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INTRODUCTION

Organisations and individuals who receive funding from Australian Government Natural Resource
Management (NRM) programs are required to report regularly to the Department on the progress of
their projects. Reports are submitted using the Monitoring, Evaluation, Reporting and Improvement
Tool (MERIT). MERIT is an online reporting system that simplifies and streamlines reporting across
Australian Government NRM programs. A workflow of a Project that reports into MERIT is available in
APPENDIX A: MERIT Workflow.

MERIT was developed in collaboration with the Atlas of Living Australia (ALA) and aims to provide
consistent reporting across all Australian Government NRM programs. The data collected in MERIT is
linked to Australia’s biodiversity conservation work and aggregated data is available in publicly
accessible dashboards. MERIT also allows increased information sharing within the NRM community and
broader public.

For the Australian Government, MERIT allows greater transparency, increased efficiencies and the ability
to use project data to directly report on programs and high-level strategies such as Australia’s
Biodiversity Conservation Strategy and the State of the Environment Report.

MERIT also aligns with the Australian Government Declaration of Open Government by better enabling
public access to government held data on NRM investments. MERIT information available to the public
includes:

e  MERIT homepage
e Project Explorer page, including the Map, Projects and Dashboard tabs

e  Overview and Documents tabs for individual projects
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ABOUT THIS GUIDE

This guide is designed to help NRM funding recipients with the day-to-day use of MERIT while helping
members of the public wanting to view the progress of NRM program/s or project/s. The layout of this
guide will cover the generic features of MERIT that are applicable across all programs, such as how to
create a blog or enter site details. It will work alongside other Parts that are specific to various

NRM programs.

e  Part Aincludes an introduction for all users and the public wanting to visit the web tool. Members
of the public may refer to this part for instructions on searching for projects and finding data (see
1.3 Finding information using ‘Project Explorer’).

e  PartBis designed for registered users who need to log in and get started. It also covers functions
that only an Administrator user can perform (in the generic sense).

. Part C will explain generic functions that all registered MERIT users can perform across
NRM programs.

e  Part D outlines program specific requirements such as for MERI Plans and reports. The image below
will highlight which program guides are available in yellow.

MERIT Guide for NRM Funding recipients and the Public

PART A - Information for the public
PART B — Get Started as a MERIT User

PART C - Managing generic screens

PART D - Program Specific Guides

RLP / ERF ESP REEF LEGACY Bushfires

If no extension Guide exists for any of the programs above refer to the LEGACY Guide or contact the
MERIT Team.

This guide and chapters, available as individual information sheets, can be found here:
http://www.nrm.gov.au/my-project/monitoring-evaluation-reporting-and-improvement-tool-
merit/user-guides. These documents will be updated as required.

Chapter 6 onwards, of this guide, will assume that you are logged in and have navigated to your project
(see chapter 4 NEW USERS: REGISTER AND LOG IN).



mailto:MERIT@awe.gov.au
http://www.nrm.gov.au/my-project/monitoring-evaluation-reporting-and-improvement-tool-merit/user-guides
http://www.nrm.gov.au/my-project/monitoring-evaluation-reporting-and-improvement-tool-merit/user-guides
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MERIT USER ROLES - GENERIC

There are 4 user roles in MERIT: Administrator, Editor, Grant Manager (departmental officers) and
public. Each role determines which functions of MERIT are available to the user.

The table below identifies MERIT functions, covered in this guide, and explains which of them are
available to each user role (including the public).

View project

. Viewing . Access Assign / edit
OVerview documents Sites Tab Admin tab user roles
information Dashboard
(?;glljments Via the
Public \/ Project
marked for
L Explorer
public view
Editor v v v v

Administrator

v

v

Grant
Manager
(departmental
officers only)

v

v

v

v v v

Further user roles (such as MERI Plans and Reports) will be listed in program specific guides as they refer
to users that manage projects in MERIT (Editors and Administrators).

A table at the start of each chapter indicates the user role required for the functions outlined in the

chapter.

3. TITLE

Access Level Iz
ADMIN

\

Admin users have
access to this function

El EDITOR

\ Editors do not have access
to this function
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TOOLS TO HELP

Resource Description Location
MERIT This project has been set up in the test environment so | https://fieldcapture-
Demonstrator that registered users can explore the range of activity test.ala.org.au
Project forms currently available. Special log in details for this Copy and paste this link into a
project are noted on the demonstrator project Google Chrome browser. This
overview page. address is deliberately not a link
as it directs users to Internet
Explorer whereas MERIT operates
best in Google Chrome.
MERIT Schema Word document that contains every field description, MERIT Help menu
data use and type for each activity form. It also lists the | MERIT resources on the National
outputs that are currently used for reporting. Landcare Programme (NLP)
website: www.nrm.gov.au
Application The API is for those interested in the technical details

Programming
Interface (API)

behind MERIT, or those wishing to interoperate their
local systems with MERIT.

http://ecodata.ala.org.au/docume

ntation/index

MERIT Ready
Reckoner

This ready reckoner is a general version. Please bear in
mind that some programs have their own ready
reckoners which will supersede this version.

MERIT Help menu
MERIT resources on the NLP
website: www.nrm.gov.au

Activity family tree

A table demonstrating the temporal relationship
between activities.

MERIT Help menu
MERIT resources on the NLP
website. www.nrm.gov.au

MERIT FAQs and

Comprehensive guidance on how to use MERIT.

MERIT Help menu

User Guides MERIT resources on the NLP
website: www.nrm.gov.au
MERIT Inbox Funding recipients should contact their departmental

grant manager in the first instance. Contact the MERIT
team for further technical support or to provide
feedback on MERIT.

MERIT@awe.gov.au



https://fieldcapture-test.ala.org.au/
https://fieldcapture-test.ala.org.au/
http://www.nrm.gov.au/my-project/monitoring-evaluation-reporting-and-improvement-tool-merit/user-guides
http://www.nrm.gov.au/
http://ecodata.ala.org.au/documentation/index
http://ecodata.ala.org.au/documentation/index
http://www.nrm.gov.au/my-project/monitoring-evaluation-reporting-and-improvement-tool-merit/user-guides
http://www.nrm.gov.au/
http://www.nrm.gov.au/my-project/monitoring-evaluation-reporting-and-improvement-tool-merit/user-guides
http://www.nrm.gov.au/
http://www.nrm.gov.au/my-project/monitoring-evaluation-reporting-and-improvement-tool-merit/user-guides
http://www.nrm.gov.au/
mailto:merit@environment.gov.au
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PART A — AN INTRODUCTION TO THE MERIT SYSTEM

1. MERIT BASICS

Access Level [] | PusLic [] |EebiTor [] | ADmIN

BROWSER: MERIT achieves best performance with recent versions of web browsers such
as Google Chrome. Internet Explorer and older versions of web browsers do not support
efficient use of MERIT.

1.1 Opening MERIT
To open MERIT
1. Open the Google Chrome Browser.
Google Chrome is free to download and is a supported browser of the Department.

2. Copy and paste https://fieldcapture.ala.org.au/ into the Google Chrome Browser.

@ This address is deliberately not a link as it directs users to Internet Explorer whereas MERIT
operates best in Google Chrome. Please follow the instruction above.

3. This will open the home page of MERIT.

The home page contains summary details and statistics on various MERIT projects. This screen shares
information on program statistics.

