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Objective

This document serves to provide standards and procedures for the accessioning, inventory,
maintenance, and deaccessioning of the plants comprising the living collection of the Moore Farms
Botanical Garden in accordance with the Living Collections Policy.

Accessioning

Definition

Accessioning refers to the process by which a newly acquired plant (or previously unaccessioned
existing/spontaneous plant) enters the collection. An accession is defined as a plant or group of plants
belonging to the same taxon which were obtained from the same source and entered the collection at
the same time. For example orders of Styrax japonicus ‘Emerald Pagoda’ from two different nurseries
would be considered separate accessions, due to their differing source. Similarly, orders of Styrax
japonicus ‘Emerald Pagoda’ from the same nursery placed two years apart would be considered
separate accessions. However, an order of three Styrax japonicus ‘Emerald Pagoda’ from one nursery
center on one date would be considered as three different plants belonging to the same accession. As
stated in the living collections policy, all woody trees and shrubs, herbaceous perennials, bulbs, annual
plants, and non-hardy tropicals save for temporary acquisitions (plants for resale, loans, and some
educational classes) are required to be accessioned.

Additionally, accessions are often split into separate entities called qualifiers. For example, accession
0522m14 consists of three Juniperus virginiana ‘Royo’. Though all these plants share the same accession
number, they will still need to be tracked individually for purposes such as GPS Mapping and
performance evaluation. In this case, the three plants would each receive a serial number trailing from
the accession number (0522m14-1, 0522m14-2, and 0522m14-3).

Workflow

Approval

Before beginning the accessioning progress, the individual wishing to accession a plant must first
seek the permission of the Garden Director. A decision as to whether the plant in question is suitable
for entering the collection will be made based on the provisions specified in the Living Collections
Policy. If approved, the requestor may begin the process of obtaining the plant.

Acquisition

If an accession of this taxon is currently living at the Moore Farms Botanical Garden, it is generally
preferable to propagate from that plant as opposed to purchasing a new one for cost-saving
purposes. However, purchasing plants is a common method of acquisition as well, particularly if the
plant requested is not currently represented in the collection or overly difficult to propagate.

Propagation Request
A request for Propagation can be placed through the Filemaker Database system. The Production
Coordinator will review the request and determine its feasibility.

4
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Relevant Walkthroughs:

e Request a Propagation (pp. 95)

Purchasing Request

If an accession of this taxon is not currently living at the Moore Farms Botanical Garden, or if the
propagation request is denied by the Production Coordinator, the person requesting the plant
may order or obtain it from a nursery or garden center. If the plant will be part of a delivery, a
calendar event should be created and shared with the Horticulture Department. This event should
specify the delivery date and time as well as which entity the plants have been purchased for
(MFBG, LCPC, etc.). If available, a digital copy of the invoice should be attached to the event.
Deliveries should only be scheduled between 7:30-12:00 and 1:00-3:30 M-F.

Recording

When the plant order has physically arrived at the Moore Farms Botanical Garden, a staff-person
should check the order for completeness and quality of plant material. This person should then notify
the Plant Recorder the delivery has arrived, and supply them with a copy of the packing slip. The
Plant Recorder will then create a database record in order to begin the formal accessioning process.
This should be performed within one week of receiving the plant.

Nomenclatural Standards
All plant nomenclature should be consistent with the following two codes:

e International Code of Nomenclature for algae, fungi, and plants (Melbourne Code)

e International Code for Nomenclature of Cultivated Plants (8™ Edition)

Data-entry
The Plant Recorder will enter the required and relevant data in the Filemaker database in order to
accession the plant. At minimum, the following information is required.

e Identity of Plant

e Source of Plant

e Quantity Received

e Date Received

e Size

e Cost Paid

e Entity Intended for (MFBG, LCPC, etc.)

Relevant Walkthroughs:

e Accessioning a Plant (pp. 19)



http://www.iapt-taxon.org/nomen/main.php
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Labeling

Label Specifications

Accession Labels should be created by the Plant Recorder upon time of accession. These contain
the scientific name, botanical family, accession number, and a code indicating the provenance of
the plant. Accession labels are 3.50” x 1.06” x 0.032” black anodized aluminum with a 0.156"
diameter hole drilled 0.125” from left margin of the label and centered vertically. Accession labels
are purchased from Damon Co of Salem Inc. The tag described above is code 12A50BKJ115.

All plants require an accession label save for recent collections still in propagule form (seed,
cutting, or root cutting), annual plants, or plants purchased for use in Lake City Landscapes.

Some accession labels will be stake mounted. Stakes are metal and 12” in length, twisted to form
a loop at the top with the bottom 10” of the stake left straight. The label is then affixed to the
loop of the stake using 1-2 inches of a black 0.062” diameter 22 gauge electronics wire.

Display labels are created for select plants only. These exhibit the Botanical Name, Common
Name, Family, and other information about the plant including Source or Native Range. Display
labels are 3” x 4” x 1/8” Gravoglas 2-Plex ABS plastic. They have two 1/8” diameter holes,
centered on the top and bottom margins of the label.

Display labels may be mounted directly to a branch of plant with the use of the same 22 gauge
electronics wire used for accession labels. In the case of larger trees without easily accessible
branches, it may be preferable to mount the label directly to the tree using a spring and screw
system.

For Perennials, smaller trees or trees with dense, low branching canopies, it will generally be
advisable to mount the labels to a stake. Stakes are a 4’ x 1/8” x %” extruded aluminum flat bar.
Two 1/8” diameter holes are drilled in the top 3” of the stake to match the holes in the display
label. The top 3” of the stake are then bent using a vice to a 30°-45° angle. The display label is
attached using two 1/8” diameter capacity pop rivets. The bottom of the stake may be cut or
ground into a point using either a grinder or handheld metal band saw.
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Relevant Walkthroughs:

e [Engraving a List of Accession Labels (pp. 29)

e [Engraving a List Display Labels (pp. 39)

Label Installation

As soon as an accession label is produced, it should be installed. If possible, the label should be
attached to a plant while it is still in the production facility. In this case, the label should typically
be stake mounted for an herbaceous plant, subshrub, or a woody plant in a container size <3G.
The stake mounted label should be installed directly in the plant container.

For plants in the landscape, the location for the label must be on the north side of the plant and
no further than 18” from the base, though closer is preferable. Once the label has been installed,
any remaining nursery label should be removed from the plant. For trees and shrubs, the label
should be affixed directly to the plant (forgoing use of a stake) on a north-facing branch. If there is
no suitable branch for this purpose, the label should be stake mounted and installed on the north
side of the plant as close to the base as possible.

Data-entry

Plants requiring a label will be automatically flagged as such via a calculation field in the database.
This allows for an export of all plants requiring engraved labels. However, the Plant Recorder must
indicate which plants he or she has labeled in order to properly update this field. This can be
completed by changing the Boolean value of the locations::tagged field from “0 (no)” to “1 (yes)”.
This process can be greatly accelerated by utilizing the “Clear Label Requests” button on the
“Engrave Accession Label” layout or by importing an excel file and utilizing Filemaker’s Import
Records Function.

Relevant Walkthroughs:

e Engraving a List of Accession Labels (Step 22 on pp. 37)

Planting

Horticultural Standards
All plants should be installed under the direction of the best management practices dictated by
the below sources, or as directed by the Horticulture Supervisor.

e International Society for Arboriculture- Arborists’ Certification Study Guide (3™ Edition)
e South Carolina Nursery & Landscape Association- SC Certified Nursery Professional Test Study
Manual
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In addition to the above standards, all plants should be thoroughly watered in at the time of
planting to aid with the establishment process. Plants should be also photographed at the time of
planting with the resulting picture uploaded to the database. See Pg. 30 for the image uploading
procedure.

In many garden areas, a 1-2” layer of a suitable mulch should also be applied at the time of
planting. The Horticulture Supervisor or Garden Director should be consulted to determine the
necessity and type of mulch. If deemed necessary, plants may be staked or guyed at time of
planting provided the stake selected meets the aesthetic requirements of the garden area.

If the plant does not appear in suitable condition to enter the collection, the Garden Director or
Horticulture Supervisor should be contacted as to the possibility of deaccessioning the plant.
Proceed to Deaccessioning (Pg. 35).

Record Planting Location and Changes in Quantities

After installing the plant, its new location must be noted in the database and the quantity of
plants in the old location updated. For example, if an accession consisted fifteen Agave americana
located in the production facility and ten were planted on the green roof, the quantity referring to
X-00 (production facility) should be changed to “5”, and a new line should be created for J-20
(Green Roof) with a quantity of “10”. The planting size and date of planting should be recorded in
the relevant fields as well. Failure to perform this step at time of planting is currently the most
prominent source of errors in the database.

Relevant Walkthroughs

e Record Planting (pp. 49)
e [Enter a Note (pp. 82)
e Adding an Image (pp. 89)

Mapping
If possible, a plant should be mapped with the use of a GPS unit shortly after it has been planted
in the landscape. The Trimble Geo7x GPS Unit currently used for mapping at MFBG can produce
readings with an accuracy of up to 4” with the aid of a Zephyr Model 2 external antenna and post-
correction with a CORS station in Lake City, SC. The minimum accepted accuracy for a plant
position at MFBG is 1m.

Relevant Walkthroughs

e Mapping a Plant (pp. 51)
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Organizational Chart
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General Maintenance & Inventory

Definition

After entering the living collection, the health of plants must be maintained and observed until the time
of deaccession. Inventory or field checking refers to the process of observing plants in the living
collection and recording their health and performance on a regular basis.

Workflow

Maintenance

The health and aesthetically pleasing nature of each plant accessioned will be maintained under the
supervision of the Horticulture Supervisor and Garden Director. This includes direct maintenance
tasks on the plant itself such as structural pruning, deadheading, seasonal cutbacks, and pest and
disease monitoring. After these tasks are performed, a care note should be inputted in the database
documenting the date of task, description of task, and location in which task was performed.
Additionally, some indirect tasks will be performed on the garden bed or area such as maintaining a
clean layer of mulch, and removal of weeds, leaves, or debris, which need not be entered unless
deemed important by the staff-person completing the task.

Inventory

Frequency

As specified in the living collections policy, a complete inventory of the living collection should be
completed every two years. The Inventory will be completed by the Plant Recorder and Staff
member responsible for the maintenance of the garden area (See Appendix I). The greenhouses
and holding areas comprising the production facility should be inventoried by the Production
Coordinator every six months.

Inventory Procedure
All plants on the inventory should be checked and a note about their performance recorded.
For the most part these will be “observation” notes, though nomenclature notes or
miscellaneous questions are not uncommon as well. Plants should also be photographed at
this time (see procedure below). Plants in poor condition should be recommended for
deaccessioning. Perennial and Woody plants not currently mapped should be so at this time.

Relevant Walkthroughs:

e Printing an Inventory List (pp. 94)
e [Enter a Note (pp. 82)
e Adding an Image (pp. 89)

e Mapping a Plant (pp. 51)

10
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Preparation of a Voucher Specimen

If the new accession is the first representative of a taxon for the living collection, a voucher specimen
will be prepared and submitted to the A.C. Moore Herbarium at the University of South Carolina. This
will generally occur when the plant is reproductive and has reached a size from which a sample can
be taken without causing undue harm to the plant. In many cases, it may be necessary to collect
multiple specimens to document all vegetative and reproductive tissue. In this case, the material
collected should be from the same plant if possible. The Garden Director, Plant Recorder, or other
appointed personnel will produce the specimen, attempt to verify the identity of the plant, and
submit to the A.C. Moore Herbarium.

Relevant Walkthroughs:

e Produce a Herbarium Specimen (pp. 99) — currently unwritten

e  Print a Herbarium Label (pp. 99) — currently unwritten

11
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Organizational Chart
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Deaccessioning

Definition

Deaccessioning refers to the process of removing a plant from the living collection. Though in many
cases this is due to the death of the plant, the terms are not synonymous and living plants are frequently
deaccessioned as well. Reasons for such can include crowding of a preferable plant, no longer meeting
the aesthetic requirements of the garden, or a plant in imminent decline due to pest and disease issues.

Workflow

Approval and Removal

Once a staff member has recommended a plant for deaccession, the request must be approved by
the Garden Director or Horticulture Supervisor. Following their approval, the plant should be
removed from the collection in a timely fashion. The label and stake if present should be removed
from the landscape and given to the Plant Recorder.

Data-entry Procedure
Once the plant has been removed, the date of removal and reason for its deaccessioning should be

indicated in the database. There are specialized fields in the database for this purpose, though a
general database note may be added as well. This should be completed as soon as the plant is
removed, and no later than a week thereafter.

Relevant Walkthroughs:

e Recording Death or Removal of a Plant (pp. 92)

e Entering a Note (pp. 82)

13
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Organizational Chart
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Manual & Walkthroughs

Logging in to the Database

Our Filemaker Pro 12 Database is hosted on a server located in Brentwood, TN (Longterm Solutions,
LLC). In order to access this database, you need to log in to the server by using a remote launcher file.
This is located on the majority of MFBG workstations under the filename “launch_mooreplants.fmp12”.

1. Open the file. The following window will appear.

' launch_mooreplants_login EERECE

&2 £ (
= Total (Unsorted) g = Y
Records New Record Find

}layum:lmn_w&yyl v| viewasfCA =[] [ Preven | A2 | Editiayout |

MOORE FARMS
W¥ botanic al garden

Launch the Moore Plants FWP12 Database

To
PC, hold down the shift key at t
Mac, hold down the option key at

e as cicking the launch button
ime as ciicking the Bunch button.

(Once you have opened your remote database you can close this Flemaker Window)

100 = § 3 Browse

2. Hold the shift key while clicking on the grey “Launch the Moore Plants FWP12 Database” button
(or instead hold option if using a MacOS system). Make sure to continue holding down the shift
or option key until the login prompt appears.

3. Enter your assigned Account Name and Password, then click OK. Hint: In order to make your
name automatically appear in the “Account Name” box, navigate to the main menu bar, select
edit, then preferences. Enter your account name in the “User Name” box of the preferences
window.

COpen "mooreplants” -
a Open "mooreplants” using:

Guest Account

@ Account Mame and Password

AccountMame:  Matt Lobdel

Password: oy

Change Password. .. Ok ] | Cancel

4. The Main Menu will appear.

15
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Searching for a Plant

Layouts in Filemaker can be viewed either in Browse Mode or Find Mode. Browse Mode is used to view
and edit records, whereas Find Mode is used to locate a specific record or set of records. The below
walkthrough provides a simple procedure to search for specific plants or a group of plant accessions. For
more details on advanced searching methods and find requests, please consult the FileMaker Pro 12
Help Section “Finding and Replacing Data” (Home > Using FileMaker Pro > Finding, sorting, and replacing
data).

1. Onthe main menu, click the “View or Edit Plant Accession” button

MOORE FARMS

yotani n

Add Notes & Images

[ view or £dit Plant Accession |

[ Upload Image for Plant Accession ]

View Reports

[ Browse Note Report ]

(

Browse Image Report

)

[ Check Annual Note Total ] [ Check Image Total (In Progress) ]

Spedalized Tasks
Labels

[ Prepare Herbarium Label

)
[ preview & prnt Herbarum Label |
( Print Nursery Labels )

[Export Accession Labels for Engnvha]

2. The standard layout for editing plants will appear, defaulting to the first record in the database
(Aspidistra caspitosa ‘Jade Ribbons’)

MUBIRE FARMS BOTANICAL GARIEN PLANT DATARASH

Craatn Maw Accassion

Sat Naet Arcasdon Seral

v Leaf Cast Imn PEnt

Tnimi Hebrtisrm & Coat | Loertiors & Hetar | Tmaqas | Propagabion Tesuarts  Slamts Domstsd | Labal Bravies

£ust o cterie
----- Deccussioeed

PusleySe Dduphelel T lag GPS B () Daduwhy? oo Soeck Hols

! e [ . -

Laewian v

Beuamaf IS Locaton et
. The plnt 5 very sow,
qud feed through winker

Sl oo xpar

A0 (sincknzum)
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3. Click the Find button on the top menubar (or use the keyboard shortcut “Ctrl F”).

File Edit View Insert Format Records Scripts Window Help

x mooreplants (FM Server #8)

b 1 (T 8873
> ‘ £ 24
i_l it &/ Total (Unsorted) : - g 4 (-
Records Show & dew Record Delete Record Find Sort
L [advanced edit (with tebor.v | View AS:E = o Bleicoicad an.‘l records based on the critena you specify. h
MOORE FARMS BOTANICAL GARDEN PLANT DATABASE Create New Accession
M famiy | CONVALLARIACEAE
v

v
cultivar| Jade Ribbons "
common | Narrow Leaf Cast Iron Plant ¥

4. The record will go blank, and any field in which you can input a find request will show a small
magnifying glass icon.

MOORE FARMS BOTANICAL GARDEN PLANT DATABASE Create New Accession Set Next Accession Serial
YL amy @ record @ ]
created by 0.
v 4
- last
L modified by
. ast |
modified on L.
. age Cou rviving locatio
Womenclature | Towicity  Initial Molations & Cost | Localions & Woles  Images  Propagation Reguests  Plants Donated | Label Droview
Area Fiter = gardan ¥ (Changing the field doesn't change this recond, but does determine wvich GIS plsce names can be selected belov]
has  nesds Deacoassionad
Dualtior Ay Panbng Sse  Datsplantsd  Tag  Tag 7S Alve (m/dfy} Died why?  Location Spacfic Nots

v
Authar Date . Type Mot
MOORE FARME When deletng a row in 3 porial, be sure when prompted by Fiemaker, o confim — "
- . tnt o st vt b delefe She one related record and nof the master record)! Z | Record |
100 = ¢ B8 Find
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5. An example find request would be to enter “Magnolia” in the genus field. In this case, filemaker
will search for all records with the genus field set to “Magnolia”. Once done, click the “Perform
Find” Button.

