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Login change as of July 17, 2014: We now use SecureAccess Washington (SAW) as the security gateway for the EIM Loader.  Make a SAW account if you don’t already have one (page 4).  Then link to your existing EIM Loader account (page 10) OR make a new EIM Loader account (page 10) if you don’t yet have one.
This document is for submitting discrete monitoring data.  We also now take Times-Series (aka Continuous) data, including transducer and other data collected by longer-term instrument deployments.  While submittal is similar, it’s a little different than that for discrete monitoring data.  Please see the EIM Time-Series Submittal Guidelines document for info on how to submit this data.
Overview
What is EIM?
The Environmental Information Management System (EIM) is the Washington State Department of Ecology's main database for environmental monitoring data.  EIM contains records on physical, chemical, biological, and habitat analyses and measurements.  EIM centers on three main elements – Study, Locations, and Results (including Bioassay, Well Water Levels, and Time-Series data).  
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What is the EIM Data Loader?

The Data Loader (Loader) is an online application for organizations required to submit data electronically to Ecology.  Examples include grant and loan recipients or consultants working on cleanup sites. 
How do I submit data using the EIM Loader?
The basic steps for data submittal are below.  This document explains these steps in detail.  You will also be assigned an EIM data coordinator to help you with your submittal.
1. Download ZIP file with EIM Spreadsheet Templates, Template Help Documents, and Submittal Guidelines;
2. Log into the EIM Loader via SecureAccess Washington;

3. Enter your Study information into the online form in the Loader;

4. Fill out the spreadsheet templates - Location, Result, Time-Series, Groundwater Level, and/or Bioassay;

5. Submit your completed spreadsheet templates via the Loader;

6. Work with your EIM data coordinator on finalizing your submittal;

7. Receive notice of submittal completion.
Important points about the EIM Loader
· The Loader times out after 90 minutes of inactivity.  Any unsaved data, such as your Study form, will be lost.  However, loading and check data will continue to run on the Ecology server.  Log back in to see the results.  
· About browsers: Microsoft © Internet Explorer 9.0 and above is recommended, although Firefox, Chrome, and Safari will work.
· Name the files your upload so you will remember what they are for AND so that your Ecology data coordinator will also know (ex. CitgoSite455MonitorQ42004.xml).  Do not use quotes or other special characters in your file names.
· The browser’s back button might not always work.  It is better to use the application’s navigation.
Get Help
Contact us:  https://fortress.wa.gov/ecy/ehs/Contact.aspx or contact your EIM data coordinator.  Log into the Data Loader to see a list of data coordinators.
Other Resources for Help
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Pop-Up Help

Click field labels for pop-up help.  A window will open with field descriptions, examples, and specifications (requirements, field type and size, valid values).
Data Dictionary

The searchable Data Dictionary is online at https://fortress.wa.gov/ecy/ehs/.  It’s the same information as in Pop-Up Help.
Help Documents for Data Entry Templates
Step-by-step guidance for filling out the data entry templates.  We recommend that you print these out in color.  See page 37 for more information.
Subject-Specific Help Documents for Data Entry
We have an ever-increasing library of subject-specific help documents such as “Entering Non-Detects.”  See http://www.ecy.wa.gov/eim/helpDocs.htm 

Online Reference Tables

The Online Reference Tables are lists of valid values that are too long to put in the Help documents for the data entry templates.  They include Parameters, Methods, and Taxa.  Find them here:  https://fortress.wa.gov/ecy/ehs/ReferenceTableSearch.aspx.  They are searchable and downloadable.  See page 49 for more information.
Video Training 


We have videos from our September 20013 training on YouTube - or on our FTP site (if you don't have access to YouTube).  Everything is still the same except for making your EIM account. 
Get Started
Make a SAW account

