarse (1-4 mm)

Sand - medium (0.25-1 mm) 

Sand - fine (0.063-0.25 mm) 

Mud (<0.063 mm)

Artificial 

Artificial - metal

Artificial - concrete 

Artificial - wood

Trees/branches

Algae

Peat




The two remaining fields, ‘Rock features:’ and ‘Sediment features:’ each contain two sections, relating to the two different recording methods used to assess them on the MNCR Habitat form. Features assessed semi-quantitatively (on a scale of 1 to 5) are listed as a series of text boxes into which the score may be typed. These boxes will only accept values between 1 and 5. The lower section of each of the fields is a list box that is edited through a multiple select pick list opened by the Pick.. button to its right. These are used to list features that are simply noted as present on the MNCR form, with no quantitative assessment.
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	The Hot Key Alt-K will activate the Rock features fields, placing the insertion point in the box for the first category. Alt-T will activate the Sediment features fields.
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	The ‘Rock features’ semi-quantitative categories are:

Surface relief (even-rugged)

Texture (smooth-pitted)

Stability (stable-mobile)

Scour (none-scoured)

Silt (none-silted)

Fissures >10mm (none-many)

Crevices <10mm (none-many)

Boulder/cobble/pebble shape (rounded-angular) 

Rockpools (none-all)

The ‘Rock features’ qualitative options are:

Gully

Cave

Tunnel

Rockmill

Boulder/cobble on rock

Boulder/cobble on sediment

Boulder holes

Sediment on rock



	
	An additional option, ‘Rockpool’, is shown in the pick list. This is present to allow the import of historical electronic data and will generate an error if selected in the pick list. Instead, you should use the ‘Rockpools’ category in the semi-quantitative features above.

The ‘Sediment features’ semi-quantitative categories are:

Surface relief (even-uneven)

Firmness (firm-soft)

Stability (stable-mobile)

Sorting (well-poor)

Black layer

The ‘Sediment features’ qualitative options are:

Mounds/casts

Burrows/holes

Tubes

Algal mat

Waves/dunes

Ripples

Standing water

Drainage channels/creeks

Subsurface black layer

Subsurface coarse layer

Subsurface clay/mud

Surface silt/flocculent




The ‘Sediment analysis’ tab

The Sediment analysis tab on the Sample form displays a page containing a series of text boxes into which sediment particle size analysis details may be entered (Figure 45). 
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Figure 45. The Sample form showing the Sediment analysis' page

The ‘Method:’ field takes the form of a drop-down list that is used to select between three alternative particle size analysis methods (dry sieve, laser or ‘unknown’). The field is not obligatory but should be completed if possible when particle size analysis (PSA) data are entered. PSA classes in Marine Recorder are the standard Wentworth classes (as compared to the MNCR records where each class combined 2 Wentworth classes).
The PSA data are entered into the ‘Sediment fractions:’ fields below the ‘Method:’ box. The weight of material in each fraction (in grams) is typed directly into the appropriate field. Clicking the Calculate button totals the weights and calculates the percentage values.
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	You may press Alt-3 to display these fields as an alternative to clicking the Sediment analysis tab. Pressing Alt-C calculates the total weight and percentages.
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Figure 46. Calculated sediment analysis data
The ‘Species’ tab
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Figure 47. Sampling method selection dialogue

The fields displayed by clicking the Species tab allow the qualitative or quantitative recording of the flora and fauna found in a sample or sample area. The overall sample may consist of several replicates, each of which may be obtained using a different methodology. When entering a new species record, you will be required to select a sampling method and enter a replicate number before proceeding with any further data entry on this page. Clicking the Species tab on an empty form will automatically display a method selection dialogue (Figure 47) from which you can select the sampling method using a drop-down list (the ‘Method:’ field). A full range of standard qualitative and quantitative methods is available, plus an ‘unknown’ option. The replicate reference number must also be typed directly into the ‘Replicate ref:’ field. This is particularly important where a sample consists of several replicates, since the contents of this field will be used to name and differentiate the records.  A replicate sample is a separate list of species belonging to the same sample.  They share the same physical attributes and the same biotope definition but will have its own list of species found.  The replicate reference can be any number or letter combination (e.g. 1,2,3 – A,B,C – A1,B1,C1)
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	The list of methods available is the same as that already given for the overall sample methodology on page 65. Both fields must be completed before Marine Recorder will permit species data entry.


Clicking [image: image165.png]


 will enter the values into the corresponding fields on the Sample form, which will then display the empty Species section for the new replicate (Figure 48). 
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	The Alt-4 key combination may be used to display the ‘Species’ section of the Sample form as an alternative to clicking the Species tab.
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Figure 48. The Sample form showing the 'Species' tab for a newly created replicate

At the top of the ‘Species’ section of the form (outside the blue border) is a control area containing a drop-down list and two buttons. The ‘Select replicate:’ drop-down list is used to select which of the replicates entered for this sample is displayed on the ‘Species’ section of the form. A replicate is a repeat sample normally using the same methodology (e.g. a second grab sample from the same location).  The New replicate button opens the Select method dialogue in order to create a new, empty species record to be displayed by this section of the Sample form. The Delete replicate button displays a confirmation dialogue (Figure 49) before deleting the replicate that is currently displayed.
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Figure 49. Delete replicate confirmation dialogue

The first two fields in the data are of the form (within the blue border) contain the Method: and Replicate ref: information entered through the Select method dialogue. The ‘Method:’ field is locked in normal use (grey background), but may be unlocked for editing by double-clicking. Once unlocked, the field remains editable (white background) until the form is closed.  This is to prevent accidental change of the values in this field.
The next two fields are used with quantitative sampling methods such as grabbing or coring to provide a measure of the size of the sample. ‘Num deployments for this sp. list:’ contains the number of grabs, cores, etc., that have been combined to produce this particular replicate – in many cases this will be ‘1’ (one). ‘Device area:’ is used to specify the area (in square metres) that is sampled by a single deployment of the device used. These two fields are used to determine the ‘Total area sampled:’ – a calculated field that cannot be edited by the User.

The ‘Record quality:’ field is represented by a drop-down list containing three possible options – Complete record, Adequate record and Incomplete record.

A further drop-down list is used to indicate the ‘Species data type:’ and allows the selection of five possible alternatives ranging from ‘Presence’ (ie., qualitative) to ‘Quantitative (No. per area)’ (ie., fully quantitative).

The last two fields relating to sampling methodology give ‘Penetration depth:’ in centimetres for cores, grabs, etc., and the ‘Mesh size:’ in millimetres of any sieve used to process the sample. Mesh size is entered as a selection from a drop-down list of standard sizes.

The next group of fields on the form, collectively named ‘Add species entry:’, is used to enter the species data into the sample record. The first field – ‘Determined by:’ – gives the identifier or determiner’s name. This field is completed in the usual way for this kind of data, either by typing a suitable name search string into the box and pressing Tab or Enter to execute a search or by clicking the Pick.. button to open the People & Organisations dialogue (refer back to ‘Filter on survey organiser’ in Section 4.5.2.1, page 28, if necessary). The selection made here will remain current throughout the species entry process. This field is obligatory – no species entries will be accepted unless the Determiner has been specified, but there is an “unknown” option. ‘DeterminerStatus’ is automatically set to ‘Field recorder’ and cannot be modified by the user
To enter a species name, you should type an abbreviation into the ‘Code:’ field and press Enter or Tab. Marine Recorder will then search for a match to that abbreviation. If only a single match is found, the species will be entered into the grey ‘Species:’ field to the right of the ‘Code:’ box and the insertion point will move to the ‘Abundance:’ field at the right hand end of the line. If several possible matches are found, Marine Recorder will list them and the User will be asked to make the appropriate selection. If no match is found, an error message will be displayed.
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	The preferred abbreviation format is ‘3+3’, ie., the first three letters of the genus name immediately followed by the first three letters of the specific name.  This normally uniquely identifies a species.  If more than one species is found a list of alternatives will be offered 
A three-character abbreviation will be taken to represent a genus name.

Thus ‘alcdic’ will find Alcyonium digitatum. ‘Alc’ will tend to find genus level entries rather than specific names starting with those three characters (which it would only find if there were no genera starting with ‘Alc’).

If you are searching for a species name not using the ‘3+3’ format then avoid entering 6 or 3 characters (enter 4 or 5 or 7) as this will avoid the system thinking you have entered an abbreviation.

	[image: image170.png]



	Note: It is permissible to enter the same species more than once to allow for a separate record to hold such data as juveniles, non-breeders etc 


Once a species has been specified correctly, the insertion point moves to the ‘Abundance:’ field. The abundance value is typed directly into the field and should be consistent with the ‘Abundance type:’ shown in the drop-down list to the left. Pressing Tab or Enter validates the entry and activates the Add species button. If the abundance entry is found to be inconsistent with the Abundance type, an error message is displayed and the entry must be corrected before you will be allowed to proceed.
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	Permissible entries for the Abundance field are:

Abundance (SACFORN):

Present/Not present:

Percentage:

Score (0-5):

Count

S, A, C, F, O, R, N

P, N

A number (0-100)

A number (0-5)

A number

Alphabetic entries are not case sensitive.


