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 “Local > Report” folder and/or
included in the various tabbed folders, as shown in the example below.

FL PLA
;q Test Systems Branch/Department Reports Monthly Printable Reports Monthly/Annual Holdings
Pablo Creek Region Southeast Region Webb Wesconnett Region West Region Urban Library Centers

Main Library Monthly Systems Report Balanced Scorecard Report Templates Published Reports +

Add

Report Name * Report Typg Caollection $ Description -/ Update% Exal:ul?d

3. Monthly Sygtems Report - Reviged 2013-07-04| Custom | Systems Report Reference, Borrowers, Gate, Online | 2003-07- | 2013-07-

Report Services 04 10:58 | 04111

1em-widl treach R ri- Reviged 2013-06.21 Table Systems Report 2013-06- | 2013-07-

1208 | 0310

-Servi Wi 1at Trend Systems Report 2013-06- | 2013-07-

06 14:29 | 03 11:23

Peer Library Compa s - Collections Fogus (9| PlReport | PLDS 2013-05- | 2013-06-
W—-—-H i e

Note:

New LibPAS subscribers will find that their “Report” 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/maodify/remove reports and create Report Templates or
Publish reports.

Users with access to other “publicly” 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 user’s
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 organization’s 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 “Report Settings” 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 “Add” in any “Local” 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 “Add” report button
will add the report within the folder open when you clicked “Add” unless the folder selection is
changed in the Report Settings during the report’s 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 ‘Update folder” button in the selected folder allows the Report
Manager to Update the Name, Description and Sequence of the folder.
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Data brpndt Manage Collectons Copy Pis mport Export

Manage Reports

To generale a repor, salect an 2xising repon by Name (oelow) or use the Lideary Trand andior Ranking Regor finks from the navigation bar (above),
Use e Add tutton 10 Creale 3 néw report in 3 Local folcer 7
To Move or Remove one or more reponts, select the repon(s) (use the checkbox in the first column) and
Use the Remove bution 10 remove the report(s) that you previously created

Use the Move bution to move the report(s) to another local folder that you prevtously created

Published Reports (see below) are available to share with anyone, using the associated URL

ACRL

—

Report Monthly Reports Annual Reports Test Reports Empty Folder Report Templates Publi

®  ReportType * Collection ¢ Description ® Updated '
}“% Custom Report [ STATE DEPT CO DEMO COLLECTION l June 2011 | 20110801 00.00
"AAL " -
Select "Add" to add a new 3 The "Update Folder ink g Select add folder button abov
report to the selected local has been convertedto a new folder to the local foldet
report folder, e.g,, the "Demo ———  button and is now found Note: Fokders can not be adde
Folder" as shown in this ™ atthetop and bottomof P group (e.g., ACRL) owned b
example ] the folder’s report list organization
S Geaph ~TION
Program As a0, A Custom Report | STATE DEPT CO DEMO COLLECTION Custom Repon 2011-07-26 00:00
Programs Pr Custom Report | STATE DEPT CO DEMO COLLECTION Custom Repon 201107-26 00:00

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 “Remove Folder”. Only folders that do not contain any
reports will have the “Remove Folder” option. To remove a folder that has reports included,
these reports must be moved or removed first. Selecting “Remove Folder” immediately removes
the folder.

Report Monthly Reports Annual Reports Test Reports Demo Folder Report Templates Published Reports +

Repeet IN ’ Descripaon . Updated  * Execoted  ©

I
ASd | | Update Foldes | The "Remove Folder™ option 1S only actve in a selected folder that does
not have any reports saved in them

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 “Check/Uncheck All” 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 user’s 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

R paniry Monghdy Summany ;. .q Repory Templates Published Repoits +

B e T

> Remave Reparis ]
Add | | Remoye | | Move | | Updace Foldes
- Ane yOu SUFE YOU Want 1o remowe the selected reporls

= S ACRLMatricy Sample Repon ] . ]
Hame Aot | b - - Updated Execwied
bl ACRLMatics Sample Repan "y
vl BB by Gemls Beppn | Orveesilfressd | ASEL ArmiMarnics Samphe Rapon Canfirm, then i Sl 8 20 | BN 5T
. | sedect Bamove .
¥ D ey ) Tt = \ FT ANV 1l | 2R3 B
¥ ACEL ey bpmply Begoe | CrowsTem | &L TAT510 P00 | 20810008 1443
Remowve Camcel
ALRL ey Samgts Sepon Tt Forme | Cumes Fepan | ACF Q H 30 AT | BEA3-0-11 13
Acnatl. Gk Firxcin Tabie 138014 02 5 B
75
Bl M
'; '_::q Menihly Key A oot R (%) W " Putdshest Reports *
ASd | |Rewows | Mowve P S
-7 -
7 - PS °
o —tat " et [rrme—
e Yy o)
| | Select the -y ‘
la) . x 1 destination report NSRS REmerT—
! v ‘ folder and then — ‘ = tnd
| e e select Moye |
f—e '
l ‘| \— | seraes
3 | '
t—r - \ '
t v | N JdE
! e .‘
} | ammat Seoena ace Lastes St sstustan Tt Sy ‘
—+ ‘
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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

Report Monthly Reports Annual Reports Report Templates Published Reports e
Add | |update Folder | Click to sort ascending or click again to sort descending I

Report Name i —. = Report Type ® Collection ® Description ¢ Updated * Executed ®

Anec¥ince Pet Program Table STATE DEPT CO DEMO COLLECTION Trend Report 2011-07-26 00:00 20110726 1758

Chechouty Custom Report STATE DEPT CO DEMO COLLECTION 20110728 00.00 20140728 112¢

Checkouts ar L Gate Count Gragh STATE DEPT CO DEMO COLLECTION 20110726 00:00 20140728 1056

Checkouts Per Vigit and Ent 1 Gate Count Custom Report STATE DEPT CO DEMO COLLECTION ne 2011 20110801 0000 20130728 1313

Cirgulabon It port Review Trend STATE DEPT CO DEMO COLLECTION 20110726 00,00 20110726 1722

