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APPENDIX A:  
PCE UPLOAD METHODOLOGY 

GPS DEVICE SET-UP AND PCE UPLOAD 
■ STEP 1. Verify that Active Sync and internet access is available on the computer to be used to 

upload data. 

■ STEP 2. Set GPS handheld in connection cradle (the hardware in which the GPS is placed on for 
charging and connecting to a computer); connect to power source via power cord and to 
computer via USB cable. Both cables should be in the GPS manufacturer’s box. 

■ STEP 3. Power on the GPS which should activate the Active Sync window on the computer (this 
may take a few minutes). We do not want the handheld to sync with the computer/laptop 
therefore when the Active Sync window appears with sync options, click the cancel button. 

■ STEP 4. Navigate to My Computer\Mobile Device\BDCP Field Data. Copy the file 
BDCP_field_[ResourceType]_data_mm_dd_yy.axf to your desktop (mm_dd_yy will denote the 
revision date of the ArcPad database file (.axf) and will change as the database is updated; it will 
not reflect the date of the current field survey). There will be a text document with the same 
name as the database file (database file has the .axf extension). In your Explorer screen, 
make sure you’re viewing the files with details (select under “Views” dropdown). It should 
say “AXF” under the “Type” column for the ArcPad database file that you do want. Under 
the “Type” column it will say “text document” for the file you do not want. If available, also 
copy the related .ssf file. It will have the same name except that it will have an .ssf file extension 
instead of the .axf file extension. Copy these files to your desktop. Move one folder level up to 
find the file called “GPSCorrect.ssf”. This file can also be found by accessing “My Computer” and 
viewing the contents of “Mobile Device”; It is possible that you may have both a GPSCorrect.ssf 
as well as the BDCP_Field_[Survey_Type]_mm_dd_yy.ssf. Both files (if both exist) should be 
copied to your desktop. 

■ STEP 5. If you do not have an .ssf file, skip ahead to Step 6. Once you have the .axf and .ssf files 
on your desktop, you will need to combine them into a zip folder. To accomplish this: 

• Select the files that were copied to your desktop. 

• Right click on one of them and choose “send to” and then select from the list that appears 
“Compressed (zipped) Folder”. This will create a zip folder on your desktop with the files in it.  

■ STEP 6. Upload GPS data to Project Collaboration Environment (PCE) website tool. 

• Navigate to http://www.bdcpeireis.com on your computer. 

• Log-in to PCE using your assigned user name and password. (For login questions, contact 
Scott Pierson  [SPierson@natomatech.com] .) 

■ STEP 7. Within PCE, navigate to Collaboration\SURVEYS\EIR EIS Team\Survey Data\ Resource 
Name (the Resource Name will be the type of survey performed by your team, e.g.; mammals, 
birds, etc.) 

■ STEP 8. For the first day of a survey period: 

• Click on Upload New File (link appears on the top right-hand side of the screen) 

• Fill out the “Upload File” screen as follows: 

o Title – mmddyy_resource_GPSID#_data 

o File Owner – Should be you by default, may be Environmental Survey Technical Lead 
(ESTL) if preferred by the ESTL. 
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o Notes – First line of notes should ALWAYS read:  Day X of X –Surveyor 1 Name; other 
notes may be added as necessary (e.g.; parcel hazards, additional access instructions, 
incidental findings data). 

o File Keywords – Resource Name, GPSID# 

• Select “Browse” and navigate to the desktop; select the 
BDCP_field_[Survey_Type]_data_mm_dd_yy.zip file (or the BDCP_field_[Survey 
Type]_data_mm_dd_yy.axf file if you did not have a corresponding .ssf file and therefore 
didn’t create a zip file) and click “OK”. When you have returned to the Upload File page, click 
“Upload” and wait for the File Information page to load. Click “OK” to complete task. 

Note:  This may take up to 45-60 minutes, dependant on file size and internet speed. In the office, an 18 
MB file took 3-5 minutes to upload, while a 250 MB file took 45 minutes. 

Note:  It is preferred that a new upload at the end of each day of your survey period be performed. 
Generally, this would be followed by removing the database containing what was collected that day from 
the GPS and replacing it with the most recent empty database available (refer to Step 10). Steps 9a and 
9b are for those who wish to be able to see the data they’ve been collecting on previous days within the 
same survey period. 

■ STEP 9a. For additional days of the same survey period (an upload should occur every field day):  

• Navigate to resource folder (as shown in Step 7) and click on the file for this same survey 
period that you previously uploaded (files in the folder are listed on the right hand side of the 
screen).  

