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ROC staff

List RQs in Org Folder provided

at “Scans_ToBeProcessed”

Sample

Collection

Enter RQ into Data Tracker

Bioassessment field

sheet with SBIO ID (site
visit, RPS, macrophyte,
HA, LIMS ID) scanned Renames field sheets to

by Friday & attached to station ID in RQ folder
waQ field sheet

Enter into SMP Tracker

DMT WIN

specialist specialist
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Tracker for RQs Check Data Tracker

for RQs with
completed by DMT
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Check FTP for field

sheets in RQ folder
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This should take 2 —
is should take field sheets
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work of sample
collection
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DMT
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Update
Data Tracker Update

Data Tracker

Move field sheets to the
appropriate org folder and
rename following folder hierarchy
guidance document
\\publicfiles\pubfds\DEAR\WQAPmonitori
ng\StrategicMonitoring\Guidance\Folder Complete WIN
Hierarchy Guidance.pdf migration

Upload EDD
to WIN

Update Data Updates
Tracker Data Tracker
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e North Florida Data Storage
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This Photo by Unknown Author is licensed under CC BY-SA-NC


file://publicfiles/pubfds/DEAR/WQAPmonitoring/
file://publicfiles/pubfds/DEAR/WQAPmonitoring/StrategicMonitoring/2019/
file://publicfiles/pubfds/DEAR/WQAPmonitoring/StrategicMonitoring/2019/21FLPNS
file://publicfiles/pubfds/DEAR/WQAPmonitoring/StrategicMonitoring/2019/Nfl_Data_Mngnmt
http://icondoit.wordpress.com/2010/02/17/icondoits-homage-to-picassos-homage-to-cervantes/
https://creativecommons.org/licenses/by-nc-sa/3.0/

Data Folder Management

ORG ID folders under the current year’s Strategic Monitoring Program folder

contain laboratory reports per
RQ and Waterbody ID (WBID) folders with subfolders for each WIN station being monitored in the
WBID.

The SMP and Data Trackers, and a current WIN station list (Excel File) will be extracted from WIN
and maintained by WIN specialist.

n Scans to be Processed

I 21FLA
. 21FLPNS

959)_LITTLE_REDFISH_LAKE
1037_EASTERN_LAKE

RQ-2019-01-07-33
. 21FLTLHR

RQ-2019-01-07-34
RQ-2019-01-14-15
RQ-2019-01-14-16(2Events)
RQ-2019-01-14-17



file://///publicfiles/pubfds/DEAR/WQAPmonitoring/StrategicMonitoring/2019 
file://publicfiles/pubfds/DEAR/WQAPmonitoring/StrategicMonitoring/2019/21FLPNS
file://publicfiles/pubfds/DEAR/WQAPmonitoring/StrategicMonitoring/2019/Nfl_Data_Mngnmt

Folder
Hierarchy

ROC staff

List RQs in Org Folder provided

at “Scans_ToBeProcessed”
Sample

Collection

Bioassessment field
sheet with SBIO ID (site
visit, RPS, macrophyte,
HA, LIMS ID) scanned
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waQ field sheet

Enter RQ into Data Tracker
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Check Data

Tracker for RQs

Check FTP for field
sheets in RQ folder

This should take 2 —
3 days per week’s

work of sample Enter field

collection data into LIMS
DMT

Update
Data Tracker

Move field sheets to the
appropriate org folder and
rename following folder hierarchy
guidance document

ublicfiles\pubfds\DEAR\WQAPmonitori
ng\StrategicMonitoring\Guidance\Folder
Hierarchy Guidance.pdf

Update Data

Tracker

Enter into SMP Tracker

Renames field sheets to
station ID in RQ folder

WIN
specialist

Check Data Tracker
for RQs with
completed by DMT
specialist

Check FTP site for
field sheets

QC DMT

Update
Data Tracker

Upload EDD
to WIN

Complete WIN
migration

Updates
Data Tracker

Scans to be Processed



file://publicfiles/pubfds/DEAR/WQAPmonitoring/StrategicMonitoring/2019/Nfl_Data_Mngnmt
file://publicfiles/pubfds/DEAR/WQAPmonitoring/StrategicMonitoring/Guidance/Folder_Hierarchy_Guidance.pdf

Scans to be Processed

Data Management

- Flow Chart
Flow Char

List RQs in Org Folder provided
Bio? No at “Scans ToBeProcessed”
Sample
Collection

Bio? Yes / Enter RQ into Data Tracker

Bioassessment field / Enter into SMP Tracker
sheet with SBIO 1D (site '

visit, RPS, macrophyte,

HA, LIMS ID) scanned Renames field sheets to

by Friday & attached to station ID in RQ folder
WaQ field sheet



file://publicfiles/pubfds/DEAR/WQAPmonitoring/StrategicMonitoring/2019/Nfl_Data_Mngnmt

ROC Staff

1. Samples are Collected

2. List RQ in “Scans to be Processed” folder

I 21FLA

| 21FLPNS | RQ-2019-example

. 21FLTLHR




ROC Staff-Proposed Change
1. Sample is Collected
2. List RQ in “Scans to be Processed” folder