Login change as of July 17, 2014:  We now use SecureAccess Washington (SAW) as the security gateway for the EIM Loader.  Make a SAW account if you don’t already have one.  Then link to your existing EIM Loader account (page 10) OR make a new EIM Loader account (page 10) if you don’t yet have one.
· If you already have a SAW account, log in at https://secureaccess.wa.gov/ and link to the EIM Loader (page 10).
· If you do not have a SAW account, go to https://secureaccess.wa.gov/ and follow the instructions.  It is any easy step-by-step process (page 4).  Then link to the EIM Loader (page 10).
1. Go to https://secureaccess.wa.gov/  and click “Create one.”
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2. Click “Start” to begin creating a SAW account.
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3. Step 1: Enter your information.
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4. Step 2: Create a user ID and password.
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5. Step 3: Review your information.
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6. Step 4: Enter the security code.
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7. Step 5: Check your email for link and registration code.
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8. Step 6: Enter your user ID and registration code after clicking the link in the email you receive.
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9. You are done making your SAW account!  
Now link to your existing EIM Loader account (page 10) OR make a new EIM Loader account if you don’t yet have one (page 10).
Link to EIM Loader from SAW
From your SecureAccess Washington account, link to your existing EIM Loader account OR make a new EIM User Profile and/or Organization Account if you don’t yet have one.  Follow these instructions to do either of these.  This is a one-time process.
1. Log into your SAW account at https://secureaccess.wa.gov/
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2. Add a new service.
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3. Find the EIM Loader by clicking “Department of Ecology” or searching for “EIM Loader.”
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4. Apply for the EIM Loader service.
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5. Go to “My Secure Services” by clicking the tab.
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6. Click “EIM Loader” under your list of secure services.
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7. Choose your path.  If you already have an EIM Loader account, sign in.  If you are new to the EIM Loader, make a user profile (page 17).
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8. Link your new SAW account to your EIM Loader account by typing in your old EIM username (it was your email address) and password.  
If you forgot your old password, contact us and we will reset it.  You will only see this and the previous screen the first time you sign into the EIM Loader from your SAW account.
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9. You are done!  You can now begin submitting data.  See page 15 about logging in next time.
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Log into the EIM Loader as a returning user

When you return to the EIM Loader, log in using the following steps.  This is how you will log in from now on.
1. Log into your SAW account at https://secureaccess.wa.gov/ecy/eimloader/


2. Click “EIM Loader” under My Secure Services.
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3. You are done!  You can now begin submitting data.
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Make an EIM User Profile if you don’t have one
1. Find your organization - OR if you know your organization’s key, enter it and go to Step 5.
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2. Select your organization.  If it is not listed, make a new EIM organization account (page 21).
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3. Request your organization’s key so you can make a user profile.
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4. We will email the key to you.
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5. Type in your organization’s key once you receive it by email.
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6. Make an EIM user profile by filling out the form.
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7. You are done!  You can now begin submitting data.
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Make a new EIM Organization account if yours is not in EIM

1. Click “Add a new organization.”  
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2. Fill out the form to make a new organization account
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3. You are done making your EIM organization account!  We will email you an organization key.  Use the key to make an EIM user profile (page 17).  You can also share your key with others in your organization so they can make EIM user profiles too.  Each person should use his/her own user account to submit data.  That way our data coordinators know who to contact if we have questions.
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Edit your EIM User Profile
Note: Editing your user profile in EIM does not affect your SAW account.  If you need to edit your SAW account information, go to https://secureaccess.wa.gov/.
1. Click “Edit User Profile” in the right menu box on the Loader homepage. 
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2. Edit your information and click “Update.”
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3. You are done editing your EIM user profile!
Edit your EIM Organization account
1. Click “Edit or Add Organization(s)” in the right menu box on the Loader homepage. 
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2. Click “Edit Organization.”
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3. Edit your organization’s information then click “Request Update.”  We will be notified and make the updates to your organization’s information.  
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4. You are done editing your EIM organization account!

