
Instructions for using the SBRS Excel record card
Revised January 2021

1. Introduction
The SBRS Excel record card (ERC) is a means of entering records for an area, such as a tetrad or
monad. Users who have any problems can contact me by email
(e_sussex_recorder@sussexflora.org.uk).

Species are selected by marking a list of species on an Excel spreadsheet either by typing a letter or
number (see 2.3.1 below) into, or double clicking on, the cell to the right of the species name. The
marked species are then automatically outputted to an Excel file in a standard format which can be sent
to the SBRS Records Officer, Nevil Hutchinson (e_sussex_recorder@sussexflora.org.uk). If you find
species which are not included in the lists on the card you can add them to the output file manually as
explained in section 3.2.3 below

In addition to selecting the species recorded the user must enter four other pieces of information:

● Location

● The tetrad or grid reference

● Recorder’s name

● Date of recording

The grid reference must be a tetrad or a more accurate grid reference (e.g. 1km or 6 figure).

The output file may prompt you to add more information for certain species. e.g. more details in the
comments section for rarer species, or a review of its status (see Appendix).

Important notes:
The record card file contains Excel macros which are used for generating the output file. When you
try to open this file, Excel may not allow you to do so, or it may prompt you about enabling macros, or
you may simply find that clicking the buttons on the spreadsheet does nothing (but if it is the last of
these there is another possible cause - see comment at start of section 3.1). You must ‘allow macros
to be enabled’ or the program will not work. How to do this depends on the version of Excel you are
running.

Before using the program for entering a lot of data, do a trial by selecting just a couple of species to
check it is working on your version of Excel.

2. Entering information
Data is entered on the sheet named "Entry_sheet". There is also a sheet called "Example_sheet" which
shows an example of a completed entry sheet. To start, select the data entry sheet by clicking on the tab
labelled "Entry_sheet" at the bottom of the display. You can then enter the two types of information
required: The general information about location, recorder etc. (see section 2.2) and the list of species
(see section 2.3).

2.1 Clearing old data
If there is any data in the spreadsheet left over from previous usage then you must clear it by clicking on
the button marked "Press Enter then click to clear old data". It is generally a good idea to do this anyway
before you start entering new data in order to be sure that you enter only the data recorded this time.
When you do this a warning message appears to check if you really do want to delete the data. Just click
“Yes” if you do wish to delete everything or “No” if you made an error and do not wish to delete the
information already there.
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The spreadsheet does not automatically clear the data on start up so that you can, if you wish, save the
record sheet part way through entry and then come back later to finish your entry (see section 5.).

2.2 General information
At the top left (cells C3 to C6) there are spaces to enter 4 key pieces of general information mentioned in
the introduction. All of these must be filled in. The pieces of information you need to enter are:

2.2.1. Location
Enter a name which best defines the locality from which the records came. Once the output file is
generated you can change the locations for specific species if you wish. Please note the following:

● Always use a name which is on the 1:25,000 or 1:50,000 OS maps of the area.

● Please choose a fairly short name which covers, as far as possible, the whole area recorded.

● Please don't put things like "on grass verge" or "roadside bank" in the location field. Details like
this should be added in the Comments column.

2.2.2 Tetrad or grid ref.
Enter the tetrad or grid ref. which best defines the recording area. Traditionally, recording was at tetrad
(2km x 2km) resolution, but we are moving more towards recording at monad (1km x 1km) level or
higher.
Please note the following:

● If the grid ref. format is correct but is not a tetrad the program will ask you to confirm that it is
correct. You can confirm that you do want to use a non tetrad grid ref. and the program will
generate the output file with that grid ref. If you answer that it is not correct then you are
returned to the entry sheet and can re-enter the information.

● The program will not accept any grid ref. less accurate than a tetrad (e.g.TQ12 would be
rejected).

