Instructions for data entry

Save the blank entry form as Month 2010 Observer Name.xls. (i.e. May 2010 Gillian Brown.xls).  This will ensure that you always have a blank entry form to fill, and keep each month separate.

Write the month and year on line 2. Write the observer’s name on line 3. You may skip adding observer subsequently unless you are including a different name. The records will automatically be credited to you.
 Data entry.

All data must be submitted in the form date/area/no except for “present” birds. Each entry must contain a single date, single area and number.

Sample Date : Dates must be entered in the form mm/dd/yy  or mm-dd-yy.  However, the year is assumed to be the current year so may be omitted. So 4 October 2010  is written either as 10/4 or 10-4 if entered in 2010, but must be entered as 10/4/10 or 10-4-10 if entered in 2011. 
If a bird was seen all month, you will need to enter it for each date it was seen. (Yes, this is a bit of a pain!) See information on adding subsequent sightings for the same species below.

The area number is as given on the Boulder County Wildlife Inventory map. http://www.boulderaudubon.org/map.htm 
The county has traditionally been divided into 48 areas; these 48 areas have not changed. Union Reservoir (50) and Broomfield County(49) have new designations.

Number.  An estimate works fine.

Comments.  Please add any relevant information such as nesting criteria.
For subsequent entries for the same species: 
Insert a blank row 

             Click on the row number (far left grey column) next to the species name that follows
              i.e. To insert a row for Canada Goose, click on  (row 8 Wood Duck)  

              See arrow

              Click on Insert, Rows (top tool bar) 
METHOD A
Type in inserted species name OR type control (ctrl) "
 which copies the cell above. 

               i.e. This would copy Canada Goose.
Insert data as above.
METHOD B (Quicker when inserting many different dates for same area)

Copy data for the first entry

Paste into space for subsequent entry.

Edit subsequent entry.

Very common birds may be reported as present. Such species have an * in column E.
Replace the * with P for present. Of course, these birds may also be reported in the standard form date/area/number.

Our commonest 250 bird species are found in the main list. Other species will need to be added by you to the bottom of the list where it says additional bird species. At least you will have the satisfaction of knowing that you found a good bird!
Email the form to sightings@boulderaudubon.org

