EOR CODE CHANGE FORM
New York Natural Heritage Program

rev. 8/20/2002 rpn/tm

IMPORTANT:    Code changes should be completely processed in both Biotics and BCD prior to any remapping in Biotics.  Do not remap or export an EOR from Biotics until the code change is completely processed in BCD.

CODE CHANGE FOR 1 EOR
1.  An EOCODE may be changed for a variety of reasons including a mis-ID, split in taxonomy, or transcription/data entry error.  

2.   See reverse side for changing the code for all EORs for 1 element.

3.  For deletions associated with ET changes (i.e., Adelisting”), use the AET Updating Checklist@.  

Staff person initiating the request: 

Your name: ____________________________   Date: _____________  Subsidcon: _________________________________

Reason for the code change: ______________________________________________________________________________

OLD
EOCODE:  __ __ __ __ __ __ __ __ __ __ 
* __ __ __  NY

SNAME:________________________________________________________________________________________

NEW
EOCODE:  __ __ __ __ __ __ __ __ __ __ * __ __ __  NY

SNAME:________________________________________________________________________________________

___ Pull the EOR from the GMF, update the record as needed and print.

___
Write ACode Change@ and the reason for the change, and your initials in the upper right corner of the EOR.

___
Cross out the old EOCODESNAME and write the new SNAMEEOCODE on the EOR.

___
Route this form to the appropriate AEOR Merge, Delete and Code Change@ box in the GMF room.

Information Management Specialist:

___
In Biotics, go to input/edit & delete the EORep to be changed in Biotics, choosing the option to uUnlink., but  Ddo not delete the source.

___
Change the ELCODE of the newly unlinked source to the new ELCODE:   a) Query the source, b) click SELECT on the Query Source window, c) choose the new element and click OK on both windows.

___
Generate a new EORep from the sources using the chain tool.

___
Export deleted record keys 

___
Important:  Delete the w:\arev\xfer_gis\incoming\*.del file (very important so the record is not flagged for deletion!!!)

___
On the EOR, cross out the old EOCODE and write the new EOCODE including the EONUM.

___
Write ACode changed in Biotics@, the date and your initials in the upper right corner of the EOR.

Date: ___________ Your initials: _______

Note:  Do NOT remap or export the new record from Biotics until the code change has been processed in BCD.
Route quickly to the Database Manager.

Database manager:

___
From BCD Manager, run the Code Change program for this one EOR only.  Remember that File = EOR.

___ Print a new copy of the EOR.

___
Write ACode Changed in BCD@, the date and your initials on the EOR.

___
Fill out the ABCD Record Action Log@.

___
Routing: 
Needs re-mapping.......................................place EOR in Mapping box.  

Needs updating only...................................place EOR in the Update box.

No re-mapping and no updating needed.....reprint EOR and place it in the GMF filing box.

Toss out this form when done.

CODE CHANGE FOR ALL EORS FOR AN ELEMENT
1.
Use this form for re-assigning  ALL EORs from one element to another element (i.e., from Trollius laxus ssp laxus to Trollius laxus.) The ELCODEs for the ETs are correct, but the EORs need to be re-assigned to another element. 

1 Use this form only if All EONUMs for the element will stay the same.  If any of the EONUMs will be different under the new ELCODE, use page 1 above.

1 For changing ELCODEs in ET and all associated records, use the “ET Updating Checklist”.

Staff person initiating the request:


Your name: ____________________________
Date: ______________   Subsidcon: ________________________________

Reason for the change: __________________________________________________________________________________

OLD
ELCODE:  __ __ __ __ __ __ __ __ __ __ 


SNAME:________________________________________________________________________________________

NEW
ELCODE:  __ __ __ __ __ __ __ __ __ __ 


SNAME:________________________________________________________________________________________

Database Manager: 

___
Print an EO Log Sheet for this element.

Date: ___________ Your initials: _______

Route this form to the Biotics Administrator.

Biotics Administrator:

___
If there are no existing EOs of the new ELCODE, use the “Mass Code Changes using SQL” instructions inserted at page 149 of the Biotics Guide.Refer to the “Code Change Procedures” chapter of the “Procedures” section in the Biotics notebook.

___ If there are existing EOs of the new ELCODE, use the Knowledge Base instructions, “Updating the BCD_ET table.”

___
On the EOR cross out the old EOCODE and write the new EOCODE.

___
Write “Code changed in Biotics”, the date and your initials in the upper right corner of the EO Log Sheet.

Date: ___________ Your initials: _______

Route this checklist and the EO Log Sheet to the Database Manager.

Database manager:

___
From BCD Manager, run the Code Change program for this one EOR only.  Remember that File = EOR.

___ Print new EORs.

___
Write “Code Changed in BCD”, the date and your initials on all EORs.

___
Fill out the “BCD Record Action Log”.

Date: ___________ Your initials: _______

___
Routing: 
Needs re-mapping.......................................place EOR in Mapping box.  

Needs updating only...................................place EOR in the Update box.

No re-mapping and no updating needed.....reprint EOR and place it in the GMF filing box.

Information Management Specialist:

___
Pull old EORs

___
Cross out old ELOCODE and write new codeEOCODE.

___
Write “Code changed in Biotics and BCD”, using the dates and initials from the EOLOG sheet.

___
Attach newly-printed EOR and re-file the EORs in the GMF.

___
Route this form to the Database Manager for review.

Date: ___________ Your initials: _______

1

