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RICARDO-AEA Instructions for Web-Based Data Entry System

1 Getting Started

This Instruction Manual provides guidance on how to use Ricardo-AEA’s Web-Based Data
Entry System for diffusion tubes. Originally developed by AEA Energy & Environment for the
former NO, Diffusion Tube Network, this system has been retained by Ricardo-AEA, as a
convenient way for Local Authorities participating in a number of regional Air Quality
Networks to store, manage, and share data from their diffusion tube monitoring sites via the
internet. The system is operated on behalf of the following groups:

e The Scottish Air Quality Database
e The Welsh Air Quality Forum
o Department of Environment, Northern Ireland

e The Kent and Medway Air Quality Partnership.

The Web-Based Data Entry System will allow you to do the following:

« Enter your NO, diffusion tube results on a monthly basis, as soon as you receive
them from your analyst.

« Review the data you have previously entered, and make any amendments quickly
and easily.

« Look at the details of your diffusion tube sites and check that they are correct; make
amendments where necessary

« Start up new sites and shut down old ones.

« Include details of co-located automatic analysers

« Keep your contact details up to date, so that Ricardo-AEA can get in touch with you if
necessary.

We hope that the system will be useful to all Local Authorities in the above regional networks
using diffusion tubes. This manual provides information on how to use the web-based data
entry system. If you have any difficulty, please contact Alison Loader on 01235 753632.

1.1 Logging in

To use the system, you will need your user name and password. These have been issued to
all participants; if you need to re-set your password (because you have forgotten it or for
some other reason), please contact Ricardo-AEA to be issued with a new one. (Please note
that we do not have access to users’ passwords so cannot issue a reminder of an existing
password.) The system’s password protection means that you can only see and amend your
own data and contact details, not that of any other users. (This manual contains some real
examples, used with permission of the site operators concerned, and also some dummy
data).

The login page is at
http://airquality.aeat.com/NO2admintools/NO2 logon.php

(Note the underscore between “NO2” and “logon’).

The screen will appear as in Figure 1. Enter your username and password in the appropriate
boxes and click on “Log on”. Both user-name and password are case-sensitive.
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RICARDO-AEA Instructions for Web-Based Data Entry System

{{@f:\>{» 0 A\=Y: Qi NO, diffusion tube data submission system

This Web-Based Data Entry System has been provided by Ricardo-AEA for collection of NO2 diffusion tube data from the following
¢ The Kent and Medway Air Quality Network

« Local Authorities in Scotland
« Local Authorities in Northern Ireland

A separate diffusion tube data entry system is provided as part of the Defra Local Authority Air Quality Support programme, for the use of UK Local
Authorities in England

Username
Password

Log on

For the Instruction Manual for Web-Based Data Entry please click here.

For 2014 monitoring calendar please click here.

For revised 2013 monitoring calendar please click here.

If you have forgotten or not received your username and password, please contact the Administrator.

This website is prepared and hosted by Ricardo-AEA

© 2012 Ricardo-AEA Cookie Policy

Figure 1 Login Page

If you have any problems logging in, please check you have entered your name and
password correctly. If the problem persists, contact the system administrator, by clicking on
the link shown on the page.

Having logged in, you will be prompted with the home page explaining the options included in
the system (Fig. 2). If new features are included in the future, these will be highlighted here.
There are five buttons at the top of the screen immediately below the title banner: they are as
follows:

¢ Home - takes you back to the home page from wherever you are

e Monitoring Data — takes you to the page where you can enter new data, or see and
check the data you have already entered.

¢ Site Admin — takes you to a page where you can add a new site and see and change
the details of your diffusion tube monitoring sites.

e User — takes you to a page where you can see and change the contact details held
for you.

e Log off — logs you out of the system.

There is also a link at the bottom of the home page, to allow you to download the latest
version of these instructions: click where it says “For full system guidance, click here”.
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You are logged in as:

1ol '{» @ M.\ =7\l NO, Diffusion Tube Data Entry System et wanager

Home Monitoring Data Site Admin User Log off

Select year here to ch :
The Web-Based Data Entry System allows Local Authorities to electyear here to change year

enter diffusion tube monitoring results, and update site details and 2013 E|
contact information
Monitoring calendar for year 2013

SRS (=N (R D, & Year Period StartDate  End Date  Duration (weeks)

- Enter new data by selecting the year and period 2013 |1 02/01/2013 | 30/01/2013 | 4
- View existing data previously entered, and
- Amend existing data previously entered. 2013 |2 30/01/2013 | 27/02/2013 | 4
Select the Site Admin tab to manage your site details. This 2018 |2 271022013 | 271032013 | 4
includes the following options: 2013 |4 27/03/2013 24/04/2013 4
. Add a new site 2013 |5 24/04/2013 | 29/05/2013 | 5
- View and amend exisling sites 2013 |6 29/05/2013 | 26/06/2013 | 4
If any sites have more than 1 tube: 2013 |7 26/06/2013 31/07/2013 | 5
+ Include number of tubes for new sites 2013 |8 31/07/2013 | 04/09/2013 | 5
- View and amend number of tubes at each site 2013 |9 04/09/2013 | 02/10/2013 | 4
Your user details can be changed and managed by clicking on the 2013 |10 0210/2013 | 30102013 | 4
Users tab. Apart from updating your details, you can also change
your password to something easier to remember. 2013 |1 30M0/2013 | 0411272013 | 5
For full system guidance click here. 203 |12 04122013 | 08/01/2014 | 8

This website is prepared and hosted by Ricardo-AEA

@ 2012 Ricardo-AEA Cookie Policy

Figure 2 Home Page
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2 Monitoring Data

The Monitoring Data section allows you to carry out the basic functions of entering your
monthly results, and viewing and amending existing data already entered. Figure 3 shows
this page.

You are logged in as:

"{lef:\'{» @ M.\ =7\l NO; Diffusion Tube Data Entry System [EERESiawiid

Home Monitoring Data Site Admin Log off

lManaging Data Related Details  Add new diffusion tube data

Input New Diffusion There are two ways to enter new data: download a spreadsheet template from this site, enter your data into it
Tube Data and then upload using the browse tool below (recommended for large numbers of sites), OR enter the data
View & Amend Data using the online form below (recommended for small numbers of sites).

