British Columbia Birds

Instructions for Entering Data in Microsoft Excel®

The use of Microsoft Excel as a data entry spreadsheet allows for fast and convenient input of bird records, and allows for a smooth transition to WBT Wildlife Databases, developed in Microsoft Access®. This set of instructions provides a simple and easy to understand method for entering data quickly and accurately. The result is data that can be easily manipulated, interpreted, and used for a multitude of projects related to birds in British Columbia.


The instructions documented here pertain to Microsoft Excel 97 or Microsft Excel 2000 for Windows 95®, Windows 98® and Windows XP®.

Getting Started

· open Microsoft Excel and maximize the window

· open the British Columbia Birds "template.xls" spreadsheet

· save this spreadsheet as a single species code (if applicable; see Campbell 1998) or as a "masterfile-#.xls" by going to <File-Save as...>. Use the # symbol to keep track of your files
· turn <Autocorrect> off before starting as you may find your computer will change the Species Code abbreviations into words (e.g., AMKE becomes MAKE). This can be done by clicking <Tools>, <AutoCorrect>, and unchecking “Replace Text as you Type”
Other Useful Tips

<Ctrl>+<D> Function: by using the <Shift>+<Down Arrow> keys you can highlight one completed cell in a column, such as a GRID, scroll down with the arrow, and copy the first of the highlighted cells to all the others by pressing <Ctrl>+<D>. This allows you to copy repeated data to as far as you need, and it saves time. The same can be used with <Shift>+<Page Down> to cover a larger area more quickly. Warning: Text will be replaced if you cover cells already containing data.

GRID Format: the GRID column may be incompatible with any GRID containing the letter E because Excel views this as an “exponential math term”. To ensure correct data entry, highlight the column at the top, click the right mouse button, choose <format cells>, select the <Number> tab and choose <text> from the list (previous entries will have to be re-typed to fix the error; new entries will be o.k.).

FONT Size: all spreadsheets should be Arial and Size 10 including titles for each column. To do this, highlight the entire spreadsheet (by clicking the blank square to the left of the letters in the columns and above the rows with the numbers) and select the appropriate font

Hiding/Unhiding Columns: highlight the appropriate column(s) to be hidden; click the right mouse while over the selected region and choose <Hide>; to unhide the columns, highlight the two columns on either side of those hidden; click the right mouse button and select <Unhide>

Freeze Panes: to keep column headings visible at the top of your sheet; highlight Row 2 and select <Window>, <Freeze Panes>
Defining the Fields (Primary Use)
· Primary Use fields identify those fields that are most often used

· # = numerical character; X = alphabetical character; char- character; max = maximum

SPECIES: use only the four-letter code system (Campbell 1998). If a subspecies is applicable, its four-letter code is entered in the Remarks column following ss-


GRID (###X##): enter leading zeros and use uppercase letter; represents a 1:50,000 NTS (National Topographic System) grid in British Columbia from the provincial gazetteer

DAY: enter in numerical format; no leading zeros (e.g. 1, 2, 3, ..., 28, 29, 30)

MONTH: enter in numerical format; no leading zeros (e.g. December = 12)

YEAR: enter in full (e.g. 1998, not 98)

OBSERVER (max 30 char): enter primary (or first) observer only; enter additional observers in Remarks column following obs- (use et al. if more than two additional observers); use initials only when full names are not known; do not use periods (.) or spaces to separate initials (e.g. obs-RW Campbell, NK Dawe)

TOTAL_UNAGED: enter number of birds if sex or age is unknown; otherwise, use the appropriate columns

AD: total number of adults; do not add up other values to sum this column; only enter if sex unknown

M: total number of adult males

F: total number of adult females

IMM: total number of immatures; if they are young in nests or unfledged birds, enter them in this column, and state condition following br- in the Remarks column

If information for any of the above five columns is unknown, then leave them blank. Do not use words or symbols for numbers (i.e., 100+, few, many)

LOCATION (max 40 char): enter given location in full, only if found in the Provincial Gazetteer, (do not use abbreviations); any information referring to a non-gazetteered location follows loc- in the Remarks column (e.g. loc-on lk in pk)

REMARKS (max 80 char): for more than one Remark Code use a semicolon and space (; ) to separate comments; use the abbreviations in the Remarks Code section of the manual to minimise the number of characters; do not leave a space after any Remarks Code before entering the comment (e.g. obs-MS Rodway; loc-lag on g.c.). For any obs- entries, put them first, followed by others

ELEVATION (max 6 char): enter the elevation in metres; use the conversion formula below if you have feet (1 metre = 3.28 feet). Do not enter symbols (i.e., ' to indicate feet).