1.2 Project explorer: Overview

The MERIT Project Explorer contains three topics; map, projects and dashboard. These topics will
assist you to filter/find information on your program/project. You don’t have to be a MERIT user to
view and search this information. Refer to the next few section ‘Finding information’ below for
guidance on searching.


http://www.google.com/chrome/
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Project Explorer

| Topics
Monitoring, Evaluation, Reporting and Improvement Tool (MERIT) Press -’ to
’ 3 Pt 20 i E] collapse
i - e
oo N\ ;
L
"N
)
R ™
‘ -
+
X [ o ane s b V-
o =%
[3 expand

Topics:
Map Displays the location of projects across Australia or the area you have zoomed in to.
You may select a point on the map to open and view project information.
Projects Displays a list projects by name (with latest updated project at the top). Clicking on
the project title will display a summary about the project. Click the ‘View Project
Page’ to open the project details (see below for Finding Projects in the Project
Explorer).
Dashboard Provides a progress summary of project activities based on the filter you choose.
Facets:

When opening a Topic, Facets appear on the left of the screen to identify filters (e.g. Organisation,
Program, Sub-Program, etc). The Facet list displays each heading, followed by a few options. These are
used to filter or refine your search.

1.3 Finding information using ‘Project Explorer’

1. Click the Project Explorer link. Choose a Topic from the list by clicking EI

|uﬁ’ choose more...

2. To view the full list of options for each facet’s heading, select the button,

below the relevant list, to expand it.
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The following options will be available to assist you in choosing the filter you need.

¥ Refine ¥ Sort by name Y Sort by count Close

3. Once you are ready, you may select:

a. anindividual name to directly refine your filter, or

b. multiple tick boxes and click the refine button to filter the options.

4, Your search results will display in the relevant topic. Below is an example of search results in
Project Explorer.

Sample search results in project explorer.

You wish to look up Projects funded under Regional Land Partnership program and
delivered by Port Philip Westernport Catchment Management Authority.

0] Open the ‘Projects’ filter.
(ii) Scroll to the ‘Program’ filter and click the ‘National Landcare Programme’ link.
(iii) Scroll to the ‘Sub Program’ filter and click the ‘Regional Land Partnerships’ link.

(iv) Scroll to the ‘Organisation’ filter and click ‘Port Phillip and Westernport CMA’. You
will need to click the ‘choose more’ button to open the full list of organisations. The
list can be sorted alphabetically.

Your search results in Project Explorer will display the following:

Progect Explorer

Topic = Projects e | Number of resuits found |}
Refine button D l : l,: -
Current filters . -

Project link — - :l )
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1.4 Finding information using the ‘Search’ tool

1. Type your search term into the search bar. l — o] Hint: add double quotation
marks to narrow your search to an exact phrase, e.g. “Recovery Plan”.

2. Click button or press the enter key to activate the search. Your results for the relevant

topic will display. These results will display any project that has mentioned the search term in
their activities, project titles, descriptions or organisations.

\ERT

2% Assirafian Government

Search Results
Showing 110 10 of 790 for "brisbane”™ e §

Project link

Filter results

Type
« (300 »

Project Status

— " Orinhane Ruges e

cwars Weet

ey Grinbane Catrimerry

Wi Asate

L:l NI

et of Reckien Beivhane Siage 1° * Brishane Gty Com. 34 26714 00 0
, o s
oy o e W Bsane fLuer » -t - -~ Briedane r »
Organhation Sod
! ans 4 md e iBne ret Detweas Wasrtos Dan ing
0 ¥ ) NEa J 1A A0 Bk e il
" " 1.... by 4 4 hecs
it St o SEPRIT N VPR RETENT) SR P
o ’ ; “on oty
. £ v azaned 4 - ]
o
Program tha Deisbrare F st Groa
 Poner | . - -
Misdase Cty 0

Sub Program

.4

3.

Click on the project link to go to the project page.
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2. VIEWING A PROJECT

Access Level [] | pPusLc V] | ebitor V] | ADmIN

2.1 Opening Project

The following information will appear if you are searching for a project via Project Explorer or MERIT’s
main Search Bar. Once you’re able to locate your project

1. Click on the Project link to open a summary containing the project name, organisation name &
description.

Last updated

2020.03.04

and ¥ possible prowide iIndicative
gies that faciitate improved on-

eduction Fund (or similar =

ind, that supports improved producton and

dship and accrecitation scheme for the

brand proposion of 100d produced n harmony with nature’ 50

2. Click ‘View project page’ to open the project.
2.2 Viewing Project Details

When you click to ‘View project page’ MERIT will open the project details and direct you to the
project’s overview page. Some programs may also allow you to view information relating to the
Management Unit. These program guides are explained in ‘ABOUT this Guide’. Use the NRM MERIT
Website to choose the relevant Program Specific Guide (listed on the right hand side — Under ‘Find
MERIT Guidance for:’).

The screens below are available to all users or visitors of MERIT:

a. Overview Tab: contains the following subject matter.

RLP Demonstrator Project

Multimedhas
Project Rlog

Provect Photey



http://www.nrm.gov.au/my-project/monitoring-and-reporting-plan/merit
http://www.nrm.gov.au/my-project/monitoring-and-reporting-plan/merit
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b. Documents Tab: contains documents the Service Provider has added to this public view.

RLP Demonstrator Project

c—

Praject docurnents

Curg-ae -
report  Daas kawt
Famag L] upasrsd

rPr@RE>H
k
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3.

VIEWING THE DASHBOARD

Access Level

M

PUBLIC

EDITOR ADMIN

M M

3.1

Viewing the Program Dashboard

This chapter looks at viewing aggregated information based on programs or outputs in MERIT. The
dashboard extracts information from progress reports approved by the Department of Agriculture,
Water and the Environment. While efforts are made to ensure the accuracy of the ecological
information contained in MERIT, please contact the Department at merit@awe.gov.au for
confirmation of authoritative data.

In the Project Explorer link, expand the ‘Dashboard’ from the list of Topics by clicking EI The

1.
following will be displayed.
Praject Explorer
Use The laceds on T oA b0 namosy the selecbon of progecls on e map
CLiY *
PROJECTS +
Expands/Collapses Dashboard view =G
=  Showing the ressits of the seank Hoala™ @
Fomnd 121 paopscts
Repart:
” Report field: Options to display
D ] ." 3 dashbos .lr""l P OIPEsd Peporls Aappioved by the Diepa el ol ihve Emvinsnment While
efforts are made lo eeswe the Jccurac on conlansd m MERIT for ¢ Son of authordalree dala plesse conlact the
Depaitmeni al i@ Aln paabe that pard dala tod Biodeeersity Fund Rousd O Jre indomphele dus b gy Siuts
HBesdvernity - Site Comgitlion Axsepuumen!
Biodiversity Management Choose any of these Dashboard Facets
to view aggregated information
Commursty Emgagement and Capacity Bailding
Environmsend QLD
2. The ‘Report’ field works as its own facet and will display aggregated information below it by

the following options when clicking the dropdown arrow.

Report Options Displays

Activity Outputs Activities and programs. Before picking an option below this dropdown,
you may enter a term in the Search bar to show relevant data.

Announcements A table of announcement, similar to the Projects Topic (where Project ID’s

and names reside).

Outputs Targets by
Programme

A table of Output target measures for the Biodiversity Fund rounds.

Reef 2050 Plan
Dashboard

Progress on Reef 2050 Plan for the selected period.