[ 1. Upload data from the spread sheet ]

Please select a year: 2013 E|

Please select a monitoring period™ 1 |Z|

[ 2. Enter cata from tne oniine form |

Click on "View & Amend Data" to see what data you have already entered

Notes

- Notes The start and end dates of the exposure months are on a Wednesday and exposure periods consist of 4
or 5 whole weeks, i.e. 28 or 35 days

- Tubes should be changed on the specified date. If not tubes may be changed within +2 days of the due date

- When entering data into the Web Based Data Entry System, please enter the exact exposure dates (on/off) if
different from those detailed above by more than +2 days.

- The System can accept data from expesure periods other than those above, but the data will be marked as
"Not suitable for dissemination" and will not be made publicly available on the website.

- Results from tubes that were cracked, broken or otherwise damaged, found on the ground, found containing
dirt, foreign bodies, spider's web, rainwater or other liquid should be rejected and not entered into the system.
Please leave as null instead. (Tubes containing small insects or spiders are usually OK as long as the insect
can be removed before capping the tube.)

This website is prepared and hosted by Ricardo-AEA

@ 2012 Ricardo-AEA Cookie Policy

Figure 3 "Monitoring Data" page

2.1 Input New Data

There are two options for entering data:

1. Using a bulk upload spreadsheet that you can download, complete with your data,
and use to generate a .csv file which can then be uploaded using a browse tool. This
is the best option if you want to upload data for many sites.

2. Using the online data entry form. This is the best option if you only have a few sites
for which to input data.

4 Ricardo-AEA/3398/Issue Number 2
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2.1.1 Bulk Data Upload

To enter data by means of option 1: click on the button which says “Upload data from the
spreadsheet”. You will see a screen like Figure 4.

You are logged in as:

RICARDO-AEA ARy e S A et rirsiame Sumane

Home Monitoring Data e Admin og off

Managing Data Related Details Batch data upload form

Ricardo-AEA has designed an excel tool to facilitate the upload of data to this System. Many Local Authorities

Input New Diffusion ) ) ) } . e
operate a large number of sites, and this tool will assist these Local Authorities to enter their diffusion tube

Tube Data
View & Amend Data

data.

Before you enter any data through this system, you will have to make sure that all the site information is correct and
updated in this system.

Please download the template of the data upload file and save it in your local PC. (This data upload file uses macros:
your system will need to be able to run these). Otherwise, you can generate the data file directly. Here is an example
data file.

Please use the "browse" facility on this page below. Select the file from your local system, then click the submit button

at the bottom of the page. There may be a short pause after you have clicked as the data is being stored. Please allow
the next page to load fully before continuing.

Select a data file:
Upload data

This website is prepared and hosted by Ricardo-AEA

© 2012 Ricardo-AEA Cookie Policy

Figure 4 Instructions for Downloading Batch Data Upload Spreadsheet

From this screen, click where it says “download the template”. This will let you download an
Excel file and save it on your PC. (Please note that the file uses macros, and your system
will need to be able to run these. If it cannot, please get in touch with Ricardo-AEA because
we can supply an alternative that does not use macros.)

Open the spreadsheet, and follow the instructions for completing it with your diffusion tube
data. The “Tube Data” page looks like Figure 5.

Follow the instructions carefully.

e “Site_id” is the 5-digit site identification number, e.g. “81253”. For Welsh Local
Authorities, please continue to use the site id format you currently use for example:
MNBC-038

e The sample tube number is always 1, for tubes exposed singly. For tubes exposed in
triplicate it will be 1, 2 or 3 for the 3 tubes in the triplet.

e The exposure year must be in the format show in Figure 5 example, eg: 2014

e The exposure period “Month” must be in the format shown, e.g. March should be “3”
not “03”. Please pay particular attention to this.

e The tube result should be in pgm™. If there is no valid result (e.g. because the tube
went missing or the result has been rejected for other reasons), enter “-9999”. Don’t
leave this column blank.
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o Even if you have no result, it’s still necessary to enter both a start date and end date,
or the upload won’t work.

e The “data status” column should be “1” unless there is a problem e.g. a missing tube,
in which case it should be “3”. Local Authorities in the Welsh Air Quality Forum will be
asked to review their data at the end of the year and upload a finalised version: for
this purpose the “data status” should be “6”.

e If you enter a 3 in the data status column, you must also enter a comment in the
“‘comment” column (select one from the drop-down menu).

¢ When all the results are entered into the spreadsheet, click on the green button that
says “Create upload file”. This will prompt you to create a .csv file containing the data
you have entered. (Ignore any message telling you to send this file to Ricardo-AEA:
there’s no need to do this as now you can upload it directly).

Example data npgm™
Sample Tube Valid Data
Site ID  Tube No. Year Month Start Date End Date Result Result? Status Comment
MNBC-038 1 2005 10 02/10/2005| 03/11/2005] -9998] Mo 3 |Broken tubefcap
81255 1 2005 10 02/10/2005| 03/11/2005 35| Yes 1
81255 2 2005 10 02/10/2005| 03/11/2005 36| Yes 1
81255 3 2005 10 02/10/2005| 03/11/2005 36| Yes 1

Create upload file . RICARDO-AEA

Sample Tube Valid Data

Site ID  Tube No. Year Month Start Date End Date Result Result? Status Comment
1 86092 1 2014 3 27/02/2013| 27/03/2013 28| Yes 1
2 86093 1 2014 3 27/02/2013| 27/03/2013 14| Yes 1
3 86094 1 2014 3 27/02/2013| 27/03/2013 25| Yes 1
4 86095 1 2014 3 27/02/2013] 27/03/2013 43| Yes 1
5 86096 1 2014 3 27/02/2013) 27/03/2013[ -9999( No 3 |Broken tubefcap
8 86097 1 2014 3 27/02/2013] 27/03/2013 44| Yes 1
7 86098 1 2014 3 27/02/2013| 27/03/2013 37| Yes 1
8 86099 1 2014 3 27/02/2013] 27/03/2013 23| Yes 1 3
9
0
1
2
3
4
5
6

Figure 5 "Tube data" page in data upload spreadsheet

Save when completed.

The .csv data file you have created will look like Figure 6 if opened in Excel. It’s this file, not
the spreadsheet template above, that you’ll actually upload.

