Data Store Procedures for NRR and NRDS Reports April 9, 2016

Final MS Word and Data Store Procedures for
Nationally Published NRR and NRDS Reports

This is an informal guide for managing Data Store references for reports published in the Natural
Resource Reports (NRR) series or Natural Resource Data Series (NRDS). All reports published in
these series are required to have:

1) An active Data Store record (makes the report discoverable and available).

2) A PDF version of the final report uploaded to that Data Store record.

More detailed information about managing and using information in the Data Store can be found on
the Data Store Help Page.

This document is a work in progress. If you can’t get something to work right or see something that
needs to be changed, please contact the Natural Resource Publications Manager (Fagan Johnson).
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April 9, 2016

Step 1. Download the Updated MS Word Report and

Manuscript Submittal Form (MSF)

1) You must be one of the NPS employees included in the final email on layout policy (otherwise
you will not be able to download the files from the NPS Google Drive system).

2) Make sure that you are logged onto an NPS computer that is:

a) Physically located inside an NPS office and is connected to the NPS computer network, or

b) Connected to the NPS computer network via an NPS VPN connection.

3) Inthe Bison Connect email system, open the email sent to you by the Natural Resource

Publications staff, and click on the Google Site web link provided.

Three Remaining Steps

Download detailed instructions for all three steps.

Step 1. Download the updated MS Word file inal and updated MSF at:

https://drive.google.com/a/doi.gov/folderview?
id=0Bx0uAQormwkIbFY4eFNyRDVaMDg&usp=sharing

archived versions.

4) On the next Google Site screen, double-click on each document.

OQ'NBIE‘NCT
& Drive My Driv

Name Owner

» BB My Drive W JELA_NRCA_FINAL_NRSS_Submit docx me
&5 Shared with me | W JELA_NRCA_FINAL_NRSS fagan.docx me

5) When the document pops-up, click on the Download arrow icon.

JELA NRCA Fl _. _Submitdocx  Openwith ~

Natlonal Park Service
U.S. Department of the Interior
Natural Resource Stewardship and Sclence

Note: Do not edit the file using the Google Drive document application (doing so can cause

layout errors in MS Word and in the final PDF as well).


https://vpn.doi.gov/dana-na/auth/url_15/welcome.cgi?p=no-cert
https://mail.google.com/mail/
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6) In some cases, one or more “Are you sure” pop-up boxes will appear. Click the OK, Download,
Yes,or I Am Sure buttons as needed to download the files.

7) This will automatically save the files to the Downloads folder on your computer.

File Edit View Toolsg Hel
Organize + @Op
Bl Desktop
4 Downloads

@ Creative Cloud Files e

| Recent Places

Narne

[ JELA_NRCA_FINAL_NRSS_fagan.docx
&) JELA_NRCA_FINAL NRSS_Submit.docx

8) Proceed to Step 2 on the next page.

Note: Maintaining your own copy of the final MSF is optional. The Natural Resource
Publication staff also archives the MSF in multiple systems.
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Step 2. Make Your Absolute Final Edits and Export the
Report to Adobe Acrobat Format (PDF)

The methods below were generated using Microsoft (MS) Office 2010 and Adobe Acrobat Pro DC.
While there are some differences, very similar methods also work with MS Office 2013 and 365, and
Adobe Acrobat Pro 11. Other versions of MS Office and Adobe Acrobat Pro are not recommended.

1) Make any absolute and final edits to the MS Word document that we sent back to you.
a) Feel free to make additional edits anywhere except the first four and last two pages of the MS

Word document that we sent back to you.

b) Edits are restricted once the report is finalized and uploaded to the Data Store, so please
make sure that the version you export to Acrobat format (i.e., the .pdf you are about to create)
is the absolute final version of the report.

2) Click onthe File menu, and choose the Save As option.

e

nrpm_reports_irma_procedures 1-2016.docx - Microsq

Page Layout References Mailings Review View Acrobat

Information about nrpm_reports_irma_procedures_1-2016

C:\2Projects\Reports Procedures\MRInfo_Portal\nrpm_reports_irma_procedures_1-2016.docx
T Save as Adobe PDI

(5 Open

Lj Close

- Permissions
"Le; J Anyone can open, copy, and change any part of this decument.

