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Online Data Entry and Website

Overview

Welcome to this run through 
of our Website for registered 
ǾƻƭǳƴǘŜŜǊǎ όƭƻƎƎŜŘ ƛƴύΦ ²ŜΩƭƭ 
look at the different 
functionality and data entry 
processes to help make the 
most of your experience with 
the scheme.

! ōƛǘ άŘǊƛŜǊέ ǘƘŀƴ ǎǇŜŎƛŜǎ ŀƴŘ 
habitat training and 
containing site visuals and 
instructions, but with the aim 
to provide another support 
tool for your reference when 
using the site.

All pages on the site, including Signup and Login 
Can be found in the main site menu here:

www.npms.org.uk

http://www.npms.org.uk/
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The Homepage shown on the 
previous slide contains 
background information 
about the scheme and how 
to get involved. 
There are also shortcuts to 
our Blogs, Newspages, and 
Newsletters, in the side bar 
to the Right

You can navigate everywhere 
else by selecting the Menu
button at the top of the page 
and reviewing the drop down 
ƳŜƴǳ ƻŦ ŎƘƻƛŎŜǎ ǎƘƻǿƴΧ



4Rachel Murphy May 2020

Online Data Entry and Website

{ƻ [ŜǘΩǎ ƳŀƪŜ ŀ ǎǘŀǊǘ ǿƛǘƘ 
Resources!

We can see there are a 
number of pages under this 
category.

The first being 'wŜǎƻǳǊŎŜǎΩ

Where present, the         symbol 
represents a button, which when 
selected shows further options 
under each menu category.
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Resources
From here you can find a 
whole host of resources 
available to download and 
save to your own device.

From Survey guidance and 
forms, namely our digital 
survey pack materials, to 
additional support materials, 
Access request templates 
and further volunteer 
opportunities
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Further pages available under 
the ResourcesCategory 
include: 

News: To find out the latest news 
or statements from the NPMS.

Blog: Our regular blog entries on 
anything from Data stories and 
methodology explained to 
volunteer Plot Portraits.

Conservation and research: A list of 
scheme research publications and 
reports, along with data 
repositories and access information
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Next up is Create plots and 
enter data.

As the name suggests, this is where 
you can view information about the 
square(s) you have been allocated, 
ŀƴŘΧȅƻǳ ƎǳŜǎǎŜŘ ƛǘΧΦ 
Create plots and enter your survey 
data using the appropriate survey 
form for your surveyor level.

But we are going to return and go 
through these processes in greater 
ŘŜǇǘƘ ŦǳǊǘƘŜǊ ŀƭƻƴƎΦ {ƻ ƭŜǘΩǎ ƪŜŜǇ 
ƎƻƛƴƎ ǿƛǘƘ ƻǊƛŜƴǘŀǘƛƻƴΧ
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If you are recently registered 
with the scheme and yet to 
locate and adopt a survey 
square convenient for your 
location, the next step is to 
Request a square.

Of course, if you have already done 
ǘƘƛǎΣ ȅƻǳΩǊŜ ŀƭǊŜŀŘȅ ƻƴ ǘǊŀŎƪ ŀƴŘ 
Ŏŀƴ ǎƪƛǇ ŀƘŜŀŘ ǘƻ ǇŀƎŜ мпΧ
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https:// www.youtube.com/watch?v=g402SgoCjss

On the Request a square page, you 
have 2 options:
1. Enter the number of miles from 

the post code you provided at 
registration, you are able to 
travel and press return.

2. Return all NPMS squares on the 
map

1*   2*   

You can also find request a square video guidance here:

The site has been updated, but same processes apply.

https://www.youtube.com/watch?v=g402SgoCjss
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Instructions for navigating your way around the map, using the icons/button in the top right 
hand corner, are provided on the page.
- You can move the map around to find your area,
- Zoom in and out 
- And click on the map to find out relevant locational information
- Select a square to request
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To move 
around 
the areaZoom bar

Select a 
square to 
request

Information 
pop-up
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Information 
pop-up
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Select a 
square to 
request
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Online Training: As you are on this 
presentation you have clearly found 
this page. Containing online 
training materials from 
methodology to Habitat specific 
presentations.

