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Prepared by Vincent Zintzen (Science Adviser) in November 2017.
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Disclaimer

This document contains supporting material for the Inventory and Monitoring Toolbox, which
contains DOC’s biodiversity inventory and monitoring standards. It is being made available
to external groups and organisations to demonstrate current departmental best practice.
DOC has used its best endeavours to ensure the accuracy of the information at the date of
publication. As these standards have been prepared for the use of DOC staff, other users
may require authorisation or caveats may apply. Any use by members of the public is at
their own risk and DOC disclaims any liability that may arise from its use. For further
information, please email biodiversitymonitoring@doc.govt.nz
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How to use this tool

1. Use the form

Use the form to easily enter your data. It will help you using the right format to capture all necessary
data into the Excel spreadsheet.

2. Submit your data

Once you are happy with your data, go to the spreadsheet and push the ‘Submit’ button. Your data
will be sent to a secure database. A data administrator will be notified that you submitted the data.
Note: You can only submit the data once!

3. Save your spreadsheet in DocCM

After submitting your data or when working for several days on it, save it in DocCM using the
following naming structure:

MRMDATA - Lobster potting - LOCATION - yyyy mm_dd

(Example: MRMDATA - Lobster potting - Poor Knight Islands - 2015 _02_25)

4. Relax and wait

Once in the secure database, your data will be checked by a data administrator. If questions arise,
you will be contacted.

Once your data have been checked, they will be incorporated into the master database with all
other data collected around the country.

Inventory and monitoring toolbox: marine
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Opening the encoding form

When you first open the encoding form you will be prompted to enable macros. This allows the form
to work correctly. Just click the ‘Enable Content’ button.
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I SECURITY WARNING Macros have been disabled. Enable Content

Alignment

TO START USING THE ENCODING

Lobster pot data FORM
CLICK HERE
RowlD |OhsewationlD |E|m|lerl'hme ‘DﬂtEElltr]' ‘Scanﬁelllsheetsm
1/|vzintzen17111700001 Wincent Zintzen 17/11/2017  https://support.of

How to save data

After macros have been enabled, the form will open and you will receive the following pop-up
message:

~

Save your file to DocCM

Always save your data onto the DocCM,

Please use the following naming convention to help us easily find your data in the
I future:

MEMDATA - Lobster potting - Location you sampled - yyyy_mm_dd
'MRMDATA - Lobster potting' is set, but you need to adapt 'Location you
sampled' and yyyy_mm_dd (the day your survey started, starting by year) to your
data.

Do you need more information?

Yes | Mo |

% r

Clicking ‘Yes’ will open the document ‘MRDATA—file naming convention’ (doccm-2606194)*, which
will provide more information on how to save the form.

Now save your document in the DocCM using the prescribed file naming convention. If you are
external to DOC, this does not apply to you.

! http://www.doc.govt.nz/documents/science-and-technical/inventory-monitoring/im-toolbox-marine-mrmdata-
file-naming-convention.pdf
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General overview

Your record number Type a rowlD Load data from a record you
number to load selected on the spreadsheet

Load survey, site and
deployment data from the last
record you submitted

Navigate through the
different tabs

Name of encoder: ,—YMWWGWENW Date of data entry: [ 23/11/2017 Find help

DocCM link(s) to the scan of the field |
sheet(s) - Deployment sheet:

DocCM link(s) to the scan of the |
field sheet(s) - Lobster sheets:

See what the definitions
of the different fields are

DocCM link(s) to data report 1: | /

i

DocCM link(s) to data report 2:

Get standard abbreviations
for survey locations

DocCM link(s) to data report 3:

Produce a quick summary of
the data you have already
entered

Theuvgyw&waﬁﬁ.ed I ﬂ
Fields to enter your data S

lsll’_ua_:veypartoiabng-wm |

Site selection design: [ on<andom =

wmw | Haphazard -

Data rights owner: Department of Conservation, New Zedland
Government

SVEY. Gvean of the survey, induding
high level desorption of the survey design and man
objectves of the survey.

Survey leader name: | survey:

Clear or recall data

Inventory and monitoring toolbox: marine
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Survey data

1. The first page of the form is labelled ‘Survey’:

Record Unique
Identifier

[ >]

Survey l Load GPS data | S\tel Potl ByCatch data | Upload photosl Lobster resultsl

— E fing data

I Name of encoder: | YOUR FIRST AND GIVEN NAMES

Date of data entry: I 23(11/2017

DocCM link(s) to the scan of the field I
sheet(s) - Deployment sheet:

DocCM link(s) to the scan of the I
field sheet(s) - Lobster sheets:

DocCM link(s) to data report 1:

DocCM link(s) to data report 2:

DocCM link(s) to data report 3:

DocCM link(s) to data report 4

DocCM link(s) to this file: I

Open
DocCM

— About the survey

Survey Identifier:

I |

Survey start date: I

The survey was stratified for I
the following variables:

Survey name: I

Is this survey part of a long-term r
monitoring programme?

