INSTRUCTIONS FOR ENTERING DATA

These instructions are for a system based on the general RSPB/BirdLife/Audubon database.  For independent systems, see the relevant part of that system's website.

Generic entry instructions for visit data

These instructions cover entering a 'general' visit.  

1. Open your Internet browser and go to the system (either using your shortcut, or by visiting www.worldbirds.org). 

2. If you do not yet have a login, you will need to register by clicking on Are you a new user?
3. Enter your login and password (sent to you separately by email), and press Login: [image: image1.png]System Login
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4. Once in the system, choose My Details from the horizontal menu:
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5. This opens your user details, and you should set the species naming convention to whatever you feel most comfortable with (BirdLife common name is the standard English name for systems in non-English speaking countries):
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6. Please note that this selection only has to be done once, but you can go back and change the option at any time.  Press Save to come back to the main screen, then choose My Visits from the left-hand menu:
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7. Select [-- Click to add a new visit --] to open up the visit entry window:
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8. You enter visits in several stages, each opening a separate window.  First click on Where did you go birding? to open the location entry screen:
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9. If the locations already exist, then you must find the location (it is a good idea to see if your location already exists within the system).  For new locations, see the separate section below Instructions for entering locations.   

10. First set your Region/State (if present - single country systems do not have this), and then type in part of the site name in the Location field, and press Search:
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11. Select the relevant location by clicking on its name in the resulting list:
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12. You are then taken back to the visit summary screen, with the location inserted.  Next, click on When did you go birding? to open the visit detail screen:
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13. Enter the visit details using the formats shown on the screen for the different fields (the purpose can be left blank or set to 'Bird watching' if you are not adding data for any particular project): 
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14. Press Save to return to the visit summary screen.  

15. The next step is to add information on who you went with. This entry is not compulsory but if you want to add other users as observers to the visit (eg people you went birding with) this person should be a registered user. Click on Who did you go with? to open the observer screen:

[image: image11.png]Who did you go with? Observers (other users
taking part in the visit)




16. Type in part of the user's name, and press the Tab key to bring up a list of matches, then select the one you want from the drop-down list:
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17. When you have finished adding the additional observers, press Save to return to the visit summary.  

18. The next step is to add the species data, click on What did you see? to open the species record windows:
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19. There are two ways to add species data, either from scratch or by using a pre-populated species list (you can use a list for a similar time period as your visit or a complete list):
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20. If you chose Blank species list and press Continue, you then have to type in part of the species name (remembering whether you are set up for scientific or English name selection) and a list of all matching species appears:
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You can then use the arrow keys or the mouse to select one.  Press Esc to clear the entry.

21. Once selected, further fields are enabled for additional information, and once finished, press the Add button.  You should repeat this operation for each species you are going to enter.
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Once added to the grid of species below, three additional options appear:
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The ? enables you to enter longer notes, the tick box is to make that observation private (it will not appear in reports), and the trash can icon deletes the row.
22. Once you have entered the species count details for all species, press Save to go back to the visit summary.   You can come back and add or edit at any time.

23. If you choose to start with an existing species list, then the screen opened allows you to tick species that are present and add a count (if one exists) on the right - not all species may be on the list, but they can be added later:
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Please note that if you have created a new location or no-one has visited the location, then the checklist may be empty - you will be creating the first one with your visit information.

24. When you press Continue, just those species marked as present are taken through to the species list, and you can then add any remaining species, or further details such as activity, in the same way as you would for a Blank species list as noted above:
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25. Once you have finished entering all the species click save and you will get back to the visit summary screen.  

26. You can then click on Save/Back to My Visits to return to your list of visits:
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You can also go to the next (more recent) visit if there is one or the previous visit.

27. From this list, you can edit data previously entered by clicking on the relevant visit in the list of visits, then on the links to open the various data entry screens, or you can enter another new visit:  [image: image21.png]Location
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28. Please note that at any time you can save a visit and come back later to complete the details (simply select it from the full list of visits).  The full list is sorted most recent first.

Instructions for entering locations
1. First click on Where did you go birding? to open the location entry screen:

[image: image22.png]‘Where did you go birding? Location ™




2. When entering a location that may not already exist in the system, you should first check to make sure it has not been entered previously.  Set your Region/State (if present - single country systems do not have this), and then type in part of the site name in the Location field, and press Search:
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3. If your site is not on the resulting list, then press on the New location button to open the location details entry screen:
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4. This will take you to the data entry screen specific for that location. If you are on a multi-country/region version, first set the Country Name.  This does not exist on single country systems.  Then type in the Name of the site, and if you know the latitude and longitude, then type these into the Coordinates boxes (the latitude/longitude formats may differ between systems - they are either decimal, eg 23.3456, or degrees with decimal minutes, such as 23 degrees 20.736 minutes):
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5. If you do not have the co-ordinates, but have a map of the location, then press on the Google button to open the Google map window:
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6. You can close the name box using the blue cross in the top right-hand corner:
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7. To record the coordinates of a location in the database you need to move the red pointer to the correct point on the map. Normally the cursor is a small hand, and you can click and drag the map around.  To select and move the site, hover over the red marker and the cursor changes into a pointing hand.  Hold down the mouse button and drag the location marker to a new place.  Start by dragging it to roughly the right place on the screen, then use the + and - buttons on the left-hand side or the zoom slider bar to zoom in and out on the map (for large sites, a central point has to suffice):
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8. Press on the Satellite button to bring up the satellite imagery.
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9. The further in you zoom, the more accurate your placement of the site marker (the bottom point of the marker is where the latitude and longitude are taken from):
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10. The location of the marker is shown in the coordinates at the top of the screen, and when you are happy that it is in the right place, press OK:
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These coordinates are then brought back into the location details screen:

[image: image32.png]Coordinates (Latlon)  |18.252333333333  |-62.984666666667




11. Once on the data entry screen you can enter the rest of the specific data for that location and then press Save.

12. Once you have finished this step the location will be set in the system and will appear in the locations list for this country, available for any user that wishes to add this location to his/her visits. 

