EO Update Instructions

Biotics 4

The Purpose of this document:  This document serves as a general guide for beginning the EO Update  process between your program and NatureServe.  This document includes several checklists and action items that are extremely important for you to perform before your EO Update begins.
This memo has four sections.  Please read each section carefully and address all the questions/actions included.  

· Section 1:  Section 1 asks that you note any changes to your metadata (data about your data)  since your Data Exchange.  Please email donna_reynolds@natureserve.org if you would like a copy of the Metadata form you sent in for your last DX or EO Update, as this may help you tremendously in completing this task.
· Section 2:  Section 2 lists important quality control checks you need to perform before sending your EO data.

· Section 3:  Section 3 provides instructions for selecting and exporting your EO data.

· Section 4:  Section 4 provides options for sending your files to NatureServe.

The Purpose and Scope of an EO Update: 
The EO Update process has been developed to allow for a quick update of as many of a program’s EOs as possible within the Multi-jurisdictional dataset housed at NatureServe’s central databases.  The process takes place without any taxonomic reconciliation;  EOs will only be updated where there is no taxonomic ambiguity between the EOs sent by the member program for the Update and what was received during the program’s last data exchange.  
This process will not replace full data exchange with programs.  The EO Update will not involve the update of any element-level data (e.g. SRank or taxonomic changes) here at NatureServe.  It will also not involve the return of any data to the member program, meaning no member program upload will take place and no EGT data (e.g. GRank) will be updated in the member program’s database.  

This process will allow a program that has completed work on many of their EOs, but that is not scheduled for a DX in the near future, to get those updates to the NatureServe database in a timely manner.  This will result in a more up-to-date Multi-Jurisdictional Data (MJD) dataset ensuring users of our network’s MJD benefit from the most current data possible.  The timing of an EO Update can be driven by member programs and not NatureServe. An update can occur anytime a member program feels they have some EO modifications that they would like NatureServe to have immediately.  This could be a one-time update after a program has done a lot of work on a taxonomic group or it could be on a frequent, regular basis.  
SECTION 1: METADATA

If your information for any of the following has changed since your last DX or EO Update please note the changes below.  If nothing has changed you may skip this section.
DATA QUALITY INFORMATION

1) ____ 
Taxonomic Completeness.  Please complete the chart below

Our program currently maintains and updates EOs for the following standard taxa:

	Group/Taxa
	Yes/No
	Comment(s)

	All imperiled (G1/T1 - G2/T2) species.
	
	

	All federally Threatened & Endangered Species (USESA for U.S. programs / COSEWIC for CA programs)
	 
	 

	All state/province Threatened & Endangered Species (if applicable)
	 
	 

	Vascular Plants
	 
	 

	Non-vascular Plants
	 
	 

	Vertebrates
	 
	 

	Invertebrates
	 
	 

	Fish
	 
	 

	Other?
	 
	 

	
	
	

	
	
	


2) _____ Geographic Completeness.  Please complete the chart below:

____  We have no known geographic data gaps within our state/province/jurisdiction

____  We have the following geographic data gaps (e.g. military, tribal, private lands):

	Land Parcel Name
	Owner
	General location in state/province
	Size (ha)
	Reason (needs inventory, data sensitivity)

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


EO PROCESS STEP(S):  

1)_____ Sub-EOs:  Does your program manage sub_EOs: ___ Yes  ___ No


If these sub-EOs contain tabular data that is not recorded in the principal EO, please describe the data that is unique to your sub-EOs below:

	


2)_____ EO “Fuzzing” and/or Non-Precise EOs:  For data sensitivity or privacy, if you generalized or removed locational information from certain EOs, please describe the process here and list the type of EOs that are processed in this manner.  
	


ENTITY AND ATTRIBUTE INFORMATION

1)____  Nonstandard Domain Values:  (Only matters for Domains related to EOs)

Please provide non-standard field values for the following attributes included in your data set: 

	Domain Name
	Definition

	D_BASIC_EO_RANK
	

	D_WATERSHED
	

	others???
	

	
	


SECTION 2: QUALITY CONTROL CHECKS

In our experiences exchanging data with Biotics 4 Natural Heritage Programs, we have noticed some data anomalies.  If you're doing the queries in SQL+ or SQL+ worksheet, you may have to log in as biotics_user.
1._____
Make sure you have run all required Biotics patches!  The database changes made by patches can be very important.  Database patches are published on the Biotics website at this page – http://www.natureserve.org/prodServices/biotics/Biotics-LatestRelease.jsp.  To determine which patches have been run since your installation, check the database upgrade history table with the following query:

SELECT * FROM DB_UPGRADE_HISTORY;  

Depending on your installation date, some patches may have been included in the database that was delivered at your installation.  If you are uncertain about which patches are required for your system, contact the Biotics Help Desk.

2. _____
Perform a database integrity check and address ALL errors, potential problems, and warnings prior to initiating your data export. Your DBIC must be completely clean before you export your data!

From the Biotics Mapper Admin menu, choose Database Integrity Check and run all 3 types of checks.  If you have any questions about running the integrity check or interpreting the results, please contact the Biotics Help Desk.

