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If you're not new to the report...

You will see that:

* The annual report process hasn’t changed
* LIbPAS exercises cover familiar features

But you'll also learn:

* The connection between annual reports and funding
* Where things are now (dpi.wi.gov URLs changed)
* New data being collected for FY2016
« Some tweaks to the LIbPAS user interface
* As much about LIbPAS comparison reports
as time today allows IV;UBLIC \6&
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Topics for Today

Public Library Services Funding
Framework

The Annual Report Calendar

2016 Public Library Annual Report
LIbPAS* Online Reporting System

Nine Things to Remember

* Counting Opinions Library Performance Assessment System
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Funding Framework

The Public Library Development (PLD) Team has
documented the funding framework within which
state aid to public library systems and LSTA Grants
to States funds are disbursed.

* For systems to receive state aid, they must comply
with statutory requirements that include member
library compliance with Chapter 43.

* Only libraries and systems in compliance and good
standing are eligible to receive LSTA funds.

For more information, visit

[INSTRUCTION


http://tinyurl.com/PL-Funding-Framework

The Annual Report Process

Send annual report questions
to: LibraryReport@dpi.wi.gov

October November

« PLD begins revising LIbPAS for the
2016 public library annual report.

* PLD prepares drafts of accompanying
forms, instructions, and other support
material.
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The Annual Report Calendar

Send annual report questions
to: LibraryReport@dpi.wi.gov

December

e Early in the month, PLD sends initial email to libraries
via LIbPAS and verifies emalil addresses with systems.

« Mid-month, PLD sends pre-fill Excel files to systems.

« Late in the month, PLD posts support material for the
2016 annual report at

 Libraries can be compiling annual report information
on the annual report data entry worksheet.
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dpi.wi.gov/pld/data-reports/ annual-report

The Annual Report Process

Send annual report questions
to: LibraryReport@dpi.wi.gov

January

Early to mid-month, PLD receives and uploads
pre-fill annual report information from:

v Library systems
v"Wisconsin Public Library Consortium (WPLC)

v'Resources for Libraries and Lifelong Learning
(RL&LL).

Mid-month, PLD opens LibPAS data collections.
Public libraries begin entering annual

report data. pusLic €,
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The Annual Report Process

Send annual report questions
to: LibraryReport@dpi.wi.gov

February

Public libraries finish entering 2016 annual
report data and “Submit” in LibPAS.

Library boards approve/sign annual reports
and forward copies to their systems and
municipalities.

Library systems review, recommend

revisions, “Approve” in LibPAS, and send

one copy of each library’s report to the DPI

no later than March 1, 2017. BSOS 6&
PUBLIC §
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The Annual Report Process

Send annual report questions
to: LibraryReport@dpi.wi.gov

March April May

 PLD reviews all public library and library
system annual reports, follows up with
libraries and systems, and makes needed
corrections.

 PLD begins compiling data for preliminary
2016 Wisconsin Public Library Service Data.

 PLD begins compiling data for the IMLS
2016 Public Library Survey (PLS).
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The Annual Report Process

Send annual report questions
to: LibraryReport@dpi.wi.gov

June July

* PLD finishes compiling data for preliminary
2016 Wisconsin Public Library Service Data.

« PLD begins the process of submitting data to
the Institute of Museums and Library Service
(IMLS) 2016 Public Library Survey (PLS).

* IMLS begins reviewing Wisconsin PLS data.

* PLD posts library brochure Word merge file.
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The Annual Report Process

Send annual report questions
to: LibraryReport@dpi.wi.gov

August September

* Typically mid to late August, IMLS requests
clarification of Wisconsin PLS data as needed.

* PLD follows up with libraries, makes revisions
as needed, and responds to IMLS.

» IMLS requests further information as needed.

 When IMLS locks (accepts) PLS data, PLD posts
final 2016 Wisconsin Public Library Service Data
and Wisconsin Public Library Service Trends.
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2016 Public Library Annual Report

Send annual report questions
to: LibraryReport@dpi.wi.gov

Changes for FY2016

Electronic Collections: A collection of electronically
stored data or unit records—facts, bibliographic data,
abstracts, texts, photographs, music, video, etc.—with
a common user interface and software for the retrieval
and use of the data. Electronic Collections do not have
a circulation period, and may be retained by the patron.

