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1CBSM Data Manager Standard Operating Procedure Manual


12008 Field Season (8/20/2008)


91.
Gain Access (Log In) to SWIMS


91.1.
Get Oracle User Id and Password


91.1.1.
Oracle User Id: _________________


91.1.2.
Password: ________________


91.2.
Install Embedded Locator Tool (ELT)


91.3.
Get SWIMS Account and Set Authenticated User ID


91.4.
Add Data Management Roles to SWIMS user account.


91.4.1.
APP_SWIMS_DATA_MANAGER


91.4.2.
APP_SWIMS_IP_EDIT


91.4.3.
APP_SWIMS_ELT_EDIT


91.4.4.
APP_SWIMS_PROJECT_COORD


91.4.5.
APP_SWIMS_DNR_STAFF


91.4.6.
APP_SWIMS_EXTERNAL_EDIT (all CBSM volunteers have this)


91.5.
Sign In to SWIMS


91.5.1.
Start Internet Explorer (Firefox also works)


91.5.2.
Navigate to DNR Intranet Site: http://intranet.dnr.state.wi.us/


91.5.3.
Click DNR Tasks


91.5.4.
Click Next to see the next list of links.


91.5.5.
Click the SWIMS link to get to SWIMS Log In screen.


91.5.6.
Enter your Oracle User Id or WAMS User Id and the corresponding password in the form fields.


101.5.7.
Click the Sign In button.


102.
Find Existing Monitoring Station before Establishing New Station.


103.
Open the Surface Water Data Viewer Interactive Map Application


103.1.
Open the SWDV


103.1.1.
from DNR Intranet Site: http://intranet.dnr.state.wi.us/


103.1.1.1.
Click the DNR Tasks link


103.1.1.2.
Click on the WT Webviewer link


103.1.2.
from SWIMS


103.1.2.1.
Click on the REPORTS, MAPS, DOCUMENTS tab


103.1.2.2.
Click on the Intranet-Surface Water Data Viewer link.


103.2.
View location of the monitoring site.


103.2.1.
Use Latitude and Longitude


103.2.1.1.
Click Find Location link


103.2.1.2.
Click Latitude/Longitude Coordinate (DMS or DD)


103.2.1.3.
Enter the Latitude and Longitude


113.2.1.4.
Click OK


113.2.2.
Use Zoom In tool


113.2.2.1.
Click Zoom In button.


113.2.2.2.
Click and drag to create a rectangle around the location


113.2.2.3.
Repeat previous step until sufficiently zoomed in to 1:10000 or better.


113.2.3.
Find by Stream Name


113.2.3.1.
Click Find Location link


113.2.3.2.
Click Waterbody and County link


113.2.3.3.
Click Rivers and Streams


113.2.3.4.
If possible, enter the county


113.2.3.5.
Enter the stream name


113.2.3.6.
Click Go!


113.2.3.7.
Select the desired stream from the results


113.2.3.8.
Zoom In until scale is 1:10000 or less.


113.3.
Turn on Monitoring Station Layer


113.3.1.
Click Layers


113.3.2.
Expand folder named: Standards, Monitoring & Assessment Data


113.3.3.
Expand folder named: Monitoring Stations and Data


113.3.4.
Check box next to SWIMS Station Points


113.4.
Identify all nearby stations and determine usability for CBSM


113.4.1.
Click Identify button


113.4.2.
Click the icon for any stations near the monitoring site.


113.4.3.
If match is found


113.4.3.1.
Record the Station ID


113.4.3.2.
Record the Station Name


113.4.4.
If no match is found


113.4.4.1.
Record the Latitude


113.4.4.2.
Record the Longitude


113.4.4.3.
Complete the steps to Establish a New Monitoring Station


114.
Establish New SWIMS Monitoring Station


124.1.
Get Latitude and Longitude from volunteer or SWDV (see above)


124.2.
Log In to SWIMS


124.3.
Click the Stations Tab


124.4.
Click Establish New Monitoring Station


124.5.
Click YES to accept that there is a risk to running ActiveX scripts.


124.6.
Enter Station Name


124.7.
Name the station with the Stream Name and directions from nearest road.  For example, SEARLES CREEK AT PARK ROAD


124.8.
Set Station Type: Rivers/Streams


124.9.
Choose Format (for finding location)


124.10.
Click Create Point


124.11.
Confirm location on the map


124.12.
Click Save Point


124.13.
Click Save Feature


124.14.
