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The Marine Mammal Commission’s online survey is an interactive Web application that
provides the ability to enter and manage project information for all federally funded research

efforts for marine mammals.

The purpose of this document is to provide details of the functions of the Commission’s online
survey, which will enable its users to manage data entry and organize information to be
submitted in support of the Survey of Federally Funded Marine Mammal Research.

Depending on your role, you will be entering data on one or more marine mammal projects
that are funded by your federal agency, or your ‘Organization/Unit’. Project data consist of
identifiers (e.g., project title, PI's name, sponsoring agency, etc.), funding level, objectives,
species, location(s) (LMEs and zip codes) and data disposition.

IMPORTANT: Read Appendix A before gathering data for entry in the survey. Appendix A
provides essential guidance, such as defining ‘research’ projects and specifying the funding data

to be entered.

When accessing the system for the first time, a user must create an account (register).
To do so, follow the steps outlined below.

1. Access the site at www.mmcsurvey.org.

2. Select Register from the upper right of the MMC Survey site.

—~ . Marine Mammal Commission

chm

P NMstaevmuun_»xl_q_

Welcome
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3. Enter your first and last name and select your organization from the searchable
dropdown list.

NOTE: If your organization is not available in the dropdown menu, please contact the
Commission at surveyffr@mmc.gov.

4. Input your user role preference of “Program Manager” or “Respondent”. If “Program
Manager”, include a description of the program you will need to oversee. This gives the
survey administrator the ability to set your permissions within the system to the
appropriate level. See Account Roles and Permissions section below for more details.

5. Enter your federal email address and enter and confirm your password.

NOTE: You must use your federal email address. It will be used as your username and
for all automated correspondence regarding the survey.

NOTE: Password requirements are explained below the password field.

Register

Create a new account.

First name
Last name

Organization/Unit

Select Organization/Unit hd

Can't find your Organization/Unit?
Please email surveyffr@mmc.gov for more information.

User Role Preference

Y’

Please use the text box above to specify your preference of User
Role. The options are "Program Manager"” and "Respondent”. If
"Program Manager", please provide a description of the program(s)
you will need to be able to manage. (e.g., "Program Manager: All
National Parks/Monuments”, "Program Manager: FWS Ecological
Services", "Program Manager: NMFS Northeast Fisheries Science
Center", or "Program Manager: all of NMFS")

Email
rcarini@mme.gov
Password
The Password must be at least 6 characters long, with at least one uppercase
letter (‘A'-'Z'), one lowercase letter (‘a'-'2'), one digit ('0'-'9"), and one non

alphanumeric character.

Confirm password
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6. Click Register. After registering for your account, a confirmation message will appear on
the screen.

Register confirmation

Your Survey of Federally Funded Marine Mammal Research and Conservation account request has been received.

We are in the process of reviewing your request.

If you have any questions or it has been more than two working days since you registered, please contact the Commission at surveyffr@mmc.gov.

7. Once the Commission has approved your request and assigned your user role, you will
receive an email notifying you of the account activation.

Marine Mammal Commission Survey - Account Information inbex x & 2
MMC Survey <marinemammalsurvey@gmail.com> 7:39 AM (0 minutes ago) ﬂr RSN
tome «

Your Survey of Federally Funded Marine Mammal Research and Conservation account has been activated. Click the following link:
http://www.mmcsurvey.org to access your account.

8. Use the link in the email to access the Survey site and click Login to begin entering your
survey data.

1. To access the system, navigate to www.mmcsurvey.org.
2. Click Login in the upper right corner of the home page.

3. Enter your federal email address and your password, then click Log in.
Log in
Email
Password

) Remember me?

Forgot your password?

Register as a new user
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ACCOUNT ROLES AND PERMISSIONS

The Commission (the system Administrator) assigns each user the role of either Program
Manager or Respondent and changes their status from Pending to Active. Your role determines
what you can see and do within the system.
e Each federal agency can have multiple Program Managers and Respondents.
e If you were assigned the user role of Program Manager by the Commission (the
Administrator), you will be able to see and edit all projects for your Program or Agency.
e If you were assigned the user role of Respondent by the Commission, you will be able to
see and edit only the projects that you have entered on behalf of your Program or
Agency.
e Administrators can create accounts for others, though we prefer if you go on and
request an account yourself, that we can then approve.
e If a user leaves their position and no longer participates in the survey, the Administrator
can change their account to Inactive to revoke their access to the system.

FORGOT PASSWORD

If you do not remember your password, follow the steps listed below to reset your password.

1. Click the Forgot your password? link below the Log in button.

Log in

Email

Password

Remember me?

Log in Cancel
goty word?

2. On the next page, enter your federal email address (username) and then click Submit.

Forgot your password?

Please enter your user name (email address).
An email will be sent to this email address with instructions to reset your password.

Email
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3. A confirmation message will appear on the screen.

Forgot/Reset password confirmation

Please check your email to reset your password.

4. You will then receive an email with steps for resetting your password.

Marine Mammal Commission Survey Account - Reset your password inbox x & &

MMC Survey <marinemammalsurvey@gmail.com> 8:20 AM (0 minutes ago) ¢
tome ~

Please reset your password for the Marine Mammal Commission Survey of Federally Funded Research by clicking on this link.

5. After clicking on this link in the email you will be taken to the Survey site to create a
new password.

Reset password

Reset your password.

Email
Password

Confirm password

6. Type in your federal email address (username), new password, and confirm your new
password. Then, click Reset to create a new password for your account. A confirmation
message will appear on the screen indicating that your password was successfully reset.

Reset password confirmation

Your password has been reset. Please click here to log in.

7. Click click here to log in to log in to the Survey.
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RESET PASSWORD

If you wish to reset your password while logged into the Survey, follow the steps listed below.

1. After logging into the Survey site, from the My Account dropdown menu, click Reset
Password.

.~ Marine Mammal Commission
m Survey of Federally Funded Research

Than L~

Home Projects My Account Data Visualization Contact Help

Account Information

2. This will take you back to the Forgot Password page where you can enter your federal
email address and receive an email with a link to reset your password.

3. See instructions in the Forgot Password section above for details.

The Survey site has many different navigation features. This section serves as a reference for
how to use each of these features.

USERNAME AND LOG OFF LINKS

At the top right corner of the screen you will notice your username is displayed as a hyperlink.
Clicking on that link will take you to your My Account - Account Information page where you
may edit some of your account information.

_—. Marine Mammal Commission
m Survey of Federally Funded Research

Home Projects My Account Data Visualization Contact Help Hello roxanne.carini@gmail.com! Jogout
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Once you have finished your session, click the Logout button to log out of your account. This
link is located next to the username link.

~—~ Marine Mammal Commission
V’ Survey of Federally Funded Research

Home Projects My Account Data Visualization Contact Help Helloroxanne.carini@gmail,com!

TOP NAVIGATION BAR

The Navigation Bar that runs across the top of the Survey site contains links and menus for each
of the different tasks you may want to complete on the site.

HOME

Selecting Home displays a photograph of a happy seal and a Welcome message from the
Marine Mammal Commission’s Executive Director.