This report ignores any other facet selection you may have made.

11
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PART B — GETTING STARTED

4. NEW USERS: REGISTER AND LOG IN

Access Level Public |ZI Editor |ZI Admin |ZI Grant Manager

IMPORTANT: Information from here-on will only advise users who manage project/s in MERIT.

BROWSER: MERIT achieves best performance with recent versions of web browsers such
as Google Chrome. Internet Explorer and older versions of web browsers do not support
efficient use of MERIT.

4.1 Register with ALA

People who are required to use MERIT must first register with the ALA.

3. Copy and paste https://fieldcapture.ala.org.au into the Google Chrome browser.

@ This address is deliberately not a link as it directs users to Internet Explorer whereas MERIT
operates best in Google Chrome. Please follow the instruction above.

This will open the MERIT log in page.

Australian Government MERIT

Click Log in. This will redirect you to the ALA webpage (www.ala.org.au) where you are able to
register and update details previously entered.

12
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4, Click Sign up now at the bottom of the screen. The Create your account page opens.

.

Sign in 1o the ALA

Signup now

1 i

Complete the information requested. Your password must be at least 8 characters.
5. Click the Create account button at the bottom of the page. An email will be sent to your email
inbox from the ALA.

Tip: Check your junk email folder if you haven’t received an email within 24 hours. Contact
the MERIT team at MERIT @awe.gov.au if you are having difficulties.

6. To activate your account, click on the link in the email and follow the instructions provided.
You are now registered with ALA.

7. Advise the relevant contact (see below) that you have registered with ALA and they will add
you to the project in MERIT:

e If you require Admin access, contact another person in your organisation who already has
Admin access to the project or your departmental Project Manager.

° If you require Editor access, you may contact someone in your own organisation who
currently is an Administrator for the project.

4.2 Edit your ALA profile

Follow these instructions to update your ALA profile (e.g. username, password, email).

1. Copy and paste https://fieldcapture.ala.org.au into the Google Chrome browser. This will
open the MERIT log in page.

@ This address is deliberately not a link as it directs users to Internet Explorer whereas MERIT
operates best in Google Chrome. Please follow the instruction above.

2. Click Log in button (in the top right-hand corner). This action will open the ALA login page
where you are able to register, and update details previously entered.

13
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3. Click User settings then My profile located at the top right-hand corner of the page.

_.I' User settings

Cham im T Tl ALA sy Prodile

4, Enter the email address and password you used to register with ALA.
5. Click Log in. Your ALA Profile Home Page will open.

6. Click the Update your profile link. This page displays the information you used to register with
ALA.

: pcate proflie

l:l sl passwors

7. Edit the information as necessary and click Update account.

8. Click Reset my password if you wish to change your password.

14
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4.3 Forgotten password

If you have forgotten your ALA password:

1. Click the Forgot? link on the ALA login page (refer to 4.1 Register with ALA).
Sign in 1o the ALA
| emermer ]
| swesereme |
| eevemenes |
| e
2. Follow the instructions provided. A password reset email will be sent to your email inbox.

Remember to check your junk email folder if necessary.

If you have issues logging in, please contact your departmental grant manager or
MERIT @awe.gov.au.
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5. LOG IN AND OPEN PROJECTS

Access Level |ZI Editor |ZI Admin |ZI Grant Manager

Once you have registered and have access to your project/s, you can log in and start using MERIT.
There are three ways to access MERIT:

a. Copy and paste https://fieldcapture.ala.org.au/ into Google Chrome.

@ This address is deliberately not a link as it directs users to Internet Explorer whereas MERIT
operates best in Google Chrome. Please follow the instruction above.

b. Via ‘ALA Apps’ on the ALA website https://ala.org.au
c. Click on the link to the MERIT home page via the NLP website http://www.nrm.gov.au/my-
project/monitoring-and-reporting-plan/merit.

1. Click Log in on the MERIT home page. The ALA login page will open.

2. Enter the email address and password registered with ALA. Click Log in.

5.1 Access projects assigned to you

1. After logging in, click My projects to view projects you have access to.

2. Select the Project Link you wish to view.

If you can’t see your project/s on the ‘My Projects’ list, it means you have not been added to the
project/s. Contact your project administrator or departmental grant manager as outlined in 4.1
Register with ALA (step 7). Refer to 6.5a Add a user to a Project for further instructions.
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6. ADMIN TAB: USER ROLES

Access Level Editor |ZI Admin |Z[ Grant Manager

This section refers to a few extra functions that only Administrators and Grant Managers (see MERIT
user roles - GENERIC) have access to and can perform. Editors cannot see this tab.

The screens available in the Admin tab include:

RLP Demonstrator Project

. Edits Project detaiks. See &1 Edit the Overview Tab

— Edits detals in your FERI Plan Tab. S 6.3 Ecit the MER| Plan Tab

Edits Praject Blog an the Overdew Tab. See 6.2 Edik Project Blog

N —
e
_— Edits the Risk Table. See 6.4 Edit Rigks and threats
PR
-+
Flanages Lser AcCess 588 6.9 Project Acoess
W

“anages attachmenis in the Doocumends Tab. Ses 6.6 Edit the Doouments |

6.1 Edit the Overview Tab

Project information in the Overview tab (as displayed in image below) can only be edited by the MERIT
Team. Administrator users must forward an email to their Departmental Grant Manager to manage
the update of these details.

MERIT demonstrator project : |
D I—lli MmN tan

W EM TS el

o' B [k | el ) PTG il | sl -

6.2 Edit Project Blog

Access Level IZ EDITOR (partial) M ADMIN M Grant Manager

The Project Blog feature enables funding recipients to publish news and events, project stories and
photos that they want to share with the general public. Project stories may include summaries of
progress reports and project outcomes to date. There are two ways to access the blogs screen:

a. Overview Tab - Available to editors (See 9.1 Overview tab: edit or add a new blog). It will
allow them to add or edit only.

b. Admin Tab - is only available to Admin Users or Grant Managers (See

17




MERIT User Guide - June 2020

c. MERIT user roles). It enables them to add/edit/delete any blogs.

1. Click the Admin tab then ‘Edit Project Blog’ button. Click ‘New Entry’ or ‘Edit/Delete’.

D admin tab
Edit Project Blog
PR S — okt fDlete [ |

:] Ecil prodect bloa

Training project 3

Nes Enbry

2. Add the blog entry as per section 9.1 Overview tab: edit or add a new blog

3. Click the Edit/Delete button on a row to update or delete those details.

No confirmations appear when this action is performed so please be careful.

6.3 Edit the MERI Plan Tab

MERI Plans can differ across NRM programs. This information is briefly covered in Chapter 12 MERI
Plans and Reporting of this guide. For program specific details please see ‘ABOUT this Guide’. Use the
NRM MERIT Website to choose the relevant Program Specific Guide (listed on the right hand side —
Under ‘Find MERIT Guidance for:’).

6.4 Edit Risks and threats table

Access Level

EDITOR (partial) ADMIN Grant Manager
| |

This table details the risks and threats specific to the project and the mitigation strategies being used
to address them. Risks identified should be those that the Service Provider considers to be within their
remit to anticipate and manage. This screen may be updated at any time and should be reviewed prior
to submitting your reports (at least every six months).

Please discuss any changes to project risks and threats with your Departmental Grant Manager as part
of ongoing project management conversations.