Enemm Pro

File Edit View Insert Format Requests Scripts Window Help

¥ mooreplants (FM Server #8)

1 1
; & rou o & | @
Find Requests Mew Request Delete Request || Perform Find - Cancel Find
Layout:| advanced edit (with ta... = | View AS:E Matching records: Insert:| Operators =

MOORE FARMS BOTANICAL GARDEN PLANT DATABASE

e’ genus| Magnols Y famiy [ Q
species[| | ']
inr'raepithet[ Q Y, access.n

. : tat
cultivar| @ v acc. status|

Common [ Q v

6. The layout will switch back to browse mode. Note the top menubar now displays the number of
records found matching your criteria (386/8873).

~v. mooreplants (FM Server #8)

3 1 13 386 /8873 ‘ e
> & L =

t ‘ } W Found (Unsorted) ﬁ . E .§ ‘_% v A

Records Show All | New Record Delete Record Find Sort

szt Preview

Layout:|advanced edit (with tab...v| View As: [
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Accessioning a Plant
To be completed by Plant Recorder

1. Loginto the Database with an assigned username and password (See Logging in to the

Database pp. 15).
2. Push the “View or Edit Accession” button.
3. Push the “Create New Accession” button at the top of the screen.
4. Click “OK”. Enter the proper accession number in the “access. no.” field. Note: For Lake City

I/III

instead of an “m” as the spacer.

Accessions, enter an

% mooreplants (FM Server #8)

MOORE FARMS BOTANICAL GARDEN PLANT DATABASE Croate New Accession || Set Next Accession Serial Mumber

Matt Lobdell

9/19/2014

medified an

jotations & Cost | Locations & Notes | Images | Propagation Regquests  Plants Donated  Labael Praviaw

e (5 ek e cfsanan B e, et e deteaie Wik G5 plare ravrees can fie selcted bl
has wats sioned
By MartngSize  Dateplanted  Tag  Tag GPS Mive Y vyt Locaticn Spedfic Hobe

m

5. Fill out the nomenclatural fields in the top left of the layout as follows:
a. Genus: With first letter capitalized
b. Species: all in lowercase.
c. Infraepithet (if needed): You will need to list the infraepithet rank followed by the
infraepithet (i.e. var. virginiana or ssp. texanus)

Cultivar: Enter the cultivar name without single quotes
Common name: Enter an accepted common name, ideally one utilized in the
Southeastern United States. Leave blank if there is none.

@) FileMaker Pro . — —— E

File Edit View Insert Format Records Scripts Window Help

¥ mooreplants (FM Server #8)

MOORE FARMS BOTANICAL GARDEN PLANT DATABASE Craate New Accession || Set Mext Accession Serial Number

| Matt Lobdell

9/19/2014

madified an
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6. The family field should automatically populate, if not see Assigning a Genus to a Family (pp. 27).

INT DATABASE | Crea

v [ﬁ:!l'nih,r ASCLEPIADACEAE J

v 1531m14
completed

patented? image

7. If this plant represents a patent protected cultivar, enter the status and patent number in the
patent fields.

I.NT DATABASE

v family | ASCLEPIADACEAE

v
v 1531m14
v completed

(p atented?

) image
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8. Select the Source of the plant from the Source dropdown field. If the source is not listed, see

9.

Adding a Source (pp. 26).

@l FileMaker Pro

=

=

Eile Edit View [nsert Format Records Scripts Window Help

¥ mooreplants (FM Server £8)

Nomenclatura | Tosicity | Initial Notations & Cost

Locations & Notes

=

)

Images

MOORE FARMS BOTANICAL GARDEN PLANT DATABASE

Progagation Requests

Plants Donates

Craate Now Accassion || Set Wext Accession Serial Humber

Matt Lobdesl
9/3013

Matt Lobdell

Label Praview

Proversece Tyoe it Be
Intil Location Note
prep—
(ate Recerved Quarvity S # Pt Unit Cost. Per Extended Cost Usa Nates
=) i |
il
“Tokal cost.
o accnasion
— ol questions? [ 7 ]| | Create Sales Record |
« 0 v

Enter the provenance type of the plant. As this is a South Carolina wild collection, we will use

one of the codes denoting the county of collection.

@l FileMaker Pro

File Edit View [nsent Format Records Seripts  Window Help

SHECH X

¥ mooreplants (FM Server £8)

Total oot
Ter sexemion

MOORE FARMS BOTANICAL GARDEN PLANT DATABASE

? | skt Lt
9719 2014
T bt Latcelt
32014
Lt P
|
et
- tions? | 7 Croate Sales Recard

Craatn Now Accassion || Sat test Accesson Sanal Number
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10. Enter the current location of the plant. The majority of the time, this will be “X-00 Production
Center”. However, if the plant was directly installed in the landscape, enter that location here

instead.
oY FileMaker Pro . e — =
Fle Edt View Jnset Format Records Scrpts Window Help -
. meoreplants (FM Server £8)
MOORE FARMS BOTANICAL GARDEN PLANT DATABASE Create New Accession Sat Nt Accemson S
L
. x P ey (i " i Previon
¢ )
—
=
b Gy, Aw P mox e BeddCod e o
oot
-
- Questions? | 2 | | Creste Sales Record
1

11. Enter any relevant information about this accession in the “Initial notations” field. | typically use
this to denote collections information.

@) FileMaker Pro ® = = =)
“Flle Edit View Insert Format Records Scripts Window Help
). mooreplants (FM Serves #8)
MOORE FARMS BOTANICAL GARDEN PLANT DATABASE Create New Accansion || et est Accrsecn et Normbet
- | urra
1"
Toscity  Iuhiel Motstions & Cost  Loxathes ANotes  Tmages | Propegetion Mecuests  Ments Dt Label Preview
. - o s ' s
ot ot
Bty
- Questiom? | 7 | | Create Sales Record i
’

22



WORKING DRAFT: 10/2/2014: Complete save for Herbarium procedures

12. If this accession represents a wild collection (or Germplasm from a wild collection), enter the
collection coordinates if available.

8.030 | 8133815

14. The next four fields are for tracking cost. Costs are typically tracked in one of three ways
depending on the plant

a. If the cost paid was per plant:
Enter the cost paid per plant in the “Unit cost” field and select “each” from the “per”
field. The extended cost will be calculating by multiplying the unit cost by the number of
plants.

b. If the cost paid was per packet:
This is typically used in seed orders, where you may receive 200 seeds in a packet, but
you paid for the packet as a whole as opposed to 200 individual seeds. In this case enter
the price of the packet in the “unit cost” field, select “per pkt” from the “per” field, and
enter the number of packets in the “# pkts” field. The extended cost will be calculated
by multiplying the unit cost by the number of seed packets.

c. if the plant was a donation or no money was paid in exchange for the plant
Simply select “no cost” from the “per” field.

Unk Cost Par # Phts Extended Cost Usa

-! [T

nooost  w UM
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15. Enter the intended use of the plant in the “Use” field. If this is a situation in which plants are
purchased from the same source at the same time (and therefore may share the same accession
number), and where some plants may be paid for on a DDM rather than MFBG account, repeat
the previous step.

16. Switch to the “Locations and Notes” tab and locate the “Qualifer” field under the locations and
notes heading. At this point, it is necessary to separate the accession into individual groups for
more effective tracking. Typically each individual woody plant within an accession will receive its
own qualifier, whereas each patch of perennial plants in a specific location will receive a
qualifier. In this example, only one plant has been received so only one qualifier needs to be
entered. Enter a “1” in the qualifier field.

Maomsnciature: Toxicity Initial Notations & Cost Locateons & MNotas

Area Fker | mF ganden T e thes el doeen T curaoe Bk e

Location iy Marting Size  Cabe
A

17. Enter the location where this qualifier is located and the quantity of plants in that location.

Momenclature | Toxicity | Initial Notations & Cost  Locations & Notes | Images | Propagation Requests  Plants Donated  Label Praview

Area Fiker i garden Y WThangeng thes feld chesn P ofurmge S revom], o oo alaferaiee wieioh GIS place navres can Be sederiee! below)

has neads Deaoessioned
Rt E.:ilm ay ) MarngSime  Cotepiorted  Tag  Tag GPS Alve {midh) Diecl wiy? _ Lisation Spécifc Nota
B v bt h & <, * < v

v

18. Enter the size of the plants and the date they entered this location (this should match the initial
size and location listed above)

IIDMH Cost Locations & Motes Imagas Propagation Roquests Plants Donatod Labal Praviay

fPamaeray s el e T cfurrae S revemrl. e clnes clefemine oG0S place suvnes can B seleriee i)

¥

19. The next four fields should automatically populate. They track whether or not the plant has a tag
(defaults to no) whether or not the plant needs a tag (varies depending on current size of the
qualifier), whether or not the plant has been GPS mapped (defaults to no) or whether or not the
plant is alive (defaults to yes). Repeat this step for each qualifier accessioned.
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20. Enter any remaining notes, and then select “completed” from the Acc. Status field.

s Ny
FileMaker Pro (o o0 e
File Edit View Inset Format Records Scripts Window Help
~ mooreplants (FM Server 8) [
MOORE FARMS BOTANICAL GARDEN PLANT DATABASE | Ereata New Accassion [ Set Next Accession Serial Number |
genus| Gonolobus Y] family | ASCLEPLADACEAE
b o : oy | Mot Lokt
species| suberosus cotmon (a7oraons
infrazpither st
rocified by | Matt Lobell
cultivar
modinea oy | 9/19/2014
commen | Anguiar-frus Milkvine
patented? mage count | 0 surviving kocations: | 1
Toxicity Cost | Locations & Notes | Images | Propagation Requests  Mants Donated  Label Praview
sreaFiker | i orden . chestt s et i i place revress can e sekctert boiow)
fas needs Deacessicned
@y M Sm  Ddteponted  Tag Tag GFS Alve (midiy) Dieel why? Location Specific Neke
stion ahision ansanie | (Mo | [Yes | (1o | [ves - .
I
|
(|
(|
I
- |
|
|
Auser Date Tre: BesremeiGIS Localion Rtz i
- . I
H
(|
|
v
w v Wihen deiating & row in 8 porta] be sure when arompled by Fiemakes, [0 coafim |
T T T e (et
4 1. b
€ 4
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Adding a Source
To be completed by Plant Recorder. This will need to be done during the accessioning process if the

accession represents the first time plants have been obtained from this source.

1. Inthe “Initial Notations & Cost” Tab of the View & Edit Accessions Layout, click the button
labeled “Add a Source”

2. Click the New Record Button

3. Enter the name of the source, along with the address, website, and other contact information if
available.

e e T

|| File Edit View Inset Format Seripts Records Window Help

v mooreplants (FM Server #5)
3
@ = e L Q - &t @
Records Show All | New Record Delete Record | Find Sort
Layout:[sources -] vienns: (= | =B Preview I Modify.
source name sourceid addressi addressz city state postcode country note
Absolute Aquatics 2/128 Cannon Trail ILexington SC 29073 United States
Adrienne Roethling El United States L
Agri-Starts 4|1728 Kelly Park ‘Apopka FL 32712 United States 1
Antique Rose Emporium 59300 Brenham [ 833 United States
Aquascapes Unlimi 6/PO Box 364 Pipersville PA 1894 United States I
Architectural Trees 7/6404 Amed Rd Bahama NC 27503 United States htp://www.
Armstrong Aflantic Arboretum 8/11935 Abercorn Savannah GA 31419 United States hhttp:/ /www.
Ashdown Roses 9 United States CLOSED
Asiatica 10|PO Box 270 Lewisberry PA 17339 United States
Asparagus Gardener, The 11/PO Box 838 |Spencer TN 38585 United States http://www.
Aukland Nursery 126467 Ritter Rd  |PO Box 1964 ‘Walterboro s5C United States hitp:/ /www.
B & T World Seeds 13 Aigues-Vives Paguignan 34210 France http:/ /b-and-t-
Bamboo Garden 14/18g00 NW Collins [North Plains OR 97133 United States http:/ [ www.
Barrett Tree Company 15/93 Ashley Falls Sheffild MA o125 United States hitp://www.
Barry's Nursery 16341 Church Street \Grand Coteau LA United States htp://www.
Beckett's Nursery 17|4187 Beckett Rd Johns Island SC 29455 United States
Big Bloomers 18)275 Pressly Sanford NC 27330 United States hhtp:/ /www.
Bluebird Nursery, Inc. 198|519 Bryan Street (Clarkson NE 68629 United States http:/ [www.
Bob Waites 20 United States
Botanique 21387 Pitcher Plant Stanardsville VA 22973 United States htp:/ /www.
Bracken Nursery 22/460 Woodville Pelzer sC 29669 United States http:/ [ www.
Brad Cavin 23 United States
Brent And Becky’s Bulbs 247900 Daffodil Gloucester VA 23061 United States https://store.
Brian Kennedy 25 United States
Brookgreen Gardens 26/1931 Brookgreen IMurrells Inlet SC 29576 United States hhttp:/ /www.
Brunsons Nursery 27 United States
Cajunboy (Ebay Name) 28 United States
Camellia Forest Nursery 29 United States
Cannon Import 30 United States
Carolina Landscape Supply 31 United States
Casa Flora 32 United States
Chanticleer Gardens 33 United States
Charles Street Garden 34 United States
Charleston Aquatic 35 United States
Charleston Existing 36 United States
Cherry Lake Tree Farm 27 United States
Chilly Palm Tree Company 28 United States
Chiltern Seeds 39 United States
Church Creek Nursery 40 United States
Paul J. Ciener Botanical Garden 41 United States
Cistus Nursery 42 United States
City Of Charleston 43 United States
Clara Mac 44 United States -
100 = & B Browse < n. r
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Assigning a Genus to a Family
To be completed by Plant Recorder. This will need to be done during the accessioning process if the
accession represents the first time this particular genus has been entered in the database.

1. Inthe “Initial Notations & Cost” Tab of the View & Edit Accessions Layout, click the button
labeled “Assign Genus to Family”
2. Click the New Record Button

=l FileMaker Pro |niel=k -
III_FiIe Edit View Insert Format Seripts Records Window Help
¥ mooreplants (FM Server #8)
£ 1 1296 =
f:l s o Total {Unsorted) g §_§ % " E?
Records Hew fiecord | Delete Record | Find Sort
Layout:| genera wish familes =] Viewas:[ N ] [ Prewew | | Addanew, empty record )
== - st s
0 R 1 tertn
E n " g
n & Agmms
» 8 -
u = fepmragn
. " Ayl
= " Aerurpln
" " frerrie
[T " e
@ " teryh E
w " frnrs
[ " tepd
it ' feurie
- “ Doglare:
" " ey
a m S
- " A
- toma
- " Btst
™ -
ay » Barria
m n [T
i n [
m u [ —
L »
™ £l
e e =~ P
7] e ha e Faray
™ P . Ao Pty
n ) e AresFarty il
Y- i v

3. Enter the Genus in the “genus name” field

4. Select the Family from the Family dropdown. The remaining fields will automatically populate. If
the appropriate family is not listed, you will need to add that in a separate layout. See Adding a
Famil . 26).

330 Asiragals 285 [r—
3320 Serbus P— -
3321 Styphciokilm e
ApDCrEcEEE
332 Pelioria =
Aguitiiag — )
3333 Chilopsis Silise= Bigroria Bigrvania Farrily
3320 Lewcena Arzceaz
33z ATyt Arallacess
3325 Pisum Arzusarisceze
337 Ao Pt Aster Family
Arecatess
3326 Alipiex Arerarth Areranth Family
Arisiolochiaceae
335 Salsols Arrerzrth reranth Farmily
330 Papaver Astlepiadacese Pappy Pappy Family
33 Castillga .-\.s:ala;a:aae - &Dﬂl’nnq:! ElDGlﬂRallEFalrl'l]’
.................................
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Adding a Family

To be completed by Plant Recorder. This will need to be done during the accessioning process if the
accession represents the first time this particular genus and family have been entered in the
database.

1. Inthe “Initial Notations & Cost” Tab of the View & Edit Accessions Layout, click the button
labeled “Assign Genus to Family”

2. Click the “New Record” button

3. Enter the name of the Family in the “family” field.

@) FileMaker Pro -
lFiIe Edit View Insert Format Records Scripts Window Help I
~» mooreplants (FM Server #8) I
1 282 p =
EI it Total (Unsorted) @ a I\% T é
Records Show All | New Record Delete Record Find 50
Layout: | families -] view As[=|E [ Preview |
id family +
1 Acanthaceae
2 Aceraceae
3 Actinidiaceae
4 Adiantaceae
(3] Agavaceae
7 Aizoaceae
{3 Alangiaceae
9 Alstroemeriaceae
10 Amaranthaceae
11 Amaryllidaceae
12 Anacardiaceae
13 Annonaceae
14 Apocynaceae
15 Aquifoliaceas
16 Araceae
17 Araliaceae
S ———
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Engraving a List of Accession Labels
To be completed by Plant Recorder

1. Log into the Database with an assigned username and password. See Logging in to the Database

(pp. 15).

2. Under the “Print or Engrave Labels” Subheading, Click the “Accession” Button.

MOORE FARMS

¥ botanical garden
Add Notes & Images
[ View or Edit Plant Accession ] [ Upload Image for Plant Accession ]
View Reporis
[ Browse Mote Report ] [ Browse Image Report ]
[ Check Annual Note Total ] [ Check Image Total (In Progress) J

Spedialized Tasks
Print or Engrave Labels Plant Sale

([ Accession ]J Mursery ] Edit Sales W

. . [ saksReport Bampe |
[ Display J [ Herbarium J (opens web browser)

3. This will bring up the layout to export accession labels for engraving. The first step is to find all
plants currently needing a label. Push the “Find all Plants Needing Labels” button in the bottom

left of the screen.

