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User‘s Manual - Overview 

Overview 
 

This users manual provides a guide and reference materials for the Academic Libraries 

Survey (ALS), administered by the U.S. Department of Education‘s National Center for 

Education Statistics (NCES).  This manual provides a general description of major 

activities associated with the various components of the ALS. 

 

The manual contains the following components: 

 

1.Overview 

This section describes the contents of the manual. 

 

2.Calendar of Events 

This section describes the calendar of events for the 2012 ALS collection 

cycle. 

 

3.Pre-collection notifications 

Different media, including e-mail, customized letters, and advertisements in 

journals were used to inform the academic library community of the 

upcoming web based collection and reporting requirements.  These included: 

a. Letter from American Library Association to Library Representatives 

b. An ―alert‖ message from American Library Association was emailed to 

Library Representatives, published in C&RL News and posted to various 

Web pages. 

c. Letter sent to Chief Academic Officer of institutions (copy to Library 

Directors). 

 

4.Registration packet sent to the Library Director including: 

The letter sent to the Library Director 

This is the initial notification of the collection to the Library Director 

requesting the designation of a ―keyholder‖ who is responsible for the 

submission of ALS data. 

The letter sent to the designated “keyholder” 

This letter describes the responsibilities of the person designated to submit 

the data. 

Web Registration Guide  

This provides general information to the ―keyholder‖ about the 

registration process. 

Key Holder Certificate 

This form specifies the USERID and PASSWORD for the ―keyholder.‖  

These items are used for registration and survey reporting. 
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5.Web Important Information and Survey Changes 

Web Important Information (General Instructions) 

This section describes the functions of the Web system.  

Changes to the FY 2012 survey 

This section provides a description of the changes to the survey 

components from the 2010 collection. 

 

6.Web screen images of: 

Registration Form  

This section requests personal data, such as:  name, title, email, address, 

and phone and fax numbers.   

 

Survey Eligibility Form  

Completion of the Survey Eligibility form determines if the reporting unit 

satisfies definitional requirements of a library.  If defined criteria are 

satisfied, the respondent will then complete the ALS survey.  This section 

also is used to determine if a reporting unit is responsible for the reporting 

for other institutions.   

 

ALS Web Collection Instrument & Instructions 
This section displays various data entry screens for the ALS survey along 

with instructions and definitions for the variables that are collected. 

 

7.Edits that will be applied to reported data 

This section describes all of the various edits that will be applied to reported 

data, including edit messages and tolerances.  

 

8.Sample Status and Survey Summary Reports and Broadcast Email  

This section describes the reports generated by the system with a guide on 

how to access and read the various reports and how to send broadcast email. 

 

9.Library Representative List 

This section includes the current roster of Library Representatives including 

address, telephone, fax and e-mail. 

 

10.Government Contacts and Helpful URLs 

This section includes important contacts at Census and NCES with address, 

telephone and e-mail information.  It also includes useful URLs.   

 

11. Brief Summary of Compare Academic Libraries Web Tool 

This section provides a brief summary of the Compare Academic Libraries 

Web Tool.  This tool will enable users to compare information about their 

library to others based on selected characteristics.  
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This manual was prepared as a cooperative effort between NCES, the Census Bureau, 

and the American Library Association. 

Address comments or requests for information to: 

 

Tai Phan 

Survey Director 

National Center for Education Statistics 

1990 K Street NW 

Washington, DC 20006 

 

For questions or technical assistance, contact the ALS Helpdesk at 1-877-749-4925 or 

govs.aclib@census.gov 

mailto:govs.aclib@census.gov
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Calendar 
 

Note:Throughout this calendar, all mailings to library directors or to library key holders 

will also go to the library representatives (LRs).  

 

 

January 20, 2012 

 

Advisory Committee meeting, Dallas, TX 

 

 

June 22, 2012 

 

Advisory Committee meets, Anaheim, CA 

  

 

July-August, 2012 

 

Finalize survey documentation and update online training 

materials (podcast, slides, etc.) 

 

 

July, 2012 

 

E-mail message to the LRs checking to see if they will serve 

again this survey cycle. 

 

 

September, 2012 

 

 

E-mail message to the 2010 respondents to announce the up 

coming survey (excluding the ―never responded/always 

refused/want to op out from the ‗10)  

 

 

October 4, 2012        

 

―Alert‖ is published in C&RL News and posted on appropriate 

Web pages. 

 

 

October 18, 2012 

 

NCES sends letter to Chief Academic Officers of higher 

education institutions notifying them that NCES will conduct the 

Academic Libraries Survey in Fall 2012 and providing brief 

detail. A copy of that letter goes to directors of academic 

libraries.  Snail mail is used in both cases and the master IPEDS 

file of institutional addresses for 2011, or the ALS addresses 

from the 2010 survey are used for address labels of 

approximately 4,000 institutions of higher education (i.e., degree 

granting eligible for Title IV funding).  LRs receive a copy of 

the letter by email. 

 

2012 ALS User‘s Manuals sent to LRs by UPS. 
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October 23, 2012 

 

NCES sends letter to directors of academic libraries describing 

registration process and asking each director to appoint a ―key 

holder‖ for the library data. For each library, an enclosure with 

the letter specifies: User ID, password, name of respondent from 

that library in 2010. Letter is sent via snail mail using the files 

described above (see Oct. 18, 2012).  A copy of the letter will be 

sent to the LRs electronically. 

 

 

November, 2012 

 

Help Desk starts Respondent Calling.  Starting with the 2010 

institutions that were not eligible. 

 

 

November 6, 2012 

 

***Web data collection opens. (Tuesday) 

 

 

Soon after that: 

 

Status report available on Web. Arranged by state and by 

institution‘s name, the report will show codes for each of the 

following steps: registered, started data entry, completed data 

entry. Linked to the status report will be a file showing for each 

institution that has registered: sector; name of key holder; phone, 

fax, email of key holder. For those that have not yet registered, 

this file will show: sector, name & email of person who 

responded in 2010. 

 

 

December 4, 2012 

 

 

Census sends first reminder to directors of libraries who have 

not registered reminding them that registration and Web data 

collection began November 6.  This is sent via snail mail using 

the same address file as was used for the initial letter.  LRs are 

notified by email, for their follow-up. 

 

 

December 4, 2012 

 

Census sends first broadcast email reminder to registrants who 

have not started data entry. This is sent to the 2010 Respondents.  

Send copy to LRs to use in their follow-up. 

 

 

January 15, 2013 

 

Census sends second broadcast email reminder to registrants 

who have not started data entry. This is sent to the 2010 

Respondent. Send copy to LRs to use in their follow-up. 
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January 15, 2013 

 

Census sends second reminder to directors of libraries who have 

not registered reminding them that registration and Web data 

collection began November 6.  This is sent via snail mail using 

the same address file as was used for the initial letter.  LRs 

receive a copy by email for their follow-up. 

 

 

January 25, 2013 

 

 

Advisory Committee meets, Seattle, WA 

Discuss all table changes. 

 

 

February 5, 2013 

 

Committee finalizes all table changes and sends them to Census 

 

 

February 5, 2013 

 

 

 

Census sends third reminder via snail mail to non-registrants 

following same procedure as for first reminder.  A copy goes to 

the LRs by email. 

 LRs check status report for non-registrants and contact them. 

 

 

February 5, 2013 

(if needed) 

 

Census sends third electronic message to all registrants who 

have not yet entered any data. Copy goes to the library director 

as well as LR in respective states.  LRs encourage response. 

 

 

February 26, 2013 

 

Survey Closes 

 

 

If we do not have an 85% response rate by February 18: 

 

 

February 26, 2013 

 

Census sends a Reminder letter announcing extension to the 

Chief Officer of all non-registrants and registrants who have 

not entered data. A copy goes to the LRs by email. 

LRs check status report for non-registrants and contact them. 

 

 

February 26, 2013 

 

Census sends fourth electronic message to all registrants who 

have not yet completed their survey. Copy goes to the library 

director as well as LR in respective states.  LRs encourage 

response. 

 

 

March 14, 2013 

 

First Extension Deadline 
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March 26, 2013 

 

 

Census sends last electronic message to all registrants who have 

not yet completed their survey.  Copy goes to the library 

director, and to the LRs for their final follow-up. 

 

March 26, 2013  

Data collection window closed.  
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Letter to Library Representatives 
 

To:      Library Representatives for the NCES Academic Libraries Survey (2012) 

From:  Kathy Rosa, Director ALA Office for Research & Statistics 

 

Greetings: 

 

 I am pleased to invite you to continue as the Library Representative (LR) for your state.   

With your assistance, we look forward to another successful Academic Library Survey. 

Please reply to this email (krosa@ala.org) whether or not you are able to continue as your 

state LR.  If you cannot continue, please share any recommendations for your 

replacement.  Please respond by Friday, August 1, 2012. 

  

We are in the final planning stages for the FY2012 NCES Academic Library Survey.  

The schedule is similar to previous years. We will mail survey materials to Library 

Representatives (LR) and invitation letters to library directors in fall 2012. The survey 

website will open in November 2012.  Information about the 2010 survey is online at 

http://nces.ed.gov/pubsearch/pubsinfo.asp?pubid=2011367 and the 2010 study report is 

online at http://nces.ed.gov/pubsearch/pubsinfo.asp?pubid=2012365. 

 

The survey process is well established, so the work of the LR is light.  You will receive 

instruction binders to assist you in your role as LR. We will also host a webinar in early 

autumn to provide you with an overview and training information. Details about the 

webinar will be forthcoming.  

 

Your role as LR is largely to remind academic institutions in your state that the survey 

website is open, and that directors have received letters with login information for their 

institution.  You are encouraged to get the word out via listservs, etc. - whatever means is 

most appropriate for your state.  Census staff will keep you informed of libraries that 

have not registered, or have not entered data.  The Census staff may contact you more 

often as the survey gets closer to the deadline.  With your help, we have had an 87% 

response rate since the 2004 survey. Thank you! 

 

Best regards, 

Kathy 

 

Kathy Rosa, Director  

ALA Office for Research & Statistics                                  

http://nces.ed.gov/pubsearch/pubsinfo.asp?pubid=2011367
http://nces.ed.gov/pubsearch/pubsinfo.asp?pubid=2012365
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ALERT 
 

SURVEY OPENING DATE - November 6, 2012 

 

 

NCES Academic Libraries Survey:  Coming Soon! 

 

Every two years the National Center for Education Statistics collects basic statistical data from 

college and university libraries. That will happen again in Fall 2012 with the launch of the web 

survey.  The general plan is as follows: 

October 2012:  Each academic library director will receive a letter containing a registration 

certificate that shows a User ID and password for the library.  The director will be asked 

to indicate a ―key holder‖ who will use those codes to enter the library‘s data. 

November 6, 2012 – to February 26, 2013:  The Web collection application will be available 

at http://surveys.nces.ed.gov/libraries/als. 

As soon as possible after the data collection period ends, 2012 data will be available in the 

NCES Compare Academic Libraries Web Tool.  That tool is available now, using 2010 

data at http://nces.ed.gov/surveys/libraries/academic.asp. 

 

A few months later, summary reports (First Look and Supplemental Tables) will be posted on the 

NCES Web site.  That report will contain tables describing academic libraries.  The tables present 

results by various groupings, such as enrollment size and Carnegie category.  A print-only copy 

of the ALS 20102form and instructions is posted on the NCES Web site at 

http://nces.ed.gov/surveys/libraries/aca_questdefs.asp.  Also on that site is a description of 

changes from the 2010 form to the 2012 form.   

 

The Advisory Committee of academic librarians works with the ALA Office for Research and 

Statistics to assist NCES with the Academic Libraries Survey.  The Office for Research and 

Statistics Web page has links to all survey materials, a podcast that goes over the survey and the 

responsibilities of each state‘s Library Representative, a list of the NCES Library Representatives 

in each state, and a roster of the survey Advisory Committee at 

http://www.ala.org/ala/aboutala/offices/ors/natlctrforedstats/index.cfm. 
 

http://surveys.nces.ed.gov/libraries/als
http://nces.ed.gov/surveys/libraries/academic.asp
http://nces.ed.gov/surveys/libraries/aca_questdefs.asp
http://www.ala.org/ala/aboutala/offices/ors/natlctrforedstats/index.cfm
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Letter to Chief Academic Officer  

 

 

 

 

 

 

 

October 18, 2012 

 
 

Dear Chief Academic Officer: 

 

The National Center for Education Statistics (NCES) conducts a biennial survey of all 

libraries serving degree-granting colleges and universities in the fifty states and the 

District of Columbia.  In the next few weeks, instructions for survey participation will be 

sent to the library director at your institution.  On-line registration and web data 

collection opens November 6, 2012 and web data collection closes on February 26, 2013. 

 

The Academic Libraries Survey (ALS) 2012 form and instructions will be posted on the 

NCES Web site (http://nces.ed.gov/surveys/libraries/AcaRRQuestDefs.asp) for your 

review.  An online analysis tool for comparing academic libraries and other survey 

information is available on the Academic Libraries Survey Web page 

(http://nces.ed.gov/surveys/libraries/academic.asp).   

 

The collection of salary and benefits data is an important component of this voluntary 

library survey.  NCES protects the confidentiality of salary and benefits data when there 

is a risk of disclosure of personally identifiable data.  For the purposes of this survey, 

when the FTEs within a staffing category are two or fewer, salary and benefits data will 

be removed from the file. 

 

The cooperation of your institution is important to the success of this national survey of 

academic libraries.  If you have questions about the Academic Libraries Survey, please 

contact Tai Phan at Tai.Phan@ed.gov. 

 

Sincerely, 

Jack Buckley 

Commissioner 

National Center for Education Statistics 

Institute of Education Sciences 

 

cc:  Library Director 
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Registration Packet 

 

 

for 

 

 

Library Director 

 

 

and 

 

 

Key Holder 
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October 23, 2012 

 

 

Dear Library Director: 

 

The National Center for Education Statistics conducts a biennial survey of all libraries of 

degree-granting colleges and universities.  Please designate a Key Holder to be 

responsible for data entry and forward the enclosed survey information to that person as 

soon as possible. 

 

Registration and data collection for the FY 2012 Academic Libraries Survey (ALS) 

begins November 6, 2012, and the URL for the survey is 

http://surveys.nces.ed.gov/libraries/als.  The Key Holder should register beginning on 

November 6 using the enclosed registration guide, user ID, and password.  Data 

collection ends on February 26, 2013. 

 

When reporting data for an institution, the Key Holder should include data for all branch 

and independent libraries on the campus.  Libraries on branch campuses (i.e., located in 

other communities) should be included if those campuses are registered under the same 

NCES UNIT-ID number as the main campus.  Your institutional research representative 

can provide the UNIT-ID number for any branch campus. 

 

NCES produces national and state tabulations of the final data in a report and also 

releases the final data file online.  For more information about the survey, go to the ALS 

home page at http://nces.ed.gov/surveys/libraries/.   

 

Congress uses the data to assess the need for revisions to existing legislation concerning 

postsecondary libraries and the allocation of Federal funds. Federal agencies use the data 

to evaluate and administer library programs. State education agencies, library 

associations, and researchers use the survey data to determine the status of academic 

library operations and the profession, and to analyze national and regional trends in 

academic library resources. 

 

The collection of salary and benefits data is an important component of this voluntary 

library survey.  NCES protects the confidentiality of salary and benefits data when there 

is a risk of disclosure of personally identifiable data.  For the purposes of this survey, 

when the FTEs within a staffing category are two or fewer, salary and benefits data will 

be removed from the file. 

Changes to the survey have been reviewed by the ALS Steering Committee.  A copy of 

the FY 2012 ALS survey, instructions, and survey changes will be posted on the ALS 

Web site at http://nces.ed.gov/surveys/libraries/AcaRRQuestDefs.asp. 
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A network of Library Representatives (LRs), one in each state, has agreed to work with 

NCES to promote survey response.  A list of the LRs can be found at 

http://www.ala.org/ala/ors/natlctrforedstats/lrsals.cfm. 