1. Ensure you are logged in and navigate to the ‘Admin’ Tab
2. Choose Project risks & threats from menu (left side of screen).
Project risks & threats * @
Overall project risk profile : = Low M
Typeofthreat/ o < criptions Likelihoods Consequencex o =F Current control / Residual
riskx rating Contingency strategyx riskx
Performan v test Rare v Minor v Low test Low v
P pd
+ Add a row
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3. Fill out the fields as required.

4, To add a type of threat/risk, click the ™" button.

5. To edit a type of threat/risk, users may edit the field and save.

6. To delete a type of threat/risk, click the ‘x” at the end of the row.

7. Review the project risks and threats table and update the overall project risk profile, if

required.

@ Press the ‘Save changes’ button as you fill out the form to avoid losing information.

6.5 Project Access

Admin users can provide colleagues with access (either Administrator or Editor roles) to projects in
MERIT. See below for instructions on adding an individual user projects, or refer to 6.5b Add user to
the Organisation’s list of project to add users to all of an organisation’s projects.

@ Editor and Administrator user roles in MERIT have different levels of access, as shown below:

People who are required to use MERIT must first register with the ALA before they can access projects
(refer to 4 NEW USERS: REGISTER AND LOG IN).

6.5a Add a user to a Project

1. Click the Admin tab on your project page.

2. Click the Project Access sub-tab on the left of the screen. A list of MERIT users who already
have access to the project will be displayed.

MERIT demonstrator project

L

[REHES Jser' s emall

Pregunt Aeouds

User role

I - I Project SLoess

3. Enter the user’s email address (that they used to registered in MERIT).

4, From the dropdown menu, choose the user role you wish to give them (editor or
administrator).

5. Click Submit. The user will be added to the bottom of the list of project members.

If you receive a message that the email address did not match a registered user, follow the
prompts to either correct the email address entered or ask your colleague to register to use
MERIT (refer to 4 NEW USERS: REGISTER AND LOG IN.)
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Advise the user they have access to the project. The project will appear on the list when they
click My Projects on the MERIT home page.

6.5b Add user to the Organisation’s list of projects

Organisation administrators can add, remove or edit MERIT users for all projects managed by their
organisation.

1. Click the organisation’s ‘Admin’ tab.

2. Enter the MERIT user’s email address and the required permission level then click Submit. Edit
user roles or delete users as necessary.

3. Advise the MERIT user that they have been added or had their user role changed or deleted.

6.5¢ Change User Roles

Access Level Editor |ZI Admin |Z[ Grant Manager

As the administrator, you can change or revoke the user roles of people with access to your project/s
in MERIT.

1. Click the Admin tab on your project’s home page.

2. Click the Project Access sub-tab on the left of the screen. A list of users with access to the
project in MERIT will be displayed.

User id User Name Role
123 MERIT demo A = @_.3_ Ecit
T34 Jane Flamingo Grant Manager e @_ Jeloie
345 Don Samiple Grant Manager o X
3. To change the user role for an existing user, click the edit button (2] next to their name. This

displays a dropdown menu under the ‘Role’ column.

4. From the dropdown menu, choose the user role you wish to give them (editor or admin). Refer
to for different functions available to each role.

5. Advise the person that you have changed their user role. When they next log in to MERIT, their
access to the project will reflect the role you have assigned them.

6. To delete a project member, click the X in the last column.

@ If your changes are not displaying straight away, refresh your browser (e.g. F5 key for Google
Chrome).
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6.6 Edit the Documents Tab

6.6a Upload a document to MERIT

@ All document formats are accepted for uploading into MERIT.

The documents screen can only be uploaded/edited via the ‘Documents’ button in the Admin Tab.
1. Click the ‘Admin’ tab on the Project home page.

2. Click the ‘Documents’ sub-tab on the left of the screen.

RLP Demonstrator Project

=3

Project Documents i docsmarts : . %

q . A

This will generate a list of documents that are available in the Project Blog, Documents Tab,
and some programs may also have information attached in their reports. Refer to the relevant
Program Specific Guide to check whether they attach any other types of documents (see
ABOUT this Guide). Use the NRM MERIT Website to choose the relevant Program Specific
Guide (listed on the right hand side — Under ‘Find MERIT Guidance for:’).

3. Click the ‘Attach Document’ button to add information, images & Videos to the ‘Documents’
Tab. Most information on attaching documents will be identical to Section 9.1 Overview tab:
edit or add a new blog. Further information on adding videos is available below in 9.2 Embed a
video on the Overview page.

RLP Demonstrator Project

" " Edit Buttan
Lar Progedt Blog
= ST [ § e e LT iy b’ el E fm e e b

t

Di=berte Buttan
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Click over the Edit word in ‘Edit/Delete’ to change details. The following dialog box will appear
to allow the user to update details. Press the ‘Save’ button once it is ready.
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Home | Project ! Edit blog entry
Type: @*
Date: @*
Keep on top: @
Title: @

Feature image: @

Image attribution: @

Privacy declaration: @ *

Content: @*

Ses More URL: @

Mews and Events v

18-12-2019

Promofing technology - NUIS training session with producers

ws S —

WORKSHOP

s

p ) G

s that G .0 are iceniiiatie in this imags have consented o the photograph being pubiished by the Depariment and
iiatidatails of] In be accessed by the Depariment on request.
e =

Training session on NLIS record keeping database with producers in Glen Innes
region

& Edit with Markdown Editor

Click over the Delete word in ‘Edit/Delete’ to delete any attachment.

No confirmations appear when this action is performed so please be careful.
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7. Organisation page — Admin Access

Access Level Editor |ZI Admin IZI Grant Manager

Organisations page sits outside of project information and allows organisation members to view all
Commonwealth funded NRM projects, sites and a dashboard associated with the organisation.
Through this page, administrators can also edit organisation details, create bulk announcements for all
projects and manage user roles across all their projects.

This section will cover Functions that only an Admin user can perform. Further details (that may be
carried out at any MERIT User level) about the organisation page will be explained in Section
8 Organisation page.

The Department will add an ‘organisation administrator’ when an organisation page is

@ created. The organisation administrator will be able to view and edit the organisation page.
The organisation administrator can also nominate other project members to view and/or edit
the organisation’s projects. See section 6.5b Add user to the Organisation’s list of project for
additional information.

7.1  Create an organisation

Project administrators can request the creation of an organisation page. Please send the request to the
MERIT inbox: MERIT@awe.gov.au. The Department will add an organisation administrator to the
newly created organisation page.

7.2 Edit an organisation

Only organisation administrators can edit their organisation’s page.

Test Grganisation 1 Admin tah

&

EONT DELails and

e Edit announoeEmeEnts
_ T
-,

R A.00 pEnmisskons

B W LA e L=

7.2a Edit organisation details and content

1. Click the organisation Admin tab.
2. Under Administrator actions, click the Edit button.
3. Enter information about your organisation as required.
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7.2b Edit announcements in bulk

Use this function to view, add or edit announcements in bulk for your organisation’s projects. Project

announcements can only be made if a MERI Plan has been approved by the grant manager.

1. Click on the organisation’s admin tab.

2. Click the Edit announcements button.

3. Edit existing announcements by selecting a table cell.

4, To add a new announcement for a project, use the + button in the last column.

5. To delete an existing announcement for a project, use the X button in the last column.

A blank row has been included for each project that does not currently have announcements.

@ This is for editing convenience only. There is no need to delete the blank row.