2.2.3 Recorder name:
Enter your name. Click the down arrow on the right of the cell (C5) and choose your name from the
drop-down list. Only eight names are displayed but more can be seen by using the scroll bar. If you want
to enter names for more than one recorder, repeat the process above. To prevent the list becoming
unmanageably long please then select 'et al' after three names or select ‘Sussex Botanical Recording
Society’.
If your name is not in the list, select 'Guest recorder' and mention this use, together with your full name
and initials, in your email when submitting the record.

2.2.4 Date:
Enter the date when you recorded the selected species, not the current date. We cannot accept records
spread over more than one calendar year.

Please note the following:

● You can use dashes (-) or slashes (/) as spacers in the date (i.e. 02-04-2005 or 02/04/2005) but
the program always converts them to dashes in the final, saved file. Please do not change this.

● The format is flexible so you can use, for example: 04-04-2020, 04-04-20, 4-4-2020, 4/4-20,
4/4/20, 4 Apr 2020, 04Apr20 etc. Each of these dates will appear on the output sheet as
04-04-2020. If you use letters for the month (e.g. Apr) you must use a minimum of three letters.

● If your records cover several dates in a single month (e.g. March 2005) then enter the date in
the form 00-03-2005, i.e. with two zeros in place of the day.
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● If your records cover several months in a single year (e.g. 2004) then enter the date in the form
00-00-2004, i.e. with two zeros in place of the day and the month.

2.3 Recorded species
From row 10 of the entry sheet downwards there are 3 blocks of species names and Biological Record
Centre (BRC) codes. The left and centre blocks contain exactly the same list of species found on the
front of the paper SBRS recording card. The right hand column contains extra species which you may
come across but which are not sufficiently common to include on the front of the paper recording card.

2.3.1 Entering the records
To the right of the column containing the names of the species there is a column labelled "present". For
each species you have recorded please put a marker character in that column. This can be done in two
ways:

1. By double clicking on the cell in the present column. When you do this an "x" will be entered into that
cell.

Note - it is possible that this may not work in some old versions of Excel. If it doesn't you will have to
type in the markers as described below. Also, if you accidentally click halfway between 2 cells you
may get an entry in the wrong cell - check that the "x" appears in the right cell.

2. By selecting that cell and typing in a character (see note below)

If you enter a character manually please note the following:

● You can use any letter or the number 1 (but not symbols like * or #). It is best, but not essential, to
use the same character in all cases (there is one exception see next point). For records marked
like this, a single entry will be generated in the output file.

● You can also put a digit between 2 & 9 in this column. This will generate multiple entries for that
species in the output file (e.g. a 3 next to Salix repens will generate 3 entries for Salix repens).
This allows you to have several entries for rare or scarce species so that you can enter different
grid references, comments etc. for each record.

If you have recorded a species whose name is not included then you can enter it manually at a later
stage – see section 3.2.3 below.

If you accidentally mark the wrong species then select the cell with the wrong marker and delete the
marker just as you normally do in Excel.

You can move up or down the species list in the normal way by using the scroll bar or pressing the
up/down arrows or page up/page down keys (if nothing happens press Enter and try again). Pressing
Tab will take you across to the next marker column to the right and Shift-Tab will take you to the next
marker column to the left.

2.3.2 Notes for some species
You may notice that some of the cells in the present column have a (very) small red triangle at the top
right-hand corner. If you move the cursor over any of these cells a note will appear giving some extra
information about that species.

3. Generating the output file
3.1 Generating the basic file

Important : Before you can generate the output file you must finalise the data entry by pressing
Enter after you have entered the last piece of information. If you don’t, you cannot save the data.
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You generate the output file by clicking once with your cursor on the grey button at the top of the
Entry_sheet labelled "Press Enter then click to generate output file".

If nothing happens when you click the button, press Enter on your keyboard and try again. After you click
on the button, one of two things will happen:

1. You see a new spreadsheet containing a list of the species you have selected with the location,
grid ref., recorder, date, year and VC in appropriate columns. For many species the standard
status will also have been automatically filled in but for some it will not - see below.