For more information, see the WI Libraries for
Everyone blog post
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https://wilibrariesforeveryone.blogspot.com/2016/03/new-data-in-fy2016-annual-report.html

2016 Public Library Annual Report

Send annual report questions
to: LibraryReport@dpi.wi.gov

Changes for FY2016

Section Il. Library Collection — Number of
Electronic Collections. Locally owned or leased,
purchased by system or consortia (prefilled),
and statewide via BadgerLink (prefilled)

Section lll. Library Services — Electronic
Collection Retrievals. Local, system or
consortia (prefilled), and statewide (prefilled)

Section XII. Technology — Door Counters.
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2016 Public Library Annual Report

Send annual report questions
to: LibraryReport@dpi.wi.gov

Report Sections

Section |. General Information

* |f your library is changing system member-
ship, remember that the annual report is
for 2016. Director email is likely the only
general information to change.

* |If your library has the same hours all year,
you can report all 52 weeks in Winter
Hours Open per Week and Number of
Winter Weeks. WisSons
pusLic s,
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2016 Public Library Annual Report

Send annual report questions
to: LibraryReport@dpi.wi.gov

Section Ib. Outlet Information

* If your library doesn’t have branches or
a bookmobile, this section in LIbPAS
has headings but no fields.

* |f you do have branches, remember that
the main library Is also an outlet that is
entered in Section Ib.
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2016 Public Library Annual Report

Send annual report questions
to: LibraryReport@dpi.wi.gov
Section Il. Library Collection

 The number of units (copies) of downloadable
content (e-books, e-audio, e-video) are provided
by the systems and uploaded into LIbPAS by PLD.

 The number of state-provided electronic
collections is provided by the DPI's Resources for
Libraries and Lifelong Learning (RL&LL) team and
uploaded into LIbDPAS by PLD.

[INSTRUCTION



2016 Public Library Annual Report

Send annual report questions
to: LibraryReport@dpi.wi.gov
Section Ill. Library Services

« The number of state-provided electronic collection
retrievals is provided by the DPIl's Resources for
Libraries and Lifelong Learning (RL&LL) team and
uploaded into LIODPAS by PLD.

* Program attendance includes all people who came
to programs focused on a particular age group.
Parents at a children’s program are included in
Total Attendance at Programs for Children (0-11).
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2016 Public Library Annual Report

Send annual report questions
to: LibraryReport@dpi.wi.gov

Section V. Library Governance

* Report only current members of the Board of
Trustees.

v Do not list trustees who left the board
during the report year.

v Do not list nonvoting board members.

« Remember to enter the total number of library
board members, including vacancies.
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2016 Public Library Annual Report

Send annual report questions
to: LibraryReport@dpi.wi.gov

Section V.
Library Operating Revenue

* |If you receive funds from other municipalities and
you are not a joint library, report those revenues as
Contract Income from other governmental units.

* Double-check LSTA grant numbers. For the annual
report, grant numbers are the two-digit grant year, a
dash, and a three-digit identifier; for example, 16-303.

« Total Operating Revenue cannot be
less than Total Operating Expenditures.

[INSTRUCTION



2016 Public Library Annual Report

Send annual report questions
to: LibraryReport@dpi.wi.gov

Section VI.
Library Operating Expenditures

* |f you spent funds for an LSTA grant award,
Include that amount in Expenditures from Federal
Program Sources, regardless of when the expen-
diture is reimbursed. Particularly important now
that the LSTA grant year spans calendar years.

« Total Operating Expenditures cannot be greater
than Total Operating Revenue.

[INSTRUCTION



2016 Public Library Annual Report

Send annual report questions
to: LibraryReport@dpi.wi.gov

Section VII. Library Capital
Revenue, Expenditures, Debt Retirement, and Rent

« Be certain to list capital revenue and expenditures
by source; that is, federal, state, municipal, county,
or other.

[INSTRUCTION



2016 Public Library Annual Report

Send annual report questions
to: LibraryReport@dpi.wi.gov

Section VIII.
Other Funds Held by the Library Board

« Report in this section any funds held by the library
board that have not been reported in a previous
section, except Trust Funds.

Section IX. Trust Funds

 Indicates a library trustee is appointed and bonded
as financial secretary and donated funds/property
have been transferred to be invested as
allowed under Wis. Stats. s. 43.58 (7).

[INSTRUCTION



2016 Public Library Annual Report

Send annual report questions
to: LibraryReport@dpi.wi.gov
Section X. Staff

* The list of budgeted positions is only used to
compile salary and position data; however, total
FTE of positions cannot be greater than Library
Staff Full-Time Equivalents (FTESs). One FTE
equals 40 hours worked per week.

 |f a budgeted position was vacant part of the year,
list its budgeted salary/wages, not the amount paid.
For example, a director who started July 1 and was
paid $21,000 in 2016 should be listed with
the position’s annual salary of $42,000. BRSO
PUBLIC\Q&
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2016 Public Library Annual Report