Door County ang Referenc: Trampachion OwveraliTrend STATE DEPT CO DEMO COLLECTION 20119726 00,00 20000726 1827

Gate Count Custom Report STATE DEPT CO DEMO COLLECTION 20110726 00:00 20130211 0326

Llgne £°11 and YTD)

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 Monthly Summary Report Templates Published Reports +

A selection of reports designed 1o demonstrate the reporting features of LIDPAS
[Add | [update Folder |

—
Report Name Report Typk Collection > Da s ripticn o Updated ¥ Executed ¥
ACRLMetricy Sampie Report | OwveraliTrend | ACRL Library Trend Repon 201 3-06-95 03 | 201 3-06-19 04:37
ACRLMeirics Sameie Reppr | Comparison | ACRL Pavipd Compariepn 2013-06-95 02:51 | 20130213 00:58
ACRLMatrics Sample Repod Cross-Tab ACRL Croas-tab Repon 201 2-05-90 00:00 | 2013-03-0% 16:43
ACELMsirics Sameds Reepn: Cusiom Formad | Cusiom Repest | ACRL 201 3-03-08 1837 | 201 304410 10034
Annysl Rewiaw Tabie Rutgers Libraries Annual Dats 20020598 00:00 | 20930449 10:32
Rutgers Libraries Monthly Data
£ F R Graph ACRL Eased o0 Circwlaiizn - & comparics hey ragos - with 201 3-03-0% 18:08 | 201 30305 18:13

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 — 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 “Add” button, as shown, found in the Local
report folders at the top and bottom of the selected Local folder.

| OCal

| F.w-.mq Report Templates Published Reports +
Add }

- - - - - -
Report Hame ¥  Report Typ® Collection ™ Descriptidn Updated ™ Executed ¥

Users, Service Availability and Use | Comparison | CO DEMO Collection 2013-07-05 04:49 | 2013-06-19 13:48
Collection Review Table CO DEMO Collection 2013-01-27 21:02 | 2013-05-16 09:14

This will open the “Report Settings” screen as shown below. The report settings screen
enables the selection of Pls from any available Collection.
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Report Settings [ {001 Format

r~Report Settings

= s Bebor MIEW| Sclecta Data Collection and Perid
Peried 201205 =

Report Name System Summary Report

Descripion Symmary view of key measures of Circulation and User Base 2 Name and Des

| : | Title
| Report Folder Reped -I = Save

i Save ] [ Save as New Repon ] Save as New Template [ Publish Reporn ]
Filters

Group - Al groups -
[ wpED -Juv

VIDED - TEEN
Circelation Totals

)E Selecta Report Type

Pl Report Pericd Comparison
Trend/Pl Pl Gap

Graph,Pl Cross Tab Report
Summary Frequency
Summary Graphs Custom Report

[ Add |

Notes:
Only Collection owners can create, updatd

templates.
Publishing a report creates a separate cop
and adds this copy to the Publizshed repo

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 Pls
included in the data collection. These available Pls will appear in the select list (shown in the
purple box — Step 4) for the selected Collection. To expedite the selection of Pls and to Add
these to the Report, you can select a Group name from the Group select list to focus the list of
PlIs on those included in the selected Group. To add a PI to the report, select the PI by clicking
on the Pl name. The selected Pl becomes highlighted. Click “Add” to add the PI to the Report
Settings. You can also multi-select Pls in the PIs list by holding down the control key
(command key for Apple users) when selecting Pls. Click “Add” to add all the selected Pls to
the Report Settings. The selected Pls 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 Pls from more than one Collection. To do so, simply select
a different Collection from the PI select list and add the Pls 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 Pl 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 “% Filter Low >=" 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 user’s login location, such that all other locations with data values
within +/-10% of that PI value will be included in the report output.

Wohames | Other Colsctions [
1 Volumes held (as of Juns 30 reporting year) 4,518,420 4000000 000000 EXPLM 1
[Serlats ) |
s T 4, Current Serials Total 'rz.ﬁz:- 10% IEJCP'LM 2 R
Tokal Library Materials Expenditures I
o 15, Total Library Materialy 10,454 644 I k} u
Check Login :f' "':

1o Location
Include Value

If you select the Report Type: Graph/Pl, the Report Settings screen provides an additional
option to add an “Overlay” on any Graph generated for a Pl 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 “cross-tabulation” can help to convey the relationship between the
values of two Pls. 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 Pls in the Pl select list offered in the pop-
up window. In the example above, the Pl for the expenditure on “Total Library Materials”
(EXPLM) has been added as an Overlay to the Pls for “Volumes held” and “Current Serial
Totals.”

Report Options

Selection of the Options tab shows the various available report option settings (see below)
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Report Settings |

Format

— Options

Include

¥l Text PIs

¥l My Location
Collection Owner
Percentage Change
Section/Group Name

¥ Item No
Notes
Definitions

¥ Details

Exclude

Seq Prompt ¥ Summary
Total Yl Total Header
N Responses (N) Y Null Entries
Avg 7 Avg Yl 0 Values
- Derivative Totals/Avgs
Max Max Filter Settings
Min Min ¥ Links
Median ¥l Median
25th Percentile 25th Percentile
7 5th Percentile 75th Percentile

G|~ @ | | W N =

The various report Options control what is included/excluded from the report outputs. By default
those options that are selected in the “Include” section are included in the report output (red
box), and those options that are selected in the “Exclude” section are excluded from the report
output (orange box). For example, the report output for the above settings would include: text
Pls, 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

Check option to include

Text Pls Check this option to include the text Pls and associated data in the report
output. If you only want numeric Pls 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 owner’s 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 Pl 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.

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 Pls

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 Pl 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 “% Filter Low >=" field is where
a percentage range filter can be applied. By setting the “% Filter Low >=" value to 5% for
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example, LibPAS will filter based on the data value for the user’s 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 > X < 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.

