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Creating a Report in LibPAS

One of the features in LibPAS is the ability to quickly generate reports. Follow these steps:

1. Login to your LibPAS Account

Welcome hd

Locations Maps
o Utah Department of
\\\"‘ Utah State Library Cultural & Community
Division Welcome to the Utah State Library Engagement

Division LibPAS Portal

The Annual Statistical Report opens September 2023

Enter your Username

Username: :] and Password.
Password reminder

Instructions for Creating Reports in LibPAS

Instructions for Entering Data in LibPAS

2. Go to “Reports”

< Reports > Data Input Home Menu Logout
Upload File Accounts Collection Management Page Editor Portal Configuration Help Editor Profile Locations|
Utah Department of »

\\‘ ytah StateLibrary Cultural & Community
Welcome Utah State Library Division

Engagement

General Instructions Data Definitions Data Input Form

Instructions for Creating Reports in LibPAS

Instructions for Entering Data in LibPAS
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3. This will bring you to the report management screen. To create a report, click
“Create Report.”

Manage Reports

To generate a report, select an existing report by Name (below) or use the Library Trend and/or Ranking Report links from the navigation bar (above).
Use the Create Report button to Create a new report in a Local folder.

To Move or Remove one or more reports, select the report(s) (use the checkbox in the first column) and ...

Use the Remove button to remove the report(s) that you previously created.

Use the Move button to move the report(s) to another local folder that you previously created.

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

Local Operating Expenditures CO Example Folder PLS Reports Template PLS Dashboard Reports Pamphlets

Merge Reports Report Templates Published Reports +

Report Name

. Report

® Type ¢ Survey + Description ¢ Updated + Author ¢+ Executed ¢

4. Choose the Utah Public Library Survet from the “Survey” dropdown menu. You can explore the
“Options” and “Format” tabs later.

Report Settings Options

Report Settings

Survel s __ select --

Period Utah State Library Division

Report Nam Annual Public Library Re-certification

1

Application for Quality Library Designation
Descriptio CLEF Expenditure Report
NEW Community Library Enhancement Fund Expenditure Report

: =
e Prefilled Information
Summer Reading Survey E
Test Community Library Enhancement Fund =
Report Type Y Y s F

Utah Outlet Statistics

@ Utah Public Libraries Survey

StatUS D LaS Utah Public Library Recertification
Group Utah Public Library Trustees

IMLS g
IMLS
Cmm B IMLS Outlet Data
PLDATA
Electronic Measures Snapshot (COVID-19)
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5. Name your report and select the type of report you want to generate. In this example, we’ll do a

trend report:

Report Settings Options Format
Report Settings
Survey|ytah Public Libraries Survey V] Ente raname for yo ur
Period 15022 V| Start Period [ 2022 V] re pOf't.
Report Name|[{j; d Report
Description
vz
Titie|
Report Type (TrondP - Depending on the type

Run I Save ] I Save as New Report

of report you need,

ve as New Template

select the appropriate

Locations

report type.

Indi

cators

varue

Status

Approved
Approved Date

'ULast Updated
'ULocked
CJLocked Date
g

0

Gro

up

-- All groups --

6. Select the fiscal year of your report from the “Period” dropdown menu:

Report Settings

Report Settings

Options

Format

Survey‘l

Utah Public Libraries Survey

For trend reports, select

Period (7022 V| Start Period | 2012

Report Name

also the fiscal year for

Un-named Report

— d—

beginning of the period.

Description!

)

Title |

Report Type |Trend/PI v

Report FoIder[CO Example Folder VI

I Run ] [ Save ] [ Save as New Report H Save as New Template |[ Publish Report |

L ons Filters
Locations |
Indicators Value

Loc

ked

Approved

g
=
'ULocked Date
=
(JApproved Date

ULast Updated

Group
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7. Decide which Performance Indicators or Pls (also known as data elements or survey questions) you
wish to use, then click “Add.” In this example, we have selected #501 Library Visits and #550 Total

Circulation (all formats):

I
Report Settings Options Format
Report Settings
Survey[ Utah Public Libraries Survey v
Period 15022 v| Start Period (2012 V)
Report Name/[{jn“named Report
Description
Vi
Title]
Report Type |Trend/Pl v Report Folder[CO Example Folder v|

[ Save I I Save as New Report I Save as New Template ” Publish Report I

Group |- All groups — hd

SERVICES -
500 Public Service Hours Per Year (all outlets)
500.1 Weekly Scheduled Public Service Hours (all outlets)

502 Reference Transactions

503 Mumber of registered users —
Circulation

5491 Circulation of Electronic Materials

549 2 Circulation of Physical Maternals

550 Total Circulation (all formats

[save| [ saveasNewReport | [Publish Report |

If you don’t click “Add,”
you'll get an empty
report.