Send annual report questions
to: LibraryReport@dpi.wi.gov

Section XI.
Public Library Loans of Material to Nonresidents

Page 6 PI-2401

XI. PUBLIC LIBRARY LOANS OF MATERIAL TO NONRESIDENTS

1. Of the total circulation reported for your library from Section Ill, item 1, what was the total circulation to nonresidents See instructions for definition
of nonresident

Divide nonresident circulation among the following categories. The total of 2 a. Those with b. Those without
through 6 below should not be greater than the number reported in item 1 above. a Library a Library c. Subtotal

2. Circulation to Nonresidents Living in Your County

3. Circulation to Nonresidents Living in Another County in Your System

4. Circulation to Nonresidents Living in an Adjacent County Not in Your System

« 2b. Circulation to residents of your county who do
not have a local public library is used to calculate
county payments for nonresident use.
pupLIC &2,
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2016 Public Library Annual Report

Send annual report questions
to: LibraryReport@dpi.wi.gov

Section XI.
Public Library Loans of Material to Nonresidents

1. Of the total circulation reported for your library from Section Ill, item 1, what was the total circulation to nonresidents See instructions for definition

of nonresident
Divide nonresident circulation among the following categories. The total of 2 a. Those with b. Those without
through 6 below should not be greater than the number reported in item 1 above. a Library a Library c. Subtotal

2. Circulation to Nonresidents Living in Your County

3. Circulation to Nonresidents Living in Another County in Your System

4. Circulation to Nonresidents Living in an Adjacent County Not in Your System

5. Circulation to All Other Wisconsin Residents 6. Circulation to Persons from Out of the State

e 1. Total circulation to nonresidents IS not an
automatic total, but the sum of circulation to
nonresidents in 2-6 cannot be greater than

the total entered in item 1. miscomsin 6"
PUBLIC §
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2016 Public Library Annual Report

Section XI.

Send annual report questions
to: LibraryReport@dpi.wi.gov

Public Library Loans of Material to Nonresidents

Divide nonresident circulation among the following categories. The total of 2
through 6 below should not be greater than the number reported in item 1 above.

a. Those with
a Library

b. Those without
a Library c. Subtotal

2. Circulation to Nonresidents Living in Your County

3. Circulation to Nonresidents Living in Another County in Your System

4. Circulation to Nonresidents Living in an Adjacent County Not in Your System

* The sum of circulation to nonresidents in adjacent
counties (9) cannot be greater than 3b plus 4b.

9. Circulation to Nonresidents Living in an Adjacent County Who Do Not Have a Local Public Library

Name of County Circulation Name of County Circulation
a. f
b. g
c h.
d. i
e. J
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2016 Public Library Annual Report

Send annual report questions
to: LibraryReport@dpi.wi.gov
Section XIll. Technology

 The new door counter question—Does your
library use door counters?—uwill help PLD
develop outcome measurement support

Initiatives and strengthen the accuracy and
use of library data.

Door counters can be either electronic or

mechanical means of detecting entrance /
exit of library users.
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2016 Public Library Annual Report

Send annual report questions
to: LibraryReport@dpi.wi.gov

Section XIlII.
Literacy Offerings and Drop-in Activities

 Literacy offerings are combinations of
programs and drop-in activities.

« Adrop-in activity is a planned, independent
activity available for a definite time period
which introduces participating individuals to
any of the broad range of library services or
activities which directly provide information
to participants.
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2016 Public Library Annual Report

Send annual report questions
to: LibraryReport@dpi.wi.gov

Section XIV.
Public Library Assurance of Compliance
with System Membership Requirements

« Compliance items in this section confirm that your
library operates as required by Wisconsin Statutes
and Administrative Rules.

v’ Legally-appointed library board, three-year terms

v Exclusive control of funds, board approval of
expenditures

v Certified library director

[INSTRUCTION



2016 Public Library Annual Report

Send annual report questions
to: LibraryReport@dpi.wi.gov

Section XV. Certification

* |f the annual report is approved at a board
meeting but the president is unavailable,
another officer can sign, based on the
assumption that the president would have
signed approval of the report.

When next avallable, the president should
confirm that board approval, but sending
notification to PLD is not required.

[INSTRUCTION



2016 Public Library Annual Report

Send annual report questions
to: LibraryReport@dpi.wi.gov

Statement Concerning Public
Library System Effectiveness

* Regardless of the board’s response, the
board president must sign and date the
statement certification.

e Statements are due by the same date as the
annual report: Wednesday, March 1, 2017.

« Systems routinely request copies of system
effectiveness statements that have been
sent separately to PLD.

[INSTRUCTION



LIbPAS Online Reporting System

Before and during data collection, DPI sends email
via LIbPAS to all accounts with information about the
annual report, including username and password.

e Goto

PUBLIC INSTRUCTION

Wisconsin Public Library Statistics Portal

LibPAS forms for entering 2014 public library annual report data will be
opened during the week of January 12, 2015.