My Events: To book on to particular 
training courses and events. Also 
shows a list of events you are 
currently booked on to and have 
previously attended.

Training Events: Full list of 
upcoming events, dates, locations 
and further details

Training and events
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My Data

You can either visit My Visits
to view all the surveys you 
have already entered.

Or Opt to Download your data 
in a number of different 
formats
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My Visits

On this page you can view a 
map depicting where you 
have carried our 
surveys/visits.
Below you can find a list of 
all the surveys you have 
already entered data for.

Namelyshowing:
- The type of survey
- Auto-generated survey ID
- Plot name
- Survey date
- Whether it was survey 1 or 
2 that year
*Note also the option to edit
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Data Download

As the name suggests ςfrom here 
you can download your data.

9ƛǘƘŜǊ ŜǾŜǊȅǘƘƛƴƎ ȅƻǳΩǾŜ ŜǾŜǊ 
submitted in one download. Or 
there is the option to filter the 
data by:
1. Survey type
2. Date/time period

You can also choose the file 
format of the data download

Only data you personally have 
submitted can be downloaded here.

1.

2.
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My Account

Information specific to your NPMS 
volunteer account and any 
squares you may be allocated to
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My Account

Your own account information, 
entered by yourself at registration
e.g. Support example shown

Please ensure these details are 
kept up to date i.e.  Your current 
address for survey form postage

This information can be 
updated/amended using the Edit* 
tab at the top of the page.

*
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Lists your current 
square(s) and their status:
- Awaiting Approval
- Approved

My Squares

Also a function to 
request a square, 
if you already 
know the Square 
name
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Create plots and enter data

{ƻ ƴƻǿ ǿŜΩǾŜ ƻǊƛŜƴǘŀǘŜŘ ƻǳǊǎŜƭǾŜǎ 
ǘƻ ǘƘŜ ǿŜōǎƛǘŜΣ ƭŜǘΩǎ ƎŜǘ ōŀŎƪ ǘƻΥ 
Create plots and enter data:

Where you Submit the locations of 
you chosen survey plots and enter 
your data following surveys.

CƛǊǎǘ ƭŜǘΩǎ ǾƛŜǿ ƻǳǊ ǎǉǳŀǊŜ ŘŜǘŀƛƭǎ ōȅ 
following View squares and create 
plots
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If you are new to the scheme and your allocated square has never been surveyed before, 
your screen will show your square (or squares listed if you have more than one) as in the 
example below.

From here you can start to submit our plot locations and details by selecting Add plot

You can also View/edit your square information
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Once you have already created your plots, these will be saved and listed underneath 
each square. From which you can view plot details and add sketches or images.
As shown in the example below.
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If you have recently been allocated a square, you should check this page early on before you 
explore your square and decide on your plots.
This is because it is possible there may already be plots set up within your square by a previous 
surveyor. As shown in the example below, these are denoted by the column My Plot? and NO.
We ask that volunteers adopt these previously set up plots so that the same areas can be 
surveyed consistently. Select View details next to each to plot to find out more and relocate.

First, lets View/edit 
square information



25Rachel Murphy May 2020

Online Data Entry and Website

https:// www.youtube.com/watch?v=gBt_6Gi_muY

View/edit square information

By selecting this option next to your 
square name, the following page loads.

From here you can:
1. Download a PDF copy of your square 

habitat map (also received in welcome 
survey pack)

2. Enter Access and Landowner 
information. This is a useful record of 
how to access the land and permission 
contacts for both yourself, and anyone 
who may take on the square at a later 
date

3. View and navigate around your square 
on a Google Map

1.

2.

3.

https://www.youtube.com/watch?v=gBt_6Gi_muY


26Rachel Murphy May 2020

Online Data Entry and Website

Creating a plot

Once you have been to the field and collected information regarding the plots you wish to 
survey, you are ready to submit these details so that you can continue to survey these sites.

You need to Ψ!ŘŘ ǇƭƻǘΩfor every survey plot you have within your 1km square. But you only 
need to do this once for each plot, in your first year. This is then saved on the database and 
ready for each time you survey the site.