Edit Announcements - Test Organisation 1

a0 e @ Sae o Same ot "3 e = oe e AL : ©
B - y _ romy
“wh - e AL e .
‘e 3
.
P2
-—n
I = Upload data for this tabl e >
o
6. To upload announcements from an Excel spreadsheet, click Upload data for this table.

a. Click Step 1 - Download template. Excel is opened in another window.
b. Complete the table, entering one announcement per row.

¢. Save the template as you normally would for an Excel document.
Navigate back to MERIT.

o

e. Click Step 2 - Upload populated template. Navigate to the template document you saved

in Step C and click open.
f.  The table within MERIT should now be populated with the data entered into the Excel
template.

7. Click save.

All project announcements will appear on the organisation dashboard tab, under the ‘report’
dropdown list. Project announcements will also appear on the Admin tab of the relevant projects
(refer to the legacy program Guide for more information on announcements at the project level).
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PART C - EDITING GENERIC SCREENS

8. Organisation page

Access Level |ZI Editor |ZI Admin |ZI Grant Manager

The Organisations page sits outside of project information and allows organisation members to view
all Commonwealth funded NRM projects, sites and a dashboard associated with the organisation. The
editing functions are only available to Administrators.

The organisation page can be found in the Black banner.

Harisation taks

8.1 View an organisation

.
1. Click at the top of the screen.

2. If you have admin or editor access for an organisation page, your organisation will appear on
the dropdown list. Select your organisation to continue.

3. If your dropdown list is empty, click the find an organisation here link to open the full list of
organisations currently available.

4, Search for an organisation by entering its name in the organisation search tool

Home / Organisations

ISearch organisations Q

Alternatively, scroll to the bottom of the page and click the arrow buttons to search through

the full list.
Showing 1 to 10 of 1163 10 ﬁ 2l s | s
5. Open the organisation page. The following tabs will be displayed: About, Reporting, Projects,
Sites, Dashboard and Admin. Only ‘organisation admin’ users will be able to see the Admin
tab.
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Test Organisation 1

Organisation tahs

Tab

Description

About

Reporting

Projects

Sites

Dashboard

Admin

Information about the organisation. Minimum information required is
organisation name and description. Can also include an acronym, website
URL, link to social media, organisation logo and feature graphic.

Only NRM regions have this tab. Performance management framework and
self-assessments are completed via this tab.

A list of all projects the organisation is responsible for in MERIT. Also
includes a total funding amount for the organisation.

Displays all project sites on a map.

Displays data from project reports submitted by the organisation and
approved by the Department. Also displays announcements (viewable by
organisation administrators only). The dashboard will only display if more
than one project exists for the organisation.

Only visible to organisation administrators. Organisation administrators can
edit the organisation details, create bulk announcements for all projects
managed by the organisation, add MERIT users to all projects managed by
the organisation (and change user role).
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9. Overview Screen

Access Level E Editor (partial) |ZI Admin m Grant Manager

The overview screen is mainly a viewing screen. This enables the user to see the Project Title, recipient
or organisation name and other details. Information contained at the top of this screen can only be
edited by the Department’s MERIT Team (See 6.1 Edit the Overview Tab).

9.1 Overview tab: edit or add a new blog

The Project Blog is the only item that can be edited, directly from the Overview page, by any of the
three user levels above. It enables funding recipients to publish news and events, project stories and
photos that they want to share with the general public. Project stories may include summaries of
progress reports and project outcomes to date.

There are two ways to add blogs:

a. Overview Tab - Available to editors. It will allow them to add / edit only.

b. Admin Tab - is only available to Admin users or Grant Managers users (See). It enables
them add/edit/delete any blogs (These users should refer to 6.2 Edit Project Blog).

1. On the project Overview tab, scroll to the Project Blog section and click either New Entry or
Edit.
MERIT demonstrator project B 2y
hA wwWeanview tag
ao
Project blog J$—~——__  Project blog
Newi b ¢venty
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The following dialog box will appear.

:':-\.'_: Sy Ty

Treate

Select the type of blog entry you wish to create (News and Events, Project Stories or Photos)
and complete the required information.

You can format your text in the ‘Content’ box by clicking ‘Edit with Markdown Editor’. A pop--
up box will appear. Type your text into the blog content box and click ‘done’.

MERIT uses Markdown Syntax for formatting plain text. It is a simple HTML text editor for
basic formatting and is different to Microsoft Word. Rather than typing out a passage then
adding formatting afterwards with mouse clicks and formatting tools like buttons and
dropdowns, Markdown allows a writer to use a very simple set of symbols to denote the

5
desired format of the text. Click the L*_| for examples or search for further Markdown Syntax
guidance online.

Click the Attach’ button to add information, images & Videos. Further information on adding
videos is available below in 9.2 Embed a video on the Overview page.

Click Create when you have entered the blog. Your entry will appear on the Overview tab.

Embed a video on the Overview page

Videos relevant to your project that are hosted on YouTube, Vimeo, TED and Wistia can be embedded
on the Overview tab of your project.

1.

28

Follow steps 1-4 in section ‘9.1 Overview tab: edit or add a new blog’ above, choose

‘Embedded video’ from the ‘Document type’ dropdown list, and paste in the code for the
video.

Navigate to the website hosting the video you wish to embed on the overview tab.
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3. Obtain Video Code.

This step ‘obtain the video code’ may have various methods (depending on the source of
the video). If these instructions do not find a video CODE, please contact the MERIT Team

The code for the MERIT workflow video should be similar to this:

<iframe width="560" height="315" src="https://www.youtube.com/embed/LB2mtec7Uwo"
frameborder="0" allowfullscreen></iframe>

OPTION A
e Open the video.

e Pause the video.

e Click the ‘share’ or ‘embed’ button and copy the CODE associated with the video.

OPTION B

e Open your video.

e Pause the video.

e Right clicked anywhere on the screen. It will bring up a menu:

I .
Oy EmoEd LooE

e  Click on “Copy embed code”.

e  The message below appears:

Internet Explorer

X |

Clipboard?

If you allow this, the webpage can access the Clipboard

\ -
"‘E’ ?) Do you want to allow this webpage to access your
and read information that you've cut or copied recently.
|

f Allow access § Don't allow

Click allow access and then open a BLANK WORD document.
Paste the address into word (for safe holding until you navigate into MERIT).
<iframe width="640" height="360" src="https://www.youtube.com/embed/zcSUQeF3qls"

frameborder="0" allow="accelerometer; autoplay; encrypted-media; gyroscope; picture-in-
picture" allowfullscreen></iframe>
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6. Return to MERIT to paste your video CODE into the ‘Embed video’ field and fill out the rest of

the dialog box.

Embed video

Settings

Privacy declaration

<iframe width="640"
height="360"
src="https://www.youtube.com

v

v

v

Vi

make this document public on the project documents
tab

| declare that all third parties who are identifiable in this
image have consented to the photograph being
published by the Department and that details of this
consent can be accessed by the Department on
request.

7. Click Save.

8. The video may take a few seconds to appear as a thumbnail on the Documents tab and will
appear on the Overview tab if you selected the ‘make this document public’ option from the

pop-up window.

10. Documents Screen

Access Level

Editor

|ZI Admin |Z[ Grant Manager

MERIT Users may submit attachments to demonstrate the delivery of their Project.