2. You get an error message if you have forgotten to enter the recorder, date, location or grid ref.
information or if the date or grid ref. format is incorrect in some way. If you get an error message,
go back and enter or correct the problem information in the top 4 cells of the entry sheet and click
the grey button again. Note that if the date format is wrong, the program tries to correct it and you
will simply get a warning asking you to check the output file; when you click ‘OK’ the file appears
as described above.

The spreadsheet which is generated contains some extra columns which are used by the County
Recorders. Please do not enter any information in the columns labelled tetrad or 10km. The year and VC
are calculated from information entered in the tetrad or grid reference and date of recording cells on the
"Entry_sheet". For tetrads straddling the border between VC13 and VC14 the VC column will contain the
entry "13, 14". If you know with certainty which VC your record(s) are in you may edit this column
accordingly. Otherwise do not change the entry. If you wish you can enter information for specific records
in the Confidential column (see end of 3.2.1).

3.2 Completing the output file
At this stage you will see the initial version of the output file has been generated. If you have not entered
any rare or scarce species (those marked “+” on the paper recording card) or any species where the
status can be ambiguous, and you do not need to enter any extra records, comments or a different
location or date for any of the species records, then you can go on to save the file - see section 3.3.

3.2.1 Adding extra information
The species list is sorted so that any species present which require more information are at the top of the
sheet and the cells where you need to enter more information are marked with a bright yellow
background. This information varies depending on the species:

● For rare or scarce species the location, grid ref. and comments column are always marked
yellow and the status column may be yellow. Please enter as much information as you can, in
particular a more precise grid reference and the correct status. If you do not have extra
information then the record will still be acceptable but it is much more valuable with more
information.

● For the more common species where the status can vary (e.g. Acer pseudoplatanus) only the
status cell is yellow. Please enter the status.

● For some species where the normal status is "E" (e.g. Cymbalaria muralis) the status is
automatically inserted and the cell highlighted pale green but, on occasions, may be incorrect
(it could be casual, surviving or planted). Please check these statuses and change them if they
are wrong.

● Archaeophytes will have the status “A” automatically inserted and highlighted purple. This is
because it is often difficult to assign the correct status to these plants and using “A” assures
consistency. Those which are also rare or scarce species will have the grid ref. and comments
column marked yellow and you should enter the extra information as above.

● Det. column: Some plants, especially rare or critical species, must be expertly determined or
confirmed before the record can be accepted, and the determiner’s name should be entered in
the appropriate column on the sheet. In many cases the expertise to do this resides within the
SBRS but it may be necessary to use a BSBI referee, particularly for critical species. A list of
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determiners can be found on the ‘Recorders’ tab sheet in this workbook and contains names of
all the BSBI referees and other people who have determined plants in the past. If you wish to
use one of these names you should copy and paste it from this list into the correct cell in the
output sheet. Do not attempt to type it manually as this can introduce spelling errors. Leave the
cell blank if you are the determiner. If the name of the determiner is not in the list, please use
‘New determiner’ from the top of the list and full details in your email when submitting the
record.

● Herb. column: If you collect a voucher specimen and either keep it yourself or donate it to a
museum or herbarium you should use this column. Either insert your name (as used in the
recorder name column), or the official herbarium acronym. If you don’t know this it can be
looked up in the Index Herbariorum

It is very important that you fill in all the blank cells in the status column with one of the standard status
letters (see Appendix). If you really are unable to decide what the status is then please enter “U” for
“unknown”.

If, for any reason, the location and/or grid ref. of a given record is confidential please enter ‘Yes’ in the
Confidential column for that record. This means the record will not be shared with other organisations.

3.2.2 Species with multiple entries
For species where you entered a number other than “1” in the marker column, there will be several
entries in the sheet. Enter the separate details for each record in the appropriate columns.

