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Requesting and editing stations in the Station Dictionary requires a user and password. Contact accessions@ices.dk to request a user/password and access level. Note: user credentials for DOME/ICES Sharepoint are not the same as for the Station Dictionary. 
User Access
There are 4 levels of access to the Station Dictionary:
1. The “General” user can view, search and download stations. This user is either an observer or a member of a project like Jericho or SeaDataNet, where fixed stations link to a Platform. This user can request new stations and propose changes/additions for Program Governances (PRGOV) where the station is not used for international monitoring programmes. Examples of PRGOVs are “FP7J” and “SDN”. There is no country restriction for these program governances. All requests will be reviewed and accepted by the ICES data manager before the requests and changes can be seen on vocab.ices.dk. 
2. The “Coordinator” user has one country assigned to the user and can request new stations, make changes/additions to a station for the country assigned to that user, make "same station" allocations and accept attribute changes on the "View Attribute History" tab. All requests will then be accepted by the ICES data manager before the requests and changes can be seen on vocab.ices.dk. Coordinators would usually be associated with international monitoring programmes such as OSPAR and HELCOM.
3. The “Super” user can add, edit and link stations via the bulk upload that will automatically overwrite the ICES database. Note: vocab.ices.dk will be updated without the approval of the ICES data manager. 
There are two types of Super users: one for each country, and one designated for a Commission assessment for multiple countries. The latter can group stations that are used in an assessment by assigning the Program Governance option, for example, “ASMT-MIME”, and then marking the “Aggregate Attributes” box.
4. The “Administrator” can accept attributes on the "View Attribute History" tab for all countries, can synchronise to vocab.ices.dk, add/delete users and set access levels, send emails, deprecate stations and add new checks to the bulk upload validation scheme.
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Manual Requests via Interface

Request a new station
· At vocab.ices.dk/request choose “Station” and log on to the station dictionary. 
· To view all codes, press “View all”.
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· In the “Select attribute” box, search for the relevant country (Station_country).
· Check that the station name does not already exist. You can also download the list of stations to work offline. See the next paragraph below for details.
· To add a new station, press the button marked “Request a new code”. The attribute form “Create a New Code Request” will open.
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· For definitions of the attributes, press “View Attribute Descriptions”.
· Fill in the fields. Starred fields are mandatory. 
· Note that some fields can be mandatory if certain Monitoring Programmes are chosen. Follow the error messages.
· The Program Governance option “ASMT-MIME” can only be used by the super user specifically designated for the Commission assessment. 
· The box “Aggregate Attributes” can only be viewed when a station is assigned as a PRGOV=ASMT* station.
· One cannot mix PRGOV for Commissions with PRGOV for general users (i.e., PRGOV=FP7J or SDN). If one needs access to both types of PRGOV, request a different user ID/password.
· Note that the first time the form is saved and closed, attributes will be visible on the “Attributes” tab. Further additions are visible on the “View Attribute History” tab.

Download the current Station Dictionary
· Log on to the Station Dictionary at http://vocab.ices.dk/request by choosing “Station”. Search for the appropriate Station_Country. Download this subset of stations (or another) in the station dictionary by pressing the button marked “Download...”. If you cannot see the download button, reduce the View percent of your screen (CTRL+”-“).
· Detailed searches can be used to make subsets. For example, if all UK stations with name “_se” are needed, one would search for Station_Country “GB” and Name “[_]se”.
· The downloaded file is a tab file encoded in UTF-8 BOM.