Add another Organization to your User Profile 
If you need to submit data for more than one organization, you can add one or more additional organizations to your user profile as long as they are in EIM.
1. Click “Edit or Add Organization(s)” in the right menu box on the Loader homepage. 
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2. Type the organization’s name

[image: image49]
3.   Select an organization.  If it is not in the list, contact us.
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4.   Click “Request organization key.”
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5. We will email an organization key to you.
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5. Type in the organization key once you receive it by email.
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6. You are done!  You can now choose the organization for which you want to submit data by clicking the radio button next to it.
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Enter Your Study
A Study is an organized activity or set of monitoring activities conducted for the purpose of collecting information about a given area or natural resource. Studies typically have specific objectives and most commonly have quality assurance goals described in a Quality Assurance Project Plan (QAPP).
Submit Study information by filling out an online form in the Data Loader. To get to the form, click “Study” in the top menu or under “Quick Links, Enter Your Study.”  
You can edit your Study until Ecology enters it into the main EIM database. Thereafter it will be locked.
Required fields
Fill out the following required fields (red asterisk). For more detailed help, see helpStudy.xlsx.
Enter your Study information – * required fields

Optional and conditionally required fields
While we do not require these fields, we would like to get the information if possible. Ecology Grant Number, Ecology Loan Number, Facility/Site ID, and Cleanup Site ID are required if applicable. See helpStudy.xlsx for more info about these fields.
EIM Templates

FAQs
What are the EIM templates?
The EIM templates are preformatted Excel spreadsheets used to submit data to EIM. They have specific data-entry requirements and are designed to be filled out and submitted online to Ecology per the guidance below.

Where do I get the EIM templates?
Get the EIM templates from the EIM Submit Data homepage by clicking the “Templates, Submittal Guidelines, and Help” link. This will open a ZIP file containing templates and help documents.

If I downloaded the templates awhile ago, can I still use them?
The best practice is to download a fresh template each time you submit data.
Will they work on my computer?
The EIM templates will work with Microsoft Excel 2007, 2010, and 2013.  
Which template do I use for my sampling locations?

· EIMLocation.xls

· How? Fill out a row for each field location.

· Need help? See helpLocation.docx
Which template do I use for my field and lab data?

· EIMResult.xls, EIMBioassay.xls, EIMWellWaterLevel.xls, or EIMTimeSeriesResult.xls
· How? Fill out a row for each field or lab result record.

· Need help? See helpResult.xlsx, helpBioassay.xlsx, helpWaterLevels.xlsx, or helpTimeSeriesResult.xlsx
· Most labs provide data in EIM-ready format – ask your lab about this.
Do I have to fill out ALL the columns?

No. The templates cover many different data types. If your field locations are not wells, 11-15 columns are required. For the Results template, as few as 9 columns are required - depending on your data type. 
How do I know which columns are required?

Required columns are color-coded. These colors are explained at the top of the accompanying help documents. Additionally, bold type in the help documents indicates that a column is required.

EIM Templates, cont.
EIM template menu
Use the EIM Menu tools to check for errors in your data AND/OR create a file to import into the EIM Data Loader. For Excel 2007-2013 go to the Add-Ins tab in the Excel ribbon, then to the EIM menu.
	Excel 2007, 2010, 2013 – click Add-Ins tab to see EIM menu
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Note - if you can’t see the Add-Ins tab or the EIM menu tab, change your Excel macro security setting. For Excel 2007-2013, see “Change macro security settings in Excel” under Excel Help. If you choose “low,” the macro will run automatically. If you choose “medium,” you will be prompted to run the macro each time you open the template.