Click Yes to complete ActiveX script


124.15.
Record the Station ID number and Name for future reference.


125.
Edit Existing CBSM Project in SWIMS


125.1.
Log In to SWIMS


125.2.
Click the Manage Data Tab


125.3.
Click the Projects link


125.4.
Enter Project Name (i.e. Token) or Project ID (i.e. CBSM-133427)


125.5.
Click Submit


125.6.
Confirm the Edit Project screen information


125.6.1.
Project Name: (Token Creek – At Portage Rd)


125.6.2.
Project Id: (CBSM-133427)


125.6.3.
Project Type: (Targeted Monitoring)


125.6.4.
Project Subtype: (Volunteer Monitoring)


125.6.5.
Project Status: (Active)


125.6.6.
Status Date: enter current date


125.6.7.
Start Date: enter date that project was first used in CBSM Level 2


125.6.8.
End Date: (12/31/2099)


125.6.9.
DNR Staff Implement Flag: (N)


125.6.10.
Volunteer Implement Flag: (Y)


125.6.11.
Comments: Any special comments about the need or use of this site


125.7.
Click Save.  Note: The Save and Return button only saves (doesn’t return anywhere).


136.
Add One or More Projects to an existing Volunteer


136.1.
Log In to SWIMS


136.2.
Click the Manage Data Tab


136.3.
Click the People link


136.4.
Click edit (pencil) icon next to your name


136.5.
Check your contact information and correct as necessary,


136.6.
Click Save to save any changes you made


136.7.
For each project that needs to be added to this person’s record:


136.7.1.
Click the Add Project (paper) icon in the Projects section


136.7.2.
Click the Search Projects button to open up the project search screen


136.7.3.
Type the Project Id ( CBSM_NER, CBSM_NOR, CBSM_SER, CBSM_SCR, CBSM_WCR )


136.7.4.
Click Submit


136.7.5.
Click the white arrow to return and set the Project Seq No field


136.7.6.
Select Role: (DATA_ENTRY or TEAM_MEMBER usually)


136.7.7.
Select Status: (ACTIVE)


136.7.8.
Enter Start Date: current date or earlier (if person has been on the project)


136.7.9.
Click Save and Return.


137.
Create New CBSM Project


137.1.
Log In to SWIMS


137.2.
Click the My Projects Tab


137.3.
Click the Edit Projects link for the CBSM region that needs a new project


137.4.
For each new project (in this region)


137.4.1.
Click the Add Link (paper) in the Child Projects section


137.4.2.
Enter the Project Name: (Searles Creek – At Park Rd)


137.4.3.
Enter the Project ID: (CBSM-10009048)


137.4.4.
Enter the Project Type: (Targeted Monitoring) or (Baseline Monitoring)


137.4.5.
Enter the Project Subtype: (Volunteer Monitoring)


137.4.6.
Enter the Project Status: (ACTIVE)


137.4.7.
Enter the Status Date: current date


137.4.8.
Enter the Start Date: date the project started


137.4.9.
Enter the End Date: leave blank


137.4.10.
Enter the DNR Staff Implement Flag: (N)


147.4.11.
Enter the Volunteer Implement Flag: (Y)


147.4.12.
Enter and Comments that may be useful to other SWIMS users


147.4.13.
Click Save and Return


147.4.14.
Configure Newly Created CBSM Project


147.4.14.1.
Click the edit (pencil) icon to edit the newly created project.


147.4.14.2.
Add One or More People.


147.4.14.3.
Add the Station to the project.


147.4.14.4.
Add the CBSM_PP_FIELD_METHODS to the Methods section.


147.4.14.5.
Add the VOL_RIVER form to the Forms section.


148.
Add One or More People to an existing CBSM Project


148.1.
Log In to SWIMS


148.2.
Click the Manage Data Tab


148.3.
Click the Projects link


148.4.
Enter Project Name (i.e. Token) or Project ID (i.e. CBSM-133427)


148.5.
Click Submit


148.6.
Click the edit (pencil) icon to edit the desired project.


148.7.
For new team member on this project


148.7.1.
Click the Add Link in the People section


148.7.2.
Type the Last name in the Quick Find by Name field


148.7.3.
Select from the Quick Find list