Edit an existing station
· To edit or add attributes to an existing station, press the button “Submit Attributes” and make the changes, then save the form. To view these additions, go to the “View Attribute History” tab. 
· If the user is a Coordinator user (level 2), the station will not be available on vocab.ices.dk until approved by the data manager.
· If the user is a Super user (level 3), attributes can be added/removed by checking the box on the “View Attribute History” tab. The Super user can therefore approve the station, and the code and attribute changes will be visible at vocab.ices.dk the next day. 
· If there is a question on a particular station that needs discussion with ICES, mark the “Alert Flag” check box and click on the tab “Add/View Comments”. Press “Add New Comment” and describe the problem. The request will be marked “Pending ICES” and you will be contacted.
· Stations cannot be deleted, only deprecated.
· It is important to remember that the Station Name in the Station Dictionary must match the Station Name reported in submitted data. If the Name is changed in the Station Dictionary, it will no longer match data in the database. This is to be avoided as it can result in data being excluded from an assessment, or the old assessment reports and views loosing the reference stations. Therefore, consider carefully the Name and Long Name before changes are made.
· The Long Name is used by OSPAR and HELCOM in their assessments of contaminants and biological effects data.  It is intended to provide a station identifier that is interpretable for assessors, managers and members of the public (rather than an abstract code that might be required by a database).  For example, the UK station with a Station Name of “EScotland_DonEstSouterHd_sh04” has the more understandable Long Name of “Aberdeen Harbour”.  In many cases, the Station Name is already easy to understand and can be copied across to the Long Name field.  However, where it is not interpretable, a more meaningful name should be supplied.
· Stations are only included in the OSPAR and HELCOM assessments if data have been collected there in the last six years (i.e. 2011 onwards for the assessments to be conducted at the end of 2017), so priority should be given to finding interpretable Long Names for these stations.  For legacy stations (where data have not been collected since 2010), the Station Name can simply be copied over to the Long Name field.
Relations
· Assessment monitoring stations can be related to each other with the following SKOS relation types in the “Related Station” box:
· 2 - Narrower
· 4 - Same as
· 6 - Replaces
· To define the relation of one station to another station, press the “Create Related Station Links”, choose one of the above relations, search for the correct name or code, click the box on the related station, and press “link code(s)”. Close the form and check that the related station appears in the “Related Station” box on the Attributes form. When downloading the stations from the interface, the relation type will appear in a “Related_Station” record.
· When a station is no longer used, the station should be “closed” by filling in the ActiveUntil year. One can then link to a new station that should be used in an assessment. 
For example, a station “Test old 1980” has been renamed by the local authorities. Enter the last year the name was used in data submissions in the ActiveUntil field. Press the “Create Related Station Links”, choose the relation “Replaces” and link to the new station name, “Test new 2000”. The text should be read from the Related Station box “Test new 2000” replaces “Test old 1980”.
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Create and edit Positions
· Open the attribute form and press “Set position”. This will open a facility where the position can be seen on a map. Adjust the magnification (+/- in the upper left hand corner of the map) so that a coastline can be viewed.
· Choose “Point” or “Polygon”. 
· “Point” is default when creating a station. Use the dropdown box to change to “Polygon”.
· For a point, type in the coordinates and ranges in the boxes. View by pressing “See on map”. A box will appear on the map.
· For a polygon, click the map to set points on the polygon. Polygon coordinates must start and end at the same location, i.e., the first set of coordinates within the same ring ((...)) must match the last set of coordinates within the same ring ((...)). Press “Get position from map”. The coordinates will be entered in the box.
· Press “Save position” which closes the position form and returns to the attribute form.
· Save the attribute form.

Deprecate a station
If a station has an error and has no data reported with the station name in DOME, it should be deprecated. This can only be done by ICES who will first check that there are no data in DOME for that station name. Mark the “Alert Flag” check box and click on the tab “Add/View Comments”. Press “Add New Comment” and request that the station is deprecated and explain why. If the station has been replaced with another station, make sure the relation is visible in the Related Station box. This is used to track the name in previous extractions and assessments. 
The relation “Replaces” can only be used once on a station. If the station has not been replaced, add a comment “Station has not been replaced” on the deprecated station.
[bookmark: _Toc2856515]

