IRMA Procedures for NRPM Reports
Updated 17 January 2012

Suggested IRMA Procedures for Nationally Published
NRTR, NRR, and NRDS Reports (17 January 2012)

Contents
Page
L D12 (0T L ot T o OO OO OO PSUUPRURRRUPRRRPON 2
1.1 - Suggested IRMA Data Entry Steps for New NRTR, NRR, or NRDS Reports ........ccccecvererennnee 2
2 - IRMA Definitions and CONCEPLS .......eccverrerierriiiierieieesieesteesteeseessresssesssesssesseassessseessesssessssesssessssssens 3
2.1 - IRMA Reference Definitions. .......coceerieiuieiiiniieieeie ettt sttt ettt e sbe e 3
2.2 - IRMA User Type DEefINItions ......c..ceeevueriiriiniiniiiiciirieetee sttt sttt sttt s 4
2.3 - Visibility Status DefiNitions.......ccvevierierieiiieiiiieere e erre et et esteeseesreseaeseseesaeesbessseesseesseesseesees 4
2.4 - IRMA Lifecycle State Definitions and Ramifications............cccceevieieciiieiiieniiieciieeie e 4
2.5 - Sensitivity and Proprietary/Copyright Information Definitions ...........cccceveeeeveneniesenencenenens 6
2.6 - Units and Geographical Reference Definitions ..........ccccecvveriiiieeiiieniieniieieeseeseesiee e see v v 7
3 - Finding and Opening an IRMA Reference for Editing..........cccooeviriininiiiininiiiinieeneeec e 9
3.1 - Finding an Existing IRMA Reference in the Data Store ..........ccocevevirieneninienceeeeceee 9
3.2 - Opening an IRMA Reference for EQiting..........cccoooiiiiiiiiciiiiieeieecee et 10
4 - Creating a New Reference in IRIMA ..ottt 11
S5 - Editing the Core Tab.......c.ccoieiiiiiiiiiicie ettt ettt ettt estae s tbesebesebeesbessseessaeseesteasseessnessnensnas 13
5.1 - Editing Reference CONTACES .......cceviiiiiriiiiieie ettt sttt st sttt et ettt esbeesbeesaeesaneeas 15
6 - Editing the Information Resource Evaluation Tab ............ccccceevieriiriieiiiiiiieie e 17
6.1 - Information Resource Sensitivity Evaluation SEction ..........cc.cceeveveriienciiricie e 17
6.2 - Information Resource Proprietary Evaluation Section ..........cecceveririeninenienineniencneeieneee 18
7 - Editing the Units and Geographical Tab ..........cccccceeciieiiieciieiieiereesee ettt seae e ees 19
8 - Editing KeyWOTdS Tab.........ooouiiiieiiiiieiieie ettt ettt st sttt et e be et e b e sbeesaee s 21
9 - Editing the PermiSsions Tab ...........cccveeiiiiiiiiiiiieiieiese ettt ettt st s srteeteebeeseeseens 22
9.1 - IRMA Reference Owners and NRPM RePOTLS........cceccvieiriiiiiieiiieeie et 22
9.2 - Adding a NeW VIEWET OT OWNET ......ocuieiieiieieeniiestieeiiesiteeieeeite et eeeesaeesbeesseesaeesseesseesneesneeenneens 22
9.2.1 - Finding an NPS Employee’s Active Directory Name ..........cccceveevienereenienenienieneneeee 23
9.3 - Changing Permissions for @ VIEWer OF OWNET ........cccccveeviiriicrieirienreesieesteeseesnesenesesesssesssessseens 24
9.4 - Deleting an OWNET OF VIBWET ......cccuierierierieeieeiteteesteenttesteestteseeesatesnseeseenseeseenseesseesseesseessnenns 24
10 - Reference Save and LifecyCle OPtions.........ccceeierierciiriieiieieerieereeseeseesresnesssessseesseesseesseesseesseensns 25
11 - Adding and Managing HOLAINGS..........cccuiiiiiiiiieiiieciiecee ettt e ve e sve e e reeeeveeseveeenes 26
11.1 - Adding a Digital File to an Existing IRMA Reference............ccccevivniiniiiiiiniieieieeeeeiene 26
11.1.1 Adding New Owners t0 @ HOIdING.........c.ccovviriiviiiriieiiecie ettt 28
11.2 - Viewing Holdings on the Main Reference SCreen.........ccoceevveeiiieeciicciie e 28
11.3 - Adding Other Types of Holdings to an Existing IRMA Reference..........cccccoceeveneneencncncnne. 29
11.4 - Viewing, Downloading, and Editing HOIAINGS..........c.cocievviiviienienieiie et 29

1



IRMA Procedures for NRPM Reports 1 - Introduction
Updated 17 January 2012

1 - Introduction

This is an informal technical guide showing the suggested procedures for managing reference
records in the Integrated Resource Management Applications Project (IRMA) (formerly NRInfo)
for nationally published Natural Resource Technical Reports (NRTR), Natural Resource Reports
(NRR), and Natural Resource Data Series (NRDS) reports.

More detailed and up-to-date information concerning IRMA can also be found on the IRMA help
site. If you can’t get something to work right, or see something that needs to be changed in this
document, contact Fagan Johnson at the Fort Collins NRSS office.

1.1 - Suggested IRMA Data Entry Steps for New NRTR, NRR, or NRDS Reports

1) Use the draft IRMA record that the Fort Collins office creates for you. The reasons that the
NRSS office creates a draft for you, is to make sure that:

e The report is minimally discoverable on searches of the IRMA site.

e The policy-mandated information concerning the IRMA URL, peer review manager,
report numbers, etc. is shared across the different NPS systems involved (NRPM
database, eTic office, and IRMA).

e The draft IRMA record created by the Fort Collins NRSS office will provide
ownership and editing status to at least three NPS employees. This will be some
combination of (one person may have multiple roles):

o The NPS manager responsible for all reports published under their jurisdiction
(I&M Regional Program Manager, I&M Network Program Manager,
Regional Natural Resource Division Chief, NRSS Division Chief, or Park
Superintendent).

o The official Peer Review Manger listed on the Manuscript Submittal Form
and Checklist (MSF).

o 1&M Network Data Manger (for all I&M projects).

o NPS employees directly involved in writing and/or producing the report, or
with the research project.

2) Update and activate the IRMA record, and upload a print-quality version of the report.

e Adding to the bare minimal information used to create the draft reference is
recommended. This will greatly enhance the discovery of the report through IRMA
and other online search engines.

e Upload at least one print-quality version of the complete report in PDF format.
Additional files may also be uploaded to the same reference, including:

o Brochures, pamphlets, etc.
o Lower print-quality versions of the same report.
o Stand-alone excerpts from the main report (usually SOPs, appendices, or
abstracts/ executive summaries).
o Large-sized printable maps.
GIS layers.
o Database or other tabular data files.

