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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))

home vernal poals lants animals survey
VERNAL PooL & RARE SPECIES : S ekiz b : NHESP
PR R @ m Natural Heritage &
pecias P
REPORTING SYSTEM Sl b saast s
3
. K K . Enter an observation number to open one directly R
In addition to the standard report creation method as described in the To Start, click the “Bulk
Plant, Animal, and Vernal Pool Tutorials, you can also create observation Import From
reports through the VPRS Bulk Upload feature. Spreadsheet” button to
MNew Animal Report Bulk Import From Spreadsheet bulk im po rt your Pla nt,
Animal, or Vernal Pool
Animal Home () Observation Reports
3 My Animal Observations Viewing 0 to 18 out of 18 results tot,
T Tt ]
To create new reports click the Observation { Date Created Scientific Name Common Name Town Site Name Status Associated Surve! Associated |
L} = i}
New Animal Report button. AS48 82172012 Enallagma laterale New England Bluet Chelmsford Cycr- Bulk 1 In Progress 12-34567 0 |41
s L A947 8/21/2012 American Robin Chelmsford Cycer- Bulk 1 In Progress 12-34567 0
Animal Observation Reports
Summary A%4E B/21/2012 Ambystoma jeffersoniam  Jefferson Salamander Palmer In Progress 0
12 In Progress Ag4s 8/21/2012 Agkistrodon contortrix Copperhead Mew Marlborough  copperhead site 1 Submitted o
5 Submitted
0 hddibanal Information B q Ag944 8/16/2012 Ambystoma jeffersoniam  Jefferson Salamander Abington In Progress 0
0 Received A937 B/8/2012 Enallagma laterale New England Bluet Chelmsford Cyer- Bulk 1 In Progress 12-34567 0
; ‘::::p‘ed A936 8/8/2012 American Robin Chelmsford Cyer- Bulk 1 In Progress 12-34567 0
0 Not Accepted A935 8/8/2012 Anax longipes Comet Darner Chelmsford Cyer- Bulk 1 In Progress 12-34567 0
A934 8/8/2012 Haliaeetus leucocephalu:  Bald Eagle Chelmsford Cyer-Bulk 1 In Progress 12-34567 0
Bulk Uploa_d o',“on 3 A933 8/8/2012 Sorex palustris Water Shrew Swansea Sopa-Bulk 8 In Progress 12-34567 0
Reports can be created in bulk form using a
pre-defined spreadsheet template. For A932 8/8/2012 Alasmidonta undulata Triangle Floater Amesbury Alun-Bulk 7 Submitted 12-34567 o
maore information, please read the Bulk . B
Upload Instructions. A931 8/8/2012 Scaphiopus holbrookii Eastern Spadefoot Sharon Scho-Bulk & In Progress 12-34567 0
AZ30 8/8/2012 Cicindela purpurea Cow Path Tiger Beetle Chatham Cipu-Bulk 5 In Progress 12-34567 0
Ag29 8/8/2012 Catostomus catostomus  Longnose Sucker Canton Caca - Bulk 4 Submitted 58 o
AS2E B/8/2012 Hemileuca maia Barrens Buckmoth Hudson Hema - Bulk 3 Submitted 12-34567 0
_AQZ? B/8/2012 Terrapene carolina Eastern Box Turtle Taunton Teca- Bulk2 Submitted 585 0
There are different Spreadsheet 926 8/8/2012 Cyanocitta cristata Blue Jay Chelmsford Cyer-Bulk 1 Accepted 12-34567 1
temp|ates for each the Plant, fo24 8/8/2012 Lithobates pipiens Northern Leopard Frog sherborn In Progress 0 v]
Animal, and Yernal Pool reports and L jacted Observation Details
they are not interchangeable. Be e s e Status of report: In Progress
sure to use the appropriate template fcientific Name: Survey Number: 12-34567
for the type of report you are fommon Name: American Robin NHESP File Number:
| oot load ate Created: 8/8/2012 Collection Permit Number: 654321CP
planning to upload. ast Date Updated: 5/24/2012 Messages: 0
Date Submitted: Observation Dates:
Town: Chelmsford 1/2/2011 ||
Site Name: Cycr-Bulk 1 .
Number of Observation Locations Reported: 5 21372002 —]
3/4/2011 b/
Copy Report Open Report