 

Thank you for your cooperation and support of this survey. 

 

 

Sincerely, 

 
 

Tai Phan 

Program Director, Library Statistics Program 

 

Enclosure 
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October 23, 2012 

 

 

Dear ALS Key Holder: 

 

As Key Holder for the FY 2012 Academic Library Survey (ALS), you play an important 

role in this national data collection effort sponsored by the National Center for Education 

Statistics (NCES).  You are responsible for your institution‘s data submission and for 

―locking‖ the data on time.  Only designated staff with assigned ALS user IDs and 

passwords can access the survey system, located at 

http://surveys.nces.ed.gov/libraries/als.  Data collection begins on November 6, 2012 and 

ends on February 26, 2013.  Registration can begin on November 6 and should be 

completed as soon as possible.   

 

This packet contains the following information to help you register and submit data for 

your institution: 

 

 Registration Guide (Attachment A) – This document provides general instructions 

for completion of the on-line Web registration process. 

 

 Key Holder Certificate (Attachment B) – This document contains your ALS user ID 

number, personal password, UNIT-ID, institution name, FY 2010 respondent name, 

as well as critical dates and ALS Help Desk Information.  Please keep this document 

in a safe place, and do not share this password with anyone. 
 

You will register using the Key Holder Certificate, FY 2012 ALS (Attachment B).  The 

Web registration form asks for specific contact information, which will then be used by 

NCES and Census, the data collection agent for NCES, in all further contacts with your 

library during this data collection.  If more than one staff person will need to enter data 

into the Web-based survey form, you may request additional passwords for them.  

However, all further contacts will flow through you as the ALS Key Holder, and only 

you can lock your data.  Once your data have been entered, edited and locked, the Census 

Bureau will review your submission and may contact you with questions about the data. 

 

Report data for all branch and independent libraries on the campus and for libraries on 

branch campuses (i.e., located in another community) if those campuses are registered 

under the same NCES UNIT-ID number as the main campus.  Your Institutional 

Research Office will know the NCES UNIT-ID number of any branch campus.   

 

The collection of salary and benefits data is an important component of this library 

survey.  NCES protects the confidentiality of salary and benefits data when there is a risk 
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of disclosure of personally identifiable data.  For the purposes of this survey, when the 

FTEs within a staffing category are less than or equal to two, salary and benefits data will 

be removed from the file. 

Changes to the survey have been reviewed by the ALS Steering Committee.  A copy of 

the FY 2012 ALS survey, instructions, and survey changes will be posted on the ALS 

Web site at http://nces.ed.gov/surveys/libraries/AcaRRQuestDefs.asp. 

 

A network of Library Representatives (LRs), one in each state, has agreed to work with 

NCES to promote survey response.  A list of the LRs can be found at 

http://www.ala.org/ala/ors/natlctrforedstats/lrsals.cfm. 

 

Technical assistance for your data submission will be available from the Census Bureau 

at govs.aclib@census.gov or by calling (877) 749-4925.  If you have questions or 

comments about the survey program, you may contact me, Tai Phan at NCES at 

Tai.Phan@ed.gov or call (202) 502-7431. 

  

Thank you for your cooperation and support of this survey. 

 

 

Sincerely, 

 
 

Tai Phan 

Program Director, Libraries Statistics Program 

 

Enclosures  
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ATTACHMENT A 

                 ACADEMIC LIBRARIES SURVEY 

                    Registration Guide 

  

You have already found the Academic Libraries Survey (ALS) Welcome page that provides general information about the 

ALS.  

 

From the Welcome screen: 

 Click on the Begin Survey button at the top of the page to navigate to the Login page. 

 Enter the Key Holder User ID and Password that was printed on your Key Holder Certificate.  

 Click on the Login button or press the enter key to navigate to the registration site.  

 
The Registration site:  

 Enter the contact information on the registration screen and click the Save button.  Note that 

several   fields are required.  These are marked with two asterisks at the end of the line. Once you 

have completed the update, click the Continue button to advance to the Library Director 

Information screen.  

     If  more than one person will be entering data for your academic library during the survey,  

 You can request additional User IDs and passwords by clicking the Additional Users/Passwords 

link under Tools.  

 Give these passwords to the people who will be using them for data entry. If you later decide you          

need more User IDs and passwords, you can return to the registration screen and request more, up 

to a limit of six User IDs in addition to the Key Holder.  

 
The Library Director Information screen: 

 Enter the library director information on the screen and click the Save button.  Once you have 

completed the update, click the Continue button to advance to the Eligibility screen. 

 
The Eligibility screen: 

 This screen consists of five criteria questions, which are used to determine if your institution meets 

our definition of a library. If defined criteria are satisfied, you will have access to complete the 

ALS.  

 Click on the Yes or No radio buttons as appropriate and click on the Save button.  If you answered 

―Yes‖ to all five questions and you have completed the update, click the Continue button to 

advance to the data entry screens.   

 If you confirm your responses after answering No to any of the five eligibility questions, your 

registration is complete. 
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Attachment B 

Key Holder Certificate 

FY2012 Academic Libraries Survey (ALS) 
 

 

 

Please keep this certificate in a safe place and 

do not share the password with anyone 

 

 

 

Institution UNITID: «unitid» 

 
«instnm» 

 

 

ALS USERID: «userid» 

 

ALS Password: «password» 
(Note: Passwords are case sensitive) 

 

 

 

 

2010 Respondent: «RSPNM» 
 

 

 

ALS HELP DESK: govs.aclib@census.gov 

  1-877-749-4925 

 

 
On-line Registration and Data Collection Period 

 
November 6, 2012 through February 26, 2013 

 

(http://surveys.nces.ed.gov/libraries/als) 
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Survey Changes 
 

2012 ACADEMIC LIBRARIES SURVEY 

Changes from the 2010 form 

 
 

LIBRARY COLLECTIONS, FY 2012 
 

Item 404 – Current Serial Subscriptions – Deleted 

Item 405 – Electronic reference sources and aggregation services – Deleted 

Item 406 – Is the library collection entirely electronic? – Renumbered to 404 
 

LIBRARY SERVICES, FY 2012 
 

Items 511 – 516 - Information services to individuals - Deleted  

 Item 511 – In Person Reference 

 Item 512 – Virtual Reference  

 Item 513 – Total Reference  

 Item 514 – In-Person Consultations 

 Item 515 – Virtual Consultations  

 Item 516 – Total Consultations 

Item 517 – Total information to individuals – Renumbered to 512  

 

INFORMATION LITERACY, FY 2012 

 

Item 800 – 804 – Information literacy questions – deleted 

Replaced with:  

Item 800 – Articulated student learning/student success outcomes 

Item 801 – Information literacy incorporated in institution‘s student learning/student success 

outcomes 
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Questionnaire 
 

 
ACADEMIC LIBRARIES SURVEY 

  

 

SURVEY ELIGIBILITY 

 

 

 

 

 

       You are eligible to complete the survey if your institution has its own library, defined as an entity 

that provides all of the following:  

 

 

a.  Do your total library expenditures exceed $10,000? Yes/No 

 

b. Do you have an organized collection of printed or other materials or a  

              combination thereof? Yes/No 

 

c. Do you have paid, trained library staff to provide and interpret library materials  

            to meet the informational, cultural, recreational, or educational needs of clientele? Yes/No 

 

d. Do you have established hours of operation during which paid, trained staff  

            are available to meet the informational service needs of clientele? Yes/No  

 

e. Does the library have the physical facilities necessary to support such a 

            collection, staff, and schedule?  Yes/No 

 

 

 

 

      Data collected by NCES are used for statistical and directory purposes only. 
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Item 902 - Chat refe 

ACADEMIC LIBRARIES SURVEY 

 

 

OUTLETS & STAFF, FY 2012 

 

 

Item         Outlets Number 

 

100   Branch and independent libraries – Exclude main or central library                         ______________    

 

 

(Exclude maintenance and custodial staff, volunteers and contributed services staff.)  

Report FTE data to two decimals. 

 

 FALL 2012 FY 2012 

 Number of full-time  Salaries and wages 

Item        Staff                                                                equivalents (FTEs)           (whole dollars only) 

 (1)                                         (2) 

 

200   Librarians                                                               _________________ 

 

201   Other professional staff                                          _________________  

 

202   Total librarians and other professional staff 

          (sum items 200 and 201)                                        _________________              $_________________ 

  

203   All other paid staff (except student assistants)       _________________             $_________________ 

 

204   Student assistants from all funding sources            _________________              $_________________ 

 

205   Total full-time equivalent (FTE) staff  

 (sum items 202, 203 and 204)                            _________________           $_________________ 

 

 

206   Are employee fringe benefits paid from the library budget? 

         If no, select ―N‖ and skip to item 300                                                  _____  (Yes/No) 

 

207   Employee fringe benefits (if paid from library budget)               $ _______________ 
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ACADEMIC LIBRARIES SURVEY 

 

 

LIBRARY EXPENDITURES, FY 2012 

 

See instructions for definitions. 

 

 

Item              Expenditures                                                                                                        Amount 

                                                                                                                                           (whole dollars only) 
 

205   Total salaries and wages (from previous page):                                                   $_______________ 

 

          Information resources: 

 

300   One-time purchases of books, serial backfiles and other materials                  $_______________ 

 

301     Electronic            $ ________________ 

 

302    Audiovisual          $ ________________ 

 

303   Ongoing commitments to serial subscriptions                                                    $_______________ 

 

304    Electronic serials                                                                                                    $ ________________ 

 

Other information resources: 

 

305   Document delivery/interlibrary loan                                                                        $_______________ 

 

306   Preservation                                                                                                              $ _______________ 

 

307   Other expenditures for information resources                                                          $ _______________ 

 

Operating expenditures: 

 

308   Computer hardware and software (include maintenance)                                       $ _______________ 

 

309   Bibliographic utilities, networks and consortia                                                       $ _______________ 

 

310   All other operating expenditures                                                                             $ _______________ 

 

311   TOTAL EXPENDITURES (Sum 205, 300, 303 and 305 through 310)              $ _______________ 
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ACADEMIC LIBRARIES SURVEY 

 

 

LIBRARY COLLECTIONS, FY 2012 

 

See instructions for definitions. 

 

 

                                                                                      Added during the                   Held at end of 

Item                            Collections                                    Fiscal Year                            Fiscal Year 

                                                                                                 (1)                                            (2) 
 

 

400   Books, serial backfiles and other paper 

         materials (include government documents)           _____________                 ______________ 

 

401   E-Books                                                                  _____________                 ______________ 

 

402   Microforms                                                            _____________                  ______________ 

     

403   Audiovisual materials                                            _____________                  ______________ 

 

 

 

 

 

404 Is the library collection entirely electronic?                           Yes/No   _______ 



 

23 

User‘s Manual – Questionnaire 

ACADEMIC LIBRARIES SURVEY 

 

 

LIBRARY SERVICES, FY 2012 

 

See instructions for definitions. 

 

 

Item   Services 

 Number 

 

 Interlibrary loans and documents provided to other libraries: 

 

500  Returnable                                                                                                     _________ 

 

501  Non-returnable                                                                                              _________ 

 

502  Total provided (sum of items 500 and 501)                                               _________ 

 

 

 Interlibrary loans and documents received: 

 

503  Returnable                                                                                                     _________ 

 

504 Non-returnable                                                                                              _________ 

 

505 Documents received from commercial services                                           _________ 

 

506 Total received (sum of items 503, 504 and 505)                                          _________ 

 

 

 Circulation: 

 

507 General circulation transactions                                                                    _________ 

 

508 Reserve circulation transactions                                                                    _________ 

 

Information services to groups: 

 

509 Number of presentations                                                                               _________ 

 

510 Total attendance at all presentations                                                             _________ 

 

 

511      Total information services to individuals  ________ 
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ACADEMIC LIBRARIES SURVEY 

 

 

LIBRARY SERVICES, TYPICAL WEEK, FALL 2012 

 

See instructions for definitions. 

 

 

 Number in a               

Item                           Services                                                                                               typical week 

 

600         Number of weekly public service hours                                                                   __________ 

 

601         Gate count in a typical week                                                                                     __________ 
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ACADEMIC LIBRARIES SURVEY 

 

 

ELECTRONIC SERVICES, FY 2012 

 

See instructions for definitions. 

 

 

 

Item                   Services                                                                                                                  Yes/No 

 

 Does your library provide the following? 

 

700        Documents digitized by the library staff                                                                                ____ 

 

701 Library reference service by e-mail or the Web                                                                   ____ 

 

702 Technology to assist patrons with disabilities                                                                      ____ 

 

703  Electronic theses and dissertations produced by your students                                            ____ 
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ACADEMIC LIBRARIES SURVEY 

 

 

INFORMATION LITERACY, FY 2012 

 

See instructions for definition. 

 

Item  Yes/No 

 

 

800 Has your postsecondary institution articulated student learning/student success outcomes?   

 If no, select ―N‖ and skip 801 ____ 

 

801 Is information literacy incorporated in the institution‘s student learning/student success 

  outcomes? ____ 



 

27 

User‘s Manual – Questionnaire 

 

ACADEMIC LIBRARIES SURVEY 

 

 

VIRTUAL REFERENCE, FY 2012 

 

See instructions for definition. 

Item   Yes/No 

 

900 Does your library support virtual reference services?  ____ 

  If no, select ―N‖ and skip 901 thru 904. 

 

If yes, does your library utilize any of the following and does it collect usage statistics form any of the 

virtual reference utilities? 

 

901 E-mail reference ____ 

 

902 Chat reference, commercial service  ____ 

  

903 Chat reference, instant messaging applications   ____ 

 

904 Short message service (SMS) or text messaging ____ 
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INSTRUCTIONS FOR THE ACADEMIC LIBRARY 

SURVEY – FY 2012 
 

GENERAL INSTRUCTIONS 

  

Please respond to each item in this survey. If the appropriate answer for an item is zero or 

none, use "0." If you do not collect data for an item, provide your best estimate. PLEASE 

DO NOT LEAVE ITEMS BLANK. If an item is left blank, NCES will estimate a value 

using the average for institutions with similar characteristics. Include data for the main or 

central library and all branch and independent libraries that were open all or part of fiscal 

year 2012. 

 

LIBRARY - An entity that provides all of the following:  

 

1. Total library expenditures exceed $10,000. 

 

2. An organized collection of printed or other materials or a combination thereof; 

and 

 

3. A paid, trained library staff to provide and interpret library materials to meet the 

informational, cultural, recreational, or educational needs of clientele; and 

 

4. An established hours of operation during which paid, trained staff are available to 

meet the informational service needs of clientele; and 

 

5. The physical facilities necessary to support such a collection, staff, and schedule. 

 

This includes libraries that are part of learning resource centers. 

 

Number of Public Service Outlets, Fiscal Year 2012 

  

Branch and independent libraries (item 100) - Report the number of branch and 

independent libraries at your institution that were open all or part of fiscal year 2012. 

EXCLUDE THE MAIN OR CENTRAL LIBRARY. Branch and independent libraries 

are defined as auxiliary library service outlets with quarters separate from the central 

library of an institution, which have a basic collection of books and other materials, a 

regular staffing level, and an established schedule. 

 

Branch and independent libraries are administered either by the central library or, as in 

the case of some libraries (such as law, medical, etc.), through the administrative 

structure of other units within the university. Departmental study/reading rooms are not 

included. Include data for all branch and independent libraries on the campus. Include 

libraries on branch campuses (i.e., located in another community) if those campuses are 

registered under the same NCES UNITID number as the main campus. 
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Library Staff, Fall 2012 and Salaries/Wages, FY 2012 

 

Column (1), Full-time equivalent (FTE) employees (items 200-205) - Report the number 

of filled or temporarily vacant FTE positions during Fall 2012. To compute FTEs for 

part-time employees and student assistants, take the TOTAL number of hours worked per 

week by part-time employees and divide it by the number of hours in the library‘s full-

time work week (e.g., 60 hours per week of part-time work divided by 40 hours per full-

time week equals 1.50 FTE). Data should be reported to two decimal places. 