6 Ricardo-AEA/3398/Issue Number 2



RICARDO-AEA Instructions for Web-Based Data Entry System

Home | Insert Page layout  Formulas Data Review  View Nuance PDF @ -0 x
3 i ::]y Calibri -lu -A [ [#-| | Siwaptet General - ij‘ ﬂjﬁl _;'ﬂl j‘:ﬂ } _;J zz‘ :':‘tfsum y ‘? l?a
= F Format painter ||| B 4 U || =[S A || 5 Merge & Center ~ |||28~ % 5 || %5 %) FC::"da‘ttéionﬂga‘v a:&;;rg‘a:‘ séfe!v Insert Delete Format || - C1ear - éi?tretra'l sF'eTS:tﬂ-
Clipboard & Font & Alignment & Mumber & Styles Cells Editing
I H3 - £Jo
A B 5 D E F G H 1 J K L M N (] P Q R li
1 site_id  Sample tuparamete measuren measurement mc_measurem measuren less_than unit_id  status comment_id
2 86064 1 NO2 2013-7 26/06/2013  30/07/2013 26.2 0 24 1 0
3 86084 1 NO2 2013-7 26/06/2013  30/07/2013 -ssssl 0_| 24 3 6
1 87019 1 NO2 2013-7 26/06/2013  30/07/2013 30.8 0 24 1 0
5 87017 1 NO2 2013-7 26/06/2013  30/07/2013 321 0 24 1 0
6 86087 1 NO2 2013-7 26/06/2013  30/07/2013 40.3 0 24 1 0
7 86090 1 NO2 2013-7 26/06/2013  30/07/2013 42 0 24 1 0
3 86063 1 NO2 2013-7 26/06/2013  30/07/2013 34.9 0 24 1 0
9 86971 1 NO2 2013-7 26/06/2013  30/07/2013 24.8 0 24 1 0
10 86088 1 NO2 2013-7 26/06/2013  30/07/2013 20 0 24 1 0
11 86095 1 NO2 2013-7 26/06/2013  30/07/2013 441 0 24 1 0
12 86095 2 NO2 2013-7 26/06/2013  30/07/2013 40.3 0 24 1 0 =
13 86095 3 NO2 2013-7 26/06/2013 30/07/2013 424 o 24 1 o
14 86052 1 NO2 2013-7 26/06/2013  30/07/2013 30.4 0 24 1 0
15 86053 1NO2 2013-7 26/06/2013 30/07/2013 24.1 o 24 1 o
16 86054 1 NO2 2013-7 26/06/2013  30/07/2013 22.7 0 24 1 0
17 86080 1NO2 2013-7 26/06/2013 30/07/2013 358 o 24 1 o
18 86615 1 NO2 2013-7 26/06/2013  30/07/2013 36.3 0 24 1 0
19 87041 1NO2 2013-7 26/06/2013 30/07/2013 394 o 24 1 o
20 87041 2 NO2 2013-7 26/06/2013  30/07/2013 43.9 0 24 1 0
21 87041 3 NO2 2013-7 26/06/2013 30/07/2013 435 o 24 1 o
22 86056 1 NO2 2013-7 26/06/2013  30/07/2013 33.4 0 24 1 0
23 86972 1NO2 2013-7 26/06/2013 30/07/2013 309 o 24 1 o
24 87042 1 NO2 2013-7 26/06/2013  30/07/2013 -9999 0 24 3 6
25 86973 1 NO2 2013-7 26/06/2013  30/07/2013 2239 0 24 1 0
26 86057 1 NO2 2013-7 26/06/2013  30/07/2013 22.7 0 24 1 0
27 86974 1 NO2 2013-7 26/06/2013  30/07/2013 323 0 24 1 0
28 86879 1 NO2 2013-7 26/06/2013  30/07/2013 35.8 0 24 1 0
29 86049 1 NO2 2013-7 26/06/2013  30/07/2013 12 0 24 1 0
30 86049 2 NO2 2013-7 26/06/2013  30/07/2013 111 0 24 1 0
31 86049 3 NO2 2013-7 26/06/2013  30/07/2013 116 0 24 1 0
32 87016 1 NO2 2013-7 26/06/2013  02/08/2013 24,9 0 24 1 0
33 86975 1 NO2 2013-7 26/06/2013  01/08/2013 30 0 24 1 0
34 86976 1 NO2 2013-7 26/06/2013  01/08/2013 26.4 0 24 1 0
35 86977 1 NO2 2013-7 26/06/2013  01/08/2013 23.5 0 24 1 0
36 86060 1 NO2 2013-7 26/06/2013  01/08/2013 29.6 0 24 1 0
37 86978 1 NO2 2013-7 27/06/2013  01/08/2013 27.5 0 24 1 0
ag RRI7I 1/NO? 2027 27/06/2M3 01/0R/7m3 ang ] 24 1 ]

Figure 6 Data upload file

When ready to upload your data, return to the web-based data entry system and to the page
shown in Figure 4.

Use the “Browse” tool to select the .csv file you have created from your system, and click on
“Upload data” to send it to the web-based data entry system.

If the upload has worked OK you should see a message on the screen saying that the data
have been successfully uploaded.

2.1.2 Using the Data Entry Screen
If you have a small number of sites, it's more convenient to use the data entry screen.

From the screen shown in Figure 3, select the year and period, and click on button “2”. This
will open up the online data entry form (Figure 7).

7 Ricardo-AEA/3398/Issue Number 2
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You are logged in as:

RICARDO-AEA NIRRT vemse

Member

Home Monitoring Data Site Admin Log off

Managing Data Related Details ~ Add new measurement record for Wyre Forest District

Input New Diffusion If any sites listed here were no longer operating in this month, please "close” the site in this system (via the
Tube Data "Monitoring Site" tab). Then come back to this page and enter the data for the remaining sites.

View & Amend Data

m

Warning: you have one or more sites for which no data have been entered for the previous period

Calendar sampling start date and end date for period 1 are: from 02/01/2013 to 30/01/2013
Actual sampling start date and end date if different ™

from 02/01/2013 to | 30/01/2013

Please enter the measurement record below (Measurement Unit: ugm3):

Site details Tube Concentration Status Comment

No. (ugm3) (if applicable)
82021 - Kidderminster 1n 1 P |Z|
ROADSIDE
82183 - Kidderminster 4n 1 P
URBAN BACKGROUND
82899 - Kidderminster 6n 1 P
URBAN BACKGROUND
82978 - Kidderminster 8n 1 P E|
ROADSIDE

Figure 7 Online Data Entry Screen

First, enter the sampling start and end dates (i.e. the dates that the tubes were put out and
collected), if they are different from the calendar dates shown. Please note that if the actual
sampling dates differ from the calendar sampling date by more than + 2 days, the results will
be considered unsuitable for upload. These data will be stored in the database but will not be
uploaded to your regional air quality website. If the actual sampling dates are within £ 2 days,
the calendar sampling dates will be stored in the database instead of the actual dates.

