South Florida Collections Management Center (SFCMC)

Managing Museum Collections for Biscayne, Dry Tortugas and Everglades National Parks and Big Cypress National Preserve

Big Thicket National Preserve

Cataloging NPS Biological Specimens for ICMS

 & 

Reporting Observations/Vouchers for NPSpecies

Contract catalogers or others who collect and document natural history specimens at Big Thicket National Preserve (BITH) need to prepare data files that can be imported into the Interior Collection Management System (ICMS), the museum collection management system for the National Park Service and NPSpecies. If you are cataloging biology specimens for National Park Service collections, this document will help you.

Formatting Your Data File

· Start with the export template created from ICMS, provided by BITH staff. This template includes all data fields and was emailed to you with your museum accession number. All mandatory data fields are in red. If you need another copy of this database template, please contact the park’s curatorial staff.

· If you are cataloging geology or paleontology specimens, contact the Park Research Coordinator for a different template.

· If you have data that requires additional fields, contact the Park Research Coordinator to discuss additional needs and a new export template will be emailed to you. Do not add your own fields without discussing it with the Park Research Coordinator.

· The export file is an Excel worksheet (Biology_Template.xls).  If you have already created databases in Excel or Access, you may have to modify them to successfully import your data into ICMS.

· The Catalog number must be the first column in your file.  Catalog number is the unique key that ICMS uses to match up existing records with the incoming data, so that records can be updated as well as added to the database.

· The column headers in your file must match the fields selected in the ICMS Import/Export template.  The easiest way to accomplish this is to start with a template exported from ICMS and provided by BITH staff.  

· The columns must be in the same order in your file as they are in the ICMS Import/Export template.  Your file must not contain extra columns. It should also not be missing any columns (fields) that are included in the ICMS Import/Export template. Otherwise the import process will not be able to match the fields.

Cataloging with the Export Format

The table below provides information on the all of the fields, including data and the format that must be included in each field for the catalog record to be considered complete.  

Note: Some fields in ICMS require special formatting, including the addition of spaces, or hyphens. When entering data in ICMS, the program controls the data format in these fields. This control isn’t available in MS Excel or MS Access, so the cataloger must enter these manually. Failure to use the proper formatting can cause the import to fail.

	Mandatory Fields

ICMS Field Name

(NPSpecies Field Name)
	Description & Format Requirements

	Catalog #

(Specimen ID)
	Enter the complete catalog number from the list of numbers provided by the BITH staff for your use. *Note: This is a park issued catalog number. For numbers assigned by the collector use the “Collection #” field. For numbers assigned by an institution or any additional numbers use the “Other Numbers” field.
Format: BITH9999999.  A standard NPS catalog number includes a 4-letter park acronym, plus a unique number of up to 7 digits, spaced so the last digit is always in the 12th character space.  

Examples: ”BITH 1234567” or  ”BITH       1”.  

NOTE: This field May Only Be Left Blank if you did not remove an item from the park. 
· Removal of an item would be considered a specimen or voucher. 
· If you are only recording the presence of something in the field by looking/hearing based on particular characteristics that is considered an Observation. 



	Accession #

(No NPSpecies equivalent)
	Enter the complete accession number provided by BITH staff for your use.  *Note: Accession numbers indicate groups of records, so they are not unique for each catalog record. This is a park issued accession number. For numbers assigned by the collector use the “Collection #” field. For numbers assigned by an institution or any additional numbers use the “Other Numbers” field.

Format: BITH-99999.  A standard NPS accession number includes a 4-letter park acronym, a hyphen, plus a number of up to 5 digits, padded with zeros and spaced so the last digit is in the 10th character space.  

Examples: ”BITH-12345” or ”BITH-00001”.  

	Evidence Type 
( Voucher or Observation )
(for NPSpecies )
	Enter Voucher if this is something that was collected and removed from the park.

Enter Observation if this is only something that was noted, no actual removal of items from the park.  This would be used when sightings of animals and or sounds were used to detect or observe something in the park.

	Ctrl Prop
	BITH staff will fill this section in.

	Class 1

(No NPSpecies Equivalent)
	Enter “Biology”

	Kingdom

(Kingdom)
	Enter the Kingdom (Plantae, Animalia, Monera, Protista or Fungi).

	Phylum/Division
	Enter the Major Group (phylum or division), a broad taxonomic category taken from the NPS Hierarchical Classification Outline (HCO) to represent a subcategory of the 6 Kingdoms. *Note: You do not need to fill in this field if you provide the Taxonomic Serial Number in the TSN field.
Examples: Chordata, Magnoliophyta, Mollusca, etc.

