
Ecological Surveyor Survey Record Data Upload  
Instruction Guide 

 
1. Download Excel Template 

 
Visit https://www.hkherp.com/. Log into HKHerp Portal and click on ‘⽣生態調查數據上傳’. 
Download the template in the Excel file.  
 

 

 

 



2. Input Survey Record Data 

Open the Excel file, save the file name as “Survey Site (TC/TT/LFS)_Survey Data (YYYYMMDD)” (e.g. 
TC_20200511). 

 



Input the data according to the hand-written Survey Record Sheet.  

 

 

 

 

 

 

 

 

 

 

 

 

 



One entry per individual. i.e. if a total of four individuals of the same species was recorded at the 
same time, you will need to input four different entries. 

Fill in the Location column.  

 

  



Fill in the ‘Species Name’ column. You can search for the Species Name through the checklist by clicking 
the arrow beside the cell, and make reference to the worksheet ‘All Checklist detailed’. Please make 
sure the Latin name is inserted to the Species name column. 

 

 

 

 

 

 

 

 

 

 



Fill in the ‘Detection Method’ column. You may make use of the dropdown arrow on the lower right 
corner of each cell. You may only insert ‘Visual’ or ‘Call’ in this column. 

 

  



Fill in the ‘Stage’ column. You can search for the life stage through the checklist by clicking the arrow 
beside the cell. Do not fill in stages other than the ones listed in the ‘Recording Code’ worksheet. 

 

 



Fill in the ‘Microhabitat Code’ (1-33). The Microhabitat will be automatically shown in the ‘Microhabitat’ 
column as you enter the code. You can search for the Microhabitat Code through the checklist by 
clicking the arrow beside the cell, and refer to the recording code at the worksheet ‘Recording Code’. 

 

 



Fill in the Remarks if applicable.  

 

  



Please make sure you have already inserted all GPS code. Do not miss out any!  
The GPS code is made up of an alphabet (G for Greenhouse Frog, R for Romer’s Tree Frog) followed by 
three numerical digits that ascends with the number of individuals of the species found. For example, 
the third Greenhouse Frog recorded at a certain survey shall be denoted as G003. Please make sure that 
three digits are inserted (G003, but not G3 or G03) 

 

 

 

 

 

 

 

 

 

 



Save the file. Make sure the file name follows the format of “Survey Site (TC/TT/LFS)_Survey Data 
(YYYYMMDD)”. 

 

 

 

Submit through Google Form 

Return to the website where you download the Excel file.  

 

 

 

 



Fill in the survey data, survey site, surveyors’ names and upload the Excel file, a copy of the hand-written 
Record Sheet and fill in your e-mail address.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Click Submit.  

 

 

DONEJ 