©)
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2 - IRMA Definitions and Concepts
2.1 - IRMA Reference Definitions

Reference - unique record that identifies and describes an information resource. Each
reference has its own seven digit identification number, or Reference Code.

Holding - a product that is attached to the reference, such as a digital or hard-copy
version of a report, a link to an online site that houses the product, digital or hard-copy
map products, etc.
e IRMA allows for multiple holdings to be attached to a single reference.
e For NRPM reports, holdings should always include a single print-quality digital
version of the report in Adobe Acrobat format.

The ability to view, download, and edit references and holdings are determined by a combination
of the IRMA user type, the visibility status of the reference, and the lifecycle states of the
reference and the holding (Table 1).

Table 1. Overview of IRMA reference visibility and downloadability associated with user type and lifecycle
state. Detailed definitions for these terms are provided in the sections below.

Can View/See

User Type Reference Can Download Can Edit
User With a public visibility Only active holdings Never
(anyone) status’. attached to that reference.

Only active holdings

2 | attached to parent

Internal User With public and internal

(NPS employee) visibility status. references with a pubic Never
visibility status’.
Viewer .
of Individual Always All holdings attached to that Never
Reference reference.
Owner of .
Individual Always A"f holdings attached that Only the reference
Reference reference.
Owner of :
Always Always Only the holding

Individual Holding

' References with a public visibility status must have an active lifecycle state, and not be marked as
containing sensitive, copyright, or proprietary information.

?References with an internal visibility status either have lifecycle state of In Review, or have been
marked as containing sensitive, proprietary, or copyright restricted information.
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2.2 - IRMA User Type Definitions

User - anyone that has access to the internet and can see IRMA.

Internal User - currently, any NPS employee logged onto the NPS network that has
access to the internet and can see IRMA.

Viewer - is granted broader view and download permissions for an individual reference,
but have no editing permissions.

Owner - is granted full view, download, and edit permissions for an individual reference
or holding. Currently, only NPS employees are granted ownership permissions in IRMA.
e Ownership for references is completely separate from ownership of holdings.

o Only the owner of a reference can edit that reference.
o Only the owner of a holding can edit that holding.
e  The user that originally created the reference or holding is automatically an
owner for that reference or holding.
e There can be multiple owners for a reference or holding.
e Reference and holding owners can add or subtract other owners and viewers for
that reference or holding.

2.3 - Visibility Status Definitions
Public - visible to anyone with access to IRMA.
Internal - visible only to internal users (currently only NPS employees).
Restricted - visible only to owners or viewers of that reference.

2.4 - IRMA Lifecycle State Definitions and Ramifications

The same lifecycle states are used for both references and holdings. Additionally, the lifecycle
states of references are completely separate from the lifecycle states of holdings. Definitions of
the lifecycle states are below, along with a basic outline of how lifecycle states and visibility
status combine to impact reference visibility and the ability to download holdings (Table 1).

Draft - the initial reference or holding record that is added to IRMA that has not been
activated yet. You can only save a reference or holding as a draft during the initial
creation of a new reference or holding, or if it is currently saved as a draft.
e Draft references:
o Can only be seen by owners and viewers of that reference.
o Do not show up on searches using IRMA search tools.
e Draft holdings can only be downloaded by owners of that individual holding.

Active - references and holdings that are ready for online distribution.
e Active References:
o That have a public visibility status:
= (Can be seen by all users (the public).
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= Show up in searches using the IRMA search tools.
o That have an internal visibility status (possibly sensitive or proprietary):
= (Can only be seen by internal users.
=  Only show up in searches using IRMA search tools run by internal
users.
e Active Holdings:
o Attached to active and public references are visible and available for
download to all users (the public).
o Attached to active and internal references are:
= Visible to all internal users.
= Only available for download by owners of that holding, and
owners and viewers of the parent reference.
o Attached to restricted references are:
= Only visible or available for download by owners or viewers of the
parent reference.

In Review - references or holdings that are not yet finalized, or are currently undergoing
edits or updates.
e In review references have a visibility status of internal and:
o Can only be seen by internal users.
o Only show up on searches using the IRMA search tools run by internal
users.
o Only active holdings can be downloaded, and only by owners or viewers
of the parent reference.
e Holdings that are in review:
o Can only be seen by internal users.
o Can only be downloaded by owners of that holding, or owners and
viewers of the parent reference.

Quarantine - references are quarantined when they contain incorrect, poor quality, or
out-of-date information that should no longer be distributed.
e Quarantined references:
o Are only visible to owners or viewers of that reference.
o Never show up in any searches using the IRMA search tools.
¢ Quarantined holdings can:
o Only be seen by owners or viewers of the parent reference.
o Only be downloaded by owners of the holding, or owners and viewers of
the parent reference.

Note: please use the Quarantine option to remove file visibility for NRTR,
NRR, and NRDS reports. Quarantined holdings are invisible to everyone but
owners of the IRMA reference, never show up in IRMA or other search
engine searches, and remain visible and available for download by owners of
the IRMA reference.
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Inactive - used in place of deleting the records entirely from IRMA®. This option should
only be used in instances where a reference was mistakenly added to IRMA (e.g.,
duplicate entries of the same report, or when a draft iteration of a report was prematurely
added to IRMA and later published through an external publisher).

3 Any reference or holding that was ever added to IRMA, was potentially
distributed outside the NPS, and for legal reasons, cannot be deleted. However,
references marked as either quarantined or inactive do not show up an any
searches of the IRMA site, and cannot be seen or downloaded by anyone but
owners or viewers of that reference.

¢ Inactive references can:
o Only be seen by owners or viewers of that reference.
o Never show up in any searches using the IRMA search tools.
¢ Inactive holdings are completely removed from visibility in IRMA and all online
search engines. Inactive holdings are maintained behind-the-scenes for potential
FOIA and other future requests for that information.

Note: Inactivated holdings are now hidden from everyone but IRMA
administrators at the Fort Collins office.

Please use the Quarantine option to remove file visibility for NRTR,
NRR, and NRDS reports. Quarantined holdings are invisible to everyone
but owners of the IRMA reference, never show up in IRMA or other
search engine searches, and remain visible and available for download by
owners of the IRMA reference.

2.5 - Sensitivity and Proprietary/Copyright Information Definitions

Sensitivity Status - indicates whether or not a reference contains sensitive information.
The three sensitivity status types are:
¢ Non-Sensitive (default) - reference does not contain sensitive information. There
are no visibility or download restrictions placed on non-sensitive references
(Table 1).
e Sensitive - reference does contain sensitive information.
o Ifyou pick this option, you must also specify one or more of the following
sensitivity types (as shown on the Information Resource Evaluation tab).