Populating your spreadsheet

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

& E C u} E F G H =
1 |Reportld Species Taxonomic Group Town Site Mame Site Directions Habitat Description Other Associated Species Species [
Z | Do Not Rer Do Not Remove Do Mot Remove Do Mot Remove Do Mot Remove Do Not Remove Do Mot Remove Do Mot Remove Do Mot R
& 1.E,\(anu|:itta cristata Bird Chelmsford Cycr-Bulk 1 Cycr - Directions to the site. Itwas really hard to ge Habitat Desc-Cycr  Assoc Species- Cycr Desc Chy
4 1 Cyanocitta cristata Birds Chelmsford Cycr-Bulk 1 Cycr - Directions to the site. [twas reall
5 1 Cyanocitta cristata Birds Chelmsford Cycr-Bulk 1 Cycr - Directions to the site. Itwas real U EHRAS State Offces & Courts | State A-Z Topies | State Forms A Mo Active Mers
B 1 Cyanocitta cristata Birds Chelmsford Cycr-Bulkl Cycr - Directions to the site. [twas reall The Official Websit of the Exscutive Office of Energy and Emironmental Affairs
7 2 Terrapene carclina Reptiles Taunton Teca-Bulk2 Teca - Directions to the site. [twas real i i
g 2 Terrapenecarolinag Reptiles Taunton Teca-Bulk2 Teca- Directions to the site. Itwas real Energy and Environmental Affairs EE
3 2 Terrapene carolina Reptiles Taunton Teca-Bulk2 Teca- Directions to the site. [twas real
10 2 Terrapenecarolina Reptiles Taunton Teca-Bulk24 Teca- Direction to the site. Itwas reall
11 2 Terrapene carolina Reptiles Tauntan Teca-Bulk2 Teca- Directions tothe site. It was real Agriculture Energy & Urities  prrenmental | Fisheres Widifes - Recreation &
12 2 Terrapene carolina Reptiles Taunton Teca-Bulk2 Teca - Directions to the site. [twas real
13 3 Hemileuca maia Butterflies/Maoths Hudso Hema - Bulk 3 Hema - Directions to the site. [twas rafjill ®EEAHome > Agencies > Departmentof Fish & Game > Fisheries & Wildife » Natural Heritage & Endangered Species > 5
14 3 Hemileuca maiz Butterflies/Maoths Hudzon Hema-Bulk 2 Hema - Directions to the site. [twas reg 7 ReportRare Specias 3 RS System Bulk Uplead Festure
15 3 Hemileucs maiz Butterflies/Moths Hudson Hema - Bulk 3 Hema - Directions to the site. ltwas red VPRS System Bulk |_|p|oad Feature
16 3 Hemileuca maia Butterflies/Maoths Hudson Hema - Bulk 3 Hema - Directions to the site. It was reg
17 4 Catostomus catostomus  Fish Canton Caca-Bulk4 Caca=Directions to the site. It was rea(ill sna the Sulk Upload festure, you can impart dats which hes been sntered into 2 preformsitad sprasdshest and genarate
Bt Cotostomuscotostomusfish Coco-Bulks  CacaDiractorstothe sie. s resfll 1220 S0 0% 2w e e e o e e
13 4 Catostomus catostomus  Fish Canton Caca-Bulk4 Caca=Directions to the site. It wasrea below.
20 4 Catostomus catostomus  Fish Canton Caca-Bulk& Caca=Directions to the site. It wasrea vernal Pools
21 4 Catostomus catostomus  Fish Canton Caca-Bulk4 Caca=Directions to the site. ltwasrea
22 4 Catostomus catostomus Fish Canton Caca-Bulk4 Caca =Directions to the site. It wasrea Vemal Pools Bulk Upioa Instnuctions B
23 4 Catostomus catostomus Fishes Canton Caca-Bulk4 Caca =Directions to the site. ltwasrea Yemal Pools Bul Upload exsmp'e spresdshest )
24 4 Catostomus catostomus fish Canton Caca-Bulkd Caca =Directions to the site. It was rea Vemal Pools Bulk Uplosd Field Directory )
25 5 Cicindela purpurea Beetles Chatham Cipu-Bulk5 Cipu=Directions to the site. Itwas real \ernl Pools Bulk Upload Templste B
26 & Scaphiopus holbrookii Amphibans Sharon Scho-Bulk 6 Scho=Directions to the site. Itwasrea
27 7 Alasmidonta undulata Mussels Amesbury Alun-Bulk? Alun =Directions to the site. [twas real Plants
25 & Sorex palustris Mammals Swanses Sops-Bulkd Sopa = Directions to the site. It was rea Plants Bulk Uplosd Instructions |
23 Plants Bulk Uplosd exsmpie spresdsheet S
310 Plants Bulk Uplosd Field Dirctory 5
7 Plants Bulk Uplosd Templstz ()
EE) Animals
M 4 » M| Sheet4 | Sheet2 -~ Sheet3 '*;-J Animals Bulk Usload Instructions

your reports.