 

Exclude maintenance and custodial staff, volunteers, and contributed services staff, such 

as members of religious orders, whose services are valued by bookkeeping entries rather 

than by full cash transactions.  

 

Column (2), Salaries and wages (items 202-205) - Report expenditures in FY 2012 for 

full-time and part-time salaries and wages before deductions. Exclude employee fringe 

benefits provided by your institution for all regular library staff that may be reported in 

item 207.  

 

Librarians (item 200) - Report the total FTE of staff whose duties require professional 

education (the master's degree or its equivalent) in the theoretical and scientific aspects of 

librarianship. 

 

Other professional staff (item 201) - Report the total FTE of staff whose duties require 

education and/or training in related fields (e.g., academic disciplines, archives, media, 

computing). 

 

Total librarians and other professional staff (item 202) - Report the sum of items 200 and 

201, column 1. 

 

All other paid staff (except student assistants) (item 203) - Report the total FTE of all 

other library staff, including technical and clerical staff who are paid annual salaries or 

hourly wages. 

 

Student assistants from all funding sources (item 204) - Report the total FTE of student 

assistants, employed on an hourly basis. Include salaries and wages from all sources (e.g., 

College Work Study Program). If not available leave line blank. 

 

Total FTE staff (item 205) - Report the sum of items 202 through 204, columns 1 and 2. 

 

Employee fringe benefits (item 206) — If benefits are paid from the library budget, select 

"Y" and report the amount in item 207. If benefits are not paid from the library budget, 

select "N" and skip to item 300.  

 

Benefits (item 207) - If benefits are paid from the library budget, report the amount here. 
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Library Expenditures, Fiscal Year 2012 

  

Total salaries and wages (item 205) - This line will automatically be filled in from the 

total Salaries and Wages Expenditures from the previous section. 

 

Expenditures on information resources and operations (items 300-311) - Report funds 

expended by the library in fiscal year 2012 (regardless of when received) from its regular 

budget and from all other sources; e.g., research grants, special projects, gifts and 

endowments, and fees for services. If items in this section are not paid from the library 

budget but can be easily identified in other parts of the institution's budget, report them 

here. Expenditures should be reported for the 12-month period that corresponds to 

your library's fiscal year between the calendar period June 1, 2011 to September 30, 

2012. All expenditures should be reported in whole dollars in the most appropriate 

category to provide an unduplicated count of expenditures. Exclude expenditures for new 

buildings and building renovation.  

 

Information resources (items 300-307) - 

 

Books, serial backfiles, and other materials (one time purchases) (item 300) - Report 

expenditures for published materials in all formats except current subscriptions to serials. 

 

Electronic (item 301) - Report expenditures that are not current subscriptions to serials 

(i.e. are non-subscription, one-time, or monographic in nature) for software and machine-

readable materials considered part of the collections. Examples include serial backfiles, 

literature collections, and one-time costs for electronic backfiles, etc. These expenditures 

have already been reported as part of item 300 above. Therefore, item 301 is not added 

into Total Expenditures (item 311). 
 

Audiovisual (item 302) - Report expenditures for all library materials that are displayed 

by visual projection or magnification or through sound reproduction, or both, including 

graphic materials, audio materials, motion pictures, video materials, and special visual 

materials such as three-dimensional materials. These expenditures have already been 

reported as part of item 300 above. Therefore, item 302 is not added into Total 

Expenditures (item 311). 

 

Current serial subscriptions (ongoing commitments) (item 303) - Report expenditures for 

ongoing subscriptions to serials in all formats. These are publications issued in successive 

parts, usually at regular intervals, and, as a rule, intended to be continued indefinitely. 

Serials include periodicals, newspapers, annuals (reports, yearbooks, etc.), memoirs, 

proceedings, and transactions of societies. 

 

Electronic serials (item 304) – Report subscription expenditures (or those which are 

expected to be ongoing commitments) for serial publications whose primary format is 

electronic. Examples include paid subscriptions for electronic journals and 

indexes/abstracts available via the Internet, CD-ROM serials, and annual access fees.  

These expenditures have already been reported as part of item 303. Therefore, item 304 is 
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not added into Total Expenditures (item 311). 

 

Other Information Resources (items 305-307) -  

 

Document delivery/interlibrary loan (item 305) - Report expenditures for document 

delivery and interlibrary loan services. Include fees paid for photocopies, costs of 

facsimile transmission, royalties and access fees paid to provide document delivery or 

interlibrary loan. Include fees paid to bibliographic utilities if the portion paid for 

interlibrary loan can be separately counted. Do not count expenditures related to 

transactions between the main or central library and branches reported in item 100, 

transactions between branches (item 100), or expenditures for on campus delivery. 

 

Preservation (item 306) - Report expenditures associated with maintaining library and 

archival materials for use either in their original physical form or in some other usable 

way. This includes but is not limited to binding and rebinding, materials conservation, 

deacidification, lamination, and restoration. Also, include preservation-related contracts 

for services (e.g. digitization).  Do not include staff salaries and wages.  

 

Other expenditures for information resources (item 307) - Report any other collection 

expenditures not already included in items 300, 303, 305, and 306, such as expenditures 

for cartographic materials and manuscripts. Include copyright fees and fees for database 

searches, e.g. (DIALOG, Lexis-Nexis). 

 

Operating Expenditures (items 308-310) -  

 

Computer hardware and software (item 308) - Report expenditures from the library 

budget for computer hardware and software used to support library operations, whether 

purchased or leased, local or remote. Include expenditures for maintenance. Include the 

expenditure for equipment used to run information service products when that 

expenditure can be separated from the price of the product. Exclude expenditures 

reported in item 304. 

 

Bibliographic utilities, networks, and consortia (item 309) - Report expenditures from the 

library operating budget for services provided by national, regional, and local 

bibliographic utilities, networks, and consortia. Exclude expenditures already reported on 

items 301, 304, and 305. 

 

All other operating expenditures (item 310) - Report all other expenditures from the 

library budget not already reported in items 205 through 309 except employee fringe 

benefits that are reported in item 207. Exclude expenditures for new buildings and 

building renovations. Include all expenditures for furniture and equipment except 

computer hardware, which should be reported in item 308. Include any related 

maintenance costs. 

 

Total Expenditures (item 311) - Report the sum of items 205, 300, 303, 305 through 310.  
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Library Collections, Fiscal Year 2012 

  

NOTE - This section of the survey collects data on selected types of material. It does not 

cover all materials. 

 

Column (1), Total number added during fiscal year - Report the gross number of each 

category added during FY 2012. Do not subtract the number withdrawn. 

 

Column (2), Total number held at end of fiscal year - Report the total number of each 

category held at end of FY 2012. To get this figure, take the total number held at the end 

of FY 2011, add the number added during FY 2012, and subtract the number withdrawn 

FY 2012. 

 

Books, serial backfiles and other paper materials (include government documents) (item 

400) - Report the number of volumes using the ANSI/NISO Z39.7-1995 definition for 

volume, which is as follows: A single physical unit of any printed, typewritten, 

handwritten, mimeographed, or processed work, distinguished from other units by a 

separate binding, encasement, portfolio, or other clear distinction, which has been 

cataloged, classified, and made ready for use, and which is typically the unit used to 

charge circulation transactions. Include print photographs, duplicates and bound volumes 

of periodicals. For purposes of this questionnaire, unclassified bound serials arranged in 

alphabetical order are considered classified. Exclude microfilms, maps, nonprint 

materials, and uncataloged items. Include Government document volumes that are 

accessible through the library's catalogs regardless of whether they are separately 

shelved. "Classified" includes documents arranged by Superintendent of Documents, 

CODOC, or similar numbers. "Cataloged" includes documents for which records are 

provided by the library or downloaded from other sources into the library's card or online 

catalogs. 

 

E-Books (item 401) - Report the number of electronic monographs that have been 

cataloged by your library and are accessible through the library's catalog.  

 

Microforms (item 402) - Report units of all photographic reproduction of textual, tabular, 

or graphic materials reduced in size so that they can be used only with magnification. 

Examples of microforms are roll microfilm, microcard, microfiche, and ultrafiche. 

 

Audiovisual Materials (item 403) - Report units of all library materials that are displayed 

by visual projection or magnification or through sound reproduction, or both, including 

graphic materials, audio materials (include audio books), motion pictures, video 

materials, and special visual materials such as three-dimensional materials. 

 

Library Services, Fiscal Year 2012 

  

Interlibrary loans and documents (items 500-506) – In items 500 and 501, report the 

number of filled requests for material provided to other libraries. In items 503 and 504, 
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report the number of filled requests for material received from other libraries. Do not 

include transactions between the main or central library and branches reported in item 

100, or transactions between branches (item 100). 

 

Returnables (item 500 and 503) - Report materials that the library expects to have 

returned. Examples of returnables include books, dissertations and theses, microfilm 

reels, sound recordings, and audiovisual material. 

 

Non-returnables (item 501 and 504) - Report materials that the library does not expect to 

have returned. Examples of non-returnables include photocopies or facsimiles, fiche-to-

fiche copies, print copies from microfilm, electronic full-text documents, and gratis print 

copies of unpublished reports and/or departmental working papers.  

 

Documents delivered from commercial services (item 505) - Report the number of 

documents from commercial document delivery services received by your users. Count 

all transactions for which the library pays even if library staff is not involved in the 

transaction. Include documents received by regular or express mail, by fax, or in 

electronic form. 

 

Total loans (items 502 and 506) - Sum items 500 and 501 for item 502, and sum items 

503, 504, and 505 for item 506. 

 

General circulation transactions (item 507) - Report the number of items lent from the 

general collection. Include both initial transactions and renewals. 

 

Reserve circulation transactions (item 508) – Report reserve transactions of all types. 

Include both initial transactions and renewals. 

 

Information services to groups (items 509 and 510) - Report the total number of 

presentations (item 509) and the total number of persons attending or served by those 

presentations (item 510). Information services to groups are presentations at which a staff 

member or person invited by a staff member provides information intended for a number 

of persons and planned in advance. These services may be either bibliographic instruction 

or library use presentations, or cultural, recreational, or educational presentations. 

Presentations both on and off the library premises should be included, as long as they are 

sponsored by the library. Self-paced tutorials and staff training should be excluded, as 

well as meetings sponsored by other groups using library meeting rooms. Include web-

based presentations. 

 

Information services to individuals (items 511) – Reference and consultation interactions 

are information contacts that involve the knowledge, use, recommendation, 

interpretation, or instruction in the use of one or more information sources by a member 

of the library staff. Information sources include printed and non-printed materials, 

machine-readable databases (including assistance with computer searching), the Web, 

catalogs and other holdings records, and, through communication or referral, other 

libraries and institutions, and persons both inside and outside the library.  
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Reference interactions may be in person, by phone, by e-mail, by the Web, and may take 

place at the reference desk or elsewhere and take less than 20 minutes to complete. 

Include information and referral services. Consultation interactions typically occur in 

person and take longer than 20 minutes to complete.  

 

If a contact includes both reference and directional services, it should be reported as one 

reference transaction. When a staff member utilizes information gained from a previous 

use of information sources to answer a question, report as a reference transaction, even if 

the source is not consulted again during this transaction.  

 

Do not report directional transactions here. A directional transaction is an information 

contact which facilitates the use of the library in which the contact occurs and which does 

NOT involve the knowledge, use, recommendation, interpretation, or instruction in the 

use of any information sources other than those which describe the library; such as 

schedules, floor plans, handbooks, and policy statements. Examples of directional 

transactions include giving instruction in locating, within the library, staff, library users, 

or physical features, etc., and giving assistance of a nonbibliographic nature with 

machines.  

 

This is a yearly figure of the reference transactions per typical week (item 602) that was 

reported in collections before 2010. 

 

Library Services - Typical Week, Fall 2012 

  

Collect data during a typical week in the fall. A typical week is one that is neither 

unusually busy nor unusually slow. Avoid vacation periods for key staff or days when 

unusual events are taking place on the campus or in the library. Choose a week in which 

the library is open its regular hours. Include any seven consecutive calendar days. If 

waiting for a typical week in Fall 2012 will delay this form, please use typical week data 

from the preceding fiscal year. If you have data for the entire year, divide by the number 

of weeks that the library was open. 

 

Number of weekly public service hours (item 600) – Report an unduplicated count of the 

total public service hours for physical libraries per typical full-service week (i.e., no 

holidays or other special accommodations) across both main library and branches using 

the following method (corresponds to IPEDS): If a library is open from 9:00 a.m. to 5:00 

p.m. Monday through Friday, it should report 40 hours per week. If several of its 

branches are also open during these hours, the figure remains 40 hours per week. Should 

Branch A also be open one evening from 7:00 p.m. to 9:00 p.m., the total hours during 

which users can find service somewhere within the system becomes 42 hours per week. If 

Branch B is open the same hours on the same evening, the count is still 42, but if Branch 

B is open two hours on another evening, or remains open two hours later, the total is then 

44 hours per week. Exclude 24-hour unstaffed reserve or similar reading rooms. The 

maximum total is 168 (i.e., a staffed reading room open 7 days per week, 24 hours per 

day). 
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Gate count in a typical week (item 601) - Report the number of persons who physically 

enter library facilities in a typical week. It is understood that a single person may be 

counted more than once. If the library is virtual or entirely electronic, please leave the 

line blank. 

 

Electronic Services 

  

This section requests information about the electronic services provided by the library. 

The questions require a "yes" or "no" response. If the answer was "yes" at any time 

during the academic year, respond "yes".  Examples of Technology to assist patrons with 

disabilities (item 702) are TDD and specially equipped work stations. 

 

Information Literacy 

 

This section requests information about institutional support for information literacy, 

which includes the set of skills needed to find, retrieve, analyze, and use information, and 

the support of student learning outcomes. The questions require a "yes" or "no" response. 

 

Items 800 and 801 relates to activities undertaken by the postsecondary institution, not by 

the library. 

 

Virtual Reference (revised language 3.5.09) (from NISO Z39.7, text integrated for 

clarity) 

 

A virtual reference interaction is a question that is received and responded to in 

electronic format and conforms to reference interactions in that it is an information 

contact that involves the knowledge, use, commendation, interpretation, or instruction in 

the use of one or more information sources by a member of the library staff. Virtual 

reference interactions include e-mail, webform, chat, text messaging, instant messaging, 

or other network-based medium designed to support virtual reference.  Examples of Chat 

reference, commercial service (item 902) are QuestionPoint and Tutor.com.  Examples of  

Chat reference, instant messaging applications (item 904) are Meebo and Library Help. 
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Web Screens 
 

This is the welcome screen that all users will see after entering the Academic Library 

Survey URL in their browser.  There are also links to the login screen, registration guide 

and tutorial.  The registration guide will provide the user with an overview of the 

registration process.  The tutorial will give the user instructions on how to use the 

application. 

 

 



 

37 

User‘s Manual – Web Screens  

This is the login screen.  The user enters the user ID and password provided by NCES 

here to gain access to the survey application. 
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This is the registration screen and the first screen respondents will see before they register 

for the survey.  This is the screen where key holders and coordinators (e.g., library 

representatives) enter contact data.  Note the required fields are marked with two 

asterisks.  Upon clicking the Save button on this screen, a confirmation screen will be 

shown.  Upon confirmation, the user is taken to a screen to enter data about the library 

director. 
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This screen shows the institutions contact information.   
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Another screen will appear.  Click ‗Confirm‘ if the information is correct. 
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If you wish to change the information click ‗Change.‘  Otherwise, click ‗Continue.‘  
 

 

 
 



 

42 

User‘s Manual – Web Screens  

Library director data are entered on this screen.  Note that the Library Director will be 

available in the navigation menu for the respondent to modify these data at a later time, if 

needed.  Upon clicking the Save button, the data are saved and the respondent is taken to 

the screen where survey eligibility questions are answered. 
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If the information is correct, click ‗Continue.‘ 
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This screen asks the five questions that qualify an institution to complete the survey.  