Refer to NPS Museum Handbook Part II, Appendix H: Natural History and the Hierarchical Classification Outline (HCO) or the Integrated Taxonomic Information System (ITIS). 

	Class
	Enter the Filing Group. *Note: You do not need to fill in this field if you provide the Taxonomic Serial Number in the TSN field.
Examples: Mammalia, Reptilia, Aves, Insecta, etc.

Refer to NPS Museum Handbook Part II, Appendix H: Natural History and the Hierarchical Classification Outline (HCO) or the Integrated Taxonomic Information System (ITIS).

	Order 
	Enter the Order. *Note: You do not need to fill in this field if you provide the Taxonomic Serial Number in the TSN field.
Refer to NPS Museum Handbook Part II, Appendix H: Natural History and the Hierarchical Classification Outline (HCO).

	Family
	Enter the Family. *Note: You do not need to fill in this field if you provide the Taxonomic Serial Number in the TSN field.
Refer to NPS Museum Handbook Part II, Appendix H: Natural History and the Hierarchical Classification Outline (HCO) or the Integrated Taxonomic Information System (ITIS).

	Sci. Name:Genus
	Enter the genus name. 

	Sci. Name:Species Modifier
	Enter the species modifier.

	Sci. Name:Species 
	Enter the species name.

	Sci. Name:Species Authority
	Enter the species name authority.

	Sci. Name:Species Year
	Enter the year the species was described.

	Sci. Name:Subspecies
	Enter the subspecies name.

	Sci. Name:Subspecies Authority
	Enter the subspecies name authority.

	Sci. Name:Subspecies Year
	Enter the year the subspecies was described.

	Sci. Name:Variety
	Enter the variety name.

	Sci. Name:Variety Authority
	Enter the variety name authority.

	Sci. Name:Variety Year
	Enter the year the variety was described.

	Sci. Name:Forma
	Enter the forma name.

	Sci. Name:Forma Authority
	Enter the forma name authority.

	Sci. Name:Forma Year
	Enter the year the forma was described.

	Sci. Name:Desc. Name
	Enter the descriptive name.

	*Note: Not all of the Sci. Name fields will be filled in, use only those relevant to the specimen.

	Common Name

(Standard Common Names)
	Enter the common name of the specimen.

	TSN

(TSN)
	Taxonomic Serial Number linked to ITIS and found on the ITIS.gov website.

	Item Count 

(No NPSpecies Equivalent)
	Item Count if individual specimens.

*Note: If entering data in the Item Count field, leave the Quantity field blank.

	Quantity

(No NPSpecies Equivalent)
	Enter quantity if bags, boxes, vials, etc.

*Note: If entering data in the Quantity field, leave the Item Count field blank.

	Storage Unit 

(No NPSpecies Equivalent)
	Enter “EA” for individual specimens.  Other options include “JAR”, “BX” for box, “BG” for bag, VIAL, etc.  

	Description*

(No NPSpecies Equivalent)
	Enter a description of the specimen.  The description should provide enough information to identify the specimen from others.  Do not use abbreviations or codes. 

For plants, include information such as presence of roots, flowers, seeds, etc.

	Dimens/Weight*
	Enter the dimensions and/or weight of the specimen, if appropriate.  Use metric measurements. 

Examples: “H 15.0, W 8.9, L 5.6 cm”, “H 10.3, W 6.8, D 4.5 cm” or “0.05 g”

See the Museum Handbook, Part II, Appendix C, for instructions on additional standardized formats for recording measurements.

	Age*
	Enter the age or stage of life of the specimen at time of death, as appropriate. 

	Sex*
	Enter the sex of the specimen.  Choose from the following:

“Fetal” 

“Female”

“Juvenile”

“Male”

“Unknown”

	Condition

(No NPSpecies equivalent)
	Condition of the specimen.  Enter either “COM/GD” (for Complete/Good) or “COM/FR” (for Complete/Fair), which are usually acceptable for recently collected specimens. If you have a specimen that does not fit these condition descriptions, please contact BITH staff.

	Collector

(Observer)
	Enter the name of the collector, last name first. For example, “Doe, Jane” or “Smith, Tom D.”

If there is more than one collector, use a semi colon-space delimiter to separate each subfield. For example,

“Doe, Jane; Smith, Tom D.”

	Collection Date

(Date)
	Enter the date the specimen was collected, in the following format:

MM/DD/YYYY. 

