Living Record: Quick Start Guide

February 2015

This guide is designed to help you join and get started entering records on Living Record, for more
detailed guidance see the ‘Living Record: An Introduction’ notes available on the WSBRC website.

Joining Living Record

Living Record  for Wiltshire & Swindon Biological Records Centre

Online environmental recording

Join LivingRecord.net

HNote that your name is an essential part of your records and will be stored by the local record centre.
Your email address is only used in connection with your records. The person responsible for verifying
your records may need to contact you by email to ask for further details about your sightings.

Your post code is used to centre the map and is not retained.

Join Wiltshire Recorders - all welcome ¥ | =

you are amongst others who share your interest.
omatically add the subjects that you need.

Your choice of team does not impase any limits
bu are welcome to join any of these teams.

Wiltshire Botanical Society
Wiltshire Dragenfly Group
Wiltshire Mammal Group
Wiltshire Moth Group
| iltshire Recorders - all welcome
Forename* Initials Surname™

Your Name

This is the name that will be submitted with all your records.
Please include any extra initials that distinguish you from other recorders.

Post code

email
confirm email

If you are not an adult, please ask an adult for permission to enter their email address.
Your user name and password details will be emailed to them.

Cancel
Your user name and password will be emailed soon after registration.
Ifthe email does not appear within a few minutes, please let us know using the Contact us link on the home page.

* required entries

Why do I need to join?

Living Recard provides you with your own personal records system. You can go back through your records at any time.
You can even download them for further analysis.

Many things are private to you, incuding your records and the subjects that you choose to record. You need to log in
each time you use Living Record to identify yourself. When you join, a user name and password are created for your
personal use.

e The next screen will display your ‘User name’
and ‘Password’. Take a careful note of these
as you will need these to log in for the first
time (after which you can change your
password to something more memorable).

¢ If you happen to lose this password then
please get in touch with WSBRC so that we
can reset your password. Don’t sign up more
than once as this will create multiple user
names against your email address.

Changing your password:

e Unless you wish to join through a
particular recording group choose the
‘Wiltshire Recorders — all welcome’ option in
the drop down menu. Fill in the rest of the
required details, taking note of the advice
below each box, and click ‘Join’.

e Abox will pop up onscreen as a
prompt to check that you are satisfied with
the details that you have entered. If you are
then click ‘OK’.

Living Record for Wiltshire & Swindon Biological Records Centre
Online environmental recording

Join LivingRecord.net

Welcome to Living Record.

Your new user name and password are as follows.

Please make a careful note of these.

User name
Password

Next, log in and enter your first records.
The password is case-sensitive.

fthe email does not appear, please let us know using the Contact us ink on the home page.

Cancel

When you log into Living record for the first time you should change your password to something

more memorable.

e C(Click on the

‘Options’ button at
the top of the
screen and then
click on the

Enter
Records

Set mew Password:
Subpects

Record status

Location markers | MW Password

Confirmation

‘Password’ button
on the left of the

Password

Chick the Accept button to wodate the password...

Review  Distribution
Records

The password & case-sensitwe,
Make swre that you can remember your new password as you will need & when you nest log on.

Wiltshire Recorders - all welcone

Dnrﬂ“n:ad Options | | Help

Maps

(bebween & and 12 characters)

Arcept Password Cancel

screen. A new screen will appear asking you to type and confirm your new password.
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Logging in to Living Record for the first time

Powered by LivingRecord.net: Environmental Recording for England, Scotland and Wales

p————— e Choosing which subjects to record:

Resords || Recorts || viope” || Doveiesd || OFtons | Help When logging in for the first time you
Subjects | Seectand customis Subjcts and surveys: will be confronted with the ‘Options’

Tick the Subjects and Surveys that interest you to build your own personal list,
Subjects are isted in groups. Click the group heading to show or hide the subjects in a group.

Record

status To help the verifer to check your records, please score and describe your subject expertise. screen.
For most subjects, you can choose whether to use scientific names and the order in which species are listed.

