Instructions for using the Simplified Formats

Introduction
The Simplified Formats were developed to meet the needs of those data submitters who have no possibility to use the ERF3.2 hierarchical format or have only Excel-stored data. One advantage of the Simplified Format is that multiple years can be reported in one file whereas ERF3.2 hierarchical format requires one year/one file.
The Simplified Formats can be used for reporting most fields from the ERF3.2 format but do not support all of them (i.e, no reference material/control chart fields, no transect description fields). 
There are three Simplified Formats, one for each of the following data types/matrices: 
· Contaminants (for sediment, biota and seawater) including microlitter parameters
· Community data (for phytoplankton, phytobenthos, zooplankton, zoobenthos)  
· Litter
The “Simplified Format for litter” is used for macro-, meso- and microlitter on the seafloor (MATRX=SF), in the water column (MATRX=WC), on the water surface (MATRX=SW) or on a beach (MATRX=BE) (note that these formats/database are not for OSPAR beach data). This format allows for reporting information in fields such as litter reference lists (LTREF), type of plastic (TYPPL), size (LTSZC) and other properties (LTPRP) of the litter.
For microlitter data which need to be linked to the specific sample matrix that was analysed in biota, sediment or water bottle data (for example, in the stomach of a fish (MATRX=ST) or in a specific grain size fraction (ex. MATRX=SED1000) in sediment), report the microlitter parameters together with the other sample parameters in the “Simplified Format for Contaminants&Microlitter”. This means that the fields for general litter above, LTREF, TYPPL, LTSZC, and LTPRP, are not available but parameter codes can be created by the Data Centre to include any combination of these litter field options if necessary. For example, if one knows the type of microplastic that was found in the stomach, a code can be created to reflect this information which would otherwise be reported in field TYPPL. Contact accessions@ices.dk for additional codes.
Instructions for all data types
For successful data submission, follow the step-by-step instructions:
1) Open the relevant Excel file: “Simplified_Format_Contaminants&Microlitter.xlsx”, “Simplified_Format_Litter.xlsx”, or “Simplified_Format_Communities_PP-ZP-PB-ZB.xlsx”. 
2) Read the descriptions of the fields available in the tab “Field Descriptions” and identify the fields for which you have data. Report these in the tab named “Simplified reporting”.
3) Fields that are not possible to fill can be deleted as long as they are not mandatory. See colour coding for mandatory fields and the examples supplied according to data type (biota/sediment/water/litter/phytoplankton etc.) in the other tabs. 
4) Download the “DOME FAQ Document” for help https://www.ices.dk/data/Documents/ENV/DOME%20Frequently%20asked%20questions.docx. Contact accession@ices.dk with any questions concerning creation of identification fields. Some examples are:
a. CRUIS - actual ship log number, or according to year “2015”, or season “winter2015, spring2015”, or ship name etc.
b. STNNO - sequential numbering, actual station number, “Station_name”. Note that “Station_name” can only be used if the station is not visited again in the same year – otherwise, “Station_name_1” and sequential numbering onwards can be used for each new visit. Alternatively “Station_name_Date” can be used.
c. SMPNO  - sequential numbering, actual laboratory ID or haul number.
d. SUBNO - sequential number for each individual, or actual laboratory ID number for each fish/core/bottle.
5) Review the tab “Conversion rules and assumptions”.
6) Delete the top “info” line so the file starts with “RLABO”. See examples.
7) Save all the columns in the “Simplified reporting” tab as format “text”. Do not use date or time formats such as “/”, “–“ or “:” as they are not accepted.
8) When finished, save as type: CSV (Comma delimeted) (*.csv) and check that station names look correct when opening the file in a text editor like Notepad.
9) Convert the file at https://vocab.ices.dk/DataConversion/ by choosing the appropriate format. Download the resulting ERF3.2 file and check it via the data checking program DATSU at https://dome.ices.dk/datsu/. Contact accessions@ices.dk for the password to DATSU. Fix all critical errors. Fix all errors and warnings where possible.
10) Send the ERF3.2 file to accessions@ices.dk.
[bookmark: _GoBack]ICES will then log the submission, assign an accession number(s) and screen and load the database. If critical errors occur, the data are prevented from uploading to the database and the submitter will be contacted. Otherwise, a link to the report and uploaded data will be sent to the data submitter along with the accession number. Status of a submission can be followed at https://www.ices.dk/ data/tools/Pages/Submission%20status.aspx. 