3. Rename field sheets to station name in RQ folder

| 21FLA
| 21FLPNS | RQ-2019-example 1+ G4ANWO0345

. 21FLTLHR

Scans to be Processed



file://publicfiles/pubfds/DEAR/WQAPmonitoring/StrategicMonitoring/2019/Nfl_Data_Mngnmt

ROC Staff-

1. Sample is Collected (sampling event)

2. Scan sampling event field sheets with calibration log under scheduled RQ ID

3. Copy scanned RQ PDF document of sampling event to applicable Agency
Code folder

L. 21FLA

. 21FLPNS

L. 21FLTLHR



file://publicfiles/pubfds/DEAR/WQAPmonitoring/StrategicMonitoring/2019/21FLPNS

Questions

* Question

 What if more than one
sampling event for RQ?

4 | Scans_ToBeProcessed o Name
4 | 21FLA

|
l
l
i
|
l

B RQ-2019-05-20-12(2)

RQ-2019-04-08-59 o
= RQ-2019-05-20-12

RQ-2019-04-29-24
RQ-2019-05-06-30
RQ-2019-05-20-12
RQ-2019-05-20-41
RQ-2019-06-10-20

e Answer

* Create file and label file the RQ
number. Acrobat will add suffix
number to a PDF file if more
than one has the same file name.

 When you copy additional PDFs
to folder-Select “Copy, but keep
both files” and will add a number
on end in parenthesis



Sample
Collection

Bio? Mo

Bio? Yes

Bioassessment field
sheet with SBIO 1D (site
visit, RPS, macrophyte,
HA, LIMS ID) scanned
by Friday & attached to
WaQ field sheet

Data Management
Flow Chart

List RQs in Org Folder provided
at “Scans ToBeProcessed”

Enter RQ into Data Tracker

Enter into SMP Tracker

Renames field sheets to
station ID in RQ folder

Scans to be Processed



file://publicfiles/pubfds/DEAR/WQAPmonitoring/StrategicMonitoring/2019/Nfl_Data_Mngnmt

ROC Staff
1. Sample is Collected (sampling event)
2. Scan sampling event field sheets with calibration log under scheduled RQ ID

3. Copy scanned RQ PDF document of sampling event to applicable Agency Code folder

4. If Bioassessment Occurs: Include RPS, HA, LIMS ID’s on WQ Field
Sheet and include SCI worksheets

5. Copy scanned RQ PDF to applicable Agency Code



Bio? Yes

Bioassessment field
sheet with SBIO ID (site
visit, RPS, macrophyte,
HA, LIMS ID) scanned
by Friday & attached to
WQ field sheet

Data Management
Flow Chart

List RQs in Org Folder provided
at “Scans ToBeProcessed”

Enter RQ into Data Tracker

Enter into SMP Tracker

Renames field sheets to
station ID in RQ folder

Scans to be Processed

Link to ROC scanned docs



file://publicfiles/pubfds/DEAR/WQAPmonitoring/StrategicMonitoring/2019/Nfl_Data_Mngnmt
file://Fldep1/wqap/NW ROC/TMDL/SMP 2019/Data/Scanned Field Sheets
file://publicfiles/pubfds/DEAR/WQAPmonitoring/StrategicMonitoring/2019/21FLPNS

Data Tracker

RO

RO-2019-01-14-16 (2Events)
RO-2019-01-14-17
RO-2019-01-21-16
RO-2019-01-21-17

RO-2019-01-21-18
RO-2019-01-28-08
RO-2019-01-28-09 (2 Events)
RO-2019-01-28-10
RO-2019-02-04-45

Date
Sampled

i
1/22/2019
1/16/2019
1/31/2019
1/24/2019
1/23/2019
1/28/2019

2/4/2019
2/5/2019
2/4/2019

Entered into
SMP Tracker

1/23/2019
1/17/2019
2/1/2019
1/24/2019
1/24/2019
1/29/2019
2/5/2019
2/6/2019
2/4/2019

Entered by

Field Sheets
Scanned

1/23/2019
1/17/2019

2/1/2019
1/25/2019
1/30/2019
1/29/2019
2/13/2019
2/13/2019

2/4/2019

DMT Entry &

1/23/2019 1P
1/17/2019 WB
2/1/2019 WB
1/25/2019 WB
i/30/2019 1P
1/29/2019 WB
2/28/2019 IP
2/13/2019 IP
2/5/2019 WB

Entered

Field Sheets
Assigned to
WBID Folder

1/23/2019
1/17/2019

2/1/2019
1/25/2019
1/30/2019
1/29/2019
2/13/2019
2/13/2019

2/4/2019

Transferred by

DMT Data QC

2/13/2019]2\20\19
1/23,/2019
2/15/2018
2/15/2018
2/15,/2018
2/15/2018
3/5/2019|3/05/19
2/15/2018
2/15/2018

ac'd by

WIN Migrated

CB 2/26/19]|3/18/19

CB
CB
CB
CB
CB
CB
CB
CB

3/7/2019
3/14/2019
3/12/2019

3/7/2019

3/7/2019

3/8/19|3/18/19

3/7/2019

3/7/2019

Migrated by

Import ID

1015210681
10153
10719
10684
10438
10414

1053710788
10379
10392
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file://publicfiles/pubfds/DEAR/WQAPmonitoring/StrategicMonitoring/2019/21FLPNS
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‘ST MARYS RIVER
T MARYS RIVER