After selecting a Yes or No answer to the four questions, the respondent will be asked to 

confirm the answers to questions a, b, c, and d.  After clicking the Save button, if all 

questions are answered Yes, the user registration is complete.   
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This screen notifies the user if a respondent answers No to any of the questions that their 

responses to questions a-d indicate their institution is outside the scope of this survey.  

The respondent can click Confirm or Change.  If the respondent clicks Confirm, a screen 

will come up that tells them that they are not eligible to complete the survey. 
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This is the data entry screen for ‗Outlets and Staff‘.  It can be reached by clicking on the 

‗Outlets and Staff‘ link in the drop down box on the upper right portion of this screen. 
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This is the data entry screen for ‗Expenditures‘.  It can be reached by clicking on the 

‗Expenditures‘ link in the drop down box on the upper right portion of this screen. 
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This is the data entry screen for ‗Library Collections‘.  It can be reached by clicking on 

the ‗Collections‘ link in the drop down box on the upper right portion of this screen. 
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This is the data entry screen for ‗Library Services‘.  It can be reached by clicking on the 

‗Services - FY‘ link in the drop down box on the upper right portion of this screen. 
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This is the data entry screen for ‗Library Services‘.  It can be reached by clicking on the 

‗Services Cont.,-FY‘ link in the drop down box on the upper right portion of this screen. 
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This is the data entry screen for ‗Library Services, Typical Week‘.  It can be reached by 

clicking on the ‗Services - Typical Week‘ link in the drop down box on the upper right 

portion of this screen. 
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This is the data entry screen for ‗Electronic Services‘.  It can be reached by clicking on 

the ‗Electronic Services‘ link in the drop down box on the upper right portion of this 

screen. 
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This is the data entry screen for ‗Information Literacy‘.  It can be reached by clicking on 

the ‗Information Literacy‘ link in the drop down box on the upper right portion of this 

screen. 
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This is the data entry screen for ‗Virtual Reference.  It can be reached by clicking on the 

‗Virtual Reference‘ link in the drop down box on the upper right portion of this screen. 

 

 

 



 

55 

User‘s Manual – Web Screens  

This is the data entry screen for any remarks the user might like to make.  It can be 

reached by clicking on the Remarks link in the drop down box on the upper right portion 

of this screen. 
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This screen shows ‗Outlets and Staff‘ after a key holder respondent has saved data.  The 

yellow yield symbol beside the data entry boxes indicates an edit has detected data that 

needs to be explained or modified.  Clicking on the symbol will display another window 

that provides the user with additional information and a place to provide an explanation 

of the specific data item value.  The red stop sign symbol indicates that a ‗must fix‘ error 

has been detected and must be fixed.  To see all of the edits listed at one time, click the 

‗Am I Done?‘ button at the top of the screen.   
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This graphic shows an example of the additional data that will be displayed when one of 

the yield symbols beside a data item is clicked. 
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To look at a full report of the edits, click the ‗Am I done?‘ button on the top of any data 

entry screen.  An example of an edit report is below. 
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Edit Checks 
 

 

FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

100-0 Enter a value for Number of BRANCH AND INDEPENDENT LIBRARIES 
(100).  Enter zero (0) if there are none. 

BRANCHES = blank 

Explain 

100-3a Number of BRANCH AND INDEPENDENT LIBRARIES (100) is different 
from the prior reporting period.  Please update or explain. 

ABS (BRANCHES - PYBRANCHES) > OR = 1 

Explain 

200-3a LIBRARIANS (200) for the current reporting period has had a large 
change from the prior reporting period.  Please update or explain. 

(STLIBS > 0 and PYSTLIBS > 0) and (.69> 
STLIBS/PYSTLIBS > 1.47) Explain 

200-3b LIBRARIANS (200) for the current year is 0 or blank AND was greater 
than 0 for the prior reporting period.  Please update or explain. 

(STLIBS = 0 or blank) and PYSTLIBS > 0 

Explain 

200-3c LIBRARIANS (200) for the current reporting period is greater than 0 
AND was 0 for the prior reporting period.  Please update or explain. 

PYSTLIBS = 0 and STLIBS > 0 

Explain 

201-3a OTHER PROFESSIONAL STAFF (201) for the current reporting period 
has had a large change from the prior reporting period.  Please 
update or explain. 

(STOTHPRO > 0 and PYSTOTHPRO > 0) and (.32> 
STOTHPRO/PYSTOTHPRO > 3.69) 

Explain 

201-3b OTHER PROFESSIONAL STAFF (201) for the current year is 0 or blank 
AND was greater than 2 for the prior reporting period.  Please 
update or explain. 

(STOTHPRO = 0 or blank) and PYSTOTHPRO > 2 

Explain 

201-3c OTHER PROFESSIONAL STAFF (201) for the current reporting period 
is greater than 2 AND was 0 for the prior reporting period.  Please 
update or explain. 

PYSTOTHPRO = 0 and STOTHPRO > 2 

Explain 
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FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

202/1-0 SALARIES and WAGES of TOTAL LIBRARIANS AND OTHER 
PROFESSIONAL STAFF (202-2) are reported but corresponding FTE's 
(202-1) are 0 or blank 

SWLIBPRO > 0 and (STLIBPRO = 0 or blank) 

Explain 

202/1-2a Must fix: TOTAL LIBRARIANS AND OTHER PROFESSIONAL STAFF (202-
1) is not equal to the sum of items (200-1 and 201-1). 

(STLIBS and STOTHPRO >= 0) and ((STLIBS + 
STOTHPRO)  <> STLIBPRO) Must fix 

202/1-2b TOTAL LIBRARIANS AND OTHER PROFESSIONAL STAFF (202-1) is not 
equal to the sum of items (200-1 and 201-1).  Please update or 
explain. 

(STLIBS or STOTHPRO are blank) and ((STLIBS + 
STOTHPRO) <> STLIBPRO) 

Explain 

202/1-2c TOTAL LIBRARIANS AND OTHER PROFESSIONAL STAFF (202-1) is not 
reported, but the detail items are reported (200-1 and 201-1).  
Please update or explain. 

STLIBPRO = 'blank' and STLIBS > = 0 and 
STOTHPRO > = 0 

Explain 

202/1-2d TOTAL LIBRARIANS AND OTHER PROFESSIONAL STAFF (202-1) is 
blank and TOTAL FULL-TIME EQUIVALENT STAFF (205-1) is less than 
the sum of items (200-1, 201-1, 203-1,and 204-1).  Please update or 
explain. 

STLIBPRO = 'blank' and STTOT > 0 and STLIBS + 
STOTHPRO> 0 and STTOT < STLIBS + STOTHPRO 
+ STOTH + STASST  

Explain 

202/1-3a TOTAL LIBRARIANS AND OTHER PROFESSIONAL STAFF (202-1) for the 
current reporting period has had a large change from the prior 
reporting period.  Please update or explain. 

(STLIBPRO > 0 and PYSTLIBPRO > 0) and (.54> 
STLIBPRO/PYSTLIBPRO > 1.93) 

Explain 

202/1-3b TOTAL LIBRARIANS AND OTHER PROFESSIONAL STAFF (202-1) for the 
current year is 0 or blank AND was greater than 0 for the prior 
reporting period.  Please update or explain. 

(STLIBPRO = 0 or blank) and PYSTLIBPRO > 0 

Explain 

202/1-3c TOTAL LIBRARIANS AND OTHER PROFESSIONAL STAFF (202-1) for the 
current reporting period is greater than 0 AND was 0 for the prior 
reporting period.   Please update or explain. 

PYSTLIBPRO = 0 and STLIBPRO > 0 

Explain 
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FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

202/2-0 TOTAL LIBRARIANS AND OTHER PROFESSIONAL STAFF (202-1) are 
reported but corresponding SALARIES and WAGES (202-2) are 0 or 
blank. 

STLIBPRO > 0 and (SWLIBPRO = 0 or blank) 

Explain 

202/2-3a Salaries and Wages of LIBRARIANS AND OTHER PROFESSIONAL STAFF 
(202-2) for the current reporting period has had a large change from 
the prior reporting period.  Please update or explain. 

(SWLIBPRO > 0 and PYSWLIBPRO > 0) and (.70> 
SWLIBPRO/PYSWLIBPRO > 1.57) 

Explain 

202/2-3b Salaries and Wages of LIBRARIANS AND OTHER PROFESSIONAL STAFF 
(202-2) for the current year is 0 or blank AND was greater than 0 for 
the prior reporting period.  Please update or explain. 

(SWLIBPRO = 0 or blank) and PYSWLIBPRO > 0 

Explain 

202/2-3c Salaries and Wages of LIBRARIANS AND OTHER PROFESSIONAL STAFF 
(202-2) for the current reporting period is greater than 0 AND was 0 
for the prior reporting period.  Please update or explain. 

PYSWLIBPRO = 0 and SWLIBPRO > 0 

Explain 

202-8 Total of librarians/other professional staff (202-1) equals their 
salaries and wages (202-2) 

STLIBPRO >0 and = SWLIBPRO 

Must fix 

203/1-0 SALARIES and WAGES of ALL OTHER PAID STAFF (203-2) are reported 
but corresponding FTE's (203-1) are 0 or blank 

SWOTH > 0 and (STOTH = 0 or blank) 

Explain 

203/1-3a ALL OTHER PAID STAFF (203-1) for the current reporting period has 
had a large change from the prior reporting period.  Please update 
or explain. 

(STOTH > 0 and PYSTOTH > 0) and (0.51> 
STOTH/PYSTOTH > 1.71) 

Explain 

203/1-3b ALL OTHER PAID STAFF (203-1) for the current year is 0 or blank AND 
was greater than 2 for the prior reporting period.  Please update or 
explain. 

(STOTH = 0 or blank) and PYSTOTH > 2 

Explain 

203/1-3c ALL OTHER PAID STAFF (203-1) for the current reporting period is 
greater than 2 AND was 0 for the prior reporting period.   Please 
update or explain. 

PYSTOTH = 0 and STOTH > 2 

Explain 
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FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

203/2-0 ALL OTHER PAID STAFF (203-1) are reported but corresponding 
SALARIES and WAGES (203-2) are 0 or blank. 

STOTH > 0 and (SWOTH = 0 or blank) 

Explain 

203/2-3a Salaries and Wages of ALL OTHER PAID STAFF (203-2) for the current 
reporting period has had a large change from the prior reporting 
period.  Please update or explain. 

(SWOTH > 0 and PYSWOTH > 0) and (.49 > 
SWOTH/PYSWOTH>2.07) 

Explain 

203/2-3b Salaries and Wages of ALL OTHER PAID STAFF (203-2) for the current 
year is 0 or blank AND was greater than $50,000 for the prior 
reporting period.  Please update or explain. 

(SWOTH = 0 or blank) and PYSWOTH > 50,000 

Explain 

203/2-3c Salaries and Wages of ALL OTHER PAID STAFF (203-2) for the current 
reporting period is greater than $50,000 AND was 0 for the prior 
reporting period.  Please update or explain. 

PYSWOTH = 0 and SWOTH > 50,000 

Explain 

203-8 ALL OTHER PAID STAFF (203-1) equals SALARIES and WAGES of ALL 
OTHER PAID STAFF (203-2)  

STOTH >0 and = SWOTH 

Must fix 

204/1-0 SALARIES and WAGES of STUDENT ASSISTANTS (204-2) are reported 
but corresponding FTE's (204-1) are 0 or blank 

SWASST > 0 and (STASST = 0 or blank) 

Explain 

204/1-3a STUDENT ASSISTANTS (204-1) for the current reporting period has 
had a large change from the prior reporting period.  Please update 
or explain. 

(STASST > 0 and PYSTASST > 0) and (0.27 > 
STASST/PYSTASST > 3.57) 

Explain 

204/1-3b STUDENT ASSISTANTS (204-1) for the current year is 0 or blank AND 
was greater than 1.5 for the prior reporting period.  Please update or 
explain. 

(STASST = 0or blank) and PYSTASST > 1.5 

Explain 

204/1-3c STUDENT ASSISTANTS (204-1) for the current reporting period is 
greater than 2 AND was 0 for the prior reporting period.   Please 
update or explain. 

PYSTASST = 0 and STASST > 2 

Explain 

204/2-0 STUDENT ASSISTANTS (204-1) are reported but corresponding 
SALARIES and WAGES (204-2) are 0 or blank. 

STASST > 0 and (SWASST = 0 or blank) 

Explain 
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FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

204/2-3a Salaries and Wages of STUDENT ASSISTANTS (204-2) for the current 
reporting period has had a large change from the prior reporting 
period.  Please update or explain. 

(SWASST > 0 and PYSWASST > 0) and (.29 > 
SWASST/PYSWASST > 3.65) 

Explain 

204/2-3b Salaries and Wages of STUDENT ASSISTANTS (204-2) for the current 
year is 0 or blank AND was greater than $10,000 for the prior 
reporting period.  Please update or explain. 

(SWASST = 0 or blank) and PYSWASST > 10,000 

Explain 

204/2-3c Salaries and Wages of STUDENT ASSISTANTS (204-2) for the current 
reporting period is greater than $10,000 AND was 0 for the prior 
reporting period.  Please update or explain. 

PYSWASST = 0 and SWASST > 10,000 

Explain 

204-8 STUDENT ASSSISTANTS (204-1) equals SALARIES and WAGES of 
STUDENT ASSISTANTS (204-2) 

STASST >0 and = SWASST 

Must fix 

205/1-0 Must enter a value for TOTAL FULL-TIME EQUIVALENT STAFF (205-1) 
greater than 0. 

STTOT = 0 or blank 

Explain 

205/1-2a Must fix: TOTAL FULL-TIME EQUIVALENT STAFF (205-1) is not equal 
to the sum of items (202-1, 203-1, and 204-1). 

(STLIBPRO,STOTH and STASST >= 0) and 
((STLIBPRO + STOTH + STASST) <> STTOT) Must fix 

205/1-2b TOTAL FULL-TIME EQUIVALENT STAFF (205-1) is not equal to the sum 
of items (202-1, 203-1,and 204-1).  Please update or explain. 

(STLIBPRO,or STOTH,or STASST are blank) and 
((STLIBPRO + STOTH + STASST) <> STTOT) 

Explain 

205/1-2c TOTAL FULL-TIME EQUIVALENT STAFF (205-1) is not reported, but 
the detail items are reported (202-1, 203-1,and 204-1).  Please 
update the total to the sum of the details. 

STTOT = "blank" and STLIBPRO > = 0 and STOTH 
> = 0 and STASST > = 0 

Explain 

205/1-3a TOTAL FULL-TIME EQUIVALENT STAFF (205-1) for the current 
reporting period has had a large change from the prior reporting 
period.  Please update or explain. 

(STTOT > 0 and PYSTTOT > 0) and (.78> 
STTOT/PYSTTOT) > 1.18) 

Explain 

205/2-0 Must enter a value SALARIES and WAGES of TOTAL FULL TIME 
EQUIVALENT STAFF (205-2) greater than 0. 

SWTOT = 0 or blank 

explain 
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FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

205/2-2a Must fix: TOTAL FULL-TIME SALARIES AND WAGES (205-2) is not 
equal to the sum of items (202-2, 203-2, and 204-2). 