Core | Information Resou aluation | Units and Geographical | Keywords || Permissions

% Reload Saved Values.
< INFORMATION RESOURCE S EVALUATION
© Non-Sensitive @ Sensitive © Unknown
If Sensitive, Then Check 1 or More
[ operations [[] Archealogical Endangered [ securicy [ caves
[E1 Personal Info [C] indien Sacred Sites Threatened [E1 commercial value [C1 minerals
[C] wells 71 Cultural [C] paleontological
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o References and attached holdings can only be seen by internal users.
o Holding download is restricted to owners and viewers of the parent
reference.
e Unknown - reference may contain sensitive information.
o References and attached holdings can only be seen by internal users.
o Holding download is restricted to owners and viewers of the parent
reference.

Proprietary Status - indicates whether or not a reference contains proprietary or
copyrighted information. The proprietary status types are:

e Non-Proprietary (default) - no proprietary information contained within a
reference. There are no additional visibility or download restrictions placed on
non-proprietary references (Table 1).

e Proprietary/Copyrighted - reference contains proprietary information. If you
choose this option, you must also pick one of the following distribution qualifiers.

o Permission to Distribute - was received from the original publisher, and
there are no additional visibility or download restrictions.
o Permission to Distribute for Non-Commercial
= Reference can be seen by all IRMA users.
= Attached holdings can only be seen or downloaded by internal
users, and may be distributed to non-commercial entities outside
the NPS.
o Permission to Distribute Internally
= Reference can only be seen by internal users.
= Attached holdings can only be seen or downloaded by internal
users.
o No Permission to Distribute
= Reference can only be seen by internal users.
= Attached holdings can:
e Only be viewed by internal users.
e Only be downloaded by owners or viewers of the parent
reference.
¢ Unknown - reference may contain proprietary information.
o Reference can only be seen by internal users.
o Attached holdings can:
* Only be viewed by internal users.
=  Only be downloaded by owners or viewers of the parent
reference.

2.6 - Units and Geographical Reference Definitions
Park Unit - NPS land management unit (park, historic site, etc.) or office location.

Unit Point of Contact (UPOC) - can approve or reject associating individual IRMA
records to an individual park unit. Every unit within the NPS, whether it is a park,
network, regional office, or the national office, etc., has one or more designated UPOC:s.
This shared role can be given to any NPS employee, regardless of whether they reside at
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the unit. For instance, the Data Manager for the Rocky Mountain Network could share
the UPOC role with park staff at one of the network’s respective parks. Likewise, larger
units may designate multiple users to be UPOCs.

Approved - reference link to an individual park unit has been approved by the UPOC,
and will show up in searches of IRMA data associated with that park unit.

Pending (default) - reference link has not been approved by the UPOC yet, but still
shows up in searches of IRMA data associated with that park unit.

Rejected - reference link to the individual park unit has been permanently removed by
the UPOC, and will not show up in searches for IRMA data associated with that park
unit.
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3 - Finding and Opening an IRMA Reference for Editing

3.1 - Finding an Existing IRMA Reference in the Data Store

If a draft reference was recently created by the Fort Collins NRSS office for you, a direct URL
address to the reference record will be provided. If you can’t connect to the URL provided to
you by the Fort Collins NRSS office, contact Fagan Johnson for assistance.

If you are looking for a report that was previously published in the NRTR, NRR, or NRDS report
series, you can find the IRMA record for that report by either:

1) Searching for the report on the NRPM web pages that list all previously published national
NRTR, NRR, or NRDS report series. Just click on the Additional Information on IRMA link
located at the end of each citation.

2011454 Simmons, T. 2011, Central Alask ark flowing waters moniforing program: 2009 annual report.
Matural Resource Technical Report NP5/ MMNRTR—2011/454. Mational Park Service, Fort Colling,
Colorado.  Additional information on NRIRfo.

OR

2) Going to the IRMA web page (https://irma.nps.gov/), and type-in part of the report title or
subject matter you are looking for, and click the Search button to begin.

I RMA PO I'ta I HE;ICEEEQ:S:]\;T:‘HEE Interior

Integrated Resource Management Applications

Hatural Resource Stewardship and Science

Home » | Search v Add & Manage ~ | Topics v | Tools News About Help ContactUs

ns Featured Content Other NP5 Info Systems

Search Tips
Advanced Search

|~ Search |

Refine by geographic area: (©) Parks ©) Map @ Searchal

US Department of the Interior  FOIA  Privacy Policy  Disclaimer and Ownership NP5 Home USA.gov  Accessibility EXPERIENCE YOUR AMERICA™
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http://www.nature.nps.gov/publications/nrpm/nrtr.cfm
http://www.nature.nps.gov/publications/nrpm/nrr.cfm
http://www.nature.nps.gov/publications/nrpm/nrds.cfm
https://irma.nps.gov/
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3.2 - Opening an IRMA Reference for Editing
Only owners of a reference can edit the IRMA reference (Table 1). Once you have navigated to
the IRMA reference that you desire to edit in your web browser:

1) Click the Edit Details link to begin editing.
IRMA Portal -

Integrated Resource Mana mnent Applications

Natural Resource Stewardship and Science

Home v  Search v | Add & r | Topics » | Tools MNews About Help ContactUs

Paortal = Home > IRMA Applications = Dats Search * Frofile CFJohnson
Add/Manage Holding Locations | i | Vi XML | Clone
Edit Details | Change Type | Manage Link to Report Series | | Inactivate | Quarantine |

WEiSSingE ‘You may edit this Reference because you are the Owner. | Endemic Plant spECiES in Selected
Habitats in Arches National Park and Natural Bridges National Monument. National Park
Service, Natural Resource Program Center. Fort Collins, CO. Natural Resource
Technical Report. NPS/NCPN/NRTR—2011/443. Published Report-2170053.

Published Report

Reference Code: 2170053
Reference Status as of 06/11/2011: Active
Visibility: Internal

2) Proceed to the 6 — Editing the Core Tab section of this document.

If the Edit Details option is grayed-out, then you are not an owner of that reference, and will
need to contact Fagan Johnson at the Fort Collins NRSS office for assistance.
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4 - Creating a New Reference in IRMA

You should only create a new reference record for nationally published NRTR, NRR, and NRDS
reports when instructed to do so by the Fort Collins NRSS office. This will help ensure that:

e The appropriate NPS policy-mandated information is permanently archived for each
individual report in the official Manuscript Submittal Form and Checklist (MSF), and
shared across the different NPS offices that manage those policy requirements.

o Peer Review process - a record of the formal peer review process conducted
by the NPS office sponsoring that report.

o NRPM report number - assigned and managed by the Fort Collins office.

o TIC number - obtained from the eTIC office in Denver.

o IRMA record - online distribution and digital archive system.