The deadline for filing Annual Reports is Monday March 2, 2015. Library directors will receive an
email invitation to enter their report data once the forms are open.

) Click to enter data or generate reports.

If your library's access information has been misplaced, the login screen has a "Password
reminder" link to re-send it to the library director on record with DPI.

Support material is online and linked from the Public Library Development (PLD) annual report
webpage at pld.dpi.wi.gov/pld annrpt, including the following PDF files:

» Data entry worksheet of all LibPAS data entry fields for 2014
* What's new description of data changes made for 2014

« Instructions and definitions for data elements

o Instructions for using the LibPAS online reporting system

If you have other questions about the annual report, contact your regional public library
system, email LibraryReport@dpi.wi.gov, or call Jamie McCanless at (608) 266-3939.

This welcome page
has announcements,
the button,

and links to support
documents.

pUsLic &,
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http://wi.countingopinions.com/

LIbPAS Online Reporting System

WI (UPPERCASE
letters) and four digits s

If you misplace

. Username: WI0579 Five alphanumeric
your LIbPAS B Wl characters
username or Password reminder [ Login |
password:

» Click “Password reminder” on the Login page and
enter the email address for your account. Your
username and password will be emailed to you.

« Contact your library’s system headquarters.

« Send email to or
call Jamie McCanless at (608) 266-3939. S
PUBLIC §
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LIbPAS Online Reporting System

Enter report information in the Data Input page of the
Wisconsin Public Library Annual Report collection.

Data Input

* Libraries with branches or _
bookmobiles will first see a evime o5
Collection dropdown list
that includes the Wisconsin Public Library Outlet
Data. Select the annual report collection.

Wisconsin Public Library Annual Report
Wisconsin Public Library Outlet Data

Collection Wisconsin Public Library Annual Report Period 2015 - I Werify I I Submit/Lock I

Library WAUKESHA PUBLIC LIBRARY f
Location | Library Data /

» At the top of the data input form, the current
period should be displayed. If not, select wisconsin &
i i PUBLIC §
2016 to enter annual report information. INSTRUCTION




Find your way to Data Entry
. Go to wi.countingopinions.com

. Log in to your LIbPAS account.

. Go to the Data Input window of
the “Wisconsin Public Library
Annual Report” collection.

. For this workshop, select the
“2016 CLASS” report period.




LIbPAS Online Reporting System

Page Navigation

Reset clears all changes made
since last logging in to LibPAS.

Data Input { Review H Save ' Reset ” Previous H Next | ¢ CIICk N eXt and
- Wisconzin Public Library Annuzl Report P reVI O u S to m Ove
abra Wi=con=in State Public | thranes
Sty Location| Review displays all sections jta_ throug h the form
lll. LIBRARY SERVICES L and questions in one long, SeCtion b SeCtion
IV. LIBRARY GOVERNANCE ['|I. GEN cj 4 ; .
V. LIBRARY OPERATING REVET\& 1 E Smgle page dISplay‘ y

VI. LIBRARY OPERATING EXPEND W& This section requests basic information on

VII. LIBRARY CAPITAL | cti I ; . g
VIIl. OTHER FUNDS HELD BY THE N ey ° C||Ck eaCh f|e|d or
IX. TRUST FUNDS
X. STAFF (FTE) —
X:i ?a?ﬁSNB?S'g?RES'DENTS 211279 Click a title inthe section | use Tab or Enter
i L 2.pub fistto display only that | k i dt
XIV. ASSURANCE OF COMPLIANCE 1 |salut] portion of the online form. ey O procee O
XV. STATEMENT CONCERNING SY ~ | | | —1— _— ‘

B H Next I [F]|3a. Head Librarian First Name the next fleld )

« Hide H To collapse the sidebar and
view more of the form in your

~1|4| browser window, click Hide. : WISCONSIN
pustic s
INSTRUCTION
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Navigate sections of Data Entry
. Display one report section.

. Without selecting by title,
display previous / next sections.

. Collapse the sidebar.

. Expand the sidebar.

. Display all of the annual report
sections together in Data Entry.




LIbPAS Online Reporting System

Pre-filled Annual Report Data

Before libraries begin entering report i
data, PLD loads some information for e Miecomlle
the report year into LIbPAS with data :rb
provided by the system. Other fields

. Last year's value
that do not often change are pre-filled e
with data from the previous report year.