(SWLIBPRO,SWOTH and SWASST >= 0) and 
((SWLIBPRO + SWOTH + SWASST) <> SWTOT) Must fix 

205/2-2b TOTAL SALARIES and WAGES for FULL-TIME EQUIVALENT STAFF 
(205-2) is not equal to the sum of items 202-2, 203-2,and 204-2.  
Please update or explain. 

(SWLIBPRO, or SWOTH, or SWASST are blank) 
and (SWLIBPRO + STOTH + STASST <>SWTOT)  

Explain 

205/2-2c TOTAL SALARIES and WAGES for FULL-TIME EQUIVALENT STAFF 
(205-2) is not reported, but the detail items are reported (202-2, 
203-2,and 204-2).  Please update the total to the sum of the details. 

SWTOT = "blank" and SWLIBPRO > = 0 and 
SWOTH > = 0 and SWASST > = 0 

Explain 

205/2-3a SALARIES AND WAGES per FTE staff (205-2) for the current reporting 
period has had a large change from the prior reporting period.  
Please update or explain. 

(SWTOT>0 and STTOT > 0 and PYSWTOT > 0 and 
PYSTTOT > 0) and 0.72 > (SWTOT/ STTOT) / 
(PYSWTOT/PYSTTOT) > 1.50 Explain 

205-7 SALARIES AND WAGES per FTE staff (205) is higher/lower than 
expected.  Please check the total and update or explain. 

(SWTOT>0 and  STTOT> 0) and 12344 > SWTOT/ 
STTOT > 73509 Explain 

205-8 TOTAL FULL-TIME EQUIVALENT STAFF (205-1) equals TOTAL 
SALARIES AND WAGES (205-2) 

STTOT >0 and = SWTOT 

Must fix 

206-0 Mark “yes” or “no” to ARE EMPLOYEE FRINGE BENEFITS PAID FROM 
THE LIBRARY BUDGET (206). 

FRINGEYN is blank 

Explain 

206-3a EMPLOYEE FRINGE BENEFITS paid from the library budget (206) this 
reporting period is different from last reporting period.  Please 
update or explain 

CYFRINGEYN <> PYFRINGEYN 

Explain 

207-1a ARE EMPLOYEE FRINGE BENEFITS PAID FROM LIBRARY BUDGET (206) 
is marked “yes” but did not report expenditures for EMPLOYEE 
FRINGE BENEFITS (207).   Please update or explain. 

FRINGEYN = '1' and (FRINGE = 0 or blank) 

Explain 
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FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

207-1b Expenditures for EMPLOYEE FRINGE BENEFITS (207) is greater than 
zero, however, ARE EMPLOYEE FRINGE BENEFITS PAID FROM THE 
LIBRARY BUDGET (206) is marked “no”. 

FRINGE > 0 and FRINGEYN = '2' 

Explain 

207-3a Expenditures for EMPLOYEE FRINGE BENEFITS (207) for the current 
reporting period has had a large change from the prior reporting 
period.  Please update or explain. 

(FRINGE > 0 and PYFRINGE > 0) and (.69> 
FRINGE/PYFRINGE > 1.59) 

Explain 

207-5 Must fix: EMPLOYEE BENEFITS PAID FROM THE LIBRARY BUDGET 
(207) cannot be greater than all combined SALARIES AND WAGES 
(items (202-2)+(203-2)+(204-2)). 

(((SWLIBPRO + SWOTH + SWASST) > 0) and 
(FRINGE > 0) and ((SWLIBPRO + SWOTH + 
SWASST) < FRINGE) Must fix 

207-7 Expenditures for EMPLOYEE FRINGE BENEFITS (207) compared to 
TOTAL SALARIES and WAGES (205-2) is higher/lower than expected.  
Please check total and update or explain. 

(FRINGE > 0 and SWTOT > 0) and (0.08861 > 
FRINGE/SWTOT> 0.686973) 

Explain 

300-2b Must fix: Expenditures for ELECTRONIC BOOKS, SERIAL BACKFILES 
AND OTHER MATERIALS (301) + Expenditures for AUDIOVISUAL 
MATERIALS (302) is greater than TOTAL EXPENDITURES FOR BOOKS, 
SERIAL BACKFILES and OTHER MATERIALS (300) 

EXELBKS + EXAUD > EXBKS 

Must fix 

300-2d ONE-TIME PURCHASES OF BOOKS, SERIAL BACKFILES AND OTHER 
MATERIALS (300) is blank and TOTAL EXPENDITURES (311) is less 
than the sum of items (205-2, 301, 302, 303, 305, 306, 307, 308, 309, 
310).  Please update or explain. 

EXBKS = "blank" and EXTOT >= 0 and EXELBKS + 
EXAUD > 0 and EXTOT < SWTOT + EXELBKS + 
EXAUD + EXCUSER + EXDEL + EXPRES + EXOTHIR 
+ EXCOMP + EXBIB + EXOTH  

Explain 

300-3a Expenditures for BOOKS, SERIAL BACKFILES AND OTHER MATERIALS 
(300) for the current reporting period has had a large change from 
the prior reporting period.  Please update or explain. 

(EXBKS > 0 and PYEXBKS > 0) and (.24> 
EXBKS/PYEXBKS > 3.33) 

Explain 
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FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

300-3b Expenditures for BOOKS, SERIAL BACKFILES AND OTHER MATERIALS 
(300) for the current year is 0 or blank AND was greater than 
$10,000 for the prior reporting period.  Please update or explain. 

(EXBKS = 0 or blank) and PYEXBKS > 10,000 

Explain 

300-3c Expenditures for BOOKS, SERIAL BACKFILES AND OTHER MATERIALS 
(300) for the current reporting period is greater than $1,000 AND 
was 0 for the prior reporting period.  Please update or explain. 

PYEXBKS = 0 and EXBKS > 1,000 

Explain 

301-3a Expenditures for ELECTRONIC BOOKS, SERIAL BACKFILES AND OTHER 
MATERIALS (301) for the current reporting period has had a large 
change from the prior reporting period.  Please update or explain. 

(EXELBKS > 0 and PYEXELBKS > 0) and (.26 > 
EXELBKS/PYEXELBKS > 7.49) 

Explain 

301-3b Expenditures for ELECTRONIC BOOKS, SERIAL BACKFILES AND OTHER 
MATERIALS (301) for the current year is 0 or blank AND was greater 
than $10,000 for the prior reporting period.  Please update or 
explain. 

(EXELBKS = 0 or blank) and PYEXELBKS > 10,000 

Explain 

301-3c Expenditures for ELECTRONIC BOOKS, SERIAL BACKFILES AND OTHER 
MATERIALS (301) for the current reporting period is greater than 
$20,000 AND was 0 for the prior reporting period.  Please update or 
explain. 

PYEXELBKS = 0 and EXELBKS > 20,000 

Explain 

302-3a AUDIOVISUAL MATERIALS BOOKS, SERIAL BACKFILES AND OTHER 
MATERIALS (302) for the current reporting period has had a large 
change from the prior reporting period.  Please update or explain. 

(EXAUD > 0 and PYEXAUD > 0) and (0.04 > 
EXAUD/PYEXAUD > 19.34) 

Explain 
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FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

302-3b Expenditures for AUDIOVISUAL MATERIALS BOOKS, SERIAL 
BACKFILES AND OTHER MATERIALS (302) for the current year is 0 or 
blank AND was greater than $5,000 for the prior reporting period.  
Please update or explain. 

(EXAUD = 0 or blank) and PYEXAUD > 5,000 

Explain 

302-3c Expenditures for AUDIOVISUAL MATERIALS BOOKS, SERIAL 
BACKFILES AND OTHER MATERIALS (302) for the current reporting 
period is greater than $5,000 AND was 0 for the prior reporting 
period.  Please update or explain. 

PYEXAUD = 0 and EXAUD > 5,000 

Explain 

303-2d ONGOING COMMITMENTS TO SERIAL SUBSCRIPTIONS (303) is blank 
and TOTAL EXPENDITURES (311) is less than the sum of items (205-2, 
300, 304, 305, 306, 307, 308, 309, 310).  Please update or explain. 

EXCUSER = "blank" and EXTOT >= 0 and EXELSER 
> 0 and EXTOT < SWTOT + EXBKS + EXELSER + 
EXDEL + EXPRES + EXOTHIR + EXCOMP + EXBIB + 
EXOTH  

Explain 

303-3a Expenditures for TOTAL CURRENT SERIAL SUBSCRIPTIONS (303) for 
the current reporting period has had a large change from the prior 
reporting period.  Please update or explain. 

(EXCUSER > 0 and PYEXCUSER > 0) and (0.50 > 
EXCUSER/PYEXCUSER > 2.09) 

Explain 

303-3b Expenditures for TOTAL CURRENT SERIAL SUBSCRIPTIONS (303) for 
the current year is 0 or blank AND was greater than $1,000 for the 
prior reporting period.  Please update or explain. 

(EXCUSER = 0 or blank) and PYEXCUSER > 1,000 

Explain 

303-3c Expenditures for TOTAL CURRENT SERIAL SUBSCRIPTIONS (303) for 
the current reporting period is greater than $1,000 AND was 0 for 
the prior reporting period.  Please update or explain. 

PYEXCUSER = 0 and EXCUSER > 1,000 

Explain 

304-3a Expenditures for ELECTRONIC CURRENT SERIAL SUBSCRIPTIONS 
(304) for the current reporting period has had a large change from 
the prior reporting period.  Please update or explain. 

(EXELSER > 0 and PYEXELSER > 0) and (0.74 > 
EXELSER/PYEXELSER > 2.36) 

Explain 
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FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

304-3b Expenditures for ELECTRONIC CURRENT SERIAL SUBSCRIPTIONS 
(304) for the current year is 0 or blank AND was greater than 
$25,000 for the prior reporting period.  Please update or explain. 

(EXELSER = 0 or blank) and PYEXELSER > 25,000 

Explain 

304-3c Expenditures for ELECTRONIC CURRENT SERIAL SUBSCRIPTIONS 
(304) for the current reporting period is greater than $40,000 AND 
was 0 for the prior reporting period.  Please update or explain. 

PYEXELSER = 0 and EXELSER > 40,000 

Explain 

304-5 Must Fix: Expenditures for ELECTRONIC CURRENT SERIAL 
SUBSCRIPTIONS (304) is greater than CURRENT YEAR SERIAL 
SUBSCRIPTIONS (303). 

EXELSER > EXCUSER 

Must fix 

305-3a Expenditures for DOCUMENT DELIVERY/INTERLIBRARY LOAN (305) 
for the current reporting period has had a large change from the 
prior reporting period.  Please update or explain. 

(EXDEL > 0 and PYEXDEL > 0) and (0.15 > 
EXDEL/PYEXDEL > 7.65) 

Explain 

305-3b Expenditures for DOCUMENT DELIVERY/INTERLIBRARY LOAN (305) 
for the current year is 0 or blank AND was greater than $1,500 for 
the prior reporting period.  Please update or explain. 

(EXDEL = 0 or blank) and PYEXDEL > 1,500 

Explain 

305-3c Expenditures for DOCUMENT DELIVERY/INTERLIBRARY LOAN (305) 
for the current reporting period is greater than $6,000 AND was 0 
for the prior reporting period.  Please update or explain. 

PYEXDEL = 0 and EXDEL > 6,000 

Explain 

306-3a Expenditures for PRESERVATION (306) for the current reporting 
period has had a large change from the prior reporting period.  
Please update or explain. 

(EXPRES > 0 and PYEXPRES > 0) and (.12 > 
EXPRES/PYEXPRES > 2.25) 

Explain 

306-3b Expenditures for PRESERVATION (306) for the current year is 0 or 
blank AND was greater than $6,000 for the prior reporting period.  
Please update or explain. 

(EXPRES = 0 or blank) and PYEXPRES > 6,000 

Explain 
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FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

306-3c Expenditures for PRESERVATION (306) for the current reporting 
period is greater than $7,000 AND was 0 for the prior reporting 
period.  Please update or explain. 

PYEXPRES = 0 and EXPRES > 7,000 

Explain 

308-3a Expenditures for COMPUTER HARDWARE AND SOFTWARE (308) for 
the current reporting period has had a large change from the prior 
reporting period.  Please update or explain. 

(EXCOMP > 0 and PYEXCOMP > 0) and (0.08> 
EXCOMP/PYEXCOMP > 11.67) 

Explain 

308-3b Expenditures for COMPUTER HARDWARE AND SOFTWARE (308) for 
the current year is 0 or blank AND was greater than $15,000 for the 
prior reporting period.  Please update or explain. 

(EXCOMP = 0 or blank) and PYEXCOMP > 15,000 

Explain 

308-3c Expenditures for COMPUTER HARDWARE AND SOFTWARE (308) for 
the current reporting period is greater than $15,000 AND was 0 for 
the prior reporting period.  Please update or explain. 

PYEXCOMP = 0 and EXCOMP > 15,000 

Explain 

309-3a Expenditures for BIBLIOGRAPHIC UTILITIES, NETWORKS, AND 
CONSORTIA (309) for the current reporting period has had a large 
change from the prior reporting period.  Please update or explain. 

(EXBIB > 0 and PYEXBIB > 0) and (0.27> 
EXBIB/PYEXBIB > 3.82) 

Explain 

309-3b Expenditures for BIBLIOGRAPHIC UTILITIES, NETWORKS, AND 
CONSORTIA (309) for the current year is 0 or blank AND was greater 
than $15,000 for the prior reporting period.  Please update or 
explain. 

(EXBIB = 0 or blank) and PYEXBIB > 15,000 

Explain 

309-3c Expenditures for BIBLIOGRAPHIC UTILITIES, NETWORKS, AND 
CONSORTIA (309) for the current reporting period is greater than 
$12,000 AND was 0 for the prior reporting period.  Please update or 
explain. 

PYEXBIB = 0 and EXBIB > 12,000 

Explain 



 

 

U
ser‘s M

an
u

al –
 E

d
it C

h
eck

s                                                                                                   7
0
 

 

FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

311-2a Must fix: TOTAL EXPENDITURES (311) is not equal to the sum of 
items (205-2, 300, 303, 305, 306, 307, 308, 309, 310). 

All of ((SWTOT, EXBKS, EXCUSER, EXDEL, EXPRES, 
EXOTHIR, EXCOMP, EXBIB, EXOTH) >=  0) and 
((SWTOT + EXBKS + EXCUSER + EXDEL + EXPRES + 
EXOTHIR + EXCOMP + EXBIB + EXOTH) <> EXTOT) 

Must fix 

311-2b TOTAL EXPENDITURES (311) is not equal to the sum of items (205-2, 
300, 303, 305, 306, 307, 308, 309, 310).  Please update or explain. 

Any of ((SWTOT, EXBKS, EXCUSER, EXDEL, 
EXPRES, EXOTHIR, EXCOMP, EXBIB, EXOTH) =  
blank) and ((SWTOT + EXBKS + EXCUSER + EXDEL 
+ EXPRES + EXOTHIR + EXCOMP + EXBIB + 
EXOTH) <> EXTOT) 

Explain 

311-2c TOTAL EXPENDITURES (311) is not reported but all of the detail 
items are reported (205-2, 300, 303, 305, 306, 307, 308, 309, 310).  
Please update the total to the sum of the details. 

EXTOT = "Blank" and EXBKS > = 0 and EXCUSER > 
= 0 and EXDEL >= 0 and EXPRES >= 0 and 
EXOTHIR > = 0 and EXCOMP >= 0 and EXBIB >= 0 
and EXOTH > = 0 

Explain 

311-3a Expenditures for TOTAL EXPENDITURES (311) for the current 
reporting period has had a large change from the prior reporting 
period.  Please update or explain. 

(EXTOT > 0 and PYEXTOT > 0) and (0.68 > 
EXTOT/PYEXTOT > 1.45) 

Explain 

400/1-6 Have expenditures for BOOKS, SERIAL BACKFILES and OTHER 
MATERIALS (300) but no corresponding collections (400-1) added 
during the fiscal year or vice versa. 