The ‘Abundance type:’ field takes its initial value from the ‘Species data type:’ set earlier and, in most cases will not need to be changed. However, it can be altered if necessary by selecting another value from the drop-down list.

After the abundance has been entered, the record may be added by clicking the Add species button. This will usually be activated as the user presses Tab or Enter to leave the ‘Abundance:’ field, permitting the species to be added by pressing the Enter key again. Marine Recorder will validate the record and add it to the species list below, placing the insertion point in the ‘Species Code:’ field ready to enter the next record. The procedure should then be repeated until all species have been entered (Figure 50).
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Figure 50. Species data entry section from the 'Sample' form showing three species already in the list with a fourth ready to be added
In some instances, additional information will need to be registered before adding the species to the list. A qualifier to the species name may be typed directly into the ‘Qualifier:’ text box. An uncertain determination, the fact that a species is characteristic, or that a photograph or specimen is held may be indicated by clicking on the appropriate tick box to the right of the ‘Qualifier:’ field. If ticked in error, these boxes may be cleared by clicking a second time. Once these fields have been set, the record may be added to the list by clicking the Add species button.
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	The key combination Alt-B may be used to activate the ‘Determined by:’ field. While working in this section of the form, Alt-S activates the ‘Species Code:’ field. Alt-A may be used as an alternative to clicking the Add species button.

The Left and Right Arrow keys may be used to move along the row of fields to enter ‘Qualifier:’ data, etc. The tick boxes may be ticked or cleared using the Space bar.


Editing and deleting species records
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Figure 51. Species form after a species re-determination

To edit or delete a species record, you should click the Edit button to the right of its name in the species list. This will display the Species form (Figure 51) which is used to both edit and delete a species record.

The form contains the usual control buttons at the top right hand side. Clicking Save finalises any changes that have been made to the record and closes the form. Clicking Delete displays a confirmation dialogue before closing the Species form and deleting the species record from the species list for the current replicate. The Close button closes the Species form without saving any changes made to the data. If Marine Recorder detects that changes have been made, a dialogue will be displayed warning that these changes to the data will be lost if you proceed and offering a chance to confirm the action (click [image: image175.png]Yes



 ) or cancel it (click [image: image176.png]


 ).

The data section of the form is divided into three parts. The top part allows abundance and other supporting information to be edited directly, although the abundance type is fixed. 

The middle section of the form allows the species name (determination) to be changed. The change cannot be made by overtyping or reselecting the name but must be accomplished by adding a new determination to the record. This ensures that there is an audit trail of previous determinations and a record of who has made the changes during the life of the data. 

To add a new determination, an appropriate abbreviation of the new name should be typed into the purple ‘Species:’ box as in the original species name entry (see page 73 above). Tabbing to (or clicking on) the next field will enter the matching species name into the grey field to the right or will present a list of possible matches for the user to select the correct name. The name of the person making the re-determination is entered into the ‘Determined by:’ field in the usual way (see ‘Filter on survey organiser’, page 28) and their status is selected from the drop-down list in the ‘Determiner status:’ field. The current date is automatically inserted into the ‘Date:’ field but this may be edited if required. 
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	Options available through the ‘Determiner status:’ drop-down list are:

Field recorder

Post Survey Assessor/Analyst

Classification Specialist

Classification Developer

Taxonomic Specialist

Laboratory/Consultant Identifier



The re-determination is added to the form by clicking the Save button at the top of the middle section and is displayed in the lower ‘Determination history:’ section, with previous determinations moved down to accommodate it (Figure 51). All four fields in the ‘Change determination:’ part of the form are required and an error message will be displayed if you try to save a new determination with any field not completed. This Save button does not close the form like the one in the top section.
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	The following ‘Hot keys’ may be used with the Species form:

Alt-C and Alt-L

Close the form, abandoning any changes made – equivalent to clicking one of the two Close buttons

Alt-D

Delete the species record from the current replicate – equivalent to clicking the Delete button.

Alt-S

With the insertion point in the top part of the form:
Close the form, saving any changes made.

With the insertion point in the middle part of the form:
Move the insertion point into the purple ‘code’ part of the ‘Species:’ field ready to type a new abbreviation.

Alt-V

Add the new determination details to the form and register the new determination as current.




The ‘Biotope’ tab

The Biotope tab at the top of the data area of the Sample form displays the biotopes assigned to the sample. For a new sample, the form contains just an Add biotope button (Figure 52). 
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Figure 52. The Sample form showing the information displayed by the 'Biotope' tab

Clicking this opens the Biotope Determination form (Figure 53), which is used to select the appropriate biotope from the available options, and to provide supporting information about the status and determiner.
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Figure 53. Biotope Determination form

The biotope dictionary now includes the MNCR 97.06 and the 04.05 codes.  For new records the 04.05 list is the preferred set of codes to use.

The ‘Biotope:’ field may be set either by selecting from the drop-down list activated by the arrow button on the right hand edge of the field ( [image: image181.png]


 ).  Only biotope codes belonging to the dictionary version selected in the “Show in drop down” box will be shown – i.e. you can restrict the codes shown to one or other dictionary versions. Alternatively the full range of codes is presented by clicking the Pick..  button next to it. Exactly which codes are available here will depend upon how your system has been set up (see Administrator guide for details).  It is possible to set the system up to allow the selection of just biotope codes, just seasearch seabed codes or a mixture of the two,
	[image: image182.png]



	Options available through the ‘Seasearch Biotope:’ drop-down list are:

ABB – Animal bed: brittlestars

ABM – Animal bed: mussels

ABS – Animal bed: scallops

BS – Barren sediment

EPA – Encrusting pink algae

KF – Kelp forest
KP – Kelp park

MS – Mixed seaweeds

SAT – Short animal turf on rocks

SLA – Sediment with life apparent

TAT – Tall animal turf on rocks
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Figure 54. ‘Select Biotope Code’ form showing basic classifications

Clicking the pick.. button opens the Select Biotope Code form showing three basic classifications (two MNCR classifications and the Seasearch seabed types; Figure 54). Lines (nodes) with a [image: image184.png]


 next to them may be expanded by clicking the [image: image185.png]


 or by double-clicking the name or the icon (Figure 55). Nodes with a [image: image186.png]


 next to them may be collapsed in the same way. Highlighting a particular node (a single click on the text or icon) will display a description of the biotope in the grey area at the bottom of the form – clicking in this area will reveal a scroll bar to the right of the text if the description is too long to be seen in full. If you have an Internet connection, clicking on the Web link button at the bottom left hand side of the form will connect to the Joint Nature Conservation Committee’s online MNCR Marine Biotope Dictionary an display the entry for the highlighted biotope (The Web link button may be greyed out if you have not selected a biotope that belongs to the MNCR 1997 or 2004 classification). 

Clicking on a biotope name or icon with the right-hand mouse button (right-clicking) will enter it into the ‘Biotope:’ field on the Biotope Determination form and close the selection form. Clicking on the Close button at the top of the selection form displays a warning that no biotope has been selected before returning to the Biotope Determination form.

Having entered the biotope name, a qualifier must be entered by selecting from the ‘Biotope qualifier:’ drop-down list. The qualifier specifies whether the match is certain or uncertain and whether the biotope matches the full sample record or only part of it (see Multiple biotopes below).
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Figure 55. 'Select Biotope Code' form with biotope tree partially expanded

The current date is automatically inserted into the ‘Date:’ field but this may be edited if required.

The name of the person making the biotope determination is entered into the ‘Determined by:’ field in the usual way (see ‘Filter on survey organiser’, page 28) and their status is selected from the drop-down list in the ‘Determiner status:’ field (see list on page 78). 

The ‘Comment:’ field is a memo-style text box. Plain text may be typed directly into the field and formatted text may be entered using the RTF Editor application by double-clicking the box (see Section 4.2.4). The ‘Comment:’ field is the only optional field on the form.

The Save and Close buttons perform their usual functions. Clicking Save will validate the information entered before closing the Biotope Determination form and displaying the biotope details on the Sample form (Figure 56). If any field except ‘Comment:’ has not been completed, a warning will be displayed and the form will remain open. The Close button closes the form without saving any changes made.

Biotope re-determination

As with species determinations, biotope determinations cannot be changed simply by editing the information. However unlike species re-determination, biotope determination may not use the same entities.

For example, a sample which has two biotope codes assigned to it using the 97.06 classification may have 3 codes associated with it using the 04.05 classification, or in other words there is not a one to one mapping of codes.  In this case simply re-determining the biotopes does not work.  Instead the three new 04.05 codes are added in and marked as preferred and the 07.06 codes are marked as not preferred.

If you do genuinely want to re-determine an existing biotope (this would normally be because you disagreed with someone’s previous determination within the same classification scheme), then this must be carried out through the Edit/view history button alongside the biotope determination details. Clicking this button opens the Biotope form (Figure 57), which allows a new biotope determination record to be added to the sample, replacing the existing determination, whose details are recorded in the lower part of the form. However, the old determination is not discarded but is retained in a list of previous entries that forms a determination history for the sample (or part sample).

On the biotope tab (Figure 56) you can restrict which biotopes you want to see by selecting an entry in the “Show in drop down” field.  The options are:

Preferred, All, MNCR 04.05, MNCR 97.06, Seasearch

By default this will show just preferred biotopes.