Reports Help Logout

Format

Options

—Report Settings

Collection CO DEMO Collection -
Period 2011-01 Comparison Period 2011

Report Name Users, Service Availability and Use- Revised from template ]
Description

-

=
13 Filter - Moxzilla Firefox

Search or enter address

Close

Library Name

Title

D Include my location
Ancther Great Library [

—All-

Fs

Another Great Library One Great Library
Report Type Perod Comparisan Carter » Repeort Felder Report o One Great Library -
’ Run ] [ Save ] [ Save as New Repont ] [ Save as New Temp Update
Filters
Locations I © 2013 Counting Opinicns (SQUIRE) Ltd.
| | -
CO DEMO Collection
General
1 Libi [ - -
NamleJ[ ||An0ther Great Library|One Great Library M/—_ ‘ 5 ‘x
Registration and Usage i
Reqistered
Cardholders 600,000 5% 1 x
New
Registrants 1,000 900 2 x
Library Visits 1,000 1100 3 x
Hours of
Operation 100 80 120 4 x
Group - All groups - -
General -~
1 Library Mame 7
2 Street Address T

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 — 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,
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Median, Max, Min, Total, N), notes, group names, definitions, etc. or the
exclusion of; Null Entries, 0 Values, Header, etc.

Example Table Report

Holdings, Staff, Income and Expenditures

Collection: PLDS  peniod: FY2012, Start 2012-01 months: 12

Lecations (10) g uﬁaz-mn: . 2 e Y 3 2
4 Holdings 19. Yotal income (total of itema 20.23) city
BUFFALO AND ERIE COUNTY PUBLIC LIBRARY "o a2 2EMLEN $26.702.888 Peltaie
COLUMBUS METROPOLITAN LIBRARY 5% %) ARALX ) N304 54,008,190 Coduminn
FRESNO COUNTY PUSLIC LIBRARY "an 1,979,668 2emen 125000 410 Fresne
GVWINNETT COUNTY PUBLIC LIBRARY SYSTEM 842 046 10 $10,042.¢% 10,087 800 Lawrencevile
INDUANAPOLES- MARION COUNTY PUSLIC LIBRARY oI 1087 40 40,1281 $Srane Induanapory
JACKSONVILLE PUBLIC LIRARY| s 2002 0137012 29,002,400 fror—
KRN COUNTY LIBRARY B4 223 10002377 780600 STATAAGY Daberiheld
PALM BEACH COUNTY LIBRARY SYSTEM Ba8029 112487 40574770 $20080 234 West Paim Beach
SAINT LOUIS COUNTY LIBRARY 5148 2002402 097120019 F LT = Lown
WAKE COUNTY PUBLIC LIBRARSE S Wi 1552 $90.6452.02% $19.213.006 RALEIGH
i i i iy
ot 176,78 1971083 428,863,155 06200908
v o434 197100 2060316 $3052000
Max man 4398 11503070 66,066,700
'S 208 1000377 1526048 STAT4ABY
Vedian w20 141400 2054514 s
[ Aers | VALUES
[ fuan 1 fuaax
[POPULATION OF LEGAL SERVICE AREA | 5% |

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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4 Moidings - A GENERAL INFORMATION

Number of Ciick column header to sod)

Holdings, Staff, Income and Expenditures records returned records by the values in that -, =
column in ascending of Hm
cotecen: PLDS  period: FY2012, Start 2612-01 months: 12 descending order o —
i imio
f e | R [ Lo
i Lecations (20) ‘{l& stion of legal service arsa _
AUSTI PUBLIC LIBRARY e
DUFFALO AND ERIE COUNTY PUBLIC LIBRARY 12040 |
CHARLOTTE MICKLIMEURG LIBRARY m waaze
CINCHNATI AND RAMILTON COUNTY, PL OF 202,374 spane |
COLUMBYS METROPOLITAN LIBRASY 050 540 LI sn l
LOMONTON PUBLIC LIBRARY "an wzan |
TRE 80 COUNTY PUBLIC LIBRARY w0an ey
GVMRETT COUNTY PUBLIC LISRARY SYSTEM 1200 mnu'l
IDARAPOLIS- MARION COUNTY PUBLIC LIBRARY ) rauradd 7,320
JACKSONVILLE PUBLIC LIBRARY T80 2z rf I/ﬁ?fm ] 39,002,400
: Yy i 0 i
| el
gl Bl g ot anan WATI —— o data in comns .
oy o AW ! as fi n;(ed bar chart Rhm
e 987920 2558006 . Bl ¢ 28250
ua o0 1080377 IS AT
Mesn 28 10278 22381 $92.196487
10 L] Sort multiple columas by holding 3 umn hesdes Choose the number
g 0 —— of records displayed
Page navigation
per page

FILTIRS [ vawrs
S fwax
[POPULATION OF LEGAL SERVICE AREA [ 1o [

Review fiters that have
" been apphed

Pl Report — Pl Reports present the data for each selected Pl in a rank ordered table, including
summary data for the selected Pls (performance indicators) and Period. By default, the output
includes the Average (mean), Total, Variances and Quatrtiles 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 Pl Report
4, Holdings

1 KERN COUNTY LIBRARY 1,080,377

2 GWINNETT COUNTY PUBLIC LIBRARY SYSTEM 1,089,647

3 FRESNO COUNTY PUBLIC LIBRARY 1,179,665

Ranked sort
4 WAKE COUNTY PUBLIC LIBRARIES 1,653,228
order. Sort
direction 5 COLUMBUS METROPOLITAN LIBRARY 1,715,531
can be set [ PALM BEACH COUNTY LIBRARY SYSTEM 1,912,487
Inreport , 7 INDIANAPOLIS-MARION COUNTY PUBLIC LIBRARY 1,947,443
settings.

g 3 SAINT LOUIS COUNTY LIBRARY 2,062,482

9 JACKSONVILLE PUBLIC LIBRARY 2,848,782

10 BUFFALO AND ERIE COUNTY PUBLIC LIBRARY 431,188
—— Total 19,710,830

Optional | Avg 1,974,083

Summary data L g 4,321,188

included b -
Min 1,080,377
Median 1,814,009
’ . L rtile - 25% 2

Lower (25%) and Upper (75%) Quartile Range_\ ower Quartle (162482

L..__ Upper Quartile - 75% 1,179,665

Wariance range (highlighted in grey abaove) for Variance - 25% above average 2,463,354

upper and lower range: 25%above and 25% ' e 1,478,312

below average

Graph/PI — Displays the values for the Pls in a bar graph sorted by Pl 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 Pl selected. This report type supports the use
of overlays as shown below.