In some places, the previous year's data is shown to

the right of blank fields for reference only. Reference

data is not pre-filled information and is not saved

as a response for the current reporting year. wiscons
PUBLIC(A
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LIbPAS Online Reporting System

Indicator Notes

]
Online Help / Notes to Self
Definition es salaries and wages for -ary staff (including plant operations, security,
intenance staff) for th Incli lari
ut exclude em

To display help about what
to enter in a field, click the { P
underlined field name. The
Indicator Notes window has /
the field name, definition, and Notes field. To enter \
notes to yourself, enter information and click Add.

ddddddddd

LIODPAS does not include indicator notes in annual

report data. To provide supporting explanations or

descriptions of information that will be

saved with report data, use data notes. wizsensty
PUBLIC\GA
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LIbPAS Online Reporting System

Data Notes

To explain data, click
the [* notes icon to
the left of the data
entry field. In the PI
Value Notes window,
enter information and
click Add. You can
add as many data
notes as needed.

Notes can be added to any
data entry field. Most notes
are optional, but explaining
Information as you add it
can significantly reduce the
number of PLD’s follow-up
guestions. Other, required
explanations must be made
as information is entered.

[INSTRUCTION



Add notes in Data Entry

1. Display the indicator notes for
a data field in Section I.

2. Add a note about the data you
will remember.

3. Display the PI value notes for
the same data field.

4. Add a different, personal note
you will also remember.




LIbPAS Online Reporting System

Saving Data

LIDPAS saves data displayed
In the current field when you:

* Press Tab

* Press Enter

» Click elsewhere on the page
To save all information in the
Data Input window, click Save

(above the section list and at the
top and bottom of the window).

Caution: Reset

The Reset button
(next to Save at
top and bottom of
the window) clears
any changes you
made since you
last logged In to
LiIbPAS.

[INSTRUCTION



LIbPAS Online Reporting System

Edit Checks
Edit checks test field data at one of two points:
« As soon as you leave a data entry field

 When you Verify or Submit/Lock your report data

Flelds Wlth ed |t |Numher of Library Board Memher5|
Report the total number of voting library board members, including vacam

checks have a authorized but not filled.

green CheCk / Number of Library Board Members v [y 1
next to the field \

label.

[INSTRUCTION



LIbPAS Online Reporting System

Edit Checks and Examples
Edit checks that fail require either:

« An explanation of the data
v Changes to library name or system

v Other Operating Revenue identical to last year

* A change to data
v Number of board members cannot be zero.

v Total Operating Expenditures cannot be
greater than Total Operating Revenue. I“QUBUC \6‘
[INSTRUCTION



Fail and pass an entry edit check

1. In Section I, enter a wild num-
ber of bookmobiles (item 15).

2. In the Pl Value Notes window,
explain “Jamie said.” Click Add.

3. See that the notes icon has
changed from [F to [3 to show
the field has one or more notes.




LIbPAS Online Reporting System

Verifying Report Data \

Collection Wisconsin Public Library Annual Report Period 2015 - | Werify | | Submit/Lock |
Library WAUKESHA PUELIC LIERARY
Location | Library Data

Verify runs the same edit checks that are performed
when report data is locked. LIbPAS displays a row of
white text on a red TR T

background below: e ——— e

|6. Total Operating Expendituresl

» Blank fields that

Total Operat ing Expen ditures v s [s272.918

are required i e et s et e et

 Fields that do not

pass the test conditions of the edit check. BURLIC \6‘

[INSTRUCTION
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Fail and pass a submit edit check

1. In Section I, enter 54 winter
weeks (item 19Db).

2. Reload the window (Ctrl-R or
O). Click Verify and see the
error message for 19b.

| 3. Change winter weeks to 52.

4. Reload / Verify again. Does 19b
still have an error message?




LIbPAS Online Reporting System

Locking Report Data

Collection Wisconsin Public Library Annual Report Period 2015 - | Werify | | Submit/Lock |

Library WAUKESHA PUBLIC LIERARY R
Location | Library Data N

When you have entered, checked, and corrected
your annual report data, click Submit/Lock to indicate
the data entry process is complete. Any edit checks
that fail must be resolved to submit/lock your data.

e Once locked, only your system and PLD can
unlock your data so changes can be made.

* Once the system reviews your report and clicks
Approve, only PLD can unlock your data. wisgens
L % i PUBLIC\Q&
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LIbPAS Online Reporting System

Printing Report Files

To generate the annual
report form with data:

» At the top right of the
LIODPAS data entry page,
click Print (in the green
header bar).

e LIbPAS asks what form
to print. Click Template.

* Your web browser asks
to open or save the file.

You can print the annual
report form any time, but
until your data is locked
the PDF file has a DRAFT
watermark.

