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1 Version History 

Version Date Author Status 
Reason for 

Change 

0.1 23-Nov-2009 Ann Marie Maclean Draft Initial Version 

0.2 15-Mar-2010 Ann Marie Maclean Draft Updates 

1.0 19-Mar-2010 Jennifer Davidson Approved Approved version 

1.1 1-Jun-2010 Ann Marie Maclean Draft Updates 

2.0 20-Apr-2011 Jennifer Davidson Approved Updates following minor 
changes to the system  

 

1.1 Changes Since Last Version 

Version 0.2 

¶ 2.3.2 ï Indicate that wildcard search does not work on numerical fields 

¶ 5.8 ï Include acknowledgement for Zippin/Carle & Strub code 

Version 1.1 

¶ 2.3.2 ï clarification added that criteria can be added into any search field 

¶ 7.1.1 ï added text to clarify that criteria set in a profiler performs an OR search 

Version 2.0 

¶ Updates to include Other Fish Species Count tab and extra field added to Individual Fish Measurement 
for fish length >249. 
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General System 

1.2 Welcome 
This training document is provided to help you familiarise yourself with your Electrofishing Database 
system. 

1.2.1 Logging In 

You can visit the application by entering the URL for the site into your web browser. You will then be 
prompted to login to proceed. If you have not been provided with appropriate credentials to access 
the application, please contact your Line Manager.  

To proceed, enter your username and password. 

1.2.2 Logging Out 

When you have finished working within the system, you are encouraged to log out the system to 
prevent unauthorised users from access confidential data. To log out, simply click the Logout link in 
the top right corner of every page. You will then be returned to the login screen. 

1.3 Homepage 
When you have logged into the application, you will be shown your homepage. This page contains all 
the links to the various tasks you can perform. The page is divided into three panes; left, right, and 
centre. The left and right panes are further divided into task boxes, which group any related tasks 
together.  

 

Figure 1 - A typical homepage view 

You can access the homepage from other pages in the system by clicking the house symbol  above 
the left pane.  
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You can perform an empty search 
by entering a percent (%) sign into 

non-numeric textbox Search 
fields. This will return all the 

records. 

1.4 Basics 
There are several important features and concepts which are used throughout the application. 
Learning to use these features will help you use the application more effectively. 

1.4.1 Toolbar 

The toolbar is displayed whenever the software requires your action or input, and is found at the top 
left hand corner of your screen.  

 

Figure 2 - The toolbar 

You can use the buttons on the toolbar to work with the system. Please note that not all buttons are 

displayed all the time, for example the ñAddò button  may not appear if you are not permitted to 
add a new record. 

 
Confirm 

 
Reset all the fields on this page 

 
Cancel 

 
Go to the First record in this set 

 
Go back one record 

 
Go to the next record 

 
Go to the Last record in this set 

 
Add a new record 

 
Edit the current record 

 
Delete the current record 

 
Go to the List View 

 
Go to the Search View 

 
Refresh this page 

 
Save, then Add another record 

 
Save, then Edit the same record 

 

1.4.2 Search 

A search view is displayed when you need to identify and return a specific element from within the 
application. This element may be a Site, Contact or any other searchable object defined in the 
application. 

A typical search view will have several fields which allow 
you to specify the criteria you want to use to find the 
object(s) you want. If you define more than one criterion, 
the application will apply all the criteria specified to 
narrow down your results. For example, if you search for 
a Site Proprietor with a surname of ñSmithò, and you 
specify a forename of ñJohnò, the application will only 
return those Individuals with that surname AND that 
forename. Any of the fields can be populated. 
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You can return to a Search 
view from the List view by 
clicking the ñSearchò icon 

 on the toolbar. 

If the field you are using to search for is a date field, you can specify an exact date or a date range. 
To specify a specific date, either use the calendar popup, or by typing manually (in the format 
ñDD/MM/YYYYò), to enter a date into the first date box. To specify an inclusive range of dates, enter 
the starting date in the first date box and the ending date in the last date box. 

 

Figure 3 - A typical search page 

Once you have entered your criteria, click the ñConfirmò icon  in the toolbar. You will then be 
taken to a list view. 

You can run a Quick Search directly from the homepage by using the ñQuick Searchò fields. ñSearch 
Organisationsò search compares the entered text to the name of a company and ñSearch Sitesò 
compares the entered text to the Site Code of a Site.  Any records which match the entered text will 
be returned once the Go... link is clicked. 