If only one site is outside the calendar sampling dates (for example one tube was changed
late for some reason), highlight this in the Comment by using the option Different Exposure.
Only the results from this site will be considered “Not suitable for upload”.

Having entered the calendar dates, if necessary, enter the data for each site in the
appropriate box (see Figure 7). Move through the boxes using the tab key on your keyboard
to move forwards, and <shift> tab to move backwards. (You can also select a box using the
mouse).

Enter your data. If you have a result that is invalid for any reason, leave the concentration
cell as “0.0” and select one of the comments from the drop-down boxes on the right hand
side. Although the cell shows 0.0 as a default value, this will be stored as a null value, not a
zero. An error message will appear if the zero is deleted and not replaced, or is replaced with
a non-numeric value. (Do not add a comment for values that are OK.)

When you have entered a value for each of your sites, click on the “Proceed” button (at the
bottom of the page). The data you have just entered will appear in a table on the screen, so
you can check they are correct. Click on “submit” to send the data to the database.

8 Ricardo-AEA/3398/Issue Number 2
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2.1.1 Warning Messages You May See

We hope that you will find the system easy to use and will not have any problems. However,
here are some warning messages you may see.

2.1.1.1 Selecting a period with existing data

If you select a period for which you have already entered data, you will be prompted with the
following message “Measurement data are found for the year .... period ...”. Unless there
are some sites for which you have not yet entered data, please select another period. If
unsure which periods you have already entered, click on “View & Amend Existing Data”.

2.1.1.2 Entering data when none have been entered for the previous period

If you miss an exposure period, (for example March), and then attempt to enter data for the
subsequent period (for example April) you will be prompted with the following message
“Warning: you have one or more sites for which no data have been entered for
previous period”. You will also see this message if you have entered the previous month’s
data for some, but not all of your sites.

This message won’t prevent you entering data for the month you have selected. However, it
does mean you should then go back to the previous month and either enter that month’s
outstanding results, or enter comments explaining why there are no valid results.

2.1.1.3 Entering a null value without a comment

All months and sites need to be accounted for. If you leave the cell blank you will get an error
message unless you enter a comment explaining why there is no data for this site. The cell
value defaults to “0.0”, which is stored as a null value. Null values must be
accompanied by a comment of “No Valid Data”, if applicable. Please ensure that all
months are accounted for, with either a valid measurement OR a comment.

2.2 To View And Amend Existing Data

The system allows you to view data previously entered, and to amend it if necessary. Click
on the “Monitoring Data” tab (at the top of the page), then select “View and Amend Data”.
From the screen shown in Fig. 8, select the appropriate year —

RICARDO-AEA NO, Diffusion Tube Data Entry System T ebor

g Data O 0g 0

Managing Data Related Details  Data search

Input New Diffusion Please select a year 2013 E'

Tube Data
View & Amend Data > Next

This website is prepared and hosted by Ricardo-AEA

@ 2012 Ricardo-AEA Cookie Policy

Figure 8 Select "View and Amend Data"

Your data for the year will be displayed as in Figure 9 -

9 Ricardo-AEA/3398/Issue Number 2
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Instructions for Web-Based Data Entry System

Home Monitoring Data

User Log off

Managing Data Related Defails ~ The NO, measurement records of Gravesham District in year 2013

Input New Diffusion Concentrations are in ugm"’(micmgrammes per cubic metre)
Tube Data Site details

Tube 1

No.

84828-GR59 Gravesend |1
59n

o

5 6 7 8 9 10 11 12

84829-GR3T Gravesend |1
57n

[¥]
-
w

84830-GR40 Gravesend |1
40n

o
=
=
il

o2}

84831-GR6E1 Gravesend |1
61n

e
=1
™
o
™
.
=]
[

84832-GR13 Gravesend |1
13n

o
[¥]
cn
on
o
'y
cn
o

84833-GR45 Gravesend |1
45n

&=
o
|o:
o
|m
[~
|r.a

o

£84834-GR19 Northfleet |1
19n

=
o
S
[
™
[¥]
co
n

=
s
‘u
o
‘m
o
‘N

=

[
2}
o
[
o
‘:.
o
‘w

~

84836-GR92 Northfleet |1
92n

‘r.n
.
=
2
=
‘a
o
‘w
=3

84838-GR54 Northfleet |1
54n

=
]
e
=]
=
=]
o
=]

04080 APAA FrmiananA

Figure 9 "View and Amend"” Data Table

2.2.1 Data Status

o
2
n
o
2

The data are highlighted with a coloured background, according to their status:

e Provisional (green). You can still amend these data.
e Exported (pink): these data have been exported to your regional air quality website,

but you can still change them.

¢ Ratified and exported (grey): these data have been finalised and can no longer be

changed.

¢ Not suitable for upload (yellow) — cases where the exposure period does not match
that specified, or results highlighted as suspect with a comment after being audited.

The rules for how and when data are ratified vary between the various regional networks, but
in most cases the Local Authority is asked to check and finalise the data from each calendar
year by a given deadline. Ricardo-AEA will then “lock down” the year’s data, by a later
specified deadline depending on reporting requirements (in the case of the Kent Network it is
usually before June the following year). You should have the opportunity to check your data
and make sure you are satisfied they are correct, before the dataset is finalised.

Null values are displayed as normal data with “n/a”.

In the example below (Figure 10), to amend the existing values the user should click on the
“Amend” button, at the bottom of the table below the results they wish to change.

10
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The NO; measurement records of West Lothian in year 2013

Concentrations are in ugm-3(microgrammes per cubic metre)
Site details Measurement Period

81017- 1 1.1 42.4 38.3 30.6 28.0 276 26.3 226 30.6

Whitburn 1n

81019- 1 1.2 25.4 209 17.4 11.3 13.6 9.0 n/a 16.1

Livingston 3n

81020- 1 18.1 20.0 155 11.7 &7 *n/a 69 92 13.4

Bathgate 4n

83669- 1 31.2 338 305 252 16.5 177 17.8 15.3 232

Linlithgow &n

Click button: Amend [Amend |Amend [Amend |[Amend |Amend |Amend |Ameld [Amend Ne;g New
\\

Keys:

P-Provisional ~ MN-Not suitable for upload E-Provisional & Exporied =~ R-Ratified RE-Ratified & Exported
Figure 10 Click here to amend any site's data in a specified month

Each individual site’s data for the selected period can then be amended if necessary (Figure
11).