• Once the File Information page loads, click on “Check out file for editing” (first option below 
line).  

• After checking out a file for editing, the link will change to read:  ”Check in Edited Version”. 
Click this link, complete the information fields and upload updated field data file to the same 
location.  Repeat for each additional day of the survey period. 

■ STEP 9b. If you are going out the next day and want to retain today’s collected data on the 
handheld, you can turn off your GPS and unplug it from the computer. Leave it plugged to the 
power source to recharge. Skip Steps 10 and 11. 

■ STEP 10. If you are finished with  surveys for this resource and period, or do not need the 
previous day’s collected data retained on your GPS AND have already uploaded today’s survey 
data via Steps 7 and 8, complete the following steps to upload a clean data file to the GPS: 

Note: Files cannot be directly uploaded or downloaded from PCE to the mobile device.  Files must first be 
saved on the local computer.   

• Navigate in PCE to Collaboration\SURVEYS\Survey Data\[Survey Type] (the survey type will 
be the type of survey performed by your team, e.g.; mammals, birds, etc.) 

• On the right side of the screen, click on the file titled “Empty [ResourceType] Database”. 

• On the file information page click on ‘Download Current Available Version’ (option is available 
above the line). A dialogue box will ask if you want to Open, Save, or Cancel. Select Save, 
navigate to your desktop and click “Save”.  

• Navigate on your desktop back to the mobile device folder and then to the “BDCP Field Data” 
folder. Replace the BDCP_field_[Survey Type]_data_mm_dd_yy.axf file that is in the “BDCP 
Field Data” folder (and that you should have already uploaded to PCE), with the “Empty 
Database” file that you just downloaded and saved to your desktop. 

• Delete the .ssf file related to the .axf file that you just replaced. 

■ STEP 11. Unplug the GPS from the computer. If you are going to retain and use the GPS the 
following day, power it down, unplug from computer, and leave plugged into a power source to 



BDCP Environmental Surveys GIS Data Management Plan—Appendix A 

Draft Document Subject to Revision Page 3 
Bay Delta Conservation Plan EIR/EIS May 2010 

recharge. If you are finished using the GPS for this period, check the GPS and all related 
equipment back in to the DWR Equipment Manager. 

SD CARD BACKUP PROCEDURES 
Note:  If for some reason at the end of a day you can’t get access to a computer for uploading to PCE, 
you may backup the database on a SD card. The SD card used for backup cannot stay with the Trimble 
GPS unit but must be kept in a separate location (e.g.; in the vehicle is a good place).  

■ STEP 1. Insert SD card into GPS. At the bottom of the GPS there are two grey screws. Unscrew 
and remove the cover; a slot for inserting SD cards will be found. Insert card and replace cover. 

■ STEP 2. Turn on the GPS, navigate to the Start menu (top left corner of screen). From the Start 
menu choose “File Explorer”. 

■ STEP 3. Under “File Explorer” the GPS will indicate within which folder you are currently located. 
To the right of the folder name there is a drop down arrow: 

• Using the attached stylus, tap the drop down arrow; a list of the folders higher in the folder 
hierarchy are shown, as well as the SD Card (shown at the bottom of the list). There will be a 
dot next to the folder in which you are currently located.  

• Tap “My Device” on the list and then tap “My Documents” in the list of folders and files that 
are displayed.  

• When you’re in “My Documents” tap the “BDCP_Field_D...” folder (should be the folder at the 
top of the list).  

■ STEP 4. Tap and hold on the AXF file. It is the file with the following icon shown at the left of the 
file name:  If you tap and let up on the stylus too quickly, Arcpad will open. When you tap and 
hold down on the file name, a menu will appear with the option “copy” listed.  

• Choose “copy”  

• Tap the down arrow next to BDCP_Survey_Data at the top under “File Explorer” 

• In the list that appears, choose “SD Card”   

• Somewhere on the screen where it is blank, tap and hold on the screen. A menu will appear 
including an option for “New Folder”.  

• Choose “New Folder” and name the folder mmddyy. Once you’ve completed this, tap the new 
folder you’ve created to enter it.  

• Hold down the stylus once again in an empty spot in the new folder screen and from the 
menu that appears choose “Paste”. 

■ STEP 5. Remove the SD card from the GPS unit and place it in a safe place (separate from you) 
while you are out surveying (e.g.; in the vehicle). 

Note:  This is for backup purposes only. The data backed up on the SD card should not be uploaded to 
PCE unless something happens to the data being stored on the Trimble GPS unit (e.g.; run over by a 
truck, dropped in a slough, etc.). It is recommended that when you’ve successfully uploaded the day’s 
database from the GPS to PCE that you delete all of the old backup data on the SD card. 