Books - Books - Adult & YA

Books - Adult & YA
0 10,000 E‘U,IL)OU 30,903 GD,ELJ'II 50,000 60,000 ?ﬂ,'lill)l’.'l

68,000

Graph/Pl Overlays

The Graph/PI report type provides a setting for an “Overlay” 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 “cross-tabulation” can help to visualize the relationship between values of
two Pls. To create an overlay, simply click in the appropriate Overlay field to get to the pop-up
screen where you can select the desired Pl to overlay. In the example (below) the PI for “Books
- Adult & YA” circulation (ADYABOOKCI) has been added as an Overlay to the PI for “Books”
holdings.
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Filters

Locations |Abington Pub cton Memoral Library|West Acton Cilr8 Ibrary|Russell Me

Massachusetts Cpllection
General Informatign

[¥]| County f |BR|PL |

Total Holdings

)| 18ooks |4 [oras2 10% | ADYABOOKCI
| 5Ebooks |4 [1640 1000 2000 |

Check Login
to Location
Include Value

Summary — 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).

Holdings, Income and Expenditures

Collection: PLDS Period 2{]12@

4. Holdings 19,710,830 | 1,971,083 | 4,321,188 | 1,080,377 | 1,814,009
19, Total income $429 693,159 |$42 969,316 | $173,503,070 | $7,526,948($32,054,974
24, Total operating expenditures (total of items 20-23)|$305,200,908 (530,520,091 | $56,065,780 |57 474,461 (531,348,590

| FILTERS | VALUES
| (Mo 1 % [max
[POPULATION OF LEGAL SERVICE AREA| 5% ||

Summary Graphs — 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 resultis 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.
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. . Value reported
Holdings, Income and Expenditures by login library

Collection: PLDS Period 2012

1,080,377  [Median [ 2848782

[Total [ 19710830 [ava | 1971083 [Max [ 4321188

0 500000 1000000 1500000 2000000 2500000 000000 3500000 4000000 4500000 5,000,000
|
[Total || $429,693,159  [Avg | $42969316 [Max || 5173503070  [Min | $7,526948 [Median $40,726,116

=

40,000,000 60,000,000 80,000,000 100,000,000 120,000,000 140,000,000 160,000,000 180,000,000 200,000,000

[Tota | sa0s200908 [avg | $30520,091 [Max | ss6065780  [Min | $7474461 |[Median | 39,081,834

0 5000000 15000000 25,000,000 35,000,000 '\‘5% 65,000,000

| FILTERS [ VALUES
| [Min 7 % [MAx 25™ Percentile 3 Range =4 75" Percentile

[POPULATION OF LEGAL SERVICE AREA[ 5% |
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Trend/PIl — The Trend/PI report displays the data for the chosen Pls over the
selected range of periods. This report also features a click only graph of the
data. As shown below, if the scope of the report includes more than 8 libraries with data, the
graph view is presented as a bar and whiskers plot showing the min, average, max values in the
range, as well as the 25th to 75th percentile range (pink box). The login library values are then

plotted as a trend line to show how the login library compares to the range.

4. Holdings ™= FY2009 FY2010 FY2011 FY2012

BUFFALD AND ERIE COUNTY PUBLIC LIBRARY 3,85 A51 3A3EETY 320,709 4,301,988
COLUMBU 5 METROPOLITAN LIBRARY 2,166,152 2,146,370 20T AT 1, 716501
FRESNO COUNTY PUBLIC LIBRARY 144215 1472143 1178566
GWIRNETT COUNTY PUBLIC LIBRARY SYSTEM 1,059,382 1,155 120 1,104,382 1,085,547
INDEAMAPOLIS-MARION COUNTY PUBLIC LIBRARY 1,919,069 1 54425 1,530,268 1547443
JACKSONVILLE PUBLIC LIBRARY 3,478 3023307 2ATE 6 2548782
BERN COUNTY LIBRARY 1,007 404 1,128 1062441 1080377
PALM BEACH COUNTY LIBRARY 5YSTEM 1,728 1512487
SAINT LOUNS COUNTY LIBRARY 2,086,573 M85 2015806 2.062.482
VWAKE COUNTY PUBLIC LIBRARSES 1,714 402 1,551.228
TOTAL 18,084,153 16,236 435 16,026 827 19,718,830
N 9 L] L] 10

AVG 2,009.354 2,0r5.573 2,003.328 1,971,083
AKX 3,431,653 43857 321,708 432,188
LI 1,05.342 1112854 1,104,383 1,083,377
WAEDLAN 1,819,058 1,830,106 1,425 637 1,814,000

Holdimgs
A
R .
—
P
- |
oo |
= |
] !
L] P | L
Frvieuin

As shown below, if the scope of the report includes less than 8 libraries the graph view is
presented as a line chart where the login Library location has the thicker line among the others.

3

4. Holdings =~ FY 2009 FY2010 FY2011 FY2012

JACKSCUVILLE PUBLIC LIBRARY 3047971 3023307 2575195 2,843,782
COLUMBUS METROPOLITAN LIBRARY 2,485,992 2,146,310 20087 447 1,795,531
INDLARAPOLIS-MARION COUNTY PUBLIC LIBRARY 1,899,068 A B84, 1 A28 14T 443
SAMT LOUIS COWTY LIBRARY 085,973 2016831 L1806 2063402
TOTAL [EITRLL) 6,00 EE B X R 874 338
N 4 4 4 4

AVG 2,334,799 2,267 472 2204704 2,143,560
MAR 3,047,971 3023307 LTSNS 2,848,782
MiN 1,313,059 1,884,751 1,800,768 1,715,531
MEDIAN 2,936,083 2,081 144 2058 827 2,004,963