Prepare Accession Label Engraving List

This fayout allows the selection of plants needing accession labels and the generstion of an excel file for interpretation by Roland Dr. Engrave Software.

Search for Plants

Accession Number 5
& Qualifier 0014m13-1

Genus  Magnolz
Species  insignis
Lt g MAGNOLIACEAE
Infraepithet 0014mi3-1

Cultivar
Common Name  Red Lotus Tree

Location 166 ¥ | ¥-00 (production center)

Needs Accession Label? ONo @ 1Yes

( Find all Plants Needing Labels J Export Records as CSV Clear Label Requests
Please be sure to diick the "Clear L abel Requests” Button after engraving labelsr
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4. To export the list, push the “Export Records as CSV” button

Prepare Accession Label Engraving List

This layout: alows the selection of plants needing accession labels and the generation of an excel file for interpretation by Roland Dr. Engrave Software.

Search for Plants

Accession Number

& Qualifier 0014m13-1

Genus Magnola
Species  insignis
Infraepithet

Cultivar
Common Name  Red Lotus Tree

Location 166 | ¥ X-00 (production center)

Needs Accession Label? 0No ® 1Yes

Find all Plants Needing Labels W

Please be sure to dick the "Clear Label Requests” Bution after engraving labels!

5. An “Export Records to File” dialog box will appear. The file location will default to the desktop. It
is recommended to name the file in reverse date format (i.e. 2014-09-19 Accession Labels
Needed). Keep the “Save as type” as a Comma-Separated Text File (CSV).

_

Savein: [ Desktop - @ o
= - Libraries Matt
e System Folder |I ? Systern Folde
Recent Places | L7 )
i ! . L Computer ) Network
PSS System Folder L System Folde
Desktop
| = T Phetes x| 2 se
I L=l B et
Libraries

I Computer u

Network
|
File name: 2014-09-15 Display Labels Needed - Save
Save as type Comma-Separated Text Files (".csv) - | ‘ Cancel ‘
After saving: Automatically open file

Create email with file as attachment
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6. On the next screen, keep the default settings and click “Export”

Specify Field Order for Export ‘

Select and move the fields to be exported. If you want to group data, choose the 'Group by’ fields
before moving the other fields.

[ Curent Layout (Engrave AccessiofRe

acc_no_and_qual -

Group by
(Unsorted)

bed_name
bed_name_id

d ta
need_acc_tag Field export order

plants::common_name -
# plants::engrave_acc_tag_line_1

# plants::cultivar_formatted
# plants::engrave_family_calc
# plants::provenance_type

# acc_no_and_qual

Clear Al

plants: :cultivar
plants::cultivar_formatted
plants::engrave_acc_tag_line_1
plants::engrave_family_calc

plants::genus
plants::infraepithet

plants::provenance_type

Options
Qutput file character set:  Windows {ANSI) -
[ Apply current layout's data formatting to exported data

7. Open Roland’s “Dr. Engrave” software. From the file menu, select “Open”. In the “Templates”
folder, select “accn_label_no_qgr.det” (for labels without QR codes) or label_template (for those
with QR codes). Click “Open”. Full file path is C:\ProgramData\Roland DG
Corporation\Dr.Engrave\Template\accn_label_no_qr.det

@ Cpen

Loak in: | | Template

B
Date madified
7/30/2014 7:58 AM

Mame

[] label_template

f] display_ternplate
[] commaon_small

[] badge_test
f] accn_label_no_gr

4

1L

9/4/2014 3:54 PM
8/22/2014 11:42 AM
7/25/2014 2:44 PM
9/22/2014 3:35 PM

File name:

|au:u:n_|a|:ue|_nu:|_qr

Files of type: Dr Engrave Template (" det) - | Cancel |
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8. Atemplate with spaces for five lines will appear. From the top menubar, select “Layout”

I @ display_template - Dr.Engrave

File Edit View Format Shape [Layout] Help
0| ||| #|=|e Layout Setup..

Edit Ternplate

Return to Layout

Move to Front Shift+Pglp
Move to Back Shift+PgDn

Align

9. You will now specify how many of these plates can fit on the table. The template size is 1.06” x
3.5”, the same as the accession labels. The dimensions of the Roland EGX-20 table are 6” x 8”,
so ten of these plates will fit on the table. Enter “10” in the quantity field. Click the “OK” button.

Drigin ' |0 % |0

Spacing ' | ¥ |0

[ uantity |1EI ™ v Cu
|V Color I- vI
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10. The layout will adjust to show an arrangement of 10 plates. Under the main menubar, select
“File” then “import text”

4% Untitled - Dr.Engrave
Edit View Format Shape Layout Help

New.. il . = [ ol 24 P ) el e ==

Open... ChilsO
Save Ctri+§

Save As...
mport
Import Text... )

Select Source...

Print... Ctri+P

Print Preview

Print Setup..
Preferences...

1 acen_label_no_qr
2 label_template

3 display_template
4 magdisplaylabels
5 dhsplay test

6 magtags

7 common_small

8 .2014-08-20 SFA Labels

Exit

11. Ensure that “Comma” is checked as the field separator, then push “Next”.

Text Import Wizard (1/3) E
F

Choose the field separator.
To check the fields in the records, click [Prev Record]
or [Next Record].

Magnolia insignis Prev Record
MAGNOLIACEAE Teneee

0014m13-1
Separator

{* Comma

" Tab
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12. Push the “Auto Layout” button. The scientific name should appear in field 1, the cultivar name
(if there is one) in field 2, the family in field 3, the provenance code in field 4, and the accession
number in field 5. Then push next.

Text Import Wizard (2/3) r

Drag the field over the text box where you want to
import it.

Clicking [Auto Layout] lays out the fields above in
text box numerical sequence. To change the
placement of the fields, drag fields up or down.

To make a desired text box blank, drag the field

inside the text box to outside the text box.
To blank out all text boxes, click [Clear].

Aagro K sigTic

P AR CEAE
4] 1.3-1f

Cancel

13. Push “Select All”, then “Finish.

Text Import Wizard (3/3) r

Choose the record to impart into the test booc.

To choose a range, hold down the [Shift] key
and click on the first and last records. To choose
records one at a time, hold down the [Ctd] key
and click on each of the records.

1 [2 [3 | - Select Al
Magnalia insic MAGNOLIAC

Acer metcaffii ACERACEAE Cancel Selection
Agathis robus ARAUCARIAL

Agave bracte "Montemey Fre AGAVACEAE

Aucuba japor "Pacman’ ALUCUBACEA

Baccharis cor ASTERACEA

Callicarpa bre VERBEMACE

Camelliz semi THEACEAE

Clematis pates RANUNCLLS

Comus serice 'Avalon Gold" CORNACEAE

Corylopsis gla HAMAMELID

- ArmAL L Am AT

Fl (] 3

< Back | Cancel
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14. The layout produced in step 9 will now be automatically populated by the imported text. As
more than ten labels are needed, Dr. Engrave has broken this job into multiple “pages”. The
active page and total number of pages can be observed by viewing the lower status bar.

Magrolia /m5/gm/s

MAGNOLTACEAE
0014ml13-]

Qrigin [0.000, 0.000 Spacing (0000, 0.000 [JD 1w ms]

Ready

15. Next, ensure that all text imported is within the confines of the template. Text that is too long
can be shortened either by reducing the character spacing, or by reducing the font height. The
line highlighted below will need to be reduced.

[Ma_c;f?oﬁf;? Virgiiigng Var EMEZL/E%"EJ
'Perry Paige'
MAGNOLIACEAE
(5 0052m14-15

16. Push the “Draw Text” button on the top toolbar, then double click the line to highlight it.

# Untitled - Dr.Engrave A il
File Edit View Fommat Shape Layout Help
O|w|@]x| $|ml@) [n]a) (A olo[o]x] ] ofo] Sl =y

Draw text|

IR : - F i - e o
Wicddrihgtotrs cedarbergens ‘

'Perry Paige'

CUPRESSACEAE MAGNOLIACEAE
0050m14-1| G 0052m14-15
Rhododendron makirnos TriCVrtis ofsumiensis
'(Fukurin)
ERICACEAE CONVALLARIACEAE
A8 141 goAGT 141
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17. To reduce the character spacing, select “Format” from the top menubar, then “Spacing”. Select

the highest number that allows all text to fit within the boundaries (in this case, 0.8).

Ur.Engrave

——

A

Font.

I:‘n- [Fornat| Shape Layowt  Help

S

D|m] o] [== 4]

’:(:-._’ [=LATA"
'Ferry Paige
MAGNOLIACEAE
Imld-1 (3 0052m1d-15

18. If reducing character spacing is insufficient or results in illegible text, reducing the font height

may help it fit. Select “Format” from the top menubar, then “Style”, and then “Other”.

—
View Shape Layout Help

bl raslalel-al olp] Ele = 4l
— Line Alignment v = |
Line Spacing v Bold Halic
Character Spacing v Other...
Make Stroke... }
Rrsre. E COOFIHErgens s
e 'Perry Paige'
CUPRESSACEAE MAGNOLIACEAE
0050m14-1, G 0052m14-15
VoY Yo fudod =N el duradd] STl fall i ine, =reai

19. Specify a lower font height in the “Text Height” field. In this case, a height of .19 will result

in the entire text fitting in the confines.

Text String Properties

Test [FE
Height |

ST H

o]

Cahcel

Width |3.371

Azpect |1 v FKeepAspect for input

4l 2]
=

Angle |D

Slant |30

Character
Spacing I

Lite ,‘I—

Spacing

lagnoli:

Font r@Tahoma SL

Color | I -
[~ Fill

0.004 [
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19.

20.

21.

22.
23.

24.

25.

Review that all text is now within the boundaries, and set the accession labels on the engraver
table. Push down firmly to secure the labels to the adhesive sheet. Push the “View” button on
the engraver to move the table into the engraving position. Ensure that the C2-125-DGK cutter
is installed (Diamond Graver Non-rotary 1/8” shank w/knob). Select File, then Print.

The engraver will now turn on. After several minutes, the procedure will complete. Check all the
labels for accuracy. In some cases, it may be necessary to engrave a second pass. If so, repeat
steps 19-20.

If more than 4 labels were selected for export, when engraving is complete, the print driver will
produce a dialog box that says “Outputs 2 Page, change please”. In this case, remove the
completed labels, reload the blank plates, and push “Yes”.

Outputs 2 Page. Change work, please.

Back in Filemaker, click the “Clear Label Requests” Button.
For labels utilizing QR codes, generate them on any free online site allowing export of plain text
QR codes (i.e. http://grcode.kaywa.com/).

Type the accession number and qualifier into the field in the following format: 4 digit serial
number, spacer, 2 digit year, hyphen, serial qualifier (i.e. 1000m14-1). Ensure that the option to
create a text code is selected.

Push the generate button. Copy the QR code and paste it into Microsoft Word or the program of
your choice.
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26. Resize the code image to 1”7 x 1”.
27. Once an entire page of these have been generated, load a printer with Avery Weatherproof
Shipping Label paper (Inkjet or Laser depending on the printer). Print the codes on this label

paper.
28. Cut each code out and affix it to the right-hand side of the accession label.
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Engraving a List of Display Labels
To be completed by Plant Recorder

1. Log into the Database with an assigned username and password. See Logging in to the Database

(pp. 15).
2. Under the “Print or Engrave Labels” Subheading, Click the “Display” Button.

MOORE FARMS
¥  hbotanical garden

Add Notes & Images

[ View or Edit Plant Accession ] [ Upload Image for Plant Accession ]

View Reporis
[ Browse Mote Report ] [ Browse Image Report ]
[ Check Annual Hote Total ] [ Check Image Total (In Progress) ]

Spedialized Tasks
Print or Engrave Labels Plant Sale

[ Accession ] [ Nursery J [ Edit Sales J L Sales Report J

- : " salesReport Bample |
[ Display ] Herbarium ] (opens web browser)

3. This will bring up a layout to prepare a list of display labels for engraving. The fields on the left
under the “Search for Plants” heading can be used to bring up records corresponding with a
particular plant. The most precise way to search for a plant is likely to enter its accession
number in the “Accession Number and Qualifier” field.

Prepare Display Label Engraving List

This layout allows the selection of plants needing disply abels and the generation of an excel file for interpretation by Roland Dr. Engrave Software.

Search for Plants

[Ammion Number [| ]]
& Qualifier

Genus
Species
Infraepithet
Cultivar

Common Name

Location

Needs Display Label? 0 No 1Yes

Find all Plants Needing Labels Export Records as CSV Clear Label EM‘S

Please be sure to dlick the "Clear 1 abel Requests™ Button after engraving labels!

4. Inthe “Needs Display Label” Box, set the radio button to “1 Yes” if the plant needs a label.
Continue until all plants currently needing a display label have been indicated as such.
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Search for Plants
Accession Number
& Qualifier
Genus
Species
Infraepithet
Cultivar
‘Common Name

Location

This layout allows the selection of pl

Prepare Display Label Engraving List

ants needing display labels ar

0855m14-1

Magnolia

grandiflora

Bracken’s Brown Beauty
Southern Magnolia

259 | ¥ | 3-18 (garden buffer woods)

nd the generation of an excel file for interpr

Magnolia grandiflora

'‘Bracken’s Brown Beauty'

Southern Magnolia
Magnolia Family

Dothan Trees

Export Records as CSV Clear Label Requests

Please be sure to dick the "Clear Label Requests”™ Button after engraving labels!

Needs Display Label?

Find all Plants Needing Labels

5. Click the “Find all Plants Needing Labels” button. This will create a found set with all the plants

currently needing labels.

Prepare Display Label Engraving List

and the generation of an excel file for interpretation b

This layout allows the selection of plants needing display labels

Search for Plants
Accession Number
& Qualifier
Genus
Species
Infraepithet
Cultivar

‘Common Name

Location

0855m14-1

Magnola

grandiflora
Bracken’s Brown Beauty

Southern Magnolia

259 | v | 1-18 (garden buffer woods)

Needs Display Label?

Magnolia grandiffora
'‘Bracken’s Brown Beauty'

Southern Magnolia

Magnolia Family

Dothan Trees

® 0 No 1Yes

[ Find all Plants Needing Labels J Export Records as CSV Clear Label Requests
Please be sure to dick the "Clear Label Requests” Button after engraving labels!

6. Click the Export Records as CSV button.
7. An “Export Records to File” dialog box will appear. The file location will default to the desktop. It

is recommended to name the file in reverse date format (i.e. 2014-09-19 Display Labels
Needed). Keep the “Save as type” as a Comma-Separated Text File (CSV).

40



WORKING DRAFT: 10/2/2014: Complete save for Herbarium procedures

Prepare Display Label Engraving List

This layout allows the selection of plants needing display labels and the generation of an excel file for interpretation by Roland Dr. Engrave Software.

Search for Plants

" Quanhy 0855mi4-1 Magnolia grandiflora

Genus  Magnolz 'Bracken’s Brown Beauty'

Species grandiflora

Southern Magnolia

Infraepithet
Cultivar  Bracken’s Brown Beauty - .
Magnolia Family
Common Name = Southern Magnoliz
Location 259 ¥ | J-18 (garden buffer woods) Dothan Trees

Needs Display Label? ® 0 No 1Yes

Find all Plants Needing Labels Export Records as CSV Clear Label Requests

Please be sure to dick the "Clear L abel Requests” Button after engraving labels!

8. An “Export Records to File” dialog box will appear. The file location will default to the desktop. It
is recommended to name the file in reverse date format (i.e. 2014-09-19 Display Labels
Needed). Keep the “Save as type” as a Comma-Separated Text File (CSV).

E

Savein: B Desktop - @ o
= Lo e 2 M
Recent Places ) o @ C

m . L Computer ‘i Network
Sl System Folder System Folde

Desktop -
(| — T Photos n ?SE_I_____-_:._: T,
B Filefolder e
| =l Wk 07 kB
Libraries Documents on MFBG Geo 7X 120magdisplay
L handheld licrosoft Excel C =

test

I Computer
. 0
w

Network
|
File name 2014-09-15 Display Labels Needed - Save
| Save as type Comma-Separated Text Files ".csv) -] [ Ccancel
After saving: Automatically open file

Create email with file as attachment
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9. On the next screen, keep the default settings and click “Export”

Specify Field Order for Export

Select and move the fields to be exported. If you want to group data, choose the 'Group by’ fields
before moving the other fields.

Cument Layout {"Engrave Display L{Rd Group by

acc_no_and_qual - (Unsorted)

bed_name
bed_name_id

ds_display_label?
needs_display_label Field export order

families: : family_common_conc -
# plants::engrave_acc_tag_line_1

# plants::cultivar_formatted

plants: :cultivar Move Al # plants::common_name
plants::cultivar_formatted ¢ families::family_common_conc

plants::engrave_acc_tag_line_1 Clear Al # SOUrCes:!SOUFCE name

plants::genus

plants: :common_name

plants::infraepithet

plants::spedes

Options
Qutput file character set:  Windows {ANSI) -

[ Apply current layout's data formatting to exported data Export ] I m—

10. Open Roland’s “Dr. Engrave” software. From the file menu, select “Open”. In the “Templates”
folder, select “display_template.det”. Click “Open”. Full file path is C:\ProgramData\Roland DG
Corporation\Dr.Engrave\Template\display _template.det

% Cpen
Loal in: | , Template j I'ji '

Mame 1 Date maodified

&8 magtags 8/28/2014 9:54 AM
4% magdisplaylabels 8/5/2014 4:33 PM
f] label_ternplate 7/30/2014 7:58 AM
] display_template 9/4/2014 3:54 PM
48 display test £/29/2014 2:08 PM

L I 3

File name: |displa:,r_template
Files of type: | Dr Engrave Files (" .ded, * det) - Cancel |
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11. A template with spaces for five lines will appear. From the top menubar, select “Layout”

I % display_template - Dr.Engrave

File Edit VYiew Format Shape I Layout | Help
Dl@lnl& &Ellﬁ'l Layout Setup...