PROJECTS

From the Projects menu, you are able to:
e Select Projects to see all projects you have entered or have permission to view.
e Select Add New Project to create a new project.
e Select Batch Upload to download an excel template for new start project entries.

. Marine Mammal Commission

M” Survey of Federally Funded Research

Home Projects My Account Data Visualization Contact Help

M Projects

s Add New Project

-
=

i Batch Upload

MY ACCOUNT

The My Account menu allows users to view and update their account information.
e Select Account Information to change the name associated with your account. If you
wish to change the organization to which you are associated, email the Commission at
surveyffr@mmc.gov.
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e Select Reset Password to change your password.

— . Marine Mammal Commission
m Survey of Federally Funded Research

TN A~

Home Projects My Account Data Visualization Contact Help

Account Information

DATA VISUALIZATION

The Data Visualization link from the Navigation bar provides users with an interactive tool to
visualize and export their data. See Data Visualization section below for details.

CONTACT

The Contact link from the Navigation bar provides users with all the contact information for the
Marine Mammal Commission.

_— . Marine Mammal Commission
m Survey of Federally Funded Research

s

Home Projects My Account Data Visualization Contact Help Hello roxanne.carini@gmail.com! Logout
X . VoS n %q\‘(‘
Phone US Marine Mammal Commissi... adium

(301) 504-0087 4340 E W Hwy, Bethesda, MD 20814 10y

View larger map

Email

surveyffr@mmc.gov und House Theatre
yie 9 Q i US Marine Mammal
(8) @n) Commission
Address
sthesda [ G0
4340 East-West Hwy #700 thesda i @ 5@
Vamoose Bus y AV " 3
Bethesda, MD 20814 R 0088 Bt \ontgome?
o oy AV i
; E Google
iDA * Map data ©2020 Terms of Use Report a map efror

The Help menu provides users with the option to view this help guide by selecting the Online
Help link. You may also access tutorial videos by selecting the How To Videos link. The video is
bookmarked to provide quick answers for the user. There are six bookmarks:
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e Account Registration & User Roles and Permissions
e Logging in & Site Navigation

e Adda New Project

e Edit an Existing Project

e Add New Fiscal Year to an Existing Project

e Sort and Filter the Projects Table

_—  Marine Mammal Commission

Vh Survey of Federally Funded Research

T ™

Home Projects My Account Data Visualization Contact Help

22 Online Help

How To Videos

PROJECT PROGRESS BAR

When entering your project information, a Project Progress Bar is displayed at the top of the
page to help guide you in your data entry process. As you create a new project you will see the
following options in the progress bar:

e The section you are currently on will be colored blue.
e Completed sections will be colored green.
e Incomplete sections will be colored grey and cannot be accessed until you have

completed the prior sections.
e After completing a section, you may return to its page by clicking on its name (colored

green) in the progress bar.

-.’-.p-.p-.p Species o LMEs o Products o Submit o Submitted
Objectives

Please select the project’s objective(s) from the expandable list of items below, and then complete the allocation of funding for each objective selected.
Project Title: Test “Add New Fiscal Year” Functionality

Fiscal Year: 2018
Funding Amount: $580,000

Allocation of Funding
Allocation %

Objective
Please select from the Objectives tree below. % -

Total % Allocated 0%

Distribute Evenly
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If you are adding a New Fiscal Year to an Existing Project, once you select the next fiscal year,
most sections will be auto-populated from the previous fiscal year’s project data. Any auto-
populated sections will be colored green. You must re-enter Funding information (colored grey)
before proceeding to the Submit page to complete your submission.

--’-Q Funding -}_Q--}--’--} Submit =  Submitted

Fiscal Year

Please select the Fiscal Year for the project information you have entered. If the data for the Fiscal Year that you are selecting already exist then you
are about to edit the data for that Fiscal Year.

Project Title: Test "Add New Fiscal Year" Functionality

Fiscal Year*

o«

2019 - Fiscal Year data exists but is NOT Submitted, select to edit

Project will continue into the next fiscal year

Save and Continue Later | Save and Next JeELll]

EXPORTING TABLES

Users have the ability to export the Project table to Excel from the Projects page. To do so,
follow the steps outlined below.

1. Click the Export to Excel button located at the top of the Project table.
NOTE: If you have applied any filters to the Project table, only the data returned by those
filters will be exported in the Excel file.

Projects

To add a new project, select the Add New Project button at the top of the table. To edit an existing project, double-click on the row with the desired
project and fiscal year. To add a new fiscal year to an existing project, select the Add New Fiscal Year button at the right hand side of the row containing
the relevant project. You can sort the table by clicking on any column header, or you can filter the table by selecting the filter icon next to any column
header. Choosing Export to Excel will download an excel file of the information displayed in the table.

Add New Projec [ Export to Excel

Add
New
Fiscal
o T Project Title T Sponsor T PR Y orgunit T Fisaal Y Funding Y Status Y Date Y By h Year
Department Department
of Commerce of Commerce
HORA NOAA
. . National National 3/12/20 roxanne cari
989 Jestadd New Fiscal  bfarine o Marine 2018 $580,000 Submitted 10:2000 ni@gmailco +
fear” Functionality Fisheries aver Fishenes AM m
Service Alaska Senvice Alaska
Regiona Regiona
Office [AKRQ) Office [AKRO)
Independent Independent
Agencies Agencies -
988 eodieiliscalieay P = N 2018 $850,000 Submitted BREED o | L +
Mammal Mammal : 9
Commission Commission
Independent Independent
- Testing multi bl Daniel Moraes 45 3/12/20 rearini@mm
986 ing multi Marine aniel Marine 2019 550,000 Submitted I ; +
users/PM resp e testCosts  MoTre B1027TAM  cgov
Commission Commission
Department
of Commerce Department
: National Cind e Alinenoy ; 3/8/20 cnugent366
985 Cindy's Project Maring V\uggn( g::lu[:e\ Parks = 2019 580,000 Submitted 30905 PM @Vg‘,mm +
FEhenes Headquarters .

ervice

“ “ - > » 1-90f Oitems
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2. Inthe new window that pops up you may either “Open with Excel” or “Save File” to your
computer. Select the appropriate action and click OK or Save.

3. A window may pop up asking you to verify if you wish to open the file. Select Yes or
Open to proceed with the export process and open the Excel file.

4. The exported table will open in a new Excel window and you may work with the data in
that format.

Click Add New Project from the Projects dropdown menu or click the Add New Project button
at the top of the Projects table.

PROJECT INFORMATION PAGE

1. On the next screen you will be asked to enter the Project Information. First, enter the
Project Title and Project Description.

-.; Fiscal Year wjp Funding = Objectives = Species w=p LMEs = Products wfp Submit = Submitted

Project Information

Enter the project summary information on this page and then select "Save and Continue Later" or "Save and Next" to enter fiscal year data for this project.
For more specific guidance, please see the User Manual, available from the “Help-Online Help” menu.