Holdings
A Dl Bovire e Prbllic Libwary +- Mgl Ly
e el e o Cody Pl Lrary e LAMT LOUR COUMTY LB RART
.
—\_\\_‘h_
e
proe
i
o B
— --"'-. —
e
fe— = e =

Trend Reports — Trend reports enable comparison of results spanning multiple periods. The
range can span any number of periods defined by the data collection selected. Trend reports
support various Options including Details and Summary data: number of respondents (N), the

Average (mean), Min and Max values, Median and Total values.
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Trend FY2009 |FY2010 FY201

A. GEMERAL INFORMATION

4, Holdings

JACKSONVILLE PUBLIC LIBRARY I} | 3,147,971 | 3,023,307 | 2,875,205

COLUMBUS METROPOLITAN LIBRARY ﬂ 2,185,192 2,146,370 2,097 447

INDIANAPOLIS-MARION COUNTY PUBLIC LIBRARY ﬂ 1,919,069 1,844,294 1,830,268

SAINT LOUIS COUNTY LIBRARY ﬂ 2,036,973 2,015,921 2,018,806

totaL | 9339195 | 9020889 | 8322816

u [ 4 4 4

ave | 2334799 | 2257472 | 2,205,704

max Bl | 3,147,971 3,023,307 | 2,875,295

oy 0| 1,919,059 | 1,844,291 1,830,268

menian | 2136083 | 2,081,146 | 2,058,627

The Trend report can include different report options, select the Options tab to customize Trend
reports. The example above shows a variety of Summary data options included. This report can
be customized to provide a Summary version that does not include the details of each Library
location and only shows the Summary data values for the selected range of periods. This is
achieved by de-selecting “Details” in the report settings Options tab. Below shows the result of
this report not including the details.

Vst

S40_proot B smmse i Trend report without the

* — w § D ive “Details” of each Library and
aj— o including only the selected
?I’:T_ . Summary data options

Trend |FY2009|FY2010 |FY2011|FY2012

A. GENERAL INFORMATION

4. Holdings

TOTAL ﬂ 9,339,195 9,029,889 8,822,816 8,674,238

u [l 4 4 4 4

AVG ﬂ 2,334,799 2,257 472 2,205,704 2,143,560

max M| 3,147,974 3,023,307 | 2875205 | 2,848,782

MIN ﬂ 1,919,059 1,844,291 1,830,268 1,715,631

MEDIAN & 2,136,083 2,081,146 2,058,627 2,004,963
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The reports feature pop-up graphs (graph icon). Select the graph icon in any
row to view the chart for the corresponding row of data, as shown below.

Trend

A. GENERAL INFORMATION

4. Holdings

JACKSONVILLE PUBLIC LIBRARY

COLUMBUS METROPOLITAN LIBRARY

INDIANAPOLIS-MARION COUNTY PUBLIC LIBRARY @ \

SAINT LOUIS COUNTY LIBRARY ﬂ 2\

TOTAL @ 9.3\

N

o\

4. Holdings
Jacksonville Public Library

2HT5.295

Jp4rem

3000000 3050000 3000000 3050000 3200000

ave @ 2.334.?\
) -
pax | 31479710 T SOTnaOT | LETREE | LomnTne
MIN ﬂ 1,919,059 1,844,291 1,830,268 1,715,531
wepian | 2136083 | 2,081,146 | 2088627 | 2,004963

In the example Trend graph (above) the pink shading in the background represents the average
value. Above average results are shown by the Blue bars, while below average results are
shown in red.

Period Comparison — Period comparison reports compare results for two selected periods.

This Report Type shows values for each Period and the Gap (difference). Various Graph icons
exist for generating graphs displaying the results of each period and or the differences between
each period, including Plus/Minus and Comparative bar charts.

Locations - 5

Books

(Total Holdings)

Total books
circulation
(Total Circulati

]

2011
(i

010

il +* I

2011

il
1} J&H_

West Bridgewater Public Lihmry”ﬁ(!»,i‘&'!»

|| 1.41% |62,402||39,954”-9 93%

e I

Kingston Public Li brary||€-2,21 6” 5.32% |59,o?1

||32,235 5.13%

o=

Abington Public meryl 61,492/|-0.02% |61,508|(72,475/|-6.96%

77,897 ‘

Somerset Public Library

61,203 0.15% ||61,114||52,368)| 0.59%

31,336‘

Norton Public Li brary||58,333|| 2.80% |56,T50||53,D?T

-212%

o335

Total books circulation: 2011 vs 2010
Pessatge

Wt Brbgrastr P,

A P {
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Pl Gap — The PI Gap Report is useful in comparing data from two data
elements. The paired comparison of Pls in the report output is determined by
their Sequence value in the Report settings screen (1:2; 3:4; 5:6, etc.).

1 Books 5 E-book holdings
Vs Vs
Locations - 7 1 Total books circulation Total Ebooks circulation
B i = e i
Hanover - John Curtis Free Library| 65,203 =20.3% 8.1%
Fairhaven - Millicent Library| 63,336 -7.6%
Kingston - Kingston Public Library, 62,216 -24.4%,
Abingron - Abington Publc Library| 61,492 -15.2% ,
1 Books vs 1 Total books circulation
Somersel - Somerset Public Library| 61,203 =25.7% Peseesingr
E ] e = = " " 5 [ ] [ ] w " o -4 =
Swansea - Swansea Free Public Library| 57,786 19.9% —
Carver . Carver Public Library| 56,956 -11.9% [S—r—y

The Pl Gap Report also features downloadable Excel results, and click-only icons to pop-up
graphs similar to the Period Comparison report.

Cross Tab — A Cross Tabulation Report compares a range of results for one Pl versus another.
You can generate several cross tab tables in one report. Each selected Pl in the report is
compared against the first Pl (defined by Sequence.) The Cross Tab Report provides counts
and percentage values of row and column totals in each cell of the report. Cross Tab Reports
also feature links, from the counts, that enable a drill-down to a listing of the corresponding
locations and their values for the Pls in the Cross-Tab.

To create a Cross Tab Report you will need to create a report and then setup Group breakouts
for the Cross Tab report, see the image below.