Location Information about abundance increases the value of records. Each subject has appropriate headings for these numbers and some subjects

markers offer altemative sets of headings.

e Tick the subjects that you are

There are atternative lists of subjeg

p d 2 = il —
wswnrd | Lt of Subjects . . .
;mm X ST interested in recording, rate your
Fre;hwadta;r Subjects Category" list to see all the options. . .
Inchude surveysfor Nz Sunere expertise for your chosen subject and
By chose how the species names are

Dragons (for training) - Harry Potter Dragons are provided for training purposes so that new users
can add records freely. These do not go to the Local Record Centre!

5 Popular subjects (8) displayed.
& Mammals (excluding bats) - Ideal for most general mammal records, including signs and 'homes’,
There are checklists for marine and non-marine species and a checklist that groups the species by type. . -
e The default list is ‘Starter

My expertise | 1low ¥ | detail

Species - use | Commen names ¥ | in| Alphabetical order ¥

Subjects’ but if you can’t find the
Birds - A convenient way to collect general bird records for your garden, tovn, countryside and coast.
Reptiles - With just six native species, Reptiles are a great way to start. Far simplicity, choose general su bJ ect yo u are | nte reste d |n try

headings (below) and use the "Native species” checklist when you start adding records.
Amphibians - Set up for ARC to record lfe stages from spavn to adults. Use the "Native species”

: : . ‘ . )
checkiist and just record what you can. se | ecti ng th e Su b] ects by Category
Insects: Butterflics - Full UK specics list with a checkist by family. Also checklts for commen species
and for species on the wing for each month of the year, inspired by the excellent UKButterfies.co.uk web . . .
sie. Species names link direct to the UButterfies species accounts. optionin the dro p down list.

Insects: Moths - Ful it of macro and micro moths. Quick, efficient entry of lists of records from the
trap or elsewhere. Search on common or scientfic names or by B&F number. search lits can be saved

and reused - even printed for use at the trap! Species lists and simple phenology charts for each [ ] |f you choose tO Sta rt
location.

Species names link to the excellent UKMoths species pages.

Insects: Dragonflies - A major source of records for the BDS. Record the main life stages and reco rd | ng a hew s pecl es yO u can

indications of breeding. Weather condtions can alse be recorded if a time is entered.

Vascular plants - Currently uses the full set of taxon names from Recorder 6. This will soon be updated ¢ . N
for ctace 3 from the BSEI Distributon Database. Adeing ists of records and searching using scentfic or return to the Options’ page at any
common names makes entering records quick and effective. Search lists can be saved, printed and

reused. Phase 1 habitat can be noted for each focation.

time to add more subjects.

Entering your first record

Click the ‘Enter Records’ button at the top of the page and the following screen will appear:

Powered by LivingRecord.net: Environmental Recording for England, Scotland and Wales ® mc2 Data Innovation Limited 2010-15
user: NG Wiltshire Recorders - all welcome Log out

Enter Review Distribution Excel ;
Records Maps Download Options | | Help

‘ Subject| Mammals {excluding bats) ¥ | Checklist| All Species - text search (124) ¥ -

Bats: Bats are now separate from Mammals. This lets us collect bat-specific details without complicating general Mammal records.
England ¥ || Wiltshire North VC07 ¥ | mymap | Home v
1 option: v To display the whole of Wiltshire Morth VC07...

Choose Subject, Area and Period...

Open the map then add Locations and Records...
How much detail do I need to enter?

Check, edit or delete records...

- Records dated in period 01/01/2015 [to(31/12/2015 | Include records for 2014

% Medium ¥
G Enter Records tJD

o Select the ‘Subject’ you wish to record from the dropdown menu

HEEHE

e Check the date range is appropriate (it will usually default to the current year but you can
choose to include records for the previous year)
e Next click the green ‘Enter Records’ button and the Google map will open.

Tip: Look out for blue information boxes which contain useful hints and click on blue question
marks for guidance on how to use a particular field.
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Adding a location marker:

First you have to choose where you will be recording - it only takes a moment to add a location
marker to the map and ‘Permanent’ markers (see later) will be stored for future use.

e Use the zoom buttons (+/-) and/or click and hold to drag the map to your desired location.