Survey type: I Lobster potting

Survey location:

Location acronym:

—

Site selection design: I MNon-random j
j Pot deployment selection | Haphazard j
design:

Data rights owner:

DOC Region:

Government

Depariment of Conservation, New Zealand

District Office:

Data access conditions: I

Survey description:
high fevel desaription of the survey design and main

|
|
Key Office contact: I
Contractor: I

Contract Number:

—

objectives of the survey.

Link to contract: I

Give an exhaustive desonption of the suriey, nouding

Additional notes on

Survey leader name: I

This survey is linked to the following marine protected area:

Survey:

2. ‘Encoding data’:

In this section the person encoding the data will enter their full name and the date of data entry.
In this section you can also upload the scans of the field sheets so that they are linked in with
the data. You can open DocCM by clicking the ‘Open DocCM’ button in order to get the links—
copy and paste these into the ‘DocCM link(s) to the scan of the field sheet(s)’ fields.

Inventory and monitoring toolbox: marine
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3. ‘About the survey’:
Use this section to enter general details about your survey. It should only be filled in once. The
‘Survey Identifier field (SurveylD) is populated automatically from values entered into ‘Survey
start date’ and ‘Survey location’.

How to use

this form? Clicking this button opens this ‘How to’ document.

Clicking this button allows you to quickly see a summary of

Field
definitions the data records you have already entered into this form.

Survey Clicking this button opens the document ‘Iz_obster potting—
Abbreviat definition of data fields’ (doccm-2543289)°, which explains

SR each of the fields in the form (see example below).

Clicking this button opens the document ‘Marine protected
area list and abbreviations’ (doccm-2770061)3, which gives
Quick stats the official abbreviations for the different marine reserves
around the country. Use these for the ‘SurveylD’, ‘SitelD’
and ‘DeploymentID’ fields.

A B C D E F
1 MAREDATA - LOBSTER POTTING

2 Field definitions
pdated: 17 Nov 2017 by Vincent Zintzen
POTTING DATA

Field name in
spreadsheet/dbase

Description

Order in form Field in Entry Form Tab in entry form

Anincremental number starting at 1. This number is unique to the specific Long integer, 12 digits. System generated in the data
ohservation record in a survey it refers to. Itis also used as primary key in
6 the database table.

2 NA - Hidden field NA - Hidden field ObservationiD A unique code identifier for the observation alphanumeric of maximum length 79:
This code is unigue to the specific record in a survey it refers to. Itisalse 16 for LOBSTER_POTTING_
unigue for the encoder and data entry date, counting records encoded by maximum of 50 characters for user name,
a specific user on a specific date. 8 for entry date,

5 for daily entry date record number

Record Unique Identifier Top of form RowID

Made of <'LOBSTER_POTTING_'>| |<username>| | <entry

date>| [<'99993">

<username> is <first letter from EncoderName>| | <all letters after the first
blank in EncoderName>

<entry date> is <DateEntry converted to YYYYMMDD>

Example: 'LOBSTER_POTTING_gkessel2016070500001"
<encoder system user name> = 'gkessel'

<entry date> = '20160705"

<entry date record number> = '00001"

2 hitp://www.doc.govt.nz/documents/science-and-technical/inventory-monitoring/im-toolbox-marine-lobster-
potting-definition-of-data-fields.xlsx

3 http://www.doc.govt.nz/documents/science-and-technical/inventory-monitoring/im-toolbox-marine-marine-
protected-area-list-and-abbreviations.xIsx

Inventory and monitoring toolbox: marine
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Load GPS

1. The second page is labelled ‘Load GPS data’:

e s

I Record Unigue
Identifier I

>

Survey Load GPS data I Site I Pot I ByCatch data I Upload photos | Lobster results I

How to use
Lond G date | @| How tous

Quick stats

2. If you have used a handheld GPS to record the positions of your pot deployments, this will help
you load your waypoints into the spreadsheet. Click Q for instructions.

Inventory and monitoring toolbox: marine
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Site data

1. The third page is labelled ‘Site’:

Lobster potting

Survey | Load GPS data Site IPotI ByCatch data | Upload photos | Lobster results |

i Site data

Monitoring area: | L]

Habitat Did you collect additional habitat [~
description: data for this site?

