ET UPDATING CHECKLIST
New York Natural Heritage Program
rev.  10/16/2002 rpn
CURRENT ELCODE:
__  __  __  __  __  __  __  __  __  __ 




Date received: _______________________

Initiated by:

CURRENT SNAME:
____________________________________________________


Heritage staff: ________________

NatureServe update memo:
___

NatureServe Data Exchange:
___

TYPE OF CHANGE:
___ ELCODE
___ SEOTRACK > W
___ Add a new ET

___ SNAME

___ SEOTRACK > N
___DELETE an ET

___ SEOTRACK > Y

IMPORTANT:
1. Do NOT proceed until changes can be made simultaneously (same day) in BCD and Biotics.
2.  
Use this form only if the ELCODE for BOTH the ET and ALL of its EORs are changing.  Otherwise use the EOCODE Change Form.

3. If there are a lot of ETs and corresponding EORs changing, make a list and distribute to the staff.

4. It is advisable to discontinue new entry in Biotics until the ELCODE changes are processed in both BCD & Biotics. Be sure to coordinate the processing with all Biotics mapping staff.  

5. Check the To-be-mapped and Mapping boxes for EORs in process that need corresponding changes to the ELCODE or SNAME.
____ CHANGE ELCODE TO:
 __  __  __  __  __  __  __  __  __  __

Staff person responsible for this element

___ Obtain new ELCODE  (and where appropriate the new SNAME and SSYNUM)  from ABI.

___
Print the COMBINED ET AND ESR RECORD (ET/ESR) using the merge form, et.esr.dump).

___
Cross out old ELCODE and write new one.  Update other fields as necessary.

___
Your initials: ________ date: ___________________

___
Route to an BCD Database Manager.

Database Manager

___
Does the new ELCODE already exist in ET BCD? (y/n) ___   If yes, do NOT proceed - find out why.

___ 
Press CTRL‑F6 and record the number of EORs: ______.

___
Print old EO log sheet for checking off each EOR as it is changed.



___ 
From BCD.MGR, go to TOOLS and run the CODE CHANGE program. Database = ET, press Y for all databases.

___ Stamp AELCODE changed in BCD/Biotics@ on the EO log sheet along with your initials and date

___ Print new: ____EORs   ____ET/ESR record.

___ Complete the ABCD RECORD ACTION LOG@ 

___
Your initials: ________ date: ___________________

___
Route the new ET/ESR to the staff person responsible for this element.

___
Route this form to the Biotics database manager.

Biotics Administrataor

___
Export ET to Biotics.

___
Using the procedures in Section 19.8, Code Changes, in the Biotics Guide, or, if necessary, the Knowledge Base instructions AUpdating the BCD_ET table.@
___
Initial and date the AELCODE changed in BCD/Biotics@ stamp on the EO Log Sheet.