Ownership and Editors*

Carini, Roxanne : rcarini@mmc.gov - Independent Agencies Marine Mammal Commission ~

Project Title*

Project Description*

2. Next, select the Federal Sponsor Organization/Unit. If applicable, select the Co-sponsor
Organization/Unit and enter their contact information (name and email). An auto-email
will be sent to the Co-sponsors to inform them of their co-sponsor status for your

project.
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Federal Sponsor(s)
Sponsoring Organization/Unit*

Select Sponsoring Organization/Unit -

Co-Sponsoring Organization/Unit (if applicable)

Select Co-Sponsoring Organization/Unit v

Co-Sponsoring Contact Name

Co-Sponsoring Contact Email

Additional Co-Sponsoring Organization/Unit

Select Co-Sponsoring Organization/Unit hd

Remove Co-Sponsor
Add another Co-Sponsor You_c_an ac?d up to 5 to_tal Co-Sp_onsorsv If you have more than 5, please_ enter the
additional information in the Project Comments box at the bottom of this page.

Additional Co-Sponsoring Contact Name Additional Co-Sponsoring Contact Email

NOTE: If there are multiple Co-Sponsoring Organization/Units, click the Add another Co-
Sponsor button. To remove a Co-Sponsor, click the Remove Co-Sponsor button.

3. Next, select the Performing Organization Type.

a. If the Performing Organization is a Federal Agency, select Government-Federal

from the drop-down menu. Then, select the Federal Organization/Unit from the

searchable drop-down menu and enter their contact information (name and
email). An auto-email will be sent to the Federal Performing Organization to
inform them of their status for your project.

Performing Organization
Performing Organization Type*

<«

Governmental - Federal
Performing Organization/Unit*
Select Performing Organization/Unit v

Performing Organization Contact Name*

Performing Organization Contact Email*

Users’ Manual v 3.0
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b. If the Performing Organization is any other non-federal type, enter their name.

Performing Organization
Performing Organization Type*

<

Academic Institution

Performing Organization Name*

4. Report the 5-digit U.S. zip code of the Performing Organization or check the Performing
Organization is not in the U.S. box.

a. If the Performing Organization is located in one of the seven states that have
only one House Representative, listed to the right of the zip code box, please
enter the default zip code provided.

b. If you have more than one zip code to report, please enter additional zip codes in
the Project Comments text box at the bottom of the page.

Performing Organization Zip Code
Flsgse o the '°".° i ap cadesiitthe Performing Organization is not in the U.S.
Performing Organization is in these states:

AK 99801, DE 19901, MT 59601, ND
58501, SD 57501, VT 05601, WY 82001.

5. Next, enter the Principal Investigator first and last name. If applicable, enter the Co-
Principal Investigator first and last name.

Principal Investigator
First Name* Last Name*

Co-Principal Investigator(s)

First Name Last Name Add a Co-Pl

NOTE: If there are multiple Co-Principal Investigators, click the Add a Co-PI button. To
remove a Co-Pl, click the Remove button.

6. Add any other comments that you would like to include in Project Comments text box.

Project Comments

Save and Continue Later Cancel
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7. When you finish entering the Project Information:

a. Click Save and Continue Later to save the Project Information and return to the
Projects page. You will see your project in the Projects table but will be listed as
Unsubmitted.

b. Click the Save and Next to save the Project Information and proceed to the next
section, Fiscal Year.

c. Click Cancel to exit out to the Projects table without saving your project. Your
project will not appear in the Projects table.

FISCAL YEAR PAGE

8. From the Fiscal Year page select a Fiscal Year from the dropdown menu. If you
anticipate that this Project will continue (and be funded) into the next fiscal year,
please check the box. Click Save and Next to continue to the next section, Funding.

--’-.’ Funding wjp Objectives wjp Species wfp LMES wfp Products wjp Submit = Submitted

Fiscal Year

Please select the Fiscal Year for the project information you have entered. If the data for the Fiscal Year that you are selecting already exist then you are
about to edit the data for that Fiscal Year.

Project Title: Test Project
Fiscal Year*

2019 - Fiscal Year data does not exist, select to create the NEW Fiscal Year

Project will continue into the next fiscal year

Save and Continue Later | Save and Next el

FUNDING PAGE

9. From the Funding page, enter the total funding amount that your agency contributed in
the reported fiscal year for this project. This includes direct and indirect expenditures
(see Appendix A for guidance). Please include any comments that may assist in the
interpretation of the amount entered (e.g., the method used to estimate the portion of
total project expenditures associated with administration of the project).

a. All amounts will be rounded to the nearest $10,000 by the input field, so there is
no need to estimate your funding amount to any more accuracy than the nearest
$10,000. Projects between S1 and $5000 will be rounded to $5000, so they are
still accounted for. Projects between $5001 and $10,000 will be rounded to
$10,000, and so on with the rounding scheme.
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b. Thereis no need to report no-cost extensions. However, you are welcome to
include a no-cost extension as SO for the Funding Amount. Please note the no-
cost extension in the Comments box.

c. Click Save and Next to continue to the next section, Objectives.

-.’-.’-.’ Objectives wfp Species wfp LMES ofp Products o Submit o Submitted
Funding

- Please enter the total amount of direct and indirect funding obligated or expended on this project in the fiscal year being reported. The system will
round this amount to the nearest $10,000. If this is a no-cost extension for a project, enter $0.

- Direct funding includes categories such as: equipment, expendables, housing, travel, transportation, ship/air time, lab costs, publications, AND
salaries/benefits, or in the case of grants and contracts, the total cost of the grant or contract. Indirect costs include overhead and administration (NMFS,
see user manual for guidance in calculating indirect costs).

- The "Funding Comments" box should be used to describe aspects of the funding, such as whether the funding amount was actual expenditures or
budgeted/allocated funds or the details of multiple-funding sources.

Project Title: Test "Add New Fiscal Year” Functionality
Fiscal Year: 2018

Funding Amount (enter numbers only, will automatically be rounded)*
580000
Funding Comments

Details about funding, whether it was a total grant amount or an estimate of expenditures. If applicable: Description of how | estimated indirect and direct
costs. Including instrumentation purchases (from FY19 funds) for this project.

Save and Continue Later | Save and Next Cancel

OBJECTIVES PAGE

10. From the Objectives page, you will select the project’s primary research objectives from
a predetermined list of objectives and allocate the project’s funding amount across
those objectives. To do so, follow the instructions listed below:

a. You can browse through the list of objectives by clicking the arrow next to the
relevant sections. You can also search for objectives by typing into the Search
bar. As you type in your search criteria, possible matches will be highlighted in
the expanded list.

NOTE: When selecting your research objective(s) you may choose to Expand or Collapse all
menus in the Objectives menu. To do so, click the button which corresponds to your
request.

b. Click the check box next to the objective(s) you wish to select. These objectives
will appear in the list at the top of the page.
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Objectives

Please select the project’s objective(s) from the expandable list of items below, and then complete the allocation of funding for each objective selected.
Project Title: Test “"Add New Fiscal Year” Functionality
Fiscal Year: 2018

Funding Amount: $580,000

Allocation of Funding

Objective Allocation %
Trophic Interactions / Diet / Foraging ecology 9
Total % Allocated 0%

Distribute Evenly

Search: habitat Expand All || Collapse All

Select Objectives
*» Biology (organismal)
¥ Ecology
Habitat characterization (oceanographic, prey-field factors)
Habitat use
Trophic Interactions / Diet / Foraging ecology
Behavioral ecology

Population ecology

c. After selecting your objective(s), you must allocate some percentage of the total
funding to each research objective. You may either type in the percentages or
select the Distribute Evenly button to distribute the allocation evenly across all
objectives.