NZHMCS Abiotic: Link to

NZHMCS

NZHMCS Biotic: doc

2. You will have visited different sites within your survey. Enter here the data for your first site,
before proceeding to the data related to your pot deployment. You will have to come back to this
tab and adapt the values when you are entering data for another site.

3. First choose a monitoring area from the list, then a site location, then a site name (or site code).

4. Once you select a site name/site code, the information about that site should automatically
display.

Inventory and monitoring toolbox: marine
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5.

Enter habitat description of your site if required.

Pot data

1. The fourth page is labelled ‘Pot’:

I — Information on your pot

Survey | Load GPS data I Site  Pot I ByCatch data | Upload photos | Lobster results |

‘Site ldentifier’, ‘Site Code’, ‘Site Name’ and ‘Location’ are all linked.

The ‘Site Identifier’ is a unique name for your site made of 3 letters + * ' + 3 digits (e.g.
PKI_002).

Pot Identifier:

Replicate # within site: I

Date of deployment: I ddjmmfyyyy ﬁays:nce last
lew Moon:

I ddjmm/yyyy

Date of retrieval:

Depth at retrieval (m): I

Site i (WGSS4)

Accuracy of coordinates (m):

—

S (dd.cdddddd) GetLat/Long |
Longitude: (dd.ddddddd) Help for conversions |

I ccrcrotcrew | @)
Lunar phase: -

Depth at deployment (m): I :Ea?hﬂ‘odﬂ:’uemm Vessel sonar -
Depth strata: e.g., 10-20m

Vessel: | FV Kakoura

Skipper: I

Has depth been tide corrected? r

Time of sampling {24k formar)
In: I Cut:
(hh:mm}) (hh:mm)
OR

Soak time (hours):

weather Today's weather
Average wind speed Swell direction: lﬁ Average wind speed Swell direction: lﬁ
(knots): (knots):
Wind direction: - Swell height (m): Wind direction: 'I Swell height (m):

— Pot design

Pot type: I j Bait spedies: Bait amount (g): I

Por Pot escape gap size
Length: Width: Height: Length: Width:
’7(;';% (rrlm} (:rs) ’7(31% (rrlm}

Pot mesh size ———
Length:
(mm)
Pot escape Width:
gap #: {mm)

Additional notes on pot:

Inventory and monitoring toolbox: marine
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2. You will have deployed at least one and probably several pots within a site. Enter here the data
for your first pot. You will have to come back to this tab and adapt the values when you are
entering data for a new pot (i.e. after having encoded all the data related to this specific pot).

3. The ‘Pot Identifier’ is a unique identifier for one specific pot. It is made of the Survey ldentifier
(SurveylD) field + * ’ + 4 digits (e.g. POT_20170512 RON_0001).

Pressing the MI button will create the next unique pot identifier automatically for you.

4. The Get Lat/Long

| button will ease your work for entering latitude and longitude information
for your pot. This function only works if you have imported your GPS data using the ‘Load GPS
data’ page.

Bycatch data

1. The fifth page is labelled ‘ByCatch data’:

Lobster potting

Survey | Load GPS data I Site | Pot ByCatch data | Upload photos | Lobster results |

| Bycatch data
Were you recording by-catch data for this pot? v
Did you find any by-catch in this pot? r Enter by-catch data

2. If you have collected bycatch data from your pot, enter these data here.

3. Tick the checkbox if you have collected bycatch data. If you were collecting bycatch data for this
survey but this particular pot did not have any bycatch, you should still tick the checkbox called
‘Were you recording by-catch data for this pot?’ (it is ticked by default). This allows you to keep
track of samples that had no bycatch.

4. If bycatch species were actually present in your pot, then tick ‘Did you find any by-catch in this
pot?’ and then click m—l e @ | 10 enter information about them.

Inventory and monitoring toolbox: marine
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5. The bycatch form:

e . S S

Date entry:

Date of
deployment:

Date of
retrieval:

Site coordinates (WGS84)

— Bycatch data refers to the folowing pot (edit in pot data form)

Encoder: I 'OUR FIRST AMD GT

Location: I

Time of sampling {24k format)

i : In:
| (dd.dddddd) hemm) |

i : Qut:
e (dd.dddddl) hemm) |

Site Identifier: I

Site name: I

Site code: I

Depth at Depth at
deployment (m): retrieval {m):

Species

Specmen(s)

Count Size (am) dead?