Edit Ternplate

Return to Layout

Move to Front Shift+Pglp
Move to Back Shift+PgDn

Align

12. You will now specify how many of these plates can fit on the table. The template size is 3” x 4”,
the same as the display labels. The dimensions of the Roland EGX-20 table are 6” x 8”, so four of
these plates will fit on the table. Enter “4” in the quantity field.

=
Origin ¥ |0 x |0 oK. |
Spacing ' IEI X IEI Cancel |
( Cuantity |4—) v
|V Colar m

13. Now four plates will be shown on screen. From the top menubar, select file and then “Import
Text.”

(File | Edit View Format Shape Layout Help

sl BEeEEEEEEE

trl+

Ctrl+5

43



WORKING DRAFT: 10/2/2014: Complete save for Herbarium procedures

14. Select the file and click open. Next, ensure that the field separator is set to comma. Push the
“Next” button

Text Import Wizard (1/3)

==

Choose the field separator.
To check the fields in the records, click [Prev Record]
or [Next Record].

Treyw

McCracken's Nursery
Magnolia Family
Southem Magnolia
L

Magnolia grandiflora

Prev Record
Next Record

Separator
* Comma

" Tab

Cancel

15. Push the “Auto Layout” button in the top left, and then verify that the fields are imported in the
correct order by reviewing the preview plate layout. Push the “Next” button when complete.

Text Import Wizard (2/3)

Text Import Wizard (2/3)

2.
i?n'ggrtﬂ;: field over the tead box where you want to A e i?n'ggrtﬂ;: field over the tead box where you want to A e
Clicking [Auto Layout] lays out the fields above in a Clicking [Auto Layout] lays out the fields above in al
text box numerical sequence. To change the == text box numerical sequence. To change the ==
placement of the fields, drag fields up or down. placement of the fields, drag fields up or down.
To make a desired text box blank, drag the field To make a desired text box blank, drag the field
inside the text box to outside the text box. inside the text box to outside the text box.
To blank out all text boxes, click [Clear]. To blank out all text boxes, click [Clear].
e et Ao -
mcoa?ke; : :rursew
agnolia Fami

Southem Magnolia E agnoliz¥Bandifion
Treyvei' | o1
Magnolia grandiflora EN T rﬂ gl

[5] EoutheriEagnolig

Ea Maghc EAFamily

cken's Mursery

\ A
< Back | Cancel < Back Next > Cancel
I
-

44




WORKING DRAFT: 10/2/2014: Complete save for Herbarium procedures

16. Click “Select All” and then “Finish”

Choose the record to impart into the test box.

To choose a range, hold down the [Shift] key
and click on the first and last records. To choose
records one at a time, hold down the [Cid] key
and click on each of the records.

McCracken's b Magnolia Famil Southem Magr S—
McCracken's b Magnolia Famil Southem Magr  Cancel Selection
Bold Spring Nu Walnut Famiy  Bitemut Hicko

Broken Amow | Storex Family  Fragrant Snowl

Fitizh

17. The layout will now show the imported text. Note that in some cases, the text is outside of the
grey boundaries of the text field. This will need to be corrected in order for the engraver to
function properly. There are two ways to complete this. Either by reducing the character spacing
to squeeze more letters in a screen (Step 17), or by reducing the text size (Step 18).

Glolee tew lmeab e Lmm ek

clslalul [ a[~ e Aol 2] ] i

Bitteus Hickery | Fragrant Srowke
Waln ot Family Storax fem’ly

Bod Soring Murse -y Broka Arrow Mursery

= i g =

e - o Ao e e =
olia grandifllomdagriolia grar
Treyve _

5o nc Grove #16
FoJdthern Magnoliag bolLthern Mzgiio iz
Macnclia Family || Maanolie Farily

MeCracker's Murse -y MeCracken's MLrzery

e DR THE rane LELOH
e,
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18. To reduce the character spacing, first ensure that the text tool is selected in the menubar. Next,
double click on the line of text you wish to reduce to select it. Finally, select “Format” from the
top menubar, and then “Character Spacing”. Select the highest possible number that will allow
the text to fit within the text field (so the minimum possible spacing). In this case, “0.9” will be

sufficient.
- ‘ [ # Untitled - Dr.Frgrave
k. Leyout Hep File Feit View [Format | Shepe  Layowt  Help
x|rslaffaLiclol] sl ol y D|slals 3
- 307 ;_r et V= Nakd '.l"r [ ol g ;\5/5-’\‘ e # i '
Doy pest o3 f.-_;" i (_/ ! f - L FA o B B 7_," i _.'? Syl |_’_4,'<‘| et » r
.
. = o v
bl oL e e )
VS OO IO '
Eouthern MagnoliJe == |
e =
- lagnolia Family || I :
SR IR | i [ o o 101 L
Fernut Hicke S ‘ Bitte
¢ . MoCracken's Mursery o
fo— Y < — ey ¥ AN p
Valnut Famil B, . Waln

19. To reduce the font size, follow the steps above to highlight a line of text. Next, select “Format”
from the top menubar, then “Style”, then “Other”. The “Text String Properties” dialog box will
appear. From here you can reduce the text height to a setting which will fit.

Ingmve . - Text String Properties E
Format | Shape Layout Help =
= ext [Fren n
Font... kol Height ~
- Style 3 Standard Height 0.5 3 J Cancel
Direction 4 Bold Wwiidth [4.325
Line Alignment 4 Bl I =z = j
9 Aszpect |1 ¥ KeepAspect for input |7 N
Line Spacing 123 Lz
Angle [0 Start [15 — =
Character Spacing nae o
Character
Make Stroke.. Spaf_ing |1 Fant ETahoma SL |
ine ,— Lo \
Edit Stroke... Spacing 1 Ji
Properties... Color [N - |
- - - - .
Magnolis || —
= 0.004 r
Ritternit H>
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20.

21.

22.

23.

Review that all text is now within the boundaries, and set the display labels on the engraver
table. Push down firmly to secure the labels to the adhesive sheet. Push the “View” button on
the engraver to move the table into the engraving position. Ensure that the C2-125-030K cutter
is installed (Carbide Engraving Cutter, .030 tip, 1/8” shank). Select File, then Print.

Click the “Properties” button. Select the “Tool Tab”. Ensure that ABS plastic is set as the
material. Personally, | find these labels are engraved best if the “Z Down Position” setting is
changed to “-.35”. This will result in multiple, deeper passes which seem to engrave well
through the top layer of plastic. When complete, click OK to close the properties window, and
then “OK” to close the print window.

75 Roland EGY-20 Properties [N =

Size Ounm
Matesal [T

Prnt i || =
Wqmz|m AL AL N3 - o
. |||- :»2||- 33||- 4 ||- 5s||. ss||- :||- ] Frer
Tods 1 = Nams: =] Propetes.. |
Ergravg Condters Stets:  Feady
WY Speed Z Speed Type: Foland EGX-20
80 = oy [T = o I rnm: UsB001 —

= Z Up Posttion :
Fil Pach ET | Frint range Copies

Z Down Postion
[z
020 ] jom)

The engraver will now turn on. After several minutes, the procedure will complete. Check all the
labels for accuracy. In some cases, it may be necessary to engrave a second pass. If so, repeat
steps 19-20.

If more than 4 labels were selected for export, when engraving is complete, the print driver will
produce a dialog box that says “outputs 2 page, change work”. In this case, remove the
completed labels, reload the blank plates, and then push “yes”.
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24. Back in Filemaker, click the “Clear Label Requests” Button.

Prepare Display Label Engraving List

This layout allows the selection of plants needing display labels and the generation of an excel fle for interpretation by Roland Dr. Engrave Software

Search for Plants

e uuney. 0VZ3m0S- Magnolia grandiflora
Genus | Magnola ‘Treyvei'
Spedes | grndfiora .
Infraepithet Southern Magnolia
S Sl Magnolia Family

‘Common Name  Southern Magnola

Location 282 | v L-20 (magnolz and) McCracken's Nursery

Needs Display Label? ONo @ 1Yes

Find all Plants Needing Labels | | Export Records as CSV | | Clear Label Requests
e sure to clck the “Clear Label Requests™ Button after | CV°K 0 1e5et ALL dispiay 1abel requests to no
s chclchafcin Use this button after engraving
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Recording Planting
To be completed by Horticulture Supervisor, Research Horticulturist, Horticulturist, or any other staff-
person responsible for maintenance of a garden area.

1. Loginto the Database with an assigned username and password. See Logging in to the Database
(pp. 15).
2. Push the “View or Edit Accession” button.
Ensure that the “Locations & Notes” tab is selected.
G 8901 P o
ﬂ = n Total (Unsorted) £ Q - gt
Records Show All | New Record Delete Record Find Sort
t: [advanced edit (ith tab...~ | View As:[E] = =
MOORE FARMS BOTANICAL GARDEN PLANT DATABASE
“ genus| Sabal v famity | ARECACEAE
spacies| /mMnos M
infraepithet. v
cultivar| Wakulle Dwarf v completed
common | Scrub Palm v
patented?
Nomenclature Toxicity Initial Notations & Cost Images
Area Fiter| mf garden ¥ (Changing this field doesn t change this record, but does determine wihich GIS plsce names can be sefecy
has nesds Deaccessioned
lifier Location Qty Planting ez Dateplented  Tag Tag GPS Alive (m/dfy) Died ]
1 | 185 | ¥ || %00 (production center) 1 4inch 2/15/2014 No s || No || Yes

4. Under the “Qualifier” heading, locate the row corresponding to the plant you have just installed.
This will correspond to the final digit on the engraved accession tag (i.e. for 0990m14-3, the
qualifier is 3). If unable to determine the qualifier, contact the plant recorder.

MOORE FARMS BOTANICAL GARDEN PLANT DATABASE

Area Filter| mf garden

u genus| Halesia v famity | STYRACACEAE
species| tetraptera v
infraepithet| var. monticola v
cultivar| Arnold Pink v completed
common | Mountain Siverbel M
patented
Nomenclature Toxicity Initial Notations & Cost Locations & Notes Images

¥ (Changing this field doesnt change this record, but does defermine which GIS place names can be 4

has nesds Desccessioned
Quaiifier Location Oty Planting Sz Dateplanted  Tag  Tag GPS Alve (m/dfy) o7 |
1 80 ¥ | k5 1 ball and burlzp || 6/11/2014 Yes || No Ve
2 80 ¥ || }i5 1 ball and burl=p || 6/11/2014 No Yes || No No || 8/22/2014 A
( 3 166 | ¥ || X-00 {production canter) 1 ball and burlsp || 4/25/2014 Tes || No =
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5. Click in the “location” field to the right of the qualifier and change it to reflect the new location
of the plant.

Homenclature Toxicity Initial Notations & Cost Locations & Notes Images
Area Filker [ mf garden ¥ | (Changing this fisld doesnt change this record, but dices defermine which GIS place names can be 5
has nesds Deaccessioned

Tag
Mo

Qty Planting Size Date planted

Yes

¥-D0 {production centes ‘ i Nao
"
105
107
108
L-10
Aut L1t Type Bedname/GIS Location
["Eth It {cera a0 vigs
LS L-12 HAY ;i
L-13 (springhouss cicls) { observation s virs
[Day 14 h 1 obssrvstion S ¥} -is
| v
R L-20 {magnoliz land) it ;

6. Click in the “date planted” and change it to reflect the current date.

Records Show All | Mew Record Delete Record Find Sort
Layout:[advanced edit (with Eb...'] View AS:E = =

MOORE FARMS BOTANICAL GARDEN PLANT DATABASE

Wy | 0enus( makss Yi  famiy | STYRACACEAE
sp ecies[ tetrapters v
infraepith _t[ var. monticola v
curtix-'ar[ Arnald Pink '
common [ Mountain Siverbel v
Nomenclature Toxicity Initial Notations & Cost Locations & Notes
Area Filter [ mf garden b E(Cﬁangvhg this fisld doesn ¥ change this record, but does determine which GIS place names can

L

has nesds Descosssioned
Qty Planting Size Diate planted Tag Tag GPS Alive (mfdfy)

-s:[E(w1M14 ]

7. Enter any relevant notes about the planting (See Entering a Note pp. 82).
8. Photograph the plant and add the image to the database (See Adding an Image pp. 89)
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Mapping a Plant
To be completed by Plant Recorder

For all operations, be sure that both the ArcPad Data Manager and Trimble Positions Desktop extension
are installed and activated.

Select the extensions you want to use.

-0

H ArcPad Data Manager
ArcScan

Geostatistical Anatyst
Metwork Analyst
Publisher

Schematics

Spatial Analyst

Tracking Analyst

Trimble Positions Desktop

JOKOOOOoox

Description:

30 Analyst 10.2.2
Copyright ©1559-2014 Esi Inc. All Rights Reserved

Provides tools for surface modeling and 3D visualization

Exporting Data from ArcGIS (PC) to ArcPad (Geo7X)
1. Click the Trimble icon (highlighted below) to bring up the Trimble Positions Desktop
Administration window.

! J ’
© ArcPad Data Manager ~ | 42 4% (B | [ ﬁ' &

51



WORKING DRAFT: 10/2/2014: Complete save for Herbarium procedures

2. Click the projects button.

Trimble Positions Desktop Administration

Trimble Positions Desktop add-in version 10.2.0.1, Copyright ® Trimble Navigation 2012-2013
Current project: 2014-08-10 Elockhouse

Connected to: TrimblePasitions_1

Projects

Devices

Field Configurations

Frocessing Profiles

Datum Transformations

GMSS Enabling

’:raate, «edit and delete projects. Export projects to field databases.

Manage field devices. Assign processing profiles with differential correction settings.

Manage field configurations for ArcGIS for Windows Maobile workflows . Create and edit named
configurations that specify real-time correction source hierarchies and settings.

Manage processing profiles. Create and edit named profiles that specify base data sources and settings
for post-processing.

Manage datum transformations for ArcPad workflows. Setup default transformations to use in projects
with non-'WG S84 data sources (if not specified in map document).

Tools for GNSS enabling a geodatabase and map document; Run compatibility tests for the current map
document.

3. The green highlight indicates the currently active project (Only one project may be active at a
time). To create a new project, click on the Create button in the bottom left corner. A drop
down menu will appear. Select the first option and click “Create ArcPad Project”.

4

2014-08-29 Magnolia Lands

201409403 Magnolia Collection Mapping
20140505 Entry Roads

20140510 Blockhouse

B&B Mapping 3

i}
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4. Title the ArcPad project in the Project Name field. For consistency and easiest sorting, name the
project in reverse date format (i.e. 2014-09-22 Blockhouse). As this same title will be used later,
it is advisable to copy it (Ctrl C) for later use in this process. Next, be sure to have Moore Farms
Botanical Garden GIS 1.04.gdb selected under Feature classes in geodatabase workspace.
Finally, click “Create” in the bottom right.

Project Name:

Current Map: Moore Fams Botanical Garden GIS

Feature classes in geodatabase workspace: [[Moore Farms Botanical Garden GIS 1.0.4b gdb

Available | Unavailable

Layer Feature Class

Structure: Structure

Plant Center PlantCenter

Mass Planting MassPlarting Mass Plarting
Plarting Bed PlartingBed Plarting Bed

Plarting Area PlartingArea Plarting Area
LitilitiesPolyline LtiltiesPolyline

Barmier Barmier

5. Paste (Ctrl P) the project title from the last window into the Project Name field. Under project
layers select Plant Center, which will highlight in blue. Enter “1” in the field labeled Accuracy
Threshold Horizontal (m). Click the drop-down menu under “Horizontal Estimated Accuracy (m)”
and select “HorizontalEstimatedAccuracy”. This will instruct the GPS Unit to take the estimated
accuracy of each point and enter it in a field in the Plant Center table called
“HorizontalEstimatedAccuracy”. Positions in which the accuracy for a point is greater than 1
meter will be rejected. Select Finish when complete.

Edit Layer Metadata - ArcPac

Project Name: [Demo MFBG Project Use 95% confidence interval [

Project Layers:

Layer Feature Class * | Accuracy Threshold

Structurs Structure IHorizcntaI (m): 1
Plart Certer PlartCenter

Mass Planting MassFlanting
Plarting Bed PlartingBed
Plarting Area PlantingArea
tilities Palyline Utilities Pohyling Horizontal Estimated Accuracy (m)
Bamier Bamier

Metadata Transfer

Landscape Structure Landscape Structure . . Plart Size

Planted Hardscape PlartedHardscape e Lat'rtl.!de

Pavement Segment Pavement Segment
Trail Trail
Hvdroaraphic Area HvdroArea [

4 1

Cancel | [ Finish |
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6. A pop-up window will appear confirming the creation of the project. (It may be a few moments
before it appears). Push “OK”.

Trimble Positions Desktop add-in l —

:] Succesfully created new project [Demo MFBG Project].

7. The project is now created. Check that it is active (highlighted in green). Click OK to exit the
window.

ggﬂ Mapplng 3 a oore Fams anical Gar... o | |
Demo MFBG Project ArcPad Moore Farms Botanical Gar...  Yes

4| i | 3

Create. .. oK

8. Now, data may be exported to the GPS Unit. Click the icon resembling the data collector
(highlighted below) to open the Trimble Positions Desktop Dockable Window.

nager ~ &2 % G [ : ﬁ'@;

2357665.859 744567.658 Feet
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9. Due to RAM limitations on the Trimble Geo7X, the entire aerial photo should not be exported.
For this reason, it is generally easier to confine your mapping to one specific location or garden
area at a time. Zoom and pan to the extent you plan to GPS by scrolling. The currently visible
extent will be exported to ArcPad.