CAMERA SET-UP AND PCE UPLOAD 
■ STEP 1. Connect to computer via USB cable. The cable should be in the manufacturer’s camera 

box. Power on the camera; the computer may recognize new hardware or ask how to open the 
storage device, click cancel. 
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■ STEP 2. Create a folder on your desk top named mmddyy_resource_GPSID_photos 

■ STEP 3. Navigate to “My Computer” and select the camera; it should be listed under “Scanners 
and Cameras”. Copy the files from the camera file to the folder that was just created on your 
desktop. 

■ STEP 4. Zip the folder using either Winzip (if you have it) or by right clicking and selecting Send 
to\Compressed (zipped) folder. This will create a zipped version of photos on the desktop. 

■ STEP 5. Upload photos to Project Collaboration Environment (PCE) website tool. 

• Navigate to http://www.bdcpeireis.com. 

• Log in to PCE using your user name and password. (For login questions, contact 
spierson@natomatech.com). 

■ STEP 6. Within PCE, navigate to Collaboration\SURVEYS\Survey Data\ [Survey Type] (the 
Survey Type will be the type of survey performed by your team (e.g.; Mammals, Birds) 

■ STEP 7. For each day of the survey period: 

• Click on “Upload New File”. The link is on the top right hand side of the screen. 

• Complete the “Upload File” screen as follows: 

o Title – mmddyy_resource_GPSID#_data 

o File Owner – Should be you by default, may be Environmental Survey Technical Lead 
(ESTL) if preferred by the ESTL. 

o Notes – First line of notes should ALWAYS read:  Day X of X –Surveyor 1 Name; other 
notes may be added as necessary (e.g.; parcel hazards, additional access instructions, 
incidental findings data). 

o File Keywords – Resource Name, GPSID# 

• Click on Browse and navigate to the desktop, select the zipped folder and click “OK”. When 
you return to the “Upload File” page, click “Upload” and wait for the File Information page to 
load. Click “OK” to complete task. 

Note:  This may take up to 45-60 minutes, dependant on file size and internet speed. In the office, an 18 
MB file took 3-5 minutes to upload, while a 250 MB file took 45 minutes. 

■ STEP 8. Delete the photos from the camera. If you are going to use the camera the following day, 
power it down, unplug from computer, but leave it plugged into a power source to recharge. If you 
are finished with the camera for this period, return the camera and all related equipment to the 
DWR equipment manager. 

Note:  If you require your previous days’ photos in the field on successive days you do not need to delete 
them from the camera each day, but should keep track of the new day’s photo numbers so as not to 
upload duplicates. The reason for not uploading the photos for the entire survey period each day, as with 
the GPS data upload, is to minimize file size and time to upload.
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APPENDIX B:  
QUALITY CONTROL FORMS 
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Weekly Level 2 Environmental Survey Data Quality Control (QC) Form  (Ver. 04/14/2010) 

Name of Reviewer:  

Review Date:  

Review Period (survey dates included):  

Survey Resource:  Data Collected by:    

QC Item Who: Outstanding Issues 

 All data and photos collected during the review period specified 
above have been uploaded to PCE. This includes GPS data and 
scanned versions of the hard copy datasheets. 

 yes   no 

If no, provide outstanding issues in space provided.

*EFS  

 The GIS repository contains all GPS data and photos collected by the 
individual specified above in “Data Collected by” during the review 
period.  

 yes   no 

If no, provide outstanding issues in space provided.

EFS  

 The GIS repository contains data from all of the hard copy datasheets 
produced by the individual specified above in “Data Collected by” 
during the review period. 

 yes   no 

If no, provide outstanding issues in space provided.

EFS  

 Data fields blank?  yes   no 

If yes, describe in the outstanding issues section where the omission 
is and what the value should be. If a field(s) is to remain blank, 
explain reason. 

EFS  

 Data fields incorrect?  yes  no 

If yes, explain issue and suggested resolution in the outstanding 
issues section.  

EFS  

 If applicable, are all questionable species sightings resolved?    

 yes   no   

If no, explain in the outstanding issues section. 

*ESTL  

 Are surveyors following proper PCE upload procedures? 

 yes  no 

If no, explain in the outstanding issues section. 

