Public Library Survey
Due December 31

I. What is the Public Library Survey and why is it important?

II. How do you access and use the WebCollect database?

III. How to insure that your data correctly reflects your library.

Section I: What is the Public Library Survey 
and Why is it Important?

The Public Library Survey is a requirement for receiving state aid.  The Administrative Code Chapter 520-2-2-.06 State Aid Documentation Requirements states:  “All documentation required for the receipt of state aid must be filed with APLS by the deadlines specified below or within 30 days of mailing of forms from APLS.  Filing of documentation with APLS after a deadline may result in delay in receipt of state aid funds.”

The information provided through the Public Library Survey allows APLS to monitor the activities of each library as well as examine issues that are mandated by the Code of Alabama.  For example: the use of federal funds, the amount of local funds, hours of operation, etc.  For more information on Fiscal Requirements, the Administrative Code Chapter 520-2-2, Supplemental State Aid to Public Libraries can be found at http://www.alabamaadministrativecode.state.al.us/docs/lib/MicrosoftWord2LIB2.pdf
The data requested in the statistical report is designed to be comparable with the data collected by libraries nationally as part of the Federal-State Cooperative System for Public Library Data (FSCS).  A copy of your Public Library Survey is a simple way of keeping your Library Board and government officials appraised of how your library is serving your community.  You can also use the data collected as documentation of need to potential funders when writing grants. 

Section II: How Do You Access

And Use the WebCollect Database?

INSTRUCTIONS:

The Public Library Survey is completed online through Bibliostat WebCollect.
Step 1: Go to the APLS Website at http://webmini.apls.state.al.us/apls_web/apls/apls/
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and click on the State Aid tab in the top tool bar.
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Step 2: Click on Login to Webcollect
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Note: Each library has its own Username and Password.  Please keep the password in a safe location. If you do not have your password, contact Stephanie Taylor at 800-723-8459, ext. 3943 or email: staylor@apls.state.al.us
Step 3: Enter your User Name and Password and click the Login Button.
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Step 5: If this is the first time you’ve logged in, you will click the Start Survey Button.  If you have already started your survey the button will say Continue Survey.
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TOOL BAR:

There are six options on the WebCollect tool bar:
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1.  Home: allows you select a survey to view on WebCollect.

2.  Survey: takes you into the annual report survey so you can enter your responses.  Navigating the survey will be explained in further detail in the 2nd part of this section.

3.  Status: allows you to correct errors, explain anomalies, and submit the survey.  There are four options under this menu:
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1. Edit checks - added by APLS and the federal government for certain questions to alert you when the responses may be questionable when compared to state or national norms or can appear if this year’s data is drastically different or exactly the same as last year’s data.  They will only appear after you have entered your data, and only if that data is outside of the specified range.  The edit checks serve the purpose of letting you see the criteria and explain your data before it is submitted to APLS.  You may need to correct a simple typo or explain why the number is correct.  After typing in your explanation click on the Submit Corrections Button.





2. Unanswered questions – Allows you to see any questions that were not answered.  If any questions remain unanswered, you will not be able to submit survey.  This easily lets you see where a question may have been skipped.

3. Flagged Questions – Next to each survey question is a flag.  You can click on the flag to make it turn red.  This is a tool you can use to remind you to revisit or call attention to certain questions.  This section lists all of the questions you flagged.
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4. Submit – This is where you go to submit your completed survey.  After clicking on the Submit Survey Tab, click the Submit Survey Button.  You should immediately get a message stating your survey has been successfully submitted and locked. If you do not get the message, your survey did not submit.  Check for unexplained edit checks or unanswered questions and try again.
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5. Printing: From this menu you can print your survey or save it to your computer. Be sure to save a printable version of your survey and the annotations before pressing Submit Survey.  If you do not, you will not be able to print or save a copy of the report, as you are totally locked out of the system as soon as the Submit Survey process is completed.
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5.  Frequent Questions: Within this section you can easily navigate among several frequently asked questions.

6.  Instruction: Here you will find detailed instructions on how to complete the survey.  It’s helpful to print these and use them as a guide as you fill out each question

NAVIGATING THE SURVEY:

You will see two frames on the first page.  To the left is the Survey Navigator, which allows you to more around parts of the survey as you work on them.  The survey is broken down into sections.  Each of these is a clickable link that will take you to that section.  When you click on a section, the selected section is displayed in the right hand frame.  To the right you can click on the Show Last Year’s Answers Button to reveal the figures you provided in the previous year.  You will also see Save, Next, and Back buttons that allow you to move from section to section.  Each time you click the Next or Back button your work will be saved.  
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OTHER HELPFUL FEATURES:

Note Pad: You may use the note pad to annotate your answer to any question that requires it.  This happens if the data from your survey generates an “Edit Check,” or you simply wish to provide additional information.  Click on the notepad icon next to the question.  Check the top margin of the notepad.  The Federal tab will be highlighted, so the annotation will go to the federal statistics collection program with which the state library cooperates, and to the state library itself.  If you want to annotate a response to the state or to your own library, you will need to click on the respective tab on the top of the notepad.  Your notes will be included with your responses on the annual report survey.  

Instructions for single questions:  Clicking a blue question number will cause box to pop up instructing how to answer that particular question.
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Section III: How To Insure That Your Data
Correctly Reflects Your Library?

· All questions must be answered or the form will not submit. 

· Zero means that the library does not have the materials or services to which the question refers, or indeed did not have anyone use the material or service.

· NA (not available) means the data requested is not available (we did not collect, we cannot determine.)

· Numeric Values – round all figures to nearest value, do not type in commas, decimals, dollar signs, etc.

· Add Group and Remove Group Boxes – to enter multiple sets of data or remove data no longer correct (for example: names of Library Board)

· Telephone Numbers – do not add any punctuation, the program will insert those automatically.

· Totals – for questions where a formula is given and the question is written in red, the program automatically adds the figures and enters the total.  If the figure does not agree with your calculations, check each question in the formula for errors.  

· Definitions – to review definition while completing the form, click on the number of the question and the definition will be displayed.

· Pre-Filled Answers – The information was entered on previous reports or by APLS.  Please do not information unless it is incorrect.  FSCS codes should never be altered.  If you have question about the code entered, contact Stephanie Taylor at 1-800-723-8459, x3943.
· Be cautious of what section/question you are answering.  Don’t mistake electronic materials for physical.  Don’t mistake collection stats for circulation stats.
**Please contact Stephanie Taylor with any questions: staylor@apls.state.al.us, 1-800-723-8459 ext 3943.
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