Allocation of Funding
Objective Allocation %

Habitat use 50.00 X

Trophic Interactions / Diet / Foraging ecology 50.00 n

Total % Allocated 100.00

Distribute Evenly

NOTE: If manually entering the allocation percentages they must add up to 100 and they
cannot be 0. If O, click the Red X button next to the objective to remove it.

d. Click Save and Next to continue to the next section, Species.

NOTE: Clarifications or notes associated with the objectives selected can be provided in the
Comments box at the bottom of the page.
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SPECIES PAGE

11. From the Species page, select the focal species for your project from a predetermined
list of species, and allocate the project’s funding amount across those species. As with
the objectives section above, follow the instructions listed below to record your species
information:

a. If your project was a large survey project that either had no focal species or
focused on more than ten species, check the Project is multispecies box. You will
not be asked to specify which species or to allocate funds.

- - > > > >

Species

Please select the project’s focal species from the expandable list of items below, and then complete the allocation of funding for each species selected. If
the project does not have focal species or involves more than ten species, please check the "multi-species” box. The allocation of funding does not need
to be completed if your project is multi-species.

Project Title: Test “Add New Fiscal Year” Functionality
Fiscal Year: 2018
Funding Amount: $580,000

# Project is multi-species (more than 10 species)

Species Comments

Save and Continue Later Save and Next Cancel

b. You can browse through the list of species by clicking the arrow next to the
relevant sections. You can also search for species by scientific or common name
by typing into the Search bar. As you type in your search criteria, possible
matches will be highlighted in the expanded list.

NOTE: When selecting your research species you may choose to Expand or Collapse all
menus in the Species menu. To do so, click the button which corresponds to your request.

c. Click the check box next to the species you wish to select. These species will
appear in the list at the top of the page.
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Species

Please select the project's focal species from the expandable list of items below, and then complete the allocation of funding for each species selected. If
the project does not have focal species or involves more than ten species, please check the "multi-species” box. The allocation of funding does not need

to be completed if your project is multi-species.

Project Title: Test “Add New Fiscal Year” Functionality
Fiscal Year: 2018
Funding Amount: $580,000

Project is multi-species (more than 10 species)

Allocation of Funding

Species Selected Allocation %
Total % Allocated 0%

Distribute Evenly

Search: Expand All || Collapse All

Select Species
» Baleen whales
v Toothed whales (perpoise, dolphin, beaked whale, sperm whale, etc)

» Sperm whales (sperm whale; dwarf sperm whale; pygmy sperm whale)

v

Beaked whales (bottlenose whales; beaked whales)

v

Porpoises (harbor porpoise; vaguita; Burmeister's; Dall's; finless; spectacled)

v

Monodonts (beluga; narwhal)

4

Delphinids/Dolphins

Orcinus orca -- Killer whale, orca

d. After selecting your species, you must allocate some percentage of the total
funding to each research species. You may either type in the percentages or
select the Distribute Evenly button to distribute the allocation evenly across all
species.

Allocation of Funding
Species Selected Allocation %

Orcinus orca -- Killer whale, orca 75

Eayrs s — en e 25

Total % Allocated 100.00

Distribute Evenly

NOTE: If manually entering the allocation percentages they must add up to 100 and they
cannot be 0. If O, click the Red X button next to the species to remove it.

e. Click Save and Next to continue to the next section, Locations.

NOTE: Clarifications or notes associated with the species selected can be provided in the
Comments box at the bottom of the page.
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LOCATIONS PAGE

12. From the Locations page, you will select the Large Marine Ecosystems or open ocean
areas from the LME dropdown menu in which field activities took place, samples were
collected, or analyses/models were focused, and allocate the project’s funding amount
across those locations.

a. You can browse through the list of locations by clicking the arrow next to “All
Locations”. You can also search for location by name or number by typing into
the Search bar. As you type in your search criteria, possible matches will be
highlighted in the expanded list.

NOTE: When selecting your location(s) you may choose to Expand or Collapse all menus in
the LMEs menu. To do so, click the button which corresponds to your request.

- I > o e

Locations

Please select the project’'s Large Marine Ecosystem(s) (LME) and/or Open Ocean Area(s) from the ‘All Locations’ list below, and then complete the
allocation of funding for each LME selected.

Project Title: Test “Add New Fiscal Year" Functionality
Fiscal Year: 2018
Funding Amount: $580,000

Allocation of Funding

LME Allocation %
2, Gulf of Alaska 100.00 n
Total % Allocated 100.00
Search: gulf Expand All || Collapse All
Select LMEs Click on the map to zoom in once, then click on it again to zoom back out.
v All Locations Large Marine Ecosystems of the World

and Linked Watersheds

1. East Bering Sea

2. Gulf of Alaska

3. California Current

7o BaF T rormwest ©
e Ar Patiic
r Ocean

4. Gulf of California

5. Gulf of Mexico

Southeast

6. Southeast U.S. Continental Shelf Padfic

Soutfieast
Atlantic

Ocean
Soulhwest :

7. Northeast U.S. Continental Shelf I~ | Pacinc

Ocean

NOTE: Use the map to help identify your project’s location(s). Click once to enlarge the map,
and a second time to reduce the map.

Users’ Manual v 3.0 21



Search: qulf
Select LME
v All Locations

1. East
2. Gulf
3. Calif
4.Gulf |

5. Gulf

7. Nort

Pacific
6. Sout % Ocean

Iotal % Allocated

100.00
|

Large Marine Ecosystems of the World
and Linked Wate(sheds

Northeast

8. Scot
9. New
10.Inst [*
11. Pac
12.Car | o
13. Hur

14. Pat.

15. Sou
-
16. Eas

Sautheast )
Pacific
* Ogean

Soutteast
Atlantic

| Southwest
Pacific
Ocean

Southwest
Atlantic

b.

LME
2, Gulf of Alaska

Click the check box next to the location(s) you wish to select. These locations will
appear in the list at the top of the page.

If the project was not associated with a particular LME or set of LMEs (e.g., for
generalized office-, lab-, or museum collection-based projects) select “N/A” from
the LME list and note the circumstances in the LMEs Comment box at the
bottom of the page.

After selecting your location(s), you must allocate some percentage of the total
funding to each location. You may either type in the percentages or select the
Distribute Evenly button to distribute the allocation evenly across all locations.

Allocation %
100.00

Total % Allocated 100.00

Distribute Evenly

NOTE: If manually entering the allocation percentages they must add up to 100 and they
cannot be 0. If O, click the Red X button next to the species to remove it.

e. Click Save and Next to continue to the next section, Products.