(EXBKS > 0 and (COLBKSA = 0 or blank)) OR 
((COLBKSA > 0) and EXBKS = 0 or blank) 

Explain 

400/1-8 Expenses for books (300) equals number of books added (400-1) EXBKS >0 and = COLBKSA Explain 

400/2-0 Please enter a value for PAPER - VOLUMES held (400-2) at the end of 
the year.  If not available then give an explanation 

COLBKSH = blank 

Explain 

400/2-1b PAPER - VOLUMES HELD (400-2) is not equal to zero and library 
collection entirely electronic (406) is marked "Y".  Please update or 
explain. 

COLBKSH <> 0 and COLELYN = '1'  

Explain 
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FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

400/2-3a PAPER - VOLUMES (400-2) held at the end of the fiscal year for the 
current reporting period has had a large change from the prior 
reporting period.  Please update or explain. 

(COLBKSH> 0 and PYCOLBKSH > 0) and (0.74 > 
COLBKSH/PYCOLBKSH > 1.38) 

Explain 

400/2-3b PAPER - VOLUMES (400-2) held at the end of the fiscal year for the 
current reporting period is 0 or blank AND was greater than 0 for the 
prior reporting period.  Please update or explain. 

(COLBKSH = 0 or blank) and PYCOLBKSH > 0 

Explain 

400/2-3c PAPER - VOLUMES (400-2) held at the end of the fiscal year for the 
current reporting period is greater than 0 AND was 0 for the prior 
reporting period.  Please update or explain. 

PYCOLBKSH = 0 and COLBKSH > 0 

Explain 

400/2-8 Expenses for books (300) equals number of books held (400-2) EXBKS >0 and  = COLBKSH Explain 

400-5 PAPER - VOLUMES (400-1) added during the year exceeds holdings at 
the end of the year (400-2).  Please update or explain. 

COLBKSA > COLBKSH 

Explain 

400-8 COLLECTION OF BOOKS ADDED (400-1) equals COLLECTION OF 
BOOKS HELD (400-2) 

COLBKSA >0 and = COLBKSH and PYCOLBKSH <> 
0 Explain 

401/1-4 E-BOOKS (401-1) added during the year is greater than 250,000.  
Please update or explain. 

COLEBKSA > 250,000 

Explain 

401/2-3a ELECTRONIC BOOKS (401-2) held at the end of the fiscal year for the 
current reporting period has had a large change from the prior 
reporting period.  Please update or explain. 

(COLEBKSH> 0 and PYCOLEBKSH > 0) and (0.58> 
COLEBKSH/PYCOLEBKSH > 7.31) 

Explain 

401/2-3b ELECTRONIC BOOKS (401-2) held at the end of the fiscal year for the 
current reporting period is 0 or blank AND was greater than 10,000 
for the prior reporting period.  Please update or explain. 

(COLEBKSH = 0 or blank) and PYCOLEBKSH > 
10,000 

Explain 

401/2-3c ELECTRONIC BOOKS (401-2) held at the end of the fiscal year for the 
current reporting period is greater than 15,000 AND was 0 for the 
prior reporting period.  Please update or explain. 

PYCOLEBKSH = 0 and COLEBKSH > 15,000 

Explain 
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FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

401/2-4 E-BOOKS (401-2) held at the end of the fiscal year for the current 
reporting period is greater than 250,000.  Please update or explain. 

COLEBKSH > 250,000 

Explain 

401-5 E-BOOKS (401-1) added during the year exceeds holdings at the end 
of the year (401-2).  Please update or explain. 

COLEBKSA > COLEBKSH 

Explain 

401-8 COLLECTION OF E-BOOKS ADDED (401-1) equals COLLECTION OF E-
BOOKS HELD (401-2) 

COLEBKSA >0 and = COLEBKSH and PYCOLEBKSH 
<> 0 Explain 

402/2-1b MICROFORMS HELD (402-2) is not equal to zero and library 
collection entirely electronic (406) is marked "Y".  Please update or 
explain 

COLMICRH <> 0 and COLELYN = '1' 

Explain 

402/2-3a MICROFORM - UNITS (402-2) held at the end of the fiscal year for 
the current reporting period has had a large change from the prior 
reporting period.  Please update or explain. 

(COLMICRH > 0 and PYCOLMICRH > 0) and 
(0.94> COLMICRH/PYCOLMICRH > 1.07) 

Explain 

402/2-3b MICROFORM - UNITS (402-2) held at the end of the fiscal year for 
the current reporting period is 0 or blank AND was greater than 0 for 
the prior reporting period.  Please update or explain. 

(COLMICRH = 0 or blank) and PYCOLMICRH > 0 

Explain 

402/2-3c MICROFORM - UNITS (402-2) held at the end of the current year for 
the current reporting period is greater than 0 AND was 0 for the 
prior reporting period.  Please update or explain. 

PYCOLMICRH = 0 and COLMICRH > 0 

Explain 

402-5 MICROFORM - UNITS (402-1) added during the year exceeds 
holdings at the end of the year (402-2).  Please update or explain. 

COLMICRA > COLMICRH 

Explain 

402-8 COLLECTION OF MICROFORMS ADDED (402-1) equals COLLECTION 
OF MICROFORMS HELD (402-2) 

COLMICRA >0 and = COLMICRH and 
PYCOLMICRH <> 0 Explain 

403/1-6 Have expenditures for AUDIOVISUAL (302) but no corresponding 
collections (403-1) added during the fiscal year or vice versa. 

(EXAUD > 0 and (COLAUDA = 0 or blank)) OR 
((COLAUDA > 0) and EXAUD = 0 or blank) Explain 
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FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

403/1-8 Expenses for audiovisual (302) equals number of audiovisual added 
(403-1) 

EXAUD >0 and = COLAUDA 

Explain 

403/2-0 Must enter a value for one of the following: PAPER - VOLUMES (400-
2), E-BOOKS (401-2), MICROFORMS (402-2), and  AUDIOVISUAL 
MATERIALS UNITS (403-2) 

(COLBKSH + COLEBKSH + COLMICRH + 
COLAUDH) = 0 or blank 

Must fix 

403/2-3a AUDIOVISUAL MATERIALS - UNITS (403-2) held at the end of the 
fiscal year for the current reporting period has had a large change 
from the prior reporting period.  Please update or explain. 

(COLAUDH > 0 and PYCOLAUDH > 0) and (0.35 > 
COLAUDH/PYCOLAUDH >3.27) 

Explain 

403/2-3b AUDIOVISUAL MATERIALS - UNITS (403-2) held at the end of the 
current year for the current reporting period is 0 or blank AND was 
greater than 0 for the prior reporting period.  Please update or 
explain. 

(COLAUDH = 0 or blank) and PYCOLAUDH > 0 

Explain 

403/2-3c AUDIOVISUAL MATERIALS - UNITS (403-2) held at the end of the 
fiscal year for the current reporting period is greater than 1,000 AND 
was 0 for the prior reporting period.  Please update or explain. 

PYCOLAUDH = 0 and COLAUDH > 1,000 

Explain 

403/2-8 Expenses for audiovisual (302) equals number of audiovisual held 
(403-2) 

EXAUD >0 and = COLAUDH 

Explain 

403-5 AUDIOVISUAL MATERIALS - UNITS (403-1) added during the year 
exceeds holdings at the end of the year (403-2).  Please update or 
explain. 

COLAUDA > COLAUDH 

Explain 

403-8 COLLECTION OF AUDIOVISUAL ADDED (403-1) equals COLLECTION 
OF AUDIOVISUAL HELD (403-2) 

COLAUDA >0 and  = COLAUDH and PYCOLAUDH 
<> 0 Explain 

404-0 Mark “yes” or “no” for Item 406. COLELYN = blank Must fix 

404-3a Electronic Library question this reporting period is different from last 
reporting period.  Please update or explain. 

COLELYN <> PYCOLELYN 

Explain 
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FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

500-3a RETURNABLE INTERLIBRARY LOANS PROVIDED TO OTHER LIBRARIES 
(500) for the current reporting period has had a large change from 
the prior reporting period.  Please update or explain. 

(ILPRET > 0 and PYILPRET > 0) and (0.19 > 
ILPRET/PYILPRET > 5.59) 

Explain 

500-3b RETURNABLE INTERLIBRARY LOANS PROVIDED TO OTHER LIBRARIES 
(500) for the current reporting period is 0 or blank AND was greater 
than 40 for the prior reporting period.  Please update or explain. 

(ILPRET = 0 or blank) and PYILPRET > 40 

Explain 

500-3c RETURNABLE INTERLIBRARY LOANS PROVIDED TO OTHER LIBRARIES 
(500) for the current reporting period is greater than 100 AND was 0 
for the prior reporting period.  Please update or explain. 

PYILPRET = 0 and ILPRET > 100 

Explain 

501-3a NON-RETURNABLE INTERLIBRARY LOANS PROVIDED TO OTHER 
LIBRARIES (501) for the current reporting period has had a large 
change from the prior reporting period.  Please update or explain. 

(ILPNON > 0 and PYILPNON > 0) and (0.10 > 
ILPNON/PYILPNON > 9.45) 

Explain 

501-3b NON-RETURNABLE INTERLIBRARY LOANS PROVIDED TO OTHER 
LIBRARIES (501) for the current reporting period is 0 or blank AND 
was greater than 75 for the prior reporting period.  Please update or 
explain. 

(ILPNON = 0 or blank) and PYILPNON > 75 

Explain 

501-3c NON-RETURNABLE INTERLIBRARY LOANS PROVIDED TO OTHER 
LIBRARIES (501) for the current reporting period is greater than 50 
AND was 0 for the prior reporting period.  Please update or explain. 

PYILPNON = 0 and ILPNON > 50 

Explain 

501-8 Interlibrary loans provided, returnable (500) equals non-returnable 
(501) 

ILPRET >0 and = ILPNON 

Explain 

502-2a Must fix: TOTAL INTERLIBRARY LOANS PROVIDED TO OTHER 
LIBRARIES (502) is not equal to the sum of items (500 and 501). 

(ILPRET and ILPNON >= 0) and ((ILPRET + 
ILPNON) <> ILPTOT) Must fix 
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FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

502-2b TOTAL INTERLIBRARY LOANS PROVIDED TO OTHER LIBRARIES (502) is 
not equal to the sum of items (500 and 501).  Please update or 
explain. 

(ILPRET or ILPNON are blank) and ((ILPRET + 
ILPNON) <> ILPTOT) 

Explain 

502-2c TOTAL INTERLIBRARY LOANS PROVIDED TO OTHER LIBRARIES (502) is 
not reported and all of the detail items are reported (500 and 501).  
Please update the total to the sum of the details. 

ILPTOT = "blank" and ILPRET >= 0 and ILPNON>= 
0 

Explain 

502-3a TOTAL INTERLIBRARY LOANS PROVIDED TO OTHER LIBRARIES (502) 
for the current reporting period has had a large change from the 
prior reporting period.  Please update or explain. 

(ILPTOT > 0 and PYILPTOT > 0) and (0.42 > 
ILPTOT/PYILPTOT > 2.57) 

Explain 

502-3b TOTAL INTERLIBRARY LOANS PROVIDED TO OTHER LIBRARIES (502) 
for the current reporting period is 0 or blank AND was greater than 
100 for the prior reporting period.  Please update or explain. 

(ILPTOT = 0 or blank) and PYILPTOT > 100 

Explain 

502-3c TOTAL INTERLIBRARY LOANS PROVIDED TO OTHER LIBRARIES (502) 
for the current reporting period is greater than 80 AND was 0 for the 
prior reporting period.  Please update or explain. 

PYILPTOT = 0 and ILPTOT > 80 

Explain 

503-3a RETURNABLE INTERLIBRARY LOANS RECEIVED FROM OTHER 
LIBRARIES (503) for the current reporting period has had a large 
change from the prior reporting period.  Please update or explain. 

(ILRRET > 0 and PYILRRET > 0) and (0.13> 
ILRRET/PYILRRET > 8.27) 

Explain 

503-3b RETURNABLE INTERLIBRARY LOANS RECEIVED FROM OTHER 
LIBRARIES (503) for the current reporting period is 0 or blank AND 
was greater than 50 for the prior reporting period.  Please update or 
explain. 

(ILRRET = 0 or blank) and PYILRRET > 50 

Explain 

503-3c RETURNABLE INTERLIBRARY LOANS RECEIVED FROM OTHER 
LIBRARIES (503) for the current reporting period is greater than 60 
AND was 0 for the prior reporting period.  Please update or explain. 

PYILRRET = 0 and ILRRET > 60 

Explain 
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FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

504-3a NON-RETURNABLE INTERLIBRARY LOANS RECEIVED FROM OTHER 
LIBRARIES (504) for the current reporting period has had a large 
change from the prior reporting period.  Please update or explain. 

(ILRNON > 0 and PYILRNON > 0) and (0.08 > 
ILRNON/PYILRNON > 11.89) 

Explain 

504-3b NON-RETURNABLE INTERLIBRARY LOANS RECEIVED FROM OTHER 
LIBRARIES (504) for the current reporting period is 0 or blank AND 
was greater than 75 for the prior reporting period.  Please update or 
explain. 

(ILRNON = 0 or blank) and PYILRNON > 75 

Explain 

504-3c NON-RETURNABLE INTERLIBRARY LOANS RECEIVED FROM OTHER 
LIBRARIES (504) for the current reporting period is greater than 80 
AND was 0 for the prior reporting period.  Please update or explain. 

PYILRNON = 0 and ILRNON > 80 

Explain 

504-8 Interlibrary loans received, returnable, (503) equals non-returnable 
(504) 

ILRRET >0 and = ILRNON 

Explain 

505-3a DOCUMENTS DELIVERED FROM COMMERCIAL SERVICES (505) for 
the current reporting period has had a large change from the prior 
reporting period.  Please update or explain. 

(DOCDEL > 0 and PYDOCDEL > 0) and (0.14 > 
DOCDEL/PYDOCDEL > 5.49) 

Explain 

505-3b DOCUMENTS DELIVERED FROM COMMERCIAL SERVICES (505) for 
the current reporting period is 0 or blank AND was greater than 500 
for the prior reporting period.  Please update or explain. 

(DOCDEL = 0 or blank) and PYDOCDEL> 500 

Explain 

505-3c DOCUMENTS DELIVERED FROM COMMERCIAL SERVICES (504) for 
the current reporting period is greater than 300 AND was 0 for the 
prior reporting period.  Please update or explain. 

PYDOCDEL = 0 and DOCDEL > 300 

Explain 

506-2a Must fix: TOTAL INTERLIBRARY LOANS RECEIVED FROM OTHER 
LIBRARIES (506) is not equal to the sum of items 503-505. 

(ILRNON, ILRRET, DOCDEL >= 0) and ((ILRRET + 
ILRNON + DOCDEL) <> ILRTOT) Must fix 
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FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

506-2b TOTAL INTERLIBRARY LOANS RECEIVED FROM OTHER LIBRARIES 
(506), is not equal to the sum of items (503 -505).  Please update or 
explain. 

(ILRRET or ILRNON or DOCDEL are blank) and 
((ILRRET + ILRNON + DOCDEL) <> ILRTOT) 

Explain 

506-2c TOTAL INTERLIBRARY LOANS RECEIVED FROM OTHER LIBRARIES 
(506), is not reported and all of the detail items are reported (503 -
505).  Please update the total to the sum of the detail items. 

ILRTOT = "blank" and ILRRET>= 0  and ILRNON> = 
0 and  DOCDEL >= 0 

Explain 

506-3a TOTAL INTERLIBRARY LOANS RECEIVED FROM OTHER LIBRARIES 
(506) for the current reporting period has had a large change from 
the prior reporting period.  Please update or explain. 