3. _____
If you have physically migrated your server or rebuilt your database from a backup file since your last EO Update or data exchange: Check to be sure the constraints in your Biotics Database are correct by following the instructions located at http://www.natureserve.org/prodServices/biotics/HDMS-DataExchange.jsp. Download the zip file named “Biotics Database Constraints Dictionary" and follow the instructions.  You can skip this step if you haven't changed servers or rebuilt your database since the last time you checked constraints!
4.______
Replace one of your Exchanger views, especially if you have rebuilt your Exchanger schema since your last data exchange..  The default view makes the EO export very slow.  See Knowledge Base artcle Biotics493 to get the revised view script. It is applicable to Oracle 10g as well as 8i and 9i. It can't hurt to run it again, even if you think you already did—better safe than sorry!
SECTION 3: EXPORTING INSTRUCTIONS

Below are instructions for preparing your data files to send to NatureServe.  These data sets include: (1) an XML-format export of tabular data, and (2) shape files with your EO polygons, source features, managed areas, and conservation sites.  Your program should have signed either a Data Sharing Agreement or a letter of permission that gives NatureServe permission to receive these data files.  If you have data sharing issues or questions, we ask that you refer to these documents first.  If you have further questions, please contact NatureServe’s EO Update contact.

EXPORTING YOUR TABULAR DATA:  Note that the export procedure is database-intensive. Biotics will be slower for other users while the process is running, and the export could take several hours to run.  We recommend that you start the export near the end of the work day, so most of the processing happens overnight.  

1. Get the latest export project template from NatureServe.

a. Go to http://www.natureserve.org/prodServices/biotics/HDMS-DataExchange.jsp. The export template can be downloaded from the table and appears underneath the heading ‘EO Update Information’. 
b. Right click on the link EO Update Templt and choose ‘save target as’ and then save the file to your Exchanger client directory within the /projects subdirectory.  The current version is “NHP_EO_Update_export_01.xpt”.
NOTE: If the file extension changes to .xml in the “Save” window, make sure you change it back to .xpt. Exchanger will not recognize the export template unless it ends in .xpt. 

IMPORTANT NOTE ABOUT EXPORT TEMPLATES: The export template exports the Observation child records and all their fields along with Source Feature records.  We understand that many programs store sensitive data in some, or all, of the observation fields. You may exclude those fields from the export by unselecting them (either the entire observation table or just specific fields) before exporting. If you have any questions about modifying your export template to exclude certain fields please contact Donna_Reynolds@natureserve.org. 
2. Open the Biotics 4 Exchanger Export tool by double-clicking on b4exporttool.bat

3. Project ( Open ( navigate to the project you downloaded. This is the default export template that NatureServe provides for EO Updates.  The default is to export all non-Ecology EOs and Source Features basically in their entirety.  The only fields that are excluded by default are owner and directions information for EO records.

4. If, for any reason, you need to deviate from the default export, please contact support staff for help in customizing the template.

5. Set the criteria for selecting EOs 
a. Double-click on the EO task to open it for editing.

b. Click on the Records tab at the top of the window.
c. You have two options for exporting EOs.  i) Export all species EOs on active records (Recommended) or ii) Export all EOs for a list of ESTs that have been updated, or iii) Export all species EOs EXCEPT for those for a list of ESTs.
i. (Recommended) To export all species EOs change the Subnation code in the EO export task.  
(1) In the SQL tab/box at the top of the window, you'll see a line that says "and subnation_code = 'NV'".  Change the subnation code to the code of your subnation.
ii. To export EOs for a list of species that have been updated.
(1) In the SQL tab/box at the top of the window, you'll see a line that says "and subnation_code = 'NV'".  Replace that with “and est.element_subnational_id in (/*your comma separated list of EST IDs*/)”.  This method is limited to 1,000 ESTs or less due to SQL list limitations.  

iii. To export all EOs except those on a list of ESTs.  This may be useful if one species or group is currently being worked on and not ready for export.
(1) In the lower SQL tab of the Exlude box you'll see a line that says 
" --       or  est.element_subnational_id in (/*EST_ID list*/)".  
Delete the double dash "--" and Replace “/*EST_ID list*/” with a comma separated list of EST IDs that you would like excluded.  This method is limited to excluding 1,000 ESTs or less due to SQL list limitations.  
d. Highlight the EO task and click on the browse icon [image: image1.png]3 HDMS Export Utility Untitled (NS_HDMS_d
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 to be sure you are exporting EO records.  If no records show up, contact support staff.
6. Set the criteria for selecting Source Features

