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WHAT WILL BE PRESENTED

 Field Data Management Steps
 Trend - Survey123
 Status - Survey123 & Trimble Data Logger
 Station information review - GWIS Database 

Utilities Application
 Project Data Review & Common Corrections
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1. Enter data into Survey123.
2. Field sheet and custody sheet automatically 

generated.
3. Review field sheets & custody sheets. Make sure 

signature transferred.
4. Email signed custody sheet to DEP lab.
5. Email WMS Data Management staff when each 

project is complete.
This signals that the data can be exported from 
Survey123 and loaded into GWIS Oracle database.

6. Field Staff compile project paperwork (transfer from 
OneDrive to permanent storage location) and send 
to WMS Project Manager.

FIELD DATA MANAGMENT - 
OVERVIEW
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Prior to Using Survey123

• Users will need an ArcGIS 
Online account (managers 
should request this)

• Use a desktop / laptop 
computer to sign-in to 
ArcGIS Online.

• Select Groups.  Accept 
invitation to either Status 
and Trend Networks 
Survey123 Users or 
DEAR Tablet Users

https://www.arcgis.com/index.html
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Options and Requirements
Setup / Details

• Data Entry Tool Options
• Tablet computers / Smartphones
• Laptop / Desktop computers

• Required Apps / Software
• ArcGIS Survey123 Field App
• Microsoft One Drive (DEP staff)
• Adobe Acrobat Reader (Non-DEP staff)
• Email (e.g., Microsoft Outlook)
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Survey123 Setup

• Sign-in to Survey123 
using instructions 
provided by your 
organization

• Survey123 sign-in is 
typically the same 
process as ArcGIS 
Online sign-in.
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Survey123 Setup

• Check Version of Survey123 App
• Version 3.19 or later recommended.

1

2
3

Example shows an 
older version - Update 
Recommended
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Survey123 Setup

• Download Surveys
• “FL DEP Status & Trend Networks – Surface Water”
• “FL DEP Status & Trend Networks – Groundwater”

1

2

3



9 

Survey123 Setup

• First day of work week – Update Surveys
• Requires data connection (Wi-Fi or Cellular Data Signal)

OR
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Survey123 Details

• Collect Data
• Complete 1 survey response

for each site visit.  
• A single survey response 

documents:
• Owner/Contact Info (Status Only)
• Field data
• Water samples
• Field / equipment blanks
• Photos 
• Micro Land Use (GW only)
• Sediment samples (SW only)
• Bioassessment samples (SCI, algal) (SW only)

• Status & Trend survey does not include bioassessment details – use 
paper bioassessment field sheets (i.e. Habitat Assessment, Phys-
Chem Sheet)
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Survey123 Details

• Collect Data
• Please be patient while survey 

loads (typically 1 - 2 min).  
• Red asterisk indicates required 

fields.
• Choices for Station / RQ / 

Equipment ID / Field Staff are 
loaded after selecting monitoring 
network, collection agency, and 
project name.

• Please be patient when 
responding to these questions.  
Click answer selection button 
once and wait for associated info. 
to load.
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Survey123 Details

• Each survey includes many QA Checks 
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Survey123 Details

• When response is 
complete

• Preferred - Send Now
 (requires data connection)
• Alternate - Save In Outbox 

• If no data connection 
available.

• Edits anticipated (e.g. field 
data qualifiers) / additional 
review needed.

• Remember to check outbox 
at  end of each day. Send all 
responses after reviewing.
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Field Sheets & Custody Sheets

• DEP staff:  files auto saved to shared One Drive folder 
"Status Trend Field Sheets“

• Non-DEP Staff: files emailed to person identified as 
"Field Staff 1".
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Field Sheets & Custody Sheets

• Field Sheet name: ProjectName_FieldID_CollectionDate
• Custody Sheet name: RQ_CollectionDate_FieldStaff1

• Custody Sheet 
groups samples by 
RQ, collection date, 
and name of first field 
staff member.
Same person must 
be listed first for all 
samples collected 
on a single day.
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Review & Sign

• Retrieve Field Sheet(s) and 
Custody Sheet(s).