Filters

Locations |Abingt0n Public Library|Acton Memaorial Library|West Acton CitizensY Library|Russell Memorii

Massachusetts Collection
General Information

E__
&

County |BRIPL

Total Holdings

1Books 61,492 10% Group | 1 x
5 E-books 1,649 1000 2000 Group | 2 b 4

Once you click on the Group link you can set the groups you would like to use to breakout the
data.
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Annual Reference Transactions — [ Load Options | =

Section/Group Name Low High Sequence Remove Options
15,000 1.00000 £000.00000 1 (x] 1.5,000/4.00000/5000.00000
. ( 5,001-10,000/5001.00000/101
5,001-10,000 5001.00000 10000.00000 2 %) 10,001.25,000110001.000001,
i ' 25,001-50,000]25001.00000}!
10,001-25,000 10001.00000 25000.00000 3 (x] 5000175 0004500010000
25,001-50,000 25001.00000 £0000.00000 4 (x] 75,001-100,000/75001.00000
' 100,001+/100001.00000/1001
§0,001-75,000 50001.00000 75000.00000 5 (x]
75,001-100,000 75001.00000 100000.00000 6 (x)
100,001 100001.00000 | |10000000000.00 |7 i
= ﬂ The Load Options featureca
Add . . .
Section/Group Name Low High Sequence Add edltortoupdatetheSectlon
ﬂ values or copy and paste the

other Pl (performance indica

Custom Format — Custom Format Reports provide you with more customizable options
including the ability to style the output using Cascading Style Sheets (CSS.) Custom reports
also provide a unique URL link that can be inserted into any merge document; thus providing
users with a way to integrate results directly into custom formatted Documents (e.g., Word,
Excel, etc.). Each time the Document is opened, the most recent data can be fetched from
LibPAS. This feature is very useful for auto-creation of standard Monthly, Quarterly and Annual
reports that typically include several Custom Reports throughout the Document.

Custom Format Reports and Merging

Custom reports offer numerous options to control the content, style (using CSS) and
layout/orientation of LibPAS report outputs.

To create a document that combines data from multiple reports (for example an annual or
monthly report combining several graphs/charts), you can merge data from more than one
LibPAS report into Word or Excel document(s) (similar to a traditional mail merge). Using this
Document Merge functionality, you have the ability to re-use the Document "Template" every
time you wish to produce the report. Merged documents use the latest data from LibPAS.

To create a custom merge report, the Custom Format report type is selected and options are set
in the Report Settings, Options, Option Settings and Format tabs for the report. These settings
determine the content included in the report, including: prompts (titles, report name/description,
period labels); range and the scope of the information to presented (number of data points);
optional inclusion/exclusion of information and report parts (e.g., column and/or row headers);
report orientation (e.g., Column: Pls X Row: Locations or Columns: Locations X Rows: PIs);
addition of Column and/ or Row totals; as well as desired formatting of the content.

While it is easy to create, layout and format the Custom Format reports online and view the
outputs of this report, the need to merge the formatted output in the appropriate offline
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document must be considered as part of the report design at some point to

achieve the desired final results, especially when printing is the ultimate

requirement. Consideration must be given to the final output media including:

page size; margins; page text area; alignment/justification; paragraph and line spacing,
headings, fonts, column widths, row heights, boarders, cell padding, etc.) In most cases the
desired formatting can be achieved using CSS in the Format tab, however there are times when
formatting may be handled best in the word processing document itself, e.g., Word.

e P g 2 W e

Margins

Page Area Width

Table Title

Fradr

E
5
]
I
bl
[
=
@
)
o

The preceding graphic shows the typical layout of the Custom Format table report output with
prompts related to the output options and a suggestion of how this report might fit within a
typical document page. Many of the LibPAS reports, and the Custom Format report, support
multiple columns and rows of data, however for a table to be sized appropriately and the content
to be legible, consideration will need to be given to the limitations of the target document.

To produce your report:
Create a New Report or Select any one of your existing reports.

Note: Some consideration will have to be given to the content of the report output prior to
merging with Word or Excel due to the possible constraints of the final desired output, such as
printed pages.

The Report type for the report should be set to “Custom Format” Report.
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The following instructions are based upon the Programs by Age Group report
from the Alachua County Library District (Public Library), which they have
given us permission to share. The Report Settings for this Custom Format
report are shown below.

” ’._‘f 0 Lt:—u;ﬁbii.'l* Options Option Settings Format

Report Settings
Collection ACLD Statistics -
Period 2011-08 » Start Period 2009-10 -

1 options [Vl current Month | [¥] current Y10 || ¥ prior Moath] [ prior Y10 |
2 Prompt( August YTD August YTD

Report Name Programs
Description Ages

3 Tnle(P’roo'an5 by Age Group )

- Report Type Custom Foemat »  ReportFolder Morthly Repodt - Demo

In the Report Settings notice that the Custom Format has been selected for the Report (red
arrow), and ...

1. The Options included are as follows: Current Month, Current YTD (Year-to-date), Prior
Month (i.e., same month prior year), and Prior YTD (i.e., year to date for the same range of
months, but for the prior year).

2. The Prompts (i.e. Labels) related to these options have been assigned. Note: If for
example the report Period is changed to September 2011, then the Current Month prompt
should be changed to September as well as Prior Month prompt should be changed to
September.

3. A Title for this report has been given. This title will automatically be added to the report
table in the header row.

Other options have been applied to this report.

In the report Options tab, include Total has been checked, as well, exclude Null Entries and 0
Values has been checked.

R Pl Sl Lings F_‘ vions | f st 1
Options [ ]
Inchids Seq  Prompt 1 Summary Ewchinde l

Tt 1 Touwl ¥ Tota Hehder 1

| boull
P Responzes (N sl
T == L | 0 Vst
Changs i v Dusrnvateed Totalsfavgs

Secton/Group Mame 4 Max Hans Filter Settings

Item Ho 3 Min Han Links

Miokes & Madun Machan

Duefinébors 7 2%th Perceno 25th Percenble

L & 7t Percentk yith Percenble ]

e e T +._..|r--"-""--""‘ e .ml---...\J
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This means that the report will add a row to the table report which totals the
data in each column and if a library that has no data (null values) or input
zeros for all variables, this library will be excluded from the report output.