NOTE: Clari
Comments

LMEs Comments

fications or notes associated with the locations selected can be provided in the
box at the bottom of the page.

Save and Continue Later Save and Next Cancel
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PRODUCTS PAGE

13. From the Products page, identify if any of the data produced from your project will be
contributed to any online databases, or otherwise be accessible to the public, and
provide a summary of those products.

a. If yes, please check the box and enter the Database Name and Data Types.

- - S > > - >

Products

Please provide a description of any additional project products in the box below;, for example: citations for publications, web links to workshops, project
reports, or open data repositories, and webpages.

Project Title: Test “Add New Fiscal Year" Functionality
Fiscal Year: 2018
Funding Amount: $580,000

¥ The data produced from this project have/will be contributed to an online database (e.g. OBIS-USA) or otherwise be accessible to the public.

Database Name*

OBIS

Types of Data Accessible/Shared* (check all that apply from the following options)
Metadata
Raw data

Summary data

b. Provide a summary of the products, and click Save and Next to continue to the
Submit page.

Products Summary

Sharing orca tag data and sea otter count/distribution data.

Save and Continue Later Save and Next Cancel

SUBMIT/SUBMITTED PAGES

14. From the Submit page, you have the following options:

a. If you would like to submit your project, click Submit. You will only be able to
Submit a survey if the required information in all sections has been completed.

b. If you need to return to finish entering some information at a later time, click
Save and Continue Later.
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-"-'P--D--b--b--b--p-.p Submitted
Submit Project

Project Title: Test “Add New Fiscal Year” Functionality
Fiscal Year: 2018 Funding Amount: $580,000

Select the Submit button to submit your project data for fiscal year 2018.

Save and Continue Later Cancel

15. If you press Submit, you will be taken to the Submitted page. Click OK to return to the
Projects page, where you will see your project as the first entry in the Project table.

romt b Fclver b i o e b WM Podics B Swm 5| simted |
Submitted

Project Title: Test “Add New Fiscal Year” Functionality
Fiscal Year: 2018

Your project data for fiscal year 2018 has been successfully submitted. Thank you.

1. To edit an existing project that you have already partially or completely entered into the
system, double-click anywhere within the row of the project of interest in the Projects
table. You will be taken to the Project Information page.

Projects

To add a new project, select the Add New Project button at the top of the table. To edit an existing project, double-click on the row with the desired
project and fiscal year. To add a new fiscal year to an existing project, select the Add New Fiscal Year button at the right hand side of the row containing
the relevant project. You can sort the table by clicking on any column header, or you can filter the table by selecting the filter icon next to any column
header. Choosing Export to Excel will download an excel file of the information displayed in the table.

Add New Project @ Export to Excel

Add
New
Fiscal
o Y Project Title T Sponsor T Y OrgUnit T Fiscal T Funding T Status T Date Y By h Year

Department Department
of Commerce of Commerce
NOAA NOAA
" L Fi National National 3/12/20 roxanne.can
289 Test ‘Addl New Fiscal - \p i Orea Marine 2018 §580,000 Submitted 10:20:00 ni@gmaico +
Vear Functionality Merine | Lover Merine 15 o
Senvice Alaska Service Alaska
Regional Reglonal
Office (AKRC) Office (AKRO)
Independent Independent
- Agencies Agencies o
Add New Fiscal Vear f Orea 4 3/12/20 rearini@mm
LS s e Mane Pree arne 2018 $850,000 Submitted e 5 +
Commission Commission
Independent Independent
: Agencies Agencies , .
Testing multi Daniel 31220 carini@mm
286 users/PM resp Mere testCosta  Jone 2018 §50,000 Submitted 81037AM | cgov +
Commission Commission
Department
of Commerce Degartment
f the Interiar .
Natianal Cind & 3/8/20 cnugent366
985 Cindy's Project Marine e National Parks 2019 $80,000 Submitted F0205PM | Dearmonnet ==
[isheries Headquarters .

“ < > » 1-90fOitems
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2. The button colored blue indicates your current position. You can skip to any page
colored green along the Progress bar to make changes or continue entering data.

3. Edit the project as outlined in the Add a New Project section above.

4. If you change or add anything to an already submitted project and save that change, the
project will become unsubmitted and the Submitted box at the end of the Progress bar
will become grey. You must proceed to the Submit page and resubmit the project.

i v - (] o i . 08 i
Funding

- "Please enter the total amount of direct and indirect funding obligated or expended on this project in the fiscal year being reported. The system will
round this amount to the nearest $10,000 (with exceptions for projects <$5K). If this is a no-cost extension for a project, enter $0.

- Direct funding includes categories such as: equipment, expendables, housing, travel, transportation, ship/air time, lab costs, publications, AND
salaries/benefits, or in the case of grants and contracts, the total cost of the grant or contract. Indirect costs include overhead and administration (NMFS,
see the User Manual, available from the “Help-Online Help” menu, for guidance in calculating indiirect costs).

- Use the ""Funding Comments"" box to describe aspects of the funding, such as whether the funding amount was actual expenditures or
budgeted/allocated funds, how indirect costs were accounted for, or the details of multiple, federal funding sources."

Project Title: Pilot Whale Snot Bot Project
Fiscal Year: 2018

Funding Amount (enter numbers only, will automatically be rounded)*

660000

Funding Comments

Changed and saved funding amount.

5. When you return to the Projects page after resubmitting an edited project, you will see
the updated date/time of submission in the row for that project.
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1. To add a new fiscal year to an existing project, find the project and the latest fiscal year
for that project in the Projects table and click on the plus sign at the end of the row
located in the column titled Add New Fiscal Year.

Projects

To add a new project, select the “Add New Project” button at the top of the table. To edit an existing project, double-click on the row with the
desired project AND fiscal year. To add a new fiscal year to an existing project, select the “Add New Fiscal Year” button at the right hand side of the
row containing the relevant project in the previous fiscal year. You can sort the table by clicking on any column header, or you can filter the table by
selecting the filter icon next to any column header. Choosing “Export to Excel” will download an excel file of the information currently displayed in
the table (including any filters).

Add New Project & Export to Excel

Add
New
Fiscal
o T Project Title T Sponsor T m T orgunit T Fiscal T Funding T Status T pate Y By T Year

Department

of Commerce
NOAA
Independent Naticnal
The Right Way to Agencies Whale Marine 3/12/20 roxanne.cari
9290 Observe Right arine Lover Fisheries 2019 $570,000 Submitted 2:14:23 ni@gmail.co +
Whales Mammal Service PM m
Commission Alaska
Regional
Office
(AKRO)
Department artment
of Cammerce of Commerce
National National 3720
Test "Add New Fiscal S Orca Sl 0 rearini@mm
989 Year" Functionality glesrh\géi:s Lover ;frf\lfe&es 2018 $580,000 Submitted ;"1‘7-33 c.gov L
Alaska Alaska
Regional Regicnal
ce Office
(AKRO) (AKRO)

« <M 1-20f2items

2. The Project Information page will be auto-populated with the same information as the
project whose row you clicked to add the new fiscal year.

