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Manage Reports 
 

Report Managers and Viewers can access the Manage Reports screen and the Reporting 

functions therein.  This includes access to all reports listed in the ñLocal > Reportò folder and/or 

included in the various tabbed folders, as shown in the example below. 

 

 
   

Note: 

New LibPAS subscribers will find that their ñReportò folder will be empty and Report 

Templates may or may not be offered depending on which Collections the user has authority to 

access. 

 

The tabbed folders enable grouping of reports for ease of navigation and understanding.  Report 

names are links and when selected enable execution and updating of Report settings.   

 

Note:  

Only Report Managers can create/modify/remove reports and create Report Templates or 

Publish reports. 

  

Users with access to other ñpubliclyò accessible data collections (e.g., IMLS, NCES, 

State/Provincial Data Collections, ACRL, PLDS, CULC, etc.) can also access any Report 

Templates created by the respective organizations that own the data collection. If a userôs 

library is also a member of any of these organizations that offer these publicly accessible 

collections, the user will have access to each of the respective organizations folders (e.g., FL 

and PLA, as shown above).  Access to these organizationôs folders provides access to the 

report folders shared with the members of that organization, including the Report Templates 

and Published Reports folders of that respective organization. 
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Clicking on the Report name for any report opens the ñReport Settingsò Screen and displays the 

report selections made for the selected report.  Run the report to generate the output of results 

in the browser window.  Some reports contain additional links to embedded content that enables 

drill-downs to additional details including access to pop-up charts/graphs and download of 

results. Content in chart/graphic format are represented by a graph icon.  Clicking on a graph 

icon (as shown above) will present the chart/graph in a subsequent pop-up window.  

  

Additionally, export/download icons indicate the file format for the information that can be saved 

locally.  Clicking on these links will produce a downloadable file for viewing in the corresponding 

target program (e.g., Excel, Word, etc.). 

  

The Manage Reports screen is essentially an online Reports filing cabinet with folder tabs to 

organize reports and provide access to template reports and previously published reports.  

From here, new reports can be created from scratch.  

 

Report Managers can create new reports. Click ñAddò in any ñLocalò folder or click an existing 

Report Name (or Report Template) in the Manage Reports screen and then update and save 

the new report settings by selecting the [Save as New Report] button. The ñAddò report button 

will add the report within the folder open when  you clicked ñAddò unless the folder selection is 

changed in the Report Settings during the reportôs creation. The Add Folder button, denoted 

by the folder with the plus symbol (+), enables new folders to be added to the Manage Reports 

filing cabinet. As well, an óUpdate folderò button in the selected folder allows the Report 

Manager to Update the Name, Description and Sequence of the folder. 
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Note: 

Reports can only be added to the Report Template and Published Reports folders by clicking 

the [Save as New Template] or [Publish Report] buttons respectively in the Report Settings 

screen. 

  

Remove Folders  

  

Report Managers have the option to ñRemove Folderò.  Only folders that do not contain any 

reports will have the ñRemove Folderò option. To remove a folder that has reports included, 

these reports must be moved or removed first. Selecting ñRemove Folderò immediately removes 

the folder. 

 

  

Report Multi -Select, Remove and Move 

  

All local report folders now include an option to multi-select all or any number of reports using 

the checkbox associated with each report. Selection of one or more reports reveals the options 

to Remove and Move reports. Multiple selected reports can be moved or removed en masse.  
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The header row also includes a ñCheck/Uncheck Allò checkbox.  Selection of 

the available [Remove] or [Move] buttons triggers the confirmation dialog 

box(es) to complete the request. 

 

Users assigned the Report Viewer or Report Manager roles can access the LibPAS Manage 

Reports screen.  Reports Managers can create and also remove reports.  Removing a report 

removes any record of the report and its settings.  Only Report Managers have the authority to 

remove reports, but the report to be removed must also be owned by the userôs organization.  