• Review and use comment tools in 
One Drive or Adobe Reader to 
make corrections.

• After last sample each day, use 
signature tool to sign Custody 
Sheet cover page.

• If collecting samples from multiple 
RQs on same day, separate 
Custody Sheet is needed for each 
RQ.
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Details – Final Steps

• Email Custody Sheet to lab.receiving@floridadep.gov.
• Email subject = Custody Sheet File Name.
• If samples collected from multiple RQs in a single 

day, new custody sheet produced for each RQ, & 
new email needed for each RQ.

• Transfer Field Sheets and Custody Sheets to a more 
permanent storage space. 
 If edits / signatures were added, remember to 

transfer the edited version

mailto:lab.receiving@floridadep.gov
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Troubleshooting

Q:  What if I do not receive a field sheet email after I 
submit a survey response?

A:  These data are not lost.  Data are saved in the ArcGIS 
Online feature layer.

      Contact Stephanie Sunderman-Barnes with request to 
rerun process that generates field sheets / custody 
sheets.
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Troubleshooting

Q:  What if I get to a field site and the computer is not working?
A:  Keep paper copies of most recent versions S&T Field Sheet 

and Custody Sheet in vehicle.  
• Complete paper forms – use barcode labels on forms.
• Make a copy / photo of completed forms for your records.
• Assemble custody sheet packet
• Place custody sheet packet in Ziploc bag taped inside lid 

of cooler.  DO NOT email lab scanned forms completed 
on paper.

• After returning to the office, enter data into Survey123 
Field App.
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Troubleshooting

Q:  What if I notice an error after I have submitted a 
survey response? (Error discovered same day.)

A:  Use “copy sent data to a new survey” in Survey123 
sent items folder.
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Troubleshooting

Q:  What if I notice an error after I have submitted a 
survey response? (Error discovered days later.)

A:  Make corrections on field sheets and custody sheets 
(use single line strikethrough & initials).

Request Survey123 data corrections by contacting 
Data Management staff. Include a copy of corrected 
documents in request email.
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GPS Data Collection 
via the Trimble Data Logger

User Manual Location

https://publicfiles.dep.state.fl.us/DEAR/DEARweb/WMS/Reports_Docs_SOPs/
Standard%20Operating%20Procedures/GPS%20Manual/WMS-
GPSBasicsManual.pdf

http://publicfiles.dep.state.fl.us/dear/watershed%20monitoring/documents/WMS-GPSBasicsManual.pdf
https://publicfiles.dep.state.fl.us/DEAR/DEARweb/WMS/Reports_Docs_SOPs/Standard%20Operating%20Procedures/GPS%20Manual/WMS-GPSBasicsManual.pdf
https://publicfiles.dep.state.fl.us/DEAR/DEARweb/WMS/Reports_Docs_SOPs/Standard%20Operating%20Procedures/GPS%20Manual/WMS-GPSBasicsManual.pdf
https://publicfiles.dep.state.fl.us/DEAR/DEARweb/WMS/Reports_Docs_SOPs/Standard%20Operating%20Procedures/GPS%20Manual/WMS-GPSBasicsManual.pdf


GPS Manual pg. 22
Create New Data File
  OR
Sampling Manual    
pg. 102 – File 
Nomenclature

Be sure to use upper 
case and include the 
dashes in the file name

2024 STATUS NET

Z2-SL-18001



Choose your Zone
and the Resource 
abbreviation.

Type in the Random 
Site ID

18001



Where the Trimble Data Logger 
Information Goes

• A separate file is generated for each site visit
• After sampling, transfer all files to computer

26



Combined SSF Files
   Example
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Trimble Data Logger Data Flow

Deliver all Files to WMS contact by mutually agreed upon method
(e.g., email, ftp)

GPS Coordinator post processes and sends combined and 
corrected file to Project Manager

Site information is reviewed. Project Manager sends to Data 
Manager for import into GWIS

Data Manager Loads to GWIS – creates stations
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Reviewing Existing Station 
      Information