If there is a range in dates, use a hyphen delimiter to separate each subfield.  For example,

“10/28/2004-10/29/2004”

*Note: If only the month and year are known use a MM/YYYY format and if only the year is known use a YYYY format.

	Collection #

(Observer Number)
	Enter the field collection number, if one exists.

	Study #

(Issued by BITH)
	Enter the study number issued by BITH staff for your use. 

Format: BITH-99999.  A standard NPS study number includes a 4-letter park acronym, a hyphen, plus a number of up to 5 digits, padded with zeros and spaced so the last digit is in the 10th character space.  

*Note: This number is usually the same as the accession number.

	Other Numbers
	Record other numbers assigned to the specimen, such as temporary catalog numbers assigned by other institutions. If known, indicate a source for the other number. Record field collection numbers in the “Collection #” field.

	Identified By


	Enter the full name of the person, last name first, who identified the specimen.

Example:  Jones, Sarah

	Ident Date
	Enter the date of identification, in the following format: MM/DD/YYYY

*Note: If only the month and year are known use a MM/YYYY format and if only the year is known use a YYYY format.

	Locality

(Location Description)
	Concise description of collection site within the park

	Unit

(Park Code)
	Enter the 4-letter acronym for the park: BITH

	County

(County)
	Enter the county from which the specimen was originally collected in.

Example: Hardin

	State

(State)
	Enter the state from which the specimen was originally collected.  Use the two-letter US Postal Code (TX).

	Lat Long N/W

(Latitude, Longitude)


	*Note: Either Latitude/Longitude or UTM Coordinates are required for every specimen. Enter both, if available.

This field in ICMS contains a set of subfields for degrees, minutes and seconds of latitude and longitude, but all data can be entered in the template without the underscore delimiters and the data will import just fine. Do Not create separate columns in your table for latitude and longitude.
Example: “38_30_15/118_22_30” would be the entry for 38 30' 15" N, 118 22' 30" W

	UTM Z/E/N

(UTM X, UTM Y, UTM Zone)


	*Note: Either Latitude/Longitude or UTM Coordinates are required for every specimen. Enter both, if available.

Enter the UTM (Universal Transverse Mercator Grid) coordinates for the collection site. Do Not create separate columns in your table for each subfield You cannot enter characters. The field is formatted to accept 2 digits, a slash, 6 digits, a slash, and 7 digits as follows:

a. UTM Zone = 2 numbers


b. UTM X (Easting) = 6 numbers


c. UTM Y (Northing) = 7 numbers

Example: “05/291000/4264000” would be the entry for UTM zone 5, 291000E, 4264000N

	Habitat

(Habitat)
	Enter specific information about the habitat or community type.

Examples: “Subalpine fir/grouse whortleberry habitat type”

	Habitat/Comm

(Habitat)
	Enter information about the general habitat or community type.

Examples: “marsh”, “spruce/fir forest” or “grassland”

	Elevation*

(Elevation and Elevation Units)
	Enter the elevation where collection was made, if known. Enter elevation, in meters, for terrestrial collection sites.  Do not convert English measurements.

Example: 550 m.

	Waterbody/Drain*


	For aquatic and marine sites only, record the waterbody or drainage of the collection site. The field in ICMS will expand into two subfields:  Waterbody and Drainage. Use a space-underscore-underscore delimiter to separate each subfield, if using both or before the name of the drainage, if only the latter is used.

Examples:

Waterbody: “Hazel Creek”

Drainage: “Fontana Lake”

	Assoc Spec*

(No NPSpecies equivalent?)
	Enter other species that are found in the same environment or location, if documented.



	Exotic/Native

(more choices in NPSpecies)
	Enter either “NATIVE” or “EXOTIC”

"Native species" are defined as all species that have occurred or now occur as a result of natural processes on lands designated as units of the national park system.  Native species in a place are evolving in concert with each other.

"Exotic species" are those species that occupy or could occupy park lands directly or indirectly as the result of deliberate or accidental human activities.

	Threat/Endang

(different choices from NPSpecies)
	Enter the federal status under the Endangered Species Act, if the specimen is a threatened or endangered species.  Choose from the following options:

“C” = Taxa for which the Service has on file sufficient information on biological vulnerability and threat(s) to support proposals to list them as endangered or threatened species.

“E” = Endangered

“PE” = Proposed Endangered

“PT” = Proposed Threatened

“T” = Threatened

	Rare

(No NPSpecies Equivalent?)
	Document the presence of a taxa on any other list, besides the Federal T&E lists, denoting rarity in the area, such as regional, state, county, or park lists.