Ą Create plots and enter data     Ą View squares and create plots Ą Add plot
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You are presented with the Draw plotpage:

From here you select the Plot 
type from:
- Square 5x5m (most habitats)
- Square 10x10m (woodland)
- Linear 1x25m

If you wish to add plot in 
Expert mode.
Not necessary but adds some 
extra functionality around plot 
placement όǿŜΩƭƭ come back to 
this)

Plot label/name
It is important to name your plots and will make entering your data much easier



28Rachel Murphy May 2020

Online Data Entry and Website

You then enter environmental 
data bout he plot collected in 
the field

¢ƘŜƴ ǘƘŜ ƛƳǇƻǊǘŀƴǘ ǇŀǊǘΧ 
placing it on the map:

Use the Zoom bar to the left of 
the map and the cross head 
arrow button top-right of the 
map to navigate your way around 
the square map.

Once you have found your plot 
location on map, select         icon 
and click on the centre of your 
chosen plot.

This auto-generates a grid 
reference for the centre of your 
plot.

You can amend grid reference you 
recorded this in the field.
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https:// www.youtube.com/watch?v=HT1zRdYajHM&t=421s

{ƻ ƭŜǘΩǎ Ǌǳƴ ǘƘǊƻǳƎƘ ŀƴ ŜȄŀƳǇƭŜ ƻƴŎŜ ƻƴ ǘƘŜ Draw plotpage:

Select the Plot type
Here we have selected Square Plot 5x5m

Enter the Plot Label 
I.e. Plot 1

Enter the Grid reference for the south-
west corner of the square plot

Collected in field

https://www.youtube.com/watch?v=HT1zRdYajHM&t=421s
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Enter environmental information
Collected in field

Amend map coordinate system if 
necessary

British National Grid default can 
remain in most cases

Then your ready to navigate 
the map
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Use Zoom bar to zoom in 
and out of your map

Select Double-headed arrow 
icon before you can then use 
your mouse to drag and 
navigate around the map 
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Once you have found your 
plot location, click on plot 
selection icon. Then click in 
centre of your chosen plot

Grid reference in centre 
of plot auto-generated
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When entering a linear 
plot, one main 
difference:

You are asked to enter 
plot end grid 
references, rather than 
fort eh SW corner

Collected in field

Linear example:
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Once you have found 
your linear plot location 
on map, select in same 
way.

Click on plot selection 
icon. Then click in centre 
of your chosen plot to 
generate grid reference
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The last thing to do, for any type of plot:

Upload a field 
sketch of your plot, 
to help relocation.

Include a written 
description of 
location and 
features.

Submit
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If you elect to create your plots in Expert mode, there are just a few additional 
functions:

Example 1. 
Square plot

SelectExpert mode

Enter the Plot Label 

Enter the Grid 
reference for the 
south-west corner

Enter the Plot Label 

Enter the Grid reference for the 
south-west corner
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Expert mode simply 
adds two functions 
on the map.

Once you have 
selected the centre of 
your plot, the square 
marker will be to 
scale and you will see 
2 additional circles.

The circle in the 
centre of the square 
allows you to click 
and drag the marker 
to amend location.

The second circle allows you to 
click and drag to amend the angle 
of the square.
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If you elect to create your plots in Expert mode, there are just a few additional 
functions:

Example 2. 
Linear plot

SelectExpert mode
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This adds an 
additional line 
drawing icon to the 
map.

You once again select 
the central point of 
you transect using the 
site selection tool.

Linear plot creation in Expert mode:
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Once the Lines tool 
is selected, you can 
manually click along 
a feature to draw a 
line, representing 
your linear plot.

Double click at the 
end of the line to 
complete.

Linear plot creation in Expert mode:
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Entering data

Once you have completed your 
surveys, it is of course time to 
enter your valuable data.

Within the site Menu, select 
Create plots and enter data, 
Followed by the survey recording 
form at the level you completed 
the survey in the field:

Wildflower recording form
Indicator recording form
Inventory recording form
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Wildflower recording form

You are taken to the Wildflower 
level data entry page, containing 
instructions as to how to add a 
survey sample. 