 

Figure 4 - Quick Search 

 

1.4.3 List 

You are presented with a list view when you (or the application) 
have defined a list of data you wish to have returned. This may 
be through a Search view, or by a specific task on the homepage 
(such as Search Sites). From the list view you can select which 
record you wish to view in more detail by clicking the underlined 
text identifying that record (if there are no underlined links, you 
do not have permission to view any more detail).  
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Figure 5 - A typical list view 

 

1.4.4 View 

Once you have selected a record to view in more detail, you will be shown a new screen with columns 
of information at the top, and sometimes one or more tabs below. You can click on these tabs to 
navigate to different sections of information relevant to the information displayed above. 

 

Figure 6 - A typical series of tabs 

1.4.5 Tabs 

Tabs are used to show information related to a specified record without having to browse elsewhere 
in the application. A ñparentò record may have one or more ñchildò tabs. Similarly, a child tab may 
have tabs of its own. 

There are three different types of Tabs you may encounter throughout the Electrofishing database.  

These are; 

¶ Groupings ï Additional fields related to the parent record (and to each other) may be 

grouped together into a new tab.  

¶ Child List ï Where a parent record may have more than one related element, the child tab 

will show a List view. For example, a Site may have more than one Contact associated with 

them, in which case their ñContactsò tab would show a list of all that Siteôs Contacts. 

¶ Document ï A document tab is a special type of tab which lets you upload and attach 

documents to a specific record. Clicking Add Document will display a window which will allow 

you to select a file from your local computer, using the ñBrowseò button. 
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Figure 7 - Upload document 

Once you have selected the appropriate document, click on Go to upload it followed by Close 
Window.  The document will then appear in the óDocumentsô tab. 

 

1.4.5.1 Toolbar Focus 

If you have opened a record which has at least one child tab, the toolbar needs to know which record 
you are performing an action on. By default, the toolbar will assume you are referencing the parent 
record. If you want to perform a toolbar action on a child tab, simply click anywhere within that tab. 
The toolbar will update with context specific changes to show you what your permissions are for that 
tab. For example, you may be able to add new parent records, but only view elements in a child tab. 

In that case, the ñAddò buttonon the toolbar will appear and disappear as necessary. 

 

Figure 8 - A typical view with child tabs and parent with toolbar focus 

1.4.6 Adding Records 

Before you can add a new record to the system, you must have sufficient permissions to do so. If you 
have the ability to add a new record to the result set you are currently viewing, there will be an ñAddò 

button on the toolbar, and an |Add New| link in the frame of the record.  

To add a new record into the system, use the tasks on the homepage to find the area of the system 
you wish to add a record to. For example, if you wish to add a new Member Organisation, you can 
click on the Member Organisations task. You are encouraged to search the application before you 
add any new records to avoid duplication. Once you are sure the record does not exist, you can add it 

 
This is the parent record. It typically 
contains more information and detail 

than can be found from a List view. 
This has toolbar focus since the labels 
are darker than the labels in the child 

tab 

This is a child tab, which in this case, 
holds additional information about the 

site proprietor. 
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by clicking either the |Add New| link, or the ñAddò button on the toolbar.  You must save or discard 
your changes before you can proceed elsewhere. 

1.4.6.1 Mandatory Fields 

Mandatory fields are fields which must be completed before the record can be saved. A mandatory 
field is denoted by an emboldened label for that field. Attempting to save a record without entering all 
the mandatory fields will result in an error message. 

1.4.7 Editing Records 

Before you can edit a record which already exists on the system, you must have sufficient 
permissions to do so. If you have the ability to edit the record you are currently viewing, there will be 

an ñEditò button on the toolbar, and an |Edit| link in the frame of the record. 

Editing a record has similar constraints as adding a new record, and you must save or discard your 
changes before you can proceed elsewhere. 

1.4.8 Deleting Records 

Before you can delete a record from the system, you must have sufficient permissions to do so. If you 
have the ability to delete a record from the result set you are currently viewing, there will be a ñDeleteò 

button on the toolbar. 

Once a record has been deleted, it cannot be recovered through the application. If you believe you 
have deleted a record in error, please consult your Line Manager. 

1.4.9 Change Password 

You can change your password at any time by clicking the Change Password link in the ñMy Accountò 
task box on your homepage. After entering your old password, you are prompted to enter your new 
password choice twice. You can also choose to change your display name by changing the text in the 
ñDisplay Nameò field. 

 

Figure 9 - Changing your password 

When you are done, click the ñConfirmò button on the toolbar to continue. 
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2 Maintain Member Organisations 
The system has the ability to view, and edit Member Organisations records which already exist in the 
application and add new ones if necessary.  The system will have the following tasks available from 
the homepage: 

¶ Member Organisations 

¶ View My Organisation 

¶ View Other Organisations 

2.1 Member Organisations 

The Member Organisations task will allow all the Member Organisations in the system to be viewed 
and modified and also add new Member Organisations if required.  This task will only be available to 
SFCC Admin users.  The content of a Member Organisation is discussed in section 2.4. 