148.7.4.
Select the Role: (TEAM_MEMBER)


148.7.5.
Select the Status: (ACTIVE)


148.7.6.
Enter the Start Date: current date or earlier


148.7.7.
Enter the Comments: if any


148.7.8.
Click Save and Return


149.
Edit Existing CBSM Volunteer Information


149.1.
Log In to SWIMS


149.2.
Click the Manage Data Tab


149.3.
Click the People link


149.4.
Enter the volunteer’s last name.


149.5.
[If more than one volunteer with that last name] Enter the volunteer’s first name.


149.6.
Click the Submit button.


149.7.
Click edit (pencil) icon next to the volunteer’s name


149.8.
Check each of the following items (if that person is entering data in SWIMS)


149.8.1.
Authenticated User Id


149.8.2.
Role: APP_SWIMS_EXTERNAL_EDIT


159.9.
Click the Add Link (paper) in any section to add an item in that section


159.10.
Click the remove (trash can) next to any item that must be removed


159.11.
Click Save and Return


1510.
Add New CBSM Volunteers


1510.1.
Log In to SWIMS


1510.2.
Click the Manage Data Tab


1510.3.
Click the People link


1510.4.
Click the Add link


1510.5.
Enter the volunteer’s information for each of these fields in the left column.


1510.5.1.
Last Name


1510.5.2.
First Name


1510.5.3.
Select ACTIVE Status Code


1510.5.4.
Organization Name


1510.5.5.
Primary Email


1510.5.6.
Authenticated User ID.


1510.6.
Add the following items to each section in the rest of the screen.


15Click the Add Link (paper) in any section to add an item in that section


15Click the remove (trash can) next to any item that must be removed


1510.6.1.
Add one or more Addresses


1510.6.2.
Add one or more Contact Phone Numbers


1510.6.3.
Add any existing projects that this volunteer will be monitoring.


1510.6.4.
Add the SWIMS edit role(s) for the volunteer


1510.6.4.1.
Select APPLICATION in the Role Categories field


1510.6.4.2.
Select APP_SWIMS_EXTERNAL_EDIT in the Available Roles field


1510.6.4.3.
Click ADD to add this role for this volunteer.


1510.6.5.
Add any available training information.


1510.6.5.1.
Enter the date of the training


1510.6.5.2.
Select “In person hands on training” in the Method Code field.


1510.6.5.3.
Select “Rivers Volunteer Program”


1510.6.5.4.
Select “TRAINING – CBSM_CERTIFICATION”, “TRAINING – CBSM_ORIENTATION” or “TRAINING – CBSM_TRAINING” as appropriate for this volunteer’s CBSM training.


1510.6.6.
Click the Save and Return button.


1610.7.
Click Save and Return


1611.
Troubleshoot Volunteer Data Entry Problems


1611.1.
Make sure that the volunteer exists and is set up correctly in SWIMS


1611.1.1.
The WAMS ID must be entered in ALL CAPS in the Authenticated User ID field.


1611.1.2.
The APP_SWIMS_EXTERNAL_EDIT role must be in the Roles section.


1611.1.3.
The status code must be ACTIVE.


1611.1.4.
The desired Project(s) must be listed in the Project section


1611.1.5.
Each Project must be ACTIVE for this volunteer


1611.1.5.1.
Click the Edit icon (pencil) for the project


1611.1.5.2.
Confirm that ACTIVE is selected


1611.1.5.3.
Click Save and Return.


1611.2.
Check that the project is setup correctly in SWIMS


16Click the “Project Name” to go to the Project Edit screen


1611.2.1.
Check each of these settings


1611.2.1.1.
The Project’s Status must be ACTIVE


1611.2.1.2.
The Volunteer’s Status on that project must be ACTIVE


1611.2.1.3.
The Project’s Start Date must be in the past


1611.2.1.4.
The Project’s End Date must be in the future


1611.2.2.
The Correct Station must be listed in the Stations section


16Add the correct station (and remove any incorrect stations) from this section.


1611.2.3.
CBSM_PP_FIELD_METHODS in the Methods section.


16Add the CBSM_PP_FIELD_METHODS method to the Methods section if it not listed.