Protect
Document =

a) Onthe save As pop-up screen,inthe Ssave as type: drop-down menu, choose the
PDF (*.pdf) option.

@ Save As

Name Date modified Type Size
archive 10/18/2014 9:01 AM  File folder
2] ~Spm_reports_irma_procedures_1-2016.d... 4/4/2016 &:38 AM Microsoft Word D...
Eﬂ nrpm_reports_irma_procedures_1-10-201...  1/17/2012 11:07 AM  Microsoft Word D... 1,
3 ) nrpm_reports_irma_procedures_1-2016.d...  4/4/2016 2:38 AM Microsoft Word D... 1)
Eﬂ nrpm_reports_irma_procedures_6-2014.d...  6/11/2014 5:12 PM Microsoft Word D...
] nrpm_reports_irma_procedures_decemb...  6/7/2014 11:25 AM Microsoft Word D... 1)
UMAT\users =« | 1 | r
s_irma_procedures_1-2016.docx -

Word 97-20053Wemplate (*.dot)
* Hide Folders p
XPS Document (*.xp:
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b) Make sure that the Standard (publishing online and printing) buttonis
selected or checked.

@ Save As

w | 43 ||| Search NRinfo Portal

Organize «

@) Creative Cloud F|

= Recent Places

Name Date modified

J archive 10/18/2014 9:01 AM  File folder

Librari "L nrpm_reports_irma_procedures.pdf
4 Libraries

"L nrpm_reports_irma_procedures_pagel .pdf
@ Documents

6/11/2014 511 PM
6/11/2014 5:08 PM
6,/11/2014 4:41 PM

Adobe Acrobat D...
Adobe Acrobat D...

Adobe Acrobat D...

i "L nrpm_reports_irma_procedures_pagel0.p...
J’ Music

[E] Pictures

E Videos

M Computer
£, Local Disk (C:)
= FAGAN'SIPO (E:

fovTUMAL \users ~  « |

gyts_irma_procedures_1-2016.pdf

Tags: Add a tag Title: Add a title

Optimize for: @) Standard (publishing
online and printing)
® Minimum size [¥] Open file after publishing
(publishing online)

“ Hide Folders

c) Click the Options button.

d) Onthe options pop-up screen, make sure that these buttons are selected or checked:

i) Create Bookmarks using Options | el
Page range
(1) Headings
urrent page
- B Selecti
il) Documents Properties .;;;.p::(;n From: |1 = To: [
.. Publish what
ill) Document structure tags for © Document

Document showing markup

accessibility

Indude non-printing information
Create bookmarks using:

IV) Bitmap text when fonts may not be

(7 Word bookmarks
emb e dde d Document properties
Document structure tags for accessibili

PDF options

e) Click the ok button.

[T 150 19005-1 compliant (FDF /&)
Bitmap text when fonts may not be embedde:
e document with a password
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3) Backonthe save As screen, click the Save button.

@ Save As

v . < Local Disk (C:) » 2Projects » Reports Procedures » NRInfo_Portal » - Rinfo_Portal

Organize » MNew folder

@ Creative Cloud Files Name Date modified

=l Recent Places X i
.. archive 10/18/2014 9:01 Al ile folder

"L nrpm_reports_irma_procedures.pdf 6,/11/2014 5:11 P dobe Acrobat D...

4 Libraries
@ Documents
J’ Music
[ Pictures

B videos

"L nrpm_reports_irma_procedures_pagel.pdf  6/11/2014 5:08 P \dobe Acrobat D...

=L nrpm_reports_irma_procedures_pagelO.p...  6/11/2014 4:41 P dobe Acrobat D...

o Computer
£, Local Disk (C:)
e FAGAN'SIPO (E2)
L CFlohnson (\inp2300fcv TUMAL \users ~ ¢ |

File name: nrpm_reports_irma_procedures_1-2016.pdf

Save as type: | PDF (*.pdf)

Authors: cfjohnson Tags: Add atag

Optimize for: tandard (publishing
online and printing)
©) Minimum size Open file after publishing
(publishing online)

= Hide Folders

4) Depending on the size of the document, it make take a few minutes for the new PDF file to be
automatically be added to the same folder that contains the final MS Word document.