[INSTRUCTION



Generate the annual report form

1. Generate and open the annual
report output file (for class, the
file is first and last page only).

2. Note that the Comments page
has notes you entered. Which
of the notes you entered earlier
Is/are included?




LIbPAS Online Reporting System

Generating the Brochure

PLD offers the Word merge
file for a library brochure:

» At the top right of the LibPAS =53

. Report Name  Report Type Collection Description Up
d 2014 Public | DOCUMENT | Wisconsin Harrative content of the 2
a a e n r a e C I C e O r S Library Public Library | 2014 Public Library System
’ " System System Annual Report, Section VIIL
Annual Report Annual Report | Library System Evaluation
Addenda and Certification of

Compliance.

[ ) Library | DOCUMENT | Wisconsin Custom brochure for each | 2
Brochure 2010 Public Library | library to download and

Annual Report | edit

O Library | DOCUMENT | Wisconsin Custom brochure for each (21
Brochure 2011 Public Library | library to download and
, n Annual Report | edit
Library | DOCUMENT | Wisconsin Custom brochure for each (21
Brochure 2012 Public Library | library to download and

Annual Report | edit

. .
() Library | DOCUMENT | Wisconsin Custom brochure for each
. Brochure 2013 Public Library | library to download and

Annual Report | edit

=]

Library | DOCUMENT | Wisconsin Custom brochure for each
Brochure 2014 Public Library | library to download and
Annual Report | edit

]

 Your web browser asks

to open or save the file. Misconsin &
PUBLIC §
INSTRUCTION



LIbPAS Online Reporting System

Generating the Brochure

Edit as needed

Waukesha Public Library « 2014 Stafisfics
General Downloadable Content Expenditures - Tolal 53,766,667
Branches Books 123,087 Salaries $2.014.387
Bookmobiles Audio 28,485 Benefits $694.781
Registered Borrowers video 1.403 Collection - Total $420.593
Resdent Sorvice Hours ::'\r‘l‘Mur:'rslsr ‘ m;.::?
— 2014 (Main, Branches, & Bookmobiles) 3393 AES ronic “3‘9‘""5‘ Sgalmd
Sation Winter 39 weeks, 67 hours per week St Mo 50
! Summer 13 weeks, 40 hours per week e
This pamphlet contains statistical infor- perwee Confracts (Services from Other Libraries) $104.696
mation for Waukesha Public Library. All st Intemet Access - 2014 Other Operating Expenditures $432.230
tistics are for the year 2014, The library coop- what fndat Internat Computer Uses 70,536 Expenditure Gomparison
erates with the Wisconsin Department of at canyou find af Public Access Internet Compulers 6 pe pa
Publie Instruction (DPI) and, in turn, the In- ‘Waukesha Public Library? Wireless Infemet Access Uses 28,449
stitute of Museum and Library Services (2014) 014 Interlibrary Loans
{IMLS), which develops and compiles national ount) 441.557 Bomowed [Received) 76,626 -
public library statistics for the United States. 270912 Books (18,110 2014 k(s)) 72710 . - -
. ooks | odded in | Loaned (Provided) 71.466 it tract:
Wankesha Public Library provides this infor- ; Suwies  Benefis  Other  Colection Conlrcts
mation so that policymakers, funders, trus- 27,579 Videos (3459 added In 2014) :‘I‘g $taff - Total 44,06
tees, .md librarians can identify trends in the 24710 Audios (2.168 added in 2014) e FIE Libranians 14.68 Annual Performance Indicators (2014)
g - i et C or With M 1 i i Py ‘]
r services. b PUL.’”C niemet Computers 125 un—::n.;fmc;gree fg ggﬁ:ﬁ:ﬂ‘u;;ﬁ‘;‘::‘;r Capita lgg;:
Performance indicators are included for 53 Dotabases e I
; : . : . |- Total an Other Staff 2938 Collection Tumover Rate 237
their potential application to library services 123,087 E-Books
planning and usefulness as general indicators 386 Magazines and Hewspopers “'if Income - Tolal $3.766,667 Expenditures Per Capita $40.49
of library service. Further information on sur- . . WOU Kesh(] Municipal $2.280019 Incorme Per Capita $40.89
vey methedology and the application of these 612 Chadren's Programs A . 1633 ounty $1.137.199 Visits Per Capita 477
statistics may be found through DPT's website 147 Chidren's Drop-in Acfivifies PU b' ic L|b rory Fomparison Other County Payments 324738
at pld.dpi.wi gov/pld_dm-lib-stat. 45 Young Adult Programs state $3.533
12 Young Adult Drop-in Activities ECHL.‘:G‘ , sz Dgg
125 Other Py 8 Chicven 8 VA 8 Otrer onfrac 2
$ Other Programs Funds Carried Forward
| Other Drop-in Activifies ol :‘:3 Other $159.080
1 Feet
71.566 Square Fee! i Jnoome Comparison
1
. pation - Total 9,478
8,884 .
044 [
V{ 350 Muni Cty ContractOther FPmis CF Fed
Collection - Total Holdings 481,424  aton Comparison Capital Revenue - Tolal arsase
Books in Print 270912 ;J Ll Municipal $275.258
Downloadabile E-Books 123,087 & : County
Audio Materiols 24710 _ '8 Cricken B YA 8 Other ?::n':m\
Downloadaoble Audio 28,485 Other
Video Materiols 27,579 i
Downloadable Video 1,403 Waukesha Public Uibrary
Seriol Subscripfions 321 Wisconsin Ave.
[Inchuding Periodicals and Newspapers) 386 Waukesha, Wi 53186
Databases (Total) 53
Waukesha Public Library 1
Waukesha County Federated Librory System & 1262)524-3680
Wisconsin 4%
Other Malerial 4809 v UK esha i wl us WISCONSIN
DEPARTMENT OF

