
OpenGround Data Entry User Guide
The material contained within this user guide is designed to provide an introduction and ref-
erence for the OpenGround Data Entry package.

What is OpenGround Data Entry?
The Data Entry Module is built into every version of OpenGround Professional and 
OpenGround Professional. However, if you have staff that only need to enter or edit data, then 
you can simplify the process for them and reduce costs, by buying standalone Data Entry Mod-
ules.

All Data Entry profiles created in OpenGround Professional can be used by the Data Entry 
Module and data entered and edited via the Data Entry Module is immediately accessible to all 
other users of OpenGround Professional.

How to use this guide
Primarily, this document is structured to deal with concepts and functionality in a logical and 
theme-based manner. As such, the guide can be read progressively.  At the start of each 
chapter you will find an introduction section that gives you an overview of the capabilities of 
the system related to the chapter.  You may find it useful to start by reading these introductions 
only as this should give you an overview of what OpenGround Data Entry can do and which 
parts you need to learn more about. Further information can be found regarding a topic by the 
use of the related articles section of each page or elsewhere on Bentley Assist.

Conventions used in this Document
Numbered paragraphs are used to describe step by step instructions on a task or series of 
related tasks. Bold Italic text denotes an item on the interface such as a menu option, com-
mand button, or listed item. Within this, the pipe (|) symbol denotes options on a cascading 
menu - as in Manage | Tests. Other Italic text is used to refer to proper names or emphasise a 
phrase, word or sentence. Bold text is used to indicate the actual contents of an editable field 
or box, or what the reader should type into a box
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System Overview

The Data Entry Module is a standalone program that functions in the same way as the Data 
Entry Tool within OpenGround Professional. Users that perform a lot of data editing will benefit 
from the program as it is accessed outside of OpenGround Professional and only has the 
necessary functions to add/edit data. The Module will allow you to add new records to an exist-
ing project, edit existing data within the defined data entry profile grids and also handles doc-
ument management. In essence it is a companion tool to OpenGround Professional.

The following guide will outline and explain all of the various functionality you can get out of 
the Data Entry Module. For further information, please see the OpenGround Professional User 
Guide. 

Connecting to an Existing System
When you open the Data Entry Module the initial login screen is displayed. This should be 
familiar if you are using OpenGround Professional. If you are using this in parallel with 
OpenGround Professional and as such is sharing the same network, then there should already 
be a list of all current Databases available for selection. If the required database is not cur-
rently displayed due to it being on a different network server then you will have to add the con-
nection manually. 

15 May 2020 Page 3 of 22



To add a database manually click on the Manage Connections tab and then select New Con-
nection 

The connections screen will then appear allowing you to define the new connection. Enter the 
values as required. Further information on the connection details are listed below.

Name - This is the name used to identify this connection.

Database Name - This is the name of the database within the SQL Server.

Server - This is the name of the server where the database is stored. If the server is dis-
coverable on the network then the option for Browse for Servers can be used to select the 
server from a list of machines.

Use Windows Authentication - If the SQL Server interface is accessed through the use of the 
current users Windows login details then select this option. If this is not the case and the SQL 
Server has a separate login then use the login details listed below.

Username - The login name used within SQL Server.

Password - The password used within SQL Server. 
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Set As Default Connection - Set whether this connection will be shown as the default con-
nection when first booting OpenGround Professional.  

Select the Test Connection option to ensure that the details entered above are correct. Select 
the Save option to store these connection details.

Creating a New Database
It is not possible to create a new database through the Data Entry Module itself, as previously 
stated this is a companion software application to OpenGround Professional. If you wish you 
create a new database please consult the OpenGround Professional user guide.

Project Selection and Data Entry Profile Selection
Once connected to a database you will immediately be displayed with the Projects Grid. This 
is a mirror of the Projects Grid within OpenGround Professional. You can you the grid filters in 
the same way to search and filter for the appropriate project.  If you wish to clear filter and/or 
sorting just select the relevant tabs visible in the below image

Double click on a Project to enter it. After selecting the appropriate Project, you will be able to 
select one of the available data entry profiles from the drop down list.  Each Profile will be set 
up to enter specific categories of data, such as, cable percussion field data, or laboratory test-
ing. The Data Entry Profiles are set up in Configuration Packs within OpenGround Pro-
fessional. For information of setting up Data Entry Profiles please consult the OpenGround 
Professional User Guide.