2.2 View My Member Organisation 

The View My Member Organisation task will display the Organisation record of the user who is logged 
into the application.  This Organisation is assigned to the user in Maintain User Details which is 
maintained by SFCC Admin.  The content of a Member Organisation is discussed in section 2.4. 

2.3 View Other Organisations 

The View Other Organisations task will allow other Organisationôs records to be viewed.  A subset of 
other member organisations will be displayed.  The content of a Member Organisation is discussed in 
section 2.4. 

2.4 Member Organisation Record 

If you want to add a new Member Organisations, and have permission to do so, first check that they 
are not already recorded in the system already to avoid duplication.  If you are sure the Member 
Organisation is not in the system you can add a new Member Organisation record by clicking the |Add 

New| link in the frame of the record of using the ñAddò button on the toolbar.  Editing a record is 

very similar to adding except that the |Edit| link or ñEditò button  is used.   

 

Figure 10 - Add new Member Organisation record 
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Enter the relevant details on the screen then click on the ñConfirmò button on the toolbar to save 
the new record.  It should be noted that field labels which appear in bold mean that the field is 
mandatory and must be filled in before the record can be saved. 

Below the main Member Organisation record are tabs that are used to log further information.  The 
tabs displayed are as follows: 

¶ Contacts ï this tab allows Contacts of the Organisation to be recorded and includes details 
such as their address and telephone numbers.  If the óMain Contactô checkbox is ticked, the 
Contactôs name and contact details will be displayed in the header of the Member 
Organisation record. 

¶ SEPA Catchment Areas ï this tab allows multiple SEPA Catchment Areas to be associated 
with an Organisation.  It should be noted that a SEPA Catchment Area can be associated with 
a number of Organisations 

¶ Electrofishing Sites ï this tab displays the Sites which are associated with the Organisation.  

The content of the tab is detailed in section 3.2. 

¶ Site Proprietors ï this tab displays the Site Proprietors which are associated which are 
associated with the Organisation.  

¶ Documents ï this tab allows documents relating to the Site to be uploaded.  Details on how 
to upload documents are outlined in section 1.4.5. 

¶ Audit ï this tab records the changes that have been made to the record.  This records when 

the change took place, which user made the change and what the change was. 

 

Figure 11 - Audit tab 
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3 Maintain Sites 

You can search, view and edit records for Companies which already exist in the application and also 
add new Companies if you have sufficient permission to do so. 

3.1 Search Sites 

Clicking on the Search Sites link from the centre of the homepage will allow you to search for a Site 
using a number of different criteria.  A search screen is distinguished from an input screen as 
ñSearchò is displayed in the border around the fields.  As many fields as required can be filled in order 
to narrow down the result set.  The Quick Search facility from the homepage can also be used to 
retrieve a Site record. 

 

Figure 12 - Search Sites 

3.2 Add/Edit Sites 

If you want to add a new Company, and have permission to do so, first search for them to ensure that 
they are not recorded in the system already to avoid duplication.  If you are sure the Company is not 
in the system you can add a new Company record by clicking the |Add New| link in the frame of the 

record of using the ñAddò button on the toolbar.  Editing a record is very similar to adding except 

that the |Edit| link or ñEditò button  is used. 
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Figure 13 - Add new Site record 

Enter the relevant details on the screen then click on the ñConfirmò button on the toolbar to save 
the new record.  It should be noted that field labels which appear in bold mean that the field is 
mandatory and must be filled in before the record can be saved.   

The River Order dropdowns display the Rivers that are currently held in the system.  Each River 
Order dropdown is linked to what was entered previously. For example, when a particular óRiver Order 
1ô is selected, the options in the óRiver Order 2ô dropdown are the Rivers associated with the óRiver 
Order 1ô.  If the required river is not displayed, there is the ability to add new ones and this is detailed 
in section 3.3. 

Below the main Site record are tabs that are used to log further information associated with the site.  
The tabs displayed are as follows: 

¶ Contacts ï this tab allows the Site Proprietors of the Site to be recorded.  To add a Contact 
to a Site, perform an Add in the usual manner and you will then be able to search for existing 

Site Proprietors by clicking on  .  If the Site Proprietor is not found by the search, there is 
the ability to add them using the standard method.  This Site Proprietor can then be set as a 
left or right owner or another type of proprietor.   

 

Figure 14 - Site Contacts 


















