Amend measurement record

Calendar sampling start date and end date are: from 04/09/2013 to 02/10/2013
Please update the data records below: Measurement Unit: ugm-2

Ehe detnis. Tute  Conosniration Embem  Comment

Mo {ugnth ¥ nppilcabie)
£1017 - Whiksum 1n ROACSIDE 1 30.6 E E
£170185 - Livingsion 3n URBAN BACKGROUND 1 18.1 E Izl
E7020 - Sathgate 40 URSAN BACKGROUND 1 1 3_4 E E
£3BES - Unlithgow En ROADSIDE 1 23_2 E Izl
I Froceed I [ Cancel ]
My
F-Provisional M-Not suksbie for upicad E-Frovisionsl & Exparted F-Raifled RE-Ratfled & Exported

IMote: If actusl sampiing dates. difer from e calendar samplng date by mare than+ 2 days, & & considersd unseftscle for upioad. if schusl sampling detes are wihin = 2dsys, the calendar samping detes wil be stored nsiesd of te:
echual dates

Figure 11 Data amendment screen

Click on “Proceed” when you are happy with the changes you have made, then “Submit”
Figure 12) to finalise them.
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Amend measurement record

Calendar sampling start date and end date are:from 04/09/2013 to 02/10/2013
Please update the data records below(lMeasurement Unit: ugm ="

Bhie deinlls Tube  Concenfraion Emhrs  Comment
Mo gt (¥ nppknbic)
E1017 - vWhitum 1n ROADSIDE 1 30.6 E E
£1015 - Uningston 3n URBAM BACKGROUND: 1 16.1 E E
£1020 - Bathgate 4n URSAN EACKSROUND 1 13.4 E E
E36E5 - Unithgow En ROADESIDE 1 23.2 E E
I Submit ” Cancel I
Hmys:
F-Fravisional N-Mot suksbie for upicad E-Frovisional & Exparted R-Ratfied RE-Rmfzd & Exported
Nobe: i achual sampling deies differ from fe calendar sampding date by more fhan + 2 days, | ks considered unsafisble for wpload. i acdual sampling dotes ane within = 2days, the calendar samgling doies will be shored insiead of e
achusl dates

Figure 12 Click "Submit" to submit your changes

You can also delete data completely if necessary. Selecting “Cancel” will abandon the
changes and take you back to the previous screen.

If only one tube result needs amending, you can click on the result itself and you will be able
to amend that result only (see Figure 13).

The NO; measurement records of West Lothian in year 2013

Concentrations are in ugm-(microgrammes per cubic metre)
Site details Measurement Period

81017- 1 311 (424 |383 (306 (280 (276 263 (228 (306

Whitburn 1n

81019- 1 212 (254 |209 (174 (113 (136 |90 *nfa |16.1

Livingston 3n

81020- 1 18.1 200 (155 (1.7 |87 *nfa |6.9 9.2 154 >
Bathgate 4n ——

83669- 1 312 (338 (305 (252 (165 (177 |178 (153 (232

Linlithgow &n

Click button: Amend |Amend [Amend |Amend [Amend [Amend [Amend |Amend [Amend |New |New
Keys:

P-Provisional  N-Not suitable for upload E-Provisional & Exported ~ R-Ratified RE-Ratified & Exported

Figure 13 To Amend One Tube Result Only

Again, click on “Proceed” then “Submit” when done.
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It is also possible to enter new data via this route. Click on “New” at the bottom of the column
for the selected exposure period (Figure 14).

The NO; measurement records of West Lothian in year 2013

Concentrations are in ugm-3(microgrammes per cubic metre)
Site details Measurement Period

81017- 1 311 42 4 38.3 306 2580 276 26.3 228 306
Whitburn 1n

81019- 1 21.2 254 209 17.4 11.3 13.6 9.0 n/a 16.1
Livingston 3n

81020- 1 181 20.0 15.5 11.7 8.7 *n/a 5.9 9.2 13.4

Bathgate 4n

83669- 1 312 338 305 252 16.5 17.7 17.8 153 232
Linlithgow &n

Click button: Amend |Amend |Amend |Amend Amend [Amend |Amend |Amend
Keys:

P-Provisional  N-Not suitable for upload E-Provisional & Exporied R-Ratified RE-Ratified & Exported

Figure 14 To Enter New Data via the "View and Amend" Screen

You will be prompted with the same form as you use when entering the data from the “Input
New Data” tab (Figure 15). However, if you have a substantial amount of new data to enter, it
is better to use the data entry screen or the bulk upload route.

Add new measurement record for West Lothian

If any sites listed here were no longer operating in this month, please "close" the site in this system (via the
"Monitoring Site" tab). Then come back to this page and enter the data for the remaining sites.

Warning: you have one or more sites for which no data have been entered for the previous period

Calendar sampling start date and end date for period 10 are: from 02/10/2013 to 30/110/2013
Actual sampling stari date and end date if different *:

from 02/10/2013 to 30/10/2013
Please enter the measurement record below (Measurement Unit: ugm“’):

Site details Tube Concentration Status Comment
No.  (ugm=) (if applicable)

81017 - Whitburn 1n ROADSIDE

-
-

81018 - Livingston 3n URBAN
BACKGROUND

81020 - Bathgate 4n URBAN
BACKGROUND

-
o

83668 - Linlithgow 6n 1 P
ROADSIDE

Keys:
P-Provisional MN-Not suitable for upload E-Provisional & Exported R-Ratified RE-Ratified & Exported

=
B B B

Note: If actual sampling dates differ from the calendar sampling date by more than + 2 days, it is considered
unsuitable for upload.If actual sampling dates are within + 2days, the calendar sampling dates will be stored
instead of the actual dates.