You can create a new reference from anywhere within the IRMA website (http://irma.nps.gov/).
To begin, select the Add Manage/Data Store/Create a Reference menu option.

IRMA Portal 'S, Department of the nterior

IntEgratEd Resource Management App"cations Natural Resource Stewardship and Science

Home +  Search + Add & Manage ~ Topics v | Tools News About Help Contact Us

Data Store Create a 2rence CFJohnson
IRMA Applications Featured Content Other HPS Info Systems

Welcome t S

s

Ssarch Tips

| search |
. Advanced Search

Refine by geographic area:

Step 1: Select Published Report from the Type drop-down menu, and click the Next button.

Fortsl > Home > IRMA Applications = ore > Create CFJohnson

Creating a New Reference

Step 1: Select a ref ce type.

Type

Presentation
- Program

Project
Proposal
Protocaol
Protocol Development!
Published Report {b
Raster Dataset
Refational Database
Report Series B
Resource Guide =
Satellite Image
Software

| Mext |

Sound Pressure Level Measurement
Specimen
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Step 2: a) Select the correct series from the default Select an existing report drop-down menu'.

I RMA PO rtal [13;'5;;3;:;::::;?‘“1:& Interior

InteQratEd Resource Management £ acati S Natural Resource Stewardship and Science

Home « | Search ~ | Add & Manage Topics « News About Help ContactUs
CFJohnson

Fartal = Home > IRMA Applications > Data 5t

Creating 2 Published Report

Step 2: Selector

@ Select an existing Report Series

FIGTIZAITY 3 T35 OILS TIspEamu (T e P (VR
© Skip this step Marine mammal occurrence and ofin climate offcentral California, 1986 to 1994 and 19...
MNATO ASI Series. Springer-Verlag. Report Series-2167903.
MNatural Resource Data Series. Mational Park Service, Matural Resource Stewarship, and Sdi... |
Matural Resource Report NPS/CHDM/NRR-2010/211. Cogan D. Report Series-212+995.
|Natum| Resource Report. National Park Service, Natural Resource Stewardship and Scienc...l
Matural Resource Report. Report Series-2167406.
|Natum| Resource Technical Report. MNational Park Service, Natural Resource Stewardship a...
Matural Resource Technical Report. MNational Park Service. Report Series-2166660.

@ Create a new Repor

Report Series Title *

Report Series
Description

Matural Resources Survey and Inventory Report. Report Series-2007637. |
Contacts: MNorth End Restoration Project. Report Series-2168935.

Morthern Continental Divide Ecosystem Grizzly Bear Monitoring. Montana Fish Wildlife and ...

Open-File Report 2009-1108. Report Series-2166699.

Open-File Report. USGS. Report Series-2005-1139. Report Series-2124473.

Open-File Report. USGS. Report Series-2007934.

RADC Ushit Mananarant Coidalinae far Aranhibinne and Dantilae Barknaee in Arenhikion

Delete Selected Contact | Add New Contact | Edit Selected Contact

St Next

b) Click the Next button.

'"There are multiple report series with very similar names to the national NRPM report series.
The three valid national report series are:

e Natural Resource Data Series. National Park Service, Natural Resource Stewardship
and Science (https://irma.nps.gov/App/Reference/Profile?Code=2007596).

e Natural Resource Report , Natural Resource Stewardship and Science
(https://irma.nps.gov/App/Reference/Profile?Code=2007603).

e Natural Resource Technical Report, Natural Resource Stewardship and Science
(https://irma.nps.gov/App/Reference/Profile?Code=2007610).

Note: it is very important that you assign your report to the correct NRPM series.
This will make finding your report in IRMA easier, and will make sure that your
report is listed correctly on NPS Web sites, link to other reports in that series
listed on IRMA, and saved correctly in the mandatory MSF (that permanently
documents mandatory policy adherence for all NRPM reports).

Step 3: edit the new reference using the procedures outlined in Chapter 5 - Editing the Core Tab.

12
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5 - Editing the Core Tab

If the Edit Details tabs are not already visible for a reference, click the Edit Details option to
open the Edit Details screens (see 4.2 - Opening an IRMA Reference for Editing).

The Core tab is the first from the left, and default tab that is displayed in the Edit Details screens.

This chapter describes the Core tab fields required for all NRPM reports. Your Network,
Regional, NRSS Divisional, or other NPS office may have additional requirements concerning
the information saved to the Core tab.

1) To check and update the basic and required fields located near the top of the Core tab for
NRPM reports:

a) Edit/update the Report Title field to match the b) Click the “~” button to open the Brief
one used in your final report. oscription text entry screen.

National Park Service
IRM) °0rta| '1.5. Department of the Interior

Integrate lesource Management Applications

‘Resource Stewardship and Science -

Home v Se. + Add & Manage v Topics v Tools “ws About Help ContactUs

Portal = Home > IR ications = Data Store = Create

CFJohnson

Creating a Published Ré

Step 3: Crg

Published Report requires)

Core | Information ce Evaluation | Units and Geographical | Keywords | Permissions

Report Title *

Brief Description

Pacific Island Network benthic marine community monitorin protocol: Version 2.0

Date of Issue BExact Date | v

Content Begin Date Bxact Date | v

Content End Date Exact Date v

Place of Issue

Abstract/Full
Description

Table Of Contents

Report Number/ID

Edition
MNotes
Contacts: Contacts (e.g., Authors, Publishe
Contact Type IndividualBu Close
Allowed Character Count: 600 Current Character COHV
c) Fillin a brief description of d) Click the Close button to save
your report in 400 characters your brief description.

13
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Note: the number of characters allowed in different IRMA edit text pop-up box screens
varies. To make sure that your information will fit into the space allotted, the Allowed
Character Count should always be greater than or equal to the Current Character Count
(see below).

In IRMA edit text pop-up box screens, make sure that:
Allowed Character Count = Current Character Count

Pacific Metwork benthic marine community monitoring pri : Version 2.0

Close

Allowed Character Count: 600 Current Character Count: 80

2) Fields to complete in the center section of the Core tab for all NRPM reports:

a) Date of Issue: month and year that b) Place of Issue: always use Fort Collins,
report was first distributed in any way". Colorado for national reports.

Date of Issue Month/Year |~ wMonth: October ¥ Year (yyyy) 2011
Content Begin Date pact Date | v |

Content End Date Exact Date |~ &=

Place of Issue Fort Collins, Colorado

Abstract/Full
Description

Fill-in abstract data as you like...

NRR/MRSS/NRR—2011/462

If you want to add text having more than 4000 characters, use the Notes ..

c) Abstract/Full Description (suggested): d) Update the Report Number/ID field
If you need more than 4000 with the official NRPM report series

characters, use the Notes field. 14 name/number” (required field).
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'Date printed or electronic copies of the report are distributed, it is uploaded to IRMA, or
posted on any publically-available online location.