 

Navigating around A Data Entry Profile
Each Data Entry Profile is made up of one or more steps and each step can contain one or 
more data entry grids.  The image below shows how the system looks for the second step of 
the Cable Percussion profile.  
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To increase the efficiency of data entry each Data Entry Profile can be navigated using the key-
board or the mouse.

The active grid is the one with the orange tab.  In the illustration below this is the "Cable Per-
cussion Drilling details".  Pressing the [INSERT] Key on the keyboard will insert a new record 
into the active grid.

You can make a different grid active by either clicking on it or by using the [CTRL] and [TAB] 
keys to cycle through the grids on the page.

You can navigate between steps by using the forward and back buttons on the navigation sec-
tion of the Ribbon or by selecting the required step from the step dropdown list on the left of the 
Ribbon.  You can also navigate between steps using the [CTRL] key and the left and right 
[ARROW] keys.  [CTRL + LEFT] goes back a step and [CTRL + RIGHT] goes forward a step.

You can jump between locations by using the location dropdown between the Ribbon and the 
Data Entry grids, or by using the left and right arrow button to the right of this download list.  
Clicking on the Show Location Grid button will display the normal OpenGround Professional 
Location Details grid at the top of the form, this grid is useful if you have a large number of loc-
ations in your project or wish to use the filtering options on the grid to find your required loc-
ation.
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You can also navigate between locations using the [CTRL + UP] and [CTRL + DOWN] arrow 
keys on your keyboard.  [CTRL + UP] selects the previous location and [CTRL + DOWN] 
selects the next location.
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Copying Data

If you select any row on a grid it will appear as a grey row as shown below.  You can then use 
the [CTRL] and [INSERT] key on your keyboard to make a copy of this row.  The data in the 
new row will be exactly the same as the selected row but may contain different default values.
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Document Manager

It is also possible to add documents directly to locations or their corresponding records directly 
within the Data Entry interface.

Press the View All option to view all of the documents currently associated with the current pro-
ject.

Press the View Selected option to view the documents currently stored against the selected 
record.

Any record that has a document associated to it will have the following symbol in the farthest 
left column;

Press the Upload option to browse through to a file to upload to the database and associate it 
to the record.

Further information on Document Management can be found under the Document Man-
agement section of this guide.
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Switching Between Data Entry Profiles

Pressing the Switch Profile Button allows you to easily navigate between all the set up Data 
Entry 

Profiles configured to that project

.
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After selecting a different profile click Open to confirm and enter. Once inside you can continue 
to work in the same manner as you did on the previous profile.
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Using Control Grids 

When you enter data into a grid you will see that the parent data is not included in the grid. For 
example Location ID is not included in any of the data grids because you select which Loca-
tion to enter data for from the dropdown or location grid before you enter the data.  

When you are entering data that belongs to grids that do not directly link to Location you will 
see a controlling grid on the screen.  Controlling grids are always used for water strike data 
that belongs to Water Strike general and laboratory testing data that belongs to samples.

The image above shows a controlling grid for water on the left hand side.  If you have nothing 
selected in the controlling grid then you will be unable to enter anything into the grid on the 
right.  To active the grid you need to click on the row in the controlling grid.

You cannot enter data into a controlling grid and you will notice that there is no orange bar to 
click to add the data on the controlling grid above. 
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User Guide-Entering Data

You can add data to any grid by clicking on the orange row at the top of the grid or by using the 
[INSERT] key on your keyboard.  When you add an item you may see that some of the values 
are already entered for you.  These items have been set up as default values for the grid.  In 
the example below it can be seen that the first Depth Top will default to zero, the Depth Base 
will default to the final depth of the location and the Type will default to 'CP' (because this is 
the Data Entry Profile for CP locations).

You can use the arrow keys or [TAB] and [SHIFT +TAB] to navigate the row and simply type 
into any of the cells to enter data in exactly the same way you would using the normal 
OpenGround Professional grids.  Once you have added all the data for a row, press return on 
your keyboard to save the data.
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Editing Data

All grids are always in edit mode so the data on any row of any grid can be edited directly by 
clicking on the cell and typing your edits.  

To cancel the edits to the current cell press the [ESCAPE] key.  You can cancel all edits on a 
row by pressing [ESCAPE] a second time. 