PUBLIC
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Generate the library brochure

| 1. Find your way to the list of WI
merge documents.

. Generate and open a library
brochure.

. Delete some information that
doesn’t apply to your library.




LIbPAS Online Reporting System

Home Page ~ Reports Data Input

Profile Libraries Locations Maps

Division for
Libraries and
Technology

Creating LIbPAS Table
Reports from Templates

ick to generate your annual report. Annual reports for previous years
can be viewed and printed.

e On your LIibPAS home
page, click Reports at
top right or | tibrary Reporis | e
at the bottom.

Report Templates for Q

To access report templates, continue to ~ Library Reporis

» On the Manage
Reports page, click —
the name of a table

Support material will be online and linked from the Public Library Development (PLD) annual report
webpage at pld.dpi.wi.gov/pld annrpt, including the following PDF files:

« Data entry worksheet of all LIibPAS data entry fields for 2015
+ What's new description of data changes made for 2015

questions about the annual report, contact your regional public library system, email
ov, or call Jamie McCanless at (608) 266-3939.

Published Reports +

epoft Templates

Report Hame Report Type Collection

Ll 10% range of total i h i Wisconsin Public Library Annual Re
10% range of local re h Graph Wisconsin Public Library Annual Re
10% range of local re table i Table Wisconsin Public Library Annual Re|
.
10% range of total circulati table i Table Public Library Annual Re:
[ - - - DEPARTMENT OF
10% range of total table Graph Wisconsin Public Library Annual Re| P



LIbPAS Online Reporting System

Creating LIbPAS Table T o
Reports from Templates mE

circulation

 Use checkboxes to select /
deselect fields available in u' EEEEEEEE

the template e
. I. GENERAL INFORMATION
1. Hame of Libra
2. Public Library System
I. CityiVillage/Town
9. Coun
14. Number of Branches (only if lo
a e
S of Public
i I
urs
| i i

« Add / change value ranges
In each field’s Filter Low
and Filter High settings.

* Click Run at top or bottom
of the page. .
pusLIC 6,
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LIbPAS Online Reporting System

C re ati n g Li b PAS Tab | e Summary library, collection, use, and financial info
R e po rtS fro m Te m p I ateS 10% range of total circulation—table comparisons

Collection: Wisconsin Public Library Annual Report  period: 20

20. Annual
Public 20.
Service Square 1a.

e Click the Excel Bliconto  wwe- EE-E- s -

branches (this Legal of 1
and location Municipal Service year (e
open / save report data e S mm B G
- HEDBERG PUBLIC 3,744 65,000 63,525 81,020 206,445
LIBRARY
KENOSHA PUBLIC 13,808 94,018 99,680 135,408 317,943
LIBRARY
.
() ‘ I I C k th e bar g rap h ﬂ WAUKESHA 3,393 71,566 71,044 52 565 270,912
PUBLIC LIBRARY

o - ] i (i im
icon to display a PNG s
Image for the field that = = ¢

you can save to use. — .

[1a. Total Annual Circulation|| 10% |[ |

blic Service hours for the main library and any branches and bookmobiles - Hou

KENOSHA PL. | | 13.808
HEDBERG FP.L. 3744
WAUKESHA P.L. 3393
i 2000 400 5,000 8,000 10,000 12000 14000 16,000

pUsLic &,
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Run a table report template

1. Find your way to the template
list and open a table template.

. Run the report.

. Return to the template, and
select / deselect template fields.

. Change the filter range(s).

. Run the report again.




LIbPAS Online Reporting System

Creating LIbPAS Graph Reports from Templates

C h O O S e a g rap h 20. Square Footage of Public Library (this location only)
report template.

L.E. PHILLIPS MEMORIAL P.L.