’The series name/number assigned to this report by the Fort Collins NRSS office (e.g.,
NPS/NETN/NRR—2010/198, NPS/NRPC/NRTR—2010/327).

5.1 - Editing Reference Contacts

It is always a good idea to check the authors added to the list of contacts in the draft IRMA
record created for you by the NRSS office. They are manually copied-over and/or typed using a
combination of the report itself and the MSF form, and are susceptible to error. Instructions for
adding new contacts and editing existing contacts are below.

To add a new Contact (authors, editors, and publishers)3 , locate the Contacts section near the
bottom of the Core tab, and click the Add New Contact button.

Contacts: Contacts (e.g., Authors, Publishers, etc.)

Contact Type IndividualBusinezs  Contact Information

Author Business Mational Park Service, Natural Resource Stewar...

Delete Selected Contact | Add New Contact | Edit Selected Contact

3All authors mentioned in the final report are required. Editors and publishers are optional.

To begin editing existing contacts:

1) Click the check-box beside
the desired contact name.

Contacts: cts (e.g., Authors, Publishers, etc.)
Contact Type IndividualBusiness  Contact Information Order

Author Business Mational Park Service, Matural Resource Stewar... 1

2) Click the Edit Selected Contact button. - I
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On the add/edit Contact pop-up screen:

1. Select the Contact Type from the drop-down menu

(Author, Editor, or Publisher).

-

Contact Type: Author
(=) Individual
O Business
Order: 1
Title:
First Name: Eric
Middle Name:
Last Name: * Brown
Suffioe:

Cancel || Save Individual Contact

4) Click the Save Individual Contact button to exit.

2)

3)

5 — Editing the Core Tab

Use the Order drop-down menu to
change the default the order of
importance for this contact (1 is the
primary author, 2 is the secondary
author, etc.) *.

Fill in the First Name and Last
Name (required fields), and
other information as desired.

*The order assigned to authors should match the order that they are listed in the official
report citation. Editors and publishers should always be listed after the authors.
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6 - Editing the Information Resource Evaluation Tab

If the Edit Details tabs are not already visible for a reference, click the Edit Details option to
open the Edit Details screens (see 4.2 - Opening an IRMA Reference for Editing).

The Information Resource and Evaluation tab is the second tab from the left as displayed in the
Edit Details screens. The options that you choose on this tab directly impact the visibility and
ability for people to download documents (Table 1). Parks, Regions, I&M Networks, and NRSS
Divisions may have additional rules concerning the information on this tab. Contact the office in
question for more information.

6.1 - Information Resource Sensitivity Evaluation Section

Near the top of the Information Resource Evaluation tab, is the Information Resource Sensitivity
Evaluation section. A review of the definitions and ramifications for changing sensitivity status
are outlined below.

Sensitivity Status - indicates whether or not a reference contains sensitive information.
The three sensitivity status types are:
e Non-Sensitive (default) - reference does not contain sensitive information. There
are no visibility or download restrictions placed on non-sensitive references
(Table 1).
e Sensitive - reference does contain sensitive information.
o Ifyou pick this option, you must also specify one or more of the following
sensitivity types.

i

Core | Information Resource Evaluation eographical | Keywords | Permissions

Reload Saved Values

4 INFORMATION RESOURCE SENSITIVITY EVALUATION

©) Non-Sensitive @ Sensitive © Unknown
If Sensitive, Then Check 1 or More

[[] operations [[] Archeological Endangered [ securicy [[] caves
[7] personal Info [7] Indian Sacred Sites Threatened [T Cormmercial Value [7] Minerals
[T wels [T cuttural [T paleontological

o References and attached holdings can only be seen by internal users.
o Holding download is restricted to owners and viewers of the parent
reference.
e Unknown - reference may contain sensitive information.
o References and attached holdings can only be seen by internal users.
o Holding download is restricted to owners and viewers of the parent
reference.
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6.2 - Information Resource Proprietary Evaluation Section

Below the sensitivity section of the Information Resource Evaluation tab, is the Information
Resource Proprietary Evaluation section. Definitions and ramifications for proprietary status are
outlined below.

= INFORMATION RESOURCE PROPRIETARY EVALUATION

@ Mon-Proprietary () Proprietary/Copyrighted ) Unknown
If Proprietary, Then Choose 1

Permission to Distribute Permission to Distribute for Mon- Permission to Distribute Internally Mo Permission to Distribute
Cornrnercial

A review of the definitions and ramifications for changing the proprietary status are outlined
below.

Proprietary Status - indicates whether or not a reference contains proprietary or
copyrighted information. The proprietary status types are:
¢ Non-Proprietary (default) - no proprietary information contained within a
reference. There are no additional visibility or download restrictions placed on
non-proprietary references (Table 1).
e Proprietary/Copyrighted - reference contains proprietary information. If you
choose this option, you must also pick one of the following distribution qualifiers.
o Permission to Distribute - was received from the original publisher, and
there are no additional visibility or download restrictions.
o Permission to Distribute for Non-Commercial
= Reference can be seen by all IRMA users.
= Attached holdings can only be seen or downloaded by internal
users, and may be distributed to non-commercial entities outside
the NPS.
o Permission to Distribute Internally
= Reference can only be seen by internal users.
= Attached holdings can only be seen or downloaded by internal
users.
o No Permission to Distribute
= Reference can only be seen by internal users.
= Attached holdings can:
e Only be viewed by internal users.
e Only be downloaded by owners or viewers of the parent
reference.
e Unknown - reference may contain proprietary information.
o Reference can only be seen by internal users.
o Attached holdings can:
* Only be viewed by internal users.
*  Only be downloaded by owners or viewers of the parent
reference.
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7 - Editing the Units and Geographical Tab

If the Edit Details tabs are not already visible for a reference, click the Edit Details option to
open the Edit Details screens (see 4.2 - Opening an IRMA Reference for Editing).

The Units and Geographical tab, is the third tab from the left, and allows you to assign a
reference to one or more NPS units. Final approval of the link to the NPS unit is made by the
unit UPOC (see 2.6 - Units and Geographical Reference Definitions).

Important: Assigning park units on this tab is the most reliable way to make sure that a
reference is returned during IRMA and other search engine searches for information associated
with a park.
e IRMA and other search engines:
o Always search the park unit information assigned on this tab.
o Do not always find park names embedded into other, longer IRMA text fields.
o Do not search the final uploaded document(s).

To submit a link request to the UPOC for your reference:

2) Un-check the default Automatically Add
Bounding Box option, if you do not want the

1) Use the type/select tool to pick a report to be available for search using the
NPS unit. IRMA geographic search toal.
Core | Information Resour n | Units and Geographical | Keywords | Permissions

A Reference should onl a NPS Unit if the Information Resource contains information specifically about that
See help for more guidance.

v

Add Unit Automatically Add Bounding Box

Units

Name Status.