Figure 15 New Data Input Page
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2.3 Entering Data For Multiple Tube Sites

If any of your sites are set up for multiple tube exposure (see section 3.2 for how to do this),
the data entry and data amendment screens will provide a “box” for each tube at the site —
see Figure 16, which shows an example of a site with three tubes (highlighted here with a

coloured box). In this case, the site “GR08” has three tubes.

85164 - GR94, Meopham 94n
KERBSIDE

1

P

85166 - GRIE, Gravesend 96n
ROADSIDE

85169 - GR98, Northfleet 98n
ROADSIDE

85170 - GR99, Gravesend 99n

ROADSIDE

85473 - GROS, Northfleet 08n
ROADSIDE

85473 - GROS, Northfleet 08n
ROADSIDE

85473 - GROS, Northfleet 08n
ROADSIDE

89482 - GR21, Gr21 ROADSIDE

85484 - GR24, Gr24 ROADSIDE

85501 - GRS5E, Gr5s ROADSIDE

85502 - GR60, Gr60 ROADSIDE

86044 - Gr104 ROADSIDE

Figure 16 Data Entry Screen for Multiple Sites

1

| B =) =2 = & =) = e EEE
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3 NO, Site Administration

The system also allows you to add and amend details of your sites — select the tab marked “Site
Admin”. The screen will appear as in Fig. 17

You are logged in as:
Firstname Surname

RICARDO-AEA NO, Diffusion Tube Data Entry System Member

Home Monitoring Data e Admin og off

Managing Site Related Details In the NO; Site Admin section you are able to manage your site details

Add New Site - To add details of a New site, click ‘Add New Site'
Add Multiple Tubes + To view and amend details of a existing siie, click 'View & Amend Existing Siles’.

- — - To create a new tube record for a site which has multiple tube, Click ‘Add muitipie tubes'.
View & Amend Existing + To view and amend the details of an existing tube record, such as the start and end date, click "View &
Sites Amend Existing Multiple Tubes'".
View & Amend Existing Note: where a site has multiple tubes (e.g. triplicate), the system calculates the average result. It is this
Multiple Tubes that appears on the web site. If you prefer the results from the tubes to be shown separately (rather

than averaged), you will need to create a separate site for each tube.

Figure 17 Site Admin Screen

3.1 Adding, viewing & amending sites
3.1.1To Add A New Site

Click on the button marked “Add New Site”. The screen will appear as in Figure 18a or
Figure 18b for Welsh Local Authorities. A site identification number (a five-digit number) will
be automatically assigned. This is unique to the site.

For Welsh Local Authorities, please use the existing naming protocol for your local authority.
Please check the last site id first, and then add the next consecutive site id, for example, if
the last site id was MNBC-038, they add MNBC-039, with no spaces. The system will not
allow you to duplicate a site id.

Choose a site name. Different regional networks have different rules for this, but the site
name should:

o Be different from any other site within your regional network.
¢ Include the name of the town or city in which it is located.

Most users of this system use a numbering system for their site names — for example
Gravesham District Council use GR01, GR02 GRO03 etc.

Avoid ambiguous site names such as “High Street”, and don’t re-use site names: each site
requires a unique name.

LA Reference — this can be added which is your specific tube references/label
Enter the other parameters requested.
Please ensure that you enter:

e the 1% line of the address, i.e. the nearest building to the site*
e Town
o Postcode
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Location Type

OS Grid Ref

Site Easting and Northing*

Altitude

Site Height

Start Date of Monitoring.

Comment (for example if tube attached to building downpipe or a sign/post

The parameters indicated by a * are mandatory. The system will not let you start up a
new site without specifying these.

It is not compulsory to enter the altitude (i.e. height above sea level) of the site. However, if it
is a traffic-related (roadside or kerbside) site, you will need the distance in metres of the site
from the kerb.

Please see our other document “NO, Diffusion Tubes for LAQM: Guidance Notes for Local
Authorities” for detailed siting criteria. Kerbside sites are within 1m of the kerb of a busy road,
Roadside sites must be within 1-5m of the kerb of a busy road, and Urban Background sites
must be at least 50m from any busy road. Height of tubes above ground should be between
2-5m: this is intended to approximate to human breathing height while keeping the tubes out
of reach of the public, especially children.

Leave “End Date” blank: this will remain blank until the site closes.
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Managng St Related Detals  ADD SITE

el B it Local Authorty Riegion Wyre Forest Dustrict
Akl Multipls Tubis e HoLs
\SP:EWEMMW (TR paamibe B BRsigned pulomat aly. Piease 00 nol change @)
s
Sie Name *
Wi & Arsind Existng
Muttiple Tubs This ol Do wfguer, 8 shodsd b of the formal “TOWIACITY HAME

MET when® X 5 B Rty X Should B & nUEstY Nl used for By
o Oy 580 of B bownigity, B youu wish 10 inead mullpls lubes &5
soparaie sies this should B indcaled in the sie name, 6.0 AR
Bulted 1, o VAL SAL L 3N Dol 1

Ths i your local rederencs name, L EngT 15 chardien

(A6 Rgpatied ) Irvih i eritine) I Appac abie (5801 in W oyl

(A% 6 Nigures) Ireth i morthing i applcable (38és n 1 ondy)
Aude [} (A the 5o evel)

(A The GRGUnG]). Pease ¢0 Nl Mg iude e unt
Destange 10 Kerm (m)

{ApEECabi b FOBILEE 108 Oy} Pt G0 fol plad & und i he

Haid
Start Dol of Monlioning * (YY)
End Diste of Liontoreg PR
(== o

[ Proceed |

Figure 18a Adding a New Site
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i s SN | = S [

Maraging Sie Relaled Delass  ADD SITE

A Mo Sl Local Authonty Riegion * Monmouthshie County
Add Multigie Tubes e 0"
Whina & Admaind Exrstng

Sl

(Pitase B3 B HE COMMECUINE 380 KD RO YOUT K28 DUty

| Prease ek whal U Licl S8 o3 s, Rov exaemple. i he Lisl 38
Vigw & Aemend Exrsbng s LBC-OE Snd St Bype i MEBIC-0090 wiih no spases. The
Muipho Tubes Syt will ol Ao you B0 Gupikcate 2 S8 i)

Piease: acd & sl nawmes, which Cheany dendies the iocabion of M
s, $of i’ 3 Wil Streel. MohSoUl Pliaie i the 18
T AN A O P R Rt D el (L i TS b