You can use the “Toggle” button to change the preferred status of a particular biotope determination.

NOTE: You are NOT allowed to have preferred biotopes from more than one classification system.  For example if you already have one or more 04.05 codes marked as preferred you will not be able to mark a 97.06  code as preferred until you have flagged all the 04.05 codes as not preferred.
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Figure 56. Sample form showing biotope information

[image: image189.png]Changs delertinaion:

]

Ezig

Classiicatiors  Biolope: Showin drop dowr:[WNCR 0405 -

I [
Quafer [t match;whale recad <]
Deteminedby [ A

Determinerstatus: [ =]

Comment:

s
b [T

(Double click o edt fomatted tex]

Determinaton hisor:

Latest

Bilopecode:  [FESSAIMISESRUBN Clssfcaion [ANCHOATS | Duslr

G match; whoe ecord

Bitope name: [Spiula sublncats and Neghys hambergh i shallo oy sand
Deemined by: ~ [FahanFat Date: | Tomer0t
Determiner stotus: el ecorder

Comment

Record: 14| < |[ T 0[] of 1 (Fikersd)





Figure 57. Biotope form showing determination history

The fields on the form are completed in exactly the same way as those on the Biotope Determination form described previously. Clicking the Save button replaces the determination while retaining any previous records in a history list. Clicking the Delete button will delete not just the current determination but the entire biotope determination history. Clicking Cancel closes the form without applying any changes made.

Multiple biotopes 

Multiple biotopes are supported in order to allow for mosaics. Additional biotopes are added to the form by clicking the Add biotope button at the top of the biotopes listing (Figure 56). Each biotope in the mosaic may have a re-determination history, accessed by clicking the Edit/view history button alongside its own details on the Sample form.
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	The Biotope page of the Sample form may be displayed by pressing Alt-5 instead of clicking the Biotope tab. Alt-A and Alt-E may be used instead of clicking the Add biotope and Edit/view history buttons respectively.


The ‘Audit’ tab

Clicking the Audit tab displays the standard rudimentary audit trail. All the information shown is generated automatically by Marine Recorder and cannot be modified by the User. The top two fields give the identity of the person or organisation that created the Sample record and the date on which the record was created. The two lower fields give the identity of the person or organisation that last modified the record and the date on which the change was made.
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	The Audit page of the Sample form may be displayed by pressing Alt-6 instead of clicking the Audit tab.


4.6. Quick sample form
This is similar to the main sample entry form – but with a few less options.  It is designed to be quick to enter data particularly for the sort of data that might be collected as part of a video transect.  
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Figure 58- Showing how to access quick sample form
It is accessed by checking the “Use quick sample form” check box before clicking the Samples button.

You should read the previous section on entering sample data as most of the descriptions still hold.

Not all of the fields are available and there are some slight limitations as to the structure of the data:
· You are only allowed one sample replicate per sample

· You are only allowed one biotope per sample
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Figure 59 - Basic details
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Figure 60- Quick sample form - physical and biotope
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Figure 61- Quick sample form - species

4.7. The Location option

The Location option, selected from the main menu, gives access to all information held in Marine Recorder that relates to a particular location irrespective of its role in any particular survey or survey event. Data about the location itself may be entered, viewed and edited but there is no access to any survey-related information by this route, with the sole exception of summarised water depths.
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	Information about water depths is summarised from sample data relating to each location. Marine Recorder generates this information automatically and it is not editable. It is not possible to access the underlying data by this route.

	
	Location holds the ‘permanent’ information about places visited during a survey (for example, information about the physical nature of the place and general features that are unlikely to change much over time). Each visit to a particular location (with a date, time, persons) is entered as an Event and the recording (sampling) of habitats are entered as samples. 

Thus location is a separate entity to survey and is linked directly to the survey Event. One location may have one or any number of survey events attached. The spatial reference for location can be an area, line or point. Each location holds information on the height and depth range of the associated survey events, physiographic features (salinity, tidal stream, wave exposure), nature conservation  designations and uses and impacts in the area.


4.7.1. Selecting a location

Clicking the Location button in the Marine Recorder main menu displays the Locations selection form – a selection/search form providing access to all locations in the database. This will be empty in a new, blank installation (Figure 58) but otherwise will show a scrolling list of all locations held within the database ordered by MNCR sector and then by name (Figure 59). It is possible to find a location by scrolling through the list using the scroll bar to the right of the form. However, this is likely to be a difficult task in a large database, and it is better to use the search facility provided to limit the number of entries in the list.
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Figure 62. Empty Location Search form 

To display all locations whose Name entry contains a particular word or phrase, type the text into the ‘Location Name:’ box and click the Search button. The list may also be limited to locations within a particular MNCR sector using the ‘MNCR sector:’ drop-down list. Clicking the Clear button will remove any filters and re-display the full list of locations.
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Figure 63. Locations Search form in a populated database
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	Marine Recorder will search for an exact (but case-insensitive) match between the content of the ‘Location Name:’ field and the location name entry. The match may occur at any point within the name. 

Two words will be seen as a single sequence of characters that includes a space rather than as two separate search terms. The ‘wildcard’ characters ‘?’ and ‘*’ may be used.

See Section 4.2.2 for further information on using the search facility.
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	You may press Alt-S as an alternative to clicking the Search button and Alt-L instead of clicking the Clear button.


Once you have found the location that you wish to work with, you should click the Edit button to the right of the name to open the Location form, which allows the information to be viewed and edited. Clicking the New Location button displays a blank Location form ready to receive data for a location not already held in the database.

Clicking the Close button will close the Locations selection form and return you to the Marine Recorder main menu.
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	To delete a location from the database, select Edit for that location and use the Delete option from the resulting Location form.
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	You may press Alt-N as an alternative to clicking the New Location button and Alt-C instead of clicking the Close button.


4.7.2. Entering and editing Location data

If you reached this point using the Edit option from the Locations selection form, the Location form will show the available information about the location selected (Figure 60). If you selected the New Location option, you will be presented with a blank form ready to receive your new data (Figure 61).
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Figure 64. Location form showing the 'Descripton' tab
The following discussion focuses upon entering data for a new Location, but it is equally relevant to editing existing information.

The form has the usual pale blue control area at the top, which contains space for the record reference code and three buttons. Below this is a data area, consisting of an upper fixed part containing geographical information and a lower section that can display any of four sub-forms activated by tabs at the top of the area.
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Figure 65. Blank Location form ready to receive data for a new location
4.7.2.1. General control buttons

The three buttons in the control area perform the usual Save, Delete and Close functions. 

Clicking the Save button causes any outstanding validation functions to be performed and then, assuming that no errors are generated, saves the record and closes the form, returning you to the Locations selection form. If any errors or omissions are detected, the first of these will generate a warning dialogue asking you to make the appropriate correction and will then re-display the Location form with the data unsaved. Depending on the nature of the error, you may receive more than one warning.

Clicking the Delete button removes the Location record from the database. Since this process is not reversible, a confirmation dialogue is displayed to ensure that you want to proceed with the record deletion. Clicking No returns you to the Location form at the same record. Clicking Yes deletes the record and returns to the Locations selection form.
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	You will not be permitted to delete a Location that has an event or samples attached to it. Attempting to delete such a location will generate a warning dialogue similar to that shown in Figure 62 that requires you to delete the appropriate sample or event data first.


The Close button closes the Location form and redisplays the Locations selection form. If you have made any changes to the data displayed on the Location form that have not been saved, a warning dialogue will be displayed to alert you to the fact that all modifications since you last clicked the Save button will be lost by closing the form (refer back to Figure 18). Clicking No returns you to the Location form with the modifications intact, allowing the opportunity to save the changes. Clicking Yes closes the Location form and displays the Locations selection form, abandoning any changes made since the last save.
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	You can use the Hot Keys Alt-S, Alt-D and Alt-C instead of clicking the Save, Delete and Close buttons. In the warning and confirmation dialogues, Alt-Y and Alt-N may be used instead of clicking the Yes and No buttons.
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	If you reached the Location form by a different route, you will be returned to the point from which you selected the location rather than to the Locations selection form.


4.7.2.2. Name and geographical information

The data fields in the upper part of the form give details of the name and situation of the Location (Figure 61). All fields are obligatory except for ‘MNCR Sector:’, and Marine Recorder will not allow you to save the data unless these fields are completed.