S~

- | » Computer » Local Disk (C9) » 2Projects » QU <duf NRInfo_Portal » = | 49 | Search NRinfo_Portat 0
File Edit View Tools Help
Organize v n Open with Adobe Acrobat E-mail New folder ~ [ @
. archive Name Date modified Type
. arrowheads
. msf
. MRInfo_Portal

.. archive

= nrpm_ s_irma_procedures_1-2016.pdf 47472016 10:22 AM Adobe Acrobat D... 1,296 KB

s_irma_procedures_1-2016.docx 4/4/2016 10:22 AM Microsoft Word D... 1,628 KB

4/4/2016 8:42 AM TMP File 1,391 KB

rma_procedures 1-2016.docx 4/4/2016 8:38 AM Microsoft Word D... 1KB

f_irma_procedures_6-2014.docx 6/11/2014 5:12 PM Microsoft Word D... 973 KB

£ s_irma_procedures.pdf 6/11/2014 5:11 PM Adobe Acrobat D... 1,129 KB

‘ "L nrpm_reports_irma_procedures_pagel pdf 6/11/2014 5:08 PM  Adobe Acrobat D... 155 KB

"L nrpm_reports_irma_procedures_pagel0.pdf 6/11/2014 441 PM  Adobe Acrobat D... 208 KB

@J nrprm_reports_irma_procedures_december 2013.docx 6,/7/2014 11:25 AM Microsoft Word D... 1,795 KB

@J nrprm_reports_irma_procedures 1-10-2012.docx 1/17/2012 11:07 AM  Microsoft Word D... 1,781 KB
. archive 10/18/2014 9:01 AM  File folder

| process_presentation

L. sopn_

| style_guides_and _procedures

| templates

/ ReportsToReview
J sql_svr_2008r2

J state_of_the_parks
| temp

. Users

L web
-~ 4 m

nrpm_reports_irma_procedures_pagel.pdf Date modified: 6/11/2014 508 PM Date created: 10/18/2014 9:01 AM
Adobe Acrobat Document Size: 154 KB

5) Proceed to Step 3 on the following page.
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Step 3. Activate the Draft Data Store Record That Was
Created For You and Upload the Final PDF

Please use the draft Data Store record that the Natural Resource Publications staff created for you.
Why?

The Reference Code for the draft Data Store record that we sent you has already been
permanently archived in external data systems (we cannot change the external information later).

The first three sub-steps below are very similar to those at the beginning of Step 1. They are repeated
here because these steps are often performed by different NPS employees and on different dates.

1) You must be one of the NPS employees included in the final email on layout policy (otherwise
you will not be able to download the files from the NPS Google Drive system).

2) Make sure that you are logged onto an NPS computer that is:

a) Physically located inside an NPS office and is connected to the NPS computer network, or

b) Connected to the NPS computer network via an NPS VPN connection.

3) In the Bison Connect email system, open the email sent to you by the Natural Resource
Publications staff, and click on the Data Store web link provided.

Step 3. Activate the draft IRMA record that I created for youy a pload the final
PDF (Name) (Download detailed instructions for all three steps).

a) Go to this address to open the draft Data Store record th eated for you:

This will automatically open the webpage for the draft Data Store record that we created for you.
Internet Explorer or Chrome web browsers are recommended.

4) On the draft Data Store record webpage, click on the Actions button, located near the top
right-hand part of the page, and choose the Edi ¢ option.

National Park Service
Data Store U.S. Department of the Interior
Integrated Resource Management Applications Natural Resource Stewardship and
Part of IRMA

Home ~ Search + Reports Create + My Content v UPOC ~ Administrator ~ Hel Contact Us

(Draft)

Actions

Title Natural resource condition assessment for Jean Lafitte National Historical Park and Preserve Add to Col

Description  This report provides an assessment of the condition of key Sz
natural resources at the Jean Lafitte Mational Historical Park and Preserve Edit
(JELA). It discusses stressors that threaten these resources and the biological
integrity of habitats in the park. This assessment focuses on vital signs I



https://vpn.doi.gov/dana-na/auth/url_15/welcome.cgi?p=no-cert
https://mail.google.com/mail/

Data Store Procedures for NRR and NRDS Reports April 9, 2016

6) Onthenext Editing Published Report page, editand update the Data Store record
metadata as you desire.