LA refisrente

THs: 5 your lotal eefenerele name. Mio. kengih 15 Chaaciens
Address biskding'sinachune *
Foam
Fosicooe
Leccn bpe P el -
Of Grid Ref o
S canding

(A8 5 Bgusres ) Sh (i SX5ENG ¥ AOpatabar (S5e5 A 1 o)
S reormning

{As & Bgures) Irish grid norfing f appicabis (3565 in M only)
Antude ) (AL It S0 bevvd)
Sde Heght (=)

[Ascre I ronsnd). Puedse oo o0 INCIE B wnl
Destance to Kerb {m)

(A i B0 eoacte S8 Ohtyl). Pinde G0 ol pLite URE N it

fazi
Sinrt Dabe of Mailionng * (e
End Dibe: of LoABSAAG (oY)
Comement

This webale & prepaned and hodled by Racando-AES

© 2043 R iAEA Copon Pokcy

Figure 18b Adding a New Site — Welsh Local Authorities
3.1.2View and Amend Existing Sites

The system will let you amend details of your sites, such as address and grid reference.
However, please note that this is only intended to allow you to correct errors and make minor
changes to the address of an existing site. In cases where a site is replaced, or re-located to
a different address, this constitutes a new site. It must be entered as such, using the “Add
New Site” option, and requires a new number and name.

To view your existing site details, select the NO, Site Admin tab, then “View and Amend
Sites”. All your active and ceased sites details will be displayed as in Figure 19.

18 Ricardo-AEA/3398/Issue Number 2



RICARDO-AEA Instructions for Web-Based Data Entry System

To make changes, click on the blue “update” button to the right hand side of the site name,
as circled in Figure 19.

You are logged in as:

RICARDO-AEA LIANTECLRITEY o E ey LG ESE E) rismane sumame

Home Monitaring Data Site Admin Log off

Managing Site Related Details ~ Monitoring Site Details for Wyre Forest District Total record No:8

Add New Site View closed site View current active site
Add Multiple Tubes ]
Site ID and Name: 82021 - : KIDDERMINSTER 1N
View & Amend Existing
Sites Site Type: Roadside
View & Amend Existing Easting: 382400
Multiple Tubes Morthing: 275300
Address: 431 STOURPORT ROAD, KIDDERMINSTER, DY 11 7BG
Alfitude: 20

Site Comments:

MNumber of tubes: ‘This is a site with a single tube. Amend number of tubes
Monitoring Network: NO2 Diffusion Tube

Parameter id Parameter Date Started Date Ended
NO2 Nitrogen dioxide 29/12/1992
\
e ID and Name 0 DDER R )
Site Type: Intermediate
Easting: 382400
Narthing: 275500
Address: 232 SUTTON PARK ROAD, KIDDERMINSTER, DY11 6LA
Altitude: 48

Site Comments:

Number of tubes: |T|‘IiS is a site with a single tube. M
Figure 19 To view EXxisting Site Details

This will display details of the selected site (Figure 20a) which can then be updated as
necessary.
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You are logged in as:
Firstname Surname

RICARDO-AEA NO, Diffusion Tube Data Entry System i

Home Monitori ata

Managing Site Related Details AMEND SITE

Add New Site Local Authority Region *
Add Multiple Tubes SitelD=

View & Amend Existing

Sites

Site Name *

View & Amend Existing
Multiple Tubes

LA reference

Address building/structure *

Town

Postcode

Location type

QS Grid Ref

Site easting *

Site northing *

Altitude (m)

Site Height (m)

Distance to Kerb (m)

Start Date of Monitoring *

End Date of Monitoring

Comment

ite Admin Log

Wyre Forest District
82021
(This number is assigned automatically. Please do not change it.)
KIDDERMINSTER 1N

This must be unigue, it should be of the format 'TOWN/CITY NAME
XN' where X is a number. X should be a number not used for any
other NO; site of the town/city. If you wish to treat multiple tubes as
separate sites this should be indicated in the site name, e.g. AS21
tube 1, or WALSALL 3N tube 1.

This is your local reference name. Max. length 15 characters

431 STOURPORT ROAD
KIDDERMINSTER
DY11 7BG

ROADSIDE [=]

382400.00

(As 6 figures) Irish grid easting if applicable (sites in NI only)
275300.00

(As 6 figures) Irish grid northing if applicable (sites in NI only)

50 (Above the sea level)

3
(Above the ground). Please do not include the unit.
15

(Applicable to roadsite site only!). Please do not place unit in the
field.

20/12/1992 (daimmiyyyy)

(da/mmiyyyy)

This website is prepared and hosted by Ricardo-AEA

©2012 Ricardo-AEA Cookie Policy

Figure 20a Site Details Update
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*{{ef.\{» @ B:\=7 .\l NO; Diffusion Tube Data Entry System

Site Admin User

Home

Managing Site Related Details

Add New Site

Add Multiple Tubes

View & Amend Existing
Sites

View & Amend Existing
Multiple Tubes

Monitoring Data

AMEND SITE

Local Authority Region *
Site ID *

Site Name *

LA reference

Address building/structure *

Town

Postcode

Location type

0S Grid Ref

Site easting *

Site northing *

Altitude (m)

Site Height (m)

Distance to Kerb (m)

Start Date of Monitoring *

End Date of Monitoring

Comment

You are logged in as:
PAUL WHITE
Member

Log off

Monmouthshire County
MNBC-092

(Please add the next consecutive site id for your local authority.
Please check what the last site id was, for example, if the last site id
was MNBC-038 and then type in MNBC-039 with no spaces. The
system will not allow you to duplicate a site id.)

2 Riverside Park, Mayhill, Monmc

Please add a site name, which clearly identifies the location of the
tube, for example: 3 Willow Street, Monmouth. Please keep the site
name short, and do not include postcode details in this field.

MM14
This is your local reference name. Max. length 15 characters

2 Riverside Park
Mayhill, Monmouth
NP25 3LT

SUBURBAN [+]

3351277.00

(As 6 figures) Irish grid easting if applicable (sites in NI only)
21282200

(As 6 figures) Irish grid northing if applicable (sites in NI only)

1585 (Above the sea level)

(A
(Above the ground). Please do not include the unit.
98

(Applicable to roadsite site only!). Please do not place unit in the
field.