*DS  

* EFS – Environmental Field Surveyor    ESTL – Environmental Survey Technical Lead    DS – Data Steward 

Signatures: 

    
Survey Technical Lead (ESTL)  Date  

    
Data Steward  Date  

Instructions: 
1. Level 2 QC is to be performed on a weekly basis. 
2. Because there will be lag time between the resource team’s uploading of  data to PCE and the data getting into the Oracle SDE geodatabase, the Level 2 QC should be initiated 

one week following the review period. 
3. Once the EFS and ESTL have completed the assigned sections of the form, including signature and date, a scanned copy should be uploaded to PCE at the following location:  

Surveys – EIR/EIS Team – Field Process and QA/QC – Completed QC Form. The QC level, resource name, and date range should be included in the file name of the QC form. 
4. The (DS) will download the scanned form(s), address any problems listed by the EFS or ESTL, complete the DS section, and sign and date the updated form. The completed form 

will then be reposted to the PCE at the same file location.  
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Weekly Level 3 Environmental Survey Data Quality Control (QC) Form (Ver. 04/14/2010) 

Name of 
Reviewer: 

 

Review Date: Survey Resource:  

Review Period (survey dates included):  

QC Item Outstanding Issues 

 All GPS data and scanned data sheets uploaded 
to PCE for data collected during the review 
period specified above have been loaded into 
the GIS data repository. 

 yes   no 

If no, provide outstanding issues in space 
provided. 

 

 A comparison of digitized data in database with 
original hard copy datasheets has been 
performed. 

 

 A visual scan of field attributes for obvious or 
consistent errors/omissions in the data 
repository has been completed. If necessary, a 
discussion with the resource lead regarding any 
remaining errors or omissions has also occurred.

 

 A verification of edits made to repository has 
been completed. (e.g.; updated photo links) 

 

Signatures: 

    
Data Steward  Date  

Instructions: 
1. Level 3 QC is to be performed on a weekly basis. 
2. Form will be completed by Data Steward (DS). 
3. Form will be uploaded to PCE at the following location:  Surveys – EIR/EIS Team – Field Process and QA/QC – Completed QC 

Form. The QC level, resource name, and date range should be included in the file name of the QC form. 
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Monthly Level 4 Environmental Survey Data Quality Control (QC) Form (ver. 04/14/2010) 

Name of 
Reviewer: 

 

Review Date:  Survey 
Resource: 

 

Review Period (survey dates included):  

QC Item Outstanding Issues 

 (To be completed by ESTL) 

A visual scan of the final GIS data repository for 
global biological, spatial or other errors has been 
completed. Outstanding issues should be noted 
in space provided. 

 

Signatures: 
    

Environmental Survey Technical Lead (ESTL)  Date  

    

Data Steward (DS)  Date  
Instructions: 
1. Level 4 QC is to be performed on a monthly basis. 
2. Once the form is completed by the ESTL, including signature and date, a scanned copy should be uploaded to the following location: 

Surveys – EIR/EIS Team – Field Process and QA/QC – Completed QC Form. The resource name and date range should be 
included in the file name of the QC form. 

3. The DS will review the uploaded QC form, makes changes specified under the “Outstanding Issues” section, and sign and date. The 
completed form will then be reposted to the PCE at the same file location. 
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APPENDIX D:  
ALTERNATE DATA MANAGEMENT FLOWCHART 
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APPENDIX E:  
HARD COPY DATA ENTRY FORMS 

 



GIS Data Management Plan—Appendix E 

Draft Document Subject to Revision Page 39 
Bay Delta Conservation Plan EIR/EIS May 2010 

 



GIS Data Management Plan—Appendix E 

Page 40 Draft Document Subject to Revision 
May 2010 Bay Delta Conservation Plan EIR/EIS 

Botany 
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1 Citation: California Natural Diversity Database of the California Department of Fish and Game 
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Cultural 
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Herpetofauna 
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2 Citation: U.S. Fish and Wildlife Service. 2005. Revised guidance on site assessment and field surveys for the California red-legged 

frog. 25 pp. 
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3 Citation: U.S. Fish and Wildlife Service. 2005. Revised guidance on site assessment and field surveys for the California red-legged 

frog. 25 pp. 
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4 Citation: U.S. Fish and Wildlife Service. 2005. Revised guidance on site assessment and field surveys for the California red-legged 

frog. 25 pp. 
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5 Citation: U.S. Fish and Wildlife Service. 2005. Revised guidance on site assessment and field surveys for the California red-legged 

frog. 25 pp. 
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Incidental Observations 
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Invertebrate—Vernal Pools 
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Mammal—Bat 
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Mammal—Riparian 
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6 In the title, RBR is short for Riparian Brush Rabbit. 
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