Arches National Park ARCH Approved delete
Natural Bridges National Monument NABR Approved delete
Natural Regource Stewardship and Science NRSS Approved delete

Northern Celorade Plateau Network Approved delete

Add Bounding Box

Bounding Boxes
Hame Coordinates
|:| ARCH Default Bounding Rectangle ®min, ymin: -109.713211, 38.6031723 xmax, ymax: -109. 477722, 38 84604

D NABR Default Bounding Rectangle ®min, ymin: -110.047887, 37.57018 xmax, ymax: -108.986507, 37.63485

3) Click the Add Unit button.
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To remove a NPS unit link from a reference, click the word delete beside that unit name:

Core | Information Resource Evaluation | Units and Geographical = Keywords | Permissions

A Reference should only be linked to a NPS Unit if the Information Resource contains information specifically abou
See help for more guidance.

| | AdduUnit | Auti Add Bounding Box

Units

Name ~ Code Status

Arches National Park ARCH Approved delete
Natural Bridges National Monument NABR Approved delete
Natural Regource Stewardship and Science NRSS Approved delete
Northern Colorade Plateau Network NCPN Approved delete

| Add Bounding Box |

Bounding Boxes

Hame Coordinates

|:| ARCH Default Bounding Rectangle ®min, ymin: -109.713211, 38.8031723 xmax, ymax: -109. 477722, 38 84604

NABR Default Bounding Rectangle ®min, ymin: -110.047887, 37.57018 xmax, ymax: -109.986507, 37.63485

| Delete Selected |

To remove the map bounding box from a park unit, select the check-box beside that park unit,
and click the Delete Selected button.
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8 - Editing Keywords Tab

If the Edit Details tabs are not already visible for a reference, click the Edit Details option to
open the Edit Details screens (see 4.2 - Opening an IRMA Reference for Editing).

The Keywords tab is the fourth tab from the left on the IRMA Edit Details or the Create a Published
Report screens, and contains the Keywords form. The NRSS office does not fill in any keywords with the
basic draft IRMA reference that they create for you.

Keywords aid in finding a reference when using the IRMA search tools, and most NPS offices require
that the Keywords section of the Keywords tab be filled out.

In the Keywords form, add/update the keywords that you want to associate with this reference'.
Separate keywords with a comma

Core | Information Resource Evaluation = Units and Ge phical | Keywords = Permissions

r Keywords

Plant Studies, Rare Plants, Endemic Plants, Hanging Gardens, Springs -

{Comma Delimited)

'"The list of keywords should be specific and precise. You should not add park or unit
name to the Keywords form, because that information should already be linked to that
unit on the Units and Geographical tab.
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9 - Editing the Permissions Tab

If the Edit Details tabs are not already visible for a reference, click the Edit Details option to
open the Edit Details screens (see 4.2 - Opening an IRMA Reference for Editing).

The Permissions tab is the fifth tab from the left on the IRMA Edit Details or the Create a Published
Report screens, and controls the edit permissions for a reference, and the ability to grant holding
download privileges for internal references (Table 1).

9.1 - IRMA Reference Owners and NRPM Reports

It is always a good idea to have three or more people from the same office sharing ownership of
an IRMA reference. Usually, one or two have primary responsibilities for maintaining the
reference, and the others function in a backup capacity. This helps to assure that your office
maintains full control over the reference, regardless of employee turn-over.

The draft IRMA record that the Fort Collins NRSS office creates for you will have at least three
owners from the NPS office that sponsored that report or project. This will be some combination
of:
e The primary NPS contact. This is usually the person that sends the report in for final
review, but can also be a NPS delegate for an external source.
e The official Peer Review Manger that was on the Manuscript Submittal Form and
Checklist that was sent in with final draft to NRSS office (always a NPS employee).
e One or more other people from the NPS office sponsoring the project or report. This is
always some combination of the:
o I&M Network Data Manger.
o I&M Regional or Network Program Manager, NRSS Division Chief, etc.
o NPS subject or communication specialist (usually someone directly involved in
the writing or peer review process for that report).

9.2 - Adding a New Viewer or Owner

1) To add a new owner or viewer to a reference, go to the Permissions tab and click the
Add Owner/Viewer button.

Show parent References

Core | Information Resource Evaluation | Units and Geographical | Keywords | Permissions

Add Owner/Viewer
Permissions

User Permission

»

AWight@nps. gov Owner delete

AWondrak-Biel@nps.gov Owner delete
CFJohnson@nps.gov Owner delete
DPerkins@nps.gov Owner delete =
dsvendson@nps.gov Owner delete
hthomas@nps.gov Owner delete
memiller@nps. gov Owner delete | 4
MEMoran@nps. gov Owner delete

rweissingen@nps.gov Owner delete -
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9 - Permissions Tab

2) After you click on the Add button, a new row is automatically added to the Permissions table.

1) Inthe User field, type in the NPS Active Directory
name of the user name you wish to add (see 9.2.7 —
Finding an NPS Employee’s Active Directory Name).

b) Pick the correct user name from
the automatically generated list.

MIJlohnson@nps.gov
adjohnson@nps.gov
BarblJohnson@nps.gov
JeremighJohnson@nps.go
bvjohnson @nps.gov
JGIohnson@nps.gov
najohnson@nps. gov
IMIchnson@nps.gov

|

MRJohnson@nps.gov
JeannetteJohnson@nps.g
Dolohnson@nps.gov
EJohnson@nps.gov

CFlohnson@nps.gov
keithjohnson @nps.gov
mdjohnson@nps.gov

Ambrosel[UER T ER Y

Show parent References

Permission

Owner
Owner
Owner
Owner
Owner
COwner
Owner
Owner

Viewer

delete -
delete
delete
delete
delete
delete =
delete
delete

delete -

9.2.1 - Finding an NPS Employee’s Active Directory Name

If a new row is added to the Permissions table, the user has been successfully added. If not, you
will need to go back to the first step on the previous page to try again.

IRMA will only allow you to add a user that has a NPS active directory account (account name
used to log onto NPS computers). User names must match exactly, and are case sensitive.
Upcoming releases of IRMA are scheduled to include non-NPS employees and use full names.

The easiest way to find the Active Directory login name for an NPS employee is through Lotus
Notes email software. You must be a NPS employee and have Lotus Notes software on your

computer to use this option.

1) In Lotus Notes email software, begin a New Memo (email), and
use the software to automatically fill-in that NPS employee’s
email address into the To field.