08/01/2014 (dd/mmiyyyy)

(da/mmiyyyy)

This website is prepared and hosted by Ricardo-AEA

© 2012

Ricardo-AEA

Cookie Policy

Figure 21b Site Details Update — for Welsh Local Authorities

To submit your changes, click on the “submit” button at the bottom of the form, as circled in

Figure 21.
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Tuwin KIDDERMINSTER

Postcode DY116LA

Location type Please select =]
Site easting * 382400.00

(As & figures) Irish grid easting if applicable (sites in NI only)

Site northing * 275500.00
(As & figures) Irish grid northing if applicable (sites in NI only)

Altitude (m) 48 (Above the sea level)

Site Height (m) 24

(Above the ground). Please do not include the unit.

Distance to Kerb (m)

(Applicable to roadsite site only!). Please do not place unit in the
field.

Start Date of Monitoring * 29/12/1992 (dd/mmivyyy)
End Date of Monitoring 28/11/2000 (daimmiyyyy)
Comment -

Figure 22 To Submit Your Changes to a Site's Details

3.2 Multiple Tube Exposure

Tubes are exposed singly at the majority of sites. However, there are a substantial number of
cases where tubes are exposed in groups, to make replicate measurements and gain
information on the precision of the method. The most common of these scenarios is triplicate
exposure. The web-based data entry system is designed to cope with multiple tube
exposure.

The “View and Amend Sites” screen (Figure 19 above) shows the number of tubes currently
exposed at your sites. For single-tube sites it says “This is a site with a single tube”. To
designate the site as a multi-tube site, click on the blue “Add Multiple Tubes” button (Figure
22, circled).
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Parameter id

Parameter

Date Started

Date Ended

NO2

Nitrogen dioxide

01/09/1996

Site ID and Name: &

Site Type: Kerbside

Easting: 587945

Northing: 133079

Address: High Street, Tenterden

Site Comments:

Number of tubes:

This is a site with a single tube. \ Amend number of tubes /

Parameter id

Parameter

Date Started

Monitoring Network: NO2 Diffusion Tube

Date Ended

NO2

Nitrogen dioxide

01/11/1996

Site ID and Name:

85398 - AS13: AS13

Site Type: Kerbside
Easting: 601367
Northing: 143541
Address: Hill View

Site Comments:

Number of tubes:

This is a site with a single tube.

Amend number of tubes

Parameter id

Parameter

Date Started

Monitoring Network: NG2 Diffusion Tube

Date Ended

NO2

Nitrogen dioxide

01/11/2003

Site ID and Name:

Site Type:

89399 - AS14: A514

|I{erb3ide

Figure 23 To Amend the Number of Tubes at a Site

This will take you to a form which will allow you to add new tubes at the sites, one by one
(Fig. 23). (Note: if you see a message saying you are not authorised to use this
function, please contact the Administrator who will set up the new tubes for you.)
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Managing Site Related Details ~ ADD Sampling Tube

Add New Site Local Authority Region:  Ashford District
Add Multiple Tubes Site: 85392, ASO7 [
View & Amend Existing
Sites Tube: Please select [=] (1st tube should be 1, 2nd tube should be 2, 2rd tube
Manage Network should be 3 and so on.)
Start Date: Please select [z] (Dates defined by the monitoring calendar)
End Date: Please select (Dates defined by the monitoring calendar)

Figure 24 Adding a New Replicate Tube

Maximum number allowed is five replicate tubes. Follow these steps:

1. In the box marked “Tube” enter the number 1. (Despite being a single tube site
already, we need to assign the existing tube as tube 1.)

2. Enter the date at which this tube started operating. This will usually be the same as
the start date of the site.

3. Leave the end data blank.

Click “Submit”. This will take you back to the screen in Figure 22.

Click on “Amend number of tubes” again, and follow the steps above, this time entering “2”
for the tube number.

Repeat for the third tube (tube 3), and a fourth and fifth tube if necessary.

Since the starting dates of the additional tubes may be different from that of the original site,
you can enter a different start date in each case. (These are the dates that the multiple
exposures started, not the exposure dates of any individual tubes).

If, at a later date, the number of tubes at the site is reduced (e.qg. if the site goes back to
being a single exposure site), you can enter an “end date” for the multiple exposures via this
screen.

3.2.1 Treating Multiple Tubes as Single Sites

Setting up a multiple tube site, as in the example above, will mean that the database will
calculate the average of the replicate tube results, and it will be this, rather than the individual
values, that appears on the public-facing website.

If your organisation would prefer the results of each one of the multiple tubes to be shown
individually rather than averaged, the tubes will need to be treated as separate sites rather
than as one single site with multiple tubes.

The site names you choose for the three “sites” should reflect this: for example “DV06 tube
17, “DVO06 tube 2” and “DVO06 tube 3”. Also, it is important to be consistent, so if you have
more than one multiple tube site, this approach should be used for all of them.
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4 Amending User Details

4.1 To Change Your Password

The password originally issued by Ricardo-AEA (possibly some time ago) would have been
assigned randomly. If you have not already done so, we recommend that you change your
password to something easy to remember. From time to time you may wish to change your
password for a variety of reasons, or need to re-set it because you have forgotten it.

To do this, please log out (if you are already logged in) and click the link on the home page to
contact the administrator for a password re-set.

4.2 To Update Your Contact Details

The system allows you to make changes to any contact details: the name, address, phone
number and e-mail address of the site operator. We suggest that the contact details supplied
should be those of whoever normally changes the diffusion tubes, as he or she is usually the
best person to answer any questions we may have about the data or sites.

To check whether the contact details held for you in the system are up to date: from the
home page, select the green “User” tab from the menu options at the top of the page. Your
existing contact details will be displayed. Make any changes needed, then click the “submit”
button at the bottom.

We will not pass your contact details on to any other organisations. If we need to get in touch
with you, it will usually be by e-mail or occasionally by phone, so please make sure these
details are kept up to date.
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5 Logging off

To log off, just click on the “log off” tab, (top RHS — see Figure 3 above). This will take you
back to the Log On page (Figure 2.)

We hope you will find the web-Based Data Entry System easy to use, and that it will provide
a quick and convenient way of storing and sharing your NO, diffusion tube data with Ricardo-
AEA. However, if you do have any difficulties, please click on the link from the log on page to
contact the Administrator, or else Alison Loader (01235 753632).

This manual will be updated whenever there are significant changes to the Web-Based Data
Entry System. Rather than distribute printed copies, we will make the updated version
available from a link on the system’s Home Page.
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