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

Animals Bulke Upioad example spresdshest (4

Animals Bulk Upload Field Directory &)
Animsls Bulk Upioad Template &y
Additional Spreadsheets

All three bulk import spresdsheets require that you input a Town. This must be one of the 351 towns listed in the VPRS
system, please refer to the "Towns" Excel spresdsheet [ for the official town names.

The Plant snd Animsl bulk uplosd spresdshests require that you input a Scientific Species Name. If the name is not
entered correctly the system will not match the report up with the appropriate species within the system. Please refer fo the
"Spevies" Excel spreadsheet (&) for the species listed in our detsbase

Comments

The NHESP is very interested in hearing your feedback! Plesse send sny commenis using the “Send Feedback” button on
your home page within the VPRS system. If you need additions! assistance, plesse contsct us st

ContactyPRSAIMin@stste ma.us.
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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

home

VErnaL PooL & RARE SPECIES
REPORTING .

vernal pools

plants animals survey NHESP
Q m Natural Heritage &
Endangerd Species Program

Once your spreadsheet is populated with your
data, click the Upload Excel File button and
navigate to your spreadsheet.

pload Excel Filg

Rej Species Name Taxc Town | Site Name | Site Directions
Completing this action will simply pull your
spreadsheet into the preview grid, no reports
will be created at this time.

To create new reports click the
'New Animal Report’ button.

Animal Observation Reports
Summary
In Progress. PREVIEW GRID

Submitted

Additional Information Requested
Received

Accepted

Lead

Not Accepted

Bulk Upload Option
Reports can be created in bulk form using a
pre-defined spreadsheet template. For
more information, please read the Bulk
Upload Instructions.

Row Number Errors Summary

Saving Progress: Eeturn to Main Paég

MASSWILDLIFE




Validating your spreadsheet

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.

VERNﬁL POOL & RARH SPECIES homr'l vernal pools plants animals survey NHES p

~ecocodboecaa— ﬁ ﬂ ’ @ m Nah.raIHa'itage_&
REPORTING SYSTEM Endangard Species Program

EEIoad Excel Fllél

Rej Species Name Taxo Town Site Name | Site Directions

1 Cyanocitta cristata Bird Chelmsford Cycr-Bulk 1 Cycr - Directions to the site. It was really hard to get to this site. Had to drive for miles and miles across the st

1 Cyanocitta cristata Bird Chelmsford Cyer-Bulk 1 Cycr - Directions to the site. It was really hard to get to this site. Had to drive for miles and miles across the st

1 Cyanocitta cristata Bird Chelmsford Cycr-Bulk1 Cycr - Directions to the site. It was really hard to get to this site. Had to drive for miles and miles across the st

Animal Home : :

Cyanocitta cristata Bird Chelmsford Cycr-Bulk 1 Cycr - Directions to the site. It was really hard to get to this site. Had to drive for miles and miles across the st

2 Terrapene carolina Rep Taunton Teca-Bulk 2 Teca - Directions to the site. It was really hard to get to this site. Had to drive for miles and miles across the st
To create new reports click the 2 Terrapene carolina Rep Taunton Teca-Bulk 2 Teca - Directions to the site. It was really hard to get to this site. Had to drive for miles and miles across the st

'New Animal Report’ button. 2 Temapene carclina Rep Taunton Teca-Bulk 2 Teca - Directions to the site. It was really hard to get to this site. Had to drive for miles and miles across the st
2 Terrapene carolina Rep Taunton Teca-Bulk 2 Teca - Direction to the site. It was really hard to get to this site. Had to drive for miles and miles across the sty
Animal Observation REpo rts 2 Temapene carolina Rep Taunton

Summary
In Progress
Submitted
Additional Information Requested 3  Hemileuca maia Butt Hudson Hema - Bulk Hema - Directions to the site. It was really hard to get to this site. Had to drive for miles and miles across the