3. Select the appropriate fiscal year from the drop-down menu. You will see that the
Objectives, Species, LMEs, and Products pages will be auto-populated with the same
information as the project’s previous fiscal year. Click Save and Next.

-.’-.p Funding .p-.p-.p-.p--p Submit = Submitted
Fiscal Year

Please select the Fiscal Year for the project information you have entered. If the data for the Fiscal Year that you are selecting already exist then you
are about to edit the data for that Fiscal Year.

Project Title: Test "Add New Fiscal Year" Functionality

Fiscal Year*

-

2019 - Fiscal Year data exists but is NOT Submitted, select to edit

Project will continue into the next fiscal year

Save and Continue Later | Save and Next JeELLL
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4. Re-enter the total Funding Amount. Click Save and Next.

> - [ > O » O [ » R > o > e
Funding

- “Please enter the total amount of direct and indirect funding obligated or expended on this project in the fiscal year being reported. The system will
round this amount to the nearest $10,000 (with exceptions for projects <$5K). If this is a no-cost extension for a project, enter $0.

- Direct funding includes categories such as: equipment, expendables, housing, travel, transportation, ship/air time, lab costs, publications, AND
salaries/benefits, or in the case of grants and contracts, the total cost of the grant or contract. Indirect costs include overhead and administration
(NMFS, see the User Manual, available from the “Help-Online Help" menu, for guidance in calculating indirect costs).

- Use the ""Funding Comments"" box to describe aspects of the funding, such as whether the funding amount was actual expenditures or
budgeted/allocated funds, how indirect costs were accounted for, or the details of multiple, federal funding sources.”

Project Title: Test "Add New Fiscal Year" Functionality
Fiscal Year: 2019

Funding Amount (enter numbers only, will ically be r ded)*

0

Funding Comments

Save and Continue Later Save and Next Cancel

5. If nothing changed about the project information provided on the other pages, you can
click the Submit button in the Progress bar, and then the red Submit button. Otherwise,
use the green buttons on the Progress bar to navigate to the pages that require edits for
the new fiscal year of the project. Make you changes on each page and click Save and
Next at the bottom of each page. Then, Submit you project.

(- [ [ B 5 6 [ > B > -
Submit Project

Project Title: Test "Add New Fiscal Year" Functionality
Fiscal Year: 2019 Funding Amount: $50,000

Select the Submit button to submit your project data for fiscal year 2019.

Save and Continue Later Cancel

6. Check the Projects table to ensure your new fiscal year entry has been recorded.
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Projects

To add a new project, select the “Add New Project” button at the top of the table. To edit an existing project, double-click on the row with the
desired project AND fiscal year. To add a new fiscal year to an existing project, select the “Add New Fiscal Year” button at the right hand side of the
row containing the relevant project in the previous fiscal year. You can sort the table by clicking on any column header, or you can filter the table by
selecting the filter icon next to any column header. Choosing “Export to Excel” will download an excel file of the information currently displayed in
the table (including any filters).

Add New Project

9289

989

T Project Title T

The Right Way to
Observe Right
hales

Test "Add New Fiscal
Year" Functionality

Test "Add New Fiscal
Year" Functionality

‘.’N
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[ Export to Excel

Sponsor Y

Independent
Agencies
Marine
Mammal
Commission

Department
of Commerce

Office
(AKRO)

Department
of Commerce
NOAA
National
Marine
Fisheries
Service
Alaska
Regional
Office
(AKRO)

Whale
Lover

Orca
Lover

Orca
Lover

orgunit T

(AKRO)

Department
f Commerce

National
ine

darine
Fisheries
Service
Alaska
Regional

ice
(AKRO)

Department
of Commerce
NOAA
National
arine
Fisheries
Service

Fiscal

2019

2019

2008

T

Funding T

$570,000

$50,000

$580,000

Status T

Submitted

Submitted

Submitted

Date

3/12/20
2:14:23
M

3/17/20
7419:53
PM

317/20
7:17:33
PM

T

By T

roxanne.cari
ni@gmail.co
m

roxanne cari
ni@gmail.co
m

rcarini@mm
c.gov

Add

Fiscal
Year

1-3of 3items
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If you are associated with many projects you may want to search for a project based on Project
Title, Sponsor, PI, etc. To do so, follow the instructions outlined below:

1. To sort ascending by a column, click on the column title. Click again to sort descending.

Projects

To add a new project, select the Add New Project button at the top of the table. To edit an existing project, double-click on the row with the desired
project and fiscal year. To add a new fiscal year to an existing project, select the Add New Fiscal Year button at the right hand side of the row containing
the relevant project. You can sort the table by clicking on any column header, or you can filter the table by selecting the filter icon next to any column
header. Choosing Export to Bxcel will download an exce! file of the information displayed in the table.

Add New Project [ Export to Excel

(L Project Title Y
Sam's test project

965 o

986 Testing multi

users/PM resp

978 Cindy's March Project

985 Cindy's Project

! ‘>>

2. Tofilter by criteria on a given column, click the funnel icon in the column header.

Sponsor T

Independent
fgencies
rine
WMammal
Commission

Independent
fgeraizs
rine
Mammal
Commission
Department
of Agriculture
Animel an

Plant Health
Inspection

ervice
(APHIS)
Department
of Commerce
NOAA
National
Fisheries

Service
Headquarters

no T

Mickey
Mouse

Daniel
test Costa

Cindy
Nugent

Cindy
Nugent

OrgUnit T

Independent
fgencies
arine
Mammal
Commission

Independent

fpence
arine

Mas

mmal
Commission

Department
of the Interior
National Parks

rvice
Headquarters

epartment
of the Interior
Matianal Parks
Service

Headquarters

2019

2019

§50,0

$50,01

status T

Unsubmitted

Submitted

Submitted

Submitted

Date T

3/12/20
&10:37 AM

37/20
23508 PM

3/8/20
9:02:05 PM

rearini@mm
cgov

<indy.nugent
com

cnugent366
@verizon.net

Add
New
Fiscal
Vear

1-90f Sitems

Choose from logic options, such as is equal to, starts with, contains, etc., and enter your
search term. Then click Filter.

Projects

To add a new project, select the Add New Project button at the top of the table. To edit an existing project, double-click on the row with the desired
project and fiscal year. To add a new fiscal year to an existing project, select the Add New Fiscal Year button at the right hand side of the row containing
the relevant project. You can sort the table by clicking on any column header, or you can filter the table by selecting the filter icon next to any column
header. Choosing Export to Excel will download an excel file of the information displayed in the table.

Add New Project [ Export to Excel

(LI ¢ Project Title

Test "Add New Fiscal
%9 Year" Functionality

Testing multi
g0 users/PM resp

970 Sam test project |
Sam's test project
966 changed

! "'
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3. You can add another filter to the same column using the and/or and second field
option. You can also add simultaneous filters on different columns.

Projects

To add a new project, select the Add New Project button at the top of the table. To edit an existing project, double-click on the row with the desired
project and fiscal year. To add a new fiscal year to an existing project, select the Add New Fiscal Year button at the right hand side of the row containing
the relevant project. You can sort the table by clicking on any column header, or you can filter the table by selecting the filter icon next to any column
header. Choosing Export to Excel will download an excel file of the information displayed in the table.