Example:  lists of species of special concern maintained by state heritage programs

	Type Specimen

(NPSpecies Equivalent?)
	If appropriate, enter the type for the specimen, or "Voucher" if the specimen is a voucher specimen.  This indicates that the specimen has been recognized in publication as a "type specimen". 

Example: Allotype, Holotype, Paratype, etc.

	Location

(Steward/Repository)
	Enter the physical storage location of the specimen.



	Object Status
	If the specimens are being returned to the park enter “STORAGE” in the field in all caps. 

For any specimens on loan (remaining with any other institution that is not BITH) enter “LOAN OUT” in the field in all caps.

	Status Date
	Enter the current year in the YYYY format.

	Cataloger

(Entered Date)
	Enter the full name of the cataloger, last name first. 

Example: “Doe, Jane” or “Smith, Thomas J.”

	Catalog Date

(Entered Date)
	Enter the date of cataloging, in the following format: MM/DD/YYYY

	Soil Type
	If relevant (i.e. floral specimens and some fauna) enter the soil type the specimen(s) was collected from.

	Slope
	If the data was collected. Make sure to note if the slope was measured in degrees or percent.


	Aspect
	Related to slope, this is the direction the slope is facing.

Example: “southeast”

	New To
	Options for this field include:

1. Preserve – if researcher or staff knows this is new to preserve, select this option.

2. Science – if researcher or staff knows this is new to science, select this option.

3. State – if researcher or staff knows this is new to Texas

4. US – if researcher or staff knows this is new to the United States

5. Potential Science – if the researcher or staff knows this is potentially new to science (being verified or currently described as new species)

	Park Unit
	Options for this field include:

Full Unit Name

Unit Code

Beech Creek Unit

BC

Big Sandy Creek Unit

BSU

Big Sandy Creek Corridor Unit

BSCC

Beaumont Unit

BU

Canyonlands Unit

CU

Hickory Creek Savannah Unit

HC

Lower Neches River Corridor Unit

LNRC

Little Pine Island - Pine Island Bayou Corridor Unit

LPIB

Lance Rosier Unit

LR

Loblolly Unit

LU

Menard Creek Corridor Unit

MCC

 Neches Bottom & Jack Gore Baygall Unit

NBJG

Turkey Creek Unit

TC

Upper Neches River Corridor Unit

UNRC

Village Creek Corridor Unit

VCC



	Invasiveness (NPSpecies data)
	Options for this field are either Yes or No
Is the organism considered invasive? Yes or No



*Note: Information for these fields may not be available for all specimens. If no data is available, leave the fields blank. Do not delete the columns from the template.

Common Errors

· The most frequent error is having column headers that don't match up, either due to typos, or due to having extra columns in Excel or Access that don't have a match the ICMS Import/Export template. Do not change the column headings or order in the export template.

· Incorrect formatting of the Catalog number and/or Accession number fields.  If the catalog number is incorrectly formatted, the imported records may not sort correctly.  The most frequent formatting mistake for Catalog numbers is an incorrect number of spaces between the acronym and the number.  The most common mistakes in Accession numbers are omitting the hyphen between the acronym and the number, and failing to pad the number with zeros. 

Additional Information

You may download the pertinent chapters of the NPS ICMS User Manual by chapter at http://www.nps.gov/history/museum/publications/icms.html.  We recommend:

Chapter 2: Cataloging a Biology Specimen, or 

Chapter 2: Cataloging a Geology Specimen, or

Chapter 2: Cataloging a Paleontology Specimen

Each of these chapters describe the mandatory and optional data fields, with field-by-field descriptions, approved values, and formatting. The NPS Museum Handbook (Parts 1-III) are available on line at http://www.cr.nps.gov/museum/publications/MHII/mushbkII.html.

Submitting Specimen Catalog Records (ICMS) or Observation Records (NPSpecies)
1. After entering your data in MS Excel or MS Access files, save the data in a comma separated value (.csv) or text (.txt) format.  ICMS will import delimited text files (*.txt or *.csv files), but not Excel (*.xls) or MS Access (*.mdb) files. 

2. Attach your saved data file to an email and send it to herbert_young_jr@nps.gov 
     Include your museum accession number in the subject line or email text. If you have unused 
     catalog numbers, please include those numbers in your email as well.  

If your incoming data file is formatted correctly, the data will import successfully, creating NPS museum catalog records in ICMS.  If your data is formatted incorrectly, it will be returned to you for corrections.

If you have any questions about preparing or cataloging specimens feel free to contact Herbert Young at the email addresses above. 
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