Teca-Bulk 2 Teca - Directions to the site. It was really hard to get to this site. Had to drive for miles and miles across the st
2 Terrapene carolina Rep Taunton Teca-Bulk 2 Teca - Directions to the site. It was really hard to get to this site. Had to drive for miles and miles across the st

3 Hemileuca maia Butt Hudso Hema - Bulk Hema - Directions to the site. It was really hard to get to this site. Had to drive for miles and miles across the

Received 3 Hemileuca maia Butt Hudson Hema - Bulk Hema - Directions to the site. It was really hard to get to this site. Had te drive for miles and miles across the
Accepted 3  Hemileuca maia Butt Hudson Hema - Bulk Hema - Directions to the site. It was really hard to get to this site. Had to drive for miles and miles across the
Lead

4 Catostomus catost Fish Canton Caca- Bulk4 Caca = Directions to the site. It was really hard to get to this site. Had to drive for miles and miles across the s
Not Accepted

4  Catostomus catost Fish Canton Caca- Bulk £ Caca = Directions to the site. It was really hard to get to this site. Had to drive for miles and miles across the s

4 Catostomus catost Fish Canton Caca- Bulk ¢ Caca= Directions to the site. It was really hard to get to this site. Had to drive for miles and miles across the s

Bulk Upload Option

Reports can be created in bulk form using a
pre-defined spreadsheet template. For
more informatien, please read the Bulk
Upload Instructions.

4 Catostomus catost Fish Canton Caca- Bulk 4 Caca = Directions to the site. It was really hard to get to this site. Had to drive for miles and miles across the 5| |

Errors Summary

The column [Taxenomic Group] in row 1 does not match the value in row 4 within the same report id

The column [Taxonomic Group] in row 1 does not match the value in row 2 within the same report id

The column [Age and Sex Of Individuals] in row 1 does not match the value in row 2 within the same report id

Eeturn to Main Paég

MASSWILDLIFE



Saving your Bulk Upload

VERNAL PooL & RARE SPECIES
W

= =

REPORTING SYSTEM

o

Animal Home (.

To create new reports click the
'New Animal Report' button.

Animal Observation Reports
Summary
In Progress
Submitted
Additional Information Requested
Received
Accepted
Lead
Mot Accepted

73

© O = O 0 Ww

Bulk Upload Option
Reports can be created in bulk form using a
pre-defined spreadsheet template. For
mare information, please read the Bulk
Upload Instructions.

Once your spreadsheet uploads with no
errors, the Save Bulk Upload button
becomes available. Clicking this button
generates your bulk uploaded reports

home

3 3

EEI cad Excel Fl@l

Re| Species Name

vernal pools

1 Cyanocitta cristata Birds
1 Cyanocitta cristata Birds
1 Cyanocitta cristata Birds
1 (Cyanocitta cristata Birds
Terrapene carolina Repti
Terrapene carelina Repti
Terrapene carolina Repti
Terrapene carolina Repti
Terrapene carclina Repti
Terrapene carolina Repti
Hemileuca maia Butte
Hemileuca maia  Butts
Hemileuca maia  Butts
Hemileuca maia Butte
Catostomus catost Fish

Catostomus catost Fish

Catostomus catost Fish

AR R OB W oW oW W R R R R KR

Catostomus catost Fish

plants

<

Taxor Town

Site Name

animals

4

survey

&

NHESP
Natural Heritage &
Endangerd Spacies Program

Site Directions

Chelmsford Cycr-Bulk 1 Cyer - Directions to the site.

Chelmsford Cyer - Bulk 1

Cycr - Directions to the site,

Chelmsford Cycr-Bulk 1 Cycr - Directions to the site.

Chelmsford Cycr-Bulk 1

Taunton
Taunton
Taunton
Taunton
Taunton
Taunton
Hudson
Hudson
Hudson
Hudson
Canton

Canton

Canton

Canton

Cycr - Directions to the site.
Teca - Bulk 2 Teca - Directions to the site.
Teca - Bulk 2 Teca - Directions to the site.
Teca - Bulk 2 Teca - Directions to the site.
Teca - Bulk 2 Teca - Directions to the site.,
Teca - Bulk 2 Teca - Directions to the site.

Teca - Bulk 2 Teca - Directions to the site.