Add New Project [ Export to Excel

Add
New

Fiscal
o T Project Title Spﬂnsnr P T OrgUnit T Fiscal T Funding T Status T Date Y By T Year

Independent Independent

Agercies Agencies , .
Testing multi Dariel ] 3/12/20 rearini@mm
98 seere/BM resp Merine | test Costa M“%w:‘fa‘ 2018 §30.000 Submized 8103TAM | cgov i
Commission Commission
Independent Independent
Agencies Agencies 219/20 "
970 Sam test project Il W Reody Y 2019 $2,500,000 Submitted 11:4123 arksl +
Mammal Mammal AM &
Commission Commission
Independent Independent
’ Agercies ’ Agencies
266 Sam’s test project 2rine Mickey rine 2019 54999 Unsubmittad + . @
changed Mammal Mouse Mams!
Commission Commission

“ < - 3 » 1-30f3items

4. Toremove a filter, click on the highlighted funnel icon and select Clear.

5. Choosing Export to Excel when you’ve filtered the data will only export the results of
the filter (what is currently displayed in the table).

The Batch Upload functionality is accessed from the Projects menu.

You should only use batch upload to enter "new start" projects in this fiscal year. If you need to
add a fiscal year to a project already in the system, please use the Add new fiscal year button in
the Projects table. To upload a batch of new start projects:

1. Download the Excel template provided at the bottom of the page (we recommend you
download this every year to ensure you have the most recent version as some database

fields may change between data calls).

2. Follow the guidance on the Help tab in the spreadsheet and help video on this site for
how to complete the spreadsheet. (NOTE: It does not matter what font you use).
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3. When ready to upload/import your data, use the "Choose File" button to select your
completed Excel file.

4. Select "Upload" to import the data.

5. All valid projects will be added to the system as Unsubmitted projects and you will be
taken to the Projects Table.

6. Check to make sure each project has been imported and is visible in the Projects table.
7. Finally, please select each project, click through all screens to review/verify the data

have been imported correctly and Submit the project once everything has been verified
or any errors corrected.

Autosave @or @ H B 6 - D BatchUploadTemplate

Home Insert Draw  Page Layout Formulas Data Review View & Tellme & Share ] Comments

< X Callbr (Bady) o Y& x| =S =Bl | [cenea ~  [EH conditional Formatting v {3 Insert v v A? . p . g
U M~ =S==E- - [Z} Format as Table v E% Delete v vz :
Past o | M. o Ao — v 9 9 = Sort&  Find & [ Sensitivity
aste o B I U 2] O A = . $v% % BN B casyes v Fmmo | oo T8 O jeas  Sensitivty
A3 . f v

8 ¢ o

Yau must enter @ project tite for the project.
record to be imported into the system. A brief

‘but descriptive tite for the project. Since. co-Sponsor cont:
project data can occupy multiple rows, be Who pays for this project (i multiples, add nay
sure to start each new project on a non- e ) appica ). For

BatchUpload Help Obj P L +

] @ @ - e—c

The Data Visualization link from the Navigation bar provides users with an interactive tool to
visualize and export their data.

+  80%

Under the Basic Analysis tab, you can plot your data in a variety of ways. Use the radio buttons
and searchable drop-down menus along the left-hand side to select to view your data by dollars
expended or number of projects for one or more fiscal years. Then select the variable across
which you would like to compare the data. You can analyze the data by federal sponsor
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(department, agency, office, or program), by location of performing entity, by objective, by
species, or by large marine ecosystem.

As you make or change your selection the system will automatically create and update a plot.
Along the right-hand side of the plot area, you can select to display a bar graph, pie chart, or
table of the data. There are also buttons to export the png image of the current plot or to
download the data displayed as a csv or json file.

NOTE: The Advanced Analysis data visualization tools are in development for FY 2020 and FY
2021 data calls.

Data Visualization

Basic Analysis Advanced Analysis
= Filter Surveys Export PNG Display:
Bar Chart
Metric: Animal - Total Funding Amount by Objective O Pie Chart
Health
© s expended # projects (8.52%)* Table
. Anthropogenic Stock Downloads:
Fiscal Year: Select Al Sound Assessment
Impacts \ and csv
2019 x (8.58%)* / Populations
. Dynamics JSON
Conservation (29.97%)*
and —
Federal Sponsor Management
(9.94%)*
Location of Performing Entity .
Biology
O objectives (organisma - —
© High level objectives: Select All
Biology (organismal) X Technology ;

Development

Ecology x (1160%)* \
Stock Assessment and Popul... X Ecology

(24.22%)*
Animal Health X x v

Anthropogenic Sound Impacts X
Spending data shown for FY 2019 by Objective. Dollar amounts rounded to the nearest $1000. Dollar amounts
ariginally reported to the nearest $10,000 (with the exception of projects funded at or below $5000, which were
Technology Development X | rounded to $5000), and that total dollar amount was allocated acress relevant Objective

Conservation and Management X

Sub-category objectives: Percent of total funding among selection.

Species

Large Marine Ecosystem (LME)

Example plot showing FY 2019 spending by Objective for a subset of the high level objectives.
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Appendix A: Essential Survey Guidance

Definition of Research: “projects funded as part of a recognized research/grants program?,
projects supported in response to hypothesis driven scientific research and monitoring?, and
projects or activities conducted in whole or part to meet the requirements to prepare and
update stock assessment reports under section 117 of the MMPA, including the collection and
evaluation of abundance data, stock delineation and status information, and estimates of
human-caused mortality and serious injury of marine mammals”

Yncluding funding for workshops, meetings, and conferences

2 Excludes monitoring for mitigation only

e A project does not need to fulfill all three parts of this definition to qualify for reporting,
but the respondent must identify at least one part that applies to their project.

e Prescott Grants: Included under the first part of the definition of research.

o Example: Beach surveys for carcasses done as part of enforcement cases do not
fit the definition of research. However, if the surveys also provide information
for the estimation of human caused mortality and serious injury, they should be
reported to the Survey as fitting the third part of the definition of research.

e [ESA Section 6 Grants: Only report parts focused on research.

e MMPA Section 117: Include surveys used to inform stock assessments, etc.

e National Conservation Programs: Include grants for research activities, but do not
include overhead.

o Example: For a Crystal River Reserve manatees project, include research funding,
but not outreach funding. Do not report funding for getting folks out in the field
who observe and report to FWS, but who aren’t funded through a dedicated
program or project.

e Risk Assessment: If the risk assessment is primarily a management project (compiling
existing documents/resources), do not include it in the Survey. If the risk assessment
involves data collection and/or data analysis, the project should be included in the
Survey.

o Example: Projects evaluating risks/threats to monk seals including analysis,
model-building, and even development of mitigation measures and evaluation of
their effectiveness would fall under “research” and be included in a survey
response. Mitigation projects/costs such as purchasing and distributing barbless
hooks to fishermen (and producing outreach materials about barbless
hooks/impacts to monk seals) would not be considered research and not
included in a survey response.

