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Please contact Carol Hughes if you have any questions regarding the Special Status Species lists or use of the Excel spreadsheets; cshughes@fs.fed.us, 503-808-2661.

NOTE:  To fully understand these instructions, it would be best to print a hard copy of the instructions, open the identified spreadsheet, and then run through the example exercises below.
Overview
The Regional Forester’s (FS) and State Director’s (BLM) Sensitive and Strategic species lists are set up in Microsoft Excel spreadsheet format.  They are ready to print, ready to view on screen easily, and ready to filter data to get reports that you choose.

To understand terminology used in the following guidance, the term workbook refers to the entire Excel spreadsheet.  A workbook is made up of individual worksheets.

For each agency, there are two lists.  
1) One workbook includes the federally listed and proposed species and the Sensitive species containing one worksheet for each of the following:

· Federally Threatened, Endangered, and Proposed species in all taxa groups,

· Sensitive invertebrates, 
· Sensitive vertebrates,

· Sensitive fungi, 
· Sensitive non-vascular plants,
· Sensitive vascular plants, and
· Acronym page.

2) The second workbook includes the Strategic list that contains separate worksheets for

· Strategic invertebrates, 
· Strategic vertebrates, 
· Strategic fungi, 
· Strategic non-vascular plants,
· Strategic vascular plants, and
· Acronym page.

Viewing on screen

Each worksheet has the window panes froze so that the column headers will not scroll as you move through the data in the spreadsheet.  If you choose to remove this feature, open the spreadsheet, go to menu bar, left click on “Window” and then left click on “unfreeze panes”.  This will unfreeze the panes only for this worksheet.  You will have to do the same action on each page if you choose to unfreeze the whole workbook.  The freeze/unfreeze feature is a toggle.  When the panes are froze, you will see “unfreeze panes” when you left click on “Window”.  When the panes are not froze, you will see “freeze panes” when you left click on “Window”.
I encourage you to leave as is since this is the way the spreadsheets are most user friendly.

Printing the spreadsheets

The spreadsheets are print ready.  Depending on the worksheet, they are either set to print on letter or legal size paper.  You should not have to make any adjustments.  You can choose to print a specific portion of a worksheet, only the active worksheet that is open on your screen, or the entire workbook.
When printing, it automatically defaults to printing only the active worksheet.  If you want to print a specific portion of a worksheet or the entire workbook, go to the menu bar, left click on “File”, and then left click on menu command “Print”.  A Print pop-up box will appear.  Down in the lower left of the pop-up box is a box that states “Print what”.  You have the choice to select “Selection”, “Active Worksheet”, or “Entire workbook”.  “Selection” requires highlighting the portion of the worksheet that you want to print.  “Active worksheet” is the worksheet that is open on your computer screen.  “Entire workbook” will print all the worksheets within that workbook open on your computer screen.  To continue printing, left click on your choice and then left click on “OK”.

Filtering data to create reports
Each spreadsheet is set up so it has the ability to filter the data.  You can recognize that the spreadsheet has this capability when you see the down arrow in the lower right corners of the column headers.

It is easiest to explain the capability of filtering through example exercises.  Please follow the quick exercises to understand some of the filtering capabilities of the Excel spreadsheets.
Exercise 1:

The Colville National Forest botanist wants to know only the Sensitive Vascular Plant species list for their forest.  
Open the FS TEP/Sensitive species list (on ISSSP website, Enclosure 1 – Federally TE&P Species and Sensitive Species List).  Left click on the tab labeled “Vascular Plants.”  This opens the Sensitive Vascular Plants worksheet.  Then go to column E, labeled “COL”, left click on the down-arrow, select “(Non-Blanks)”.  This results in selecting the non-blank data fields [data fields that are noted as documented (D) or suspected(S)] and filtering out the blank data fields] on the Colville NF. This gives you a report of the vascular plants that are documented or suspected on the Colville NF and the species that make up the Sensitive species vascular plant list (46 of 386 records).
Exercise 2:

The Mount Baker-Snoqualmie National Forest (MBS) wildlife biologist wants to see all the sensitive vertebrate species in Washington, not just the vertebrate species specific to the MBS.

Open the FS TEP/Sensitive species list (on ISSSP website, Enclosure 1 – Federally TE&P Species and Sensitive Species List).  Left click on the tab labeled “Vertebrates.”  This opens the Sensitive Vertebrate species worksheet.  Then go to column E, labeled “ISSSSP Status.”  Left click on the down arrow, select “(Custom...).”  A pop-up box opens titled “Custom AutoFilter.”  In the first box, select “equals”; in the second box select “WA-SEN”; select “or”; then in the third box select “equals”; and in the fourth box select “SEN”.  Then left click on OK.  This will filter out the Oregon only species and will result in a list of species Sensitive in only Washington (WA-SEN) and species Sensitive in both Oregon and Washington (SEN).  This would be the list of Sensitive vertebrate species that would be of interest to Washington National Forests (59 of 89 records). 
Let’s take this one step further.  Now the biologist may notice that some of these species aren’t documented or suspected on the MBS, so they decide that they only want to see the Sensitive vertebrate species specific to their forest.  You would then go to Column L, left click on the down arrow, and select “(NonBlanks).”  This does the same thing as in Exercise 1.  It selects for those species documented or suspected on the MBS and filters out those data fields that are blank (not documented or suspected).  This would produce the list of Sensitive vertebrate species for the MBS (11 of 89 records).

If you knew from the start that you only wanted the MBS Sensitive vertebrate species, you would not have had to filter column E.  You could just filtered column L for “(NonBlanks)” and it would have resulted in the same 11 species that resulted above.
Exercise 3:

The BLM Lakeview District fish biologist only wants to see the Sensitive resident fish on the district.  
Open the spreadsheet that includes the Federal TEP and Sensitive species for OR/WA BLM (on ISSSP website, Attachment 1 of IM-OR-2008-038, Federally TE&P Species and Sensitive Species List).  Left click on the “Vertebrates” tab.  This opens the Sensitive Vertebrate species worksheet.  To select only the resident fish, go to the “Taxon” column (A7) and left click on the down arrow in the lower right corner of the Taxon column header.  Left click on FN (non-anadromous fish).  This results in all the resident fish on the OR/WA BLM list (21 of 126 records).
Now to query only the resident fish on Lakeview District, go to the “LV” column (J7) and left click on the down arrow.  Select “(NonBlanks)”.  This results in a list of all the documented and suspected resident fish species for Lakeview District BLM (8 of 126 records).
Tips for filtering in spreadsheets:
· A black down arrow represents that no data has been filtered.

· A blue down arrow represents that data has been filtered.
· Be sure when starting a new query to remove any previous filters.  To remove previous filters on a column, left click the down-arrow and make sure “(All)” is selected.
· Carol Hughes is only a phone call away.  Don’t frustrate yourself.   

· 503-808-2661, cshughes@fs.fed.us. 
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