Report Settings Options Format
Report Settings
Survey|"eah public Libraries Survey v
Reriod Start Period [ 2012 v)
Report Name|[(n"hamed Report
Description|
V
Title,
Report Type [Trend/PI v|  Report Folder | CO Example Folder v|

[ Save | | Save as New Report || Save as New Template || Publish Report |

Locations  |Filters

Locations |

Indicators |Value | % Filter Low >=[<= Filter High [Sequence [Remove |

Utah Public Library Statistics ﬁ

R
@ |Library 17,670 \
Visits

SERVICES
| e )

Circulation

550 Total
Ca(lr'culatton 25,881
formats)
Group |—Allgroups— El
SERVICES
500 Public Sewvice Hours Per Year (all outlets)
500.1 Weekly Scheduled Public Service Hours (all outlets)
501 Library Visits
502 Reference Transactions
503 Number of registered users
Circulation
549.1 Circulation of Electronic Materials

549.2 Circulation of Physical Mat9
550 Total irculation (all formats) When you are ready to Hl |
S |

isne| produce your report,
click “Run.”

= 188

The Pls you added will
show here.




Survey: Utah Public Libraries Survey

Period 2012 - 2022@

8. Your report appears with an option to download it as an Excel spreadsheet:

ort Settings

600 Total Number of Library
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Click here to
return to the
Reports
settings page.

Programs 7= 2012/2013|2014/2015(2016(2017(2018{2019|202 2022
American Fork City Library (i 522 | 397 | 408 | 421 | 357 | 386 | 485 | 800 | 322 557
Beaver Public Library (i 114 | 123 | 146 | 161 | 157 | 96 | 107 | 109 | 103 121
Brigham City Library (il 381 | 336 | 351 | 293 | 392 | 422 | 721 | 524 | 721 431
Cedar City Public Library (i 243 | 303 | 326 | 238 | 259 | 246 | 281 | 315 | 212 191
Davis County Library (il 1,119 | 1,208 | 1,313 | 1,328 | 1,546 | 1,544 | 1,445 | 1,590 | 366 1,339
Delta City Library (i 66 | 62 | 76 | 63 | 66 | 78 '
Duchesne County Library (i 120 | 110 | 106 | 169 | 253 | 238 | | Click here to download a
Eagle Mountain Public Library (1| 77 | 81 89 | 222 | 516 | 543 spreadsheet with your
\Emery County Library (i 1,007 | 1,037 | 930 | 854 | 909 | 1,026
[ e i e da. ans | ann | aaa ann - no data,

Report Settings  [We]:lilLH

Report Settings

Format

Reports

Help

9. Click “Save,” then “Publish Report” and then “Reports” to go back to the Manage Report screen:

Logout

Surveyl Utah Public Libraries Survey

Period |(5022 v| start Period [ 2012

Report Name|[yn_named Report

Description

Title I

Report Type | Trend/PI v Report Folder [ CO Example Folder

v

[ Save l I Save as New Report “ Save as New Template ” Publish Report l

e
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9. Once saved your report will appear in the Manage Reports screen. If you publish it, it will show up
under the “Published Reports” on your report management screen:

Home Menu Help Logout

Data input Library Trend Ranking Report

Manage Reports

To generate a report, select an existing report by Name (below) or use the Library Trend and/or Ranking Repert links from the navigation bar
(above).

Use the Add button to Create a new report in a Local folder.

To Move or Remove one or more reports, select the reportis) {use the checkbox in the first column) and

Use the Remove button to remove the report(s) that you previously created.

Use the Move button to move the report(s) to another local folder that you previously created.

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

uT

Report Report Templates +

Published Reports
Repdft Repdit * * ¥ QR
Name Type Survey Description Updated Cote

[J| Yn- |Trend| Utan 2013- | QR- || <5 href="http://www. countingopinions.com/ pireports,/report php?
named Public 12-20 | Code || ge885e27e8ee896eb728abd0eefb3870">Un-named Report</a=
Report Library
Statistics

@ 2013 Counting Opinions (SQUIRE) Lid.

10. Click on the report name and you will get a|unique URI..,that you can share with the public:

[ www.countingopinions.com/pireports/report.php?ee885e27e8ee896eb728abd0eefb3870 ﬂfl

Un-named Report
survey: Utah Public Library Statistics period 2009 - 2013@

501 Library Visits 2% 2009 2010 2011 2012|2013
|American Fork City Library 184,000 190,060 | 207,660 | 175344
|Beaver Public Library 24254 | 22675 | 20,244 | 20,163 | 17,670 |
|Brigham City Library 117,564 | 193,367 | 203,884 | 216,130 | 198,699
|Cache County Bookmobile Library 37954 | 38071 | 46460 | | |
iCarbon ééuniy B‘uok‘rnu“l‘)\léu.b};ry .45‘.333 5 1 =
\Cedar City Public Library 200,897 | 242,198 | 238,658 | 236,271 | 248,930
|Davis County Library [ 1403578 |
Delta City Library 25578 | 25931 | 27,102 | 22,648 | 21,674
|Duchesne County Library 48,200 | 54,886 49657 | 45498 | |
|Eagle Mountain Public Library 40060 41262 | 549983 61,582 | 68,983

\\ k Utah State Library

Division

2003 Utah State Library Division

Thank you to Susan Mark, State Data Coordinator, Wyoming State Library for sharing the original template.