If you can procure more recent or additional data specific to the 
station, please inform your Project Manager of any updates 
needed. For example:
• A well that was previously classified as confined is determined 

to be unconfined
• You affix a FLUWID tag to a well and later find out it already has 

one associated that has been removed
• The well or property owner has changed
• Even small updates such as misspellings

**These conflicts and questions should be routed through your 
Project Manager for discussion and resolution
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Reviewing Existing Station 
             Information

• Review existing station information in the 
Generalized Watershed Information System 
(GWIS)  Database Utilities application. 
https://prodapps.dep.state.fl.us/gwis/

• Notify Project Manager of updates needed
• DEP employees - use network username and 

password if prompted. Request access to make 
updates to information through Thomas Adams
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https://prodapps.dep.state.fl.us/gwis/


Reviewing Existing Station 
Information
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Search for Stations to Review
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Has the Station Been Sampled?



Station Identifier and Owner

We need a 
physical address 
even if they want 
results via email



Locational Information



Hydrologic/Well Information



Project Information



Station Comments
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New Stations
Rare to create a new station through application 

and only done by Project Managers
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GWIS Database Utilities

• When using the GWIS Database Utilities, please…..
• Check all the information you have available
• We may contact you for information that wasn’t 

required but we need
• Owner/Contact information are input directly into 

the Survey123 app. If insufficient owner/contact 
information has been provided, we will reach out 
to you.
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GWIS Database Utilities
Recon Tracking
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GWIS Database Utilities
Recon Tracking Results
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Project Data Review
Project Managers’ Tasks

• Review station data in combined SSF file after post-
processing

• Review merged field and lab data for completeness 
and accuracy

• Provide final approval of data for public release
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Project Data Review
Station Comments

• STATION COMMENT – Any information that is relevant to 
the station itself, not one particular sampling event. 

• Physical attributes of the station such as the presence of 
a water softener at a well or an obstruction on a river

• Location information to aid in future navigation to the site

• Access information such as the need to get a gate key 
prior to sampling or the location of a nearby boat ramp
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Project Data Review
Sample Comments

• SAMPLE COMMENT – Any information that is relevant to the 
sampling of a station on that particular date
• Weather conditions that could affect results (i.e. heavy rain, 

dust)
• Unusual conditions at the site (e.g. homeless camp, heavy 

bird population) that could affect results
• Bottom measurements not collected (e.g. Too Shallow to 

Collect Bottom Measurements or Water Current Too Fast To 
Collect Bottom Measurements)

• Reasons why specific analytes (e.g. sediments) not 
collected.
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Project Data Review
Result Comments

• RESULT COMMENT – Any information that is relevant to a 
particular analyte or group of analytes collected at the site

• YSI malfunctioning

• Container or lid cracked

• Extra ½ vial of H2SO4 added to nutrient sample to achieve 
pH < 2
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Project Data Review
Common Data Correction Requests 
     General

• For J-qualified field measurements:

• Spell out CCV – Continuing Calibration Verification

• State the reason for the J-qualifier (i.e. did the calibration fail, 
was it not quantitatively bracketed or some other reason) 

• Dissolved Oxygen Failed Continuing Calibration Verification

• Specific Conductance Not Quantitatively Bracketed During 
Continuing Calibration Verification

(Survey123 requires comments and has common comments 
spelled out)
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Project Data Review
Common Data Correction Requests 
   Surface Water

• If Secchi is S-qualified, comment should be Secchi Visible On 
Bottom. Do not use the abbreviation VOB.

• If waterbody is < 1.5 m deep, include the sample comment 
‘Too Shallow To Collect Bottom Field Measurements’

• Note: this comment should be entered as a PRIMARY 
sample comment and a result comment for PRIMARY 
Total Depth in Survey123

• Please do not change standard comments. Other comments 
can be added if needed.

Other common question and answers can be found on our FTP 
site
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Project Data Review
Reviewing Your Data Entry

• Status Network - before downloading the .SSF file to 
computer, look site names over.

• Status & Trend Networks - review the custody and field 
sheets generated by Survey123 files BEFORE sending 
to WMS Project Manager

• Notify your Project Manager of any corrections needed 
to electronic data and make corrections in electronic 
files.
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Questions?
.

Thomas.L.Adams@floridadep.gov
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