1611.2.4.
VOL_RIVER in the Forms section.


16Add the VOL_RIVER form to the Forms section if it not listed.


1612.
Enter Trainer (Coordinator) QA CHECK data in SWIMS


1712.1.
Login to SWIMS


1712.2.
Click Submit Data


1712.3.
Click Add New


1712.4.
Find the desired project


1712.4.1.
Click the Search All Projects Icon (binoculars after Project field)


1712.4.2.
Type the search criteria for your project


1712.4.3.
Use either the Project ID or Project Name field to find the project for this data.  It is best if you know the station number.  For example, enter CBSM-133427 in the Project ID field to find the Token Creek – At Portage Road project.  Or, enter ‘Token Creek’ in the Name field to find the same project.


1712.4.4.
Click the Submit button to complete the search


1712.4.5.
Click the Select And Return icon (white left arrow) to choose the correct project from the search results.


1712.5.
Confirm that the desired project is listed on the right side of the screen in the Selected Project and Selected Station fields.


1712.6.
Enter the trainer’s name in the Data Collector field.


1712.6.1.
Click the Search All Projects Icon (binoculars after Project field).


1712.6.2.
Click Show All People button.


1712.6.3.
Click the C to limit list to volunteers with a last name starting with C


1712.6.4.
Select ‘Clayton, Chris’ from the Collectors list


1712.6.5.
Click Add to add Chris to the group


1712.6.6.
Click Submit to select this group and return to the field work screen.


1712.7.
Enter the date the sample was taken in the Start Date field.


1712.8.
Enter the time (and AM or PM) that the samples were taken.


1712.9.
Enter QA CHECK and the list of volunteers checked at this site/date/time in the Comments field.


1712.10.
Click Next.


1712.11.
Complete the Parameter Results screen


1712.11.1.
Enter OTHER for the Primary/Safety/Other date?.


1712.11.2.
Enter the H20 Temp


1712.11.3.
Enter the Dissolved Oxygen (mg/L)


1712.11.4.
Enter the % Saturation


1712.11.5.
Enter the pH


1712.11.6.
[optional] Enter Transparency Rep readings.


1712.11.7.
Select the appropriate option for Weather


1712.11.8.
Select the appropriate option for Water Level


1812.11.9.
Select the appropriate option for Water Clarity


1812.11.10.
Click Save and Return to List.


1813.
Upload Thermistor Data into SWIMS


1814.
Run QA Data Checks on SWIMS database


1814.1.
Launch SQL Developer


1814.2.
Click the “Reports” tab


1814.3.
Expand the “User Defined Reports” folder


1814.4.
Run desired QA Data Check Report


1814.5.
Resolve any data issues found in report results for that QA checklist item.




1. Gain Access (Log In) to SWIMS
It is necessary to log in to the Surface Water Integrated Monitoring System (SWIMS) database application to perform most of the data management tasks related to Citizen Based Stream Monitoring.  You will need a SWIMS User Id and Password combination to login.  Your supervisor will be able to get this information for you and set up your account so that you have the necessary permissions to perform edits and create new users, monitoring stations, and CBSM projects.
1.1. Get Oracle User Id and Password
Request the following from your Supervisor and/or IT department.

1.1.1. Oracle User Id: _________________

1.1.2. Password: ________________

1.2. Install Embedded Locator Tool (ELT)

Lisa Helmuth installed this as a one time only procedure for Deb on her DNR computer.  This installation was required for Deb to be able to link new stations to the existing Hydro layer in SWIMS.  Contact Lisa (or Jennifer) to get this tool installed if it is not already available.
1.3. Get SWIMS Account and Set Authenticated User ID

Create or edit your SWIMS user account.  Your Oracle User Id must be entered in ALL CAPS in the Authenticated User ID field.  Your supervisor or other data manager in SWIMS must create your account.
1.4. Add Data Management Roles to SWIMS user account.
Add the following roles to your SWIMS user account.  Your supervisor or other data manager in SWIMS must do this for you.