Report Viewers are only able to run existing reports and temporarily change the settings of 

these reports.   

 

Note: 

Report Viewers can only view existing reports and temporarily revise the settings of these 

reports. Report Viewers are  not able to save changes, create new reports and/or remove 

reports. 

Remove 

  

 
  

         Move 

  

 
  

 

Column Sorting  
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The list of reports can be sorted. Select a column header to sort the rows 

(reports) by the content in that column. Selecting the header column again will 

toggle the sort order between ascending and descending. 

  
  

Report Types  

  

The Report Type (Table, Trend, Graph, Cross-Tab, etc.) selected in the Report Settings 

screen for the saved report is displayed in the Report Type column to readily help differentiate 

reports. 

 
 

Report Templates and Published Reports  

 

A Report Manager, if logged in for an organization that owns a Collection, can create report 

templates based on those Collections.  Report templates are automatically added to the Report 

Templates folder.  Template reports are accessible by any LibPAS user that has access to the 

Collection, including users at subordinate levels in the organization (unless other access 

restriction have been applied by the Collection Manager ï see Collection Access 

Restrictions). 
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Report Managers can also Publish Reports. Published reports are 

automatically added to the Published Reports folder.  Published reports have a 

unique URL assigned to them that can be used on any website, or distributed 

by email, for example.  Published reports have the advantage that users accessing a Published 

report do not need to login to use the report, which makes sharing your report with a wider 

audience very easy. 

  

Create a New Report  

To create and set-up a new report, click on the ñAddò button, as shown, found in the Local 

report folders at the top and bottom of the selected Local folder.   

 
 

This will open the ñReport Settingsò screen as shown below.  The report settings screen 

enables the selection of PIs from any available Collection. 
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To begin creating a report, select a Collection from the Collection select list, e.g. Systems 

Report, as shown above. Once a Collection is selected the screen will automatically refresh.  

Selecting a collection confirms the data source, the periods of data available and the PIs 

included in the data collection.  These available PIs will appear in the select list (shown in the 

purple box ï Step 4) for the selected Collection. To expedite the selection of PIs and to Add 

these to the Report, you can select a Group name from the Group select list to focus the list of 

PIs on those included in the selected Group.  To add a PI to the report, select the PI by clicking 

on the PI name. The selected PI becomes highlighted. Click ñAddò to add the PI to the Report 

Settings. You can also multi-select PIs in the PIs list by holding down the control key 

(command key for Apple users) when selecting PIs.  Click ñAddò to add all the selected PIs to 

the Report Settings. The selected PIs will be added in the same sequence order they appear in 

the data collection.  

 

Multi -Collection (Data Source) Reports  
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You can also add PIs from more than one Collection.  To do so, simply select 

a different Collection from the PI select list and add the PIs as appropriate.  

 

Note: 

LibSat subscribers can similarly add Customer Satisfaction data to their reports by selecting and 

adding the questions that relate to captured LibSat customer data. 

  

Any PI added to a Report can be used as a filter, as highlighted below in the red and green 

boxes.  For example, low, high or a low to high range of values can be set to provide filter 

criteria.  The ñ% Filter Low >=ò field can also be used to set a +/- percentage filter range.  By 

setting the Filter Low value to 10% for example, LibPAS will filter values based on comparing 

the value for the current userôs login location, such that all other locations with data values 

within +/-10% of that PI value will be included in the report output. 

 

 
  

If you select the Report Type: Graph/PI, the Report Settings screen provides an additional 

option to add an ñOverlayò on any Graph generated for a PI included in the report (see above).  