Hema - Bulk Hema - Directions to the site.
Hema - Bulk Hema - Directions to the site,
Hema - Bulk Hema - Directions to the site.

Hema - Bulk Hema - Directions to the site.

Caca-Bulk 4 Caca= Directions to the site.
Caca - Bulk £ Caca = Directions to the site.
Caca -Bulk 4 Caca = Directions to the site.

Caca - Bulk 4 Caca=

irections to the site.

It was really hard to get to this sits.
It was really hard to get to this site.
It was really hard to get to this site.
It was really hard to get to this site.
It was really hard to get to this site.
It was really hard to get to this site.
It was really hard to get to this site.
It was really hard to get to this site.
It was really hard to get to this site.
It was really hard to get to this site.
It was really hard to get to this site.
It was really hard to get to this site.
It was really hard to get to this site.
It was really hard to get to this site.
It was really hard to get to this site.
It was really hard to get to this site.
It was really hard to get to this site.

It was really hard to get to this site.

Had to drive for miles and miles across the s|

. . . A
Had to drive for miles and miles across the si—
Had to drive for miles and miles across the s

Had to drive for miles and miles across the s

Had to drive for miles and miles across the 5
Had to drive for miles and miles across the g
Had to drive for miles and miles across the
Had to drive for miles and miles across the 5
Had to drive for miles and miles across the §
Had to drive for miles and miles across the g
. Had to drive for miles and miles across the|
. Had to drive for miles and miles across the)
. Had to drive for miles and miles across the|
. Had to drive for miles and miles across the] |

Had to drive for miles and miles across the

Had to drive for miles and miles across the

Had to drive for miles and miles across the

Had to drive for miles and miles across the| |

Row Number

Errors Summary

Eave Bulk UEIoag

Saving Progress:

Eetu rm to Main Paég

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.

MASSWILDLIFE



Completing your submittals

home vernal pools lants [ animals survey 2
VERNAL PooL & RARE SPECIES Sy g - : NHESP
PG SRS ﬂ " ' @ m Natural Heritage &
. Endangerd Species P
REPORTING SYSTEM ? rogram
Animal Home Enter an observation number to open one directly ':]
New Animal Report Bulk Import From Spreadsheet
AnimalHome ()
My Animal Observations Viewing 0 to 87 out of 87 results total. [ Previous Page Next Page
To create new reports click the Observation # | Date Created Scientific Name Common Name Town Site Name Status Associated Surve) Associate 1 |
L H '
New Animal Report' button. A1198 12/19/2012 Sorex palustris Water Shrew Swansea Sopa - Bulk 8 In Progress 12-34567 0 A |
. l A1197 12/19/2012 Alasmidonta undulati Triangle Floater Amesbury Alun -Bulk 7 In Progress 12-34567 (4] I
Your uploaded reports will s
. i A1196 12/19/2012 Scaphiopus holbrook Eastern Spadefoot  Sharon Scho-Bulk 6 In Progress 12-34567 0
now display in your 7
. . — A1195 12/19/2012 Cicindela purpurea Cow Path Tiger Beet  Chatham Cipu-Bulk 5 In Progress 12-34567 0
observation grid.
Al194 12/19/2012 Catostomus catostorr  Longnose Sucker Canton Caca - Bulk 4 In Progress S8 0
Uploaded reports are “In fd
A1193 12/19/2012 Hemileuca maia Barrens Buckmoth  Hudson Hema - Bulk 3 In Progress 12-34567 0
Progress” and need to be s
submitted before they can A1192 12/19/2012 Terrapene carolina Eastern Box Turtle  Taunton Teca - Bulk 2 In Progress S85 0
be evaluated by NHESP NAT191 12/19/2012 Cyanocitta cristata Blue Jay Chelmsford Cycr-Bulk 1 In Progress 12-34567 ]
A1190 12/17/2012 Glyptemys insculpta  Wood Turtle West Boylston  DFW Wood Turtle In Progress 0 vl
Bulk Upload Option
Reports can be created in bulk form using a : B
o e e Selecte.cl Observation Details
more information, please read the Bulk Observation #: Status of report:
Upload instructions. Scientific Name: Survey Number:
Common Name: NHESP File Number:
Date Created: Collection Permit Number:
Last Date Updated: Messages:
Date Submitted: Observation Dates:
Town:
Site Name:
Number of Observation Locations Reported:
[_CopyReport | [_OpenReport ]

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
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