The ‘Name:’ field is a simple text box, into which you should type the name of the location.
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	Location name should include an indication of the general location eg county name to avoid multiple records called “Blackrock” and obscure place names that no one can recognise. A name found on an Admiralty chart or OS map would be relevant


The ‘MNCR Sector:’ field takes the form of a drop-down list of 32 entries that contains the currently defined MNCR sector names. You should select the correct sector for your location. This field is optional but should be completed if possible.
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	MNCR Sector names listed are:

UK01 - Shetland Isles
UK02 - Orkney Isles
UK03 - North Scotland
UK04 - East Scotland
UK05 - SE Scotland and NE England
UK06 - East England
UK07 - East English Channel
UK08 - West English Channel
UK09 - Bristol Channel and approaches
UK10 - Cardigan Bay and north Wales
UK11 - Liverpool Bay and the Solway Firth
UK12 - Clyde Sea
UK13 - South-west Scotland
UK14 - Outer Hebrides
UK15 - North-west Scotland
UK16 - North Ireland (Lough Foyle to Fair Head)
UK17 - North-east Ireland (Fair Head to Carlingford Lough)
UK18 - Isle of Man

UK19 - Channel Islands

UK20 - Northern North Sea (12-200 nm)

UK21 - Southern North Sea (12-200 nm)

UK22 - English Channel (12-200 nm)

UK23 - Western Approaches (12-200 nm)

UK24 - Irish Sea (12-200 nm)

UK25 - West of Scotland (12-200 nm)

IR01 - East Ireland (Carlingford Lough to Carnsore Point)

IR02 - South Ireland (Carnsore Point to Mizen Head)

IR03 - South-west Ireland (Mizen Head to Kerry Head)

IR03 - South-west Ireland (Mizen Head to Kerry Head)

IR04Greater Galway Bay (Kerry Head to Slynne Head)

IR05 - Clare Island area (Slynne Head to Erris Head)

IR06 - North - west Ireland (Erris Head to Lough Foyle)

NOR - Norway

Oth - Other region (e.g. France or Baltic)
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Figure 66. Warning dialogue on attempting to delete a location that has events or samples associated with it 

The ‘Location Type:’ field is set by another drop-down list containing seven possible options. You should select the correct option from the list.
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	Location Type options are:

Site

Habitat

Region

Area 

Location

ICES box

Monitoring site




Area covered

The remaining fields in the top part of the data area form a group that gives the Area covered by the Location. 

The first of these fields records the Coordinate system used to specify the survey area, and takes the form of a drop-down list from which one of four options may be selected. Marine Recorder is aware of the following coordinate systems: Ordnance Survey National Grid Reference; Latitude/Longitude (OSGB 36); Latitude/Longitude (WGS 84); and Ordnance Survey Northern Ireland Grid Reference. 

Next to this is a second drop-down list with the name ‘Derived from:’. This indicates the source of the coordinates used to specify the survey area and gives an idea of the accuracy or precision of the source. Twenty options are available in the list, covering various maps, charts and navigation systems as well as other sources.

The ‘Type:’ field is a drop-down list that allows one of three options to be selected: Point, Line (or transect) and Area. The option selected in this field determines how many coordinates must be entered to define the Location. If Point is selected, a single coordinate must then be entered into the ‘SW corner/start:’ field. If Line or Area are selected, then coordinates must be typed into both the ‘SW corner/start:’ and ‘NE corner/end:’ boxes.

The coordinates entered into the ‘SW corner/start:’ and ‘NE corner/end:’ boxes will be validated to ensure that they match the chosen coordinate system and that they are within the general area covered by users of Marine Recorder. Details of permissible entry formats are given in Information Box 2 on page 44.

The remaining field in the ‘Area covered:’ group is a grey text box named ‘Centre:’ located to the right of the ‘Type:’ field. It holds the coordinates of a single, central point for the location and is used mainly for internal calculations. This field is calculated by Marine Recorder and is not editable by the user. 
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	Data entered into the ‘Start/SW corner:’ and ‘End/NE corner:’ text boxes are not compared with each other. No warning will be given if the coordinate for the south west corner of an area is actually to the north or east of that given for the north east corner. It is the User’s responsibility to ensure the accuracy of these coordinates.
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	If you have an Internet connection, double-clicking on the ‘Start/SW corner:’ or ‘End/NE corner:’ field will attempt to connect to the MultiMap.com Website using your default browser and display a 1:50,000 scale map centred on the coordinates in the field. This facility is available with all coordinate fields and allows you to verify that the coordinates entered refer to the expected location.


The lower part of the Location form consists of a variable data area in which four different collections of data fields may be displayed by clicking one of the four tabs running along the top of this lower area.

The ‘Description’ tab

Clicking on the Description tab displays a single ‘memo’ type text box, into which may be entered an optional description of the location, along with any other relevant information (see Figure 60). The User may type directly into the box to enter plain, unformatted text. Double-clicking within the text area opens up a ‘helper’ application that allows Rich Text to be entered (see Section 4.2.4).
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	The Description field may be shown by pressing Alt-1 instead of clicking the Description tab.
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	Description should be a “sketch in words” to describe the main characteristics of the location, and include where it is in relation to known landmarks, any special features eg an island, a sandy bay etc. Do not include details that would prevent the location being used with other survey events ie meteorological or tidal conditions which pertain to a specific point in time should be included. Reference to the relevant Admiralty chart or OS map would be a useful source of location characteristics


The ‘Height/depth surveyed’ tab
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Figure 67. Lower part of the 'Location' form showing the information displayed by clicking the 'Height/Depth surveyed' tab

Clicking on the Height/depth surveyed tab displays information on the upper and lower limits (relative to sea level and/or chart datum) of any samples taken at the location (Figure 63). The content of the fields is calculated automatically by Marine Recorder from data entered on the Sample form and may not be edited by the User. If no samples have been entered for this location, the fields will be empty.
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	The water depth information may be shown by pressing Alt-2 instead of clicking the Height/depth surveyed tab.


The ‘Features’ tab

The fields displayed by clicking on the Features tab (Figure 64) cover the information that is recorded on the second sheet of the MNCR Site recording form. The fields consist of a series of drop-down lists and pick lists, according to whether single or multiple selections are permissible. All fields on this section of the form are optional, although the first four should be completed if possible.
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	The information on the Features sub-form may be shown by pressing Alt-3 instead of clicking the Features tab.
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Figure 68. The lower part of the 'Location' form showing the information displayed by the 'Features' tab

The ‘Marine Landscape:’ drop-down list is equivalent to the Physiographic Type section on the MNCR Site form. It allows 13 options, one of which should be selected in the usual manner. This field should be completed if possible.
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	Marine Landscape options are:

Open coast

Open coast - Linear coast

Open coast - Islands/rocks

Open coast - Offshore seabed

Open coast - Semi-enclosed coast

Open coast - Strait/Sound

Open coast - Barrier beach

Enclosed coast

Enclosed coast – Embayment

Enclosed coast – Sealoch

Enclosed coast - Ria / voe

Enclosed coast – Estuary

Enclosed coast – Lagoon
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	The Hot Key Alt-M will activate the Marine Landscape drop-down list. You may then use Alt-Down to open the list, and the up and down arrow keys to move through it. Press Enter to select an option, or Esc to return the list to its original selection.


The ‘Salinity:’ drop-down list allows one of four options to be selected. The MNCR Site form allows space to enter a measured salinity but there is currently no such option in Marine Recorder – such information could possibly be included in the Description field above. The ‘Salinity:’ field should be completed if possible.
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	Salinity options are:


Full (30-35 ppt)

Variable (18-35 ppt)

Reduced (18-30ppt)

Low (<18ppt)

A fifth option, Reduced / low (0.5-30 ppt), is available to allow the import of historical electronic data only and may not be selected by the User.
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	The Hot Key Alt-Y will activate the Salinity drop-down list. 


The ‘Wave exposure:’ drop-down list allows the selection of seven exposure options ranging from Extremely exposed to Extremely sheltered. The ‘Ultra sheltered’ category on the MNCR Site form is not available in Marine Recorder. The ‘Wave exposure:’ field should be completed if possible.
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	Wave exposure options are:


Extremely exposed

Very exposed

Exposed

Moderately exposed

Sheltered

Very sheltered

Extremely sheltered
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	The Hot Key Alt-W will activate the Wave exposure drop-down list. 


The ‘Tidal currents’ drop-down list allows the selection of five options ranging from Very strong to Very weak, corresponding to the ‘Tidal streams’ section on the MNCR Site form. This field should also be completed if possible.
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	The Hot Key Alt-T will activate the Tidal currents drop-down list. 


The ‘Geology:’ field is edited through a pick list accessed by clicking the Pick.. button to the right of the field. This opens a Multiple Select pick list (Figure 65) that can be used to select one or more of the available options. Clicking an option displays the line in reverse text to indicate its ‘selected’ status. Click a selected option again to de-select it. 
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Figure 69. Multiple Select pick list for the 'Geology’ field on the Location form

Once you have selected all the required options, you should click the OK button to close the pick list and enter the selections into the Geology field. The Cancel button closes the pick list without making any changes to the field.
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	Geology options are:


Hard

Hard - Igneous

Hard - Chert/Flint

Hard - Slate

Hard - Sand/Mudstone

Moderately hard

Moderately hard - Limestone

Friable

Friable - Shale/Slate

Soft

Soft - Sand/Mudstone

Soft - Chalk

Very soft

Very soft - Clay

Very soft - Peat
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	The Hot Key Alt-G will open the Geology pick list. 

You may scroll through the list using the Up and Down arrow keys and the Space bar may be used to toggle the ‘selected’ status of any option. Alt-O or Enter registers the selection in the Geology field. Alt-C closes the pick list without changing the Geology field.


The ‘Stratification:’ field takes the form of a drop-down list with three options: Thermocline, Halocline or Not stratified. This field applies to sublittoral sites only.
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	The Hot Key Alt-O will activate the Stratification drop-down list. 