10. Now that the extent is selected, the project is ready to be exported. Confirm in the Trimble
Positions Desktop window that your current project is selected. Then click the Check Out/In
button and then click Check Out to ArcPad option from the drop-down menu.

Current project. Demo MFEG Project

é‘!@i ArcPad DataManager ~ | @) % . 8 : By
2357962.3 742883992 Feet
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11. Select the desired data to export. For the purposes of mapping plants, under the Layer tab select
Plant Center and select the black arrow under the Action tab. Click Check Out for disconnected
editing in ArcPad and then Schema Only (start with blank data set) from the drop-down menus.
Repeat this process for “Mass Planting” and additional layers to edit. Next, select Aerial
Photography 2011 and select “Export Background TIFF” under the Action tab drop-down menu.
The layers selected will be verified as a check marks to the far right. Once complete, click Next.

Get Data For ArcPad - Select Data

Choose the layers you want to get from the map.
Mote: Only layers that have the map's spatial reference can be checked out.

Layer ] } Action Folder
¥ Structure (+ Endlosure .. Do not export C:\Users\Public\Doc...

@Mass Planting " Checkout Schema only C:\Wsers\PubliciDoc. ..
‘@DarlaHnuseLand_ﬁ\rea Do not expart CiWsers\Public\Doc. ..
’@DarlaLeasedLand_ﬁ\rea Do not expart CiWsers\Public\Doc. ..
@Planﬁng Bed Do not expart C:\Wsers\Public\Doc. ..
@Planﬁng Area Do not expart C:\Wsers\PubliciDoc. ..
@UﬁliﬁesPolyline Do not expart C:Wsers\PubliciDoc. ..
@Barrier Do not expart C:Wsers\Public\Doc. ..
%Landscape Structure Do not expart C:Wsers\Public\Doc. ..

4% Planted Hardscape Do not exoort C:Wsers\Public\Doc. ..
€| i |

More Info? Confused? For more information, enable the Welcome page of this wizard.

l[ Mext > ll Cancel ]

12. A window will appear called “Get Data For ArcPad- Select Picture Options”. Ignore this and
select Next.

13. Check the box labeled “Create an ArcPad map (.apm file) for the data”. Paste the name of the
project (copied from the Create Project step) both into the field labeled “Specify a name for the
folder...” and “Map name:” Click Next to proceed.

. Get Data For ArcPad - Select H Eut Options — .

What data do you want?

Spatial extent:  The current display extent E]
Only get selected features
Only get features specified in layer's definition guery
Only get fields specified as visible in layer's properties
Specdify a name for the folder that will be created to store the data:
Demo MFEG Project
Where do you want this folder to be stored?:

C:Users'Public\Documents\GIS\GPS

Create an ArcPad map (.apm file) for the data  Map name:  emo MFBG Project .apm
Encrypt checked out data

Validate feature dasses before checking out

[ < Back ][ Next = ][ Cancel

14. Select “Finish” and “OK” in the next two windows.
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15. Navigate C:\Users\Public\Documents\GIS\GPS. The exported data will be located here. Copy the
project folder.
16. Power on the Trimble Geo7x and plug it into the computer using a USB cord.

2 &

4/ | » Libraries » Documents » GIS » GPS »ff

Organize v Sharewith v Bumn  New folder

/¢ Favorites Documents library
B Desktop GPs
18 Downloads

Name. Date modified Type
i Recent Places

Y . 2014- 08-15 Daylily Collection_AshBee §/15/2014 3:45PM  File folder

2014-08-01 B&B Mapping 1 81/20149:54 AM  File folder
2014-08-06 B&B Mapping 2 8/6/20144:30 PM  File folder
2014-08-08 B&E Mapping 3 8/8/2014 1256 PM  File folder
2014-08-08 B&E Mapping 4 8/8/2014 259 PM  File folder
2014-08-11 2014 Labeling 2/11/201410:22 AM  File folder
2014-08-12 Ditch 8/12/201411:19 AM  File folder
2014-08-12 Garden Woods Trees £/12/2014 11:02 AM  File folder
2014-08-13 Labeling n Mapping §/13/2014 10:53 AM  File folder
2014-08-13 Label Map 2 §/13/2014 227 PM  File folder
2014-08-13 Mapping 3 Extras. 8/13/2014 406 PM  File folder
2014-08-28 Magnolia Mapping 1 8/29/2014 8:32AM  File folder
2014-08-29 Magnolia Lands 8/29/2014 104 PM  File folder
2014-09-02 Magnolia Collection Mapping ~ 9/2/2014 2:46 PM  File folder
2014-09-05 Entry Roads. 9/5/2014 245 PM  File folder
2014-09-10 Blockhouse 9/10/2014 10:57 AM  File folder
ArcPad Prefs Backup §/18/2014 1206 PM  File folder

ArcPad 7/26/20141:22PM  File folder

9/17/2014 910 AM  File folder

Matt Test 7/26/2014 1:22PM  File folder
Pictures 4/16/2014 202 PM  File folder
Projects 7/26/20141:22PM  File folder

|| Field Data Collection.aps 4/22/20146:30PM  APO File

@ Field Data Collection 4/22/2014 547 PM  ArcGIS ArcMap D.

| Field Data Collection.mxd 4/22/2014 547 PM XML Document

Libraries

=) Pictures
B videos

™ Computer
&, Windows7_0S (C)
e Removable Disk (D)
B Lenovo_Recovery (€
§ MFBG Geo 7X handt

€ Network

17. Navigate to “Computer\MFBG Geo 7X handheld\\\My Documents” and Paste the Project Folder.

ih » Computer » MFBEG Geo 7X handheld » % » My Documents »

Organize

¢ Favorites 2014- 08-15 Daylily
Collection_AshBee
B Desktop

File folder
& Downloads
5l Recent Places 2014-08-01 B&E Mapping 1
& OneDrive File folder File folder

2014-08-11 2014 Labeling 2014-08-14

4 Libraries File folder | Filefolder

3 Documents

ot Music 2014-08-13 Label Map 2 2014-08-1
[&=| Pictures 1 File folder I File folder

B videos

2014-08-03 Magnolia Collection
Mapping
1% Computer . File folder

&L, Windows7_0S (C:)

= - . Matt Test

e Removable Disk (D:) File folder File folder
Lenove_Recovery (G
MFBG Geo 7X hand My Ringtones Personal

=) File folder |, Filefolder

2014-09-01
File folder

€ Metwork Demo MFEG Project
File folder

18. Unplug the GPS Unit and head into the field.
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Mapping in the Field

Calibration & Setup

Turn on the GPS Unit with the center green button. Make sure that the correct date & time is set.
The battery in the GPS unit will tend to drain whenever installed. This can result in the unit going
dead and restoring the date and time to the factory defaults. If the current date and time is not
correct, it can be set manually.

1. Pressin the upper menubar of the Geo7x main screen. A row of icons will appear. Scroll to the
right, then push the clock icon which appears.

P & Y ¢ @@ 12:31

T H O

Thursday, May 01, 2014

L

ArcPad 10.2
Version 10.2.1.23

F 3 T €@ @

2. Set the correct date and time, then press “OK".

Clock & Alarms @ &* Y‘ o @m 12:32

Alarms < Time ) Alarms

Time Zone:

GMT-5 Eastern US @
Date:

9 [/ 24 /2014 v
Time:

132:32 PM | a&|W

Sync to current time zone
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3. Before using the GPS unit, it will need to be calibrated. This should be done in the area of the
garden you plan to map and as far away from any buildings, electronics, etc. as possible
(Reference Trimble Support Note 11/5/13: Geo7x Handheld: Orientation Sensor Calibration).

4. To enter into Calibration mode, select the silver square and tool icon on the Home screen.

@ t Y« 2os

Geo7X

Thursday, May 0172014

L

ArcPad 10.2
Version 10.2.1.23

5. The menu screen for Sensor Calibration will appear. There are two options, Fast Calibration and
Full Calibration. The Fast Calibration is time-efficient while the Full Calibration gives a more in-
depth reading of the device’s coordinates but takes more time. Do the calibration
recommended by the device (in this example, Fast Calibration is recommended).

Sensor Calibration EI—I 1 Y‘ << C! 2:08

Choose a calibration method:

Fast Calibration
(Recommended)

Full Calibration

About using this application

®)
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6. Now that Fast Calibration has been selected, the Instructions screen pops up. Spin and rotate
the device in all directions as if the center was on one axis. Continue this with the calibration
sounds until you here a loud ping.

Fast Calibration Fast Calibration

Instructions Instructions

Spin and rotate your Geo until the calibration Spin and rotate your Geo until the calibration
progress bar is full. progress bar is full.
Maximum volume Maximum volume]

® &) ®

7. One of the two screens below will display. If the calibration failed it will say “Calibration failed”.
If this displays select “Try again?” and re-do the process. Sometimes the weather or canopy
cover can interfere with the calibration process. If the process is successful, select “OK”

Senser Calibratien § 1 Y0 o @ 10:43  Senser Calibratien ([J 1 Y, o C! 209

Calibration Faded.

Calibratmn was seoresshil

8. If Full calibration is recommended, reference Trimble Support Note 11/5/13: Geo7x Handheld:
Orientation Sensor Calibration.
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9. Return to the home screen and Open ArcPad

§ & %« @ 132 ArcPad - Untitied @ § Y, ¢ T 9:47

Geo7X o

e Sure Y isN Tk Manaser

Wednesd, plember 24,2014

L

ArcPad 10.2

IE Folder
2014-09-03 Magnolia Coll...  \My Document
2014-09-05 Entry Roads.a... \My Document
2014-09-10 Blockhouse.apm \My Document

8 Microsoft SQL Server
Compact Edition OLE DB
Frovider

Major Error 0:x80040e37,
Minar Error 0.%The specified
table does not exist. [ ]
[Line: 51, Colurnn : 7]
Source Text Unavailable

No Fix

100 fic
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12. The device will start searching for available satellites to determine a position. To view the
accuracy of your position, click the trimble icon in the trimble toolbar.

Demo MFBG Proje« Q 1 Y( o< @ 9:48
e aa e

=

13. The Trimble Positions Skyplot layout pops up and illustrates the placement of satellites
surrounding the unit’s current location. Preferably, wait for the accuracy to reach at best 4.0
inches before mapping. A range of 4.0- 5.0 in are also acceptable, especially in cloudy conditions
and heavy canopy cover. It's highly recommended to return to this layout while mapping in such
conditions to assure the best accuracy possible. Below shows the process of connecting to
various satellites. (Note that the 4.0” accuracy displayed in the final step here is the estimated
accuracy following import and correction of the data). If you are unable to reach the required
accuracy, you will likely need to take the point as an offset. See Mapping an Offset Position (pp.
72).

Trimble Positions @ 1 Y, ¢ @@T 9:48 Trimble Positions ‘¢ 3 Y =2 4L 9:48 Trimble Positions ¢ ¢ Y < @ 9:49

shpiot_|-|& vt [+, %) G [Sovor 1[0y GOGE) G
— + +

FDOP: 7 -12.62m HAE PDOF: 155
Too faw satellites

-11.98m HAE PLOP: 161

=
33°52'13.887"N T9e45'31.418"W I 33°52'13.892"N T4 3LADTW

GMSS Sattings: Max PDOP = 95.0 GHNSS Settings: Max PDOP = 3.0 GHSS Settings: Max PDOP = 99,0
Min Elevation = 5° Min SHR = 12.0 Min Elevation = 5° Min SHR = 12,0 Min Elevation = 59 Min SHR = 12.0

Positions taken with the GPS may be in either Point form (for a single plant) or Polygon (for a mass
planting). In some cases, (utility lines) a polyline may be more suitable. Additionally, there is the
possibility to take positions via offset in situations where coverage is not sufficient at the point where the
plant is located. This method utilizes a range pole and laser rangefinder.
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Mapping a Direct Position

Using the direct method, the location in which the antenna is located will be the location of the
point. If it is not possible to place the antenna in this exact location and maintain accuracy (for
example, a tree with a dense canopy), the point will need to be taken by the offset method.

Points
1. Select the “Plant Center” layer and “Point” from the drop-down menu below the point icon.

% Freehand Line
CIRectangle

2. Before taking the point, be sure to be in the exact location with the GPS unit of the desired
point. Once you are ready select the satellite and two point icon from the toolbar.

3. Now after selecting the icon, a new window will pop up allowing you to add data attached to the
recently taken point. Once it reaches 100%, the point will be present in the Plant Center data
layer. Select “OK” in the bottom left corner to return to the main map screen. Enter the survey
user, survey date, and other relevant data identifying the point (for plants, ideally the Accession
Number and Qualifier).

2014-09-24Maps §F 1 T < @0 10:46
Plant Center [65%:]

Plant Center Type |Plant Center 2

Plant Habit UNKNOWN =
Family

Inkergeneric Hybrid
Gens N
TE] Fage 1 |FH] Page 2 | TH] Page 2
SO
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4.

1.

If successful, the created point will be visible in the ArcPad map.

2014-09-24 Mapr @ ¢ Y. «¢ @ 10:47

ol

-6.06m 33°52'04.0035"N
3.7mph 79°49'27.4qag;tw

Polyline
Select a layer that has the capability to store polyline data. For this example UtilitiesPolyline is
selected.

2014-09-24 Mapp @ 1 i < @@ 10:48

B - SXNEN.

—— B2 Plant Center
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3. Before taking the first point of the polyline, be sure to be in the exact location with the GPS
antenna. Once you are ready select the satellite icon with a green ‘x’ and blue point. This will
initiate taking the point where the GPS antenna is located.

T B
;<o - =5.75m 33°52'04.0112"N
R o \
o 0.1mph 79°49 27.%
v~ RRE N A

4. Now the GPS will take 10 positions (or however many are set as the number of vertices for
averaging in the ArcPad settings) and average them to create one location for the first vertex of
the polyline. When 10/10 shows on the screen select “OK”.

Vertex (P 1 Y( o{: @m 10:48
X2356824.24209633

¥|742226 442508577 |

Z|-19.0639784255238 |

Mo |
111 —
o |

okl
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5. Continue creating the polyline by moving to the next point location and selecting the satalite

icon with the green ‘x’ and blue point.

3@ 4
NE
=) k‘ -

<]
-5.96m 33°52'04.0198"N
2 1.7mph 79°49 27.5%33&"

vip QXXX

6. Continue to take vertices as needed

ArcPad § 1 Y« am o049 ArcPad ? 1 Y« @ 1040
; ; , 5

ArcPad ® 1 Y« am0:48
&g =y #

£

]

-4.83m 33°52'03.8593"N
Al "

" 0.1mph 79°49 28.31183%\!

S

Z i ]

.57 - -5.58m 33°52'03.9616"N
= 049" "

e 0.1mph 79°49 277q§3 P

v P QIR X

Ium -5.96m 33°52'04.0198"N
Tl ;
Wil ~ 1.7mph 79°49:27.53527w

v R R XS

7. When the last point of the polyline is complete select the green arrow at the bottom of the
screen to input information about this line.

I%-l 0.1mph 19‘“’4&'13.31133@”
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8. Input information for the polyline. For this example the line type was named “1 demo” for this
tutorial. When finished select the green “OK".

-~

¥ 1 Y = @m 10:49

Utilities Polyline
LINE TYPE [1 demo |
LENGTH [ |

Horizonatal_Estimat | |

E5] Page 1 | |ag] Picture | [E] Symbologf{ it} »2
w1fz2]3]4]s5]s6]7]a]s]o]-[=]*
Tabf g fwlel el tlyfuliolpll]]
CAPJalsddl fladhdidkdid:d"
ShiftJzxdclvlblnlm| .| .|/l
Cojaa " |\ R

]
-5.15m 33°52'03.0271"N
0.1mph 79°49'27. 9!'239"“!

PDOP 1.1

v~ QRS o
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Polygon
1. Select the Mass Planting polygon layer from the Pencil icon. This layer is able to store

polygon shaped data.

Plant Center
litiesPolyline

Mass Planting

]
rl -4.65m 33°52'03.8575"N
0.0mph 79°49'2s.3§§g'f'tw

li

PDOP 1.1

2. Now select the Polygon shape from the drop-down menu. It will show the Polygon shape in
the toolbar to confirm that a polygon will be created.

3

L]
L /7 Line
&f Polyline
| % Freehand Line
CRectangle

' EPolygon

Ellipse
Ocircle
ﬁFreehand Polygon
T Text Point
. deText Polyline
- ~4 pAqText Polygon
18 of 1'8 0. [A]Text Rectangle
@ Text Ellipse )

V»”Q""FO%-\

S

3. The first point of the polygon will be where the antenna is located. To create the point
select the satellite with the green ‘x’ and blue point icon.
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L]

w -5.15m 33°52'03.0271"N
0, v ~ar

- 0.1mph 79°49 279750&&‘!’

L2~ OxxX R

4. Now the GPS will take 10 positions to determine the final vertex location. This will take
about 10 seconds. When complete press “OK”.

<O

5. The first point of the polygon is now created. To continue this process for other points in a
polygon select the green arrow at the bottom of the screen. Continue the same process by
moving to the location of the next point and selecting the satellite icon.

With all needed vertices taken you are ready to finish the polygon. The last polygon vertex
can close itself without another point taken at the starting position (note it will take the

most direct route from the final vertex to the starting point). Select the large green arrow at
the bottom of the screen.
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ArcPad ? 2 Y < @ 10:53

X]
|
||||| 0.0mph 79°49'27. 3?6&"}@’

v0ﬁ®xwh

7. Enter important information for the polygon. Pictures and Area/Perimeter information are
accessible in the different tabs at the bottom after Pages 1 and 2. (For this example
information will be placed in Mass Planting Name, Survey Date, and Survey Name categories
on Pages 1 and 2) When complete select the green “OK” at the bottom left of the screen.

