European Commission Biodiversity Knowledge Base
Member State Instructions to completing the Country Profile

Individual Country Profiles have been generated for each Member State. The
information collected through these Country Profiles will facilitate European nature
and biodiversity assessments on progress in achieving the targets identified in the
European Commission’s Communication on Halting the Loss of Biodiversity to
2010 and Beyond and the associated EU Biodiversity Action Plan (BAP). Data is
being collected for the full term 2010 evaluation.

This Instructions document is prepared to help Member States fulfilling their
reporting requirements on the BAP. It is at the first stage distributed to those
receiving personal access to ReportNet, the IT facility used for this reporting
exercise, following the e-mail request of 16 December 2009 from Francois
Wakenhut, Head of Biodiversity Unit ("Request to appoint BAP 2010 reporting data-
coordinators”). Member States' BAP data-coordinators will have access to the
Country Profiles on ReportNet from the 18™ January 2010. The Instruction
documents will be available on http://cdr.eionet.europa.eu/help. Please note that a
separate, official note asking Member States to fulfil the BAP 2010 reporting
requirement will be sent on the 18" January 2010.

Much of the data contained in the Profiles has been pre-filled by the members of the
consortium assisting the Commission in the reporting exercise using available,
official data sources. Member States are required to verify pre-filled data and to
provide certain additional data by 26 February 2010. The Country Profile should
be accessed and populated via ReportNet. The following instructions describe how
to use ReportNet and how to complete the Country Profiles.

Data provided will be assessed and compiled into the final 2010 BAP report, having
similar structure to the 2008 mid-term assessment. A final report will be made
publicly available not later than October 2010.

Retrieving Country Profile from Reportnet

First login into the Reportnet site with your username and password. The login is
in the top right hand corner. If you have any trouble logging in contact the Eionet
Helpdesk at helpdesk@eionet.europa.eu

The first task is to retrieve the country profile file form the Reportnet system. To
locate your country profile you can use a number of methods:

You can find the envelope containing the biodiversity country profile sorted by
country under the following link:
http://cdr.eionet.europa.eu/resultsdataflow?dataflow uris=http%3A%2F%2Frod.eion
et.eu.int%2Fobligations%2F638&years%3Aint%3Aignore _empty=2009&partofyear=
&country=&sort_on=getCountryName&sort_order




Alternatively to get to the same place on the site from the front page of the Central
Data Repository, click on search by obligation and scroll down until you can select
the item “Information on EU Biodiversity Action plan” and then press the submit
guery button.

© Search the Central Data Repo...| -

QEEn | Envrovincows ¥ Logous tckanecont | & |

EIONET
Central Dats Repository

Navigation Search the Central Data Repository
Search freetext Daliganien R N .
Saarch by abligath Bl Corverdior] normaton o g i changes o e e s o S
S ch AN Slar Bam Comeansion] Infoimation an SpaCiss reasng i
Clobial warkiist B Canvertan i 10 faciktane i of
Naotifications [Bein Converdon th topled for of
Melp B Corvacaon] Inforaion an b ;  plans for Appendix |

[Bicial prodiacts] Biotial products morstoring tepon

The lagin his besn .
Mavaa 1o ihe [Birds Ditective] Intarmatan on Naturs 2000 stes (SPAs)
prer-cU o irds Dinective] Nat 7 4 tha Birds Directve
[Birds Diraciive] Progressfimpiementation report v
Year

Partofyear | anypaniofyess =
Country -

Submit Quary || Hesstiales

You should then see the same full country list.

You can also navigate to the envelope from the country list on the front page of the
Central Data Repository
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Pick your country; you will then see a list of the different sources of obligations; pick
the European Union obligations; you should now see a list like the screen capture
below.
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Click on the link called “Information on EU Biodiversity Action Plans”, highlighted
in the screen capture.

Whatever method you have used, you should now see a link to the Biodiversity
Knowledge Base Country Profile, which is the envelope that contains the word file
that needs to be verified and completed by the Member State.

Initially there should be one word file in the envelope that will be called CP(2 letter
Country code) MSQ_Blank (e.g. CPFR_MSQ_Blank for France). When you click on
the file you will see a page similar to the screen capture below. Click on original to
download the file onto your local computer and do not use any of the other
options.
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When you have downloaded the file you are ready to verify the prefilled
information, and add the additional information that is required to be filled in
by the Member State.

Filling in the Country Profile

The Country Profile is a Word document, and includes hidden features that will be
used to collate the information collected in the Profiles. For these features to work,
the document must be edited with a version of Word equal to or newer than Word
2003. If it is not possible to use a version equal to or newer than Word 2003 , then
use whatever version of Word that you have available, but please contact Conor
O’Kane c.okane@mrag.co.uk, to inform us of the version you will be using. If you
have any other questions on filling in the country profiles, or these instructions you
can also address them to Conor O’Kane at c.okane@mrag.co.uk

When you open the Word document you will see that all of the information is
organised in tables. The rows of the main table include the details of the Measures of
Progress to be completed (or that have been prefilled). The first row(s) are usually
(but not always) a Table of qualitative and quantitative information. Next there is a
Narrative Summary followed by Additional Clarifications. Where Member States are
required to enter information there will also be Instructions relating to what is
required, followed by a row for Data Sources. Rows for Verification by Member
States, the Commission or the Contractor complete that Measure of Progress and
the same structure is followed for the next measure.




