
How to submit records to the 
National Biodiversity Data Centre

All sightings of wildlife are of value, and submitting them to 
the National Biodiversity Data Centre means they are stored 

safely and can be used to held conservation. Submitting 
records are easy – just follow the 10 step below. 



Step 1: Click on the ‘Record biodiversity’ image

Sightings can be submitted to the Data Centre through 
the on-line records submission from



Step 2: Click on the ‘Submit records’ tab



Step 3: Choose the taxonomic group of your record 



Step 4: Fill in the details of the sighting- the six items highlighted in red must be 
completed to generate a valid record. Filling in the other fields is optional.



Step 5: A grid reference for the sighting can be generated by 
clicking on the blue ‘Click to get a grid reference’ text.



Step 6: Zoom in to where the sighting was made.



Step 6: Zoom in to where the sighting was made. In 
this example a Common Blue butterfly was seen 
near Keel, Achill Island, Co. Mayo.  Click on the 
exact location. 

Step 7: When you are satisfied 
that you have selected the 
correct location, click ‘confirm’ 
above.



Step 8: Begin typing the name of the species 
you saw, and predictive spelling will shorten the 
list of options available as you type



Step 9: Select the species you saw by clicking on 
the correct name. Step 10: When you are sure all details are 

correct, click ‘Save Record’ button to save your 
record details. 