Select fields. nesnne

MARATHON CO. P.L.

Edit value ranges. .

Click Run.

Save graph PNG images to use elsewhere.

pUsLic &,
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Run a graph report template

1. Find your way to the template
list and open a graph template.

. Run the report.

. Return to the template, and
select / deselect template fields.

. Change the filter range(s).

. Run the report again.




LIbPAS Online Reporting System

Creating New LIbPAS N, o
Reports from Templates Tmm——

circulation

* |n a template’s Report
Settings window, click Lo Lommmenson)

I Save as New Report I_

ooooooooo

* To remove a field, e e o 4
click its red # in the ‘
Remove column.

QQQQQQ

rrrrrrrrrrrr

EEEIEIEREIE
X RKX (KK

« Remember to [sae] =
often as you edit the

new report. pusLic €,
[NSTRUCTION
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LIbPAS Online Reporting System

Creating New LIbPAS
Reports from Templates

 To add a field: \
v'In the Group list, select R
Its section of the report.

v’ Select the field to add.
v Click [as].

« Control-click to select and add multiple fields.

e Remember to [s=¢] often

as you edit the new report. EUBUC \6&
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Base a new report on a template

1. Open the “10% range of total
circulation” table template and
save it as a new report.

. Remove Number of Branches.

. Add Section Ill. item 9d. Total
Uses of Electronic Materials.

. Save and run the report.




LIbPAS Online Reporting System

Sharing LIbPAS Reports e

[ Report Settings
Collection Wisconsin Public Library Annual Report -
Period 2014 -
Report Name SAMPLE 10% range of total circulation--table comparisons- Revised from template 201
® ‘ O O r O O I I I O ‘ Deserption ¢p o, <ymmary library, collection, use, and financial info compared to libraries in L
circulation
. .
R e O rt S ettl n S WI n d OW Title Summary library, collection, use, and financial info
] ) 4
- Report Type  Table - Report Folder Report
1 Run Save Save as NewReport || Publish Report
click [PublishRepot | () (Gsave) | pou) o
. I [Fitters

* In Manage Reports (o [0
Report | Repore Tempiates RTINS, +

(click Reports at top

. ] Report Name $:::" Collection  Description Updated QR-Code URL
E SAMPLE 10% range of | Table | Wisconsin Shows summary | 2015-11-25 | GR-Code <a
total circulation--table Public library, collection, href="http:/ /www.counting
comparisons- Revised Library use, and financial opinions.com/pireports
from template Annual info compared to

it [report php?427f206da7e2
2015-11-25 Report libraries in 10% 114bdelecar0ecs59190

]
range in circulation SAMPLE 10% range of total
. circulation--table

comparisons- Revised
from template
2015-11-25</a>

 AURL and QR Code
IS available for each

published report. pusLic €,
INSTRUCTION




LIbPAS Online Reporting System

<a href="http://www.countingopinions.com/pireports/

Sharin g LIbPAS Re ports report.php?427f206da7e2114bdeleca70ec659190"

SAMPLE 10% range of total circulation--table
. comparisons- Revised from template 2016-11-25</a>
 The “URL" is the
entire HTML code = -
to use for a link.

* The actual URL is | B e
highlighted at right. L

 The QR Code link
displays a graphic that phones ol
and tablets can read to jump to it
the published report.

pUsLic &,
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Share your new report
| 1. Find your list of reports.
. Open the report you created.

. Publish it!

. Find your list of published
reports.

. Copy the URL and paste itin a
new browser tab.




Nine Things to Remember

« Unaudited financial « Annual reports, including
data is acceptable. system effectiveness state-

ments, are public records.
« Keep thorough notes

for future years / staff. « Signed annual reports are
due to PLD by Wednesday,
* Keep all support material March 1, 2017.
for attributing nonresident
use and registration. * Annual report support mate-

rial is online at
 Verify large or zero

changes. It never hurts o
to double check your data! ~ * PLD doesn't bite.

« Multiply survey week data. MisCons Iy
pusLic s,
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http://dpi.wi.gov/pld/data-reports/annual-report

The 2016 Annual Report:

Before, During, and After
South Central Library System (SCLS)

Report instructions/material:
Counting Opinions LibPAS:

Annual report questions:

Wisconsin Department of Public Instruction

Jamie McCanless
Library Data and Finance Coordinator

Tessa Michaelson Schmidt
Youth and Inclusive Services Consultant ST |
PUBLIC \6&
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mailto:jamie.mccanless@dpi.wi.gov
mailto:tessa.schmidt@dpi.wi.gov
http://dpi.wi.gov/pld/data-reports/annual-report
https://wi.countingopinions.com/
mailto:libraryreport@dpi.wi.gov