An overlay presents data from another PI as a line chart superimposed on the bar chart for the 

underlying PI.  This visual ñcross-tabulationò can help to convey the relationship between the 

values of two PIs.  To add an overlay, simply click in the appropriate field in the Overlay column 

and then select the desired PI for the Overlay from the PIs in the PI select list offered in the pop-

up window.  In the example above, the PI for the expenditure on ñTotal Library Materialsò 

(EXPLM) has been added as an Overlay to the PIs for ñVolumes heldò and ñCurrent Serial 

Totals.ò 

 

Report Options 

  

Selection of the Options tab shows the various available report option settings (see below) 
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The various report Options control what is included/excluded from the report outputs. By default 

those options that are selected in the ñIncludeò section are included in the report output (red 

box), and those options that are selected in the ñExcludeò section are excluded from the report 

output (orange box). For example, the report output for the above settings would include: text 

PIs, My Location (the location associated with your login), Item No., Details (names of Library 

locations returned by the report), Summary data (including: Total, Average, Median); and the 

report would exclude: null entries, 0 Values, and Links (any dynamic linked content usually 

included in the report). 

 

The following is a summary of the report options currently available. 

Option Description 

Include: Check option to include 

Text PIs Check this option to include the text PIs and associated data in the report 
output. If you only want numeric PIs and values included in the report 
output, leave this setting unchecked. 

My Location Check this setting to force the inclusion of your (login) library and 
associated values in the report. 

Collection Owner Check this setting to include the data collection ownerôs location and 
associated values in the report, e.g., ACRL is the owner of the ACRL data 
collection, or PLA is the owner of the PLA data collection. 

Percentage Change Check this option in the Trend/PI or Trend report to add the percentage 
change of values between each selected period included in the report. 

Section/Group Name Check this setting to add section/group names to the report.  These 
group/section names are added as headers in the report and show which 
group/section the PI belongs to in the data collection. 

Item No Check this setting to add Item No. prepended to the PI name field. 

Notes Check this setting to add notes (annotations about values included in the 
report) as a footnote to the report. 

Definitions Check this setting to add definitions for the selected data elements as a 
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footnote to the report. 

Details Check this setting to include the location names and values in the reports.  
If any of the Summary options (below) are selected, then unchecking this 
setting will exclude the location names and values from the report but the 
Summary values will still be included for those locations included in the 
scope of the report. 

Summary Check/Uncheck to toggle inclusion/exclusion of Summary data options. 

Total Check this setting to add total values to the report. 

Responses (N) Check this setting to add N - number of responses to the report. 

Avg (Average) Check this setting to add AVG value to the report. 

Max (Maximum) Check this setting to add MAX value to the report. 

Min (Minimum) Check this setting to add MIN value to the report. 

Median Check this setting to show Median value to the report. 

25th Percentile Check this setting to show 25th percentile value to the report. 

75th Percentile Check this setting to show 75th percentile value to the report. 

Exclude: Check option to exclude 

Header Check to hide the header on report 

Null Entries Check to exclude locations with only null values 

0 Values Check to exclude locations with only zero values 

Derivatives Totals / Avgs 
(Averages) 

Check to exclude summary total and average value for the derivative PIs 

Filter Settings Any filters used are displayed by default. Check this entry to exclude from 
the generated output 

Links Disables all links in reports that feature drill-down, download and pop-up 
links. Useful when only printing and/or embedding report outputs. 

 

  

Results Filtering 

 

Any PI added to a Report can be used to filter records. Plus/Minus Percentage (%) filter ranges, 

Minimum and/or Maximum values can be defined. Filter settings ensure that only records with 

values that meet the filter criteria are included in the results. The ñ% Filter Low >=ò field is where 

a percentage range filter can be applied. By setting the ñ% Filter Low >=ò value to 5% for 
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example, LibPAS will filter based on the data value for the userôs login location 

and returns data records within +/-5% of that PI value (e.g., Value = 100,000; 

Percentage Filter = 5%; Filter Range is 95,000 ằ X Ẳ 105,000).  

 

It is also possible to filter records based on the text elements (.g., Library name (shown below), 

County, etc.). Hover over the corresponding text box and mouse-click to open the filter settings 

pop-up window. Select (highlight) the listed choices required for your filter. Then, click Update 

when you are done. 