Bulk Upload Facility

Manual data entry by the requester and approval by the data manager is time consuming. An alternative is requesting and editing via the Bulk Upload facility. The bulk upload format and examples can be downloaded at http://www.ices.dk/marine-data/tools/Pages/Station-dictionary.aspx. Press the link http://www.ices.dk/marine-data/Documents/Station/StationUserGuide.zip and see the file “StationDictionary.tab.xlsx” for more detail.
A higher level of access is required to use the Bulk Upload facility. Contact accessions@ices.dk and request a higher level of access. Note that it is not possible to have access to fixed stations (PRGOV FP7J or SDN) and Commission country Coordinator/Super User levels at the same time. Request a separate user for the fixed station (general) access level.
2) Specify country for access level.
· The Bulk Upload facility is designed for assessment monitoring station uploads and cannot be used to upload fixed stations. Contact ICES to load a projects’ fixed stations.
· If PRGOV is for OSPAR or HELCOM, only one country can be assigned to a national coordinator and only that country can be uploaded by the Bulk Upload facility. 
· Permission to bulk upload is given at a country level. Users from different EDMO institutes in the same country can overwrite other EDMO institute’s stations so Coordination is required at the national level.
· Uploads are for one country at a time even if one has the Super User Assessment level.
· Only one user for each country is recommended to use the Bulk Upload Facility.
· Changes via the bulk upload go directly to the Station Dictionary database and vocab.ices.dk without approval by the data manager. 
· Changes cannot be “rolled back”. A new upload by you will be needed to fix any errors created. 
· “Character” changes to the names created by not following the import instructions will fail upload. “Name” can only be edited manually.
· Stations cannot be deleted so the dictionary must be checked carefully for duplicates before each upload.
· Close a station that is no longer used by filling in “ActiveUntilDate”. Deprecation cannot be done via the bulk upload. Only ICES can deprecate a station.
· If a station should no longer be used (because of duplicates or a spelling error), it can be deprecated. Contact accessions@ices.dk.

3) Download the current Station Dictionary.
· Log on to the Station Dictionary at http://vocab.ices.dk/request by choosing “Station”. Search for the appropriate Station_Country. Download this subset of stations (or another) in the station dictionary by pressing the button marked “Download...”. If you cannot see the download button, reduce the View percent of your screen (CTRL+”-“) or decrease the search conditions pane by dragging up its lower right corner.
· Detailed searches can be used to make subsets. For example, if all UK stations with name “_se” are needed, one would search for Station_Country “GB” and Name “[_]se”.
· The downloaded file is a tab file encoded in UTF-8 BOM.

4) Open the downloaded file into a text editor. Various editors can be used.

a) Open using EXCEL:
It is important to always “import” the downloaded file when using EXCEL and change the format to “TEXT”. Opening and saving without the steps below will allow the EXCEL program to make automatic format changes that will create errors on upload. For example, language-specific characters (i.e., Danish/Spanish/Swedish/French/Finnish/Russian language-specific letters such as î, æ, ø, ä etc.) can change, DATE format will be changed from YYYY-MM-DD to DD/MM/YYYY and Polygon coordinates will be shortened and the fields following the Polygon coordinates will be blanked. Only the format YYYY can be used in the bulk upload.
· Open Excel. You must not proceed unless you have a blank table. 
· Import the downloaded file by choosing File/Open/Station_date.tab. The Import Wizard should now be open. Choose “Delimited” and mark the box “My data has headers”. Press Next. Choose “Tab”. Press Next.
· The first column is marked. Move the scroll bar to the last column, press SHIFT and choose the last column, then choose Column data format “Text”. Press Finish.

b) Open using other editors:
· Specify encoding "UTF-8 BOM" when reading the stations into Notepad++ and exporting from R.