This Document Tab is only a viewing screen. It will display document links that, if chosen to, can be
made available to the public. Examples include (but are not limited to) Program logics, plans, surveys,
flyers, photos, videos and sound bites. These types of attachments are added at the project level via
the Admin Tab and may only be edited by someone with Administrator access (See Section
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Edit the Documents).

11. Sites Tab: Adding Project Sites

Access Level EI Editor |ZI Admin |Z[ Grant Manager

Adding site information to a project gives spatial reference to the data contained in MERIT. Spatially
accurate data is more useful for analysis and informing both management and investment decisions.

It is important to create Sites and points of interest (POIs) in the Sites Tab. Sites can be created under
this Tab at any time. For information on Drawing Tools see APPENDIX B: Drawing Tools in the Sites Tab.

In some programs, such as Regional Land Partnerships (RLP) & Environment Restoration Fund (ERF),
Sites, that are created in the Sites tab, will transport to the reporting screens and enable users to
select and/or edit their sites directly in the Reporting Tab for that period. For more information on
using sites in reports/activities please see extension guides for those programs (see ‘ABOUT this
Guide’). Use the NRM MERIT Website to choose the relevant Program Specific Guide (listed on the
right hand side — Under ‘Find MERIT Guidance for:’).

Sites created with the mapping tool in your NRM funding application form are automatically
imported into MERIT. Use the instructions in this section to add new or modify your existing sites
in MERIT.

11.1 Create a site

Currently, only one site can be assigned to an activity form.

1. Click the Sites tab on your project page. Sites already added to the project are on the left of the
screen. They are also indicated on the map.

MERIT demonstrator profcct ___Sitestab

m . ‘ -

¥
-
.
Y
-
-
ae

\ Sites attached to praject

There are three ways you can add a site to a project:

a. 11.2 Add a new site: use MERIT’s GIS tool to create a new site.

b. 11.3 Upload sites from shapefile: upload a shapefile created in other GIS software.

c. directly enter a point. Mainly used for structures of photo-points.
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11.2 Add a new site

1. Click the +New button.
2. Complete the free text fields and dropdown lists. There are three ways to define the extent of
the site:

a. draw ashape,
b. known shape,

¢. or point.
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11.2a Define extent: draw a shape

1. On the map of Australia, zoom in to the area where your site is located.

Eatent of site
-
e ~ e

o 4 - — a0
- ?" N - — |

"Defne extent’ cotiora

Choose a tool and draw your shape. See ‘APPENDIX B: Drawing Tools in the Sites Tab’ for

assistance with using the drawing tools.

Autopopedated data green)
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aggregates data across multiple field

sites, draw one polygon that //\

encompasses all of the sites. Add |
points of interest (POIs) to represent B s ¥
the location of each field site (see /\\ -

11.4 Add Points of Interest)

@ If you have an activity form that : -

2. Click Save changes. The site will be added to the project’s list of sites and the map.

11.2b Define extent: known shape

Try to avoid using ‘known shapes’ as sites. Choosing an entire NRM region as a site, for example, does
not allow a precise indication of activity location.

1. Choose a layer from the dropdown list: NRM, IBRA 7 Region, IBRA 7 Subregion, Australian State
or Local Government Area.

2. Choose a shape from the dropdown list.

3. The data highlighted in green will be automatically populated according to the layer and shape
chosen. The map will zoom to show the extent of the shape.

4. Click Save changes.

5. The site will be added to the project’s list of sites and map.

11.2¢c Define extent: point

1. If you know the latitude and longitude of your site (in decimal degrees), enter them into the
respective text boxes. Don’t forget to include the minus (-) with the latitude. If you don’t know the
latitude and longitude, enter -35 latitude and 150. This will add a point to your map.

2. Click on the map. The data highlighted in green will be automatically populated according to the
location of the point. The map will zoom to show the point, which is indicated with a red locator icon.

3. Use the zoom function (bottom right of map) and click/drag the locator icon to refine the position
of the point. Your mouse cursor will change to a hand symbol, allowing you to click and drag.

4. Click Save changes. The site will be added to the project’s list of sites and the map.

11.3 Upload sites from shapefile

You can add a site to a project by uploading a shapefile generated with GIS software. A site may have
multiple polygons or POlIs if these are uploaded as a shapefile document. Note that MERIT only
recognises points or polygons, not lines.

CD Shapefiles
MERIT recognises shapefiles in a range of formats (coordinate reference systems).

A complete shapefile consists of a .shp file and a set of component files (e.g. .sbx, .pjr, .dbf etc).
The software used to create the shapefile determines the number and type of component files.
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MERIT requires the complete shapefile, including all component files, to be uploaded in order for
it to display properly. To do this, zip the complete shapefile (the .shp plus all of the component
files) into a single file and upload into MERIT.

A site shapefile can comprise multiple polygons or points, each representing a site in the field.
This may be useful if your activity form aggregates data across multiple field sites. Select the
appropriate saving method in your GIS software depending on whether you want the upload to
MERIT to consist of one site comprising many polygons (Option A in the diagram below) or
multiple unique sites (Option B).

GIS
1 Site 1
Qa > e
N
; 4

%

< ' Site 1
®

L 9 Site 2
w Site 3

It is a good idea to name (label) each feature prior to uploading into MERIT. Otherwise, MERIT
will display the shapefile as multiple unidentified polygons/points.

Click the Sites tab on your project page.

Click the Upload button.

Click the Browse button and navigate to the file location.

Select the zipped shapefile, then click Open (all component files in zip format — see above).

Click Upload Shapefile.

If your shapefile consists of single or multiple polygons representing one site (Option A in the diagram

on the previous page), it will be added to the project’s list of sites and map.

If your shapefile consists of multiple polygons that are to be uploaded as multiple unique sites (Option

B in the diagram on the previous page), the following screen will be opened.
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Creabe profect of e Irgam the shap-s file
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Steps 6 to 9 are indicated in the above diagram.

6. Choose the attribute you wish to use as the site name, site description and site ID from the
relevant dropdown lists (if already defined when the shapefile was created in your GIS
software).

7. Alternatively, type a site name, description and ID into the text boxes for each site.

8. De-select any sites you do not wish to upload by un-ticking the box next to the relevant site.

9. Click Create sites. The shapefile you chose will be added as multiple unique sites to the

project’s list of sites and map.

11.3a Download sites as shapefiles.

You can download all your sites from MERIT as a shapefile to use with your GIS software.
1. Click the Sites tab on your project page.

2. Click the Download button.

3. The shapefile downloads as a zip file and can be saved and opened on your computer as
required.
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11.4 Add Points of Interest

Access Level IZI Editor |ZI Admin IZI Grant Manager

Points of Interest (POls) can be added to sites and are most commonly used to record the location of
photo-points. Photo-points can provide a visual representation of vegetation change over time.

@ POls cannot be uploaded from an existing shapefile or spreadsheet.

Refer to Error! Reference source not found. for more information on photo-point photos.

1. Click the Sites tab on your project page.

MERIT demonstrator project

Sites tab
-
+ & Uy & e o
. Q
Name Updated

—

Epx
Gpx
cpx
cpx
egpx
Epx

-

Sites attached to project

-
Either click Edit (] for an existing site or +New for a new site (refer to 11.2 Add a new site).

Scroll to the bottom of the page and click Add a POI in the Points of Interest box.

Enter the latitude and longitude for the photo-point (in decimal degrees).