1.4.1. APP_SWIMS_DATA_MANAGER

1.4.2. APP_SWIMS_IP_EDIT

1.4.3. APP_SWIMS_ELT_EDIT

1.4.4. APP_SWIMS_PROJECT_COORD

1.4.5. APP_SWIMS_DNR_STAFF

1.4.6. APP_SWIMS_EXTERNAL_EDIT (all CBSM volunteers have this)

1.5. Sign In to SWIMS
1.5.1. Start Internet Explorer (Firefox also works)
1.5.2. Navigate to DNR Intranet Site: http://intranet.dnr.state.wi.us/
1.5.3. Click DNR Tasks
1.5.4. Click Next to see the next list of links.

1.5.5. Click the SWIMS link to get to SWIMS Log In screen.

1.5.6. Enter your Oracle User Id or WAMS User Id and the corresponding password in the form fields.

1.5.7. Click the Sign In button.
2. Find Existing Monitoring Station before Establishing New Station.
Each CBSM monitoring location is known in SWIMS as a monitoring station and this monitoring station has been assigned to a CBSM Project to allow people, methods, forms, etc to be linked with this station.

There are many stream monitoring stations already established for many different purposes all across the state of Wisconsin.  It is important to search for an existing station before establishing a new station for citizen based monitoring.  For example, there may be a station already established in SWIMS for a fisheries or other type of program.  If the monitoring is performed at the same location along the stream, than only one monitoring station record is needed and desired.  Be sure to record the Station ID number once you find the station you are seeking.  Searching for the Station Id number is the easiest way to find the station again.

3. Open the Surface Water Data Viewer Interactive Map Application
The Surface Water Data Viewer (SWDV) is an interactive map of the state of Wisconsin that can be used to find many types of monitoring stations or other DNR work across the state.  Use the Surface Water Data Viewer application to view existing stations on Wisconsin waterways and to find the precise location and any data available at that monitoring station.
3.1. Open the SWDV
3.1.1. from DNR Intranet Site: http://intranet.dnr.state.wi.us/
3.1.1.1. Click the DNR Tasks link

3.1.1.2. Click on the WT Webviewer link

3.1.2. from SWIMS
3.1.2.1. Click on the REPORTS, MAPS, DOCUMENTS tab

3.1.2.2. Click on the Intranet-Surface Water Data Viewer link.
3.2. View location of the monitoring site.
To view existing monitoring stations, it is necessary to zoom in to a scale of at least 1:450000.  However, results are best at 1:10000.  There are several ways to find an existing monitoring station depending upon what you know about the monitoring location.
3.2.1. Use Latitude and Longitude

Use this technique when you know the latitude and longitude of the monitoring station.
3.2.1.1. Click Find Location link
3.2.1.2. Click Latitude/Longitude Coordinate (DMS or DD)

3.2.1.3. Enter the Latitude and Longitude

3.2.1.4. Click OK

3.2.2. Use Zoom In tool
Use this technique when you have actually been to the monitoring site and know exactly where it is based on a map of the available roadways across the state.
3.2.2.1. Click Zoom In button.

3.2.2.2. Click and drag to create a rectangle around the location

3.2.2.3. Repeat previous step until sufficiently zoomed in to 1:10000 or better.
3.2.3. Find by Stream Name

Use this technique when you don’t know where in Wisconsin the stream is located.
3.2.3.1. Click Find Location link

3.2.3.2. Click Waterbody and County link

3.2.3.3. Click Rivers and Streams

3.2.3.4. If possible, enter the county

3.2.3.5. Enter the stream name

3.2.3.6. Click Go!

3.2.3.7. Select the desired stream from the results

3.2.3.8. Zoom In until scale is 1:10000 or less.
3.3. Turn on Monitoring Station Layer
3.3.1. Click Layers

3.3.2. Expand folder named: Standards, Monitoring & Assessment Data

3.3.3. Expand folder named: Monitoring Stations and Data

3.3.4. Check box next to SWIMS Station Points
3.4. Identify all nearby stations and determine usability for CBSM

3.4.1. Click Identify button
3.4.2. Click the icon for any stations near the monitoring site.

3.4.3. If match is found
3.4.3.1. Record the Station ID

3.4.3.2. Record the Station Name
3.4.4. If no match is found
3.4.4.1. Record the Latitude

3.4.4.2. Record the Longitude

3.4.4.3. Complete the steps to Establish a New Monitoring Station
4. Establish New SWIMS Monitoring Station
If there is no suitable monitoring station (see previous step) at the monitoring location, then it is necessary to create a new monitoring station in the SWIMS database.  You will need the exact location (latitude and longitude are most helpful) to be able to complete the creation of a new monitoring station.
4.1. Get Latitude and Longitude from volunteer or SWDV (see above)