(ILRTOT > 0 and PYILRTOT> 0) and (0.35 > 
ILRTOT/(PYILRTOT> 3.02) 

Explain 

506-3b TOTAL INTERLIBRARY LOANS RECEIVED FROM OTHER LIBRARIES 
(506) for the current reporting period is 0 or blank AND was greater 
than 100 for the prior reporting period.  Please update or explain. 

(ILRTOT = 0 or blank) and (PYILRTOT) > 100 

Explain 

506-3c TOTAL INTERLIBRARY LOANS RECEIVED FROM OTHER LIBRARIES 
(506) for the current reporting period is greater than 50 AND was 0 
for the prior reporting period.  Please update or explain. 

PYILRTOT = 0 and ILRTOT > 50 

Explain 

507-3a GENERAL CIRCULATION TRANSACTIONS (507) for the current 
reporting period has had a large change from the prior reporting 
period.  Please update or explain. 

(CRGEN > 0 and PYCRGEN > 0) and (0.43 > 
CRGEN/PYCRGEN > 2.33) 

Explain 

507-3b GENERAL CIRCULATION TRANSACTIONS (507) for the current 
reporting period is 0 or blank AND was greater than 0for the prior 
reporting period.  Please update or explain. 

(CRGEN = 0 or blank) and PYCRGEN > 0 

Explain 

507-3c GENERAL CIRCULATION TRANSACTIONS (507) for the current 
reporting period is greater than 1000 AND was 0 for the prior 
reporting period.  Please update or explain. 

PYCRGEN = 0 and CRGEN > 1000 

Explain 
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FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

508-3a RESERVE TRANSACTIONS (508) for the current reporting period has 
had a large change from the prior reporting period.  Please update 
or explain. 

(CRRSV > 0 and PYCRRSV > 0) and (0.40 > 
CRRSV/PYCRRSV > 2.67) 

Explain 

508-3b RESERVE TRANSACTIONS (508) for the current reporting period is 0 
or blank AND was greater than 0for the prior reporting period.  
Please update or explain. 

(CRRSV = 0 or blank) and PYCRRSV > 1000 

Explain 

508-3c RESERVE TRANSACTIONS (508) for the current reporting period is 
greater than 1000 AND was 0 for the prior reporting period.  Please 
update or explain. 

PYCRRSV= 0 and CRRSV > 1000 

Explain 

508-8 GENERAL CIRCULATION TRANSACTIONS (507) equals RESERVE 
CIRCULATION TRANSACTIONS (508) 

CRGEN > 0 and = CRRSV 

Explain 

509-3a NUMBER OF PRESENTATIONS (509) for the current reporting period 
has had a large change from the prior reporting period.  Please 
update or explain. 

(PRESEN > 0 and PYPRESEN > 0) and (0.19 > 
PRESEN/PYPRESEN > 5.97) 

Explain 

509-3b NUMBER OF PRESENTATIONS (509) for the current reporting period 
is 0 or blank AND was greater than 0 for the prior reporting period.  
Please update or explain. 

(PRESEN = 0 or blank) and PYPRESEN > 0 

Explain 

509-3c NUMBER OF PRESENTATIONS (509) for the current reporting period 
is greater than 0 AND was 0 for the prior reporting period.  Please 
update or explain. 

PYPRESEN = 0 and PRESEN > 0 

Explain 

510-3a TOTAL ATTENDANCE AT ALL PRESENTATIONS (510) for the current 
reporting period has had a large change from the prior reporting 
period.  Please update or explain. 

(ATTEND > 0 and PYATTEND > 0) and (0.19 > 
ATTEND/PYATTEND > 6.15) 

Explain 

510-3b TOTAL ATTENDANCE AT ALL PRESENTATIONS (510) for the current 
reporting period is 0 or blank AND was greater than 0 for the prior 
reporting period.  Please update or explain. 

(ATTEND = 0 or blank) and PYATTEND > 0 

Explain 
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FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

510-3c NUMBER OF ATTENDANCE (510) for the current reporting period is 
greater than 0 AND was 0 for the prior reporting period.  Please 
update or explain. 

PYATTEND = 0 and ATTEND > 0 

Explain 

510-5 Must fix: NUMBER OF PRESENTATIONS (509) cannot be greater than 
TOTAL ATTENDANCE AT ALL PRESENTATIONS (510). 

PRESEN >=0 AND ATTEND >=0 and PRESEN > 
ATTEND Must fix 

510-6 Must fix: NUMBER OF PRESENTATIONS (509) cannot be 0 when 
TOTAL ATTENDANCE AT ALL PRESENTATIONS (510) is greater than 0. 

PRESEN = 0 AND ATTEND > 0 

Must fix 

510-7 ATTENDANCE per PRESENTATION (510/511) is higher/lower than 
expected.  Please update or explain. 

ATTEND > 0 and PRESEN > 0 and 6.52156> 
ATTEND/PRESEN >49.4859 Explain 

510-8 NUMBER OF PRESENTATIONS (509) equals TOTAL ATTENDANCE 
(510) 

PRESEN >0 and = ATTEND 

Explain 

511-0 Must enter a value for TOTAL SERVICE TO INDIVIDUALS greater than 
zero. 

TOTSERIN = 0 

Must fix 

511-1b TOTAL INFORMATION SERVICES TO INDIVIDUALS (511) is equal to 
zero and library support virtual reference services (900) is marked 
"Yes".  Please update or explain. 

TOTSERIN = 0 and SUPPVIRTYN = '1' 

Explain 

511-2a Must fix: TOTAL INFORMATION SERVICES TO INDIVIDUALS (517) is 
not equal to the sum of TOTAL REFERENCE (513) and TOTAL 
CONSULTATIONS (516). 

(TOTREF, TOTCON and TOTSERIN) >= 0 and 
(TOTREF + TOTCON <> TOTSERIN) 

Must fix 

511-2b TOTAL INFORMATION SERVICES TO INDIVIDUALS (517) is not equal 
to the sum of details. Please update or explain. 

(TOTREFor TOTCON is blank) and (TOTREF + 
TOTCON <> TOTSERIN) Explain 

511-2c TOTAL INFORMATION SERVICES TO INDIVIDUALS (517)is not 
reported and all of the detail items are reported (513 and 516)  
Please update total to sum of the details 

TOTSERIN is blank and TOTREF> = 0 and TOTCON 
> = 0 

Explain 
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FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

511-3a TOTAL INFORMATION SERVICES TO INDIVIDUALS (511) for the 
current reporting period has had a large change from prior reporting 
period.  Please update or explain. 

(TOTSERIN > 0 and PYTOTSERIN > 0) and (0.03 > 
TOTSERIN/PYTOTSERIN > 4.00) 

Explain 

600-0 Must enter a value for HOURS OPEN IN A TYPICAL WEEK (600) 
greater than 0. 

HOURS = 0 or blank 

Must fix 

600-3a HOURS OPEN IN A TYPICAL WEEK (600) for the current reporting 
period has had a large change from the prior reporting period.  
Please update or explain. 

(HOURS > 0 and PYHOURS > 0) and (0.71 > 
HOURS/PYHOURS > 1.23) 

Explain 

600-4 Must fix: HOURS OPEN IN A TYPICAL WEEK (600) cannot exceed 168. HOURS > 168 

Must fix 

601-0 Must enter a value for GATE COUNT IN A TYPICAL WEEK (601). GATECT = blank Must fix 

601-3a GATE COUNT IN A TYPICAL WEEK (601) for the current reporting 
period has had a large change from the prior reporting period.  
Please update or explain. 

(GATECT > 0 and PYGATECT > 0) and (0.31 > 
GATECT/PYGATECT > 3.89) 

Explain 

601-6 Internal Edit:  Please verify that Gate Count equals zero.  If they 
cannot estimate it then make it 0/N. 

IF GATECT = 0  and COLELYN = 2 

Explain 

700-0 Mark “yes” or “no” for Item 700. DOCDIGYN = blank Explain 

700-3a The answer for Item 700 this reporting period is different from last 
reporting period.  Please update or explain 

PYDOCDIGYN <> blank and DOCDIGYN <> blank 
and DOCDIGYN <> PYDOCDIGYN Explain 

701-0 Mark “yes” or “no” for Item 701. LIBREFYN = blank Explain 

701-3a The answer for Item 701 this reporting period is different from last 
reporting period.  Please update or explain 

PYLIBREFYN <> blank and LIBREFYN <> blank and 
LIBREFYN <> PYLIBREFYN Explain 

702-0 Mark “yes” or “no” for Item 702. TECHYN = blank Explain 

702-3a The answer for Item 702 this reporting period is different from last 
reporting period.  Please update or explain 

PYTECHYN <> blank and TECHYN <> blank and 
TECHYN <> PYTECHYN Explain 

703-0 Mark “yes” or “no” for Item 703. THESYN = blank Explain 
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Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

703-3a The answer for Item 703 this reporting period is different from last 
reporting period.  Please update or explain 

PYTHESYN <> blank and THESYN <> blank and 
THESYN <> PYTHESYN Explain 

800-0 Mark “yes” or “no” for Item 800. STLEARNYN = blank Explain 

801-0 Mark “yes” or “no” for Item 801. if STLEARNYN = "1" and INFLITOUTYN = blank 

Explain 

900-0 Mark "yes" or "no" for Item 900. SUPPVIRTYN = blank Explain 

900-3a The answer for Item 900 this reporting period is different from last 
reporting period.  Please update or explain 

PYSUPPVIRTYN <> blank and SUPPVIRTYN <> 
blank and SUPPVIRTYN <> PYSUPPVIRTYN Explain 

901-0 Mark "yes" or "no" for Item 901. if SUPPVIRTYN = '1' and EMAILREFYN = blank Explain 

901-3a The answer for Item 901 this reporting period is different from last 
reporting period.  Please update or explain 

PYEMAILREFYN <> blank  and PYEMAILREFYN <> 
blank and SUPPVIRTYN  = '1' and EMAILREFYN <> 
PYEMAILREFYN Explain 

902-0 Mark "yes" or "no" for Item 902. if SUPPVIRTYN = '1' and COMSERYN = blank Explain 

902-3a The answer for Item 902 this reporting period is different from last 
reporting period.  Please update or explain 

PYCOMSERYN <> blank  and PYCOMSERYN <> 
blank and SUPPVIRTYN  = '1' and COMSERYN <> 
PYCOMSERYN Explain 

903-0 Mark "yes" or "no" for Item 903. if SUPPVIRTYN = '1' and INSTMESYN = blank Explain 

903-3a The answer for Item 903 this reporting period is different from last 
reporting period.  Please update or explain 

PYINSTMESYN <> blank  and PYINSTMESYN <> 
blank and SUPPVIRTYN  = '1' and INSTMESYN <> 
PYINSTMESYN Explain 

904-0 Mark "yes" or "no" for Item 904. if SUPPVIRTYN = '1' and SORTMESYN = blank Explain 

904-3a The answer for Item 904 this reporting period is different from last 
reporting period.  Please update or explain 

PYSORTMESYN <> blank  and PYSORTMESYN <> 
blank and SUPPVIRTYN  = '1' and SORTMESYN <> 
PYSORTMESYN Explain 
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FY2012 
Flag 

Error/Warning Message Error/Warning Condition 
Must fix or 

Explain 

global/9 The following cannot equal 1 Any = 1: SWLIBPRO, SWOTH, SWASST, SWTOT, 
FRINGE, EXBKS, EXELBKS, EXAUD, EXCUSER, 
EXELSER, EXDEL, EXPRES, EXOTHIR, EXCOMP, 
EXBIB, EXOTH, EXTOT, COLBKSA, COLBKSH, 
COLAUDA, COLEBKSH, COLMICRH, COLAUDH, 
COLSERH, CRGEN, CRRSV, ATTEND, HOURS, 
GATECT 

Must fix 

Z01 Must fix: Entry must be numeric For all entries except FRINGEYN, COLEL, 
DOCDIGYN, LIBREFYN, TECHYN, THESYN and 
CNSUBYN through CNOTHRYN, and Part H 
variables: INFLITDEFYN, INFLITMISYN, 
INFLITPLNYN, INFLITCOMYN, INFLITLIBYN.  Any 
presence of non-numeric entries. 

Must fix 



 

83 

User‘s Manual – Status and Summary Reports & Broadcast E-mail Web Screens 

Status and Summary Reports & Broadcast E-mail Web 

Screens 

 
This screen allows you to search for the institution.  Type in the search criteria and click 

‗Submit.‘  The search criteria could include institution name, address, city, state or survey 

status.  
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This screen shows the institutions that met your search criteria.  To select an institution, 

click the institution's name.  
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The ―Survey Status Summary‖ is located under the Reports menu.  It gives a summary of 

the status of all the institutions associated with that user id. 
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The ―Unregistered Users‖ is located under the Reports Menu.  Just click the ―Submit‖ 

button and it will give you a list of all of the unregistered institutions. 
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This is a list of all of the unregistered users associated with this coordinator.  To send a 

broadcast e-mail, ―Click on ―Send Broadcast Email‖ at the top of the list. 
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The BCC field will be filled in with all of the known e-mail address from the previous 

list.  Fill out the form and click on ―Send‖. 
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The ―Institution Reporting Status‖ is located under the Reports menu.  It gives you a 

detailed list of the status of all your institutions.   
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The ―View Access Report‖ is located under the Reports menu. This report tell what 

access you have to an institution and their survey status.  Click ‗Submit.‘ 
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This is a sample of the View Access Report.   
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To request additional users, go to the ―Tools‖ menu and click on ―Additional 

Users/Passwords‖.  Choose the number of users you‘d like to add, click on the ―Add 

Users‖ button.  A list of their user ids and passwords will appear. 
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To get a contact list of all of your institutions, go under the ―Reports‖ menu and click on 

―Contact List‖.  Select your criteria and click ―Submit‖. 
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A list of all of the institutions meeting your selected criteria.  From here you can also 

send a broadcast e-mail to those institutions that have registered or download the list in 

excel.  What information that is displayed can be changed by selecting an item in the 

drop down box and clicking ‖GO‖. 