a. Repeat step 5 above with the SOURCE_FEATURE task, using the same options and values as you used for selecting EOs. 
7. Project --> Properties --> change the “Export auditing since” date.  Please enter some date in the future so that no auditing data is exported.
8. Save the project as something like XX_eo_update_template_mmddyyyy.xpt where XX is your subnation code.
9. Before running the export, please check to make sure you have plenty of free disk space on the machine that Exchanger is running on.  Temporary files will be stored on the hard drive as the process progresses and only at the end are they placed in a zip file and deleted.  We suggest 1GB free space if possible (just to be safe) or more if you feel that you maintain an especially large EO dataset.  If you run out of free space see our knowledgebase for next steps.
10. Optional:  Preview the results by highlighting a particular entity and hitting the magnifying/browse icon[image: image2.png]3 HDMS Export Utility Untitled (NS_HDMS_d
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.  The Export Task Data Browser will open showing you a detailed list of all the tabular data to be exported from that particular entity, you will also get a total count of records being exported under this task at the bottom of the window.  To see data that will be exported from other entities, you must close this browse view, go back and highlight a different entity, and choose the browse icon again.  Close the data browser by simply clicking on the X button in the top right corner. 
11. Click the green arrow button to start the export  [image: image3.png]3 HDMS Export Utility Untitled (NS_HDMS_d
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.  A ‘save’ window will pop up.  Save the file something like XX_eo_update_export_mmddyyyy.zip where XX is your subnation code.   
12. Be sure that the export is truly done before moving on.  You will know the export is done when there is no longer any color on the screen (no green writing, no purple task bar) and there is a message in the bottom half of the window reading ‘export done.’  The progress bar is misleading because it goes from 0-100% per step and there are 4 total steps.  All steps must read ‘Done’ and the following screen shot shows a completed export. When the export is finished, the final product will be a zipped-up series of XML files, one for each table you exported.
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13. Somewhere on your hard drive, create a folder (named 2010EOUpdate_files or something) where you will place all files to be sent to NatureServe.  
14. Go to the directory where your Exchanger is installed(output( and find the exported zip file (XX_eo_update_export_mmddyyyy.zip).  Copy it from this directory and paste it into the 2010EOUpdate_files folder.
15. Go to the directory where your Exchanger is installed(projects( and find the saved export project (XX_eo_update_export_template_mmddyyyy.xpt).  Copy the file and paste it into the folder as well.     
SENDING YOUR SHAPEFILES:  
All shapefiles are sent to NatureServe during this process, but ONLY those for EOs that have made it through the entire process will be updated at NatureServe.  Please see the “EO Updates: Member Program Guide” for details.

1. NOTE:  You must run all of the Biotics patches before you try to export your shapefiles.  If your database is not up-to-date with the patches, you will get errors in this export!

2. If you have any questions about this part of the export, please contact Whitney Weber directly: whitney_weber@natureserve.org, or (703) 908-1875.

3. Please use the NatureServe – Export & Project ArcView extension provided by NatureServe to export and project your GIS shapefiles.  This extension automates the process for you, and ensures that NatureServe receives the spatial data from all programs in a consistent format.

4. Download the NatureServe – Export & Project extension from the Biotics website at this page - http://www.natureserve.org/prodServices/biotics/HDMS-DataExchange.jsp.

5. Refer to the ReadMe Installation document included in the zipfile package for detailed instructions on installing and running the extension.

6. Any features in your EO Reps polygon shapefile that do not have records in your tabular data will not be aggregated.  This should never happen in Biotics 4, but we will do a QC check to be sure there aren't any unmatched EO polygons.

7. Copy and paste the completed shape file export into the Synch folder as well.  

THE FINAL LIST OF FILES TO SEND:   Please complete sections 1 and 2 of this memo and paste your completed document in the DX folder as well.  Once you have the following files together, you're ready to send your data to NatureServe.
1. Zipfile with XML export from Exchanger

2. Export template you used to export item one.  
3. Zipfile with output shapefiles from NatureServe – Export & Project extension

4. Metadata (if applicable) – see p. 3
5. Any other pertinent information you feel may be needed for the EO Update.   
SECTION 4: SENDING YOUR DATA TO NATURESERVE
Step 1: FILE COMPRESSION:
Use a compression application (e.g., PKZIP or WINZIP) to zip up your XML, GIS, and documentation files.   If you have any questions regarding this, please call.

NOTE: ZIP FILES POSTED TO THE TRANSFER SITE SHOULD BE PASSWORD-PROTECTED!

Step 2:  SENDING FILES
Sending Files:  COPYING FILES TO OUR TRANSFER SITE
NOTE: We only recommend using Microsoft Internet Explorer 5.0 or above for posting files on our Transfer site.

Quick instructions for using NatureServe’s File Transfer Site 
(instructions are for Windows XP; options and text may be slightly different for other OS)
1. Open “My Computer”

2. On the left had side of this window Click “My Network Places”

3. In “Network Tasks” at the upper left side of this window Click “Add a network place”

4. Click “Next” at the first screen of the wizard

5. Click on “Choose another network location…” 

6. Click “Next”

7. To place files on the site enter: https://tranxfer.natureserve.org/upload (NOTE SPELLING!)

8. Enter Credentials and click on OK

User Name: Kindling\upl0ad (0=Zero)

Password: welcome2
9. Click “Next”

10. You can give it a “friendlier” name here if you wish.

11. Click “Next”

12. Click “Finish”
13.  You will probably be re-prompted for network credentials.  If you get the rolling flashlight, look for the authentication window behind the main window.
14. You can now double click on that entry in “My Network Places” and browse to the folder called Data Exchange
15. You should be able to cut and paste documents into this location as you would on your local computer

Thank you so much!
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