Report Settings  Optlons '...L-,-_..-_ ) St .{ Foorman ‘
Oiption Settings :
Column Total Total e
Row Total »
1=t Column LOCATION - *
Columns Pis - s

LT _ RS N ‘--'1-'” . _‘-v---l"\-.“m-ﬂ-m_“_r

As well in the Options Settings tab, a Title for the Column Total has been set, Total and the
orientation of the table has been set to show each location (library name) listed in the first
column (i.e. row headers) and the Pl names to be listed in the Column headers.

Note: If in the Options tab you have not selected Total in the Summary data options, you can
simply add the prompt Total to the Row Total field in the Option Settings tab and this will have
the same effect to add a Total row to the report table.

Formatting the report

LibPAS enables users to format report outputs using CSS. In the Format tab of the Report
Settings screen as user can modify the CSS codes to change any of the formatting in the report
output. Table and column widths can be set. Font sizes and colors can be altered including cell
background colors. Or borders can be added and removed.

If you are unfamiliar with CSS there are a number of tutorials and instructional resources
available online. Otherwise you might consult with a staff member in your Library system that
has experience with CSS codes.

The CSS formatting codes for the Programs by Age Group report (below) are provided at the
end of this document for your reference.

Running the Report

After you run the Custom format report you will find there is a URL provided immediately below
the Report Table. This URL can be embedded and merged with an MSWord document, as
shown on the following page, or similarly in an Excel document using the Get External Data
function From Web.

Merging a LibPAS report with MS Word 2007/2010
Step 1
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Open the document in which you want to merge your report (i.e., insert a field).
Or you can open a new, blank document and start from scratch. Click on the
space where you want your field, so that your cursor is right in the spot where
you want your inserted field to appear.

Step 2

Click Insert on the toolbar, then click Quick Parts, and then click Field. The Field dialog box will
open. On the left-hand side of the dialog, you will notice that under Please Choose a Field there
is a Categories drop down. Choose Links and References from the drop-down menu.

Step 3
Click on IncludeText in the Field Names box. In the Field Properties section, insert your cursor
in the Filename or URL field and type or paste the URL provided by LibPAS for the report.

For example, the report URL might be -
http://www.countingopinions.com/pireports/report.php?rkey=9d58cd8dc7144bb53391af3ef2282
Ob5&rid=2464

Note: This is an active report URL and will work if merged in a Test document.

Step 4

Uncheck the Preserve formatting during updates check box. This means that the online source
formatting will take precedence over any internal Word document formatting. Leaving this
option checked can cause some unpredictable formatting issues.

Step 5

Click OK when you have chosen the field you want to insert and any properties or options. Save
the changes to your document, so that the next time the document is used the fields will be
available.

Here are the detailed steps in Word

In the ribbon, under the Insert tab you will find the tool called Quick Parts among the Text group.
Click on Quick Parts allowing the list of option to expand, and then select Field... as shown
(below).

A =| Quick Parts ~| @& - TT Equation -
i  AutoText 4

Box~ | |E Dooument Property k

=l Field... I},
= ' ' '
T Q Building Blocks Organizer...
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http://www.countingopinions.com/pireports/report.php?rkey=9d58cd8dc7144bb53391af3ef22820b5&rid=2464
http://www.countingopinions.com/pireports/report.php?rkey=9d58cd8dc7144bb53391af3ef22820b5&rid=2464
http://www.countingopinions.com/pireports/report.php?rkey=9d58cd8dc7144bb53391af3ef22820b5&rid=2464

This will open a dialog window called Field. In this dialog window, navigate
and select Links and References from the Categories list (as shown below).

-

e ; |

-

‘Pieasecrmo.‘dd Fiedd properties
Categaries: Cick the button
) =] :
) ‘ !

{Date and Time
|Document Automation

; %Doomen: Information
|Equations and Formulas
{index and Tables

ks and References
iMd Merge
|Nurmbering

After you select Links and References the dialog will automatically refresh to display a list of
Field names related to Links and References.

Step 1 - In the Field names [ —— e |
list, select the field name [— s e i
IncludeText. Again the dialog | === Plase or UBLY Brevent fiekds from beng Lodated
. o tris andReferences ) Paste "Custom Report URL™ here
refreshes. Field properties is || s e Formag: Text converter:
ot . o) P

now shown and an empty prortims B0 — Hamespace mappngs:
. . . ryperink Lowercase
field for Filename or URL: is Pagerctre Frst aptal X3 Transformation:

lnddeText | L
presented. S XPam exsreszon:

PageRef

Quote

Ref
Step 2 - Please copy and StyleRef

paste in this field the entire
report URL found in the

output view of the Custom : S bl et
Report' mv:::nt;xlﬁunaﬂz
For example,

. » e Codes [ ][ cocn ]
http://www.countingopinions.c L.
om/pireports/report.php?rkey=9d58cd8dc7144bb53391af3ef22820b5&rid=2464

Step 3 — Uncheck Preserve formatting during updates. This allows the formatting created
online in the Format tab of the report to take precedence over the Word document formatting.

Merging a LibPAS report with MS Word 2003
Please refer to the following MS Office online help —
http://office.microsoft.com/en-us/word-help/insert-a-field-HP005189388.aspx

Update the Report

If you have already embedded a Custom Report, click on a cell in the report table in your

document. This will highlight the entire report table. You can either press ‘Function 9'(F9) on
For the Confidential and Exclusive use of Counting Opinions Subscribers
Page 26 of 32



http://www.countingopinions.com/pireports/report.php?rkey=9d58cd8dc7144bb53391af3ef22820b5&rid=2464
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your keyboard, or click your right mouse button while still in the table, which

will offer a menu of options, then click Update field as shown to the right.