2

3

4, Fill in the free text boxes and choose photo-point from the point type dropdown list.
5

6 Enter the bearing (degrees) for the direction the photo is taken.

7

Click Add a POI again if you have more than one POl to add. Delete POls by clicking ‘remove’.
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8. Click Save changes at the bottom of the page.

Extent of site

=y 4 New South Wales (including Coastal Waters)
Camden (A)
(CGI Hawkesbury-Nepean
v 595 Cut Hill Road, Cobbitty NSW 2570, Australia
iy, Cleared, non-native vegetation, buildings
= Cleared, non-native vegetation, bulldings

Cut+il A

=
¥ Points of interest @
Name
Point of interest #1 .
| Dropdown list
- T - |
- —, 00 Bearing (degrees)
Map dats ©2014 Google 200m L—— 1 Terms of Use Report @ map error -33.98387274314645 150.64724120903014

Remove

Save changes

Add POI

o
7 £ 1;\2) ~ Define extent using: draw ashape  [~]
Lecatoricon L S e N e N B + PO box
CXEXTIR) 0.01211879984905818

11.5 Manage your sites

Sites can be viewed, edited or deleted from a project during any phase.

1. Click the relevant action icon next to the site you wish to edit, view or delete.
1 #* Add to favourites
MERIT demonstrator project Sites tab

Actions:| 4 New | & Upload | & Download | @ Delete TS -

Show 10 [ entries Q &

F Name Updated aﬁa’»}w \Z‘obﬂ(

@] zeox site x 23-02-2016 é

Il ¢e®x | testsie 21-07-2016 ;

fll geox [ restsie 20-07-2016 &5

m cex test 42 12-08-2016

[} ceox test site 10-09-2015

[} zex site 123 08-09-2016 «%’@_ QZ»

o ¥ Rivet
] zeox site a 02-09-2015 \/
Showing 1to 7 entries Previous [| 1 ] | Nexk
Google Map data 2016 Google  Terms of Use  Report a map error
Actions
@ There are 3 actions for a site attached to a project:
r . .
G Edit ® View x Delete

11.6 Edit a site
1. To edit a site associated with a project, click Edit .
2. Make the necessary changes and click Save changes. Refer to 11.2 Add a new site for

instructions on how to refine the location or shape of your site.

38




MERIT User Guide - June 2020

11.7 View a site

2.

To explore a site associated with a project, click View.

This displays the site information, plus the projects, points of interest (POls) and activities
associated with the site. See 11.4 Add Points of Interest for more information on POls.

Location data for the site can be downloaded as a shapefile by clicking Download Shapefile
under the map and following the instructions.

The shapefile can also be viewed using the ALA’s spatial portal by clicking View in Spatial
Portal under the map. This feature enables users to consider the site in relation to hundreds of
different spatial layers contained in the ALA portal.

To return to your project page, click the project’s name in the list under Projects associated
with this site.

River Patch - -—

Projects associated with this site

Click to return to project

Points of interest at this site
Download site shapefile

Activities at this site

ALA Spatial Portal

11.8 Delete a site from a project

1.
2.
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Deleting a site from a project breaks the association between it and any activities to which it is

attached. The site, and any associated photo-point data/images, will be removed from the
relevant activity/ies.

To delete a site associated with a project, click Delete x .

To delete multiple sites, tick the boxes for the sites you wish to remove and click Delete.
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12. MERI Plans and Reporting

Phase

This plan has been approved

Access Level

M

Editor

M

Admin

|

Grant Manager

As explained at the beginning of this document, (See ‘ABOUT this Guide’), Part A refers to information
available to all users (including the public). Part B and C are designed for MERIT users who have
Editor/Administrator access and need to perform functions that are the same across all programs.

MERI Plans and Reporting requirements differ across NRM programs (maintained in the tool).
Therefore, these functions will be provided in the extensions to this guide, alongside other information
that is specific to those NRM programs. Use the NRM MERIT Website to choose the relevant Program
Specific Guide (listed on the right hand side — Under ‘Find MERIT Guidance for:’).

MERIT Guide for NRM Funding recipients and the Public

PART A - Information for the public

PART B — Get Started as a MERIT User

PART C - Managing generic screens

PART D - Program Specific Guides

RLP / ERF

ESP

REEF

LEGACY

Bushfires
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WANT MORE INFORMATION?

Click the Help link on the MERIT menu bar to read answers to frequently asked questions.

Click the About link on the MERIT menu bar to read recent news and information on enhancements
and fixes.

Important news is also sometimes included in a pop-up box that appears when you log in to MERIT.

Use the NRM MERIT Website and choose from the relevant Program (listed on the right hand side) to
find the Program Specific Guide.
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GLOSSARY OF TERMS

Administrator:

A level of access in MERIT. It enables you to view all information for your project,
input, edit and submit project data and reports to the Department; and assign user
roles to other people (e.g. project managers, sub-contractors).

Department The Australian Government Department administering the NRM funding

Description The description of your project, which you provided in your project application.

(project) The project description appears on the Overview tab of a project page in MERIT.
This is the field visible in the public domain.

Editor A level of access in MERIT. It enables you to view all information for a project, as
well as input and edit activity data. It does not allow you to submit reports to the
Department or assign user roles to other people.

Funding an individual or organisation that has received funding for a project through an

recipient Australian Government NRM program e.g. Grant recipient:

Grant manager

Departmental Grant Manager (officer) who manages projects funded by Australian

(Project Government NRM programmes in cooperation with the funding recipient. Also
Manager) known as Project Manager.
MERI Simple concepts that, when applied, help us understand what is being achieved

and help identify possible improvements, for projects and programmes:
. Monitoring: the collection of data and information.

. Evaluation: analysing the monitoring data and assessing what it means. Based on
this, informed judgements can be made about the success of a project or
programme and improvements can be identified.

. Reporting: communicating what we have found out through monitoring and
evaluation. It is about sharing information, including about achievements and
lessons learnt.

. Improvement: using this information to improve the way things are done.

NRM program

Australian Government funded NRM programs, such as National Landcare
Programme.

Outcomes The tangible and measurable changes resulting from maintenance of and/or
improvement in NRM assets (e.g. vegetation condition change, recovery of
threatened species). These may be immediate, intermediate or longer-term
outcomes.

Outputs The tangible (measurable and practical), immediate and intended results to be

produced through NRM investment (e.g. area (ha) of revegetation completed).

Output Targets

The total project outputs that a project has committed to achieve. These are
captured from your MERI plan and displayed at the bottom of the Activities tab of
a project page in MERIT.
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Phase:

There are three phases for project MERI plans (displayed on the Admin/MERI
plan sub-tab): not yet approved, submitted but not approved, and approved. The
phase determines the actions that can be undertaken:

Phase Edit Project Plan? Rec

Yes No

This plan has beer bmitted for approval

The project plan has been submitted but not yet
approved by the Departmental grant manager

This plan has been approved No Yes

No No

Point of
Interest

This is a marker for a specific geographic location which can be added through
the Sites tab of a project page in MERIT or via an activity form (for photo-points).
Funding recipients can use this to mark a range of features which will be useful to
them such as the location of specific plantings within a larger site or the location of
threatened species.

Project
member

A MERIT user (editor, admin or grant manager) who has been given access to a
project in MERIT

Project MERI
plan

This is a document prepared by funding recipients to clearly set out the project
activities to be undertaken, and the intended outputs and outcomes of the project.