Gazetteer Instructions (if you do not have this program, leave GRID field blank)
The gazetteer allows you to search for a particular GRID when you enter a location in British Columbia.

· before starting, ensure that both the Gazetteer and Excel are open

· press <Alt>+<Tab> to alternate between the Gazetteer and Excel

· type the first five letters of the location and press <Enter>
· use the arrow keys on the numerical keypad to cycle through the alphabetical location list to find the correct location. The <Up Arrow> and <Down Arrow> will take you up or down 50 entries in the list respectively, the <Right Arrow> and <Left Arrow> will take you 1 entry up or down respectively

· there are several locations with the same name, so a GRID square will be highlighted on the map and the GRID will be given below the name

· press <Enter> once to clear the program for the next entry
· press <Enter>+<Enter> to exit the Gazetteer
Double-checking and Saving Data

Once a file has been completed, highlight all of the data and sort for each column, which may have typing errors. For example, the YEAR, OBSERVER, LOCATION and REMARKS columns often have typing errors. Make sure all of the SPECIES codes are correct and up-to-date; some species have old codes, some have new subspecies codes, and some previous subspecies are now their own species. Once the double-checking is complete, do a final sort by GRID, MONTH and YEAR. Close the file by selecting Close under File in the menu.


All data should be saved regularly by pressing <Ctrl>+<S> to protect data from any computer errors while entering. You can AUTOSAVE by any number of minutes (between one and five minutes is acceptable) by going to <Tools - Autosave>. Enter the number of minutes in box and click on <Save Active Workbook only>. If Autosave is not listed, use the Add-ins feature (see Excel Help for details)

Abbreviations and Codes

General
Breeding Bird Survey

BBS

Christmas Bird Count

CBC

adult

            

ad

avenue



ave

building



bld

corner



cnr

creek



ck

farm



fm

female



f

golf course


g.c.

harbour



hbr

head



hd

highway


hwy

immature


imm

island



isd

junction



jtn

lagoon



lag

lake



lk

male



m

migration


mig

mount



mt

mountain


mtn

near



nr

park



pk

plumage


plum

point



pt

reservation


res

reservoir


resv

ridge



rdg

river



rv

road



rd

rock



rk

station



stn

street



st

university


univ

University Endowment Lands
UEL

with



w/

young



yng

Remarks Codes
behaviour

be-

breeding

br-

elevation

el-

extra observer(s)
obs-

habitat


hb-

location


loc-

mortality

mo-

phase


pha-

photo


ph-

prey/foods

pr-

subspecies

ss-

weather


we-

weight


wt-

Weights and Measures
second(s)

sec

minute(s)

min

hour(s)


hr

day(s)


dy

week(s)


wk

month(s)

mth

year(s)


yr

litre(s)


l

hectare(s)

ha

millimetre(s)

mm

centimetre(s)

cm

metre(s)

m

kilometre(s)

km

gram(s)


g

kilogram(s)

kg

North


N

South


S

East


E

West


W

North of


n

South of

s

East of


e

West of


w

Other

bib / specimen

BIB
from literature / museums (see codes)

reference number(s)

use literature / museum number(s)

Metric Conversion Tables
Inches to Centimetres
Feet to Metres
Miles to Kilometres

1
2.5
1
0.3
1
1.6

2
5.1
2
0.6
2
3.2

3
7.6
3
0.9
3
4.8

4
10.1
4
1.2
4
6.4

5
12.7
5
1.5
5
8.0

6
15.2
6
1.8
6
9.7

7
17.8
7
2.1
7
11.3

8
20.3
8
2.4
8
12.9

9
22.9
9
2.7
9
14.5

10
25.4
10
3.0
10
16.1

20
50.8
20
6.1
20
32.2

30
76.2
30
9.1
30
48.3

40
101.6
40
12.2
40
64.4

50
127.0
50
15.2
50
80.5

Ounces to Grams
Pounds to Kilograms

1
28.4
1
0.5

2
56.7
2
0.9

3
85.1
3
1.4

4
113.4
4
1.8

5
141.8
5
2.3

6
170.1
6
2.7

7
198.5
7
3.2

8
226.8
8
3.6

9
255.2
9
4.1

10
283.5
10
4.5

20
567.0
20
9.1

30
850.5
30
13.6

40
1134.0
40
18.1

50
1417.5
50
22.7

Formulas

inches to centimetres:

inches x 2.54

feet to metres:


feet / 3.28

miles to kilometres:

miles x 1.61

ounces to grams:

ounces x 28.35

pounds to kilograms:

pounds / 2.20