After pressing F9 or clicking update field, if you have updated the report

settings online and saved these settings, you should see the report table
automatically update in your Word document. B Paste Oplions

4 A & entin
¥

Note PC Users -- You can update an entire document of embedded : ( &
tables by performing the following keyboard shortcuts — CTRL-A thenj ™
press F9 on your keyboard. d

=

A >

[= » s
Below is a representation of what the Custom Report would look like A 273
merged with a Word document. (Google Docs does not currently support === '::
this feature). BIUEY-A-F §
PROGRAMS BY AGE GROUP
PROGRAMS CuURRENT YEAR (2010-2011) PriOrR Year (21
Aucust YTD Avcust

AGes| 19 +|12-18|0-11| 19+ 12-18( 0-11(19+|12-18(0-11
HEADQUARTERS 18 7 10 231 76 295 16 7 4
HoMEBOUND
ALacHUA 20 8 8| 205 115 128 16 9 12
ARCHER 5] 0 0 58 0 39 7
EBRaNCH
HawTHORME 4 3 14 108 54 163 4 3 13
HIGH SPAINGS 1 18 B6 30 212 7 4 16
Ligrapy PaRTNERSHIP 11 1 15 179 26 157 32 3 15
MIcanopy 1 ] 11 10 80 1 0 4
MILLHOPPER 15 11 22 152 Qa0 201 8 16
MEWBERRY 3 1 7 33 34 121 1 < 12
Tower Roab 12 2 &) 117 50 150 20 3 5
WaLpoo 0 0 1 1 0 22 4 0 0
BookmoelLE 1 0 0 2 2 0 11 0 0
Bookmoele 2 0 0 0 3 0 14 0 0 0
DepoSITS
DOWNLOADABLES
JarL 5 4 131 32 23 il
OUTREACH 0 0 0 0 0 0
SUBTOTALS 104 41 108 1,317 517 1,613 139 432 97 1

*Shared with permission from Alachua County Library District.
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Merging a LibPAS report with MS Excel 2007/2010

Create a new Web query

Step 1

In Microsoft Office Excel, on the Data tab, in the Get External Data group, click From Web.

In the browser, browse to the Web page from which you want to query the data, right-click the
Web page, and then click Export to Microsoft Excel on the shortcut menu.

The New Web Query dialog box appears.

Step 2
In the New Web Query dialog box, enter the URL for the Custom Report page from which you
want to get data. You can type the URL or paste it from a copied address.

Step 3
Click the I#] button next to the tables that you want to import, or click the (2] button in the upper-
left corner of the page to import the entire page.

Tip - If there are no {#] buttons next to the tables on the page, click Show Icons Bk at the top of
the dialog box to display them.

Formatting Options
To set the formatting and import options for how data is returned, click Options, and then do one
or more of the following in the Web Query Options dialog box:

Under Formatting, click one of the following:

None
This option returns none of the formatting on the Web page that you are querying, only text.
Formatting that exists on the Excel worksheet is applied.

Note: This is ideal for a merge of “raw data”
Rich text formatting only
This option returns the type of formatting that Excel can reproduce most closely, such as font

styles. It does not include HTML formatting, such as hyperlink formatting.

Note: This is ideal for importing the online formatting you have added to the Formats tab
of the Custom Report.
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Full HTML formatting
This option returns all HTML formatting that Excel supports, such as hyperlink

formatting.

Note: This option clears the Preserve cell formatting check box in the External Data
Range Properties dialog box.

Click for more instructions from Microsoft Office.

Appendix A: Programs by Age Group - CSS Codes

body {

width: 100%;

legend {

.main {

}
.rperiod {

}

font-family: verdana, arial, helvetica, sans-serif;
font-size: 9pt;

background-color: #ffffff;

margin: O;

padding: O;

font-size: 9pt;
font-weight:bold;
color: #0577B4;

background-color: #fff;

font-family: verdana, arial, helvetica, sans-serif;
color:#000;

font-size:9pt;

background-color:#fff;
font-family:Bodoni MT Black,sans-serif;
color:#000;

font-size:14pt;

text-align:center;

font-weight:bold;
text-transform:uppercase;

table.tblreport {

width: 7in;

background-color: rgh(240,240,270);
font-family: verdana, arial, helvetica, sans-serif;
color:#000;
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font-size:9pt;
font-variant: small-caps;

}
.thltitle {
font-weight:bold;
font-size:16pt;
font-variant: small-caps;
text-align:left;
}

.tblreportname {
font-weight:bold;
font-size: 14pt;
text-align:left;
border-bottom:1.5pt black solid;
}
.tbldescription {
text-align:right;
}
.tblperiod, .tblperiodl {
font-weight:bold;
text-align:right;
}
.tblperiod2 {
font-weight:bold;
text-align:center;
border-bottom:1.5pt black solid;
}
.tblperiod3 {
font-weight:bold;
text-align:center;
}
.tblpiname, .tblpinamel, .tblpiname2, .tblpiname3 {
text-align:right;
border-left: thin black solid;

}
.tblcolumn1 {
text-align:left;
}
.tbldata {
text-align:right;
border-left: thin black solid;
border-top: thin black solid;
background-color: rgh(250,250,170);
}
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.tbltotal {
text-align:left;
font-weight: bold;

}
.tbltotals {
text-align:right;
font-weight: bold,;
}

tr.tbltotalrow td {
border-top:thin black solid;

Published Reports - All reports can be published and shared with others by sending via email, text
message, twitter or posting on a website or blog. You can also use the QR-Code feature to post links to
reports in print materials. Users are not required to login to see the results and can use all the
interactive features supported in the reports (e.g., downloads, pop-up graphs, drill-downs)

I—-ﬂ MBLC

Report Report Templates |—------—---- lepo —|
Published Reports
Report Name |Report Type|Description Collection Updated |QR-Code Remove
«a
Holdings Report| Cross-Tab Massachusetts Collection|2012-03-19/@R-Code| href="http:/www countingocpRemove

' inions.com/pireports/report. p
I

Try it
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For more information and instruction on how to use the LibPAS reporting tools,
please refer to the online “Help” linked from the top right corner of most
screens.

If you have any questions regarding the setup and function of the LibPAS reports, please
contact support@countingopinions.com.
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