@ N 0

Mass Planting

Mass Planting ID I:l
Mass Planting Type
Efllass Planting I:l
PI;;‘ti‘ng Size
Section Name

il Palgeﬂl . Page 2“ [z5] Picture |
1230 1[2]3]4]5]6]7]8]o]o]-]=]«
TabJafwlel el t]y]uli IOIp Ll]

CAPla|s|d|flglh]i H

shift|z|xleclvibln|m|.,].[/]
Cjaa] " |\ Litl<]—
OB

8. The polygon is now complete and visible on the ArcPad screen.
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T =
;47 -4.94m  33°52'03.0937"N
" 0.1mph 79°49'27.7689"

17 of 18

v~ @ RN
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Mapping an Offset Position

Point
1. This method involves using a range pole in addition to the GPS unit. For this procedure, place
the GPS Unit in an area where good coverage is available, and then place the range pole in
the center of the plant or point to be mapped. When ready to take the point, select the
Offset icon from the Editing menu tab without entering the drop-down menu.

Demo MFBG Proje« @ 3 Y ¢ @T 9:50

B
-6.15m 33°52'13.8707"N
0.0mph 79°49'31.39z36w

2. Open the laser Rangefinder tool by selecting the middle rubber button below the Trimble
Geo7x screen. The device’s camera will activate and take up the Geo7x screen. Use the
crosshairs on the camera to sight the range pole. Once the laser/camera has been
successfully aimed, select the middle target icon on the screen. A horizontal distance in feet
will be visible. If this seems accurate, press the check mark on the bottom right of the screen.

Rangefinder P 1 Y am 952 Rangefinder ® t Y dax oS3
= \ : X | Offset |3 |
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3. Inthe Point/Vertex window select the tripod image icon to include a reference point. Then in
the Vertex window select the satellite image icon to begin the process of creating a point.
Once completed select OK.

Vertex

Demo MFBG Projer § t Y o< @T 9:53 § 1 N a@oss
[2356484.299430984

Y|743219.412738944
2|-22.0935954574876

¢t i@ o

Point/Vertex

Raferance Paint

2356:484.20043058, e

|65 | °T

2025 ft

Slope Distance

23] 1]2]3]4]s]s]7]8]9]o]-
TabJaJwle refyJulifop]L
CAPJajs|dfflalhfilk]I]:i]'
[ shift [z [x[cfv[b]nfm] [ . [/]
ceaa] vt [<]=]

okl

= Y2 7 Offset | 2™ 2 Paint Offset

o)

4. Select OK again in the Point/Vertex window of ArcPad

ArcPad P 2 Vi o 953
Point/Vertex

Reference Point ,.-'?'I\
65 ] T
Slope Distance  [¥]| {2025 ft
Inclination [:]l 16.1 °
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1.

5.

Enter the Survey Date, Survey User Name, and any other relevant date identifying the point.
When data is inputted and completed select OK.
@ Y, ArcPad P 1 Y‘ o< @ 9:54
Plant Center Plant Center
Plant Center ID | | A Latitude | |
Accession Number] || | Longitude | |
Qualifier | | Plant Date ||:| v|
Plant Center Type [Plant Center [ Survey Date | | 9 /17/14
Plant Habit [UNKNOWN 7] Survey User Name) [TNRSNY
N e — Undate Dat David Poston
Page 1 Page 2 Page 3 <12 paate Late EELI( H(_:I‘(alyff
1231234567 efo]o]-]=]« Update User Name EvaaRd|2ru man
TablawlelrftlyJulilolp ] End Date Evan Clements
CAPJa s |d]flglhlidk]Il]; Katie Dickson
Shift [ z [xJeclvlbln|m],|.J/] Kirk Laminack
ciaa] I\ Lt J<J~ Page 2 Page|Matt Lobdell
Other
@ 0 Rachel Durkan
Polyline

Select a layer that has the capability to store polyline data. For this example UtilitiesPolyline is

selected.

ArcPad

&

74

% 2 [@Mass Planting
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3. Select the icon with the arrow connecting to the blue point. Select “Linear Traverse” from the

drop-down menu.

1 Y @ 3:03
‘a4 & -

@), A Yo Offset Polyline/Polygon
@ Ay Linear Traverse ]
HRadial Traverse

(D set Reference Point A

(®set Reference Point B

\\Segment Polyline

B
Il IH“II -9.7m  33°52'03.5978"N
PDOP 1.1 0.0mph 79°49 27.74M

v ARQRENR |
4. Capture the offset point by utilizing the range pole and rangefinder as described on pp. 73-74.
5. Continue creating the polyline by selecting the grey RangeFinder button located in the middle of
the GPS device above the green home button and continue previous steps.

A

‘oL » -9.54m 33°52'03.5992"N

" 0.0mph 79°49'27.7522'
19 of 19 mp %B M

v P oKX

]

mm" -10.9m 33°52'03.6095"N
A .

il o.omph 79°49'27.7437W

]

Illlli -10.6m 33°52'03.6126"N
e :

il o.omph 79°49'27.7345"W

v DR

vip o QR WX

6. When the last point of the polyline is complete select the green arrow at the bottom of the
screen to input information about this line.
7. The line should be visible on the ArcPad screen.
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Polygon
1. Select a layer that has the capability to store polygon data. For this example Mass Planting is
selected under the pencil icon

64 @aln e
< Y=

T ]

‘- : -9.59m 33°52'03.5976"N
[+] Ll

s 0.0mph 79°49'27.7504"W

o AR N |

2. Select the Shape icon and select the Polygon shape from the drop-down menu.

* | CORectangle
[—1Polygon
Ellipse

Occircle

S)Freehand Polygon

TTG-\‘, Point
Ao Text Polyline
'9@\7(;4\‘ Po
0. Text
PDOP 1.1 IE‘ ., B

< ‘ ~ @T'f; xt Ellipse
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3. Open the offset drop-down menu (icon with the arrow connecting to the blue point). Select
“Radial Traverse” from the drop-down menu.

2014-09-25 CMP 1 Y % @ 2:55
2

o &

£| e Offset Polyline/Polygon

@ | A Linear Traverse
‘.:; Radial Traverse )

05::! Ref Point A

‘vl s =99m 33°52'03.6010"N
° 0.0mph 79°49'27.757%'
190f 19 s ﬂl

v CRQR N R

4. Capture the offset point and reference point by utilizing the range pole and rangefinder as
described on pp. 73-74.

5. Continue creating the polygon by selecting the grey RangeFinder button located in the middle
of the GPS device above the green home button and continue previous steps.

Ilmﬂ -9.59m 33°52'03.5939"N IIIIllI -9.44m 33°52'03.5845"N Sl -8.82m  33°52'03.5771"N
0, 4 o o, " ) ket 0, \l

' 0.0mph 79°49 27.75}0%'}? M 0.0mph 79°49 27'74?00"»’ o 0.0mph 79°49'27.7527"W

L INCEFBN B [ ?-g%xxx B L3 8xxx R |

6. When the last point of the polygon is complete select the green arrow at the bottom of the
screen to input information about this line.

T K
- i: -8.82m 33°52'03.5771"N
0o 0.0mph 79°49'27.7527 "W

HOMCERES B
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7. After inputting information, the shape should be visible on the ArcPad screen.

ArcPad

]

]
||I||I||| -8.48m 33°52'03.5741"N
PDOP 1.1 0.0mph 79°49 27M
vhAORER
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Importing Data from ArcPad (Geo7x) to ArcGIS (PC) and applying Corrections
Note: To avoid duplication of field data, complete the following only once per project, and only when
finished collecting all positions for the relevant project.

1. Navigate to the Trimble “MFBG Geo 7X handheld” folder and copy the project from the GPS
device to the GIS/GPS folder in Documents. Select OK for all pop-up windows.

L J® & v Libwies » Documents » Gls » GPS »

Orgence > Shammtnw  Bum  Newicder

¢ Frsoriten Dacuments library
o

L4 08 15 Dbl Cul
014 0305 BEB Mapi

Toggle Trimble Positions Desktop
Dockable Window Visibility

Toggle visibility of the Trimble
Positions Desktop Dockable
Window.

P

|
Data Manager ~ .‘Q$ @- 3] = @

3. Click on “Check Out/In..” button and select Check In From ArcPad from the drop-down menu

Trimble Positions Desktop 7 x
Segsions: Current project Demo MFBG Project
Device Start Tome “ End Time Notes Siatus

[ Check Dutn_.

79



WORKING DRAFT: 10/2/2014: Complete save for Herbarium procedures

4. Select the “Browse” button and navigate to the project folder. Be sure to move a back a folder
or two in the window to ensure the selected data is correct. Open the file.

+ Comzuter b Widosad 260C) v Lners b Sublic » Poblic Docamenis b G5 b G5 b J0L440-2 Mapping Cirect D)

Check In ArcPad AXF files o .

Current project: Demo MFBG Project Crgenice = Heom lukia
A .

Select 20(F file: —

| - 32 Woorms Parer: Bcarical fardon B LY. G304 254 PW 7 e i

Coordinate system for real-time corrections (if applicable) el

o Dnebnve

N AXF file password.

Deleted  Stal

Check In ArcPad AXF files

Current project; 2014-03-24 Mapping Direct Demo

Select L¢F file:
CAUsers'\Public’Documents'G15YGP 542014-059-24 Mapping Direct Der

Coordinate system for real-time corrections (if applicable):

AXF file password:

Layer name
PlantCenter
MassFlarting
|tilities Palyline
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7. Besurethe “Current Project: " is the desired project name. If not, please review Step 4 and
select the correct folder and data. Next, notice the Status of the data correction under the
Status heading. If the Status is “Waiting For Correction” select the Correct button. To select
more than one session listed, hold down the Shift key while selecting the other sessions, then
select Correct. Otherwise it will only correct the sessions highlighted in blue.

[@e|zn <
Trimble Positions Desktop 7 x

Sessions: Current project: Demo MFBG Project

Device Start Time * End Time Notes Status
 Trimble Geo7x 9/17/2014 9:53 AM 9/17/2014 11:15 AM Waiting For Correction |

Check Out/In... ][[ Correct... ]][ View Features ] [ Update Features ] [ Remove ] [ Zoom To
- 1) @ - ArcPad Data Manager ~ .Q .’ @. @ & &

]
v

8. Inthe Correct Sessions window, select one of the “Sessions to Correct:” heading. Once selected
press Correct to begin data correction. This process may take anywhere from 5 minutes to
several hours.

NOTE: Fun fact- the closest Cors antenna for data correction is in Lake City at the Fire Station.

Sessions to Correct

! Trimble Geo 7x 9:53 AM 9/17/2014

Processing Profile to Use:

-

9. When complete, close out of the window. If you wish, you may click the “View Features” button
to review each position taken. To apply the corrections to your data, you will need to

10. Verify the points in the attribute table of the Plant Center layer.

11. Remove the Trimble Positions project by highlighting the project name and clicking the remove
button.
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Entering a Note
To be completed by any staff-person with database access

1. Log into the database with an assigned username and password.
2. Click “View or Edit Plant Accession”

MOORE FARMS
ma  botanical garden

Add Notes & Images

([ View or Edit Plant Accession ]J [ Upload Image for Plant Accession ]

View Reports

[ Browse Mote Report ] [ Browse Image Report ]

[ Check Annual Note Total ] [ Check Image Total (In Progress) ]

Spedialized Tasks
Print or Engrave Labels Plant Sale

[ Accession ][ Nursery ] [ﬁ[ﬁ

[ Display ][ Herbarium ] (opens web browser)

3. Make sure the “Locations and Notes” tab is selected. The space for notes is located on the
bottom half of the tab layout.

51 FileMaker Pro | |
File Edit View Insert Format Records Scripts Window Help
3 mooreplants (FM Server #8) [olre =]
3 4/8373 -~ = p—
BEH 1 & Found (Unsorted) ) Q - gt @
Records Show All ew Reco Delete Record Find Sert
L [ edt ith tzb...~| viewas[(5Fl = = Preview A2 | [Editiayout |
MOORE FARMS BOTANICAL GARDEN PLANT DATABASE Create New Accession Set Next Accession Seral  *
enus Magnol: I A ACEA
' | 9enus| Magnok amily | MAGNOLIACEAE ¢ mat Lobel
grandifera v ated | 7/2/2014
v 0006m10 Y o
" = d|_8300 modifiod by | Mt Lobdell
Little Gem v pending
e bE s/5/2014
on | Lictle Gem Magnolia M
patented? image count | 4 sunviving s 1

Homenclature | Toxicity | Initial Notations & Cost [  Locations & Notes ) Tmages | Propagation Requests | Plants Donated | Label Preview

T | (Changing thi field doesn't change this record, but does determing which GIS place names can be seiected beto)

has  nesds Deaccessioned
Quster Lecstion Qv Planting Sze  Dateplanted  Tag Tag GFS Alve (m/dfy) Died why? _ Location Speciic Note
W |v) L0 1 3 galln o . a

Type Badname/GIS Location Nota
care M In a proactive measure taken in case of deer herbivory, protective

propagation v grafted by Ethan and Madison 4/09 to be planted Oct/Mov 2009;

care 2| ¥ |[ U-18 (magnota forest) Transplanted to new magnola collection site. -

Erk He:
100 = ¢ B Browse «
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4. Locate the first blank line. In one with several notes, as pictured below, you may need to scroll
down through existing notes until you reach the first blank line at the end.

Nomenclature = Toxicity = Initial Notstions & Cost  Locations & Notes | Images | Propagation Requests | Plants Donsted | Label Preview

Area Fiter | mf garden

v (Changing this fild doesn’t change this recard, but does determine which GIS place names can be selected below)

Deaccessioned
(midfy) Died why?  Location Specific Note

Note

 Bednams/GIS Location
2 (mzg Treated for scale with horticultural oil. L)

v i fand)

LSp\ayed with horticultural oil
L 1 flower present.

Treated with Safari Insecticde to prevent scale.

0-10-30 granular fertilizer applied.

Flowering. The only one currently doing so in L-20.

| 15 Flowers and 2 fruits present.

LLr:t\e bit of burn on the outer margins of the foliage after a winter

5. Click the blank field under the “type” heading. A dropdown menu will appear.

Homenclature | Toxicity | Initial Notations & Cost | Locations & Notes | Images | Propagation Requests | Plants Donated | Label Preview

¥ | (Changing this feld doesnt change this record, but does determine which GIS plsce names can be selected below)

has  nesds Dezccessionad
Qualifier Location Qty Planting Sze  Date planted Tag Tag GPS Alive (midfy) Died why? Location Specific Note

Author ) Bedname/GIS Location Hote
| Erik Heahv g d)

6. Database notes are defined as belonging to several categories. From the dropdown menu, select
the category which best fits the note to be entered.

a. Care: Used to document horticultural tasks completed on an accession (pruning,
mulching, fertilization, pest control, etc.)

b. Nomenclature: Used to clarify or note nomenclatural debate or changes for the taxon
which the accession represents. Most often used by the Plant Recorder.

c. Observation: For any general note about the horticultural performance of the plant or
its current phenology (whether or not the plant is flowering, fruiting, etc.). This will be
the most common during the inventory and field checking period.
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d. Propagation: Used to document dates and procedures for plant propagation. Most
often used by Production Coordinator or Grower.

e. Source: Used to clarify the source of a plant when not listed from the source
dropdown menu while creating a new accession or adding quantities to an existing
accession (See Pg. 25).

f. Comment: Used to make a general comment about an accession which does not fit
into another category.

g. Question: Used to ask a question to the Plant Recorder or other staff member. See
Asking a Question (pp. 86).

h. Question (closed): Indicates a question which has been answered. See Answering a
Question (pp. 86).

i. Answer: Used to answer a question. See Answering a Question (pp. 86).

j.  Answer (closed): Indicates an answer which has been seen by the person who asked
the initial question. See Asking a Question (pp. 86).

L sed) : | Are there really two 2t £he intemn house or was this a script
%[ answer{closed) ¥ || A-01 (blockhouss) | There are not any at the intern house.
( ¢ s >
C — )]~ L
are
nomenclature
observation .
propagation
source
MOORE FARMS question & row in @ portal, be sure when prompied by Femaker, to confim 5 T
e b iwant to delete the one relted record and rot the master record! e | Create Sales Record
question(closed) .
= g 5 Browse 4 answer
answer(closed)
\commen.
B

7. The date and current user will be added automatically. If these are incorrect, they may be
changed by clicking in and modifying the text of the relevant field.

., Tvee : t Note )
i| observation o) Second flower present for this season. A

Treated for scale with horticuttural oil.

Sprayed with horticuttural oil
1 flower present.

L
|
L
L
l Treated with Safari Insecticide to prevent scale.
|
L
L
|

0-10-30 granular fertilzer applied.

Little bit of burn on the outer margins of the foliage after a winter

Flowering. The only one currently doing so in L-20.

1| observation

15 Flowers and 2 fruits present.

[ ;| observation GD | v
MOORE FARMS When deleting a row in 2 portal, be sure when prompted by Filemaker, to confim _ = oo
| b that you just want to delete the one related record and not the master record)! fomrmE | Create Sales Record|

8. By their nature, notes may refer to all plants belonging to a certain accession, all plants in one
area belonging to one accession, or just one specific plant comprising this accession. Before

84



WORKING DRAFT: 10/2/2014: Complete save for Herbarium procedures

entering the note, it is imperative to indicate which level of organization this note will pertain
to. Failure to complete this step introduces a level of confusion and drastically reduces the
usefulness of the note.

9. If the note only refers to one specific plant, indicate the qualifier of the plant in the “Qualifier”
field. (Note: Only Qualifiers listed for this accession in the upper half of this layout will appear).