The ‘Littoral Width:’ field holds an estimate of the distance between HWST and LWST. It is completed using a drop-down list that allows one of five widths to be selected. This field obviously applies only to littoral sites. 
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	Littoral Width options are:

<1 m

1-10 m

10-100 m

100-1000 m

>1000 m
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	The Hot Key Alt-L will activate the Littoral Width drop-down list. 


The ‘Littoral Aspect:’ field also applies only to littoral sites and takes the form of a drop-down list that contains the eight main points of the compass plus a further option for Multiple aspect shores.
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	The Hot Key Alt-A will activate the Littoral Aspect drop-down list.


The two remaining fields are both multiple selection fields that are accessed by means of Pick.. buttons situated to their right hand side, in the same way as the Geology field described above. The ‘Designations:’ pick box allows access to a list of 32 possible recognised designations plus an ‘Other’ category. Any number of these options may be selected. The list includes all twenty categories from the ‘Site Designations’ section of the MNCR Site form.
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	Designations options are:

Biogenetic Reserve

Biosphere Reserve

Ramsar site

Special Area of Conservation

Special Protection Area

World Heritage Site

Area of Outstanding Natural Beauty

Area of Special Protection

Area of Special Scientific Interest (Northern Ireland)

Country Park

Environmentally Sensitive area

Geological Conservation Review site

Heritage Coast (England/Wales)

Local Nature Reserve (England/Scotland/Wales)

Marine Consultation Area (Scotland)

Marine Nature reserve

Voluntary Marine nature Reserve

Ministry of Defence

National Nature Reserve

National Park

National Scenic Area (Scotland)

National Trust / NT for Scotland

Private reserve

RSPB Reserve

Sensitive Marine Area (England)

Site of Special Scientific Interest (England/Scotland/Wales)

County Wildlife Trust Reserve

Irish Wildbird Conservancy reserve

Management Agreement area

Natural Heritage Area

Refuge for Fauna

Wildfowl Sanctuary

Other




The ‘Uses + Impacts:’ pick box allows the User to select from 68 possible uses and impacts applicable to the location, any number of which may be selected. The list differs slightly from that on the MNCR Site form, as well as being considerably expanded, but there should be little difficulty in finding a correspondence between the two where the options have changed.

	[image: image235.png]



	Uses + Impacts options are:

Aquaculture: fin-fish

Aquaculture: macro-algae

Aquaculture: shellfish

Climate change/global warming

Coastal defence: barrages

Coastal defence: beach replenishment

Coastal defence: groynes

Coastal defence: sea walls/breakwaters

Collecting: angling

Collecting: bait digging

Collecting: bird eggs

Collecting: curios

Collecting: higher plants

Collecting: kelp/wrack harvesting

Collecting: macro-algae

Collecting: peelers (boulder turning)

Collecting: shellfish (winkles, mussels)

Development: artificial reefs

Development: cables & pipes

Development: construction phase of coastal defence

Development: culverting lagoons

Development: docks, ports & marinas

Development: land claim

Development: oil & gas platforms

Energy generation: wave/tidal

Energy generation: wind

Evidence of physical damage

Extraction: freshwater (from rivers/
land)

Extraction: maerl

Extraction: navigational/maintenance dredging

Extraction: oil/gas

Extraction: rock/minerals (e.g. coastal quarrying)

Extraction: sand/gravel (aggregate dredging)

Fishing: benthic trawling/scallop dredging

Fishing: fixed netting (gill/tangle)

Fishing: mobile netting (seine) & pelagic trawling

Fishing: potting/creeling

Fishing: suction/hydraulic dredging

Pollution: eutrophication

Pollution: heavy metals

Pollution: hydrocarbons

Pollution: oil dispersants

Pollution: oil/tar/chemicals

Pollution: organotin/TBT

Pollution: pesticides/herbicides

Pollution: sewage

Predator control

Recreation: boating/yachting

Recreation: diving/dive site

Recreation: marina

Recreation: popular beach

Recreation: resort

Recreation: water sports

Trade in wildlife

Uses: coastal forestry/farming

Uses: education/interpretation

Uses: military

Uses: research

Uses: shipping

Waste: cooling water (power stations)

Waste: industrial effluent discharge

Waste: industrial/urban emmissions (air pollution)

Waste: land/riverine runoff (inc. agricultural pollution)

Waste: litter and debris

Waste: nuclear effluent discharge

Waste: quarry waste (mining)

Waste: sewage discharge

Waste: shipping (inc. fisheries)

Waste: spoil dumping
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	The Hot Key Alt-E will open the Designations pick list and Alt-U will open the Uses + Impacts pick list. 

You may scroll through the lists using the Up and Down arrow keys and the Space bar may be used to toggle the ‘selected’ status of any option. Alt-O or Enter registers the selection in the appropriate field. Alt-C closes the pick list without changing the field.


The ‘Audit’ tab

Clicking the Audit tab at the top of the lower data area on the Location form displays a rudimentary audit trail (Figure 66). All the information shown is generated automatically by Marine Recorder and cannot be modified by the User. The top two fields give the identity of the person or organisation that created the Location record and the date on which the record was created. The two lower fields give the identity of the person or organisation that last modified the record and the date on which the change was made.
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Figure 70. The lower part of the Location form showing the information displayed by the 'Audit' tab
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	The audit trail may be displayed by pressing Alt-4 instead of clicking the Audit tab.


4.8. The References option

The References option, selected from the main menu, gives access to details of reference literature stored by Marine Recorder. The type of material that can be cited ranges from full scientific journal articles and conference papers, through books, reports and theses to notebook entries and other ephemeral material. Reference records will most often be created in connection with the entry of survey data (see The ‘References’ tab in Section 4.5.3.3). However, this option allows direct access to Reference records from the Main Menu without going through the Survey option.

4.8.1. Locating and selecting references
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Figure 71. The 'References' search/selection form
Clicking the Reference button in the Marine Recorder main menu displays the References selection form – a selection/search form providing access to all reference material in the database. This will include all MNCR references not just those tagged to the surveys (Figure 67). The list is sorted initially in chronological order starting with the most recent but this order may be reversed by clicking on the ‘Year’ column header. The list may also be sorted into alphabetical order based on Title by clicking on the ‘Title’ column header, and clicking the header a second time sorts the list into reverse alphabetical order. Short lists of references may also be sorted on Authors in the same way.
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	Marine Recorder does not permit a list containing more than 100 references to be sorted on Author names since this would be too time consuming. 


It is possible to search for a reference by scrolling through the list using the scroll bar to the right hand side of the form. However, this is likely to be a cumbersome task in a large database and, as usual, it is better to use the search facility provided to limit the number of entries displayed in the list. Search terms may be typed into the four text boxes within the ‘Search:’ area of the form. Clicking the Search button will then filter the full list of references based on the contents of the boxes (Figure 68). The search terms may be edited individually before clicking the Search button again to re-apply the filter, allowing a search to be refined as necessary. Clicking the Clear button will clear the search text boxes and re-display the full list of References.
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Figure 72. References search/selection form after applying search criteria
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	Marine Recorder will search for an exact (but case-insensitive) match between the contents of the ‘Authors:’, ‘Editors:’ and ‘Title contains:’ boxes and the appropriate database fields. The match may occur at any point within the text. 

Two words will be seen as a single sequence of characters that includes a space rather than as two separate search terms. The ‘wildcard’ characters ‘?’ and ‘*’ may be used.

Only a single name may be entered into each of the ‘Authors:’ and ‘Editors:’ boxes at any one time (although both boxes can be used together). 

The ‘Year:’ field requires a four digit entry (ie., ‘1998’ rather than ‘98’). 

See Section 4.2.2 for further information on using the search facility.
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	You may press Alt-S as an alternative to clicking the Search button and Alt-L instead of clicking the Clear button.
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Figure 73. Completed ‘References’ detail form

The details of a reference may be viewed or edited by clicking the Edit button to the right of its name in the list, which opens the References detail form (Figure 69). The Use button has no function when the References selection form is opened directly from the Marine Recorder main menu and simply displays an information dialogue. 

The blue control area at the top of the References selection form contains two further buttons. Clicking the New Reference button displays a blank References detail form ready to receive data for a reference not already held in the database. Clicking the Close button will close the References selection form and return you to the Marine Recorder main menu.

4.8.2. Entering and editing reference details

The following discussion focuses upon entering data for a new Reference, but it is equally relevant to editing existing information. 

The References detail form is extremely flexible to permit as wide a range of material to be entered as is possible. Only four of the fields are obligatory, these being ‘Type:’, ‘Year:’, ‘Reference title:’ and ‘Authors:’.

[image: image245.png]Save | Delete | Close |

Type: || L]

Year:

Reference title:
Authors: Reference number:
Initials:  Sumame: Number Number type:
> J
Journal: | ;I
Volume: | Pat: | Number:

Pages: Supplement:

[ Edon [

Symposium title: |
Editors:

Initials: ~ Sumame:

>

Publisher:

Place of publication: [





Figure 74. Empty 'References' detail form ready to receive new data

At the top of the form are three buttons on the right hand side and a non-editable record reference code field on the left – this latter is blank on an empty form (Figure 70) but is automatically filled by Marine Recorder as soon as the first entry is made. The Save, Delete and Close buttons perform their usual functions. Clicking the Save button causes any outstanding validation functions to be performed and then, assuming that no errors are generated, saves the record and closes the form, returning you to the References selection form. 

