
How to Bulk Upload Observation Reports  

through the  

Vernal Pool & Rare Species (VPRS) Reporting 
System 

 



Report Home Page  
(Depending on your report type you should access this feature via the appropriate home page (i.e. Plant, Animal, or Vernal Pool)) 

To Start, click the “Bulk 
Import From 
Spreadsheet” button to 
bulk import your Plant, 
Animal, or Vernal Pool 
Observation Reports 

There are different spreadsheet 
templates for each the Plant, 
Animal, and Vernal Pool reports and 
they are not interchangeable.  Be 
sure to use the appropriate template 
for the type of report you are 
planning to upload.   

In addition to the standard report creation method as described in the 
Plant, Animal, and Vernal Pool Tutorials, you can also create observation 
reports through the VPRS Bulk Upload feature.   



For additional 
assistance on field 
definitions and the 
best way to 
populate your 
spreadsheet please 
refer to the 
appropriate Bulk 
Upload Field 
Directory found on 
our website.   

Using the appropriate template (Plant, Animal, or Vernal 
Pool), populate your bulk upload spreadsheet.   

Populating your spreadsheet 

From our website you can also access a list of 
the standardized Town names acceptable for 
use in VPRS, as well as the entire Species 
Directory which includes the accepted 
Taxonomic Group names needed to upload 
your reports. 

http://www.mass.gov/eea/agencies/dfg/dfw/natural-heritage/species-information-and-conservation/report-rare-species/vprs-system-bulk-upload-feature.html


Previewing your upload 

Once your spreadsheet is populated with your 
data, click the Upload Excel File button and 
navigate to your spreadsheet.   
 
Completing this action will simply pull your 
spreadsheet into the preview grid, no reports 
will be created at this time. 

PREVIEW GRID 



Once you have uploaded your Excel File, the VPRS system will check for any errors and both 
highlight them in the preview grid, and list them in the Errors Summary window. 
 
NOTE:  Any errors must be corrected in your original spreadsheet and re-uploaded. 

Validating your spreadsheet 



Saving your Bulk Upload 

Once your spreadsheet uploads with no 
errors, the Save Bulk Upload button 
becomes available.  Clicking this button 
generates your bulk uploaded reports 
and saves them to the system.   
 
NOTE: You cannot upload a portion of 
your spreadsheet.  All reports within 
your spreadsheet must be error free 
before you can upload. 

After your reports have finished 
uploading you can click the Return to 
Main Page button and this will take 
you back to your report home page so 
you can view your newly uploaded 
reports. 



Completing your submittals 

Your uploaded reports will 
now display in your 
observation grid.  
Uploaded reports are “In 
Progress” and need to be 
submitted before they can 
be evaluated by NHESP.  

To complete your observations you must open each report and execute a few steps 
including, but not limited to:  
 capturing your location snap shot (you must save your report after this step), 
 attaching any photos or documents to your report,  
 submitting your report.   
 
If you have any questions about these processes please refer to the Animal, Plant, or 
Vernal Pool specific Tutorials or access the Help Documents within the system. 



Questions or Feedback? 
 

Contact us at: 

ContactVPRSAdmin@state.ma.us 