Bycatch 1:

Bycatch 2:

Bycatch 3:

Bycatch 4:

Bycatch 6:

Bycatch 7:

|
|
|
|
Bycatch 5: |
|
|
|

Bycatch 8:

Bycatch 9: I

Bycatch 10: I

Bycatch 11: I

Bycatch 12: I

Return to pot data

Recall last species |

Check your species names against WORMS online
database

r

0 e e e e e [ o [ A B |

If known, reason for death

Motes on bycatch:

6. The top section of the bycatch form is automatically populated from the ‘Survey’, ‘Site’ and ‘Pot’
sections of the data you have currently entered.

7. Enter the scientific name for the bycatch species, as well as counts, size and reason for death if
appropriate. Where there are individuals of different sizes from the same species, enter them on

separate lines.

8. You can check the validity of the scientific name against the World Register of Marine Species

(WoRMS).*

* http://www.marinespecies.org/aphia.php?p=search

Inventory and monitoring toolbox: marine
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9. Click g to submit these data to the spreadsheet.

Upload photos

1. The sixth page is labelled ‘Upload photos’:

Lobster potting X

| Re:::-f-r‘:f":igue Load selected record
_l Update this record ‘

Survey | Load GPS data | Site | Pot | ByCatch data Upload photos | Lobster results |

— Upload pictures from fieldwork

Path to picture folder:
Upload ‘

Field
definitions

MR
Abbreviations
standard

2. You can upload as many photos as you want from your survey using the upload button. A path
to the server where they are stored will be automatically populated.

Inventory and monitoring toolbox: marine
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Lobster results

1. The seventh page is labelled ‘Lobster results’:

| Record Unigue |
Identifier

>

Survey | Load GPS data | Site | Pot | ByCatch data | Upload photos Lobster results
ey y pload p!

I — Data on each specimen caught in pot |
How to use
‘ Is your pot empty (zero lobsters)? [ ‘ ‘ Have you only counted/sexed specmens in this pot? [~ ‘ this form?
— Te
Recorder: e Mumber:
> Is this specimen - I Field
tagged? definitions
Measurer: I J Color:
-
Tag type: I j I
Spedes: I Rock lobster - Jasus edwardsi j Freze
locations
Motes on spedmen: Abbreviations
Is your lobster specimen dead? [~ standard
If yes, reason
for death?
Quick stats
Sex: Sex/Reproductive stage:
I Male j I j
Is tail fan necrosis Scale of tail fan necrosis:
recorded:
I fes j I 0 - Mecrosis absent. Mo obvious sign of blistering or blackened areas on any part of the lobster j
How many lobsters I Tail width I Carapace Weight (g}:l
in this pot? (mm): length {mm}):
Moulted: MNo - # old injuries: I 0 #new injun'es:l 0 Legal size? I vl
Sebmitdsta for thsspecmen - -

2. Within each of your pots, you will have normally collected a series of lobster specimens.

3. If you did not collect any lobsters in this pot, select the check box =@ Fesmey Eeelebs=mlr T g

will send a line of data to the spreadsheet to keep a record of the fact that this pot was deployed
but that no lobsters were collected.

Inventory and monitoring toolbox: marine
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4. If you have only counted and/or sexed the lobsters in this pot, you can check

Have you only counted,sexed spedmens in this pot?

" This will open a new form that will assist you with entering
these data quickly:

Quick pot count data [&J

How many lobsters did you count in this pot?

Recorder:

Measurer:

Recall last
Recall last I

Spedies: j

|

|

|
Males: ’El—
Females: ’D—

OK. Cancel

5. If you have sexed and measured each lobster, proceed with entering the data for the first
specimen.

Submit data for this specimen
and reset

When done, click . The data are then sent in to the spreadsheet.

6. You can now enter data for the second lobster specimen in this pot, or change the ‘Survey’,
‘Site’ or ‘Pot’ data if required.

Appendix A

The following Department of Conservation documents are referred to in this guideline:
doccm-2543289 Lobster potting—definition of data fields

doccm-2606194 MRDATA—file naming convention

doccm-2770061 Marine protected area list and abbreviations

Other related documents

doccm-2565062 Lobster potting—data management dashboard
doccm-2543532 Lobster potting—data spreadsheet and form
doccm-2787556 Lobster potting field sheet 1—pot deployments
doccm-2787557 Lobster potting field sheet 2—Ilobster measurements
doccm-1547446 Marine: potting for lobster populations

Inventory and monitoring toolbox: marine
NewZealand Government



	How to use this tool
	1. Use the form
	2. Submit your data
	3. Save your spreadsheet in DocCM
	4. Relax and wait

	Opening the encoding form
	How to save data
	General overview
	Survey data
	Load GPS
	Site data
	Pot data
	Bycatch data
	Upload photos
	Lobster results
	Appendix A
	Other related documents