Definition of a Project: For the purposes of the Survey, a typical project is a discrete activity or
integrated or coordinated set of activities focused on, or related to, marine mammals. Some
examples include: i) a three-year aerial survey of pinniped haul-out and rookery sites designed
to estimate abundance, ii) a study of the physiological effects of deep-diving in cetaceans, and
iii) the design of a new satellite tag. A project will have at least some of the following

Users’ Manual v 3.0 33



characteristics: i) it is called a project, ii) it has designated goals, objectives, products,
milestones and/or outcomes, iii) it has its own budget, iv) it has a project code, v) it has a
project plan, vi) it has one or more Pls vii) there is a team associated with it, etc.

e Who conducts a project?

o A project may be conducted by your agency (referred to as the sponsoring
agency); or

o A project may be conducted by another agency or organization (referred to as
the performing entity) that your agency funds through an award, grant, contract
or transfer of funds.

e What s the time-frame?

o A project is often a time-limited activity or integrated set of activities where the
time-frame is the period of performance or duration of the activity(ies), such as
that for the examples listed above of a three-year survey, or design of a satellite
tag.

o However, a project may have an indefinite time-frame. It may be part of a
permanent program that is intended to operate every year on an ongoing basis
as long as the need exists (e.g. a stranding beach-survey, a contaminant
monitoring program, a subsistence harvest assessment program, a public
outreach program). These types of projects are often called or thought of as
programs, but for our purposes we are referring to them as projects and are
contrasting them with other types of programs (see below).

e What should not be reported as a project?

o A program that is a collection or aggregation of projects should not be reported
as a single project. For example, the National Marine Fisheries Service’s National
Marine Mammal Laboratory (http://www.afsc.noaa.gov/nmml/) has five
programs, each of which has numerous projects that would be entered
separately. Another example, the Service’s Exclusive Economic Zone Mammals
and Acoustic Program, within the Southwest Fisheries Science Center’s Protected
Resources Division, lists several areas of focus, such as marine mammal
acoustics, photogrammetric surveys of pinniped rookeries, or cetacean habitat
spatial modeling. Each project within these focal areas would be entered into the
Survey separately.

o Individual tasks or unrelated collections of tasks should not be reported as
projects.

Reporting Responsibility: Every project should be reported by its sponsoring agency. For a
project that is internal to your agency, or if your agency made a grant to or contract with a non-
federal partner, then your agency would provide the only report of the project to the survey. If
your agency co-sponsored a project with other agencies, whether the performing entity was a
federal agency or a non-federal entity, each sponsoring agency should report the project, listing
their own agency as the federal sponsor and all other contributing agencies as co-sponsors.
Each agency should report only the funds they contributed to the project, not the total funding
for the overall project. Please work with the other agencies and try to match up the project
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descriptors (e.g., Title) in each of your submissions wherever possible. The Survey includes the
ability to add up to five federal co-sponsors per project. Any agency listed as a co-sponsor will
receive an automated email notifying them of their status and reminding them to submit their
corresponding project. With this approach we hope to account for all project funds and avoid

double-counting.

Guidance for Reporting Funding: The key datum to be reported in the Survey is the funding
associated with each project in a given fiscal year. The amount reported should be the project
funds budgeted, obligated or allocated for that year.

If the project is being conducted by your agency (i.e., you are the sponsoring agency and
performing entity), then the amount reported should be the total of the actual or allocated
direct expenditures for the project. Indirect expenditures should also be included where
possible. Indirect expenditures could be calculated as a flat rate percentage added on to each
project in an administrative unit or pro-rated based on all projects within the unit. Direct
expenditures include the following: equipment, expendables, ship and air time, lab costs,
transportation, travel and per diem, housing, publications, salaries and benefits of project
personnel, and (sub)contract costs. When any of these expenditures are spread across more
than one project, the amounts should be prorated. For example, if lab space was rented at a
research location and shared equally between two projects, then 50% of the total would be
included for each. For salaries, be as specific as possible. For example, if a Pl spends 30% of
their time on the given project, then only 30% of their salary and benefits should be included. If
those numbers are too cumbersome to calculate or you lack confidence in their accuracy,
please evaluate time spent on research and if >75% of time is spent on research, please include
100% of the salary. If <75% of time is spent on research, do not include salary for that project.
Please use the Comments box on the Funding Page to track/describe how you accounted for
salaries and indirect costs.

When marine mammals are not the sole or direct focus of a project (e.g., research,
conservation, management or support activities that include other species, such as plankton,
fish, sea turtles) then the amount included should be a portion of the total for the project.
Funding reported when marine mammals are not the sole or direct focus should be prorated to
reflect the amount dedicated specifically to marine mammals. As an example, if two weeks of a
three week cruise (total expenditures = $300,000) were dedicated to marine mammal surveys,
then the total amount entered in the Survey for this project would be $200,000. Most prorating
situations will not be this simple. For example, it would not be as obvious how to prorate
project costs for a fisheries monitoring program that spends most of its effort collecting
information on catches, but occasionally on marine mammal bycatch. Because we cannot
provide guidelines to cover all possibilities, we suggest that agencies apply a simple, intuitive
algorithm that makes the best sense to them and that does not require undue expenditure of
time. Agencies should seek advice from the Commission as needed. Please provide brief details
on the proration method used in the Comments box on the Funding Page.

e Some funding clarifications:
o Only report federal funding. Do not include private partnership funds.
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o Thereis no need to report no-cost extensions. However, you are welcome to
include no-cost extensions as S0, but please include a note in the Comment box
indicating the no-cost extension.

o Do notinclude salary for time spent processing permit applications, even if the
permit is for scientific research.

o There is no need to distinguish MMPA and ESA funds.

o Dollar amounts should be rounded to the nearest $10,000, so there is no need to
estimate your funding amount to any more accuracy than the nearest $10,000.
Projects between $1 and $S5000 will be rounded to $5000 by the funding input
field, so they are still accounted for. Projects between $5001 and $10,000 will be
rounded to $10,000, and so on with the rounding scheme.

o Clear statements that all numbers provided are estimates will be made alongside
presentation of any results from the Survey.

Will Project Continue into the Next Fiscal Year: The checkbox on the Fiscal Year page is for
internal use only and refers to the project having an additional FY of funding. The Commission
seeks to facilitate collaborations and partnerships as well as identify strengths or gaps in
upcoming fiscal year(s). Data collected will not be part of the Commission’s formal reporting
process.

Zip Codes: The Commission understands that zip code reporting is imperfect. A comment box is
provided so the respondent may include additional zip code(s) and a description if they feel a
significant portion of the funding reaches other districts.

Species/Multi-Species: If the project activities/objectives are specifically focused on a single or
a small number of species (up to ten) please select those species from the list below and
allocate the funds for each, as in previous years. If the project activities/objectives apply to
more than ten marine mammal species no species selection or allocation of funds will be made.

Products: Products associated with the project includes, but is not limited to, papers published,
workshops held, database contributions, reports, links to webpages with reporting materials. If
the product has not yet been created but is planned, please include the information and note
delivery TBD in the Comments box. We are primarily interested in publicly available datasets.
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