Texas Public Library Annual Report 2012-LibPAS Demo

Title Slide. Thank you, Naomi.  Welcome everyone.  I’m pleased you could join me for this overview of the Texas LibPas Data collection website and the changes to the 2012 report.  I am Stacey Malek and I manage the library statistics and accreditation program here at the State Library.
Slide 2. So, let me briefly go over what we’ll cover today; then we’ll get to two poll questions; and then move into the presentation and demonstration.  <Review agenda> 
Slides 3 and 4. First poll question and then second poll question.  This will help me understand how many of you are new to the data collection tool and how much time to devote to it.

Slide 5. Ok, now that I know X of you have/have not completed an annual report before and X wanted to throw your computer out the window, let’s move on to the demonstration.  What you see on this slide is the website address, the date that the user names and passwords went out, and the screen shot of what you’ll see when you go to the website.  If you have not received your user name and password, send Valicia Greenwood an email.  Her contact information is at the end of the presentation.  We’ll also make this power point available to everyone.  It’s also on the handout that you should have received a day or so ago with the agenda.
Keep in mind that I don’t want to just lecture on this demo, but want to answer your questions.  That way, when you go to complete the online form, you have those nagging questions answered before you even start!  So please type in your questions as we go and Naomi will stop me, as needed.  I’ll also stop a few times and make sure we don’t have any questions waiting. Once we finish the demonstration, we’ll do questions again and then come back to the power point to go over the changes in the questions.
Slides 6 and 7. One last thing before we go to LibPAS; as you complete the survey, there are some things you need to remember.  First, the more detailed the notes, the better.  I’ll show you where the questions are that have edit checks.  Make sure you annotate if an edit check pops up.

We get lots of questions about the subtotal and total fields not updating after changes are made; or even the changing not taking.  You do need to go to another field or go to the bottom and click “save” in order for the changes you make to update in the form.  I’ll show you an example.
Finally, there is a one-hour time out for the application.  If you try to move around after you’re timed out, the login screen will look different than what you’re used to, so just go back to the txcountingopinons.com site and log back in.

DEMO-So, let’s go out to the website and take a look around.  I am going to use a library’s login today to demonstrate the site.  
When I go to the LibPas sign-on page, you will see our contact information below.  The phone number there is for the Library Development & Networking admin.  You just need to ask for Valicia or myself.  In addition to our email addresses, which I’ll give you at the end today’s webinar, there is another email address here you can use, as well.  This one will get forwarded to one of us and we’ll get back to you.


When I log in, I am on the Texas secure portal page.  This is your “home” page.  It will have your library’s name on it, an Enter button, and then the 3 documents you see on your screen.  The first is the Survey Instructions.  At the end of this document, you can find links to our website and instructions for submitting the Accreditation Application.
The Accreditation Application Form is also here.  If you want the library to be considered for accreditation, you must complete and send this form to us.  Even if the library was accredited in the previous year, an application is required each year.  In addition to letting us know the library wants to be accredited, it confirms that the information supplied by the library is true and correct. I am doing a webinar on the accreditation criteria, including the benefits of accreditation on February 5.  I encourage you to sign up!

There are also Data Input Instructions that Counting Opinions put together for us, to aid you as you move through the report.  I won’t look at this in depth, but it is a good resource for navigating through the data collection tool.
You’ll also notice some red arrows and links at the top of the page.  The report function I went over in a previous webinar, which is archived, and I plan to do a more in-depth webinar on reports either late spring or early summer this year.    The libraries link brings up a contact list of all the public libraries in the state.  If the name is hyperlinked, then you can click on it and go to the library’s website.

Locations has the same information as the Libraries, except it includes the branches.

Maps brings up a map of Texas and all the libraries.  Click on a library’s hyperlink and it brings up some basic information.  Blue map marker is a main library and the red map markers are branches.

Data Input does the same thing as the Enter button and Home will bring you back to the landing page here.

So, we’ll click the “enter” button and go to the main report.  

You’ll land on this screen so let’s look around a bit.  The sidebar on the left side of the screen has the different sections available to the library for completion.  This particular library has a branch.  Section 12 is for the branch library data.  If the library did not have a branch, then the available sections would stop with Section 11 and the Next Steps, which we’ll look at in few minutes.  You’ll notice that as I scroll down the screen, the sidebar moves down, as well.  You can hide the sidebar, move to specific sections, go backward or forward in the report, or go back to viewing the whole report.

There are also buttons at the top and bottom of the screen.  Review takes you back to the full report, Reset deletes whatever you input on the screen, previous and next we’ve already discussed.  You’ll also see a period that is preset to 2012.  If you wanted to look at last year’s data in its entirety, you could change this date and the 2011 data would be in the form, but make sure you change it back.  The previous data is also out to the right-hand side of each question.  You can print the report you are working on or even a previous year’s report.  If you print this year’s report before you submit, it will have “Draft” as a watermark on it.  After you submit, the watermark should no longer appear.