If you wish to mass update/edit grid items simply select the Bulk Update tab 

Select the field you wish to update and the data to be mass populated and click Save
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Shortcut Keys

Short cut keys are vitally important when using the data entry screens

[INSERT] Insert a new row
[Ctrl] + [INSERT] Copy of the current row
[TAB]Move to next cell
[SHIFT] + [TAB]Move to previous cell
[CTRL] + [TAB]Go to next grid on the screen
[CTRL] + [SHIFT] + [TAB]Go to previous grid on the screen
[CTRL] + [RIGHT] + [ARROW]   Move to next step
[CTRL] + [LEFT] + [ARROW]Move to previous step
[CTRL] + [DOWN]Move to next Location
[CTRL] + [UP]Move to previous Location
[CTRL] + [D]Add documents

A full list of shortcut keys is available through the Shortcut Keys icon on the Help Ribbon
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Inserting Multiple Records

If your data entry defaults have been set up correctly, you can add multiple rows by repeatedly 
clicking the INSERT key on your keyboard.  This is ideal for data entry for repetitive items such 
as blow counts for dynamic probes.  The image below shows the result of hitting the INSERT 
key 14 times on the Dynamic Probe entry screen.  Once these records are inserted you can 
simply use the arrow keys and the keyboard to quickly enter the blow counts.
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User Guide-Saving and Retrieving Data

Data is saved and retrieved from the database automatically as and when you leave the row, 
select a new step or location.  You will be able to immediately access the data in the normal 
OpenGround Professional grids as soon as it is saved.

It is however important to note that any grids of data that were already open when you 
launched the Data Entry Tool will need to be refreshed before they show the new data.
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Deleting Data

Data rows can be deleted by selecting the row, right clicking and selecting Delete from the pop 
up menu.
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Previewing Logs

At any time during the data entry process you can view the borehole log by clicking on the 
Quick Log button on the main Ribbon.  This will display the quick log form and toolbar and give 
you access to all the log previewing features of the main OpenGround Professional applic-
ation.

The default log that is displayed will be the default template setup for the location type in the 
main OpenGround Professional project / config pack configuration > manage templates. i.e. 
the same defaults that are setup for Quick Logs. You can print the logs and/or save via pdf if 
you wish to much like you can using OpenGround Professional, you can also use the zoom 
functions and set log orientation using the appropriate tabs.

The Log Preview window can be moved to a second window if you prefer so that it can be eas-
ily refreshed and checked as you enter data into the profile.
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Using Control Grids 

When you enter data into a grid you will see that the parent data is not included in the grid. For 
example Location ID is not included in any of the data grids because you select which Loca-
tion to enter data for from the dropdown or location grid before you enter the data.  

When you are entering data that belongs to grids that do not directly link to Location you will 
see a controlling grid on the screen.  Controlling grids are always used for water strike data 
that belongs to Water Strike general and laboratory testing data that belongs to samples.

The image above shows a controlling grid for water on the left hand side.  If you have nothing 
selected in the controlling grid then you will be unable to enter anything into the grid on the 
right.  To active the grid you need to click on the row in the controlling grid.

You cannot enter data into a controlling grid and you will notice that there is no orange bar to 
click to add the data on the controlling grid above. 
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Further help

For futher assistance, please consult our help site at the following link;

https://communities.bentley.com/products/geotechnical1/w/wiki/48099/openground-cloud

This includes a variety of helpful resources, including instruction videos, downloadable test 
definitions and support articles.

Queries can be raised directly with us via one of the following methods:

Email: support.gim@bentley.com

Raise a Service Request: https://apps.bentley.com/srmanager/ProductSupport

Telephone: +44 (0)1527 68888
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Useful Web Links

Bentley homepage - https://www.bentley.com/en/products/brands/openground

This site acts as our shop window to the world, keeping users informed of changes and events 
relating to Bentley products. New users are advised to provide their password details to allow 
them access to the site. Other pages of the site also provide access to details of our training 
courses, support articles and account management.

Association of Geotechnical and Geo-environmental Specialists (AGS) - www.ag-
s.org.uk/aboutus/welcome.cfm

This can be particularly useful for those who are working with the AGS format. The site allows 
the download of the AGS Notes for Guidance that outlines the correct use of the format. We 
recommend that all users obtain this document (and are unable to distribute ourselves for copy-
right reasons). Additionally, the site includes discussion areas to debate AGS related issues.

Geotechnical Data Hub- www.geotechnicaldatahub.com

An open forum for geotechnical professionals, engineering geologists, data producers, data 
managers and GIS professionals to talk about data management subjects.

www.twitter.com/Bentley

www.linkedin.com/company/Bentley
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