EOR MERGE and DELETE FORM
New York Natural Heritage Program
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1.  ___
MERGE EORs:   EORs are Amerged@ when two or more EORs are considered one, usually as a result of new information or revised global specs.  During a merge, data from the EOR(s) being deleted are merged (copied) to the one EOR being kept.

Staff person making the request:   Name:______________________ Date:________________  Subsidcon:___________________

___
Decide which EOR is to be kept and which EOR(s) is to be deleted.

___ On the one EOR to be kept (and updated with data from the deleted EORs):

___
Update the record in BCD

___
Move all data from the EOR you are deleting to the EOR you are keeping (don=t forget SOURCECODES, SPECIMEN and EDITION.)

___
Print the updated EOR and circle the fields on the old EOR which you=ve udpated.

___
Write AUpdate@ ARemap@ (if needed) and your intitials in the upper right corner.

___
Just below that write AMerged with@, all occ#s of the other EORs that are to be merged (deleted).

Example: Merged with *002, *006, *008 smy

___
On the EOR(s) to be deleted:

___
Write AMerged with@, the occ# of the 1 EOR to be kept, and your initials in the upper right corner of the EOR.

Example:  Merged with *001 smy

___
Just below that write ADelete@
Is the EO also being remapped? 


___
No



___ Yes:___ Make a new EOR map.

___ Complete a Biotics Input Form and check AREMAP@
___
In the SURVEYSITE field, enter the surveysite names for ALL of the deleted EORs.  Make sure that the surveysite for the Akept@ EOR is listed first.   If you wish, you may also change the filing location on field forms and other documents in the GMF to the surveysite for the Akept@ EOR.

___
Clip all forms and EORs together and route to the AEOR Merge, Delete and Code Change@ box.

IMS staff 
Important:  One person should do ALL of these steps as closely together (within 1 day) as possible.
Biotics:


___
Delete the record and boundary files from Biotics.

___
Stamp the EOR with ADeleted from Biotics,@ your initials and the date and in the upper right corner.

___
Digitize the new source feature and update the record being kept.

___
Run AExport Deleted Record Keys@ from Biotics.

___
Important: Avoid accidental deletion.  Resolve ALL  problems you encounter before proceeding.

___ View the file to ensure the EOCODES in the file are the same as the EOCODES you are deleting.

___  Check to make sure the file contains the same # of records you are deleting.

BCD:


___
Use the BCD.MGR icon so you have delete access.

___
Go to Adjuncts - Biotics Tools - Process Deleted Record Keys From GIS - EOR.

___
Select the *_EOR.DEL file with the appropriate staff person initals (e.g., TM_EOR.DEL).

___
When the log appears, scroll to the bottom and make sure that the correct # of records were deleted.

___
Stamp each deleted EOR withADeleted from BCD@,  your initials and the date in the upper right corner.

___
Important:  Fill out the ABCD Record Action Log@ (at Ray=s desk.)

___
Date deleted from BCD and Biotics: _____________   Initials: _______

___
Route this form and the EORs to the QC-Map box.

Biotics:
___ QC-Map the updated record.

___
Export the updated record from Biotics to BCD using the ABiotics Export Checklist@.

Final processing after importing into BCD

___
Route the EOR with this form and the BIF to the QC EOR box.

___
After QC, photocopy the 1st page of each deleted EOR and file them in the ADeleted EORs@ file in the GMF.

___ Staple the deleted EORs closed at the the lower right corner.

___
Staple everything in this order:  Kept EOR, new map (if any), deleted EORs.

___
Are there updates?  Yes - route to the Update box.  No - route to GMF boxes for filing.

___
Toss this form when done.

2.  ___
STANDARD DELETION:   An EOR may be deleted for many reasons (e.g., duplicate, mis-ID, not an EO).  For mis-IDs where the new ID is tracked, fill out a AEOR CODE CHANGE FORM@.

EOCODE:  __  __  __  __  __  __  __  __  __  __ * __  __  __

SNAME: __________________________________________________________________________________________________

Staff person making the request:  Name: ________________________ Date:__________  Subsidcon:_______________________

Is this a mis-ID? 
___No.

___Yes.  If yes, is the new ID for the element on our active inventory list? ___yes ___no

___ No, new ID is not on active inventory list  - continue with deletion.

___ Yes, new ID is on the Active Inventory List - go to Code Change section.

___
Write the reason for the deletion  (i.e. mis-id, not an EO, duplicate, etc.) on the top of the EOR.

___
Write ADelete@ and your initials on the EOR.

___
Clip this form and the EORs together and route to AEOR Merge, Delete and Code Change@ box.

IMS staff 
Important:  One person should do ALL of these steps as closely together (within 1 day) as possible.
Biotics:

___
Delete the record and boundary files from Biotics.

___
Stamp the EOR with ADeleted from Biotics@, your initials and the date in the upper right corner.

___
Run AExport Deleted Record Keys@ from Biotics.

___
Important: Avoid accidental deletion.  Resolve ALL  problems you encounter before proceeding.

___ View the file to ensure the EOCODES in the file are the same as the EOCODES you are deleting.

___  Check to make sure the file contains the same # of records you are deleting.

BCD:

___
Use the BCD.MGR icon so you have delete access.

___
Go to Adjuncts - Biotics Tools - Process Deleted Record Keys From GIS - EOR.

___
Select the *_EOR.DEL file with the appropriate staff person initals (e.g., TM_EOR.DEL).

___
When the log appears, scroll to the bottom and make sure that the correct # of records were deleted.

___
Stamp each deleted EOR withADeleted from BCD@,  your initials and the date in the upper right corner.

___
Important:  Fill out the ABCD Record Action Log@ (at Ray=s desk.)

___
Date deleted from BCD and Biotics: _____________   Initials: _______

Also be sure to follow all steps on the BIF including QC map; export unnecessary since deletion.

Final processing.

___
Route this form, the EORs and their BIFs to the QC-Map box.

___
Photocopy the first page of each deleted EOR and file it in the ADeleted EORs@ file at the beginning of the GMF.

___
File the original deleted EOR in the Element File (EF) at the very beginning of the appropriate EF folder.

___ Toss this form when done.
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