Clicking the Delete button removes the Reference record from the database. Since this process is not reversible, a confirmation dialogue is displayed to ensure that you want to proceed with the record deletion. Clicking No returns you to the References detail form. Clicking Yes deletes the record and returns to the References selection form.

The Close button closes the References detail form and redisplays the References selection form. If you have made any changes to the data displayed on the detail form that have not been saved, a warning dialogue will be displayed to alert you to the fact that all modifications since you last clicked the Save button will be lost by closing the form (refer back to Figure 18). Clicking No returns you to the form with the modifications intact, allowing the opportunity to save the changes. Clicking Yes closes the References detail form and re-displays the References selection form, abandoning any changes made since the last save.
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	You can use the Hot Keys Alt-S, Alt-D and Alt-C instead of clicking the Save, Delete and Close buttons. In the warning and confirmation dialogues, Alt-Y and Alt-N may be used instead of clicking the Yes and No buttons.


The first data field on the form is the ‘Type:’ field, which specifies the nature of the material that is being entered. There are eighteen possible options, the correct one being selected using a drop-down list. This field is required.
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	The possible options for the ‘type:’ field are:

Annual report

Article

Book

Bulletin

Conference paper

Conference volume

CSD Report

Ephemera

Journal

Memoirs

Notebook

Other

Published

Report

Special volume

Symposium

Thesis

Unpublished




The next two fields, ‘Year:’ and ‘Reference title:’, are text boxes into which information can be typed directly. The ‘Year:’ field accepts the standard date formats, including vague dates (see 4.5.3.3), but it makes most sense if a standard four-digit year is entered. The value ‘Unknown’ is accepted, and Marine Recorder replaces this in the database with the value ‘9999’. Both ‘Year:’ and ‘Reference title:’ are required fields.

Authors are entered into a series of fields below the Reference title. The first author’s Initials are typed directly into the left-hand sub-field in the ‘Authors:’ group and the Surname into the right-hand sub-field. As the first name is entered, another pair of fields is created below the first to accept a second author’s name. Entering data into these creates a further pair of fields, and so on, allowing any number of authors to be entered for a single reference (see Figure 69). It is obligatory to include at least one entry in this field group.

The ‘Reference Number:’ field, immediately to the right, allows an access code or shelf code to be included with the reference details. Both the ‘Number:’ and the ‘Number type:’ are simple text fields that can be completed by typing directly. Multiple reference numbers can be entered in the same way as multiple authors.

Following this is a series of fields that relate particularly to scientific journals and periodicals. The ‘Journal:’ field is a drop-down list holding an extensive list of periodicals from which an option may be selected. Typing into the field jumps to the first entry in the list that starts with the characters typed – this is useful in moving quickly to the part of the list in which the required entry is to be found. Only titles on the list may be entered – it is not possible to type a new journal title.

Below the ‘Journal:’ list are ‘Volume:’, ‘Part:’ and ‘Number:’ fields. These simple text fields will accept only numbers. The ‘Pages:’, ‘Supplement:’ and ‘Edition:’ fields are more flexible and will accept a wider range of entries. This allows, for example, the ‘Pages:’ field to contain a page range (‘121-127’) for a paper from a periodical or a number of pages (‘127 pp.’) for a report.

The optional ‘Symposium title:’ field is completed by typing the title directly into the field, as are the ‘Publisher:’ and ‘Place of publication:’ fields at the bottom of the form. The optional ‘Editors:’ field group is completed in the same manner as the ‘Authors:’ field described above.

4.9. The People/organisations option

Marine Recorder requires the names of people and organisations to be recorded in connection with a range of activities. These include survey organisers, commissioners, field workers, species identifiers and taxonomists, and workers involved in determining biotopes for a sample. In order to maintain consistency in the way that a particular individual or organisation is recorded (and to increase the efficiency of the database), Marine Recorder maintains a list of known people/organisations from which the required entries may be selected. The People / organisations option in the Main Menu allows direct access to this list for review and maintenance without having to go through the other options. Selecting this option from the Main Menu opens the People and organisations selection form (Figure 71), consisting of a blue search/control area at the top with a listing area below.
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Figure 75. People and organisations selection form accessed from the
Main Menu

4.9.1. Searching for people/organisations

The lower part of the form displays a list of either the individual people or the organisations held in the database according to the setting of the pair of radio buttons within the ‘Search:’ area of the form. Clicking on either of the buttons de-selects the other one and changes the contents of the list as appropriate. The ‘Person’ button will be highlighted when the form opens.

To locate a person, type part of the name into the ‘Name like:’ box (preferably the surname or a distinctive part of it) and click the Search button. 
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	The ‘wildcard’ characters ‘?’ and ‘*’ may be used in the ‘Name like:’ box 
(see Section 4.2.2).
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	As an alternative to clicking the Search button, you may press Alt-S or Enter.


The list of names will be reduced to those that match the search text (Figure 72). You may then use the scroll bar to the right of the screen to scroll through the list, which is ordered alphabetically according to surname, to find the person you want. Clicking the Edit button alongside a name opens the Person form to display that person’s full details.
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Figure 76. 'Individuals and organisations' selection form after searching on 'brown'
To locate a company or organisation, click the Organisation radio button. This will cause a list of all companies and organisations held in the database to be displayed in the lower part of the selection dialogue (Figure 73).
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Figure 77. 'People and organsiations' selection form showing listing of organisations
Organisation entries consist of two ‘name’ components: these are the full company or organisation name and any acronym that is commonly used in relation to the organisation. Where available, both are shown in the listing separated by a hyphen. As for individual people, the list may be reduced in size by typing an appropriate search term into the ‘Name like:’ box and clicking the Search button. Both the acronym and the full name will be searched.

New Entry and Close buttons. Two further buttons are found in the pale blue Control area at the top of the People and Organisations selection dialogue. The New person or New organisation button allows information to be added to the database for new people or organisations. The button’s caption changes according to which of the two radio buttons is selected. This is described in Section 4.8.2 below.

The Close button simply closes the selection dialogue without performing any other actions.
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	You can use the following Hot Keys with the ‘People & Organisations’ selection dialogue in addition to the usual Tab, Arrow and Enter key functions:

	
	Alt-S
	Search for names based on the text in the ‘Name like:’ box. Equivalent to clicking the Srch button.

	
	Alt-P
	Select the Person radio button.

	
	Alt-O
	Select the Organisation radio button.

	
	Alt-N
	Open the Individual Details form to add details of a new person or organisation (depending on which radio button is selected). Equivalent to clicking the New person or New organisation button.

	
	Alt-C
	Close the dialogue and return to the Surveys form. Equivalent to clicking the Close button.


4.9.2. Adding and editing People/organisations

Clicking one of the Edit buttons on the People and organisations selection form opens the Person or the Organisation detail form depending on the contents of the selection form, allowing the information held for the selected person or organisation to be viewed and edited. Clicking the New … button on the selection form opens the appropriate detail form at a new, blank record ready to accept information on a new person or organisation.

The following descriptions centre upon the addition of a new record, but the field descriptions are also relevant to the editing of existing data.

4.9.2.1. Adding/editing a Person record
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Figure 78. 'Person' details form

Clicking the Edit button alongside a person’s name on the selection form displays the Person details form for that record (Figure 74), while clicking the New person button displays a blank form. This is a simple form containing a series of text boxes into which information may be typed directly. Only the ‘Surname:’ field is obligatory but, clearly, the more information that is entered, the better the record. The ‘Comment:’ field is a simple memo box accepting plain text only – this field cannot be double-clicked to enter formatted text like ‘Comment’ or ‘Description’ fields on other forms.
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Figure 79. 'Person' detail form showing 'Audit' information

Clicking the ‘Audit’ tab above the comment field displays the usual basic audit trail (Figure 75), which is entirely maintained by Marine Recorder and contains no User-editable fields.
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	The ‘hot keys’ Alt-1 and Alt-2 may be used instead of clicking the ‘Comment’ and ‘Audit’ tabs.


The Save, Delete and Close buttons at the top of the form perform their usual functions. Clicking the Save button validates the data to ensure that at least a surname has been entered and then, assuming that no errors are generated, saves the record and closes the form, returning to the People and organisations selection form. 

Clicking the Delete button removes the Person record from the database. This process is not reversible, and a confirmation dialogue is displayed to ensure that you want to proceed with the deletion. Clicking No returns you to the Person detail form. Clicking Yes deletes the record and returns to the People and organisations selection form.

The Close button closes the Person detail form and redisplays the selection form. If you have made any changes to the data displayed on the detail form that have not been saved, a warning dialogue will be displayed to alert you to the fact that all modifications since you last clicked the Save button will be lost by closing the form (refer back to Figure 18). Clicking No returns you to the form with the modifications intact, allowing the opportunity to save the changes. Clicking Yes closes the Person form and re-displays the People and organisations selection form, abandoning any changes made since the last save.