You’ll also see some green check marks on the report.  Those are the questions that have edit checks associated with them, so you may get a prompt to provide us a note.  You’ll also notice that Section 1 has a lot of gray areas.  We’ve prefilled and locked those fields.  If you have changes to any of the grayed out fields, you’ll need to send Valicia an email or use the note function here, to provide us the correct information.
The definitions are available in numerous places in LibPas.  As we saw, the blank form along with the instructions is on the portal homepage.  The definitions are also available by clicking on Definitions.  This is all of the definitions for the whole report.  If you want to just look at one question’s definition, then you can click on the question number.  It also brings up a Notes box, where you can include any notes for us, or yourself.
So, let’s just move through each section quickly and I’ll demonstrate what the edit checks will look like.  Moving to section 2, if I change question 2.1, it’s going to bring up an edit check. Please do not just put “ok” or “correct” in the edit check.  That does not tell us anything at all.  Please take the time to put in descriptive edit checks that explain the situation to someone who has never seen your data.  If you put “ok” or “this is correct” for an edit check, we’ll return the report back to you to provide us a better explanation.

Another definitions feature I’ll point out here is that under Section 2 is that there are section “definitions.”  Some are lengthier than others.  Section 2 is fairly short.  I would urge you to review these since they might provide additional information, and we worked hard getting them in there!

So moving on to Section 3, you can see the section definition is a bit longer.  It does provide information about the entire section so if you want information just about one question, you’ll need to refer to the definition for that question.
Ok, let me stop here.  Naomi, are there any questions that I need to address yet?

Remember I said you need to move off of the question field to get the subtotal and totals to update.  Or you can click “save” at the bottom of the screen.  Let me demonstrate this for you.
As I said earlier, if your library has a branch, then you will see a Section 12 where you can input the branch’s data.  If you don’t have a branch, then the report will stop at Section 11 and you’ll see Next Steps.  This section has some final instructions on verifying and submitting the data, plus instructions on submitting the Accreditation Application.
You must lock/submit your report online and send us a completed Accreditation Application in order to be considered for accreditation.  When you finish reading and/or printing that section, you’re ready to verify your data.  Go to the top of the screen and click the “verify” button.  You’ll then scroll down and look at those questions in red and complete what needs edit checks or data filled in.

Once you do that, you’ll go click the “submit” button.  When you do that, you’ll get this screen which will show you what still needs to be completed.  To get back to the report, hit “return”.

Are there any questions on the data collection website, Naomi?
Slide 8.  Ok, let’s go back to the power point and talk about the changes to the report.  This slide is just to acknowledge that we know we released the changes late and that not all of you are going to be able to report this data.  I’m hoping to get new questions released sooner next year, but it just didn’t happen this year.  So, just report what you can to us, annotate where you can’t and then begin collecting it.  If, for some reason, you just cannot collect something, please let us know.  I don’t always know the limitations that libraries face, particularly when we’re talking about some of the digital questions, so it’s very helpful to know the barriers you have in collecting this type of data.  You may not be the only one!
Slides 9 thru 11. So, the little guy on this slide has a headache and I know a lot of us feel this way when we have to change what we’re doing...again.  This report seems to change every year and it can be very challenging for all of us.  Change does seem to be the only constant.  But there are reasons for the changes.  <Go through the questions.>
LSL may change how you respond to Section 4.  In the past, if you had a LSL grant, you had to deduct that out of the Section 4 questions because those were not local funds.  For some libraries, those were the only funds that weren’t local. 

You can see that we are asking more electronic/digital questions.  This is an attempt on our part to try to find out what you’re doing more of and what you’re doing less of.  We know that circulation is either stagnate or decreasing for many libraries but what I’d like to know is whether that’s because circulation in all formats is decreasing or is physical format decreasing while digital format circulation is increasing, but the physical format decrease pulls down the number as a whole?
Do we have any questions on the new questions?

Slide 11. Website – Just providing you another look at the website you’ll be using and what you need to complete the report.

Slide 12. Next are the Important Dates.  While April 30 and July 31 are in our administrative code as the due dates, we really strongly encourage you to submit by March 31.  We do have about 570 libraries that report to us each year and if you submit the report early, it provides us maximum time to work with you on any accreditation issues that may exist.  We have an appeals process and appeals will be heard early this year, so we want to be able to work with as much as possible on an appeal, if necessary.
Slides 13 and 14. What do I need to submit?  Just an overview of what we’ve already covered, except for who needs to sign the application.  And remember, when you and the others sign, you are verifying that the information is true and correct, so make sure anyone signing the application has time to review it.  Please do not get the city secretary to sign for the city.  While they may have lots of responsibility in the city offices, they are not authorized to sign this form.  We do prefer you scan and email the completed form to us, but we’re happy to take a fax or even a mailed copy.
Slide 15. Final poll question:  Have you started the online report yet?

Slide 16 and 17. Are there any final questions?  And, here is our contact information while we get those questions.  Please let us know if you have questions or need help when you’re completing the report.  That’s what we’re here for!

Thank you very much.  Have a great day!
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