Site

A defined geographic location relevant to a project. Sites can be defined using the
mapping tools available in the Sites tab of a project page in MERIT. Funding
recipients can create sites at their discretion which allow them to represent their
project. In some instances, it may be preferable to identify a site as a whole
project area, or alternatively as several more specific smaller areas.

Acronyms

ALA: Atlas of Living Australia

MERI: Monitoring, Evaluation, Reporting and Improvement

MERIT: online Monitoring, Evaluation, Reporting and Improvement tool

NRM: Natural Resource Management
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APPENDIX A: MERIT Workflow

There are two main phases for reporting in MERIT: planning and reporting. The diagram below demonstrates the MERIT workflow from creation of a project shell to
final approval. The steps relevant to funding recipients are covered in these guidelines.

Planning Reporting
MERIT Team Funding Recipient Grant Manager Funding Recipient Grant Manager
Proiect Shell Planned Activities : :
créated . MERI Plan  submit for approval | PR Add Activity  Colanae Assess External
MERIT Output Targets e Report e

1
1
1
:
D!
1
1
1
1

Create Sites and Points of Interest
Attach a Site to an Activity

. 2 This plan has been e .
This plan is notyet approved i e e e This plan has been approved

O If an approved project MERI plan requires amending, contact the Grant Manager to enable modification of the project MERI Plan. Edit the plan and resubmit for
approval.

O If a submitted report is rejected because the project MERI plan requires editing (e.g. an activity form has been omitted), the Grant Manager will enable
modification of the MERI Plan. Edit the plan and resubmit for approval. Once the plan is approved, add/amend activity data and resubmit the report for approval.

44



MERIT Primary User Guide - May 2020

APPENDIX B: Drawing Tools in the Sites Tab

The table below contains a legend of the drawing tools available in the ‘Sites’ tab. These differ to the
drawing options in the Reporting forms (for projects under the RLP Services Agreement; See Part D). If
you are after options available in other extension guides, please visit the NRM MERIT Website to choose
the relevant Program Specific Guide (listed on the right hand side — Under ‘Find MERIT Guidance for:’).

A Ready Reckoner and_‘On-ground Investment Location Data Capture, Management and Sharing
Standards’ both provide guidance on RLP mapping requirements.

Extent of site

- bead s L I — e T

The drawing tools above are available in the Sites Tab only allow one map per site. However, multiple
sites may be uploaded. The mapped areas cannot be edited (only redrawn). The drawing tools include:

Top left corner of Map. The user may choose a viewing preference:
- Map: displays google map view. Click on the down arrow again to choose

Satellite - whether to include ‘Terrain’ information.

- Satellite: displays google satellite view. Click on the down arrow again to choose
whether to include ‘labelled’ information.

Map -

Toggle view. Top right corner of Map. Enables full screen view of Map.

rA
L Note: Full screen view doesn’t provide drawing tool options.
F Zoom in (standard mapping function). Bottom right corner. You may either; click this

button and move the screen to find your location; or double click your mouse to zoom
in on the area you want. The screen will zoominto |10 m

Zoom out (standard mapping function). Bottom right corner. Click this button to zoom
out and include a larger area on your screen.
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0

Drag. Allows user to drag the screen to get a better view of the location they are
seeking.

O

Circle. These may be used for an uncertain planned area. Click this button. Move
your cursor to the location where you would like to start the radius point. Drag the
circle to the size required.

Square. This shape cannot be edited into rectangles or rotated. Click on this button
and move your cursor to the location where you would like to start. Click the mouse
to start and then drag the square in the direction to cover your project.

Polygon. Allows users to map one area. Click on this button. Move your cursor to the
location where you would like to start. Click the mouse to start and at each time you
want to change direction. Double click on the last point and the system will link that
point to the 15t point you clicked. Any further polygons created here will replace the
previous drawing.

B

Delete. Deletes the shape/s created on the screen. Click this button and all shapes
will disappear. Once you are happy with the changes click the Save changes button
(below the map). Beware of pressing the cancel button. It will undo your deletion and
force you to leave the screen. This will return you to the MERIT Home page (where
you will need to find your project again.

Edit. Edits any shape that contains a dashed line. Click this button and move to the
handles (major points) or markers (minor points) and drag to edit a feature. Once you
are happy with the changes return to the edit button and click Save ||:| Save  Canesl |
pop-up feature. The cancel button will undo your changes to the original shape/s
before you pressed edit.

Australia. This button resets your map view to centre on the whole of Australia.
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Zoom to location. Line of drawing tools. This button will only be valid if a shape has
been drawn on the map. Click this button to zoom directly to the area on your screen.
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APPENDIX C: GUIDELINES FOR TAKING PHOTOGRAPHS

Photo-point

Setting up and using a photo-point to obtain a time-series of photographs of the same feature is an
effective way of keeping a photographic record of change. A photo-point is a fixed point on the ground

from which photographs are taken along a fixed bearing. In this case the photo-point * is located 5
metres from the start of the transect, and is the only fixed position from which plot images will be taken.
The reference marker. (located at the start of the transect) and the alignment marker@ (located 20
m along the transect) will act as ‘sighter’ posts for taking the fixed image (see below image). These posts
should be in the centre of the frame so the image captures equal areas of the left and right sectors of
the plot (i.e. the photo is aligned directly along the transect bearing).

50m

* = photo point

. = orientation point

o =alignment point

20m * .. ........... O_ ..........................

The fixed photo can be oriented in landscape or portrait. A rule of thumb is to use landscape where you
can adequately capture the overstorey canopy, otherwise use portrait (normally for taller forest and
woodland types). Future photos taken from the photo-point will always use the same orientation as the
initial photo. Orientation and transect bearing will be recorded on the pro forma in the Standard and
Abridged Field Guides. Always stand (do not sit) when taking the plot photo, so that images are always
taken at eye level.

If a shrub or some other feature is obstructing the line of site along the transect, then ignore it and take
the image anyway. Obstructions come and go over time. The important thing is that photographs
provide a visual record of vegetation change.

Disturbance to the site should be minimised for taking photographs. For example, do not physically
remove objects to create a better line of sight, and minimise the level of trampling between the photo-
point and the sighter posts. It is best to record the fixed image immediately after delineating the plot,
rather than after completion of field survey.
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Opportunistic photographs

Taking field images of interest in addition to the fixed photograph is encouraged. These may include
photographs of:

- native plants and animals,

- habitat features (e.g. hollow-bearing trees, bird nests, coarse woody debris),
- weed infestation before and after intervention,

- disturbance incidents (e.g. wind throw, floods),

- ‘typical’ stands of the vegetation type in and around the plot, and

- the surrounding landscape.

The position of the photographer in relation to the transect (i.e. transect distance and perpendicular
distance right or left) and the photo bearing should be recorded on the pro forma so that the feature
can be revisited updated images possible recorded during future monitoring.

Image nomenclature

The image taken at the photo-point should be named after the Project and Plot ID, with a prefix for the
year in which it was undertaken, and a ‘P’ to indicate it is the standard plot photo.

For example: CFOC0208 Plot01 2012 P

Additional images taken at other points in the plot, or perpendicular to the plot transect, should use the
same nomenclature, but with a trailing number to show that it is an opportunistic rather than the
standard image.

For example: CFOC0208_Plot01_2012_1; CFOC0208_Plot01_2012_2; CFOC0208_Plot01_2012_3 etc.

Intervention-specific images taken at other photo-points should use a similar naming convention so that
images can be conveniently associated with the project ID, the intervention, and the year of sampling.
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