The non-editable record reference code field at the top left of the form is, as usual, blank on an empty form but is automatically filled by Marine Recorder as soon as the first entry is made.
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	You can use the Hot Keys Alt-S, Alt-D and Alt-C instead of clicking the Save, Delete and Close buttons. In the warning and confirmation dialogues, Alt-Y and Alt-N may be used instead of clicking the Yes and No buttons.


4.9.2.2. Adding/editing an Organisation record

Clicking the Edit button alongside an organisation name on the People and organisations selection form displays the Organisation details form for that record (Figure 76), while clicking the New organisation button displays a blank form. This form contains only three fields in the form of text boxes into which information may be typed directly. The first field, ‘Full name:’, is obligatory, and contains the correct full name of the organisation. If the organisation is also known by an acronym (eg., its initials), this should be entered into the ‘Acronym:’ field; the acronym will be included in any searches alongside the full name. 
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Figure 80. 'Organisation' details form

As on the Person form, the ‘Comment:’ field is a simple memo box accepting plain text only, and cannot be double-clicked to enter formatted text. Clicking the ‘Audit’ tab above the comment field also displays the same basic audit trail.
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	The ‘hot keys’ Alt-1 and Alt-2 may be used instead of clicking the ‘Comment’ and ‘Audit’ tabs.


The Save, Delete and Close buttons at the top of the form function in exactly the same way as on the Person form (see Section 4.8.2.1 above).

4.10. The Import option

This option allows you to bulk import species records where you have a list of species found at a range of sample points. This option allows users to import records to more than one survey or event within one spreadsheet .
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Figure 81- Example spreadsheet for spreadsheet import
There is a sample spreadsheet (Figure 77) DemoSpreadsheetImport.xls (installed into your default Marine Recorder directory), which gives the format that is required.

· Before you can import data into Marine Recorder, you must manually create the Survey and Survey event records in Marine Recorder 

· You must note the keys assigned to these records, and enter them in the top two rows of the spreadsheet. These can be copied from the field in MarineRecorder and pasted into the spreadsheet.
· You must also enter a value in each of the Sample Reference cells and in each of the Replicate reference cells (if there is just one replicate enter 1 for each)
· You do not have to enter coordinates – but the row must exist in the spreadsheet.  The format of the coordinates must all be the same, and must be valid for the coordinate system that is selected when loading the spreadsheet into MarineRecorder.

· If you want to mix abundances in a spreadsheet, you can explicitly specify them in the species abundance column (possible values are (SACFORN, Present, Percentage, Score, Count).  Any values that are not explicitly specified are assumed to be the default value specified when the spreadsheet is loaded.

Use the “Import spreadsheet data” option from the main menu in Marine Recorder, and follow the instructions.  

You will be prompted to select the spreadsheet and provide information as to the data that it contains (Figure 78):
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Figure 82- Spreadsheet import dialog box
The system attempts to validate your spreadsheet (matching species names etc) before it imports the data.  If it encounters any errors it will stop and ask you to correct the spreadsheet before trying again.

The Delete option allows you to remove all samples listed in a spreadsheet.  This is primarily to provide you with a quick method of removing a faulty import.

It is advisable to keep the number of samples (Excel columns) to a smallish number (maybe 50 or less), if more samples are needed simply use multiple spreadsheets.  There is a limit or 2048 characters in any one spreadsheet row when it is imported into Microsoft Access, so it is also advisable to be concise with the habitat name.
4.11. The Utilities option
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Figure 83- Utility menu for administrating users
These options should be self explanatory with the possible exception of “Import new species dict items”
If you are not an administrator, then Change password is the only option that will be available to you.

4.11.1. Import new species dictionary

This allows new species names to be imported into the dictionaries.  This is intended to allow new species groups to be imported that were not included on the MCS species dictionary, or to allow the inclusion of species which have been discovered or renamed since the dictionary was published.

If you find a species which is not in the dictionary you should refer it to JNCC for consideration.  If appropriate they will add it to the list of species included in Marine Recorder and make the update file available to you.
It is essential that all species updates are administered by JNCC to avoid duplicating species or TAXON_KEYS.  Do NOT add your own species in yourself.

NOTE:  The species update file will always be cumulative (i.e. it will include all new species names added to that point) – so every time you import it you will add all species that have been added to Marine Recorder.
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Figure 84 - Import species dictionary updates

To import the updates simply use the “Pick” button, select the update file sent to you and then click the “Import” button.
4.11.2. Update Coordinates

In version 4 of Marine Recorder the method for converting WGS84 to OSGB36 coordinates was significantly improved.  OSGB36 is the datum that all records are converted to for a common internal format regardless of what coordinate system the data was collected in.

This option allows all coordinates that were entered as WGS84 to be reconverted to OSGB36 with improved accuracy.

Additionally the tool checks that all coordinates are valid.  There have been some cases where invalid coordinates have been entered in earlier versions (e.g. seconds greater than 60 etc).  In this case,  the original invalid coordinate is displayed and a coordinate is displayed for you to check / correct.  The system will automatically have tried to correct the coordinate for some of the common errors (e.g. when someone has entered seconds greater than 60 they almost certainly meant to enter decimal minutes) if the auto correction has guessed correctly you can simply hit OK – and the system will continue.
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Figure 85- Correct coordinate form

The whole process may take an hour or so with a large agency dataset – but should be much quicker with small datasets. 

You should only have to run this utility once on a dataset, but running it multiple times will do no harm.

4.12. The Quit option

Selecting this option displays a dialogue asking you to confirm that you wish to log out of Marine Recorder (Figure 81). 
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Figure 86. Exit dialogue

Clicking [image: image266.png]Yes



 (default) will close the application and return you to the Windows desktop. Clicking [image: image267.png]


 takes you back to Marine Recorder’s main menu.

5. Appendices

5.1. Appendix A. Hot keys

5.1.1. Standard Access 97 keys that can be used with Marine Recorder
Listed below is a list of all standard Access 97 keyboard combinations that may be of use when using Marine Recorder.

Note that not all keys are available at all times.

	Menus
	

	Make the menu bar active
	F10

	Show the program icon menu (on the program title bar)
	ALT+SPACEBAR

	Select the next or previous command on the menu or submenu (with menu/submenu displayed)
	DOWN or UP ARROW

	Select the menu to the left or right; or, with a submenu visible,

switch between the main menu and the submenu
	LEFT or RIGHT ARROW

	Select the first or last command on the menu or submenu
	HOME or END

	Close the visible menu and submenu at the same time
	ALT

	Close the submenu only
	ESC

	
	

	Help
	

	To display the Office Assistant, Microsoft Access Contents and Index; context-sensitive help about the selected property, control, macro action.
	F1

	To display What's This help
	SHIFT+F1

	
	

	Forms
	

	Navigate between fields and records
	

	Move to the next field
	TAB

	Move to the previous field
	SHIFT+TAB

	Move to the last field in the current record, if a field is already selected
	CTRL+END

	Move to the first field in the current record, if a field is already selected
	CTRL+HOME

	Move to the current field in the next record
	CTRL+PAGE DOWN

	Move to the current field in the previous record
	CTRL+PAGE UP

	Toggle between the values in a check box or option button
	SPACEBAR

	
	

	Navigate between sections of a record
	

	To cycle forward through sections
	F6

	To cycle back through sections
	SHIFT+F6

	Navigate between the main form and subform
	

	To enter the subform from the preceding field in the main form
	TAB

	To enter the subform from the following field in the main form
	SHIFT+TAB

	To exit subform and move to next field in the master form or next record
	CTRL+TAB

	To exit subform and move to previous field in main form or previous record
	CTRL+SHIFT+TAB



	
	

	Option Groups
	

	Move to the next option or option group
	TAB

	Move to the previous option or option group
	SHIFT+TAB

	Move between options in the selected drop-down list box or between some options in a group of options
	Arrow keys

	Perform action assigned to selected button; select or clear the check box
	SPACEBAR

	Move to the option by the first letter in the option name

in a drop-down list box
	Letter key for the first letter in the option name you want (when

a drop-down list box is selected)

	Select the option or select or clear the check box

by the letter underlined in the option name
	ALT+ letter key



	
	

	List Boxes
	

	Open a drop-down list box
	ALT+DOWN ARROW

	Close a drop-down list box
	ESC

	Move between options in the selected drop-down list box
	Arrow Keys

	Cancel the command and close the list box
	ESC

	Text boxes
	

	Move to the beginning of the entry
	HOME

	Move to the end of the entry
	END

	Move one character to the left or right
	LEFT or RIGHT ARROW

	Select from the insertion point to the beginning of the entry
	SHIFT+HOME

	Select from the insertion point to the end of the entry
	SHIFT+END

	Select or unselect one character to the left
	SHIFT+LEFT ARROW

	Select or unselect one character to the right
	SHIFT+RIGHT ARROW

	Select or unselect one word to the left
	CTRL+SHIFT+LEFT ARROW

	Select or unselect one word to the right
	CTRL+SHIFT+RIGHT ARROW

	Zoom to view text
	SHIFT+F2

	Combo box
	

	Open a combo box
	F4 or ALT+DOWN ARROW

	Move up/down one line
	UP/DOWN ARROW

	Move up/down one page
	PAGEUP/PAGE DOWN

	Exit the combo box or list box
	TAB

	Auto Enter
	

	Insert the current date
	CTRL+SEMICOLON (;)