Menu Tools
VALIDATE
Checks your data against EIM valid values and shows any errors. To use Validate, go to the Excel ribbon and click Add-Ins > EIM > Validate. A window will open. Click “OK.” Validation will occur and any errors will be highlighted in blue (including the column heading in which mistakes have been made). 
Validate is not as thorough as Check Data in the Data Loader. It’s a basic tool that uses the Valid Values Lookup tab in your template. We have to periodically update the valid values manually, whereas Check Data uses the live EIM reference tables. Additionally, Validate isn’t able to check against valid value aliases like chemical synonyms or taxon common names, so it might appear that you have errors when you actually don’t. Validate is only meant to provide a cursory check of your data.
EXPORT 
Converts your template into XML format so it can be imported into the EIM Data Loader. Also checks for required columns that have been left blank. To use Export, go to the Excel ribbon and click Add-Ins >EIM > Export. A window will open. Click “OK.” Another window will open asking you to save your file as an XML file. Name it, choose the location on your computer where you want to save it, and click “Save.” Name the file something that makes sense so you will recognize it AND the Ecology data coordinator will know which EIM Study it belongs to. (Ex. CitgoSite455Locations.xml). 
Alternatively, you can use Excel to save your EIM template as a tab or comma delimited file suitable for upload. This method is actually preferable since these files load faster.
EIM Templates, cont.
Help documents for EIM templates
These documents provide information about each column in the corresponding EIM data entry templates (or Study online form). Bolding and color coding indicate required fields. There is also information on field format (numeric, alpha-numeric, number of characters allowed, etc.) and valid values (specific values are accepted by the database).

There are separate worksheets in most of the help documents with valid values and/or additional information for specific fields. There are also links to additional information. The help documents are formatted to be printed.
· helpStudy.xlsx
· helpLocation.docx
· helpResults.xlsx
· helpBioassay.xlsx
· helpWaterLevels.xlsx
· helpTimeSeriesResult.xlsx
Results Template Help Document
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Submit Your Data
Get your EIM templates ready to submit
EIM can’t directly import Excel files (xls, xlsx). Use one of these methods to get your EIM template into an importable format. 
1. Save your EIM template as a tab or comma delimited file. Use Excel’s Save As > Other Formats > Text (Tab delimited) *.txt OR CSV (Comma delimited) *.csv. These upload faster than XML files.
Older versions of Excel have a bug that could cause a txt or CSV import to fail. This problem occurs only if the cells in the last column of your EIM template contain no data. See Microsoft Knowledge Base Article – 77295 for more information.
2. Use the EIM Export tool (page 38) to create an XML file (*.xml) that is importable into EIM.
DON’T use Excel’s Save As > Other Formats > XML Data (*.xml) or XML Spreadsheet 2003 (*.xml). It won’t work with EIM.
Export EIM-ready files from your database
Files exported directly from your database may be submitted to EIM as long as all the column headings match the EIM column headings for any particular template. These files need to be in Comma/CSV or Tab/txt delimited format.
Import your EIM templates or EIM-ready files
After you have logged into the Data Loader, choose Locations, Results (includes well water levels and time-series data), or Bioassay from the top menu or under Quick Links. On the next page click the Submit Data tab. Follow these steps:
Step 1 - Pick Format File:  Select file format from drop-down list then pick the file type of your saved template (XML, Comma/CSV, or Tab/txt). Time-series data must be in CSV format.
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Submit Your Data, cont.

Import your EIM templates or EIM-ready files, cont.
Step 2 - Pick Data File:  Browse your computer for the data file containing records to be imported.
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Step 3 - Import Data File:  Click the Import button.
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Submit Your Data, cont.
Import your EIM templates or EIM-ready files, cont.
EIM checks for file format errors during import. If there are issues with your file, it won’t import:
Unsuccessful imports ( are due to
1. Submitting an outdated version of a template or an incorrect template (like a Result template when you meant to submit a Location template). The error message indicates specifics.