3.2.3 Species not in the entry sheet
If you have recorded any species which were not on the Entry Sheet then please do the following:

● Go to the sheet marked MapMate taxa list. Copy the taxon name and paste into the species cell
in the Output sheet. If your plant is not in the list you can still enter it manually but please try to
confirm the spelling from another source, such as The Plant List, and check the list of All taxa
ever recorded in Sussex on the SBRS web site. If your plant is not in this list it is likely to be a
vice-county record. As such the record can only be accepted by us if it is expertly determined
(preferably by the BSBI referee) and/or supported by a voucher specimen.

● Do the same for the BRC code. If there is no code use “0” (zero).

● Fill in the other fields including Location, Grid Ref, and Comments. If appropriate complete the
Determiner (Det.) and Herbarium (Herb.) columns. The date should be entered in ‘dd-mm-yyyy’
format and, if it is the same as that of other records on the output sheet, is best done by copying
from a completed cell and pasting as text or values.

N.B. If you enter the date manually you must first right-click on the cell and choose ‘Format cells’
from the drop-down menu. From the ‘Number’ tab select ‘Text’ and click ‘OK’. Then enter the date
as above.

4. Saving the output file
Once you have completed the entry of all the extra information please check the file for errors - it is
very easy to put a marker on the wrong line and get the species above or below the one you intended!

Once you are happy that the data is correct then save the file. If you simply save the file it will be saved
in the same directory as the Excel record card (ERC) file and will be automatically named using an
abbreviated combination of the record grid ref., record date and recorder(s) name(s). You can choose to
use the Excel Save As option to save it under a different name or in a different directory but a version of
the file as originally generated (i.e. without your added statuses, rare and scarce plant information etc.)
will exist in the current directory.

Finally, please email the final file to Nevil Hutchinson (e_sussex_recorder@sussexflora.org.uk) putting
“SBRS Records” in the email subject line. It is helpful if this is done as soon as possible so that any
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queries can be dealt with while the records are still ‘fresh’. Subsequent records for the same area can
simply go in another file.

5. Saving a partly completed card
If you need to stop entering data part way through and wish to save it and resume later, simply save the
ERC file directly or under another name using the standard ‘Save As’ facility in the file menu.

When you reload the file you will get a message saying that markers have been found and asking if you
wish to delete them. If you really are loading a partly complete file with the intention of adding further
records then click ‘No’. If you do want to start afresh then click ‘Yes’ and, after a further check to confirm
that you really do want to delete the data, the sheet is cleared ready for a fresh set of records.

Appendix: Statuses
Status is the term used to indicate the origin of a plant. The following terms are used, which, for entry into
the spreadsheet must be abbreviated to the letters given below:
N = Native – Plants naturally occurring in the area. Note that some native plants may also occur as alien

introductions. One example in Sussex is Myosotis sylvatica (Wood Forget-me-not). This does occur
very occasionally as a native in Sussex in old woodlands but the vast majority of our records occur
along road banks, tracks, near houses etc. and the majority of these have almost certainly originated
from plants grown in gardens, making them E.

A = Archaeophyte - Plants which were introduced to an area by humans (or arrived naturally, but from
an area in which it was present as a human introduction) and became naturalised before 1500AD.

C = Casual – plants which have arrived accidentally but have only a transient existence (usually a couple
of years at most).

E = Established – plants which have arrived accidentally but which are now growing and reproducing
naturally. A classic example, which becomes established far too easily, is Fallopia japonica
(Japanese Knotweed).

P = Planted – Plants growing where they were planted and showing no sign of generating new plants.
Where there is a planted specimen and apparent naturally occurring offspring around it then it should
be recorded as E.

S = Surviving – plants which have arrived accidentally and which have survived for several years but
which are showing no signs of spreading or increasing in numbers. Used especially for perennial
species where a single specimen is persisting but not generating any seedlings.

U = Unknown - use only when you really cannot decide what the status is. However please do put it
down to indicate that there really is a problem in deciding on the status and it isn't that you simply
forgot to include the status.
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