___
Update the Biotics Access Log.

___
Your initials: ________ date: ___________________

___ Route this form to an Information Management Specialist.

Information Management Specialist

___
Using the EO Log Sheet, pull all EORs from GMF and unmappable EORs from the EF. 

___
Track down all EORs that are not in the GMF or EF.

___
Check EORs off on the EO Log Sheet.   Make a note about any EORs you can not locate.

___ Stamp each old EOR with  AELCODE changed in BCD/Biotics," adding date and initials from the EO Log sheet.

___ Attach the new EORs to the old ones.

___ Refile ___EORs (except unmappable EORs) in the GMF and ___Unmappable EORs in the EF.

___
Toss out the EO Log Sheet only if ALL EORs were found and checked off.

___
Your initials: ________ date: ___________________

___ Route this form to the BCD Database Manager for filing in the AET Updates@ notebook.

ELCODE: __ __ __ __ __ __ __ __ __ __  SNAME:___________________________________________________________________

____ CHANGE SNAME TO:________________________________________________________ SSYNUM: _____ 

Staff person responsible for this element

___ Check with ABI to determine if the new SNAME needs a new ELCODE and new ET record.

___
Print the COMBINED ET AND ESR RECORD (ET/ESR) using the merge form, et.esr.dump) and update it.

___ Cross out old SNAME and write new one.

___
Route this form and the ET/ESR to the BCD Database Manager.

Database Manager

___ Press CTRL‑F6 and record the number of EORs: ______.

___
Print EO Log Sheet (before making the SNAME change).

___ Update SNAME field in ET.

___ Print revised ET/ESR  (using merge form ET.ESR.DUMP).

___ Print revised EORs  (use merge form EORNEW.DUMP).

___ Complete the BCD RECORD ACTION LOG.

___
Date:_____________

___
Return the ET/ESR to the staff person with responsibility for this element.

___
Route this form, the EO Log Sheet and the new EORs to the Biotics database manager.

Biotics Administrator

___
Export ET to Biotics.

___
Update the Biotics Access Log.

___
Route all to an Information Management Specialist.

Information Management Specialist

___
Using the EO Log Sheet, pull all EORs from GMF and unmappable EORs from the EF. 

___
Check EORs off on the EO Log Sheet.   Make a note about any EORs you can=t locate.

___ Attach the new EORs to the old ones.

___ Refile ___EORs (except unmappable EORs) in the GMF and ___Unmappable EORs in the EF.

___
Your initials ________ date ___________

___
Return this form to the BCD Database Manager for filing in the ET Updates notebook.

____ CHANGE SRANK TO: ___________________

Staff person responsible for this element

___ Update the ESR in BCD

___
Print the revised ET/ESR and route to the BCD database manager for QC.  You do NOT need to print EORs.

Database Manager

___
QC the ET/ESR,  make any needed corrections, and reprint the ET/ESR.

___
Route the ET/ESR back to the staff with responsibility for this element.

___
Route this form to the Biotics database manager.

Biotics Administrator

___
Export ET to Biotics for updating the SRANK

___
File this form in the ET Updates notebook.

ELCODE: __ __ __ __ __ __ __ __ __ __  SNAME:___________________________________________________________________

____ CHANGE SEOTRACK TO: ____W  or ____N  (Element is no longer actively inventoried.  Do NOT delete element from ET.)

IMPORTANT NOTE:   Do NOT proceed until changes can be made simultaneously in BCD and Biotics.
Staff person responsible for this element

___
Print the COMBINED ET AND ESR RECORD (ET/ESR) using the merge form ET.ESR.DUMP.

___
Updates (choose 1 of the following updating methods):

___
Write changes in red on the ET/ESR form

___ Route the updated ET/ESR form to the BCD database manager for updating.

___ Update the SEOTRACK and all other appropriate ET and ESR fields directly in BCD.

___ Print a new ET/ESR and route to the BCD Database Manager.

Database Manager (ET/ESR)

___ Press CTRL‑F6 and record the number of related EORs: ______.

___ Update the SEOTRACK and any other fields in ET and print the ET/ESR.

___ QC the ET/ESR, make necessary corrections and re-print.

___
If there are EORs: 

___
Print the EO Log Sheet.

___ Route all to the Biotics database manager.

Biotics Administrator

Important:  Deleting record from BCD should immediately follow deletion from Biotics.
___
Make sure no filters are applied to the EORep or source themes and switch into the EORep palette.

___
File>Long Menus.  Open EORep table and sort by EOCODE.

___ Select all records to be deleted, close table, and go into Input/Edit.

___ Choose Delete Selected Features from the Input/Edit menu.

___
Compare the records in the Delete Element Occurrence window against the EO Log Sheet.

___ If delete list is OK, highlight the records in the window and choose OK.

___
At the Delete window, choose AUnlink and Delete the Sources@ and then choose OK.

___ Biotics>Export Deleted Record Keys to export the list of records to BCD.

___
Stamp the EO Log Sheet with the ADeleted from GIS@ stamp.

___
Your initials ________ date ___________

___
Export ET to Biotics.

___ Route all to the BCD Database Manager.

Database Manager

Important: Deleting record from BCD should immediately follow deletion from Biotics.



___Manually delete unmappable EORs (they are not in Biotics and cannot be deleted through Adelete record keys@).

___
Check the EO Log Sheets for unmappable EORs.

___
Delete the ___EOR.OPT then the ___EOR.

___
Delete stamp the EO Log Sheet next to the correct EONUM for the unmappable EOR.



___ From BCD Manager go to Adjuncts -Biotics Tools - Process Deleted Record Keys - EOR.

___ Complete BCD RECORD ACTION LOG.  Be sure to check off the GIS column too.

___
Route the ET/ESR to the staff person responsible for this element.

___
Your initials: ________ date: ___________

___
Route this form to an Information Management Specialist.

IMS staff

___ Using the EO Log Sheet, pull all EORs from the GMF and the unmappable EORs from the EF 

___
Track down all EORs that are not in the GMF or EF.

___
Check EORs off on the EO Log Sheet as you pull them from the GMF.   Make a note about any EORs you can=t locate.

___
Stamp each EOR with the ADeleted from BCD@ and ADeleted from GIS.@
___
Attach EO Log Sheet to the front of the paper EORs and file the packet at the very front of the folder in the EF.