2. Submitting an incorrect date format or having a field length exceedance or similar issue. Click “View Errors” to see the error list. You can view errors by record or by error type.
For either type of error, fix your file and start over with Step 1.
What you see when import was not successful.  Click “View Errors” for details.
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What you see when you click “View Errors.”  View by record, by error, or print. 
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Submit Your Data, cont.
Import your EIM templates or EIM-ready files, cont.
Successful import  (
A list of your imported batch of records will be displayed with the batch metadata. To see record detail: 
(1) Highlight a record

(2) Click “Details” 
List of imported batch records.
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Record details
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Submit Your Data, cont.
Check your data

This is the second to last step when submitting data. Click “Check Data” to validate your data against EIM valid values and requirements.  
Run check data
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                                                                   When completed, you will get a summary of records processed, including the number accepted and/or rejected. If there are any (1) rejected records, (2) click “View Errors” to see error details. Errors need to be fixed and the file resubmitted.  
What you see when you click “View Errors”
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Submit Your Data, cont.            
Check your data, cont.                                
You can also view your validated records by clicking “View Processed Records” 
A list of imported batch records with the submittal Status of each record is displayed. (1) Click under Status to see the (2) error for an individual record.
List of checked batch records showing submittal status and error record
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Check data status
· Accepted:  All aspects of the record are consistent with EIM valid values and requirements.  

· Rejected:  A value(s) does not match an EIM valid value(s) and/or one or more required fields are missing.  
· Click “Rejected” to see error detail. 
· All rejected errors need to be corrected before data submittal process is considered complete. The dataset will need to be resubmitted after the errors have been corrected.
· Warning:  A value(s) does not match an EIM valid value(s). This may be the result of a value that needs to be added to EIM.

· Click “Warning” to see error detail.
· Although we would like to see these errors fixed, warnings will not prevent the data submittal process from being considered complete.

· Notify your EIM Data Coordinator of values you could not find in the Reference Tables.

Submit Your Data, cont.
Notify your EIM Data Coordinator

The last step in the data submittal process. This button will appear when all records in your batch have been accepted or only contain warnings. This means your data submittal is complete. When you click this button, the Data Coordinator for the Ecology program you are submitting data to will be notified. They will perform the final load of your data into EIM. They may contact you with questions.
Notify the EIM Data Coordinator
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Confirmation of EIM Data Coordinator notification
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View Your Submitted Data
When you import a file into EIM, it becomes a batch
 “Show Batches” displays your list of imported data batches for Location, Result (including Water Level and Time-Series), or Bioassay data. You can View, Delete, or Export (to spreadsheet) batches. Once a batch has been partially or fully loaded into the main EIM database by your Data Coordinator, you will no longer be able to delete it.

You will automatically be directed to your batches when you enter the Data Loader and click Locations, Results, or Bioassays.

List of Imported Batches under “Show Batches”
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Note:  Keep EIM clean! Delete your old batch when you resubmit a file after fixing errors. 
View Your Submitted Data, cont.
View your batch records
When you click “View” for a record in Show Batches, you will get this screen. To see all of your records, click “Continue.” Or - you can filter the records you will see by choosing elements from one or more of the drop-down boxes before clicking “Continue.”

What you see when you click “View’ under Options.
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Online Resources
Find the Online Reference Tables and Data Dictionary at https://fortress.wa.gov/ecy/ehs/ReferenceTableSearch.aspx or when you log into the Data Loader. 
The Reference Tables contain valid values for big lists like Parameters, Methods, Units of Measure, Labs, Taxon, Tissue Types, and Result Data Qualifiers. These lists are “live,” i.e. – always up to date. 

The Data Dictionary contains descriptions, examples, and specifications (requirements, field type and size, and smaller lists of valid values) for all EIM fields.
Search/export valid values in the EIM Reference Tables

Pick (1) Search Valid Values from the navigation bar, and then (2) choose a table to search from the drop-down list
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Online Resources, cont.
Search/export valid values in the EIM Reference Tables, cont.
Next, (1) filter your search by Parameter Name or other criteria, (2) look up synonyms, and/or (3) export the entire table to Excel.
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Search the EIM Data Dictionary
Pick (1) Data Dictionary, and then (2) type in the title you are looking for. The form will auto-populate.  (3) Click on the entry you want to see.
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Online Resources, cont.
Search the EIM Data Dictionary, cont.
Field description, specifications, examples, and any valid values will be displayed.
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