 

 
 

Report Types 

LibPAS offers many different Report Types that give different views of the data. Most tabular 

report types feature graph icons to pop-up graphs for the selected results and downloadable 

Excel files enabling off-line analysis and reporting, and or archiving. 

 

Table Report ï The Table report provides a summary view of the data by reporting location for 

a given period. The report features interactive column sorting, pagination options, and graph 

icons linked to ranked bar chart views as well as an Excel download. Results for your location 

are highlighted (a different color is used) in the tabular and graph outputs, for ease of 

identification and comparison. Options include the inclusion of; summary data (e.g., Avg, 



   

For the Confidential and Exclusive use of Counting Opinions Subscribers 
Page 12 of 32 

 

Median, Max, Min, Total, N), notes, group names, definitions, etc. or the 

exclusion of; Null Entries, 0 Values, Header, etc. 

 

Example Table Report 

 

 
  

Table Report Tips: 

Display more libraries: At the bottom of the report, increase the number of records per 

page  

Sorting: Click on the arrow at the top of any column to sort libraries, i.e. by population size, 

etc. Shift-Hold, Mouse-Click allows data to be sorted by multiple selected columns sorted by 

the sequence of selection and sort direction selected in that sequence. 

Printing: For larger print-outs adjust your "Page Setup" i.e. "Legal" or "Landscape" or 

download the results into Excel and further adjust the format. 

Bar graphs: To enlarge a bar graph click on "Expand" icon. To print or embed bar graphs in 

other documents, right-click on the graph and Save to a local folder or use the copy image 

feature (if available with your browser) to copy-and-paste into another document. 

 

  

 

 

 

 

 

 

 

 

Table Report Features 
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PI Report ï PI Reports present the data for each selected PI in a rank ordered table, including 

summary data for the selected PIs (performance indicators) and Period. By default, the output 

includes the Average (mean), Total, Variances and Quartiles for the selected PI(s). As well, 

summary data Options can be added and the sequence and prompts used can be customized 

as desired. 

  

Example PI Report 

 
  

Graph/PI ï Displays the values for the PIs in a bar graph sorted by PI value in ascending or 

descending order.  The sort direction is set on the report settings screen by clicking the 
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directional arrow related to each PI selected.  This report type supports the use 

of overlays as shown below. 

 

 
 

Graph/PI Overlays 

 

The Graph/PI report type provides a setting for an ñOverlayò that can be displayed on each 

generated bar graph.  The overlay results appear as a line superimposed on the generated bar 

graph, with the scale for the overlay along the top axis, and the scale for the bar graph along the 

bottom.  This visual ñcross-tabulationò can help to visualize the relationship between values of 

two PIs. To create an overlay, simply click in the appropriate Overlay field to get to the pop-up 

screen where you can select the desired PI to overlay. In the example (below) the PI for ñBooks 

-  Adult & YAò circulation (ADYABOOKCI) has been added as an Overlay to the PI for ñBooksò 

holdings. 
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Summary ï The Summary report compiles a summary view of each PI included in the report for 

the chosen period detailed by the selected summary data options (e.g., Total, Average, Max, 

Min, Median) selected in the Option tab.   The summary values reflect the data returned for 

those libraries included within the scope of the report settings (e.g., as shown below, those 

libraries having a population served +/- 5% of the Population of Legal Service Area reported by 

the Library associated with the user login). 

 
 

Summary Graphs ï The Summary graph report (a box and whiskers diagram) presents the 

spread of values recorded by those Libraries within the scope of the report.  The result is a 

comparative picture for the selected PI(s) for the chosen period for the login Library relative to 

the value this Library has reported.  There are markers for the minimum, maximum, and 

average values. The red box represents where 50% of the results fall between the 25th and 

75th percentile. See below. 

  

 

  

  