___
Route this form to the BCD database manager for filing.

ELCODE: __ __ __ __ __ __ __ __ __ __  SNAME:___________________________________________________________________

____  CHANGE SEOTRACK TO AY@ 
(Element will now be actively inventoried.)

Staff person responsible for this element

___
Print the COMBINED ET AND ESR RECORD (ET/ESR) using the merge form, et.esr.dump and update it.

___ Remove old EO Log sheet, EORs (on paper or disk) from the Element File.

___ Give this form, the ACombined ET and ESR Record@ and the old deleted EORs to the BCD Database Manager.

Database Manager

___ Update SEOTRACK and any other appropriate fields in ET or ESR.

___ Print new ACombined ET and ESR Record@ (use the merge form et.esr.dump.)

___ Complete the "BCD Record Action Log".

___ Give the ET/ESR to the staff person responsible for this element.

___
Give the EORs to the staff person responsible for this element for re-mapping and re-transcribing in BCD.

___
Your initials: ________ date: ___________

___
Route this form to the Biotics Administrator.

Biotics Administrator

___
Export ET to Biotics and import using the Insert/Update option.

___
Route this form to the BCD database manager for filing in the AET Updates@ binder.

____  ADD A NEW ET RECORD
Staff person responsible for this element

New ET submitted by:__________________________

___
Fill in the paper ACombined ET and ESR Form@ and route it to the BCD Database Manager

___
Enter and print all new SAs for this ET.

___
For communities, also fill in the ANew Community ELCODE Log@ (see BCD Database Manager for instructions)

___
Enter the ___ET and ___ESR and ___print the ET/ESR (ET.ESR.DUMP)

___
Communities only:  Enter and print the EGR (EGRNEW.DUMP)

___
Route printed SAs in the SA QC box.

___
Route ET/ESR (and EGR for communities) to the BCD database manager for QC.

Database Manager

___
Complete the Record Action Log.

___
QC the___ET/ESR  ___EGR (communities only) and make any corrections in BCD.

___
Your initials: ________ date: ___________

___
Route the final ET/ESR and EGR (communities only) back to the staff person who submitted the request.

___
Route this form to the Biotics Database Manager

Biotics Administrator

___
Export ET to Biotics.

___
Route this form to the BCD database manager for filing in the AET Updates@ binder.

ELCODE: __ __ __ __ __ __ __ __ __ __  SNAME:___________________________________________________________________

____  DELETE AN ET RECORD
(Do NOT delete an ET unless the element NEVER OCCURRED OR WAS NEVER REPORTED in New York)

Staff Person responsible for this element

___
Print the COMBINED ET AND ESR RECORD (ET/ESR)

___ Write the reason for the deletion in the upper right corner of the ET/ESR.

___
Route this form to the BCD Database Manager.

BCD Database Manager

___
Press CTRL-F6 and check to see if there are EORs.  Number of EORs:_______.

___ If there are EORs, print a new EO Log sheet and route to the Biotics Administrator. 

___
If there are no EORs, write AN/A@ in the next  section.

___
Date:_____________

Biotics Administrator
Important:  Deleting record from BCD should immediately follow deletion from Biotics.
___ Delete all EORep polygons and source points, lines, and polygons of the element from Biotics.

___ Export Deleted Record Keys from Biotics

___
Follow Knowledge Base instructions ADeleting ET records entirely from Oracle@.

___ Stamp the EO Log Sheet with ADeleted from GIS,@ initial, and date

___ Route all to the BCD Database Manager.

Database Manager

Important:  Deleting record from BCD should immediately follow deletion from Biotics.
___
Manually delete unmappable EORs (they are not in Biotics and cannot be deleted through 

       AProcess deleted record keys@).

___
Check the EO Log Sheets for unmappable EORs.

___
Delete the ___EOR.OPT then the ___EOR.

___
Delete stamp the EO Log Sheet next to the correct EONUM for the unmappable EOR.

___ From BCD Manager go to Adjuncts -Biotics Tools - Process Deleted Record Keys - EOR.

___ Stamp the EO Log Sheet with "Deleted from BCD," initial, and date.

___ Complete the BCD Record Action Log.

___ File EF folder, EO Log Sheet, EORs and all other documentation in the DELETED ELEMENTS section of the EF.

___
Notify NatureServe Conservation Science of the deletion: 

 ___ Miriam Steiner for animals.  ___ Gwen Thunhorst for plants.

___
Date:_____________

Information Management Specialist

___ Using the EO Log Sheet, pull all EORs from the GMF and the unmappable EORs from the EF 

___
Track down all EORs that are not in the GMF or EF.

___
Check EORs off on the EO Log Sheet.   Make a note about any EORs you can not locate.

___
Stamp each EOR with ADeleted from BCD@ and ADeleted from GIS,@ adding initials and dates from EO Log Sheet.

___ Staple or clip the EO Log Sheet to the top of the EORs.

___
Your initials: ________ and date: ___________

___
Route this form to the BCD Database Manager for filing in the ET Updates notebook.
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