Then click on your location on the map and yellow square with a [+] marker E}
appears (the OS grid reference for your square is displayed on the left below the
map).

e To get a standard six digit grid reference, make sure 100m sq is selected in the drop-down
list - most records should be added as 6 figure grid refs (“100m sq”), but for some species 4
figures (“1km sq”) or 8 figures (“10m sq”) may be more appropriate.

user: NN wiltshire Recorders - all welcome | Close Map

RRARACIMIINE e irte #2015 Googl rmagey $2015 Digtaiobe Gemapping e Irftes L1418 Bloraby | 100 ooy | Tormsof Uae | Regert S med S|
Subject Birds ¥ myespertse llow ¥ Checkst| Al Species - test search (595) v

Text search checklist: s2arch using part of the common name (you can uge [ or | Lo indicate the start or end of a name); start of the genus;
start of the speces name; start of both genus and specees separated by a space.

Location information:

Gnd Reference STS41596 akitude 33 m ‘

Area/Ste required | © Marker:

Where within area/stte | © | Permanent ¥ | (7} |
Habitat el L L v | | iOOm sq v W Cancel |
Habitat notes " @ Addaimearstretch. @

Personal notes \ L

Describing the location:
This is the final step to add a location marker to Living Record.

e Enter the ‘Area/Site’ name — this is the only mandatory field.

e ‘Where within area/site’ can be used to add additional information about the exact location
(e.g. the west end of the pond).

e Habitat information is not compulsory but it can be helpful.

o Regularly recorded sites can be added as ‘Permanent’ markers (casual records can be added
as Temporary Markers, if you know you won’t be recording there again).

e C(Click the ‘Add’ button to create your location.
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Entering your records:
e To select a location click on the location marker. It changes to a red and white
target and you are ready to add records (to deselect a location click the red and
white target or click anywhere on the map).

e Check that the correct ‘Subject’ is selected in the pale blue band.
e C(Click the green ‘Add New Records singly...” link.

The ‘Add Record:...” window appears stating which ‘Subject’ you are recording at which ‘Area/Site’.
You can click and hold the heading bar to drag the window to a different position. (Note: this
window will contain different fields depending on which subject you have chosen to record).

3|
Search for ) Species| <-- type search text (3+ characters) then Tab ¥ i
Certainty | Adult : i
o e 6 | e Male Female Juvenile Fledged Chick Egg Mest Add
25/02/2015 5 Y Cancel
BTO breeding status -3 r

How identified? 7]

Evidence retained @

Note

Recorder |me Identifier me (7]
Project L7

e Inthe ‘Search for’ box type the name of the species you wish to record and the then click on
the drop down menu in the ‘Species’ box to select the correct species.

e Enter the number seen (Adult unsexed etc.) and add any additional information as a ‘Note’.

e Check the date and amend it if necessary (format dd/mm/yyyy).

e The person who made the sighting is the ‘Recorder’ and the person who made the
identification is the ‘Identifier’. This is often the same person.

e The word ‘me’ is automatically added in the ‘Recorder’ and ‘Identifier’ boxes — this is
converted to the name of the person who logged in. If the observer of the record was not
you, type in the correct name here, replacing ‘me’.

e It can be helpful to write a note in the ‘How identified’ box and ‘Evidence retained’ box (e.g.
if you took a photograph).

e To submit the record, click the ‘Add’ button. If the record is listed below the map, you can
be sure that it is now safely in the database.

Note: any record can be edited [:1? or deleted El using the icons to the right of the record.

Adding more records in the same place

Just click the existing location marker to select it and repeat the process from ‘Entering your
records’. You can change which subject you are recording by selecting another in the ‘Subject’ box.

Adding records in a new location
Just repeat from the ‘Adding a location marker’ process above.

Note: to return to the home screen at any time click the ‘Close Map’ button at the top right corner of
the screen.

Wiltshire & Swindon Biological Records Centre & Gareth Harris Ecology & Conservation ©2015 Page | 4



