
                  
	Jornada Information Management System
Dataset Documentation Form


Dataset ID: <to be completed by information manager>
Project ID: <to be completed by information manager>

*** Begin entry on first line after each section title or subsection title.  
*** Do not format text (e.g., bold, italics, underline, color) as this will be lost during processing.
*** Use tabs rather than extra spaces when alignment is important.

0) Jornada Study Number (from researcher’s Jornada Notification of Proposed Research form)


1) Dataset access (RESTRICTED or UNRESTRICTED)


2) Dataset title (descriptive title including 'what, when, where' information)


3) Project title (from Project documentation form)


4) Responsible Investigator 


5) Data contact person (for data queries and data requests)


6) Date data collection commenced (mm/dd/yyyy or UNKNOWN)


7) Date data collection terminated (mm/dd/yyyy, ONGOING, or UNKNOWN)


8) Expected duration of study


9) Frequency of measurement


10) Associated researchers 
    (personnel who will be collecting data and would need to be contacted directly if there is a problem in the raw data)


11) Methods of recording (field data sheets, instrumental, digital voice recorder, etc.)


12) Site location 
      (Describe in sufficient detail that the site can be relocated. State that Jornada spatial manager has GPS coordinates for all associated research sites OR  list GPS coordinates for associated research sites and include datum (WGS84 should be used where possible), projection and coordinate system)


13) Dataset overview 
       (include the hypothesis and/or objectives that the dataset addresses; list the measured variables)




14) Data description (define each field of data file)

	Help section to complete Data description table located below Example table.               
	Each column of dataset must be described.
	To add or insert a table row, place cursor outside of rightmost cell and press Enter key.
	Use "n/a" in a table cell if the Descriptor does not apply.

	Descriptor
	Explanation
	Examples

	field name
	must match field name used in data file
	date, site, plot, dry-sample-wt

	format
	1. D# 	= date (mm/dd/yyyy)
2. C#	= alphanumeric character field
3. I#	= integer [whole number]
4. F#.#	= floating point [number with decimal fraction], where 
1st digit = total places including decimal point (ex: F5.# for #.###)
2nd digit = number of digits to right of decimal point (ex: F#.3 for #.###)
	1. D10 example: 11/17/2013
2. C3 for max of 3 alphanumeric Characters [xxx]

3. I2 for Integer with 2 places [##]

4. F5.3 [for ex: 2.327] 

	measured units
	units of measure
	1. milligrams per liter
2. N/A (not applicable)

	field code
	1. List acceptable values (e.g., a list or range) 
2. Name a separate file that lists the variable codes (file needs to accompany this document)
	1. E, M, Q  (list)
	10-36 	(range)
2. plantcodes.txt

	missing value
	Code(s) used for missing value
	1) -9
2) “.” without the quotes

	field description
	Fully describe  field and variable code(s)
	1) Air-dry weight of soil
2) Data quality flag, where M=missing data; E=estimated data; Q=questionable data



	Example

	Field name
	
Format
	Measured
units
	Field
code
	Missing
value
	
Field description

	date
	D10
	n/a
	n/a
	
	Collection date (mm/dd/yyyy)

	site
	C2
	n/a
	G1, G4, M1-M4
	
	Site, where G1 & G4 = grassland sites; M1 through M4 = mesquite sites

	quad
	I2
	n/a
	1-36
	
	Quad ID: 1 to 36

	species
	I4
	n/a
	*
	“.”
	Plant species code. See plantcode.txt.

	cover
	F5.2
	percent
	n/a
	“.”
	Percent species cover

	dry-weight
	F2.3
	grams
	n/a
	“.”
	Oven-dry plant weight



	Data description 
	(add rows as needed)

	Field name
	
Format
	Measured
units
	Field
code
	Missing
value
	
Field description

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



15) Methodology 
       (Provide sufficient detail such that an unaware reader could repeat the described data collection procedures.)

16) Key literature (Citations that describe sampling procedures, [reference of a published paper, thesis, etc.])


17) Keywords (keywords that describe dataset; maximum of 10, comma-delimited)


18) QA/QC (Quality assurance/Quality control) Steps taken to check accuracy of data.
      Examples: visual verification; graphing for outliers; outliers checked programmatically; 
                       data entry program validates entries for species code and acceptable range for cover.


19) Preliminary treatment of data 
      (If a variable is derived from data originally collected, describe how it was derived. Provide programs or formulas used to generate the value described. List separate program files in the section below, "Files associated with this dataset"


20) Files associated with this dataset 
       
	This is Help for completing Associated Files table located below the example table.
	To add or insert a table row, place cursor at end and outside of rightmost cell and press Enter key.
	Use "N/A" in a table cell if the Descriptor does not apply.

	Descriptor
	
	

	File type
	Valid code
	
Definition
	
Examples

	
	MD

	metadata (project & dataset documentation forms)
	 Use for both project & dataset documentation files.

	
	DS
	data (described by Section 14)
	study32_ecotoneBiomass_data.xls

	
	DE
	data entry, verification, and analysis file
	SAS file; data entry data filenames

	
	OT
	other (any other supporting file)
	protocols; species lists filenames

	Filename
	1. Begin filenames with “study#_” from your Jornada Research Notification form.
2. End project and dataset metadata and data filenames with _prj,_dsd, and _data, respectively, immediately before the filename extension. 
2. Filename should be descriptive of the contents, but not excessively long.
3. Do no use spaces, periods, or special characters other than underscore and dash.
	1. & 2.
 	study32_ecotone_prj.docx
study32_ecotoneBiomass_dsd.docx
study32_ecotoneBiomass_data.docx

1. study32_biomass-calc.sas
study 32_plantcodes.txt

	File format
	This provides information relative to opening and reading the file. 
	1. text file
2. Microsoft Word 2010 document

	Description
	Describe file
	1. Data entry program
2. SAS program: calculates dewpoint



	
Example

	File
type
	
Filename
	File format
	
Description

	MD
	study123_Ecotone_prj.docx
	Microsoft Word 2010
	Project documentation for Study 123

	MD
	study123_EcotoneBiomass_dsd.docs
	Microsoft Word 2010
	Dataset documentation for Study 123

	DS
	study123_EcotoneBiomass_data.xls
	Microsoft Excel 2010
	Ecotone quad biomass data

	DE
	study123_EcotoneBiomass-2008-analysis.xls
	Microsoft Excel 2010
	Analysis of Ecotone quad biomass data from quad field data for 2008

	OT
	study123_plantcodes.txt
	text file
	List of plant species with associated codes used in data





[bookmark: _GoBack]

	Files associated with this dataset
	(add rows as needed)

	File
type
	
Filename
	File format
	
Description

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




21) Comments (Include any comments here that more fully describe this project or provide clarification)
	Comments
	(add rows as needed)

	mm/dd/yyyy
Date
	Comments by
	
Comments

	
	
	

	
	
	

	
	
	



	History of Responsible Investigator(s) 
	(add rows as needed)

	mm/dd/yyyy
Start date
	mm/dd/yyyy
End date
	
Name (first last)

	
	
	




22) Document Change Log (history of changes made to this document)

	Document Change Log 
	(add rows as needed)

	mm/dd/yyyy
Date
	Log entry by
	
Log entry

	
	
	



+--------------------------------------------------------------------------------------------------+
END OF DATASET DOCUMENTATION FORM
+--------------------------------------------------------------------------------------------------+
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