4.2. Log In to SWIMS

4.3. Click the Stations Tab

4.4. Click Establish New Monitoring Station

4.5. Click YES to accept that there is a risk to running ActiveX scripts.

4.6. Enter Station Name

4.7. Name the station with the Stream Name and directions from nearest road.  For example, Searles Creek at Park Rd.  (Use abbreviations like, Rd, Ln, Dr, Ave, St, CTH A, STH 13, I-94, etc.)
4.8. Set Station Type: Rivers/Streams
4.9. Use Quick Find to identify the person requesting this station.  Choose the organizations contact person in most cases.

4.10. Choose Format (DD or DMS for finding location)

4.11. Click the checkbox for the “Snap” field.

4.12. Click Create Point

4.13. Confirm location on the map

4.14. Click Save Point

4.15. Click Save Feature

4.16. Click Yes to complete ActiveX script

4.17. Record the Station ID number and Name for future reference.
5. Edit Existing CBSM Project in SWIMS
5.1. Log In to SWIMS

5.2. Click the Manage Data Tab

5.3. Click the Projects link

5.4. Enter a portion of the Project Name (i.e. Token) or Project ID (i.e. CBSM-133427)

5.5. Click Submit

5.6. Confirm the Edit Project screen information
5.6.1. Project Name: (Token Creek – At Portage Rd)

5.6.2. Project Id: (CBSM-133427)

5.6.3. Project Type: (Targeted Monitoring)

5.6.4. Project Subtype: (Volunteer Monitoring)

5.6.5. Project Status: (Active)

5.6.6. Status Date: enter current date

5.6.7. Start Date: enter date that project was first used in CBSM Level 2

5.6.8. End Date: (12/31/2099)

5.6.9. DNR Staff Implement Flag: (N)

5.6.10. Volunteer Implement Flag: (Y)

5.6.11. Comments: Any special comments about the need or use of this site

5.7. Click Save.  Note: The Save and Return button only saves (doesn’t return anywhere).
6. Add One or More Projects to an existing Volunteer

A good first task for the CBSM data manager is to add each of the CBSM region project records: (CBSM_NER, CBSM_NOR, CBSM_SCR, CBSM_SER, CBSM_WCR) to their person record.  This will allow you to easily find each region and then add new sub projects to each of the regions as needed.

6.1. Log In to SWIMS

6.2. Click the Manage Data Tab

6.3. Click the People link

6.4. Click edit (pencil) icon next to your name

6.5. Check your contact information and correct as necessary,

6.6. Click Save to save any changes you made

6.7. For each project that needs to be added to this person’s record:
6.7.1. Click the Add Project (paper) icon in the Projects section

6.7.2. Click the Search Projects button to open up the project search screen

6.7.3. Type the Project Id ( CBSM_NER, CBSM_NOR, CBSM_SER, CBSM_SCR, CBSM_WCR )

Search for desired projects using whichever criteria you know to find the project.
6.7.4. Click Submit

6.7.5. Click the white arrow to return and set the Project Seq No field

6.7.6. Select Role: (DATA_ENTRY or TEAM_MEMBER usually)

6.7.7. Select Status: (ACTIVE)

6.7.8. Enter Start Date: current date or earlier (if person has been on the project)
6.7.9. Click Save and Return.
7. Create New CBSM Project

7.1. Log In to SWIMS

7.2. Click the My Projects Tab

7.3. Click the Edit Projects link for the CBSM region that needs a new project

7.4. For each new project (in this region)

7.4.1. Click the Add Link (paper) in the Child Projects section
7.4.2. Enter the Project Name: (Searles Creek – At Park Rd)