Qualifier Location Qty Planting Sz Datz planted Tag Tag GPS Alive [(mfdfy) Died why? Location Spd
259 | ¥ || 118 (garden buffer woods) 7 1 gallon 12/14/2002 No Yes v

Author Date Type Bedname/GIS Location Qualifier

Jenks Farmer

Ethan Kauffman ¥ | A-0i (blockhouss)
v
MOORE FARMS When deleting a row in 3 portal, be sure when prompted by Fiemaker, to confirm

that you just want to delete the one related record and not the master record!

100 = 5 B Browse

10. If then note refers to all plants in an area, click the down arrow in the dropdown box labeled
“GIS place name/bedname” and select the proper location. (Note: Only Garden Locations listed
for this accession in the upper half of this layout will appear).

Location Spacic Nots

Authar Date Type Bednams/GIS Locstion
i H vation HE 2

e |
| second flower present for this season. a
[Treated for scale with horticuttural oil. i

care [ Sprayed with horticultural oil

observation [ 1 flower present.

andd [ Treated with Safari Insecticide to prevent scale.

262 L-20 (magnoia land) |

[ care [n,m,gu granular fertiizer applied

observation | Little bit of burn on the outer margins of the foliage after a winter

[ obsenvation [F\nwenng. The only one currently doing so in L-20.

ation

[ 15 Flowers and 2 frutts present.

e i| obsenvation | v
MOORE FARMS When defeting a row in 2 portal, be sure when prompted by Flemaker, to confirm _ - T
e that you just want to delete the one related record and not the master record! e | Create Sales Record

11. Finally, enter the note itself in the “note” field. (If the note refers to all plants comrpsiing the
accession, clarify as such in the body of the note).
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Nomenclature | Toxicity | Initial Notations & Cost | Locations & Notes  Images | Propagation Requests  Plants Donated | Label Preview

Area Fiter | mf garden | (Changing thi fild doesn'® change this record, but does determine which GIS place names can be selecied befor)

> Locstion Spechic Note

author

Type Bedname/GIS Location Note
[ Erik Healy H d)

i care [Treated for scale with horticultural oil. ia
[ Sprayed with horticultural oi i

[ 1 flow
[ Treated with Safari Insecticide to prevent scale.

envation present.

care

care [nrman granuber fertiizer applied.

obsenvation | Little bit of burn on the outer margins of the foliage after a winter

abservation [ Flowering. The only one currently doing sa in L-20.

|’ 15 Flowers and 2 fruits present.

ﬂ Flowers starting to end bloom. etc etc etc etc )

[ v

MOORE FARMS When deleting 2 row in 2 portal, be sure when prompted by Femaker, to confim

that you Just want fo delete the one related record and nof the master record! Questions? | Create Sales Record

100 = & B Browse

Asking or Answering a Question

It is possible to use database notes to ask a question to the Plant Recorder or other personnel utilizing
the database. However, this is not the most efficient way to accomplish this task as the questions must
be manually searched for and can go for some time prior to being seen. It is generally recommended to
contact the plant recorder directly through email.

Asking a Question

1. Enter a note and select the type as “question”. Clarify whether the question refers to a specific
qualifier, and entire location, or all plants. See Entering a Note (pp. 82)

2. Make sure the note is addressed to a specific person (i.e. enter “Erik: Where was this image
taken?)

3. Wait for the question to be answered.

4. Once an “answer” note has been entered and the question is resolved, change the type of the
answer note from “answer” to “answer (closed)”.

Answering a Question
1. If on arecord where a question has been addressed to you, enter a note answering the question

and select the type as “answer”. See Entering a Note (pp. 82)

2. Change the type of the question note from “question” to “question (closed)”.
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Checking Note Totals
To be completed by any staff-person with database access

1. Horticulturists are required to enter 300 database notes over the course of the year. To check
the raw total of notes, select the “Check Annual Note Total” button in the menu menu.

MOORE FARMS
W boranical garden

Add Notes & Tmages

[ View or Edit Plant Accession ] [_Upload Image for Piant Accesson |

View Reports
[[ Browse Note Report ]] Browse Image Report
[ Check Annual Note Total ] [ Check Image Total (In Progress) ]

Spedialized Tasks
Print or Engrave Labels Plant Sale

Dy Tapens e browier)

2. Atable will appear summarizing the number of notes created by each user in each category.

@] FileMaker Pro - [mooreplants (FM Server #8)] t e
= Eile Edit Miew |nsert Format Scripts  Records Window Help
T 1 g - =
L 1 | B s Y ey
‘_” It "/ Total (Unsorted) _2.1 E_? % T = |&
Records Mew Record Delete Record Fing Sort
Layaut: horbcuture note tally = | View As:| &= | = [ Preview |
User_Name Care Observation  Prop Nomenclature Source Comment ?'sActive ?'s Closed ?'s Answered Total Public Total Private | Total
| [Erik Healy 306 256 I 1 0 0 I z o 562 15 577
Matt Lobdell 282 1 161 125 119 136 58 | 296 604 5
David Poston 70 276 3 0 1] 1 446 3 152
\Alex Cooley 131 151 0 1 K 8. 1 283
Katie Dickson ¥ 151 ! : ] 1 1 1 } 4 248
HKirk Laminack 54 Ex ] i 0 0 [ | | | ] i 104
Ethan Kauffman 17 341 2 14 0 6 i i | |357 |58 415
| Madison Turnblad - 7] £ 3 s 0 o |25 |23 |68
Leanne Kenealy ] (4 5 0 ] a ] 3 0 (4 5 ]

3. Insome cases, it may be more desirable to search for specific notes in order to determine how
many were completed in a specific time frame. In this case, the “Browse Note Report” button on
the main menu.

MOORE FARMS
W botanical parden

Add Notes & Images
[ ‘View or Edit Plant Accession ] [ Upload Image for Plant Accession ]
View Reports
[ Browse Nota Report ] [ Browse Image Report J

[[ Check Annual Note Total D [ Check Image Total (In Progress) ]

Spedialized Tasks
Print or Engrave Labels Plant Sale

(R
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4. Using this layout, it is possible to complete detailed searches of all notes to perform those tasks.

e e e

3 File Edit View Insert Format Scripts Records Window Help [-[=]x]

1 483 /22017 =
LE] P Found (Unserted) =) Edf 8 Q -
Show All | New Record Delete Record Find

t -] vewas[ =[Sl | [odify.. ]
note_author note_type note common_name |note_creati. accession_number| “scientific_name  bed_name. . bed_name +
david poston Foliage fills the bed more than growing up. | heve it paniia 9116/2014 136719 Dahlia Bishop of 1125 IN-07 (formal gard
[This plant has the coolest foliage! it s also doing quile  |Elephant Ear 13m&794 (Colocasia esculenta 207 15 (firetower ba
ne of the three are covered in bag worms (Giant Arborvitas. 03m1058 [Thuja plicata E |A-01 (blockhous
Trested with Talstar for bagworm. 1 oz per gallon of Giant Arborvitas: 03m1058 [Thuja plicata 3 |A-01 (blockhouse
Died in the ground. Wasnt ransplanted comedly. Root  |Deodar Gedar 10m4daT (Cedrus deodara 25 = B
david poston (Great plant when it flowers. Folisge dries up 8nd 100k [Thread Leaf Tidseed 10m4564 (Coreopsis verticillata 2 |A-01 (plockhouse
david poston Foliage was flopped due to a Panicum laying on it Wherled-leaf Tidseed 8951tm10 ICoreopsis major |4-01 (plockhouse
avid poston [Plant is leggy in cument location. | pruned it back to hall  |Japanese Rose 11m4981 Kerria japonica |2-01 (plockhouse
| |savid posten [Hand pruned top to level s = hedge. Southern Magnolis 04m1245 Magnolia grandifiora 1501 (blocknouse
avid poston Pruned folisge back into itself. As Erik said, it doss tend_|japanese Barberry BE17tm12 Berberis thunbergii |A-01 (blockhouse
| [david poston Flopped over and had 1o be staked. This are wesk Bitter Panic Grass 11m4895 [Panicum amarum |5-01 (blockhouse
| |david poston Fiopped and smothering other plants. Had to be cut back [stidky Rosin Weed 09m4070 Silphium glutinosum |A-01 (plockhouse
Madison Turnblad The only Ghionanthus virginicus we have Fringetree 02m0366 (Chionanthus
Madison Tumnblad answer(closed) C. Yuletide' FY 2013 Fall Plant Sale was [Camellia 2mo! Camellia = vernalis
| |Madison Tumblag  answer i ety [ e iraeTa i hinese Fringe Tree 04m1312 (Chionanthus retusus
| |WadisonTumblad  answer(closed) I have na recallection of propegaiing this periiculer (Varisgated Besutybery 06m2182 (Callicarpa mollis
Iadison Turnblad answer Somy | can't help an this one. It is not in nursery lapanese Gamellia 08m2680 Camellia japanica
Wadison Turnblad answer(closed) Moved to dead Medame Rosy Cow fich 09m4086 (Campsis "HOMR®
| |Madison Tumblad  lanswer(closed) Yes, these all were propagated from M-12, fiom the [American Beautybeny 09m4241 (Callicarpa
Madison Tumblad That s comedt. | highly doubt this 1= il alive In N |Garden Mum 10m4a18 sp.
|Madisan Tumblad | ‘Yes. | changed source abave. [Desert Spoon 10m4485 Dasyliion wheeleri
Madison Turnblad answer(closed) | grew several spedies from seed fiom RFS. 1inow  |Besr Grass 10m4702 Dasylirion
|Madison Tumblad  answer(closed) ‘es. We received 2 plants from REZG in 2012, Moved to. 0058m14. Clerodendrum
| |MadisonTumblad answer(closed) Rl e s o 8745Im12 Camellia sinensis
|Madisen Tumblad  janswer Mstt Let me look into this. | suspect Leanne. hina Fir 9062tm13. Cunninghamia
| |Madison Tumblad  lanswer(closed) Matt: We propsgated Cypella coslestis by seed fom (Gablet Flower 9095tm 12 Cypella coelestis
Madison Turnblad Matt Yes. Cyrilla atiga has only been propsgated once [sarub Titi 9101tm11 (Cyrilla arida
|Madison Tumblad Matt | do not s==  location an this record for Z03 01 |Desert Spoan |9210tm11 Dasylirion wheeleri
Watt Lobaell [Existing plant with no known source or provenance. Plant _[white Mulbery 1486m14 Morus alba
- david poston ne is cumently in flower. Flowers are above the folisge,  |Bamenwort 0984m14 Epimedium ‘Domino’ M-07 (formal gard
avid poston Foliage is up 1o 2 after cutting back hard & month aga. Bluebird 8778tm03 Caryopteris divaricatal IN-07 (formal gard
| |savid poston [Exiremely fast grower. Folisge is up 1o around 3.5 fest _|Happy Single Party 13m6720 Dahlia ‘HS Party IN-07 (formal gard
Katie Dickson Like the epithet leucocarps’ suggests, these nsndinss _|Heavenly Bamboo 0549m14 MNandina. M-10 (big butia be
Katie Dicksan This blue (and extremely spiky!) century plant hasbeen  |Agave 1379m14 lagave Blue Emperor (G-04 (w patio)
Katie Dickson Planted in “mixed mum” bed in the center of CFG. 1398m14 N-10 (cut flower
Katie Dickson Planted in "mixed mum® bed in the center of CFG. 1399m14 IN-10 (cut flower
Katie Dickson Planted in “mixed mum” bed in the center of CFG. 1397m14 N-10 cut flower
Katie Dickson [Planted in “mixed mum’ bed in the center of CFG. 1403m14 N-10 (cut flower
Katie Dickson Planted in“mixed mum” bed in the center of GFG. 1396m14 IN-10 (cut flower
Katie Dickson Planted in “mixed mum” bed in the center of GFG. 1410m14 IN-10 (cut flower
Katie Dickson Planted in “mixed mum” bed in the center of CFG. 1409m14 N-10 (cut flower
Katie Dickson Planted in “mixed mum” bed in the center of CFG. 1402m14 N-10 (cut flower
Katie Dickson Planted in "mixed mum’ bed in the center of CFG. 1395m14. IN-10 (cut flower
Katie Dickson Planted in "mixed mum® bed in the center of CFG. 1404m14 IN-10 (cut flower
Katie Dickson Planted in “mixed mum bad in the center of CFG. 1412m14 N-10 cut flower
Katie Dickson Planted in“mixed mum” bed in the center of GFG. 1411m14 IN-10 (cut flower
Kirk Laminack responded very well to pruning. The ones thst were fPink Drift Rose. 12m5652 Rosa Meijocos’ -21 (green wall)
Ethan Kauffman propagation This flowered in 2013 and seeds were colledted in Iste[Mexican 9/4/2014 13mB741 Polanisia /15 (firetawer ba
Erik Healy Remaved due to ladk of aesthetics haste Tree 9/4/2014 02m0630 itex negundo lc-09
Ethan Kauffman obsenvation This came badk from lasi year in frant of the headhause. 942014 12m5426 sp. 00 (pre
Em=r%;(%mm=n nh:ammmn This seems to be cerformina fine. It looks e little drv. but  linnn Kann Prse. QN A l12me782. [RhnAnleia hanmi H-12

Browse
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Adding an Image

To be completed by any staff-person with database access

1. Priorto uploading an image, reduce it to a maximum file size of 500 kb (See Appendix Il for a

procedure on how to do this).

2. Loginto the Database with an assigned User Name and Password. See Logging in to the

Database (pp. 15).

3. Click the “Upload Images for Plant Accessions” button

MOORE FARMS
W  botanical garden

Add Notes & Images
[ View or Edit Plant Accession ] [T Upload Image for Plant AooegsionD
View Reports
[ Browse Mote Report ] [ Browse Image Report J

[ Check Annual Note Total ]

[ Check Image Total (In Progress) ]

[ Display ][ Herbarium ]

Spedalized Tasks
Print or Engrave Labels Plant Sale
[ Accession ][ Mursery ] [ EEEEEE ][ EEE !EEEE ]

{opens web browser)

4. Search for the accession captured in the photograph. See Searching for a Plant (pp. 16).
5. Next, locate the container field. It's the large blank rectangle underneath the “Image Preview’
heading. Right click then select “Insert Picture...” from the side menu or drag and drop the

image into the container field.

R penerrerewme S N

Uplood Image _ \Web Preven
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6. If the image is too large, you will receive the following error message.

FileMaker Pro

Image too large. Please reduce filesize to <500 KB.

l.\'

7. The container field will change to display the image, and the “photog.” field will automatically
update to display the current user’s name. Click in the “bed field”. A down arrow will appear.
Click the down arrow to bring up a drop-down menu. Select the garden location where the

plant is located (Note: Only locations where the plant is currently indicated as being located
will appear).

Image Preview

'I_'_aken by i Date Uploaded Date

i 9/19/2014 | | ‘

View .
Bedname Quadrant

282 L-20 (magnoliz land)

Image Preview

Date Uploaded Date

‘
View ) '
Quadrant ‘

v!

8. If necessary, specify the quadrant where the plant is located. At time of writing, this is only
used for plants on the Green Roof.

Image Preview

Taken by Date Uploaded Date
( ~ ilonspeois | |
Wiew
Bedname Quadrant
St - | [—F] ]
Image Preview
Taken by Date Uploaded . lmage Notes |
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9. Enter the date when the photograph was taken in the “date taken” field.

Date Uploaded (Date Image Notes | Fr=e= A
i 9/19/2014 |'
View - >
4 September, 2014 4
e Sun Mon Tue Wed Thu Fri Sat
Image Preview 31 1 2 3 4 5 [ s
. Date Uploaded 708 9 10 11 12 13 | Storags A5
| — 14 15 16 17 18 20
- g 21 2 3 M 5 86 o
28 29 30 1 2 3 4
5 6 7 & 9 10 11
[ Today: 9/19/2014

10. Finally, enter any relevant information about the photograph in the “photo note” field. The
process is now complete and the image will be made available on the website following the

next synchronization.

.
Image Notes = il it i b '

m

o image Preview

Date Uploaded Date

‘ ' 9/19/2014 ‘ 9/16/2014 First magnolia in Magnola Land to |
i View :
: Quadrant
Image Preview Storage Patfr
Image Notes A

‘r ] Taken by Date Uploaded Date
: r — i

‘. L S— _
H Bedname Quadrant
v ! i
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Recording Death or Removal of a Plant

To be completed by Plant Recorder, or Horticulture Supervisor, Research Horticulturist, Horticulturist, or

any other staff-person responsible for maintenance of a garden area

1. Loginto the Database with an assigned username and password (See Logging in to the

Database pp. 15).

2. Push the “View or Edit Accession” button. Search for the accession from which propagules are

to be requested (See Searching for a Plant pp. 16).
3. Select the “Locations & Notes” tab

4. Under the “Qualifier” heading, locate the row corresponding to the plant which has died or

been deaccessioned.

¥ mooreplants (FM Server £8)

17 [ 20 /8203 =
BE‘] & Found (Unsorted) 5] ! £l Q -

Records Show All ew Record Delete Record | Find Sort

e

Layout: [advanced edit (with tab...~| View As:[f] = & | [ Preview

MOORE FARMS BOTANICAL GARDEN PLANT DATABASE

family | STYRACACEAE

— genus| Styrax

v
species| wilsoni v
infraepithet v 1140m14
completed
cultivar v P
v

common | Wilson’s Snowbell

Create New Accession

patented? image count | O
Homenclature Toxicity Initial Notations & Cost Locations & Notes Images Propagation Requests
Area Fiter | mf garden ¥ | (Changing this field dossn't change this record, but does determine which GIS place names can be selected belov)
b nac ?
Quaifier Location Tty PlntingSize  Dateplanted  1ag  Tag GPS Alive (m/dfy) Died why?  Location Specific Note
1 |[166 | |[ %0 (production center) 1 other - see 5/19/2014 Yes Yes v| (55

)

Plan

5. Enter the date the plant died or was deaccessioned in the “Deaccessioned m/d/y” field.

htes Images

e wiich GIS place names can be salacied balow)

s
E GPS alive

C

o

Propagation Requests

Location Specific Note

Pla nl
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6. Click the down arrow in the field labeled “Died why?” Select the cause of death which most
closely explains why the plant died or was removed. If you have any additional information to
contribute, enter a separate database note. See Entering a Note (pp. 82).