There are two tasks required of the Member States: the first is to verify the
information that has been prefilled, and the second is to provide additional
information where no pre-existing information source has been found for a
Measure of Progress (MOP). All of the information in the Country Profiles is colour
coded; the rows to be filled in by you (Member States) are either dark orange or a
light orange. The document has also been protected so that text can only be entered
in these sections of the document.

Verification

The prefilled parts of the profile are colour coded green, please check that the
information is correct. If you wish to make any comments or clarifications please
enter them at the box titled “Member State comments, suggested changes and
points of clarification:” that is located at the end of the Measure of Progress. Once
you have added any comments, or if you are happy with the prefilled information and
do not wish to add a comment, then please verify that section by simply adding
the date (in the dd/mm/yyyy format) in the dark orange verification box at the end
of the section describing the Measure of Progress.

Note that for ‘Additional clarifications’ this box will only be completed if there are
particular points that require further clarification that could not be addressed — they
will often be blank

Questions for Member States

In addition to verification of the green prefilled sections on the Country Profiles there
are some Measures of Progress that are required to be filled in by you (Member
States). Each Measure of Progress required to be filled in by you starts with a dark
orange row, followed by lighter orange rows for the data to be entered. Often the first
requirement is in the form of a ‘Table’. Some general rules when filling in data into
the profiles are:

e Use numbers rather than words were possible

e Enter dates with the dd/mm/yyyy format.

e Where Yes and No answers are required only Enter Y or N and don’t add any
extra text. If further information is needed, please put it in the additional
clarifications box.

e All currency values should be in Euros

e Please take note of any formatting requirements, especially when units of
measurements are specified.

e |If there is no data, leave blank, if the data value is zero, please enter a 0. i.e
Zero (0) means that the numeric value is zero. Blank means ‘no data’ or ‘Not
Applicable’. However, it would be appropriate in this case to indicate under
‘Additional Clarifications’ either why there is no data or why it is not applicable.



After the data table there is a space to add a ‘Narrative Summary’ of the Measure of
Progress. This text should be a summary of the data in the Measure of Progress,
and should stand alone as a piece of text, i.e. it should not refer directly to the table
above, but should summarise the key points from the table.

This is followed by a space to enter ‘Additional Clarifications’ on the data entered for
the Measure of Progress that you feel may be required.

The next section (row) contains the ‘instructions’ to you for filling in the data for the
Measure of Progress.

After the instruction is a row to name any ‘data source’ that was used to fill in the
Measure of Progress, and provide a link to the data where possible.

The final part to be filled in for every Measure of Progress is a ‘verification’ box,
which should be filled in with the date. You will notice that there are further
verification boxes to be filled in by the Commission and Contractors®, but you only
need to fill in the dark orange ones.

An example MOP is shown below, with the various sections indicated
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! [The verification box for Step 1 for the Contractor refers to them having prefilled the green parts of
the profile and Step 2 is for finalisation of the Profiles after Member State and EC comments. The
verification box for Step 1 for the Commission refers to the relevant Country Desks having checked all
parts of the profile and Step 2 is for DGENV to sign off on the Measures of Progress indicating that
the contractor may now finalise them.]




After ALL Measures of Progress have been completed the table on the header
page also needs to be completed indicating the contact person for data entry
gueries, and who has verified the whole file. By then dating this header table it
signifies that the Member State has signed off on the Country Profile and that it
may now be used for undertaking subsequent Syntheses for the final Biodiversity
action plan reporting.

Uploading Country Profile to Reportnet
Once the Member State part of the country profile has been filled in and the whole
document has been verified, then it is ready to be uploaded up onto Reportnet.

Change the file name to CP(2 letter Country code) Complete

Logon to Reportnet and navigate back to the envelope that you downloaded the
profile from. On the right hand side you should see a button to ‘Add file’. Click on the
button.
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And you will then be presented with a new page to upload the completed Country
Profile onto.
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The Title should be the words “Completed country profile” followed by the name
of the country. Click on the Browse button to select the completed country profile file
on your computer, and then press the add button to upload the file. The file may take
a little while to upload, but when it is complete you will receive a message to say that
the file has been uploaded like this.
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Once you have uploaded the completed profile, you must then release the
envelope. Releasing the envelope, will make the document publically available, and
will generate the notification that you have completed the questions for the Member
States, and the verification of the prefilled information. To release the envelope,
simply click on the release the envelope button, this will make the file public, and so
completes the process.
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Should you have any problems or questions regarding the functioning of Reportnet,
please contact the Eionet Helpdesk at helpdesk@eionet.europa.eu

If you have any other questions on filling in the Country Profiles please contact
Conor O’Kane at c.okane@mrag.co.uk