Also, if you have already entered 
data at this level previously, a list 
of all your previous visits. At this 
survey level.

If you have not previously entered 
any data for your sites, it will show  
άbƻ ƛƴŦƻǊƳŀǘƛƻƴ ŀǾŀƛƭŀōƭŜέ ƛƴǎǘŜŀŘ 
of a list.
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Here is an example where data has 
already been submitted by yourself at 
this level.

Whether you have submitted data 
previously (that year or historically) or 
not, in order to enter data for every new 
Ǉƭƻǘ ǎǳǊǾŜȅΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŎƭƛŎƪ άAdd 
New Sampleέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜ

This will take you to a new recording form 

to start entering your survey data. 

Do this each time you need to enter data 

for a survey (i.e. you'll need to do it for 

both survey 1 and 2 of the same plot).
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First select your square 

(as shown). 

Then select the plot for which you 

are entering data from the drop 

down list

The spatial ref will automatically fill 

and the map will focus on this site.

Then press next step. 
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The following pages replicate the survey 
forms you have been using in field to 
enter survey details.

- Enter the date of the survey

- The Broad and then fine select habitat 
type

- And any management type noted
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- Enter grazing information if applicable

- Enter vegetation height using the 
categories shown and described in the 
survey guidance notes

- And record any occurrence of Bare soil, 
Rock etc. as recording on your field form.
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- Add a photo of your plot (taken 
from the same position each year)

- And any additional comments 
recorded during your survey

Then press next step. 
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On the next page you will find a list 
of indicator species.

Work down this list adding the 
abundance score based on the 
DOMIN scale (as described in the 
survey guidance notes), as recorded 
in the field for those species that 
were present on your survey.

Leave blank for any species not 
recorded

Option to add images alongside 
species.

Once you have completed entering 
data for this survey, click Submit. 
!ƴŘ ǘƘŀǘΩǎ ƛǘΗ
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Indicator recording form

The Indicator recording form differs 

slightly, as shown in the following 

example. 
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Just as the Wildflower recording 
form, you are taken to the 
Indicator level data entry page. 
Again containing instructions as to 
how to add a survey sample. 

And, if you have already entered 
data at this level previously, a list 
of all your previous visits. At this 
survey level.

If you have not previously entered 
any data for your sites, it will show  
άbƻ ƛƴŦƻǊƳŀǘƛƻƴ ŀǾŀƛƭŀōƭŜέ ƛƴǎǘŜŀŘ 
of a list.

{ŜƭŜŎǘ άAdd New Sampleέ
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First select your square 

(as shown). 

Then select the plot for which you 

are entering data from the drop 

down list

The spatial ref will automatically fill 

and the map will focus on this site.

Then press next step. 
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Just as the Wildflower form 
(pages 45-47) - fill out the survey details 
page which replicates the survey forms you 
have been using in field.

On the species records page, rather 
than finding your species on a ready list, 
type your species recorded in the text 
box, before recording abundance for 
each.

Name suggestions pop up as you start 
to type as shown.

Option to add images alongside species.

When all species are entered, Submit
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Inventory recording form

The Inventory recording form again 

differs slightly, as shown in the 

following example. 
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Just as the Wildflower and 
Indicator recording forms, you are 
taken to the Indicator level data 
entry page. Again containing 
instructions as to how to add a 
survey sample. 

And, if you have already entered 
data at this level previously, a list 
of all your previous visits at this 
survey level.

If you have not previously entered 
any data for your sites, it will show  
άbƻ ƛƴŦƻǊƳŀǘƛƻƴ ŀǾŀƛƭŀōƭŜέ ƛƴǎǘŜŀŘ 
of a list.

{ŜƭŜŎǘ άAdd New Sampleέ
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First select your square 

(as shown). 

Then select the plot for which you 

are entering data from the drop 

down list

The spatial ref will automatically fill 

and the map will focus on this site.

Then press next step. 
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Just as the Wildflower form 
(pages 45-47) - fill out the survey 
details page which replicates the 
survey forms you have been using in 
field.

Ensuring you select the appropriate 
broad scale and fine scale habitat type 
as shown