5) Edit the downloaded file in Excel, text editor or R.
· Make changes and additions. 
· To add a new station, write “NEW” in the Station_Code column. 
· The bulk upload can be used to add/edit just one station or many stations.
· The order of station records does not matter, i.e. they don’t have to be sorted by code or name. One can submit Station records only or Relation records only. When both record types are in the file, end the file with the relation header followed by the relation records.
· There are more mandatory fields when using the Bulk upload and these must be filled in for all stations before one attempts a bulk upload:
· Purpose of monitoring (Station_PURPM))
· Long name (Station_LongName) is mandatory for OSPAR and HELCOM. 
· Data types (Station_DataTypes) will be mandatory for use with the BULK Upload in the near future.
· Blanks will not replace/overwrite attribute field options in the database. If all options should be removed from an existing attribute field, it must be done manually via the interface. An exception is the Note field. To remove an existing text in a Note field, replace it with the text “No notes” or remove the check in the Note attribute manually in the interface tab “View Attribute History”.
· Relations can be added via the bulk upload. However, relations cannot be changed or deleted via the bulk upload. Station relations can only be changed or deleted manually via the Request interface.
· When adding a relation to a new station, the “ActiveFrom” in the Relation Record must match the “ActiveFrom” in the Station Record.
· Relation options:
· 2 - Narrower
· 4 - Same as
· 6 - Replaces
· Remove all stations from the download where deprecated = true. Deprecated stations must be handled manually via the Request interface.

6) Save the file.
· In EXCEL, choose “Save as” a text file with tab separation. 
· Save the file.
· Open the file in Notepad or Notepad++ and save:
· Notepad
· Open file in Notepad
· “Save as”
· In Encoding box, choose “UTF-8” option
· Save file
· Notepad++
· Open file in Notepad++
· Choose “Encoding”
· Choose “Convert to UTF-8 BOM”
· Save file
· Change the file extension from “.TXT” to “.TAB”. Only files ending in “.TAB” can be uploaded.
· [bookmark: _GoBack]First-time users must send in the file to accessions@ices.dk to see if the instructions have been followed correctly before access is granted.

7) Upload the file.
· Log on to the Station dictionary request program, press “Bulk upload” on the upper right side of the screen. A new window will open.
· Press “Choose file” and make sure that it is a “tab” file with “.tab” as the extension in the file name, for example, “UK stations 20190214.tab”. 
· Correct errors/warnings and try again. A list of messages and their meanings is available when logged on to the interface. Press “Validation rules” which is located next to the “Bulk upload” link.
· Contact accessions@ices.dk for help.
· An email will be sent upon successful upload.

8) View your changes.
· Return to the Request Interface tab.
· Press “View all” then search for your changes, for ex. via Station_Country or a specific station.
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The Bulk upload web service is a RESTful web API that accepts both .TAB and .XML files. The schema for XML files is available at http://vocab.ices.dk/requestServices/Schema/Station.xsd
This API on the web service screens files for errors and warnings, and if there are no errors in the file, automatically uploads the file to the Station Dictionary database.
Web service URL: vocab.ices.dk/requestServices/Upload/UploadFile
Type: Post 
Input: 
1. Request JSON object
· FileName: ex. “TestAutomaticUpload.xml” or “TestAutomaticUpload.tab”
· RequesterID: Please contact accessions@ices.dk for your RequesterID.
· AcceptAnalayseReport: may only be “true”
· AcceptWarnings: If there are no errors, AcceptWarnings can be set to “true” if you accept all warnings and want to upload directly to the database. Otherwise, AcceptWarnings should be set to “false” if you want to see the list of warnings. Blind acceptance of warnings is not recommended as information about coming requirements will be missed.
Example:
Request: {FileName:“TestAutomaticUpload.xml”, RequesterID:”110”, AcceptAnalayseReport:”true”, AcceptWarnings:”true”}

2. File: Stream the file

Output:
Validation report: An upload report shows that the stations were uploaded successfully or if errors have occurred.

Calling the web service by POSTMAN
[image: ]
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Only one person can be allocated a user level 3 for a particular assessment. Create a group station and add related “Narrower” stations. PRGOV must begin with “ASMT-*”. To ensure correct extractions, each related station can only have one main group. 
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