National Park Service

Data Store U.S. Department of the Interior

Integrated Resource Management Applications Natural Resource Stewardship and Science
Part of IRMA

Home ~ Search » Reports Create v My Cop JPOC v Administ rw Help ContactUs

CFlohnson

* Required to Submit
Display Ctation  Hatt JL and Others. Naturzl resource condition assessment for Jean Lafitte National Historical Park and Preserve. Natural Resource Repart.
MPS/JELA/MNRR—2015/953. National Park Service. Fort Collins, Colorado
Current Lifecycle  Draft (In Edit Mode)
Core Permissions Files and Links Units and Geography Subjects and Keywords Taxonomy Cross-References Version History Change Type

| Published Report

*Titke | Matural resource condition assessment for Jean Lafitte National Historical Park and Preserve

Note: For discoverability, it is very important to update the Data Store metadata for a new report.

e The Natural Resource Publication staff will have already filled in some fields for you (Title,
Authors, etc.).

o Ataminimum, it is a good idea to double-check and update these fields as needed:
» Author (s) -spelling and listing order (found on the Core tab)

» (Units - especially for reports covering multiple park units (found on the
Units and Geography tab)

» Keywords -especially if you use IRMA widgets to dynamically list your
publications on webpages (found on the Subjects and Keywords tab)

e Updating information in other metadata fields is also recommended because:
o Search engines can only search on the information found in metadata fields.

o Search engines cannot search digital files (PDFs, spreadsheets, etc.) that were uploaded
to the Data Store.

e More detailed information concerning the management of Data Store records can be found on
the Data Store Help Page.

7) When you have finished updating the metadata, click on the Activate button located near the
bottom of the page.

| Published Report Series (Optional) (Linked to refi 2007603)

Save & Close

US Department of the Interior ~ FOIA  Privacy Policy ~ Disclaimer and Ownership  NPSHome USAgov  Accessibiity EXPERIENCE YOUR AMERICA™

Your Data Store record is now visible to the public via search engines, Data Store widgets, etc.



http://imtest/im/examples/IrmaWidgets/bibliographic.cfm
https://irma.nps.gov/Content/DataStore/Help/
http://imtest/im/examples/IrmaWidgets/bibliographic.cfm
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Note: Activating the Data Store record before you upload the final PDF is recommended. This
helps to prevent errors with saving digital files to the Data Store (especially for larger files and
offices with slow or intermittent Internet connection speeds).

8) On the newly activated Data Store record webpage, click on the Actions button, located near
the top right-hand part of the page, and choose the Edi ¢ option.

National Park Service
Data Store U.S. Department of the Intarior
Integrated Resource Management Applications Natural Resource Stewardship and ¢
Part of IRMA

Home ~ Search ~ Reports Create v My Content » UPOC ~ Administrator « Hel Contact Us

Title  Matural resource condition assessment for Jean Lafitte National Historical Park and Preserve

Description  This report provides an assessment of the condition of key
natural resources at the Jean Lafitte National Historical Park and Preserve Edit
(JELA). It discusses stressors that threaten these resources and the biological 4}"] -

9) On the next page, clickthe Files and Links tab.

Core Permissions Files and Links Geography Subjects and Keywords Taxonomy Cross-References Version History Change Type

Files and Links +, Add ~ | Display Order

Type Location Description

Digital Fil=

10) Click the Add button, and choose the Digital File menu option.
11) Click the Browse button.
AddDigitalFi? *

Description |

= =m
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12) On the next screen, navigate to the folder that contains the PDF file.

(=) Choose File to Upload @
_cmmm—
@\-\J' 4 » Johnson, Chalmers F. » Downloads 2
e —
Organize New folder * 0 @
| My Documents Date medified

Public Documents i .