T

v

patented? irmage count | 0

Locations & Notes Images Propagation Reguests Planig
Wout does dafermine which GIS place names can be salected balow)

has nesds Deaccessicned
i  Tag Tag GPS Alive (m/dfy)

s Tes
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Printing an Inventory List
To be completed by Plant Recorder, or Horticulture Supervisor, Research Horticulturist, Horticulturist, or
any other staff-person responsible for maintenance of a garden area

1. From the main menu, click the “Print Inventory List” button

MOORE FARMS
W botanical garden

Add Notes & Images

[ View or Edit Plant Accession ] [ Upload Image for Plant Accession ]

View Reports
[ Browse Mote Report } [ Browse Image Report J
[ Check Annual Note Total } [ Check Image Total (In Progress) ]
[ Print Inventory List }

Spedialized Tasks
Print or Engrave Labels Plant Sale

[ Accession ][ Hursery ] [ﬁ][m

[ Display ] [ Herbarium ] (opens web browser)

2. Use the Find function to perform a find for the garden area of question. Hint: Also search for
alive = “yes” if you only want living plants on the inventory.
3. The inventory checklist will be generated. Click the “preview button”.

s
0
ey
iz

iz

@ ammn
o
sy
7 mespm g

7 oymom vee

SREEY o sty gee 2

4. You may either print, save as excel, or saveas a PDF.

> 1 o ? = .
?jl } EUTotal 7‘ =)

Pages Save as Excel Save asr PDF Print  Print Setup
Layout: | Field Inventory v| ViewAs: = = = | Exit Preview | I
I
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Requesting Propagation
To be completed by anyone requesting a plant propagated at the Production Center.

1. Loginto the Database with an assigned username and password (See Logging in to the
Database pp. 15).

2. Push the “View or Edit Accession” button. Search for the accession from which propagules are
to be requested (See Searching for a Plant pp. 16).
3. Switch to the “Propagation Requests” Tab

1 1 & a Al
1 ‘il Total o= % g qﬂl
Find Reguests Mew Request t t | Perform Find Cancel Find Saved Fin
| Layout: | advanced edit (with ta... v | View As: E Matching records: ﬁ Omit ] Insert:| Operators «
MOORE FARMS BOTANICAL GARDEN PLANT DATABASE Create New Accession Set Next Accession Serial
- ]
i
]
cour
Nomenclature Toxicity Initial Notations & Cost Locations & Notes Label Preview
Prop.

Reqg. Status Req. Nead by Source bed

by Req.Dale Dats Prop, Sale Use  Prop Notes

{1 email

4. Create a new request by clicking the down beneath the “Req. By” heading. A Drop-down menu
will appear. Select your initials (or the initials of the person making the request).

Nomenclature Toxicity Initial Notations & Cost Locations & Motes Images Propagation Requests Plants Donl

Reqg. Status Req. Need by Source bed Qty  Sze Prop. Proj
F—tr—X=q. Dat= Date n Nesded by Pr.type Hormone Use Farm
.:[IE]:, " o -

S—

H

ac
dp
ec

eh
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5. The word “pending” will appear under the “Req. Stat.” heading. A calendar will appear. Click the
date the request was made (by default, today’s date will be selected). The date will appear
under the “Req. Date” heading.

Nomenclature Toxicity Initial Motations & Cost Locations & Notes Images
Req. Status Reg. MNeed by Source bed
by Req. Dste Date name
:{9; 17/2014 ] vl

i h

{ pending i

| JSS— S

1 September, 2014 k

Sun Mon Tue Wed Thu Fri Sat
3l 1 2 3 4 5 6
7 8 g9 10 11 12 13
14 15 16 18 19 20
A 2 23 M Nn M X
28 29 30 1 2 3 4
5 6 7 8 9 10 11
[ | Today: 9/17/2014

6. Click in the field under the “Need by Date” heading. Another calendar will appear. Select the
date when the plants will be needed. Use the left and right arrows at the top of the calendar to

change month.

Nomenclature Toxicity Initial Motations & Cost Locations B Notes Images

Req. Status Reg. Ne=d by Source bed
by  Reqg. Daste namse
H "éfafi?uumﬁ v
A 4 December, 2014 vl A
Sun Mon Tue Wed Thu Fri 5Sat
E 3 4 5 6

7 9 1w 11 12 13
14 15 16 17 18 19 20
A 2 23 M4 B M
22 20 30 A 1 2 3

4 5 ] 7 8 9 10

] Today: 9/17/2014

7. Specify the location of the plant from where you would like the propagules collected. Push the
inverted triangle to access the dropdown list of bed locations.

Nomenclature Toxicity Initial Notations & Cost Locations & Notes Images F

Req. Status Req. Meed by Source bed
by  Reg. Date Diate name

E12,.’4,.’2014 [ |‘r]

¥

i
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8. Enter the quantity of plants needed under the “Qty req” heading.

Nomenclature Tooicity Initial Motations & Cost Locations & Notes Images Propagation Requests

Req. Status Req. Nead by Source bed Qty | Sz
Req. Date Date name Req. | Needed Pr.by Pr.type  Hormone L

v a/17/2014 | 12/4/2014 }| 5 v H-10 D

v

F—

b

9. Click in the field under the “Size Needed” heading. From the dropdown menu, select the
requested size of the plants.

Homenclature = Toxicity | Initial Notations & Cost  Locations & Notes =~ Images | Propagation Requests | Plants Donated | Label Preview

Prop.
Use LC Prop. Sale Use  Prop Notes

ball and burlap | 4|
cutting
root cutting

\.LL0 gallon =/

10. If the specific type of propagule requested is known (cutting, seed, division, etc.), select it from
the dropdown “Pr. Type” field.

Nomenclature Toxicity Initial Hotations & Cost Locations & Notes Images Propagation Reque

Req. Status Req. Meed by Source bed Qty Sz
Reg. Date Date name Meeded Pr. b Pr.type Normens

5/17/2014 | 12/4/2014 i 5 ¥ H-10 gallon |

i

T

&, R

v

97



WORKING DRAFT: 10/2/2014: Complete save for Herbarium procedures

11.

12.

Enter the garden location in which the requested plants are intended to be located. Use the
dropdown for “Prop. Use Farm” if located on Moore Farms Botanical Garden property, “Prop.
Use DM” if located on Darla Moore property, or “Prop. Use LC” if for Lake City Landscapes.
Reference the map (Appendix V) for delineations of the two zones. Plants requested for sale
should be indicated as such in the “Prop. Sale Use” field. Note in the comment field which sale
these plants are intended for (Plant Sale, Farmers Market, etc.).

Locations & Notes Images Propagation Requests Plants Donated Label Preview
Qty  Sie Prop. Prap. Prop.

. Needed Pr.type Hormone Use Farm Use DM Use LC Prop. Sale Us=  Prop Notes
i v if A-01 (blockhouse)
A-02
A-D6
B-01 (day lily collection)
B-02 (goat pen)
B-20 (scuppernong vinyard)
C-11 (kennel woods)
C-12 (kennel mounds)
€C-15 (kennel yards)
C-16 (pine straw producti...

=
=

C-20 (turf nursery)

C-22 (trial garden)

D-01 (west pecan grove)

D-02

D-05 -

Ignore the remaining two fields (Pr. By, Hormone) as they will be completed by the Production
Coordinator during the propagation process. Click the email button at the end of the line to
forward the request to the Production Coordinator.

Propagation Requests Plants Donated Label Preview

Prop. Prop. Prop.
.type  Hormone Use Farm Use DM Use LC Prop. Sale Use  Prop Notes

stting ' 'r[ | '}i Iﬁ

L] i
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Produce a Herbarium Specimen
To be completed by any interested staff-person

(Procedure to Follow)

Print a Herbarium Label
To be completed by Plant Recorder

(Procedure to Follow)
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Appendix I: Garden Areas of Responsibility

David

Katie

Leanne
[ ]

Kirk
[ ]

>
@
x

Front Meadow M-03

Sevens/South Lawn J-08, J-07, H-07, F-07, F-09, G-09 (north end), H-09 (north end)
West Pecan Grove D-03

Swimming Pond Y-10, Y-14, Y-15

Formal Garden M-07, M-08, M-09, N-07, N-08, K-09
Truck Border T-10

Security Office X-01

Crepe Myrtle Lane

Kennel C-15, C-11

Intern House A-01

Morris St. Planting Beds

Main House and environs (including Mailbox Beds) J-04, 1-04, 1-03, G-04, J-04, G-
02, G-03, H-02, J-02, K-02

Cut Flower N-10

Fishing Pond O-13/0-14

Pond Boardwalk M-10, L-12

FT Gardens V-15, U-08, V-10, V-11, V-12, U-09

Lake City

Honey Bees

Christmas Tree Plot

Production Center X-00

Green Roof J-20
Living wall J-21
Trial Garden C-22

Pine Allee H-01

Rose Field V-01

Goat Pen B-01

Peach Meadow O-12

East Pecan Grove Y-01

Muscadine Vineyard B-20

Crepe Myrtle Allee M-04

Maintenance facility J-19, E-20, E-22

FT Gardens V-15, U-08, V-10, V-11, V-12, U-09
GR Woods J-18
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e BurnPile
e Mrs. Lorraines
e Morris St. Turf
Erik
e Vegetable Garden O-08
o Turf
e Orchard K-08 FG
e Tropical Border and environs E-15, E-12, E-11, E-10, F-11
e Pack House H-11, H-10, H-09 (south end), G-09 (south end)
e Garden Pond J-09, J-10, J-12, J-13, J-15, L-12, L-15, M-14, M-15, I-10
e Magnolia Land L-20 and 378 (to be given bed number
e Formal Garden M-07, M-08, M-09, N-07, N-08, K-09
e Entry Roads, Mounds, and Stumpery F-98, F-99, E-98, E-99, E-20, E-25, E-30, E-50.

E-51, J-25
Truck Border T-09
e Christmas Tree Plot

Ethan
e Pine Bay R-01, R-07, T-01, T-02, T-08, S-01, S-02, S-03, S-09
e Bog Garden V-13
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Appendix II: Editing Images in Picasa

Picasa is a free image editing software produced by Google. It provides numerous tools for resizing,
editing, and organizing images. Below is a procedure to utilize Picasa to edit an image in preparation to
upload to the Moore Farms Botanical Garden Plant Database.

1. Download Picasa from http://picasa.google.com. Google will automatically detect the proper

version for your operating system.

£ Picasa

Download Picasa

Picasa 3.9 - Now with Google+ sharing and tagging

Upload and share your photos on Tag your Google+ friends and share Transform your photos with 24 new
Google+ pictures of them effects

Learn more about what's new with Picasa 3.9

2. Runthe Installer, agree to the license agreement, and install the program on your machine.

e e S ==

Choose Install Location "
Choose the folder in which to install Picasa 3. i

Setup will install Picasa 3 in the following folder. To install in a different folder, dick Browse
and select another folder. Click Install to start the installation.

Destination Folder

:\Program Files (x86)\Google \Picasa3 Browse...

Space required: 63.7MB
Space available: 384.0GB

< Back ][ Install l [ Cancel

3. Open and Run Picasa. Picasa will automatically search the hard drive for any images.
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4. Picasa will list any folders containing images in the left frame, and allow you to browse the
images themselves in the right frame. If the images you wish to upload are already on your
machine, skip to step 9. Otherwise, proceed to step 5 below to import them from a camera or
SD card.

= Pewa 3 -
Fla £8t vew fode Piom Cwts Toch Hep

I picasas

File Edit View Folder Picture Create Tools Help

Q&  Impart +a = || S
| v) Albums (1) | & Imog
V& Recently Updated (10) Sep 6, :
| v) People (1) |

L Unnamed (&)

| v) Projects (1)
Y& Screen Captures (10)
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6. On the dropdown menu on the top of the import tab, select the device from which you wish to
import images (on this specific machine, the SD Reader uses drive letter E)

Ir_ Picasa 3 -
File Edit View Folder Picture Create Tools Help

-
&2 Library & Import %

Import from: &\
Exclude Du ' HP Deskjet 3510 TWAIN

Folder...

7. Select the image you wish to export from the camera. Multiple images may be selected by
clicking while holding the control button.

n--n‘ﬁ.m.a-im

mport o Ane: Copying
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8. Select the location to where you wish to export the files. I've created a folder on my desktop
called “Images for DB Upload” for this purpose. At this time, you may choose whether you wish
to delete the images from the SD card after exporting them. After making your selection, click
the “Import Selected” button (or “Import All” if you wish to import all images on the SD Card).

Import All (/] Import Selected (5)

Cancel

X

9. The selected images have now been moved to the “Images for DB Upload” folder. Select the

image you wish to prepare for upload.
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10. Numerous tools are provided to adjust the brightness and contrast of the photo, as well as other

visual effects.

o 5 -
Pl Bt e fokde Pt Cwsts Tooh Hep

11. Once the image has been adjusted to your liking, select “Export Picture to Folder” from the File

Menu.

Edit View Folder Picture Create Tools Help

New Album..,

Add Folder to Picasa...
Add File to Picasa...
Import From...

Import from Google+ Photos...
Open File(s) in an Editor

Move to New Folder...

Rename...
Save
Revert
Save As...

Save a Copy
Export Picture to Folder...

Ctrl+N

Ctrl+O
Ctrl+M

Ctrl+Shift+0

F2

Ctrl+S

Ctrl+Shift+S
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12. The following dialog box will appear. By default, Picasa will export to its “Exports” folder, and
will create a subfolder within matching the name of the folder where the image is currently
located. The most important step here is to resize the image in order to keep the file size under
500 kb. The default will resize to 1024 pixels, which is sufficient for our purposes. Click Export,
taking note of the location where the file will be created.

xport to er e
Export location: My Pictures\Picasa'\Exports\Images for DB Uploac

MName of exported folder:  Images for DB Upload

[] Add numbers to file names to preserve order
Image size: (7 Use original size

@ Resize to:

1024 pixels U

Image quality: |Automatic ¥ [ Preserves original image quality

Export movies using: @) First frame
Full movie (no resizing)
Watermarl: [~] Add watermark
{c) Moore Farms Botanical Garden, 2013

Stamp photos with your name, a web domain, or a copyright notice,

Export ] [ Cancel

13. Navigate to the location where the file was created. The image is ready for upload to the
database.
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Appendix III: Accessing the Database through FileMaker Go

FileMaker Go is a mobile app designed to allow the editing and updating of FileMaker databases from
mobile devices. As of FileMaker Go 13, full editing capabilities of existing records are supported, though
creation of new records is not. In other words, though accessions can be updated and edited from a

mobile device, new accessions must still be added from a workstation. At time of writing, FileMaker Go
is only available for iOS. Android, Windows Mobile, and Blackberry devices are not supported.

e

Y

Download FileMaker Go 13 from the App Store.

Open the App. The following screen will appear. Press the “Hosts” Button in the lower right.
Press “Add Host”.

Under “Host Address”, enter (without quotation marks) “fmnet:/fms8.longtermsolutions.com/”.
Enter a Host name if you wish. Push Save.

Push “Enter Filename”.

“Network File Path” should consist of the host name entered in Step 4. After the forward slash,
enter (without quotations marks) “mooreplants.fmp12”. Press “Open” or “Done”

An error will appear stating “The Field is not modifiable”. This is due to the fact that FileMaker
Go has circumvented the usual database login screen, so is currently logged in under the
guest/read-only account. To gain general access privileges, press the “MOBILE Login” button on
the top right of the screen.

Log in with your assigned username and password.

You may be redirected to the Mobile Layout. If not it can be accessed from the main screen by
the “MOBILE Menu” button. From here you may access three layouts: PLANT NOTES, PLANT
LOCATIONS, and PLANT IMAGES. As you may be able to guess, PLANT NOTES is best for entering
observation notes, PLANT IMAGES allows you to upload an image (and can even directly use the
iPhone camera to take an image). PLANT LOCATIONS provides more location-specific fields,
which may be useful in some cases where you wish to enter a note but are not necessarily
aware of the accession number.
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Appendix IV: Database Privilege Sets

The below summarizes current levels of database access based on job title.
[Full Access]: No restrictions

e Plant Recorder
e Contracted Database Consultants

Plant Records Intern: This set allows for full usage of the database including the ability to create layouts,
though withholds the ability to delete records from the plants table as well as the ability to modify
database architecture (no creation of fields or relationships)

e GIS Intern or equivalent

Create with Full Edit: This set allows for the ability to create any records in the plants table as needed,
though doesn’t provide access to any of the development tools.

e Garden Director
e Operations Manager

Create with Partial Edit of Accessions: This set is similar to the above though blocks access to some of
the nomenclature tables (Family lists, etc.) and blocks the ability to change accession numbers and
approve or reject accessions.

e Horticulture Supervisor
e Production Coordinator

Partial Edit of Accessions (Can’t Create): Does not allow for the creation of new plant records, though
existing records can be edited. Notes and location level information can still be created

e Research Horticulturist
e Horticulturist
e Education and Events Coordinator

Intern Privilege Set: Can edit existing records in Plants table and has minimal access to other tables.

e Horticulture Intern
e Education Intern
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Appendix V: Map of Property Delineations
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