@ Show details sbout this name

File Edit Yiew Create Actions Text Help

Address MG (%] - -

&

‘Welcome [@ FaganJohnson - Inbox... % ['_\-) Fagan Johnson [&rchive] - | Fagan Johnzon - Calendar l @NEW Memo

[send | send and File... | Save Az Dratt || Address... |[ Delivery Option=™s

Fagan Johnson/FTCOLLINSINPS
06/0972011 09:04 Ak

Ta |Fagan Johnson/FTCOLLINSINPS
oo |
bee |
Bubject |

Field Properties. ..

Paste

Show Mame Datai\s.%

) gca@bd

Fagan Johnson
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3) This opens the Address Details screen. Select the Advanced Tab.

Address Details

Fagan Johnson
Assistant Data Manager

NATURAL RESOURCES -FT Officy 970 267-2190
COLLING

el Fagan Johnson@nps gov The Active Directory Name will
either be at the bottom of the
Basics | Details | Comments | Advanced Fleld USGI’ Name fleld
Full user narne: Fagan Johnson ame: OR
CFJohnson@nps.gov
bail domain MPS
Short name: Fagan_Johnson_nps gov: Fagandohnson Shor[‘ name fleld.

9.3 - Changing Permissions for a Viewer or Owner
To change the permissions granted to a user already added to the Permissions table, click the
Permission field beside that user, and pick either Owner or Viewer (Viewer is the default).

Permissions

User Permission

CFJohnzon@nps.gov Owner delete -
DPerkinz@nps.gov :‘m v | delete
dsvendson@nps. gov Owner delete F
hthomas@nps.gov Viewer {b delete ‘ ‘

9.4 - Deleting an Owner or Viewer
To delete a user from the Permissions table:

a) Click the word delete beside that user.

Permissi

User = | Permission |
DPerkinz@nps.gov Owner rs
dsvendzon@nps.gov Owner

hthomas@nps.gov Owner ji
memiler@nps.gov Owner

MEKMoran@nps.gov

ressissnger@nps.gov ) Are you sure that you would like to tl:lelete Fh'u; permission? Click the "OK' button to continue £|
M with the delete, otherwise click the 'Cancel' button.

Trroutman@nps.gov

Vivebster@nps.gov K Cancel

AmbroseJohnson@nps.gov @7 Tiwmar E

b) Click the OK button on the pop-up warning screen.
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10 - Reference Save and Lifecycle Options

If the Edit Details tabs are not already visible for a reference, click the Edit Details option to
open the Edit Details screens (see 4.2 - Opening an IRMA Reference for Editing).

The save option tools are located in the Save and Set box on the lower right-hand portion of all
IRMA Edit Details or the Create a Published Report screens. You can save a reference for a
NRPM report any time.

[ Inactive Quarantined In Review Active

Cancel

For more information on the different lifecycle states, and the ramifications for visibility and
downloadability of a reference, see Table 1 and chapter 2.4 - IRMA Lifecycle State Definitions
and Ramifications.
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11 - Adding and Managing Holdings

Multiple digital files, external webpage sources, descriptions of the locations where physical
documents or objects are contained, etc., called Holdings, can be attached to the same IRMA
reference. Any internal IRMA user may upload a holding to a reference. Furthermore:

e Only active holdings are available for download.

e Only owners of the individual holdings have editing rights to that holding.

11.1 - Adding a Digital File to an Existing IRMA Reference
1) Click the Add Digital File option near the top-center of the main reference record page.

IRMA Portal ol P Seryiee rior -
Integrated Resource Management Applications Natural Resource Stewardship and Science ;"_:\
Home ~ Search + Add & Manage ~ Topics ~ Mews About Help ContactUs
Fortal > Home * IRMA Applications = Data Store = Search » Frofile CFJohnson
Add Digital File | | | Clone
Edit Details | Change Type | Manage Link to Report Series | Inactivate | Quarantine |

Coonan TJ, Guglielmino A. 2012. Island fox recovery program: 2010 annual report.
National Park Service. Fort Collins, Colorado. Natural Resource Report.
NPS/MEDN/NRR—2012/483. Published Report-2181995.

Published Report
Reference Code: 2181985

Reference Status as of 01/10/2012: Active
Visibility: Public

2) On the next screen click the Select 3) Use the automatic Windows Explorer tools to
Files button. select a file, and click the Open button.

€ Open " - |

o

- T test v | 42 || Search z te
o8 [} < ReportsToReview » ztest » | ‘?H =

o]
Coonan uglielmino A. 2012. Island fox recovery program: [ o . _ . fouer 5
Service, Collins, Colorado. Natural Resource Report. NPS -
Report-2181995 ©# NRPCGISDFS (\\nps.doinet’ = Name Typ
g% content_public (\\inp2300fc x -
archive ile
" " G 2300fcvalcaa)
© Read Disclaimer : NDR::::::‘:&WZE;;::S:: L 2010 NPS Island Fox Report pdf L 1 Adol

X DataStoreHelp.pdf

1] MORA_OLYM_Elk_Protocol_Cover.docx

1] table_examples.docx
Thumbs.db

Upload New Files . NaturalResourcePublicatic

Reports Procedures

Status Size Progress ReportsToReview b 2011 250 pM Dt
- 1submission forms |
2archive
. 3dbsource
. dwebsite
Kimn_intertidal_20120:
Kimn_lakes_20120106
2 test
archive

8 nrid Minn2300fescasa i1.nns

- File name; -

!

Select Fjles

4) After you have one or more files that
you want to upload, click the Upload
button to upload the selected file(s).
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Files have been successfully uploaded when the Status field reads Complete, and the File
Uploaded and Add or Remove Owners sections expand and are ready for updating and editing.

Name Status Size Progress
[2010 NPS Island Fox Report.pdf Complete 2 MB ﬁj clear] 3
Total: 1 2 MBof 2 MB |
Select Files Clear All Rows
| 1 File Uploaded
2010 NPS Island Fox | Type Description Here
Report.pdf
| Add or Remove Owners (Optional)
User Permission 1 s
delete cfichnson@nps.gov Owner 5) In the F’Ie Upload
section, fill in a brief
description of the file
uploaded as desired.
User: I'I'Coonan@nps.go\f v | | Add
Cancel K Save and set status to: Draft ' Active
6) Add new *Owners to holding as 7) Click the Active (recommended) or Draft
desired (see chapter 71.1.1 Adding button to finish (*Note: this will take you to the
New Owners to a Holding). main reference screen).

'Since multiple holdings can be uploaded to the same IRMA reference, we suggest:
e You add a short description with just enough information to help users pick the correct file to
download. Longer descriptions can make picking the correct holding more confusing.
e Dates are sometimes added to the description for clarity.
e Below are some examples of short and functional descriptions.