7.4.3. Enter the Project ID: (CBSM-10009048)

7.4.4. Enter the Project Type: (Targeted Monitoring) or (Baseline Monitoring)

7.4.5. Enter the Project Subtype: (Volunteer Monitoring)

7.4.6. Enter the Project Status: (ACTIVE)

7.4.7. Enter the Status Date: current date

7.4.8. Enter the Start Date: date the project started

7.4.9. Enter the End Date: leave blank

7.4.10. Enter the DNR Staff Implement Flag: (N)

7.4.11. Enter the Volunteer Implement Flag: (Y)

7.4.12. Enter and Comments that may be useful to other SWIMS users

7.4.13. Click Save and Return
7.4.14. Configure Newly Created CBSM Project

7.4.14.1. Click the edit (pencil) icon to edit the newly created project.
7.4.14.2. Add One or More People.

7.4.14.3. Add the Station to the project.

7.4.14.4. Add the CBSM_PP_FIELD_METHODS to the Methods section.

7.4.14.5. Add the VOL_RIVER form to the Forms section.
8. Add One or More People to an existing CBSM Project

8.1. Log In to SWIMS

8.2. Click the Manage Data Tab

8.3. Click the Projects link

8.4. Enter Project Name (i.e. Token) or Project ID (i.e. CBSM-133427)

8.5. Click Submit

8.6. Click the edit (pencil) icon to edit the desired project.

8.7. For each team member on this project

8.7.1. Click the Add Link in the People section

8.7.2. Type the Last name in the Quick Find by Name field

8.7.3. Select from the Quick Find list

8.7.4. Select the Role: (TEAM_MEMBER, LEAD_EQUIPMENT, PROJECT_LEAD, DATA_ENTRY)

8.7.5. Select the Status: (ACTIVE)

8.7.6. Enter the Start Date: current date or earlier

8.7.7. Enter the Comments: if any

8.7.8. Click Save and Return

9. Edit Existing CBSM Volunteer Information

9.1. Log In to SWIMS

9.2. Click the Manage Data Tab

9.3. Click the People link

9.4. Enter the volunteer’s last name.

9.5. [If more than one volunteer with that last name] Enter the volunteer’s first name.

9.6. Click the Submit button.

9.7. Click edit (pencil) icon next to the volunteer’s name
9.8. Check each of the following items (if that person is entering data in SWIMS)

9.8.1. Authenticated User Id

9.8.2. Role: APP_SWIMS_EXTERNAL_EDIT

9.8.3. List of projects that are linked with the volunteer.T
9.9. Click the Add Link (paper) in any section to add an item in that section

9.10. Click the remove (trash can) next to any item that must be removed

9.11. Click Save and Return
10. Add New CBSM Volunteers
10.1. Log In to SWIMS

10.2. Click the Manage Data Tab

10.3. Click the People link

10.4. Click the Add link

10.5. Enter the volunteer’s information for each of these fields in the left column.

10.5.1. Last Name

10.5.2. First Name

10.5.3. Select ACTIVE Status Code

10.5.4. Organization Name

10.5.5. Primary Email

10.5.6. Authenticated User ID.

Enter the volunteer’s WAMS ID here in ALL CAPS if available.  If the volunteer does not have a WAMS ID, they will not be able to enter data in SWIMS.  They will be able to be selected as data collectors on data entered by other volunteers.
10.6. Add the following items to each section in the rest of the screen.
Click the Add Link (paper) in any section to add an item in that section

Click the remove (trash can) next to any item that must be removed

10.6.1. Add one or more Addresses

10.6.2. Add one or more Contact Phone Numbers

10.6.3. Add any existing projects that this volunteer will be monitoring.

If the projects have not yet been created, you will need to add this volunteer to those projects when you create them.
10.6.4. Add the SWIMS edit role(s) for the volunteer

10.6.4.1. Select APPLICATION in the Role Categories field

10.6.4.2. Select APP_SWIMS_EXTERNAL_EDIT in the Available Roles field

10.6.4.3. Click ADD to add this role for this volunteer.
10.6.5. Add any available training information.

10.6.5.1. Enter the date of the training

10.6.5.2. Select “In person hands on training” in the Method Code field.

10.6.5.3. Select “Rivers Volunteer Program”

10.6.5.4. Select “TRAINING – CBSM_CERTIFICATION”, “TRAINING – CBSM_ORIENTATION” or “TRAINING – CBSM_TRAINING” as appropriate for this volunteer’s CBSM training.
10.6.6. Click the Save and Return button.

