How to use the Herts Bird Club data entry spreadsheet

· First save the data entry sheet somewhere on your PC. 

· Put the observer name in column A.  You can copy and paste this to other rows to save typing it for each record. 

· The date is broken into three columns – day, month and year.  The month should be entered numerically (i.e. “9” not “September”).

· In column E "site", please select the relevant site from the drop down list. This list is the same as the one on the website. Site names can also be typed in but note that Excel will reject if you've not typed it exactly as it has it in the drop down list.  IMPORTANT - if you have multiple entries for the same site, you can copy and paste, but please only copy from a cell where you've picked the entry from the drop down list.  
· For large sites, such as Tyttenhanger, please use a specific location within the site, such as ‘Fishing Lake’, given in the drop down list.
· If the site isn’t in the drop down list, select “Other” and put the site name and details in the "extra detail" field (column F).  You can also use the "extra detail" field if there is some extra aspect of the site location that you think needs recording.  Don't go overboard on that though. 

· A similar principle applies for "species", column G – select “Other” if the species isn’t in the list and name it in column H, “species extra detail”.  You have some additional options as well - "mixed flock";  "exotic/escape";  and "hybrid", and if you select those, please put the detail in the “species extra detail” column.  IMPORTANT – as for sites, if you use copy and paste, please only copy from a cell where you've picked the entry from the drop down list.   

· "Count" is for the number of birds seen.  You can put "c" for circa and "+" as seems appropriate. 

· The breeding column (column J) is designed to encourage systematic recording of breeding status, using the standard BTO categories of breeding evidence.  You do not have to populate this field, but if there is breeding evidence to record, please select the most appropriate category from the drop down list.  If you wish to record a notable absence of breeding, e.g. “no breeding for the first time in three years”, please put that comment in the “additional comments” field. 

· The "additional comments" field (column K) is important.  Only use it if there is something to say, but use it for any key additional information;  use your judgement to put in salient information that will help the people who write the Herts Bird Report.

Once you have completed the spreadsheet, please send it the County Recorder:  
mailto:birdrecorder@hnhs.org
Thanks
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