Jm . 2015_slideshow 5/21/2015 3:45 PM
1 Music
. colm_nrca_2-2016 3/25/2016 2:54 PM

=/ Pictures o TR TR

X . grba_1-2016 3/31/2016 8:56 AM
B videos

. ROMN 2/10/2016 11:19 AM
_ desktop.ini 2/17/2016 8:46 AM (
18 Computer = — -
. i =\ JELA_NRCA_FINAL Report.pdf 4/3/2016 2:13 AM
£, Local Disk (C:) o —
CFlohnson (\inpZ300fc TUMAL\Users) (H) | = ""_] MRCA_Tergilate v39.docx 3/28/2016 12:04 PM
ol ) (3
2 . ) MRR_Te /3 .8.docx 3/28/2016 2:02 PM
8 IMD_Files (\\inp2300fcwl5816) (M)
g IM_Web_Archive (\\inp2300fcwl5816) (M:)
g% NRIntraTest (\\inp2300fcvgated) (O:)
g% NRIntraStage (\\inp2300fcvgate3) (P:)
g% NRSSCommon (\WINP2300FCVTUMAL) (S:)
"¢ TeamShares (\inp2300foe TUMAL) (T:)
g IMTest (\hinp2300fovgate3) (L) )
o ThASkama A inn I N0Fmmata?l (0 | < | L [
File name: JELA_NRCA_FINAL_Report.pdf > [ Fies ) -

[ open |+ [ conce |

13) Select/highlight the PDF file, and click the Open button.

14) When the file has finished uploading, click the Add button to add it to the Data Store.

x

Add Digital File

Browse... Cancel | JELA_NRCA_FINAL_Report.pdf
5.8 MB ready

Desaription | Adding a file description is strongly recommended if you plan to add more than one file to this refere

= =

Upload times vary depending on your connection speed (usually within 1-3 minutes).

15) When the PDF file has finished uploading, it will be listed inthe Files and Links table.

Core | Permissions | Files and Links nits and Geography || Subjects and Keywords T: Cross-Ref Version History Change Type
Files and Links (1) +./Add~ Display Order ~
Type Location Description Other Details
% (%) Digital File JELA_NRCA_FINAL_Report.pdf pdf (5.8 MB)

WO VIV VIV VIV VVIVVIVIVIVVVVVVVVVVVVVVVYVVYVY.

Save & Close

Cancel m Inactivate

16) Scroll to the bottom of the page, and click on the Activate button. Your PDF is now available
for download by the public.

10



Data Store Procedures for NRR and NRDS Reports April 9, 2016

17) Once the final report has been uploaded and the Data Store record activated, the process is
complete, and you do not need to contact the Natural Resource Publications staff again about this
report.

Edits Are Restricted Once the Report Is Finalized and Uploaded to the Data Store
NRR and NRDS reports are officially published by the NPS. After they are they are released to the
public, all PDF files of NRR and NRDS reports sharing the same report series number should be
identical (variations in image quality are allowed, but all other content should be the same).

If you find something that absolutely must be changed after the final PDF has been uploaded to the
Data Store (released to the public), you have three basic options (listed below in order of preference).

a) Just live with the errors. This is the preferred option for a vast majority of cases.

b) Publish a completely new version of the report with a new and unique report number, TIC
number, Data Store record, etc.

i) Examples where this option is recommended include: The original report contains
incorrect information that could potentially lead to incorrect interpretation, or that
conflict with current DOI or NPS policy.

i) To publish a new version:

(1) Add text to the report subtitle to differentiate it from the original (e.g., April 2016
Revision, Updated April 2016, etc.).

(2) Send the new final MS Word file, along with a new MSF, to the Natural Resource
Publications Manager (Fagan Johnson) for a new final layout policy review.

c) Create a separate Addendum or Errata document (in PDF format).

i) This option is only recommended in situations such as: Adding additional contributors or
a new appendix, correcting significant errors in a single table or chart, etc.

i) Recommendations for creating a separate Addendum or Errata document.
(1) The PDF of the original report remains unchanged.
(2) Create the separate Addendum or Errata document.

(3) Place the PDF of the original report and the separate Addendum or Errata PDF inside
a single zip file.

(4) Upload the zip file to the Data Store record created for the original report.
(5) Inactivate the original stand-alone PDF report file from the Data Store.

(6) Notify the Natural Resource Publications Manager (Fagan Johnson) of the change.

A reminder: This document is a work in progress. If you can’t get something to work right or see
something that needs to be changed, please contact the Natural Resource Publications Manager
(Fagan Johnson).

11
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