“Final print-quality PDF - 1/11/2012”
“Summary Brochure”
“Old/outdated PDF, June 2010”

’It is a good idea to have more than one owner for each holding. For NRPM reports, we suggest that you
always include the appropriate I&M Network Data Manager, and one to two others from the office that
produced the report (see chapter /1.1.1 Adding New Owners to a Holding).

*Once you click the Active or Draft button, you immediately return to the main reference page. The
old/legacy Holding Management page no longer exists. Holdings are now managed directly on the main

reference page. See chapter 2.4 - IRMA Lifecycle State Definitions and Ramifications for details
about the lifecycle states of holdings.
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11.1.1 Adding New Owners to a Holding
1) In the User field, type in the NPS Active Directory name of the user name you wish to add
(see chapter 9.2.1 — Finding an NPS Employee’s Active Directory Name).

DLEe@nps.gav

KLee@nps.gov
dd @nps.g

JLee@nps.gov
LFLee@nps.gpv 2) Pick the correct user name
' FLee@nps.g from the automatically

CLee@nps.gov generated list.
S0

MLee@nps.gov
JanisLee@nps.gov
LeonardLee@nps.gov 3) Click the Add button.
JackLee@nps.gov

andrewlee@nps.gov

GLee@nps.goy -

User: P'Le."'~=-;,|Tr oV v | | Add

If a new row is added to the User table, the new user has been successfully added. If not, you
will need to go back to Step 1 above and try again.

11.2 - Viewing Holdings on the Main Reference Screen

Once you click the Active or Draft button, your new holding has been added to the reference, and
you will immediately be taken to the main reference page. Scroll about half-way down the main
reference page to see the holdings attached to that reference.

Digital Download Details Edit
2010_NPS_lsland_Fox_Report.pdf

Digital Download Details Edit
2010_NPS_lIsland_Fox_Report.pdf

Note: Having multiple versions of the exactly the same PDF file is sometimes the result
of a single person uploading multiple copies of the same file, because they were
expecting to see the now retired Holdings Management page. Holdings are currently
managed directly in the Holdings section on the main reference screen.

If you suspect that there are duplicate holdings attached to the same reference, contact the
appropriate I&M Network Data Manager
(http://science.nature.nps.gov/im/contactsim/searchcontact.cfm), or Fagan Johnson
(fagan johnson@nps.gov) at the Fort Collins NRSS office for assistance.
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11.3 - Adding Other Types of Holdings to an Existing IRMA Reference (Optional

for NRPM Reports)

1) Scroll about half-way down the main reference page to the Holdings section, and click on the
Add New Holding icon (small and gray “plus” icon).

« Holdings

Digital Download Details Edit
2010_NPS_Island_Fox_Report.pdf

Digital Download Details Edit
2010_NPS_Island_Fox_Report.pdf

2) Use the *Add New Holding Type drop-down menu to select the type of holding to add.

“ Holdings

Add Mew Holding of Type | Select Type... =
. Select Type...
Digital Digital File

2010_NPS_Island_Fox_Report_pdf External Resource

Physical L
Digital Cross Reference

2010_NPS_Island_Fox_Report_pdf

Making a selection will automatically take you to the Add/Edit holding screen for that holding
type. The Add/Edit holding screens are very similar for all types of holdings, as shown in the
screenshots displayed in /1.1 - Adding a Digital File to an Existing IRMA Reference.

Since only digital file holdings are mandatory for NRPM reports, this guide does not provide
screenshots for adding other types of holdings. More information about adding other types of
holdings can be found at the IRMA help site.

*Holding types shown in the Add New Holding Type drop-down menu include:
e Digital Files: any file that is in a digital format (mandatory for all NRTR, NRR, and
NRDS reports) (see /1.1 - Adding a Digital File to an Existing IRMA Reference).
e FExternal Resource: online URL that contains information associated with that reference.
e Physical: the location and/or address where a physical copy is maintained or archived.
e Cross Reference: cross references other NPS/DOI archiving systems that maintain a
physical or digital copy of the report.

11.4 - Viewing, Downloading, and Editing Holdings
All holdings attached to a reference can be seen and managed directly on the main reference

page. Scroll about half-way down the page to see the Holdings section.

To open or download a Digital file, click the Download link.

“~ Holdings

Digital Download Details Edit
2010_NPS_lIsland_Fox_Report.pdf

Digital Download Details Edit
2010_NPS_lIsland_Fox_Report.pdf
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11 - Add/Manage Holdings

If you hover your mouse over the word Details for a holding, a pop-up box will open with
additional information about that holding (name and size of the file, description, etc.).

« Holdings

Digital
2010_NPS_Island_Fox_Report.pdf

+

Download Details

Edit

Holding Details

Digital S
2010_NPS_Island_Fox_Report.pdf peerpten -
Downloadabifty  Public
Lifecycle  Active

The Location attribute provides an
URL address that can be copied-over

file as user permissions allow.

To begin editing an individual holding, click the Edit button.

Chwners

Name

Size

Format

TCoonan@nps.gov

. . T Type Digital
to websites, emails, etc.; providing a N
dlreCt Ilnk to view and/or download the Locztion  https:/firma. nps.gov/App/Reference [DownloadDigitalFile?

code=443290&file =2010_NPS_Island_Fox_Report.pdf
2010_NP5_Island_Fox_Report.pdf
2.2MB

Portable Document Format File

“~ Holdings

Digital
2010_NPS_lsland_Fox_Report.pdf

Digital
2010_NPS_lIsland_Fox_Report.pdf

Download  Details

Edit

Update the Description field (see footnotes one and two on page 27) and add new Owners (see
chapter /1.1.1 Adding New Owners to a Holding) as desired.

Edit Digital jolding »

Coon glielmino A. 2012. Island f ecovery program: 2010 annual report. National Park
Servic Collins, Colorado. Natural R| urce Report. NPS/IMEDN/NRR—2012/483. Published
rt-2181995.
Description -
Owners

User

Permission

delete LFLee@nps.gov Owner

delete TCoonan@nps.gov Owner

delete CFlohnson@nps.gov Owner

User: v | | Add

Cancel Save and set status to: Inactive Quarantine In Review Active

Select the correct >Save and set Status to: button to select the desired lifecycle state (see chapter
2.4 - IRMA Lifecycle State Definitions and Ramifications). This will take you back to the main
reference screen.
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*Warning: Inactivated holdings are now hidden from everyone but IRMA administrators
at the Fort Collins office.

Please use the Quarantine option to remove file visibility for NRTR, NRR, and NRDS
reports. Quarantined holdings are invisible to everyone but owners of the IRMA
reference, never show up in IRMA or other search engine searches, and remain visible
and available for download by owners of the IRMA reference.

The edit holding screens are very similar for all types of holdings. Since only digital file
holdings are mandatory for NRPM reports, this guide does not provide screenshots for editing
other types of holdings. More information about editing other types of holdings can be found at
the IRMA help site.
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