T MARYS RIVER

TTLE 5T MARYS RIVER
ITTLE 5T MARYS RIVER
ITTLE 5T MARYS RIVER
ITTLE 5T MARYS RIVER
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Collectic _

SCI Kit

hd
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» Network » publicfiles » pubfds » DEAR » WQAPmonitoring P StrategicMonitoring » 2019 » 21FLTLHR »

3556_WEAVER_WARRIOR_CREEK
3573A_STEINHATCHEE_RIVER
3573B_STEINHATCHEE_RIVER
3699A_WACCASASSA_RIVER

8029 _GULF_OF_MEXICO_TAYLOF_COUNT...

Calibration_Logs
Cleaning_ Logs
MNew folder

New SMP Pictures
RQ-2019-01-21-10
RQ-2019-01-21-11
RQ-2019-01-21-13
RQ-2019-01-21-15

3/11/2019 10:41 A..
3/11/2019 10:40 A...
3/11/2019 10:39 A...

2/12/2019 717 AM

3/11/2019 11:57 A...
4/26/2019 1107 A..

2/1/2019 12211 PM
3/11/2019 2:22 PM

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder

File folder

File folder


file://publicfiles/pubfds/DEAR/WQAPmonitoring/StrategicMonitoring/2019/21FLPNS

ROC Staff

1.

2.

3.

4.

5

6

7

Sample is Collected (sampling event)
Scan sampling event field sheets with calibration log under scheduled RQ ID
Copy scanned RQ PDF document of sampling event to applicable Agency Code folder

If Bioassessment Occurs: Include RPS, HA, LIMS ID’s on WQ Field Sheet and attach to
SCI worksheets before scanning PDF

. Enter RQ number into Data Tracker with Date Sampled
. Enter into SMP Tracker

. Laboratory Reports copied to SMP data Agency codes-individual ROC’s



Data Management

Flow Chart

Scan sampling event worksheets
under RQ 1D

n_ EB 55 .u

Bio? No

Copy RQLPDF to Agency Code

Bioassessment field Enter RQ.into Data Tracker
sheet with SBIO ID (site

visit, RPS, macrophyte, |

HA, LIMS 1D} scanned Enter RQ into SMP Tracker
by Friday & attached to

waQ field sheet




Folder Hierarchy

oMT
specialist
Check Data

Tracker for ROs

Check FTP for field
sheets in RO folder

Enter field
data into LIMS
OMT

Update
Data Tracker

Move field sheets to the
appropriate org folder and
rename following falder hierarchy
guidance document

‘\publicfilesh pubfds\DEARWOAPMOnitor
ing\StrategichonitoringyGuidance’ Folder
Hierarchy Guidance pdf

Update Data
Tracker

WIN
specialist

Check Data Tracker
for ROs with
completed by DMT
specdalist

Check FTP site for
field sheets

Update
Data Tracker

Upload EDD
to WIN

Complete WIN
migration

Updates
Data Tracker



file://publicfiles/pubfds/DEAR/WQAPmonitoring/StrategicMonitoring/Guidance/Folder_Hierarchy_Guidance.pdf

Data Management
Flow Chart

Scan sampling event worksheets
Bio? No under RQ 1D

“5cans. ToBeProcessed”

Bicassessment field

sheet with SBIC ID (site

visit, RPS, macrophyte,

HA, LIMS I0) scannad Enter RO into SMP Tracker
by Friday & attached to

W field sheat

DMT WIN
specialist specialist
Check Data
Tracker for RQs =~ Check Data Tracker

for ROs with
completed by DMT
specialist

Check FTP for field

sheets in RO folder

Enter field
data into LIMS
DMT

(=]
Update

Data Tracker

Maove fizld sheets to the
appropriate org folder and
rename following folder hierarchy
guidance document
‘ipublicfilespubfds\DEAR WO Pmanitor
i ichdonitoringyGuidance',Folder Complete WIN
Hierarchy Guidance pdf migration

Upload EDD
to WIN

Update Data Updates
Tracker Data Tracker




Questions

* Question

 What if more than one
sampling event for RQ?

4 | Scans_ToBeProcessed o Name
4 | 21FLA

|
l
l
i
|
l

B RQ-2019-05-20-12(2)

RQ-2019-04-08-59 o
= RQ-2019-05-20-12

RQ-2019-04-29-24
RQ-2019-05-06-30
RQ-2019-05-20-12
RQ-2019-05-20-41
RQ-2019-06-10-20

e Answer

* Create file and label file the RQ
number. Acrobat will add suffix
number to a PDF file if more
than one has the same file name.

 When you copy additional PDFs
to folder-Select “Copy, but keep
both files” and will add a number
on end in parenthesis
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