Do not click the “Check Name” button!  This will attempt to create an additional volunteer record and will produce a “Unique” error.
10.7. Click Save and Return
11. Troubleshoot Volunteer Data Entry Problems

See DSOP Troubleshoot Guide document.  Most data entry problems stem from one or more pieces connecting volunteers to projects being entered in error or missing altogether.
11.1. Make sure that the volunteer exists and is set up correctly in SWIMS

11.1.1. The WAMS ID must be entered in the Authenticated User ID field.

11.1.2. The APP_SWIMS_EXTERNAL_EDIT role must be in the Roles section.

11.1.3. The status code must be ACTIVE.

11.1.4. The desired Project(s) must be listed in the Project section
11.1.5. Each Project must be ACTIVE for this volunteer

11.1.5.1. Click the Edit icon (pencil) for the project

11.1.5.2. Confirm that ACTIVE is selected

11.1.5.3. Click Save and Return.

11.2. Check that the project is setup correctly in SWIMS

Click the “Project Name” to go to the Project Edit screen
11.2.1. Check each of these settings

11.2.1.1. The Project’s Status must be ACTIVE

11.2.1.2. The Volunteer’s Status on that project must be ACTIVE

11.2.1.3. The Project’s Start Date must be in the past

11.2.1.4. The Project’s End Date must be in the future

11.2.2. The Correct Station must be listed in the Stations section

Add the correct station (and remove any incorrect stations) from this section.
11.2.3. CBSM_PP_FIELD_METHODS in the Methods section.

Add the CBSM_PP_FIELD_METHODS method to the Methods section if it not listed.
11.2.4. VOL_RIVER in the Forms section.

Add the VOL_RIVER form to the Forms section if it not listed.
12. Enter Trainer (Coordinator) QA CHECK data in SWIMS

Currently, the CBSM Coordinator schedules a time to meet with each team and sample the same parameters as the project team.  This is a duplicate sample but will be distinguished from the DUP_SAMPLE that the Lakes volunteer program uses because the sample is being performed by the coordinator or other more skilled person.

Currently, we mark the Sample Field No field for the fieldwork event that is created as QA CHECK.  Eventually, there will be a drop down box that can be marked to indicate the type of fieldwork sample.

12.1. Login to SWIMS

12.2. Click Submit Data
12.3. Click Add New
12.4. Find the desired project

12.4.1. Click the Search All Projects Icon (binoculars after Project field)

12.4.2. Type the search criteria for your project

12.4.3. Use either the Project ID or Project Name field to find the project for this data.  It is best if you know the station number.  For example, enter CBSM-133427 in the Project ID field to find the Token Creek – At Portage Road project.  Or, enter ‘Token Creek’ in the Name field to find the same project.
12.4.4. Click the Submit button to complete the search

12.4.5. Click the Select And Return icon (white left arrow) to choose the correct project from the search results.

12.5. Confirm that the desired project is listed on the right side of the screen in the Selected Project and Selected Station fields.

12.6. Enter the trainer’s name in the Data Collector field.

12.6.1. Click the Search All Projects Icon (binoculars after Project field).

12.6.2. Click Show All People button.

12.6.3. Click the C to limit list to volunteers with a last name starting with C

12.6.4. Select ‘Clayton, Chris’ from the Collectors list

12.6.5. Click Add to add Chris to the group

12.6.6. Click Submit to select this group and return to the field work screen.

12.7. Enter the date the sample was taken in the Start Date field.

12.8. Enter the time (and AM or PM) that the samples were taken.

12.9. Enter QA CHECK and the list of volunteers checked at this site/date/time in the Comments field.

12.10. Click Next.

12.11. Complete the Parameter Results screen

12.11.1. Enter OTHER for the Primary/Safety/Other date?.

12.11.2. Enter the H20 Temp
12.11.3. Enter the Dissolved Oxygen (mg/L)
12.11.4. Enter the % Saturation
12.11.5. Enter the pH
12.11.6. [optional] Enter Transparency Rep readings.

12.11.7. Select the appropriate option for Weather
12.11.8. Select the appropriate option for Water Level
12.11.9. Select the appropriate option for Water Clarity
12.11.10. Click Save and Return to List.

13. Upload Thermistor Data into SWIMS

See DSOP Upload Thermistor Data document.
14. Run QA Queries to find known issues with volunteer data
See the DSOP_QA_DATA_QUERIES_GUIDE document.