 

 

 
 

 

.
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Library Representatives List 
 

Alabama 
Diane Sherman 
Alabama Commission on Higher Education 
Director of Research Services 
100 North Union Street, Suite 778 
Montgomery, AL 36130-2000  
Phone: 334-242-2742 
Fax: 334-242-0268 
E-mail: diane.sherman@ache.alabama.gov 

Alaska 
Karen Jensen 
Collection Development Officer 
Elmer E. Rasmuson Library 
University of Alaska Fairbanks 
P.O. Box 756800 
Fairbanks, AK 99775-6800 
Phone: 907-474-6695 
Fax: 907-474-6841 
E-mail: kljensen@alaska.edu 

Arizona 
 
 
Pending 
 
 
 
 
 

Arkansas 
Judy Ganson 
Director for Collections Management and 
Support  University of Arkansas Libraries, 
365 N. McIlroy Ave. 
Fayetteville, Arkansas 72701-4002 
Phone: 479-575-2130 
Fax: 479-575-6656 
E-mail: jjganson@uark.edu  

California 
Estina Pratt 
Learning Services Coordinator 
Compton Community College 
1111 E. Artesia Blvd 
Compton, CA 90221 
Phone: 310-900-1600 
Fax: 310-900-1679 
E-mail: pratt_e@compton.edu 

Colorado 
Nicolle Steffen  
Director Library Research Service 
Colorado Department of Education 
201 E. Colfax Ave., Suite 309 
Denver, CO 80203 
Phone: 303-866-6927 
Fax: 303-866-6940 
E-mail: steffen_n@cde.state.co.us 

Connecticut 
Tracy Ralston 
Traurig Library and Learning Resources 
Center 
Post University 
800 Country Club Rd 
Waterbury, CT 06708-3200 
Phone: 203-596-4564 
Fax: 203-575-9691 
E-mail: tralston@post.edu 

Delaware 
Robert Wetherall, Coordinator 
Delaware Division of Libraries 
121 Duke of York Street  
Dover, DE 19901  
Phone: 302-739-4748 x5136  
Fax: 302-739-6787 
E-mail: HRobert.Wetherall@lib.de.us    

mailto:diane.sherman@ache.alabama.gov
mailto:kljensen@alaska.edu
mailto:jjganson@uark.edu
mailto:pratt_e@compton.edu
mailto:steffen_n@cde.state.co.us
mailto:tralston@post.edu
mailto:HRobert.Wetherall@lib.de.us
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District of Columbia 
Mark D. Jacobs  
Interim Executive Director 
Washington Research Library Consortium 
901 Commerce Drive 
Upper Marlboro, MD  20774 
Phone: 301-390-2031                      
Fax: 301-390-2020            
E-mail: jacobs@wrlc.org 

Florida 
Stephanie Irvin 
State Library and Archives of Florida 
R.A. Gray Building 
500 South Bronough Street 
Tallahassee, FL 32399-0250 
Phone: 850-245-6608 
Fax: 850-245-6643 
E-mail: Stephanie.Irvin@dos.MyFlorida.com 
 

Georgia 
Merryll Penson 
Executive Director, Library Services 
Office of Information and Instructional 
Technology 
2500 Daniells Bridge Rd., Bldg. 300 
Athens, GA 30606 
Phone: 706-583-2007 
Fax: 706-583-2294 
E-mail: merryll.penson@usg.edu 

Hawaii 
Gregg Geary 
Interim University Librarian and Director of the 
Student Success Center 
Hamilton Room 112 
University of Hawai'i at Manoa Library 
2550 McCarthy Mall 
Honolulu, HI 96822 
Phone: 808-956-7205 
E-mail: geary@hawaii.edu   

Idaho 
Barbara Glackin  
Albertsons Library 
Rm Lib 215C 
Boise State University 
1910 University Dr. 
Boise, ID 83725 
Phone: 208-426-5902  
E-mail: barbaraglackin@boisestate.edu  

Illinois 
TJ Lusher 
Assist. Dean, Automated Library Systems 
413 Founders Memorial Library 
Northern Illinois University  
DeKalb, IL 60115 
Phone: 815-753-0521 
Fax: 815-753-9803 
E-mail: tlusher@niu.edu 

Indiana 
Steven J. Schmidt 
Indiana State Library 
Library Development Office 
315 W. Ohio St. 
Indianapolis, IN  46202 
Phone: 317-232-3715  
E-mail: SteSchmidt@library.IN.gov  

Iowa 
Scott Dermont 
Library Consultant 
State Library of Iowa - Main Library 
1112 E. Grand Ave. 
Des Moines, IA  50319 
Phone: 515-281-7573 
Fax: 515-281-6191 
E-mail: scott.dermont@lib.state.ia.us 

mailto:jacobs@wrlc.org
mailto:Stephanie.Irvin@dos.MyFlorida.com
mailto:merryll.penson@usg.edu
mailto:geary@hawaii.edu
mailto:barbaraglackin@boisestate.edu
mailto:tlusher@niu.edu
mailto:SteSchmidt@library.IN.gov
mailto:scott.dermont@lib.state.ia.us
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Kansas   
Robin Deich Ottoson 
Associate Professor / Library Director 
Tabor College 
400 S. Jefferson St. 
Hillsboro, KS  67063 
Phone: 620-947-3766 
E-mail: robino@tabor.edu 

Kentucky 
Arne J. Almquist, Ph.D.  
Associate Provost for Library Services  
Steely Library, SL 507  
Northern Kentucky University  
Nunn Drive  
Highland Heights, KY 41099  
Phone: 859-572-5483  
Fax: 859-572-6181 
E-mail: almquista@nku.edu 

Louisiana 
Michael A. DiCarlo 
Dean Library Services 
Prescott Memorial Library 
Louisiana Tech University 
Ruston, LA 71272 
Phone: 318-257-2577 
Fax: 318-257-2579 
E-mail: miked@latech.edu 

Maine 
Linda H. Lord 
Deputy State Librarian 
Maine State Library 
64 State House Station 
Augusta, ME 04333 
Phone: 207-287-5620 
Fax: 207-287-5624 
E-mail: Linda.Lord@maine.gov 

Maryland 
Robin Barnard Moskal, MLS 
Head, Collection Management 
Interlibrary Loan and Accounting and 
Receiving 
UMBC-University of Maryland, Baltimore 
County  
Albin O. Kuhn Library & Gallery 
1000 Hilltop Circle 
Baltimore, MD 21250 
Phone: 410-455-2341 
Fax: 410-455-1061 
E-mail: moskal@umbc.edu 

Massachusetts 
Dianne L. Carty 
Head of Data Coordination & State Aid 
Massachusetts Board of Library Commissioners 
98 N. Washington St., Suite 401 
Boston, MA 02114 
Phone: 617-725-1860 x 222 
Fax: 617-725-0140 
E-mail: dianne.carty@state.ma.us 

Michigan 
Joseph Hamlin 
State Data Coordinator 
Library of Michigan 
702 W. Kalamazoo St. 
Lansing, MI 48913 
Phone: 517-373-3828 
E-mail: hamlinj2@michigan.gov  

Minnesota 
 
pending 

mailto:robino@tabor.edu
mailto:almquista@nku.edu
mailto:miked@latech.edu
mailto:Linda.lord@maine.gov
mailto:moskal@umbc.edu
mailto:dianne.carty@state.ma.us
mailto:hamlinj2@michigan.gov
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Mississippi 
Deborah Lee, Ph.D. 

Coordinator, Library Instructional Services 
Associate Director, Center for Teaching and 

Learning 
Coordinator, Corporate and Statistical 

Research Center 
Mississippi State University 

Mississippi State, MS 39762 

Phone: 662-325-0810    
E-mail: dlee@library.msstate.edu 

Missouri 
Ann Riley 
Associate Director for Technical Services 
University of Missouri, MU Libraries 
52 Ellis Library 
Columbia, MO 65201 
Phone: 573-882-1685 
Fax: 573-884-5243 
E-mail: rileyac@missouri.edu     

Montana 
Jennie Stapp  
State Librarian 
Montana State Library 
P.O. Box 201800 
1515 East 6th Avenue 
Helena, MT 59620-1800 
Phone: 406-444-3116 
Fax: 406-444-0266 
E-mail: jstapp2@mt.gov   

Nebraska 
John Felton 
Planning and Data Services Coordinator 
Nebraska Library Commission 
1200 N Street, Suite 120 
Lincoln, NE 68508 
Phone: 402-471-3216 
Fax: 402-471-2083 
E-mail: john.felton@nebraska.gov 
 

Nevada 
Jeanne Brown  
Libraries  
4505 Maryland Parkway  
Box 45-4049  
University of Nevada, Las Vegas  
Las Vegas, NV 89154-4049  
Phone: 702-895-4369  
Fax: 702-895-1975 
E-mail: jeanne.brown@unlv.edu 

New Hampshire 
Michael York 
State Librarian 
New Hampshire State Library 
20 Park Street  
Concord, NH 03301 
Phone: 603-271-2397 
E-mail: michael.york@dcr.nh.gov  

New Jersey 
Mary Mallery, Ph.D. 
Assoc. Dean for Technical Services 
Harry A. Sprague Library 
Montclair State University 
Upper Montclair, NJ 07043  
Phone: 973-655-7150 
Fax: 973-655-7780 
E-mail: mallerym@mail.montclair.edu 

New Mexico 
Elizabeth Titus 
New Mexico State University Library 
P.O. Box 3006, MSC 3475 
Las Cruces, NM 88003-8006 
Phone: 505-646-1508 
Fax: 505-606-6940 
E-mail: etitus@lib.nmsu.edu 

mailto:dlee@library.msstate.edu
mailto:rileyac@missouri.edu
mailto:jstapp2@mt.gov
mailto:jeanne.brown@unlv.edu
mailto:michael.york@dcr.nh.gov
mailto:mallerym@mail.montclair.edu
mailto:etitus@lib.nmsu.edu
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New York 
Lisa Seivert 
New York State Education Department 
89 Washington Avenue 
Albany, New York 12234 
Phone: 518-486-4853 
E-mail: lseivert@mail.nysed.gov  

North Carolina 
Laura O’Donghue 
State Library of North Carolina 
4640 Mail Service Center 
Raleigh, NC 27699-4640 
Phone: 919-807-7424 
Fax: 919-733-8748 
E-mail: laura.odonghue@ncdcr.gov  

North Dakota 
 
Pending 
 
 
 
 
 

Ohio 
Lisa Hickle 
State Library of Ohio 
274 East First Avenue 
Columbus, OH 43201 
Phone: 614-644-6920 
Fax: 614-466-3584 
E-mail: lhickle@library.ohio.gov 

Oklahoma 
Michael Foote 
Mid-American Christian University 
3500 Southwest 119th St 
Oklahoma City, OK 73170 
Phone: 405-692-3291 
E-mail: mfoote@macu.edu 

Oregon 
Ann Reed 
Oregon State Library 
State Library Building 
250 Winter St  
Salem, OR 97301-3950 
Phone: 503-378-5027 
Fax: 503-378-6439 
E-mail: ann.reed@state.or.us 

Pennsylvania 
Beth Bisbano 
Office of Commonwealth Libraries 
Bureau of Library Development 
333 Market St. 
Harrisburg, PA 17126-1745 
Phone: 717-783-5731 
Fax: 717-772-0044 
E-mail: bbisbano@state.pa.us 

Rhode Island 
Carol S. Terry 
Director of Library Services 
Rhode Island School of Design  
2 College Street 
Providence, RI 02903 
Phone: 401-709-5909 
Fax: 401-709-5932 
E-mail:  cterry@risd.edu   

South Carolina 
Rick Moul 
Pascal Executive Director 
1122 Lady Street, Suite 300 
Columbia, South Carolina 29201 
Phone: 803-734-0900 
Fax: 803-734-0901 
E-mail: rmoul@pascalsc.org  

South Dakota 
Daria Bossman 
South Dakota State Library 
800 Governor’s Drive 
Pierre, SD 57501-2294 
Phone: 605-773-3131 
Fax: 605-773-6962 
E-mail: daria.bossman@state.sd.us 

mailto:lseivert@mail.nysed.gov
mailto:laura.odonghue@ncdcr.gov
mailto:mfoote@macu.edu
mailto:bbisbano@state.pa.us
mailto:cterry@risd.edu
mailto:rmoul@pascalsc.org
mailto:daria.bossman@state.sd.us
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Tennessee 
Annelle R. Huggins 
Associate Dean of University Libraries 
University of Memphis 
126 Ned R. McWherter Library 
Memphis, TN 38152-3250 
Phone: 901-678-4482 
Fax: 901-678-8218 
E-mail: ahuggins@memphis.edu 

Texas 
Stacey Malek 
Library Development Program Coordinator 
Texas State Library and Archives Commission 
1201 Brazos 
PO Box 12927 
Austin, TX 78711-2927 
Phone: 512-463-5532 
Fax: 512-463-8800 
E-mail: stacey.malek@tsl.state.tx.us or 
smalek@tsl.state.tx.us 

Utah 
Brian C. Roberts 
Process Improvement Specialist & 
CCLA Executive Secretary 
Harold B. Lee Library 
Brigham Young University 
2086 HBLL 
Provo, UT 84601 
Phone: 801-422-1989 
Fax: 801-422-0466 
E-mail: brian_roberts@byu.edu 

Vermont 
Scott Schaffer 
Coordinator of Government Documents and 
Maps  
Liaison to Economics, Political Science, & 
Sociology 
Bailey/Howe Library 
University of Vermont 
Burlington, VT 05405 
802-656-2503 
scott.schaffer@uvm.edu  

Virginia 
Tod Massa  
Director, Policy Research and Data 
Warehousing 
SCHEV 
101 N. 14TH St.,  
James Monroe Bldg. 
Richmond, VA 23219 
Phone: 804-225-2600  
Fax: 804-225-2604 
E-mail: todmassa@schev.edu  

Washington 
Evelyn Lindberg 
State Data Coordinator 
Washington State Library 
P O Box 42460 
Olympia, WA 98504 
Phone: 360-570-5560 
Fax: 360-586-7575 
E-mail: evelyn.lindberg@sos.wa.gov 

West Virginia 
Melissa Brown 
Planning and Programming Consultant at the 
West Virginia Library Commission 
1900 Kanawha Blvd. E, Cultural Center 
Charleston, WV 25305 
Phone: 304-558-3978 
Fax: 304-558-1612 
E-mail:  Melissa.j.brown@wv.gov  

Wisconsin 
Karin Wells, Ph.D. 
Vice President for Research 
Wisconsin Association of Independent Colleges 
and Universities (WAICU) 
122 West Washington Avenue, Suite 700 
Madison, WI 53703-2718 
Phone: 608-256-7761, ext. 234 
Fax: 608-256-7065 
E-mail: karin.wells@waicu.org 

mailto:ahuggins@memphis.edu
mailto:stacey.malek@tsl.state.tx.us
mailto:smalek@tsl.state.tx.us
mailto:brian_roberts@byu.edu
mailto:scott.schaffer@uvm.edu
mailto:todmassa@schev.edu
mailto:Melissa.j.brown@wv.gov
mailto:karin.wells@waicu.org
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Wyoming 
Susan Mark 
Statistics Librarian 
Wyoming State Library 
2800 Central Ave. 
Cheyenne, WY 82002 
Phone: 307-777-5915 
Fax: 307-777-6289 
E-mail: smark@wyo.gov 
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Contacts & URLs 

 

USEFUL URLs 
 

NCES  

www.nces.ed.gov/surveys/libraries 

 

American Library Association 

www.ala.org 

 

Association of Research Libraries 

www.arl.org 

US CENSUS BUREAU: 

(Contact for questions or technical assistance regarding the ALS) 

ALS HELP DESK – 1-877-749-4925  

Laura Hardesty 

US Census Bureau 

GOVS 5K0152B 

4600 Silver Hill Rd 

Washington, DC 20233-6800 

Phone:   1-800-451-6235 

E-mail:   govs.aclib@census.gov 

 

Jamie Hug  

US Census Bureau 

GOVS 5K0152D 

4600 Silver Hill Rd 

Washington, DC 20233-6800 

Phone:   1-800-451-6235 

E-mail:   govs.aclib@census.gov 

 

OTHER CONTACTS: 

Tai Phan, Program Director 

National Center for Education Statistics 

1990 K Street NW 

Washington, DC 20006 

Phone: 202-502-7431 

E-mail:  Tai.Phan@nces.gov 

 

Cathleen Bourdon, Associate Executive 

Director 

American Library Association 

50 E. Huron Street 

Chicago, IL 60611 

E-mail: cbourdon@ala.org 

Kathy Rosa, Director of Office for 

Research & Statistics 

American Library Association 

50 E. Huron Street 

Chicago, IL 60611 

Phone: 312-280-4273 

E-mail: krosa@ala.org 

Kit Keller, Library Consultant 

Phone: 402-789-2238 

E-mail: kitkeller@gmail.com 

http://www.arl.o/
mailto:govs.aclib@census.gov
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Peer Analysis Tool 

 

 

Compare Academic Libraries 
 

The Compare Academic Libraries (peer search tool) developed by NCES is available for 

the FY 2010 ALS at the URL http://nces.ed.gov/surveys/libraries/academic.asp.  Peer 

analysis tool users will be able to select their peer academic libraries by name of 

institution.  They will also be able to select peers by using data for several variables and 

classifications.  These variables include:  State, Geographic region, Total library 

expenditures, Circulation transactions, Total volumes held, Total library staff, Librarians 

and other professional staff, and Student enrollment. 

 

Tai Phan, NCES 

 

http://nces.ed.gov/surveys/libraries/academic.asp