	Insert the value from the same field in the previous record
	CTRL+APOSTROPHE (')

	Copying, moving, or deleting text
	

	To copy the selection to the Clipboard
	CTRL+C

	To cut the selection and copy it to the Clipboard
	CTRL+X

	To paste the contents of the Clipboard at the insertion point
	CTRL+V

	To delete the selection or the character to the left of the insertion point
	BACKSPACE

	To delete the selection or the character to the right of the insertion point
	DEL

	
	

	Undoing changes
	

	To undo typing
	CTRL+Z or ALT+BACKSPACE

	To undo changes in the current field or current record; 

if both have been changed, press ESC twice to undo changes 

first in the current field and then in the current record
	ESC

	
	

	Finding and replacing text or data
	

	To open the Find dialog box 
	CTRL+F

	To open the Replace dialog box
	CTRL+H

	To find the next occurrence of the text specified in the Find or Replace dialog box when the dialog box is closed
	SHIFT+F4

	
	

	Refresh/Recalc
	

	To requery the underlying tables; in a subform,

this requeries the underlying table for the subform only
	SHIFT+F9

	Refresh the contents of a Lookup field list box or combo box
	F9

	
	


5.1.2. Selected data entry screens and hot key combinations.

Please note: These following sections do not attempt to show every key combination, but instead try to highlight the most useful or not so obvious key combinations.

Remember – that basically any button or prompt that has an underlined letter in it (e.g. Save) can be accessed by pressing ALT + the underlined letter (e.g. S).  This is standard Microsoft window functionality.

5.1.3. Physical Sample
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	ALT+H
	Opens Height/depth band pick list

	ALT+B
	Opens Biological subzone pick list

	ALT+I
	Jumps to field in Inclination %

	ALT+M
	Opens Modifiers pick list

	ALT+S
	Jumps to field in Substratum %

	ALT+K
	Jumps to field in RocK features (1-5)

	ALT+R
	Opens Rock features pick list

	ALT+T
	Jumps to SedimenT features (1-5)

	ALT+E
	Opens SEdiment features pick list 

	
	

	ALT+1
	Takes you to General tab

	ALT+2
	Takes you to Physical tab (Can be useful for getting out of a section – e.g. Substratum %)

	ALT+3
	Takes you to Species tab

	ALT+4
	Takes you to Biotope tab

	ALT+5
	Takes you to PSA tab

	ALT+6
	Takes you to Audit tab

	
	

	F6 
	Toggle between form header (Save button etc + Select sample box – use Tab key to move from field to field) and main part of form.


5.1.4. Species Sample
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	ALT+B
	Opens the surveyor selection form to allow you to select who the record was determined by

	ALT+S
	Jumps to the species entry field.  This can be entered as:

· The first 3 letters of the genus (e.g. Pol) – will return genera matching

· The first 3 letters of the genus + the first 3 letters of the specific name (e.g. eunver)

· The start of the generic name  (e.g. Eunicel) – note this works best when more than 3 characters are entered – otherwise you are likely to just get genera returned.

	ALT+A
	Automatically jumps to the Add species button once all required fields have been filled.

	Double click on the greyed out method box
	Allows you to edit the method used 

	
	

	ALT+1
	Takes you to General tab

	ALT+2
	Takes you to Physical tab 

	ALT+3
	Takes you to Species tab

	ALT+4
	Takes you to Biotope tab

	ALT+5
	Takes you to PSA tab

	ALT+6
	Takes you to Audit tab

	
	

	F6 
	Toggle between form header (Save button etc + Select sample box – use Tab key to move from field to field) and main part of form.


5.1.5. Location 
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	ALT+M
	Takes you to Marine Landscape

	ALT+Y
	Takes you to salinity

	ALT+W
	Takes you to wave exposure

	ALT+T
	Takes you to Tidal current 

	ALT+G
	Opens Geology pick list

	ALT+O
	Takes you to Stratification

	ALT+L
	Takes you to Littoral Width

	ALT+A
	Takes you to Littoral Aspect

	ALT+E
	Opens Designations pick list

	ALT + U
	Opens Uses & Impacts pick list

	
	

	ALT+1
	Takes you to Description tab

	ALT+2
	Takes you to Water depth tab 

	ALT+3
	Takes you to Features tab

	ALT+4
	Takes you to Audit tab

	
	

	F6 
	Toggle between form header (Save button etc + Select sample box – use Tab key to move from field to field) and main part of form.


5.1.6. Survey - Info
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	ALT+R
	Opens Survey Run by form

	ALT+F
	Opens field data held by form

	ALT+M
	Opens specimens held by form

	ALT+G
	Opens photographs held by form

	ALT+V
	Opens video tapes held by form

	ALT+Y
	Opens copyright held by form

	
	

	ALT+1
	Takes you to Events tab

	ALT+2
	Takes you to Description tab 

	ALT+3
	Takes you to Info tab

	ALT+4
	Takes you to References tab

	ALT+5
	Takes you to Audit tab

	
	

	F6 
	Toggle between form header (Save button etc + Select sample box – use Tab key to move from field to field) and main part of form.


5.2. Appendix B. 'Default User' account

There is a default user account when the system is first installed.
Logon as:

User:

Default User
Password: 
password
You will find that this user has restricted functionality in order to prevent you entering data.  You should use this account to:
1) Enter yourself into People / Organisations (if you are not already in the list of users)

2) Use the utilities, Add new user menu option to add yourself as a Marine Recorder user.

3) Logoff and then back on again as the new user – you should see all the menu options enabled.

5.3. Appendix C. Marine Recorder licence agreement

This licence agreement is a legal document to which you signal your acceptance by installing and using the software. 

1. The software is owned and supplied by the Joint Nature Conservation Committee (JNCC). What you have acquired (as with most computer software) is a licence to use it. This licence is not negotiable or transferable, i.e. you cannot give it, or sell it to somebody else.

2. This licence allows you to install and use the software on a single computer or on the server attached to a computer network. You are not allowed to install additional copies or make copies to give or sell to anyone else. However, you are allowed to make backup copies. Remember for each copy you install you should request a site-id and password from JNCC to ensure every dataset is uniquely tagged (see point 6). 

3. While the JNCC has made every attempt to make sure the application is error free; this licence comes with no warranty whatsoever.  This software has been developed as a data entry and management tool for benthic marine data - it is up to you to make sure that the facilities and functions provided by the software meet your requirements.

4. If you have problems installing the software or getting it to run properly on your equipment, then a limited amount of technical assistance is available to help you ;  in the first instance refer the problem to the Country Agency to whom you are contracted if this is appropriate, or contact JNCC directly. However JNCC cannot guarantee that they will be able to solve the problem.

5. Documentation on installation and the use of the application is supplied and thought to be sufficient for most users, again contractors wanting clarity on an issue should in the first instance contact the Country Agency to whom they are contracted.  However no element of training in how to use the software is provided. 
6. Your Site ID and its security key: Once you have successfully installed the application you will need to obtain a Site ID and SecurityKey from a Country Agency or JNCC. The Site ID is an 8-character code which uniquely identifies a particular copy of Marine Recorder.  The fact that each copy is uniquely identified in this way is absolutely crucial to the way that Marine Recorder  in particular, and NBN in general, controls the exchange of data. If two copies of Marine Recorder  have the same Site ID and an attempt is made to exchange data, then inevitably data will be overwritten and information will be lost.  Marine Recorder will not run without access to a valid Site ID. You will need this information if you ever need to re-install Marine Recorder, so keep it safe!

 Reporting bugs: If you encounter an error in the software or documentation, we would like to know about it. A "bug" is defined as "any problem found in the software that is solved by changing the source code of the software".

Bugs should be reported to the Country Agency concerned or JNCC (ph 01733 866842 or marine-recorder@jncc.gov.uk). They may be able to help with a "work around", but bugs are actually fixed by changing the software and producing an update. Updates will be made available periodically and placed on the website for download. When reporting a bug, please try and provide as much detail as possible on the circumstances, the sequence of actions that led to the problem, the symptoms that occur and the operating environment. The following checklist may be useful:

· The version of Marine Recorder  software (see opening screen) and any components it is using 

· The operating system you are using (Windows 95, 98, NT, 2000).

· The specification of the machine (what sort of CPU, how much RAM, etc.).

· The sequence of actions you performed which led to the error. Please describe these accurately and in detail, preferably with each step/key stroke that led to the error.

· A description of the problem including a note of any error messages that were reported. (Note: if you get an Exception from Marine Recorder, it saves the details in a file called MarineError.log in the directory where the software is loaded. Attach a copy of this file if you are reporting a bug by email, or a print-out if you are sending the report by post).

· Is it reproducible? (If you carry out this sequence of actions again, do you get the same error?). Errors that are not reproducible can be very hard to track down and fix!

· Depending on the nature of the problem, it may be helpful to supply copies of the data you were using at the time (e.g. if you encountered an error whilst doing an import, then it would be very useful to supply a copy of the file you were trying to import when the problem arose).
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