
Module 5: The 
WorkBench



What is the WorkBench?

● The WorkBench offers the following features:

○ You can import data from CSV, TSV, TXT, XLS, and XLSX files

○ Create, view, and edit data in a gridview

○ Visualize georeferenced object information in GEOLocate and 
GeoMap

○ Convert geo coordinates into different formats

○ Export and reimport data sets while retaining the mapping



Before You Begin



Preparing Data

● Data is often captured in one or more other 

systems before being ingested to Specify.

○ In most cases, data must be accessible in 

spreadsheet (CSV, Excel, etc.) form before it can 

be ingested into Specify.

● The mechanism for exporting depends on 

the source of the data

● Once exported, data is frequently 

disorganized or lacking standardization. .csv



Standardizing & Cleaning Data

We strongly recommend that you use 

tools like OpenRefine, Excel, Python, or 

other tools to clean, organize, and parse 

data to prepare it for importing.



Standardizing & Cleaning Data (OpenRefine)

Transform Text Find Misspellings Parse Names



Standardizing & Cleaning Data (OpenRefine)

Standardize Dates Find and Resolve Duplicates



How do you create a data set?

Select WorkBench in the navigation menu.

You can either Create a New Data Set  or Import a File.



You can choose a file and 
see a live preview.

Select encoding, delimiter, 
name.



Upload Plan 

Upon creating or uploading a new data set, you will need to define an 
upload plan. 



Base Table

A new record must be created for each row in the 
base table you choose. 

● If your base table is “Collection Object”, each 
row is a new record.

● If your base table is “Determination” and you 
are adding new Determination records to 
existing Collection Objects, each row in the 
data set will be a new determination, but the 
Collection Objects can be ‘matched’ as 
already existing.



Base Table

If you have uploaded or 
created data sets in the 
WorkBench before, you can 
select "Choose Existing 
Plan." 

If some or all of your 
column headings match 
those in the other data set, 
the same field mapping will 
be used for that column.



AutoMapper

If you import a file, 
WorkBench reads the 
existing column headings in 
a data set and map them to 
Specify fields using the 
‘AutoMapper’.

It automatically associated 
many of the imported 
spreadsheet columns with 
its fields in Specify.



WorkBench Mapper

The WorkBench Mapper 
allows you to select a 
column in the data set and 
map it to a Specify field 
name.

The active/selected column 
will have a gray background. 
You can use the Map 
Explorer or the drop-down 
menus to assign each 
column a field.





Mapper Tools

Must Match
Opens a window allowing you to select 
which table’s data must match 
existing records.

This can be useful for preventing 
duplication when uploading, 
particularly for Agent, Geography, 
Taxon, and other trees.



Mapper Tools

 The gear icon to the right of the column allows you to modify its matching 
behavior, change empty value behavior, and set a default value.



Match Behavior

Ignore when Blank
This is the default matching 
behavior. This means that 
blank values are considered 
“null”.

Always Ignore
Ignore the value in that column for matching purposes only.

For example, if the “Author” value differs slightly from an existing Taxon record in 
your database but matches other mapped fields like “Name,” it won’t stop it from 
matching existing records during the WorkBench upload.



Match Behavior
Always Ignore (cont.)
When importing new taxonomy 
data or collection object records, 
skip non-essential matching fields 
with potentially slightly different 
non-essential data to prevent 
duplication.

Never Ignore
This will force the WorkBench to never ignore 
the value of the field, so even if it is blank, it will 
require that records matched to it also have a 
blank value in that column.



Matching Behavior

Allow Null Values
This checkbox allows you to configure whether 
empty values are considered “errors” or not 
when validating. If unchecked, all empty cells in 
this column will be considered errors after 
validation completes.

Use Default Value
You can establish a default value for all 
entries in a column if no conflicting value 
exists in the imported spreadsheet or data 
set entered by the user.



Mapper Tools

 The X button on the far left of the column mapping will clear the 
column’s mapping.

When an unmapped 
column is selected, 
AutoMapper will 
suggest one if it has 
a recommendation 
available.



The Map Explorer allows you to visualize the process of 
mapping each column in a data set.

The fields presented under each table that have no icon to 
their left are children of their parent table that appears at the 
top.



When you see an icon (       ) to the left of a field, it means that it is a 
table. Upon clicking on that item, you will see another list appear 
allowing you to either choose a field from it or go into another 
sub-table.

You can double-click on the item to map it or click on Map and move 
on to the next column.



Outside of the Map Explorer, you can also map items directly in-line 
with the drop-down menus for each column’s mapping.



Grid Editing
Grid editing enables Data Sets to be modified like a spreadsheet.



Grid Editing

Grid Editing
You can interact with any cell, column, 
or row by selecting it. You can 
navigate the grid with your mouse or 
use keyboard navigation with the 
arrow keys.

Modifying the Grid
By clicking and dragging on a column 
header, you can rearrange the table’s 
column order in seconds.

Rearrange Columns
Columns can be rearranged by dragging and 
dropping.



Sort Columns



Select Entire Rows or Columns



Auto-Incrementing

In order to automatically create new catalog numbers (or 
new values in other auto-incremented fields) you need to 
insert the format for the field into the cell.

For example, if your catalog 
number is formatted as a 
9-digit number you need 
to insert #########:



Context Menus
When you right-click on a cell, 
you will be presented with 
several options:



Error Cells

Error cells will notify you 
with a potential solution 
or explanation for why 
there is an error. A tooltip 
will appear when 
hovering over an errored 
cell.

In most cases, you will 
have to manually edit to 
solve the error.



Disambiguation (Multiple Matched Records)

If a record is being matched to 
those that exist in the database, 
it may match more than one 
possible record. See Matching 
Behavior.

In the case that multiple 
records are returned, you can 
disambiguate these results by 
comparing the matches.



Agent Disambiguation
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Uploaded Cells

After uploading the Data Set into the database, the new cell’s right-click 
context menu will link to the record that was created from the cell.



WorkBench Grid Editing Guide



Find & Replace

After uploading the Data Set into the database, the new cell’s right-click 
context menu will link to the record that was created from the cell.



Share Upload Plans

Users can transfer data set 
ownership between each other, 
given all users have permission to 
the same collection.

Users can also export upload plan 
mappings as JSON files which can 
be imported using the same 
mechanism.



Search Options

You can search for 
values in cells in 
Search. This can be 
used either as a regular 
search function or to 
replace what was 
searched with 
something else. Click 
on the ⚙ icon and you 
can configure:



Cell Navigator



Recap: 
Dependent vs. Independent



Dependent Relationships
A dependent relationship means that the 
existence of a record in the “child” table 
depends on the existence of a record in the 
“parent” table. 

● When using the WorkBench, you can 
upload new dependent records and link 
them to existing records in the database.

We are linked to 
you!



Independent Relationships
An independent relationship means that 
the related record can exist on its own, 
regardless of whether it is referenced by 
another record. 

● You cannot update links to 
independent records using the 
WorkBench; instead, you must use the 
Batch Edit tool.

You are 
linked to me!



Use Cases



Creating new Collection Objects



Populating a Tree



Adding Citations



Adding Preparations



Adding Determinations


